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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. 

 

The following login screen will appear, select - Don't have an account? Sign up now. 

https://tenant.basixcloud.com/
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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. 

 

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 

  - a digit (number) 

  - a symbol (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. 

 

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

 

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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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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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. 

 

Once all relevant data has been entered and photos uploaded if required, click the Submit Request button at 
the bottom of the screen. 
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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. 
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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. 

mailto:admin@achc.org.au
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