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Lodge a Bond 
Agents can use the process to lodge a bond.  
 

1. To lodge a new bond, click on Lodge Bond from the Main Menu. 

 
 

1. The Bond Lodgement Form screen will display. Enter the rented premises details into the 
form, ensuring that all mandatory fields are complete.  

 
Note: The property address field is a search field, which will search for existing ACT addresses as you 
start typing. When selected the address block key, section and block number will display underneath. 

 
2. Under the Type drop-down list, select ‘Residential’ or ‘Occupancy’. For a definition of an 

Occupancy Agreement see Section 71C of the Residential Tenancies Act 1997. 
 

 
 
 

http://www.legislation.act.gov.au/a/1997-84/default.asp
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2. Enter the Bond and Tenancy details ensuring that all mandatory fields are complete. Then click 
Next. 

 
 

3. On the Parties page, enter the Tenant Details. To add multiple tenants, click + Add Tenant. 

 
4. Enter the Principal Lessor Details. To add multiple lessors, click + Add Lessor 
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5. Once all mandatory fields are completed, click Next.

6. The Bond Lodgement Form page will appear with a summary of the bond details.
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7. Once all details have been reviewed, tick the confirmation checkbox and click Submit.

8. The following confirmation message will display. Click View Payment Details.

*Note* If you need to lodge multiple bonds and would like them to have one set of payment
details, please click on Back to Bonds and repeat steps 1-8 for all additional bonds that need
to be made. Once the bonds have been raised, please refer to the bulk payment section found
later in this document.

9. The Bond Payment screen will display. Click Submit.

10. Unique direct deposit payment details for the bond will display. Payment of the bond should
be made through your financial institution’s banking service.
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Bulk Payment 

This process allows agents to use the same payment details to pay multiple bonds. To make payments 
for multiple bonds, please follow the procedure outlined below. 

1. Once all the required bonds have been raised, return to the Manage Bonds screen.

2. All of the recently raised bonds will now show in a raised status.
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3. Select the checkboxes next to each bond in ‘Raised’ status that will be paid using the same
payment details.

4. Once the bonds have been selected, click on View Payment Info

5. A confirmation screen will then be displayed. If all bonds in the payment are correct, click on
Submit.

*Note* ALL bonds in a multiple bond payment will not be processed if an incorrect Amount or
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Account Details are entered. 

6. Once submitted, you will be presented with a confirmation that the bonds have been moved
to “Raised – Payment Pending” status as well as the payment details to make payment.
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On the Manage Bonds page, the bond will have a ‘Raised – payment pending’ status. 

Once payment is received and reconciled by the Rental Bonds Team, a receipt will be emailed to the 
property manager/lessor and tenant/s.  The bond status will move to a ‘Lodged’ status. 

Payment reference details can be viewed by clicking on the $ icon or through the Pending Payments 
menu item. 

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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