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The Tenant Portal simplifies your interactions with Evolve Housing. By creating an 
account, you can: 

• Update contact details (phone and email) 

• Communicate with Evolve Housing staff in real-time for enquiries, including 
maintenance, events, and rent reviews 

• View and track pending enquiries 
• Check rent and water account balances 

• Submit Rent Review forms and documents 

• Access tenancy FAQs, fact sheets, policies, and forms 
• Complete Service Satisfaction Surveys to help improve our services 

 

This user guide provides instructions and tips to help you navigate the Tenant Portal. 
Below is a list of topics covered in this guide. 
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1. How to access the portal 
• You will be able to access the tenant portal by clicking here. 
• Once you access the portal, you will need to login by clicking the “log in” 

button on the top right of your screen.  
 

Computer/Laptop view (below) 

 
Mobile view (below) 

                              

https://ehgroup.service-now.com/csp
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• Enter your username and password to access the portal. 

Note: if you are accessing the portal for the first time you will need to set up your 
password following the instructions provided in your Welcome email. 

 
You will need to reset your password.  

Follow the ‘Reset Your Password User Guide’.  

  

https://evolvehousing.com.au/wp-content/uploads/2025/01/Tenant-Portal-Reset-My-Password-User-Guide.pdf
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2. Navigating the Portal 
• Once you access the portal, you can navigate through the menu bar by hovering 

over each of the items and viewing the drop-down menu options. 

 

Computer/Laptop view 

 
 

Mobile View: 
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3. Searching the Portal 
 

• You may use the search bar to search for any key words or phrases related to 
items on the portal. 

 

Computer/Laptop view 

 
 

Mobile View: 
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• You will be able to see key menu options on the home page which, if you click on 
them, will open the relevant menu item. 
 

Computer/Laptop view 

 

 

Mobile view: 
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• You will be able to see a rent overview under the “My Rent” menu and you can 
click on “Apply for rent rebate” or “Make a Payment” to navigate to those items. 

• You will also be able to see your property details such as address and Housing 
Manager’s name. 

 

 

 

 

 



 

 

Tenant Portal 
User Guide 
 

4. Viewing My Profile 
 

• Click on the menu option called “My Profile” to access your profile information. 
There you will be able to click on the fields and update your information. 

 

Computer/Laptop view 

       
 

Mobile view 
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5. How to get to the Homepage 
• Click on the Evolve logo in the top left-hand slide of the screen to navigate back 

to the home screen at any point. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Tenant Portal 
User Guide 
 

6. How to raise a request 
• Click on “Request” from the main menu then select “New Requests” from the 

dropdown menu. 
• Select from “Popular Items” and follow screen instructions to access related forms 

for requests. 

 
 

• Follow the form questions and provide the relevant details to raise a request and 
then click on submit. 

Computer/Laptop view 
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Mobile view: 

    

Note: Mandatory fields are marked with a red asterisk (*) 

 
• You might also see multiple entry fields where you can add in multiple entries into 

one field. 
Examples of these field types are shown below: 
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• Once you submit a request you will be taken to the ticket tracking page, where 
you can see updates regarding your request and add attachments for the support 
team to see by going to ‘Attachments’ section as shown in the 2nd screenshot 
below. 

 

Computer/Laptop view 
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Mobile view 

       

  

• If you wish to close the complaint, because you no longer require it or it was 
resolved, please click on ‘Actions’ and click on ‘Close Case’ 

• You will get the below pop-up for confirmation. Click on ‘Close Case’ 
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• There will be a pop-up message at the top confirming that the case has been 
closed. You will also be able to see it under ‘Activity’ 

Computer/Laptop view 

 

Mobile view 
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8. Report a Repair 
• Similar to ‘Lodge a Complaint’, you can also report a repair request, using the 

‘Report a Repair’ or ‘Repair’ option as shown below: 
 

Computer/Laptop view 

 
 

Mobile view 
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• Follow the form questions and provide the relevant details to raise a request and 
then click on submit. 

 

Computer/Laptop view 

 

 

 

 

 

 

 

 

 



 

 

Tenant Portal 
User Guide 
 

Mobile view 
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• Once you submit a request you will be taken to the ticket tracking page, where 
you can see updates regarding your request and add additional comments for the 
support team to see by including additional details under ‘Activity’ and clicking 
‘send’. 

Computer/Laptop view 

 

Mobile view 
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9. Viewing Knowledge Articles 
• Click on the menu option called “knowledge” to access a diverse range of articles 

covering several topics. 
 

 
 

• You can select from the list of knowledge articles those that you wish to view in 
detail. 
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10. Viewing Actions Needed  
 

• To view any items that require action by you, click on the “My Request” option 
from the drop-down menu under ‘Requests’. 
 

 
 

Then select “Actions Needed” menu option in the list to view the requests that have 
pending action on you. 

Click on the case number to open and review the request. 
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11. Viewing Surveys 
 

• Once your request has been resolved, you will be prompted to complete a survey. 
• This will be on the Home Page under ‘My Assessments and Surveys’ 

 

Computer/Laptop view 

 

Mobile view 
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• Click on the Survey link and then “Get Started” button to begin the survey and 
follow the instructions to complete the survey. 

 

Computer/Laptop view 

                                                

 
 

Mobile view 
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12. How to add attachments to a request? 

• When submitting a request, you will see the attachments logo    (which looks 
like this). 

 

• After clicking on the icon, you will get a pop up for the file selection menu screen.  
• Select the files you want to add as attachments and upload. 
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13. Apply for Rent Review 
 

• You can also apply for rent review from the Tenant Portal. 
• On the Home Page, there is a ‘My Rent’ box on the right-hand side. 
• Click on the ‘Apply for Rent Review’ button. 

 

Computer/Laptop view 

 

Mobile view 
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• The ‘Rental Subsidy’ form will be loaded. 
• Fill out the required information and click ‘Submit’ 

Computer/Laptop view 
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Mobile view 
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• A Rental Subsidy ticket is created, where you can track updates, add further 
details, attachments etc. 

Computer/Laptop view 

 
Mobile view 

 


