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Updating Tenant Information
Lessors can update tenant details at different stages of the bond lodgement process, as shown in the

table below.
Details Raised Lodged
Payment Pending
v’ v/ X

Tenant names

Tenant phone number

v/ v
v v

Tenant email address

CS

Updating tenant contact details
When the bond is in a lodged status, lessors can use this process to update tenant contact details.

1. Signinto the Rental Bonds Portal
2. From the Manage Bonds screen, click the bond you want to edit.
(B2)) ACT | Act Revenue offce

Manage Bonds

Lodge Bond

Pending Payments. Q SEARCH
ALL
agent portal (7'
e BOND NO. TENANT/S PREMISES AMOUNT LODGEMENT DATE ~ STATUS
Sign Out
1 > -
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3. Click Options.

ACT | ACT Revenue Office

Lodge Bond

Bond 1032001

—BACKTO BONDS

_ T o

Agent Portal

Bond and Tenancy Details - e "

_ o o o -
Lodgement Date: 24-04 ued. No

Bond Amount Paid: $1,080.00

Rented Premises Details #
5 STREET, OCONNOR

2602

Premises Ad

SEBU;

Dwelling Type:

Tenant Details

Lola Yol
Not Re

ered

bghcomau
026207 0028

4. Click Edit Bond from the drop-down menu

ACT Revenue Office

Manage Bonds

Bond 1032001

/15 QUANDONG STREET

Lodge Bond

ONNOR ACT 2602

Pending Payments.

& suMMARY @ HISTORY
Agent Portal (4
Tenant Portal (4! Bond and Tenancy Details # e
Status: ACT Housing:
Lodgernent

Bond Amount Paid:

Bo

Type:

Tenancy Comnencernent Date:

Mhole Bond Amount:

Weekly Rental Amount $ 27000
Date: 13-09-2020

Rented Premises Details #

Premises Addl

S5BU:

Flat/Unit

Dweelling Type:

Number of By

Tenant Details
Lola e
Not R ered

ACT DIGITAL ACCOUNT DETAILS

02 6207 0028

Henry
Nt Rt ed

ACT DIGITAL ACCOUNT DETAILS
14 gh.com.au

26207 0028
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Click Next.

ACT | ACT Revenue Office

Manage Bonds

Edit Bond #1032001

Lodge Bond
~— BACKTO BONDS

L} O O

Agent Portal [ Premises Parties Summary

Pending Payments

Rented Premises Details

Tenant Portal ('

arch: *

Unit Select property from list, start yping to s

15 QUANDONG STREET, C'CONNOR ACT 2602

Address /15 QUANDONG STREET, O'CONNOR ACT 2602

320088

Block Key:
Section:
Block

Dweelling Type * No. of Bedrooms *

Bond and Tenancy Details

t Amount Whoale Bond Amount *

‘ ‘ $1,08000

Tenancy Commencement Date *

‘ 13-09-2020 e ‘

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 following details as required:
e Tenant Details: ACT Digital email and ACT Digital ID Phone number
e Additional Lessor Details (where applicable): Email, phone number and postal address

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

Manage Bonds

Edit Bond #1032001

Lodge Bond

= BACK TO BONDS
Pending Paymants g e ©

Premises Parties Summary

agent Portal [

Tenant 1 Details &

Tenant Portal [#' — Tenant e
- [} ‘
Tenant 2 Details &
enant 2 Civen Names * lenant 2 Last Mame *

‘ ‘ ‘ o ‘
swemalliessorgemaitcon o | ; o|
tal Addre:

| : @ ‘
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7. Click Next.

Edit Bond #1032001

— BACK TO BONDS

L [ ] (@]

Premises Parties Summary

Tenant 1 Details &

|| °
Tenant 2 Details &
==== Cive ler 2
| | | o ‘
ACTL
Additional Lessor
Last Ma
| | | | Lesso ‘
| ° | °
Addr
| °
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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.

@E_! AT foeseniise Office

Edit Bond #1032001
~ BACK TO BONDS

Premises Parties Summary
Bond Lodgerment Surnmary

Rented Premises Detalls

Tenart Detalls

Tenant 1F ar
Jgital 1D Emnail: Ta3bgh.oomal
Degital 1D P

Principal Lessor Detalls

Additlonal Lessor Detalls

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.

| ACT Revenue Office
6/15 QUANDONG STR 1, O'CONNOR ACT 26032
Lodge Bond

Bond and Tenancy Details

Tenant Details

tarad
ACCOUNT DETAILS

Payment Details

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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