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Update tenant contact details  
Agents can update tenant details at different stages of the bond lodgement process, as shown in the 
table below. 

  
 
Updating tenant contact details  
When the bond is in a lodged status, agents can use this process to update tenant contact details.  
Note: This process can also be used by Agent Administrators.  
 

1. Sign into the Rental Bonds Portal  
2. From the Manage Bonds screen, click the bond you want to edit.  

 

3. Click Options. 
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4. Click Edit Bond from the drop-down menu. 

 
 

5. Click Next. 

 

Note: Rented Premises Details and Bond and Tenancy Details cannot be updated when a bond is in a 

lodged status. 
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6. Edit the ACT Digital email and ACT Digital ID Phone number as required 

Note: A green tick will appear next to the updated fields.  

 
 
 

7. Click Next 

 

 
8. A summary of the bond with the changes will display.  Check the declaration box to confirm 

the details are correct and click Save details. 

 

 
Note: Use the Back button if you need to update any of the details entered prior to confirming.  
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9. The Bond summary screen will display with the updated information.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Disclaimer 
 
All identity information used in this document depicts fictitious operations with sample data used to 
develop sample processes for the Rental Bonds Portal. Any resemblance to actual names, addresses, 
contact numbers, rental values or bond amounts is coincidental.  


