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National Rental Affordability Scheme (NRAS) Portal
Quick Reference Guide

Assign a Property Manager to a dwelling

This Quick Reference Guide (QRG) will take you through the process required to Assign a Property Manager to a
dwelling.

Access Required:
e Participant Read Write User; or Participant Claims User.
@ Do not use the navigation buttons on your web browser while working in the portal. Using the back, forward or

refresh buttons on your browser will cause you to lose the information you have entered.

Use the Back and Continue buttons to move through the different sections.

Log in to the NRAS Portal.
2. Atthe Disclaimer, click | Agree.

3. There are two ways to navigate to the Search Dwellings screen from the main page: through the Dwellings tile
(see step 4) or the dropdown menu (see step 5).

4. Click the Dwellings tile. A list of Dwellings will be returned, then select the Search Dwelling button.
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NRAS — Assign a Property Manager
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Filter:  **All dwellings ﬂ Apply Filter &8 Youare logged in under:

B Dwellings

This page provides a list of filtered Dwellings.

Search dwelling

OR
5. Atthe Welcome screen, select Dwellings>Search dwelling.

6. Enter required search criteria, then select the Run Search button.

\/// Click Advanced to display additional search fields.
=
\,/ Search for a dwelling using any of the available search fields. All fields on the Search dwellings page are

case insensitive for searching. If you wish to view all dwellings you have access to, leave the Dwelling search fields
blank.
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&4 You are logged in under:

Q Search dwellings

e

Dwelling details

Dwelling ID: Bullding/Floor:
Status: Street:
Active i
Dwelling reference: Suburb:
Dwelling year count: State:
Please Select ~
Property manager: Postcode:

Clear search Run search
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NRAS — Assign a Property Manager

7. Results matching your entered search criteria will be returned.
8. Select the View dwelling button.

Results (1)

o
Dwelling ID Address Dwelling reference Status

T [ Active View
dwelling

Select Format, Press Export, and Save Download

Format: Comma Separated Values (CSV) ﬂ

9. Select the Property managers menu item on the Dwelling details page.
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B Dwelling details

Dwelling ID: Status:
—— Active
This page provides detailed information on the selected Dwelling
Address: Dwelling reference:
= - - 1215
r Activate  Withdraw  Update dwelling details
Dwelling details
Dwelling details
Dwelling ID: Dwelling year count: Project:
History
1-BEG-52 7 Project 1
Market rent
e Dwelling reference: Source dwelling: Commonwealth Incentive type:
1215 RTO
Payments
Tenant demographic assessments Reglstration ID: Follow on dwelling:
1-2L217F
Occupancy
Conditions
Status details
Attachments
Status: Status change reason: Active property manager name:
Property managers
Active Please Select Edgeworth Projects Pty Limited as trustee for the Edge’

Investors information

10. The Property Manager page will be displayed with any existing Property Managers for the dwelling.
11. Select the Add property manager button.
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éh You are logged inunder:

B Property Manager

Dwelling ID: Status:
- Active

Property managers

Address: Dwelling reference:

SR 1215

S Add property manager  Allow visibility [EREISMEIEY

Actlve Property manager Address Effective date

Dwelling details
N - I o 09/05/2018

History
v - o . I - 09/05/2018

Market rent - =

Statement of compliance

Payments
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NRAS — Assign a Property Manager

12. On the Add property manager page, select the Property Manager you wish to assign access to the
dwelling and click the Confirm Selection button.
@

" You can also conduct a search for a Property Manager using the Search Again button.
Add property manager X

Pro manager
name ABN Bulldl[gg!Floor Street / PO Box Suburb / Town State Postcode
= emsaanees e e = __ .
o - A Suite & - T W : e -
O . - e s NG
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E
I

Confirm Selection

13. The selected Property manager will be added as the Active Property Manager for the Dwelling.
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@ Property Manager

Dwelling ID: Status:
il Active
Property managers
Address: Dwelling reference:
1215

2 et Add property manager | Allow visibility [T RUEtAg

Active Property manager Address Effective date
Dwelling details
Y, 7 = i i i i e e 13/06/2018
History i

. g s R O i 09/05/2018
Market rent

——— 09/05/2018
Statement of compliance

Payments

Tenant demographic assessments
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NRAS — Assign a Property Manager

14. Click Allow visibility to make the dwelling visible to the Active Property Manager.
15. Click Remove visibility to remove the access of the Active Property Manager to a dwelling.
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&% You are logged in under:

Dwelling ID: Status: ﬂ Pl’OperTy Manager

= Active

Property managers
Address: Dwelling reference:

Lot 1215

Add property manager [ACRREITISEN Remove visibility

Active Property manager Address Effective date

.~ This process must be undertaken for each dwelling that you want a Property Manager assigned to.

Logging out of the NRAS Portal

1. To log out of the NRAS Portal click Logout.
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\,/ For technical support enquiries, please contact nrasithelpdesk@dss.gov.au or 1300 911 235.
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