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For further assistance please contact nrasithelpdesk@dss.gov.au

National Rental Affordability Scheme (NRAS) Portal
Quick Reference Guide

Saving, Finding and resuming submission of Draft
TDAS.

This Quick Reference Guide (QRG) will take you through the process of saving a TDA as Dratft, finding a Draft TDA
and resubmission of a Draft TDA in the NRAS Portal.

Access Required:

e Participant Read Only User, 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.

Saving a TDA as Draft

L 4

Any field with a star/asterisk is a mandatory field and must be completed to move through the TDA.
Log in to the NRAS Portal.
At the Disclaimer, click | Agree.

3. There are two ways to navigate to the Submit a TDA screen from the main page: through the Tenant
demographic assessments tile (see steps 4 to 5) or through the drop down menu (see step 6).

4. Click the Tenant demographic assessments tile. A list of all TDAs will be displayed.
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NRAS - Saving, finding and resubmission of a Draft TDA

5. Select the Submit new TDA button.

* u]

trali ’ t
ustralian Governmen 0 About Home FAQ
Department of Social Services

DAs ~ Dwellings - Statements of compliance ~ Payments ~ Information ~ Reports ~ My actions ~ My organisation ~

Filter: 1_Submitted ToAs || NS RGLCIE #a You are logged in under:

(¢ Tenant Demographic Assessments (TDAS)

This page provides a list of filtered TDAs.

Submit new TDA Search TDAs

Dwelling ID Dwelling address TDAID Submitted date Status Effective date TDA end date
R E SAPRREEINEAT, T Siasl 22/05/2018 Submitted 01/05/2022 03/05/2022
09:23:11 AM
S A RO " SRR 2 T ok 21/05/2018 Submitted 01/05/2020 02/05/2020
04:40:02 PM
TRRERES | A AT I G 2 21/05/2018 Submitted 10/06/2019 10/06/2019
Gl =i 04:36:50 PM

OR

¥+ Department of Social Services

TDAs - Dwellings ~ Statements of compliance - Payments - Information - Reports My actions - My organisation -

List of TDAs fzb You are logged in under:

Search TDAs

Srem— 0ot Claims Mgr. Welcome to the NRAS Portal
C/}‘ Tenant demographic assessments E Dwellings

Statements of compliance @ Payments

- o1 Information Forms Legislation I Reports
i 1]

My actions = Organisation
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NRAS - Saving, finding and resubmission of a Draft TDA

7. Select:

a. New lease With New Tenants if the tenants were not living in this dwelling in a previous lease or this
is the first time you are tenanting the dwelling.

b. New lease With Same Tenants if the same tenants are renewing the previous lease.

c. Same Lease if the same tenants are continuing their previous lease and there is a change in
household composition, income or rent charged.

8. Select the Start button.

*
T Australian Government
., Australian Governmen 0 About Home FAQ

s X% Department of Social Services

TDAs ~ Dwellings ~  Statements of compliance ~  Payments ~  Information ~  Reports ~  Myactions ~ My organisation -

F:'i You are |ogged in under:,

(@' Submit new TDA * required

You can submit a new TDA to NRAS using this process. A new TDA must be submitted for each new lease or if there is a change in household circumstances.

I would like to submit a new TDA as:*

O New Lease With New Tenants
Tenants not at dwelling in previous lease

O New Lease With Same Tenants
Renewing lease with same tenants in previous lease

O sameLease
Do NOT use this pathway if there is a new lease. Only use this
pathway if the current lease is continuing and there is a change
in the household composition, income or rent charged

9. To search for a dwelling, enter the Dwelling details.

w/ The Dwelling ID search field on the ‘Select a Dwelling’ page is not case sensitive. If you do not have the
Dwelling Id or you wish to view all Dwellings you have access to, leave the search details blank.

\,/ Click Advanced to display additional search fields.
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NRAS - Saving, finding and resubmission of a Draft TDA

=

My organisation -
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TDAsS - Payments - Information - Reports - My actions -

Statements of compliance -

Dwellings -

423 You arc logged in under:
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Select & @walling Comsemt Lasse derssle

B 1. Select a dwelling

2E5IS

Dwelling 1D: Status:
Active ~

Dwelling reference: Street:

Property manager: Suburb:

Bullding/Floor: State:

Postcode:

Clear search

Cancel

Please Select

10. Click Run search.
11. Dwellings matching the entered search criteria will be returned.

12. Scroll down and select the dwelling.

TDAsS -

Amsdralinn Covernrment -

Deparinent of Secinl Services

statements of complance - mformanon — REpOres — My actons  — My Organisation —

Dharellings  —

Payments —

a
—

Select n dwellngz Consent e

Bl 1. select a dwelling

HeEE

Drelling ID: Status:
" _ - Active et
Dwwelling reference: Street:
FProperty manager: suburb:
Bulldings/Floor: State:
~

Please Select

Postcode:

FRezults (1)
Dweelling address

Active

Cancel

13. Click Continue.

14. Select Yes or No on the Consent screen.

®

Tenant consent must be obtained to create a TDA. If you choose No, you will need to begin the process
again after you have received tenant consent.
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NRAS — Saving, finding and resubmission of a Draft TDA

1 2 3 4 5 6 7 8
Eq: 2. () G 2 [k &
Select a dwelling Conzent Lease details Rent details Household demographics and Conditions Review Finish
income
V 2. Consent # required

You are required to attach evidence of weekly rent charged, signed lease agreements, income details and compliance with NRAS condrtions. It is best to have this infermation ready before starting this process.

Did you obtain consent from the tenants to disclose and use thelr personal Information?*

Q Yes
O No

cence

15. Click Continue.

16. The Lease details screen displays.

®

The Lease details screen will display any existing leases for the dwelling.

17. Select the New lease button (for New Lease New Tenant or New Lease Same Tenant pathways).

L J
For more assistance submitting new TDAs refer to Quick Reference Guide #2 to #4.
1 2 2 4 5. ] 7 -1
Select : elling {Comsent Lease dotxiks Rent details Hossehold demographics and incomse Conditbons Review h.\;:::
B 3. Lease details Plegud
w Lease details
The List shows 3ll the |ease records assaciated to the selected dwelling.
Tvpe Start date End date Actual end date

® Lease 16/02/2014 0112/2014 011242014

p  Vacancy (Optional)

Attachments

Aleaze must be attached before continuing submission of this TDA

Name Auachment type Period from Perlod to Attached date

> Add attachment_Claim Leaze 16/02/2014 01122014 22/05/2018 11:03:51 AM
-

18. For New lease new tenants or New lease same tenants pathways, on the New lease screen enter a start and
end date for the lease then select the Save and return button.

If a previous lease exists the ‘Start date’ will default to the previous leases end date plus one day.
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NRAS - Saving, finding and resubmission of a Draft TDA

MNew legse X

For an ongeing lease do not enter an end date.

* required

Type:

Lease

start date:* End date:

0211242014 7 [

Discard changes and return Save and return

You can either use the date picker or directly enter a date.
For an ongoing lease, do not enter an end date.

For more assistance creating TDAs refer to Quick Reference Guide #2 to #4.
19. The Lease details screen will be redisplayed.
20. For New lease new tenants or New lease same tenant pathways and if required, enter a vacancy period by
expanding the Vacancy (Optional) section and selecting the Add Vacancy button.

w Vacancy (Optional)

You must complete coverage of the NRAS year before you can submit a statement of compliance for the dwelling. You may optionally record a period of vacancy now.

Add vacancy

21. Enter Start date, End date and Reason and then select Save and return button.

®

Start date, End date and Reason are mandatory fields when entering a Vacancy.

Manage vacancy X
* required
Type:
Vacancy
Start date: * End date:*
Reason:® Maximum of 250 characters

Discard chenses and —

22. The attachment of a Lease document is mandatory for New lease new tenant and New lease same tenant
pathways. To attach the lease, click Attach Lease.
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NRAS - Saving, finding and resubmission of a Draft TDA

23. On the Manage attachment details screen select a file then enter the Lease period date and any comments

24. Select the Save and return button.

2 3 4 5 6 7 8
@ @ ) ) ) ) )
et n dwell Consent Laass dotsis Rent detits Momschold demograghics and income Coniians e i
& % +
B 3. Lease details requires
w Lease details
Tne List snows all the lease records associated to the selectad dwelling
New laasa
Tyne Start dare End date actual end date
@ Lease 02/12/2014
O Leasa 16/02/2014 011242014 011242014
[ 3 Vacancy (Oprtional)
Attachments

A lease must be sttached before continuing submission of this TDA

There are currently no recoros to display.

Cancel

[

The Period from date will default to the Lease start date from Step 18 (above). The ‘Period to’ and
‘Comments’ fields are not mandatory.

Manage attachment details

* required
Name:* Attachment type:*
Add attzchment_Claim Lease v
Perlod from:*dd/mm/yyyy ; Maximum of 250 choracters
02/12/2014 |
j o "

Save and return
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NRAS - Saving, finding and resubmission of a Draft TDA

25. The document will appear in the Attachments section of the Lease details screen.
Attachments

4 lease must be attached before continuing submission of this TDA.

& ttarn lease

b Add attachmant_Claim Lease 02122014 22/05/2018 11:20:45 AM M

Cancel Continue

26. Select the Continue button.

Name Attachment type Perlod from Perlod to Attached date

27. The Rent details screen is displayed.

®

The What date do changes to the TDA start from field will default to the Lease start date.

28. Enter a TDA end date into the to field.

®

You are now able to create multiple TDAs by entering a TDA end date that is after the NRAS year end date.
This will create multiple ‘split’ TDAs based on the TDA Start and End dates entered. These additional TDAs will be
created with the ‘Same Lease’ pathway.

29. Enter the current rent charged in the What is the current rent being charged? field.

1 2 3 4 5 [} 7 ]
& @ . a1 ) Yy )
Select u dwelling Comseat Lease desall Reat decsil Household demographics and incumse Cooditions Review Fialsh
. -
(& 4. Rent details reired
‘what date do changes to this TDA start from:*dd/mm.yyy to: *dd/mmeyyyy
02/12/2014 011242020 5
‘what Is the current rent being chargedz*
$380.00
Rent information displayed below is for the current NRAS Year only. Future rent information can be viewed in
subsequent TOA/S.
weekly market rent 1: Period 1 start:dd/mmuyyyy Period 1 end:dd/mm.yyyy
§450.00 oz2fz/2014 15/02/2015
‘weekly market rent 2: Perlod 2 start:dd/mm/yyyy Period 2 end:dd/mm/yyyy
$515.00 16/02/2015 30/04/2013
The last rent charged for this dwelling was:
5250.00

The Rent details screen is the first opportunity to save the TDA as a draft. Clicking Save as Draft will
exit you from the TDA process. You can return to the draft and complete it at a later date. All screens from
this point onward will provide the Save as Draft functionality.
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NRAS — Saving, finding and resubmission of a Draft TDA

You will find the Save as draft option at the bottom of each of the following screens:
* Rent
* Household Demographics and Income
+ Conditions
* Review.

Mandatory fields must be completed on each page before the TDA can be saved as a draft.

For more assistance creating TDAs refer to Quick Reference Guides.

30. Ensuring all mandatory fields have been entered, select Save as draft. The TDA will be saved with a status of
Draft.

Finding a Draft TDA

1. There are two ways to navigate to the Search TDAs screen from the main page: through the Tenant
demographic assessments tile (see steps 2 to 4) or through the dropdown menu (see step 4).

2. Click the Tenant demographic assessments tile. A list of all TDAs will be displayed.

0 Tian Gov it
O Australian Governmen B svour MG FAQ Logout
= Department of Social Services

Dwellings - Statements of compliance - Payments -~ Information -~ ar My actions - My organisation -

f:'l You are logged in under:

Hi Participant Claims Mgr. Welcome to the NRAS Portal

[ f Tenant demographic assessments E Dwellings
Statements of compliance Payments
- €PI Information Forms Legislation Reports —— My acticns Organisation
1 D g Iﬂ —_— i_:_i b

3. Onthe Tenant Demographic (TDASs) screen, select Search TDAs.

OR

4. Atthe Welcome screen select TDAs>Search TDAs.
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NRAS - Saving, finding and resubmission of a Draft TDA

Australian Government D oot Ligisia A
53  Department of Social Services

TDAs ~ Dwellings ~ Staternents of compliance - Payments - Informartion - Reports ~ My actions - My organisation -

List of TDAs &a Youare logged in under:

Search TDAs

Se———— Dant Claims Mgr. Welcome to the NRAS Portal
@‘ Tenant demographic assessments ﬁ Dwellings

Statements of compliance @ Payments

i CPlinformation D Forms g Legislation | llll Reports -—5 My actions E Organisation
5. The Search TDAs screen will be returned.
Australian Government o About Home Fag

Department of Social Servioes

TDAs ~ Dwellings = Statemeris of compliance - Payments = Information - My actions - My organisation -

&8a You are logged in under: |

Q, Search TDAs

cdt?

Dwelling 1D- TDA ID:
Dwelling status: TDA status:
Please Select o Draft ol
Dwelling reference: Property manager:
Submitted by: Submitted date: dd/mm/yyyy
=
Effective date: dd/mmsyyyy Pathway:
£ Please Select hd

Lease start date: da/mmsiyyyy

:
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NRAS — Saving, finding and resubmission of a Draft TDA

The Dwelling ID and TDA ID search fields on the ‘Search TDAs’ page are both case insensitive. If you do not
have the Dwelling or TDA details or you wish to view all TDAs you have access to, leave the all search criteria
blank.

Click Advanced to display additional search fields.
6. Enter search criteria and select Draft in the TDA status field.
7. The TDAis returned in the search results.
8. Select Actions>View TDA for the relevant TDA.

Results (20)

Dwwelling 1D Dwelling address  TDAID Submitted date Status Effective date TDA end date
. I e 07/11/2017 01/05/2016 30/10/2016
08:45:40 AM
View TDA
- T eewmmnenwie T 09/11/2017 Draft 01/05/2015 30/04/2016
10:16:59 AM Delete TDA

9. The Lease and TDA details screen will be returned with the Resume submssion button enabled.

Resuming submission of a draft TDA

Following on from Step 9 in the Finding a Draft TDA section above.
1. Select the Resume submission button.

.

b ol jan Gave
‘?&3%...@“%,.““. B i G

rEepe s Department of Social Services

TDAs ~ Dwellings -  Statements of compliance - Payments - Information -~ Reports »~  Myactions .- My organisation -

it ouare logged in under. .

TDAID: Effective date-dd/mm/yyyy H

I Enerthe (¢ Lease and TDA details

Source TDA: ©  Dwelling address: This page provides detailed information on the selected TDA
LTS

Dwelling ID:
b s Ton s
Iview dwelling DA detai
A Is

TDA ID: TDA pathway: Created by:
Lease and TDA details Aty reated by:
- New Lease With New Tenants F15COTTB
Household demographics and incorne
Conditions Dwelling 1D: Last updated date Created date:
L 07/11/2017 0858:21 AM 02/11/2017 03:05:30 PM
Attachments
Notes Dwelling address: Last updated by:
: FICMGR

Status details

Status: Submitted by- Submitted date:
Bess Scott 07/11/2017 08:45:40 AM

2. The Rent details page will be displayed.

L

If you need to update lease start and end dates, refer to the Updating or deleting a lease section of QRG #5
Withdrawing a TDA and Lease.

3. Continue submission of the TDA to the Finish screen.

4. Click Finish. The Tenant Demographic Assessments (TDAS) screen is displayed.

Updated July 2018 Page 11 of 13



NRAS - Saving, finding and resubmission of a Draft TDA

1 2 3 4 5 [ 7 8
®
Select a dwelling Consent Lease details Rent details Household demographics Conditions Review Finish
and mcome
@ 8. Finish

l TDA Successfully submitted to NRAS.

\— For more assistance creating TDAs refer to Quick Reference Guides.
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NRAS - Saving, finding and resubmission of a Draft TDA

Logging out of the NRAS Portal

1. To log out of the NRAS Portal click Logout.

Australian Government 0 Apout Home FAQ Logout

* Department of Social Services

Dwellings Statements of compliance Payments - Information - Reports - My actions - My organisation -

" For technical support enquiries, please contact nrasithelpdesk@dss.gov.au or 1300 911 235.
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