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Part 1 Introduction 

1 Accessing the Housing Australia Portal 

TIP: To access the Housing Australia Portal (HAP), you will need an Australian mobile number for multi-factor authentication purposes. 

Guide 

1.  Navigate to https://portal.housingaustralia.gov.au/  

2.  Click the “Sign up now” button to register a new account. 

2 
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2 Signing up for an account 

Guide 

1.  Provide your email address.  Your email address will be what you will need to use to log into the Portal. 

2.  Click the “Send verification code” button. 

 

  

1 
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Guide 

3.  Enter the verification code sent to your email address into the “Verification Code” box. 

4.  Click the “Verify code” button. 

5.  If you require a new code to be sent to you, click the “Send new code” button. 

3 
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Guide 

6.  Enter a new password that is between 8 and 64 characters.  Your password must have all of the following: 

 A lowercase letter (a-z) 

 An uppercase letter (A_Z) 

 A number (0-9) 

6 
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Guide 

 A non-alphanumeric character (such as !, #) 

7.  Confirm your new password. 

8.  Provide your first name. 

9.  Provide your last name. 

10.  Click the “Create” button to create your new account. 
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2.1 Multi-factor authentication 

 

Guide 

1.  Select “Australia (+61)”.  You will only be permitted to enter an Australian mobile number. 

1 
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Guide 

2.  Provide your mobile number.  To verify you, we will send a code via text message to your phone. 

3.  Click the “Send Code” button. 

 

 

Guide 

4.  Enter the verification code sent to you via text message to your phone. 

5.  Click the “Verify Code” button. 
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3 Registration details 
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Guide 

1.  Your first name is pre-filled. 

2.  Your last name is pre-filled 

3.  Provide details of your role or relationship to the organisation. 

4.  Your email address is pre-filled 

5.  Provide your mobile number.  This must be an Australia mobile number.  Example: +61 455 562 400 and should be the same number you 
previously provided for multi-factor authentication purposes.   

6.  Provide your work phone number.  Example: 02 80268989.   
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Guide 

7.  Enter your organisation's Australian Business Number (ABN) and click the “Validate ABN” button.  Unless you are registering on behalf of a 
special purpose vehicle, you must provide a valid ABN to register for an account on the HAP. 

8.  The “Name of organisation” field is auto-populated from the ABN. 

8 

7 

9 



How to Register for an Account 
 

13 
 

Guide 

9.  Select the entity category of your organisation.  For more details on which entity category you should select, click on the FAQ link.  Once 
registered, you can only change the entity category for your organisation by calling Technical Support on 02 8925 1800. 

If you are, or will be, a registered CHP, then you should select the CHP entity category unless you are a special purpose vehicle in which case 
you should select special purpose vehicle as the entity category as we will separately ask you later on whether the special purpose vehicle is, or 
will be, a registered CHP. 
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Guide 

10.  Search and select your organisation’s physical address.  Following selection of your organisation’s physical address, the address search box 
will pre-populate the Street, Suburb, State/Territory and Postcode fields. 



How to Register for an Account 
 

15 
 

 

11 

12 



How to Register for an Account 
 

16 
 

Guide 

11.  Select whether the organisation’s postal address is different to its physical address.  

12.  If “Yes” is selected, search and select your organisation’s postal address.  Following selection of your organisation’s postal address, the 
address search box will pre-populate the Street, Suburb, State/Territory and Postcode fields. 

 

 

Guide 

13.  If applicable, you will be asked whether your organisation will be a registered charity under the Australian Charities and Not-For-Profits 

Commission Act 2012 (Cth).  
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4 If you have selected the entity category: CHP 
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Guide 

Please 
Note: 

If you are (or will be) a CHP, and have selected the Entity Category CHP, you will be asked to complete the CHP details section. 

1.  Select whether the entity has obtained registration as a CHP. 

2.  Select the CHP’s legal form.  This is how a CHP is (or will be) legally established. Registered community housing providers are usually 
established as a: (1) company limited by guarantee, (2) company limited by shares, (3) co-op incorporated association, (4) Indigenous entity, or 
(5) Other incorporated body. 

3.  Select the primary jurisdiction the CHP is (or will be) registered in.  Primary jurisdiction is the state or territory which oversees and supervises 
(or will oversee or supervise) the CHP’s activities as a registered community housing provider. 
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Guide 

4.  Select the CHP’s registration tier.  This is only required you have indicated the CHP is currently registered.  Except in the case of those CHP’s 
registered in WA, you will be required to provide details of the registration tier.  If you are registered in VIC, then select from the options 
‘Housing association’ or ‘Housing provider.’ 

5.  Provide the CHP’s registration number. 
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5 If you have selected the entity category: Special purpose vehicle (SPV) 

 

Guide 

Please 
Note: 

If you have selected the entity category “Special purpose vehicle”, you will be asked to complete the SPV details section. 

1.  Describe the purpose of the SPV and the role of the SPV in the project. 

2.  Select whether the SPV is, or will be, a registered community housing provider.  If “Yes” is selected, you will be asked to provide the CHP 
details below. 
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Guide 

3.  Select whether the entity has obtained registration as a CHP. 

3 
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Guide 

4.  Select the SPV’s legal form.  This is how the SPV that is or will be a CHP is (or will be) legally established. 

5.  Select the primary jurisdiction the SPV is (or will be) registered as a CHP in.  The primary jurisdiction is the state or territory which oversees 
and supervises (or will oversee or supervise) the CHPs activities as a registered community housing provider. 
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Guide 

6.  Select the CHP registration tier.  You will not be required to answer this question if the SPV has yet to be registered as a CHP.  If ‘ACT,’ ‘NSW,’ 
‘NT,’ ‘QLD,’ ‘SA,’ ‘TAS’ or ‘WA’ is selected as the primary jurisdiction of registration, then select from the options ‘Tier 1’, ‘Tier 2’, or ‘Tier 3’.  If 
‘VIC’ is selected as the primary jurisdiction of registration, then select from the options ‘Housing association’ or ‘Housing provider.’ 

7.  Provide the CHP’s registration number. 
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Guide 

8.  In this section, you will be required to provide details of each member of the SPV.  Click the “Add New Member” button to add details.  Member 

details can be edited or deleted by clicking this icon  after members have been added. 
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9.  Provide the member’s ABN into the ABN lookup function. 

10.  The name of the member is populated from the ABN lookup. 

11.  Select whether the member is an underlying eligible member.  If the Funding Recipient is not a CHP, then at least 1 member of the SPV must 
be an underlying eligible member under one of our programs.  An underlying eligible member is an entity that would be eligible to apply for 
funding under one of our programs (e.g. CHP, State or Territory, Local Government, Indigenous housing provider or ADF-Veterans housing 
provider). 

12.  If the member is an underlying eligible member, select the reason why it is an underlying eligible member. 

 

 

13

14 

15 



How to Register for an Account 
 

26 
 

Guide 

13.  If any, provide the SPV member’s ownership interest.  This means the total % of shares the member owns, or will own, in the SPV.  If the 
member will not own any shares in the SPV, then insert “0”. 

14.  If any, provide the SPV member’s voting interest.  This means the total % of votes the member will have at any meeting of members of the 
SPV.  If the member will not have any voting interest, then insert “0”. 

15.  Provide what the member’s relationship is with the SPV. 

 

 

16 
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Guide 

16.  Provide a description of the activities the member is engaged in. 

17.  Provide an outline of the relevant experience and/or expertise that the member will bring to the project. 

 

5.1 Consortium details 

 

Guide 

Please 
Note: 

SPVs are often established to undertake projects as part of a Consortium.  If you have selected the entity category: Special purpose 
vehicle, you will be asked if it is part of a Consortium and if so, then to provide the following details about the Consortium. 

1.  Select whether the project is being undertaken by a Consortium.  If ‘Yes” is selected, then provide the following details about the Consortium 

 

1 
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Please 
Note: 

Multiple members can be added by clicking the ‘Add new member’ button. 

A consortium must have at least 2 members. 

2.  Click the “‘Add New Member” button to add Consortium member details.  Member details can be edited or deleted by clicking this icon 

 after members have been added. 

2 
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Guide 

3.  Provide the Consortium member’s ABN into the ABN lookup function. 

4.  The name of the Consortium member is populated from the ABN lookup.   

5.  Describe the member’s role in the Consortium. 

 

3 
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6 Request for approval 

 

Guide 

1.  Once you have registered your account, your request for access to the HAP will be considered by Housing Australia.  If you do not receive an 
email within 2 business days notifying you of the outcome, contact our technical support team on 02 8925 1800. 

 

7 Terms and Conditions 
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Guide 

1.  To access the HAP and apply for Housing Australia funding, or manage your funding applications, you must agree to the terms and conditions 
of using the Housing Australia Portal.  You will be asked to agree to the terms and conditions each time you log into the HAP.  The full Terms 
and Conditions are set out below. 
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