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Quick Guide Overview
This document is intended as a quick reference guide for the Tenant Portal.
It contains the step-by-step instructions to help Tenants access the Tenant Portal.

This guide assumes that the reader is somewhat familiar with using a web browser and has email access.

Accessing the Tenant Portal

To access the Tenant Portal, Access Community Housing will email a link to you. The link is
https://tenant.basixcloud.com. Select on this link to start.

The following screen will appear, click on Tenant Login in the middle of the page to proceed.

Empowering Tenants, Simplifying Living

is the ultimate solution for tenants. Access your tenancy details,
statements and effortlessly submit and track maintenance requests — all in one convenient
platform.

Tenant Login 3]

\J
Cormunity hMONhC PANNN Yyoungcare

' Housing MCHC

The following login screen will appear, select - Don't have an account? Sign up now.
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https://tenant.basixcloud.com/

._:cloud”
Sign in

Sign in with your email

Email

Forgot your password?

Don't have an account? ~ Sign up now

Sign in with your social account
[ ]
L

Microsoft

Apple

LinkedIn

Google

The following screens will appear. Enter the email address that the link was emailed to. This is the email
address associated with your tenancy. You will not be able to access the tenant portal with a different email

address. After typing your email address, select Send verification code.

< Cancel < Cancel

& Baslig:coud” & Basig:coud”

[ kmail [ adamthrelfall@outlook,conri ]

Send verification code Send verification code

New Password { New Password

Confirm New Password [ Confirm New Password

Display Name { Display Name l

< Cancel

Y u:cloud“

Verification code has been sent to your inbox. Please copy it
to the input box below.

|

adamthrelfall@outlook.com ]

[

716507 ]

New Password

Confirm New Password

Display Name

Enter the code that was sent to your email and select Verify code. After this, create a password that follows the

security rules:
The password must be between 8 and 64 characters.
The password must have at least 3 of the following:

- a lowercase letter

- an uppercase letter

- adigit (number)

-asymbol (e.g.,!, @, #, $, %, *, & etc.)
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After the password has been entered and confirmed, enter the desired Display Name and select Create at the
bottom of the window. The Display Name is how you would like to see your name whenever you use the tenant
portal, usually just your first name.

< Cancel

& haglm coud”

Verification code has been sent to your inbox. Please copy it
to the input box below.

adamthrelfall@outlook.com

716507 Please wait while we process your information,

Tenancy Agreement

When the login process has completed, the following screen will appear with the relevant information for your
specific Tenancy.

v [ Tenant Portal N +

< c 23 tenant-demo.basixcloud.com/~/tenancy/agreement h*¢ A

A Tenant Portal

. :
E:J basi :housing manager cloud

(YOUR L0GO HERE)

fr Property Details S Rent Details
122 Aqua Avenue, Aqua, QLD 4999 Rent: $250.00 Frequency: Weekly
_ Housing Type: Independent Rent Due Now: $0.00 Paid to Date: 04 Jun, 2024 (O
adamthrelfall@outlook.com
Non-Rent Arrears: $0.00 Last Payment Amount: $825.00
@ l:_' :2: Tenant Details Last Payment Date: 15 May, 2024 Next Rent Date: 04 Jun, 2024
- A Adam Threlfall
i Tenancy Agreement "
Mobile: 0410049401  Email: adamthrelfall@outlook.com %) Agreement Details
I I 2 R Agreement ID: 13705 Agreement Status: Current
Total Tenants: Bond Held: $0.00
Tenant Statements
Lease Start Date: 14 May, 2024 Next Inspection: 14 Nov, 2024 (O

The left-hand side shows the logged in user with settings and logout buttons. Below that are three menu items.

On a mobile phone the screen will look like the following. Use the three horizontal bars symbol to access the
main menu.
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tenant-demo.basixcloud.com (§ tenant-demo.basixcloudcom (9
. Mobile: 0410049401
1 Property Details Address:
122 Aqua Avenue, Aqua QLD
4999 $  Rent Details
Housing Type: Independent
Rent: $250.00
-2. Tenant Details Frequency: Fortnightly
Rent Due Now: $0.00
Adam Threlfall Pald to Date: 04 Jun, 20240
Mobile: 0410049401 Non-Rent Arrears: $0.00
Email: adamthrefall@outlook.com Last Payment Amount: $825.00
Last Payment Date: 15 May, 2024
Next Rent Date: 04 Jun, 2024
Emergency Contact
Name %> Agreement Details
Mobile:
113705
Address: Agreement D
Agreement Status: Current
Total Tenants: 1
$ Rent Details Rond Held $0 00
. —e
< @ = = < @ v @ =
[l O < I @] <

Tenancy Agreements — This page is informative, only displaying the rented premise, Tenant Details, Rent
Details and Agreement Details.

Maintenance Requests - This page allows maintenance requests to be raised directly to the Housing Provider.
Photos can be uploaded here with a maximum size of 5MB.

Tenant Statements — This page shows all Tenant Statements available for review.

Maintenance Requests

To raise a Maintenance request, select the Request Maintenance button.

IMPORTANT

Please do not use this function for urgent maintenance requests where there is a risk of injury to any person
or damage to the property. Urgent maintenance requests should be made by calling the ACHC office on 07
4031 6702 during office hours, or 1300 782 586 outside of office hours.
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v [ Tenant Portal N+

& c 25 tenant-demo.basixcloud.com/~/maintenance/overview

A Tenant Portal

% hasi :housing manager cloud EMS

(YOUR LOGO HERE)

Request Maintenance m

urrently do not have any open maintenance requests.

unknown

adamthrelfall@outlook.com

& b

f Tenancy Agreement
X Maintenance Requests

E] Tenant Statements

Enter all relevant information in the text boxes.

Photos can be dragged and dropped into the photos section or click the +Add photo button, where a new
window will appear to select the relevant photos.

v Tenant Portal X+

= c 25 tenant-demo.basixcloud.com/~/maintenance/new-request

[ Tenant Portal

@ hasix :housing manager cloud EMS

(YOUR LOGO HERE)

New Maintenance Request

Title*
unknown Demonstrate the creation of a new maintenance request
adamthrelfall@outlook.com

&
Description*

Enter all relevant text in this box and the box above, this data is passed into the Basix:Housing Manger contact log
@ Tenancy Agreement system.

24 Maintenance Requests Either click the +Add Photo button (a new window will appear, select relevant photo from here) or simply drag and drop

relevant photos from windows explorer.

E] Tenant Statements
Max 1000 characters a

Drag and drop files here (5MB max

Open Cancel

Once allrelevant data has been entered and photos uploaded if required, click the Submit Request button at
the bottom of the screen.
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v [ Tenant Portal x +

< c 25 tenant-demo.basixcloud.com/~/maintenance/new-request

A Tenant Portal

anager cloud EMS

(YOUR LOGO HERE)

New Maintenance Request

Title*

unknown Demonstrate the creation of a new maintenance request

adamthrelfall@outlook.com
& b
Description*
Enter all relevant text in this box and the box above, this data is passed into the Basix:Housing Manger contact log

) Tenancy Agreement system.

22 Maintenance Requests Either click the +Add Photo button (a new window will appear, select relevant photo from here) or simply drag and
drop relevant photos from windows explorer.

E| Tenant Statements
Max 1000 characters 283/1000

SamplePNGImage_3mb
L 4ME
mb.png

Drag and drop files here (5SMB max per file)

Cancel

The status of the request can then be monitored through the portal. Select View more detail on the right side
of the screen to see detailed information and progress of the request through until completion.

e

Request Maintenance m

Demonsirate the creation of a new maintenance request

Enter all relevant text in this box and the box abave, this data is passed into the Basix:Housing Manger contact log system. E

) D CITIITIEIETD

Tenancy Agreement

A M

Tenant Statements
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Demonstrate the creation of a new maintenance request

Enter all relevant tex in this box and the box abeve, this data is passed into
the Basix:Housing Manger contact log systemn. Either click the +Add Photo
button (a new window will appear, select relevant photo from here) or simply
drag and drop relevant photos from windows explorer.

- ° 20 May, 2024 0510 PM

The work was marked as completed

Q 20 May, 2024 04:34 PM
Waork rescheduled for 29/05/24

© 20May20240312PM

Work scheduled for 22/05/24.

© 17 May.2024 0406 PM
& work task was created

° 17 May, 2024 04:05 PM

The: request was marked as in progress

Q 17 May, 2024 02:27 PM
Enter all relevant text in this box and the box above, this data is passed
inta the Basix:Housing Manger contact log system, Eithes
Photo button (a new window will appear, select relevant

here) or simply drag and drop relevant photos frem windows explorer

&' EMS

Demaonstrate the creation of a new maintenance reguest

Enter ol relevant 1ex in this box and the box abowe, this dota ks passed into the Basix:Housing Manger contact log system, E

D D CIEEEITEIEIIED

% Mainlenance Aeguests

Tenar! Stalements

Tenant Statements

The Tenant Statements section of the Portal will show Tenant Statements available for preview and download.
Click the cloud icon on the right side to view and save the Tenant Statement if desired. Please contact us on 07
4031 6702 or email admin@achc.org.au if there are no statements shown. We will produce one for you.
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A Tenant Portal

= c tenant-demo.basixcloud.com,

[ Tenant Portal

X Ay

. .
ﬁ basix :housing manager cloud

adamthi

@ Tenant Statement

c basixdocumentstest.blob.core.windows.net/ems-solutions-com-au/Tena

[ Tenant Portal

far Tenancy Agreer
Maintenance R¢

E| Tenant Statem

Access Community Housing

Tenant Statement

/statements/tenant-statement

Tenant Statement - 16 Feb 2024 to 15 May 2024

15/05/2024 10:06:43 PM

X

o

0% + | & ®

Mr Adam Threlfall
122 Aqua Avenue - Aqua Qld 4999

Report Period: 16 Feb 2024 to 15 May 2024

Summary as at 15 May 2024

20Statements/13705/2024/vm_ten_agreements_2024-0... ¥

Date of Issue: 15 May 2024

Ref: 13705

Weekly Rent Payable $250.00

Weekly Market Rent $300.00

Rent Balance

$0.00 CR Paid To: 04 Jun 2024
Equal to 19 days paid in advance (as at 15 May 2024 incl.)

Non Rent Balance $0.00 CR

Summary - Rent Statement

Date

Details

Credit

Balance

Paid To

30/04/2024
30/04/2024
0710512024
14/05/2024
14/05/2024
15/05/2024

15/05/2024

Opening Balance

Rent for 14/05/2024 to 20/05/2024 - 122 Aqua Avenue - Aqua QId 4999
Rent for 21/05/2024 to 27/05/2024 - 122 Aqua Avenue - Aqua QId 4999
Rent Payable changed as at 14/05/2024 to $250.00

Rent for 28/05/2024 to 03/06/2024 - 122 Aqua Avenue - Aqua QId 4999
rent payment

Current Invoicing Period

Closing Balance at 15 May 2024

$250.00

$250.00

$250.00
$825.00

§75.00

50.00 CR
$250.00 DR
$500.00 DR
$500.00 DR
$750.00 DR
$75.00 CR

50.00 CR

50.00 CR

04/06/2024
04/06/2024
04/06/2024
04/06/2024
04/06/12024
04/06/2024

04/06/2024

(YOUR LOGO HERE)

Download Statement
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