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Manage Users

Agency Administrators can use this process to view and add agents for their agency.

Note: All changes are audit logged. You should ensure this action complies with your obligations as a
Real Estate Agent and the Rental Bonds Portal Terms and conditions.

View agency users

1. Sign into the Rental Bonds Portal
2. From the Main Menu click Manage Users.

Q SEARCH

Pending Payments

ALL RAISED LODGED REFUND PENDINC N DISPUTE REFUNDED NCLAIMED

BOND NO. TENANT/S PREMISES AMOUNT LODGEMENT DATE STATUS

Lessor Portal (7'

3. The Manage Users screen will open and display a list of current users for your agency.

SEARCH ] RESET ll

FirstName  LastName  Email Address  Role Created Date  UserStatus  Agency Status  Last Logon
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Add a user to your agency

1. Signinto the Rental Bonds Portal
2. From the Main Menu click Manage Users.

Manage Bonds

Pending Payments Bond ! t Q SEARCH

ALL RAISE DGE REFUND PENDIN N DISPUTE REFUNDED NCLAIMEI
BOND NO. TENANT/S PREMISES AMOUNT LODGEMENT DATE STATUS

Lessor Portal [
Tenant Portal (7'

Sign Out

3. The Manage Users screen will display. Click + New User on the top right-hand corner of the
screen.

Ag_‘_lf ACT Revenue Office

—
+NEW USER
SEARCH RESET

Pending Payments

Lossor portal ('

FirstName  LastName Email Address  Role Created Date  UserStatus  AgencyStatus  Last Logon
Tenant Portal (2
t Administrator 6-05-2022 Active v

4. The New User screen will display. Enter the user’s email address and click Search.
Note: If a user already has an account in the portal see Add an existing user to multiple agencies or
branches

| ACT Revenue Office

Manage Bonds
Lodge Bond New User

- All changes are audit logged. You should ensure this action complies with your obligations eal Estate Agent and the
Pending Payrriects Il changes are audit logged. You should ensure this action complie your obligations as a Real Estate Agent and

Search Email:

Manage Users —
realestate agent@mailsac.com | SEARCH I RESET ‘
Reports :

Lessor Portal ('

Tenant Portal (7'

A link to activate this user will be sent to the email address provided. For security reasons, the link will expire in 1 hour.
Sign Out

Created Date:
14-04-2026

Last Logon:
no logon date

Registration Email Sent:
not sent

SEND INVITATION LINK
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5. Select the users Role from the drop-down menu. Enter the user’s first name, last name, email
address and contact number.

.5_(_1 ACT Revenue Office

New User

Manage Bonds

Lodge Bond

s action complies with your obligations as a Real Estate Agent and the

Pending Payments

Manage Users
ealestate.agent@malisacaom - gl

Lessor Portal (7' I Rol I

Tenant Portal (4" I—]
Please Select

Ag P ager

Sign Out

Note:

Agent (Property Manager) = can view and action all the bonds for your agency
Agent Administrator = can view and action all the bonds for your agency, add/edit users for your
agency and update the agency’s details

6. Click Save. You will return to the Manage User screen.

ACT Revenue Office
First Name *
Manage Bends
Real Estate (]
Lodge Bond
bl
il hd
Email Sdiess =
(Rl IOmaiaccom
Tenant Portal (4
Contact Number *

A link to activate this user will be sent to the email address provided. For security reasons, the link will expire in 1 hour. I

Created Date:
14-04-2026

Last Logon:
no logon date

Registration Email Sent:

not sen
CANCEL SAVE »
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Note: An activation email will be sent to the email address provided (see below). The user must
activate their account within one hour of the email being sent.

Complete Your Registration

ALCL Reverue Office
To reslestatesgert,

(D)1 here are prabilesss wsth hov I3 meseage  S1pisyed cIet Dere £2 e & 3 29e Brscine

A(T ACT Revenue Office

Activate Your Account

Thank you for registering wath the ACT Rental Bonds Poral.
Befere you procoed, please activate your account by clicking on the link below,
This link will expire in 1 hour for securiyy purposes.

Link not working? Copy and paste this link into your browser
https://actrevenuecffice-
tstl ise.com/ARBA / aspx?

( rb@act.gov.au.
CT Rental Bonds Portal

7. The user will appear on the Manage Users screen in a Registered status.

Manage Users

+NEW USER
SEARCH RESET
First Name Last Name Email Address Role Created Date User Status Agency Status Last Logon
Re: e eal estate agent@r Active x

. t2@emailcom Agent Adrinistrator 6052022 Active v

8. Once the user has activated their account their status will change to Active.
Manage Users e SR

= ‘ ‘ —= —

Report

yments
Eirst Name _Last Name Email Address. Baolg Sreated Date Ucer Statys Agency Status Lastlogon
Tenant Portal (31

Real Estate Agent ResllyAgent@mailsac.com

Rental Bonds Portal - User guide for Agent Administrators 6

July 2026



ACT ACT Revenue Office
ABN: 45 096 207 205

Government

Resend an Activation Email

Agency Administrators can use this process to resend an activation email request if the user does not
activate their account within the required time limit.

1. Signinto the Rental Bonds Portal
2. From the Main Menu click Manage Users.
(&) ACT | Acr Revenue Office

Pending Payments Q SEARCH

ALL RAISED ODGE REFUND PENDIN N DISPUTE REFUNDED NCLAIME

— &
BOND NO. TENANT/S PREMISES AMOUNT LODGEMENT DATE ~ STATUS

Lessor Portal [4'

3. Click the edit icon next to the user’s name on the user account line.

Note: If the users name does not appear you can enter their email address and click Search to
display their details.
(T

ACT Revenue Office

Reports
4

Manage Bonds

Manage Users

Lodge Bond

+NEW USER
Pending Payments
‘ | I SEARCH l i RESET ]
Select Role -
Reports
First Name Last Name Email Address Role Created Date User Status Agency Status Last Logon
_ Real Estate Agent Really Agent@rmailsac.com i\ii’i‘qf:fpg’“ 30-04-2026  Active v 30-04-2026
Real Estate Agent real estate agent@mailsac com ﬁ\ﬁi’;tgffpemy 14-04-2026  Active x 29.04-2026

Bob Boss Agent Administrator Active v
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4. The Edit User screen will display. Click Resend Activation Email

ACT Revenue Office

Manage Bonds

Lodge Bond Edit User

Pending Payments

Manage Users Rale * Manage Rale in Manage Agen T
Reports

First Name *

Lessor Portal [

Greg
Tenant Portal [
Sign Out Last Name *
‘ Gator

mail Addross *

ag@ag.com

Contact Mumber *

041564 5646

RESEND ACTIVATION EMAIL
BEZEND ACTIVATION EMAIL

5. A message will display advising the activation email has been sent.

Manage Bonds

Lessor Portal (7' 3
B

Email Address *

cit logged. You should ensure this action complies with your obligations as a Real Estate Agent and the

2l T&C's.

ag@ag.com

Contact Number *

041564 5646

RESEND ACTIVATION EMAIL

Note: Another activation email will be sent to the email address provided. The user must activate their
account within one hour of the email being sent.
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Add an existing user to multiple agencies or branches
Agent Administrators can use this process to add an existing user to multiple agencies or branches that
they manage.

1. Signinto the Rental Bonds Portal
2. From the Main Menu click Manage Users.

T | act

Pending Payments. Q SEARCH

ALL RAISED ODGE REFUND PENDIN N DISPUTE REFUNDED NCLAIME

e Y
BOND NO. TENANT/S PREMISES AMOUNT LODGEMENT DATE ~ STATUS

3. The Mange Users screen will display. Click + New User in the top right-hand corner of the

Reports
4
4

screen.

Ag'_lj ACT Revenue Office

e
+ NEW USER
SEARCH RESET

FirstName  LastName Email Address  Role Created Date  UserStatus  AgencyStatus  Last Logon
Tenant Portal ('
Boss r2@emailcom  Agent Administrator 6-05-2022 Active v

Manage Bonds

New User

Lodge Bond

All changes are audit logged. You should ensure this action complies with your obligations as a Real Estate Agent and the
Rental Bonds Portal T&C's.

Search Email:
Manage Users | I (
realestate agent@mailsac.com |I SEARCH RESET
&, L

Reports

Pending Payments

Role

Lessor Portal ('

Tenant Portal (7

A link to activate this user will be sent to the email address provided. For security reasons, the link will expire in 1 hour.

Sign Out

Created Date:

14-04-2026

Last Logon:
no logon date

tion Email Sent:

SEND INVITATION LINK
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5. If the user already exists in the Rental Bonds Portal, a message will display
“Existing user found”. You can invite this user to your agency or branch.

I ‘ ACT Revenue Office

Manage Bonds

Lodge Bond New User

Manage Users I
Reports

Lessor Portal [ —
Please Select -
Tenant Portal ('
Sign Out Alink to activate this user will be sent to the email address provided. For security reasons, the link will expire in 1 hour.

Created Date:
14-04-2026

Last Logon:

ne logon date
Registration Email Sent:

nar sant

SEND INVITATION LINK

6. Select the users Role from the drop-down menu. Click Send Invitation Link.

(T ACT Revenue Office

Lodge Bond New User

cemplies with your obligations as a Real Estate Agent and the

-

Pending Payments

Manage Users

Lessor Portal [

ral [

" provided. For security reasons, the link will expire in 1 hour.

Created Date:
£-04-207¢

Last Logon:

no togon date

Registration Email Sent:

not senr

I SEND INVITATION LINK I

Note:

Agent (Property Manager) = can view and action all the bonds for your agency
Agent Administrator = can view and action all the bonds for your agency, add/edit users for your agency
and update the agency’s details

Rental Bonds Portal - User guide for Agent Administrators 10
July 2026



ACT ACT Revenue Office
ABN: 45 096 207 205

Government

Note: An activation email will be sent to the email address provided (see below). The user must
activate their account within one hour of the email being sent.

Complete Your Registration

ALCL Reverue Office
To reslestatesgert,

(1)1 thers are prablerss wsth nov ks meseage + Srpisyed ciek Bers o sieee £ o 3 el Sroce

Activate Your Account

Thank you for registering w Rental Bonds Portal
Befere you procoed, please activ ur account by clicking on the link below,
This link will expire in 1 hour for securiyy purposes.

Link not working? Copy and paste this link into your browser.
https://actrevenuecffice-
tstl ise.com/ARBA / aspx?

O

@act.gov.ou.

[ Bonds Portal

7. The user appears on the Manage Users screen with a User Status of Active, as they are an
existing user. The Agency Status displays a cross until the user activates their account.

ACT Revenue Office

Manage Users +NEW USER
_ ‘ ‘ l - l l = l
Select Role -
Reports
First Name Last Name Email Address Role Created Date User Status Agency Status  Last Logon
Real Estate Agent Really Agent@mailsaccom {\1ﬁ2‘q‘ffpe’7‘ 30-042026  Active v 30042026
—
| Real Estate Agent real estate agent@mailsaccom i\;ﬁ’;‘g’zﬁ‘]m’ 14-04-2026  Active * 29-04-2026
Bob Boss I2@emailcomn Agent Administrator Active v 30-04-2026

8. Once the user has activated their account, the Agency Status displays a tick to indicate they
are active within your agency or branch. They can now view and manage bonds.

&C]' ACT Revenue Office

Manage Bonds

Manage Users

Ledge Bond +NEW USER
Pending Payments
‘ ‘ [ SEARCH ‘ I RESET ‘
Select Role -

Lessor Portal (&'

First Name Last Name Email Address Role Created Date User Status Agency Status Last Logon
Tenant Portal ('

Real Estate Agent  ReallyAgent@mailsac.com 30-042026  Active v 30-04-2026
sign Out

Real Estate Agent realestateagent@mailsac.com Qﬁi’;gilmemf 14-042026  Active v 29-04-2026

Bob Boss I2@email.com Agent Administrator 6-05-2022  Active v 30-04-2026

Rental Bonds Portal - User guide for Agent Administrators 11
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Change user status
Agency Administrators can use this process to deactivate or reactivate a user’s account.

Deactivate a single user

1. Signinto the Rental Bonds Portal

2. Click the Profile menu in the top right-hand corner to display the drop-down list.
ASI ACT Revenue Office

Manage Bonds

Q SEARCH

AL <k E REFUN

BONDNO.  TENANT/S PREMISES AMOUNT LODGEMENT DATE -  STATUS

3. Click Agency Profile.

BONDNO.  TENANT/S PREMISES AMOUNT LODGEMENT DATE STATUS
4. This Agency Profile screen will display. Click View Agents

. CT  ACT Revenue Office

Agency Profile W

Ageney Contact Details

-
041234 1515

Rental Bonds Portal - User guide for Agent Administrators 12

July 2026



ACT ACT Revenue Office
ABN: 45 096 207 205

Government

5. Alist of agents for the agency is displayed. Click the agents Name you want to deactivate.

back to Agency Agents R US

Real Estate Agents for Agents R US

Set Active  Set Inactive

Lassor Portal (7' NAME EMAIL PHONE NUMBER  ROLE AGENCY STATUS
cb Bos: 2t 4 2131 3¢ AGENT AGMINISTIATo v

Tonant Portal (7'

sign out

e
[

Tenant Poral ('

INACTIVE

Created Dato:
Last Logon:

Registration Email Sent:

CANCEL SAVE

Rental Bonds Portal - User guide for Agent Administrators 13
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7. Click Save

T | ACT Revenue Office

Edit User

All ehanges are audit logged, You shaukd ensure this action complies with your obligations 35 3 Real Estate Agent and the
Rental Bonds Portal T&C's.

Rele ®

Agent{Property Manager) -

Agency

| Agents R US (30000200 - Agents R US PTY LTD)

First Name =

[ |

Lagt Marme *

= |

Email Addiress *

| real.cstate. agentimailsac.com

Contact Number *

02 6207 0029

Status of Agency *
e

Created Date:
1404 2026

Last Logon:
29 04 20260932

Registration Email
14042026 1558

| CANCEL | SAVE

8. A pop-up message will appear asking you to confirm that you want to deactivate the agent.
Click Yes to confirm.
Note: Click Cancel to disregard the change.

Warning

Rental Bonds Portal - User guide for Agent Administrators 14
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9. A pop-up message will appear confirming the updates have been saved. A cross will appear
next to their name under Agency Status, indicating they are inactive.

Real Estate Agents for Agents R US

NAME EMAIL PHONE NUMBER  ROLE AGENCY STATUS

SetActive - St Inactive

Deactivate users in bulk.

1. Sign into the Rental Bonds Portal
2. Click the Profile menu in the top right-hand corner to display the drop-down list.

Manage Bonds

Pending Payments. Q sEArcH

ALL ODGED REFUND PENDINC N DISPUTE REFUNDED INCLAIMED

BONDNO.  TENANT/S PREMISES AMOUNT LODGEMENT DATE ~ STATUS

11 LONDON CIRCUIT, CITY ACT

3. Click Agency Profile.

ACT | ACT Revenue Office

MY PROFILE
Manage Bonds
Pending Payments Q SEARCH
CHANGE PASSWORD
ALL RAISED ODGED EFUND PENDING N DISPUTE REFUNDED UNCLAIMED
SIGN OUT
BOND NO. TENANT/S PREMISES AMOUNT LODGEMENT DATE STATUS
10 Tenant One 1 LONDON CIRCUIT, CITY ACT $ 18000 9-0) s
Jane D o DON CIRCUT 00 3.07.202 R
7B T y»J.IA':" . N ‘!\ o : ! 1
i 1 DEXTER STREET, COOK I
h ACT 2614 D
Rental Bonds Portal - User guide for Agent Administrators 15
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4. The Agency Profile screen will display. Click View Agents

Agency Profile

ABN
8562140000 VIEW AGENTS

Tenant Partal (4

Agents R US PTY LTD

5. Alist of agents for the agency is displayed. Select the check box next to the name of the
agents to deactivate.

_A_gf ACT Revenue Office

back to Agency Agents R US

Real Estate Agents for Agents R US

Lessor Portal (7 NAME EMAIL PHONE NUMBER  ROLE AGENCY STATUS

Pending Payments

A z =
o SetActive  Set Inactive

sign out

6. Select Set Inactive

5_(._1: ACT Revenue Office

back to Agency Agents R US
Real Estate Agents for Agents R US

Pending Payments

setactive

NAME EMAIL PHONE NUMBER ROLE AGENCY STATUS
N—— M 4 ! "
@ hi m r ) nt v
E t t t. v
Estate Ag teag al v € Agent v
Rental Bonds Portal - User guide for Agent Administrators 16
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7. A pop-up message will appear asking you to confirm that you want to deactivate the agent.
Click Confirm.

Warning

: you want to deactivate these agents in this agency?

8. A pop-up message will appear confirming the deactivation. A cross will appear next to their
name under Agency Status, indicating they are inactive.

ACT | ACT Revenue Office

Manage Bonds :
Back io AGeRGH-AGERLERLIS

Real Estate Agents for Agents R US

_ SetActive ' Setinactive

rtal []  Name PHONE NUMBER  ROLE AGENCY STATUS
_ ] Joey Joh: 04 35439117 Agent *
O Agent Administrator v
| Agent v
O R Really. Agent@mailsac.com 02 6207 0028 Agent v

Reactivate a single user
1. Sign into the Rental Bonds Portal
2. Click the Profile menu in the top right-hand corner to display the drop-down list.
-

Manage Bonds
Q SEARCH
] PREMISES AMOUNT LODGEMENT DATE - STATUS
m} ced
] 7 Licas Bennet 72000 5 Raised
] 5 bigail Walte 128000 304 e
Rental Bonds Portal - User guide for Agent Administrators 17
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3. Click Agency Profile.
gg ACT Revenue Office

MY PROFILE

AGENCY PROFILE
Q searcH

Manage Bonds

CHANGE PASSWORD
AL

SIGN OUT
BONDNO.  TENANT/S PREMISES AMOUNT LODGEMENT DATE ~  STATUS

4. This Agency Profile screen will display. Click View Agents

Agency Profile W

h
856214000 | VIEW ACENTS I

o This is an excluded ACT Real Estate License Number,

Agents R US PTY LTD

Agency Contact Details

Phone Number * I |

5. Alist of agents for the agency is displayed. ‘Click’ the agents name you want to activate.
@Ag! ACT Revenue Office

Manage Bonds
back to Agency Agents R US

Lodge Bond Real Estate Agents for Agents R US
Panding Po
| -
Set Active  Set Inactive
Lessor Porea

NAME EMAIL PHONE NUMBER  ROLE AGENCY STATUS
com 4 217 2815 \gent Administrator v

v

Rental Bonds Portal - User guide for Agent Administrators 18
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6. The Edit User screen will display with the agents’ details. ‘Click’ Active.

e

Created Date:

Last Logen:
Registration Email Sent:

[ ] [ e |

7. Click Save

Registration Email Sent:

I
canceL | save |

Rental Bonds Portal - User guide for Agent Administrators 19
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8. A pop-up message will appear asking you to confirm that you want to reactivate the agent.
Click Yes. Note: Click Cancel to disregard the change.

Manage User Agency Status

9. A pop-up message will appear confirming the updates have been saved. A tick will appear next
to their name under Agency Status, indicating they are active.

Real Estate Agents for Agents R US

| [

Sot Active - Set Inactive

[]  wame EMAIL PHONE NUMBER  ROLE AGENCY STATUS
D 2femalcom 04 131 355 AQone Administrtor v

[0 ol Esms Agere reslasate Agentmoizac com 0262070029 Agent v

0O Extane Agene Peally AgeneBealizac com 02 6207 0008 Agent

v
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Reactivate Users in Bulk

1. Signinto the Rental Bonds Portal
2. Click the Profile menu in the top right-hand corner to display the drop-down list.

ACT | ACT Revenue Office

Manage Bonds

Q SEARCH
ALL RAISED ODCED  REFUND PENDINC N DISPUTE REFUNDED NCLAIMED
BONDNO.  TENANT/S PREMISES AMOUNT LODGEMENT DATE -~ STATUS
39105 Tenant One | onberERe R A $180000 09-07-2026 s
308 Jane © 7 Ra
804 Tony Stark 0000
3821 2026 :
Hakuna Matat. 1000.0C 0 Refuna

3. Click Agency Profile.
&C_I ACT Revenue Office

MY PROFILE

AGENCY PROFILE

Manage Bonds

Pending Payments ! : . . Q searcH
CHANGE PASSWORD
ALL RAISED LODGED JEFUND PENDING  IN DISPUTE REFUNDED UNCLAIMED
Manage Users.
SIGN OUT
BONDNO.  TENANT/S PREMISES AMOUNT LODGEMENT DATE ~  STATUS
R — 11 LONDON CIRCUIT, CITY AC $180000  09.07-2026 N
Tenant Portal (7' - et 999 / 220 LONDON CIRCUIT, -
190 ane Doe oo Serens

Rental Bonds Portal - User guide for Agent Administrators 21
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4. The Agency Profile screen will display. Click View Agents

Agency Profile

Banding Payments s 8562140000 VIEW AGENTS

Agents R US PTY LTD

5. Alist of agents for the agency is displayed. Select the check box next to the name of the
agents you wish to reactivate.
ACT | ACT Revenue Office

back to Agency Agents R US

e Real Estate Agents for Agents R US

e

Pending Payments

Set Active ~ Set Inactive

Lessor Portal Cf NAME EMAIL PHONE NUMBER ROLE AGENCY STATUS
x
e tf
sign out
Agent A rrat v
g 7 gent v

6. Select Set Active.

ACT | ACT Revenue Office

Manage Bonds
back to Agency Agents R US

e Real Estate Agents for Agents R US

Pending Payments

e

Setimactive
Lessor Portal G NAME EMAIL PHONE NUMBER ROLE AGENCY STATUS
S M

sign Out

Agent Ad trat v

7. A pop up will display a warning asking to confirm the re-activation of the agents. Click Confirm.
Note: Click Cancel to disregard the change.

Rental Bonds Portal - User guide for Agent Administrators 22
July 2026



ACT ACT Revenue Office
ABN: 45 096 207 205

Government

Warning

Areyou U Want to activate these agents in this agency?
All chane audit logged
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7. A pop up will then confirm the reactivation of the agents. A tick will appear next to their name
under Agency Status, indicating they are active.

Real Estate Agents for Agents R US

-

NAME EMAIL PHONE NUMBER  ROLE AGENCY STATUS

Set Active  Set Inactive

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.
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