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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)

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

o View and track pending enquiries

o Check rent and water account balances

e Submit Rent Review forms and documents

o Access tenancy FAQs, fact sheets, policies, and forms

o 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

e You will be able to access the tenant portal by clicking here.
e 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)

» evolve e

Knowledge ~ MyProfile  Register  Eventsand our community~  General Information v

Evolve Housing Tenant Portal

Community Minded. Community Driven.

My Repairs My Feedback What's New
Transparent process for Constructive feedback that Stay in the loop for the
property repairs and contributes to continuous latest updates, innovations,
communication between improvement and better and announcements.
tenants and maintenance experiences.

teams

My Knowledge My Help Update My
Access a diverse range of Ensuring your questions Details

articles covering various are red and your Keep your profile up-to-
topics with valuable issues resolved promptly, date effortlessly,
knowledge and solutions offering reliable help at uaranteeing seamless
across different domains, your fingertips

Mobile view (below)

evolvetest.service-now.com O

;) evolve =

My Repairs

Transparent process for property repairs
and communication between tenants o

: evolvetest.service-now.com
and maintenance teams.

1 evolve x
My Feedback Show

Constructive feedback that contributes Login Menu

to continuous improvement and better

experiences.

What's New
Stay in the loop for the latest updates,

innovations, and announcements.

My Knowledge
Access a diverse range of articles

covering various topics with valuable
knowledge and solutions across

different domains.

< > ®@ v ©® =
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e 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.

@evolve

HOUSING

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

e 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

;) evolve

Knowledge Requests v Get Help My Profile Events and our community v General Information v

New Requests

My Requests Evolve Housing Tenant Portal

My Repairs Community Minded. Community Driven.

Search (minimum 3 characters) n

Mobile View:

Knowledge

Requests v

My Requests
My Repairs

My Profile
Events and our community v
General Information «

Tours

Tours

° Aparna Pujari

Logout
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3. Searching the Portal

e You may use the search bar to search for any key words or phrases related to

items on the portal.

Computer/Laptop view

» evolve

Knowledge  Requestsw  GetHelp ~ MyProfile  Eventsand our community~  General Information v

Home > Search

Sources All results for "rent"
All = Rental Subsidy
Knowledge Bases Rental Subsidy
Discussions

Events

Blogs & proof of income - payslips

!
Videos Number: C50001602 - Case Priority: Priority 3

Catalogs

Case

> testing
Number: C50001601 - Case Priority: Priority 3
FILTERS

> Has submitted all documents

Number: C50001476 - Case Priority: Priority 4
Catalogs [Clearal]

B Test

Number: CS0001466 - Case Priority: Priority 4
Categorv » Apply

Mobile View:

@)

evolvetest.service-now.com

€ J)

Apply for Rent Review

Make a Payment

rent

Case Status: New -

Case Status: New -

Case Status: Open

Case Status: New -

2 evolve
HOUSING

Tours (@) FName-13 [Name-13

Updated: 6d ago
Updated: 6d ago

Updated: 21d ago

Q

Updated: 2mo ago

> Search

Home

TRl
Rent Q
All results for "Rent"

[ Rental Subsidy

Rental Subsidy

& Rent Card or Non Rent Card

How does a tenant obtain a Rent (or Non-
Rent) Card? On commencement of a new
tenancy, residents are provided with 2
separate PayWay Cards. One is for RENT
Payments and the other is for NON-RENT
(eg lo

Article: KB0O010014 - Published: 4mo ago

& Rent Review Team Portfolios

Article: KBO010001 - Published: 5mo ago

£ Rent Review: 5th Rent

Number: CS0001230 - Case Priority:
Priority 2 - Case Status: New - Updated
11mo ago
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e 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

 evolve

Knowiedge  Requestse  MyProfile  Events and our communty »  General Information

o My Repairs @ My Feedback e What’s New
« ess tructive feedback s I

¥

Rent

Current Rent Balance

s78747

[

Non Rent Owing
My Knowledge My Help Update My
) o o " Details 515219

Future Rent

g
5
H
H
£

My Assessments and Most Viewed Most Useful Articles 03.03.2025
Surveys

I

Mobile view:

, evolve =

My Repairs
Transparent process for property repairs

and communication between tenants

and maintenance teams.

My Feedback
Constructive feedback that contributes

to continuous improvement and better

experiences.

What's New
Stay in the loop for the latest updates,

innovations, and announcements.

My Knowledge

Access a diverse range of articles
covering various topics with valuable
knowledge and solutions across
different domains.
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e 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.

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

My Rent

Current Rent Balance

$787.17

&

.

Non Rent Owing

$-152.19

\

\

Future Rent

-

$365

J

J

Date Future Rent is Applied

[ 03-03-2025 ]

Apply for Rent Review

Make a Payment

My Property

Address

~

\

Housing Manager

P

-
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4. Viewing My Profile

e 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

Your Profile

et

Mobile view

) evolve =

Home > Profile

Search ‘ Q

My Support Profile

7238 NCR R 52% e
evolvetest.service-now.com O
» evolve ®
Hide o
Menu Upload Picture
Knowledge —_—
Requests v
Your Profile
ly Profile
Events and our community v First name
Rami
General Information v :
Middle name
Tours Last name
Al-Saffar

Primary Household

Contact Details

Logout Email Address
aparnaa.aro@gmail.com

Home phone
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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.

» evolve Tours e Francheska Cruz

Knowledge Requests v Get Help My Profile Events and our community v General Information v

Home 3 Standard Ticket

Number Updated  Case Status
CMPL0001286 2mago New

Lodge a Complaint - Francheska Cruz

Actions ~
Stage Case Priority Tenant Feedback Type
Receipted Priority 4 Fi heska Ci Complaint
Activity Attachments

B I Y Sytemfont v =
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6. How to raise a request

e Click on “Request” from the main menu then select “New Requests” from the
dropdown menu.

e Select from “Popular Items” and follow screen instructions to access related forms
for requests.

) evolve Tours (@) PName-13 LName-13

Knowledge  Requestsw ~ GetHelp  MyProfile  Eventsand our community~  General Information v

New Requests

Search

sumer Service > All Categories

l My Requests

My Repairs

Popular Items | =

General Enquiry

My Feedback Update My Details Lodge a Complaint Lodge a Compliment
Repairs. Update My Details Lodge a Feedback Lodge a Compliment
Support
Update my Details View Detalls View Details View Detalls
General Enquiry, Report a Repair Additional Person Informati..
Report a Repair Addition Person Information
View Detals View Detals View Detals

o

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

Computer/Laptop view

Home > ConsumerService » MyFeedback > LodgeaComplaint Search Q

Lodge a Complaint

If you are not happy with the vices or conduct of any of our staff members. please let us know so we
can work together & ue and improve our services for you,

For more information. ple:

our Complaints Factsheet

If you would like to nominate a third party to submit this complaint on your behalf, please fil in the appropriate
sections below.

Tenant

\ -]
Property

\ ]

Current Phone Number

Email Address

If the email address or phone number is incorrect, please use the Update My Details form to update it

Do you want to submit your complaint anonymously? @

By checking "Yes” this complaint will be de-identified in our system ¥

None

* Details of complaint

Test Complaint

Preferred outcome if applicable

* Would you like us to contact you about your complaint?
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Mobile view:

Home ¥ = » MyFeedback

Lodge a Complaint

Search Q

Lodge a Complaint

Lodge a Feedback

If you are not happy with the actions,
services or conduct of any of our staff
members, please let us know so we can
work together to resolve the issue and
improve our services for you.

For more information, please refer to our
Complaints Factsheet.

If you would like to nominate a third
party to submit this complaint on your
behalf, please fill in the appropriate
sections below.

Indicates required

Tenant

Property

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

e 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:

Additonal household members to be approved

Additonal household members to be approved

Add Remove All

Actions Name Date of Birth Age Gender Relationship Centrelink CRN No./Weekly Income Cli

&S % Ben 30/03/1994 30 Male Brother 1232323 tre
Smith
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e 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 2" screenshot
below.

Computer/Laptop view

Home > Standard Ticket

FB0001273 25mago  New
Complaint - Test
Stare Case Pri enenticenzume Feadback Type Fesdback Detaiiz
Receipted Priority 4 Complaint The following field.

Activity Attachments

K FB0001273 Created j

Home > Standard Ticket

Nosbe Caze Seaty
FB0001273 26mago New
Complaint - Test
Stage Caze Pric ensniconzume Feedback Type Feedback Detailz
Receipted Priority 4 Complaint The following field.

Activity Attachments

%
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@evolve

Mobile view
Number Updated Case Status
FB0001272 about an hourago  New
Number Updated Case Status
FB0O001272 about an hourago  New
Complaint - Test
Stage Complaint - Test
Receipted
Case Priority
Priority 4 Stage
Tenant(consumer) Receipted
Case Priority
Priority 4
Show more v Tenant(consumer)
Activity Attachments

about an hour ago

K FB0001272 Created

Show more +

Activity Attachments

J

%

e 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’

Warning

Are you sure that you want to close this case?
Once closed, this case cannot be reopened.
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e 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

This case hes been cosed

> andard Ticke
Closed
Complaint - Test
Acty
Home % Standard Ticket
Number Updated  Case Status
CS0008675 justnow  Closed

Repair - No hot water - Gas
hot water system

Asset

Tenant

Activity Attachments

just now + External Comments

Closed by customer.

1mago

CS0008675 Created
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8. Report a Repair

e 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

> evolve Tours (@) FName-13 1Name-13

Knowledge Requests v Get Help My Profile Events and our community v General Information »

New Requests

Consumer Service > All Categories Search ‘ Q ]

My Requests

My Repairs

Popular Items |

General Enquiry

My Feedback Update My Details Lodge a Complaint Lodge a Compliment
Repairs Update My Details Lodge a Feedback Lodge a Compliment
Support

Update my Details View Details View Details View Details

General Enquiry Report a Repair Additional Person Informati...

General Enquiry Report a Repair Additional Person Information

View Details View Details View Details

Mobile view

1 evolve =

Home ¥ Consumer Service

All Categories

‘ Search Q

Categories [

General Enquiry
My Feedbacl
Repairs

Update my Details

' 1800 693 I
SO Evolve
Evolve Housing Housing
is one of the
largest Henry Dodd acknowledges

communit House 9-13 the
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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

Home >

> Reporta Repair

olve Housing is committed to maintaining a
their homes; therefore property maintenance is

ndard of housing that e
s high on the agenda.

ident are comfortable in

When you lodge a repir request through our repairs form online, the request is asses:
this assessment your repair will either be classed as priority, respor
review our ‘Types of repairs' list below before continuing:

by our team. Based on
e or planned maintenance repairs. Please

If your repar s of

not fill 4

Routine Malntenance requests only.

orm, b

usImn

f the following URGENT reg

93 865. The repairs request form should be used for Genes

iately on 1800

Property

Current Phone Number

\ [=]

# the email addre:

s or phone number is incorrect, please use the Update form to update it

Preferred contact number

[) Contact me on the preferred contact number

*If we need to contact you about your repsirs request, when would be the best time?

PM (12pm -

*What do you need fixed o
help us understand t

he issue

Stove not working - gas stove

d? for example: what room/area of the house? Is this inside or outside?

Kitchen

Do you know what

D san
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Mobile view

Home >

> Repairs ¥

Report a Repair

Search Q

Report a Repair

Report a Repar

Evolve Housing is committed to
maintaining a standard of housing that
ensures our resident are comfortable in
their homes; therefore property
maintenance is always high on the
agenda.

When you lodge a repair request
through our repairs form online, the
request is assessed by our team. Based
on this assessment your repair will either
be classed as priority, responsive or
planned maintenance repairs. Please
review our ‘Types of repairs' list below
before continuing.

If your repair is one of the following
URGENT repairs please do not fill this
form, but call us immediately on 1800
693 865. The repairs request form
should be used for General Routine
Malntenance requests only.

Tenant

Property

Current Phone Number

Email Address

If the email address or phone number is
incorrect. please use the Update My Details
form to update it.

Preferred contact number

Contact me on the preferred contact
number

*If we need to contact you about your repairs
request, when would be the best time?

AM (9am - 12pm} v

*What do you need fixed or what is the
issue? Please select from the following or tell
us any information that will help us
understand the issue,

Stove not working

* Please describe the issue you are having
with the item that needs repair

Gas stove not working

*Where is the item or issue located? for
example: what room/area of the house? Is
this inside or outside?

Kitchen

Do you know what caused the problem or
any other information that will help us to
assess the urgency of this request?

D Add attachments
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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

me > Standard Ticket

CS0008674 8

Repair - Stove not working - gas stove

Mobile view

12:30 MG X Rl 97% 8
0 % stservice-nowcom + (2

1 evolve =

Home 3 Standard Ticket

Updated  C

Number
Imago  New

50008673

Repair - Stove not
Actions ~

working - gas stove

Activity Attachments

> paragraph
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9. Viewing Knowledge Articles

e Click on the menu option called “knowledge” to access a diverse range of articles
covering several topics.

» evolve

Knowledge

Tours e FName-13 LName-13

Requests v Get Help My Profile Events and our community v General Information v

Evolve Housing Tenant Portal

Community Minded. Community Driven.

Search (minimum 3 characters)

My Repairs
Transparent process for
property repairs and
communication between
tenants and maintenance
teams.

My Knowledge
Access a diverse range of

articles covering various

@

topics with valuable
EEeEE|edge and solutions

My Feedback

Constructive feedback that
contributes to continuous
improvement and better

experiences.

My Help

Ensuring your questions
are answered and your
issues resolved promptly,
offering reliable help at

What's New

Stay in the loop for the
latest updates, innovations,
and announcements.

Update My
Details
Keep your profile up-to-

date effortlessly,

cuarantesing ceamlace

My Rent

Current Rent

$178.07

Overall Account Balance

$237.8

Future Rent

Q

e You can select from the list of knowledge articles those that you wish to view in

detail.

7 evolve

Koowedge  Requests  GetHep  MyProfle  Eventsand ow communityw  General Information »

Tours ° Fane-13 Name-13

Cloudy Water or White Water
N [P

Cloudy Water or White Water

Most Useful
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10. Viewing Actions Needed

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

;) evolve

Knowledge Requests » Get Help

New 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.

3 evolve Tours eFrancheskaCnn

Knowledge Requests v Get Help My Profile Events and our community v General Information v

Home 3 My Lists Search E

My Lists = Action Needed

All Cases

Y All> Case Status in (Resolved, Awaiting Info)

Action Needed
Number Short description Product  Case Priority Case Status Updated
My Cases
AAP0001002 Test Priority 7 Awaiting Info 18/12/2023 15:31:00

My Case Tasks

My Reauests @ E\ Rows 1-10f1

My Complaints

evo Ive Community Minded. Community Driven.
1

1800 693 865

® N

Evolve Housing is one of the largest community
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11. Viewing Surveys

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

Computer/Laptop view

) evolve

My Profile  Events and our community»  General Information v

Current Rent Balance

o My Repairs @ My Feedback e What's New My Rt

$787.17

Non Rent Owing

your profi

My Knowledge My Help Update My
ISR T Details
knowledge and solution: offering ble help at rantee

$ 365

o
s
§
a
F)
Fy
a

Date Future Rent is Applied

My Assessments and Most Viewed Most Useful Articles
Surveys

&) Tenant Service Satisfaction
Survey
€SO0+ Dueinldd

Cloudy Water or White Water B o

it a year Apply for Rent Review

. kkEEK

Mobile view

@ Ensuring your questions are answered

and your

resolved pron
offering reliable help at your fingertips.

Update My Details

Keep your profile up-to-date

effortlessly, guaranteeing seamless

communica 1 smooth

transactions across the platform.

My Assessments and Surveys

=l Tenant Service Satisfaction Survey
CS000C o Duein 14d

Most Viewed

Cloudy Water or White Water

22Views ¢ 11moago o ¥ ¥ ¥R %

Brown Water
20Views o 11moago o * k k k%

Most Useful Articles
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e 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

+ evolve Tours (@) Franchesia Cruz

Knowledge  Requestsw  GetHelp MyProfile  Eventsand our community~  General Information v

&

Tenant Service Satisfaction Survey

Home » MySurveys > Tenant Service Satisfaction Survey

Survey s in reference to CS0001396
General Enquiry - Francheska Cruz

Get Started

Mobile view

;) evolve

Home ¥ My Surveys »

Tenant Service Satisfaction Survey

Tenant Service Satisfaction
Survey

Survey is in reference to CS0008670
General Enquiry - General

Get Started
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12. How to add attachments to a request?

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

Lodge a Complaint

Lodge a Feedback

If you are not happy with the actions, services or conduct of any of our staff members, please let us know so we
can work together to resolve the issue and improve our services for you.

For more information, please refer to our Complaints Factsheet

If you would like to nominate a third party to submit this complaint on your behalf. please fill in the appropriate
sections below.

Indicates required

Do you want to submit your complaint anonymously? @

By checking "Yes" this complaint will be de-identified in our system %

‘ -- None --

Details of complaint

Preferred outcome if applicable

Would you like us to contact you about your complaint?

‘ -- None --

@ Add attachments

o After clicking on the icon, you will get a pop up for the file selection menu screen.
e Select the files you want to add as attachments and upload.

Jpdated

€S0001671 8dago New
Additional Personal Information - Francheska Cruz
Priority 3 Francheska Cruz
Activity Attachments
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13. Apply for Rent Review

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

Computer/Laptop view

Evolve Housing Tenant Portal

Mobile view

My Rent

Current Rent Balance

$787.177CR

Overall Account Balance

$787.177CR

Future Rent

$0

Date Future Rent is Applied

Apply for Rent Review l
Make a Payment

Search (minimum 3 characters) n
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e The ‘Rental Subsidy’ form will be loaded.
e Fill out the required information and click ‘Submit’

Computer/Laptop view

e D> ConsumerService D Updete myDetals >  Reneal Subsidy

HOUSING

@evolve

Rental Subsidy

r aszistance plesze call 1800myevolve (1800 693 845) Sam - Som, Mondey %o Fride

Actions Name Date of Birth Gender Relationship

any reel estete werldwide (nchdng in Auserelie)?
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Mobile view

Home ¥ = > Update myDetails ¥

Rental Subsidy

o

Rental Subsidy

Rental Subsidy

Please complete this form at the start of
your tenancy and during all income
Reviews / Rent Assessments,

For information or assistance please call

1800myevolve (1800 693 865) 9am -
Spm, Monday to Friday.

Indicates required

Tenant

Property

Current Phone Number

Email Address

If the email address or phone number is
incorrect, please use the Update My Details
form to update it.

Houschold Members
Add Remove All

Actions Name Date of Birth Gen:

No data to display

Are there any household members not
listed?

Do you currently own any real estate
worldwide (including in Australia)?

-~ None - v

Do you currently have a partner living with
you at the above address?

-~ None - v

Do you own or have shares in a business?

- None -- v

Have you started working?

- None -- v

| declare that the above information is
true and correct and agree to advise
Evolve Housing of any changes in
houschold circumstances (ic, changes to
household members, assets, or income)
within 28 days of the change. E

Centrelink Income Statement

pload

Department of Veterans' Affairs

® upload

Employment Income

® upload

Own Business Income

@ Add attachments
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¢ A Rental Subsidy ticket is created, where you can track updates, add further
details, attachments etc.

Computer/Laptop view

Home > Standard Ticket

Number = e St
RR0002278 justnow  New

Rental Subsidy - Actions
Priority 4
Activity Attachments
Av£v B I YU == === & B B ®

RR0002278 Created

Mobile view

» evolve =
Home > Standard Ticket

RRO002279 Justnow  New

Rental Subsidy -

Priority 4

Activity Attachments

Paragraph Ave

RRO002279 Created a




