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1. Introduction 
 

The Department has developed eTransactions so that real estate agencies can electronically lodge, 
vary and dispose of bonds at any time in a fast, easy and secure environment. 
 
1.1 BondsOnline Login 
Go to the www.commerce.wa.gov.au/bondslogin and enter your username and password to log in. 
You will receive your login credentials in an email from Bonds Administration once your user account 
has been created. 

 
 
 

If you have forgotten your password, click the ‘Forgot password’ button and you will be asked to enter 
your user ID and email address. You will then receive an email with a temporary password. You will 
be prompted to change your password to after you have logged in.  

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
If you forget both your user ID and password, the Employee Account Administrator for your agency 
will need to reset these for you. 
 

http://www.commerce.wa.gov.au/bondslogin
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2. System Navigation / Home Tab 
 

The Home tab is the first page you will see after logging in. From this page, you can use the tabs 
below the ‘Agency Details’ section to search for a bond or eTransaction (online lodgement, variation 
or disposal), and access your draft applications. 
 
2.1 Agency Details 
The details of the agency name, address and REBA licence number are listed, along with the number 
of current bonds and the number of draft applications pending. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.2 Searching Bonds 
Searching under the Bonds tab will display all bonds managed by the agency. This will include both 
eTransaction bonds and bonds previously lodged manually on paper.  
 

Please note: eTransactions will not appear under the Bonds tab unless all tenants have 
approved the lodgement information or if the 48 hour time period allocated to the tenants to 
approve the lodgement has lapsed. Please refer to ‘Lodgement - Tenant Approval’ for further information - 
page 26. 
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You are able to search for a specific bond using the bond details or the bond residential address. 
 
To locate a bond using the bond reference number, enter the reference into the ‘Bond Reference 
Number’ field and click the ‘Search’ button. If you do not have the bond reference number, the bond 
can be located by using other filters such as party names, bond amount and address. 
 
The Bond Status drop down menu can be used to filter the search results by the status of the bond. 

 Status Meaning 

Current   

 Active Processed and funds cleared 

 Bond Lodged Processed, waiting on funds to clear 

 Pending Disposal Form processed, funds pending approval 

 Pending Lodged Received by department, yet to be processed 

 Variation Lodged  Received by department, waiting on funds to clear 

 Pending Variation Received by department, yet to be processed 

Historic   

 Cancelled Transaction cancelled 

 Consolidated Funds transferred to the Department of Treasury 

 Disbursed Disposal paid and funds received by payee/s. 

 Finalised Bond is disbursed and finalised  

Other   

 Lodged to Unclaimed Funds are unclaimed and correspondence sent to relevant parties.  

 Pending Consolidation Funds pending transfer to the Department of Treasury 

 Pending Unclaimed Action is being taken to contact parties regarding unclaimed funds. 

 Unclaimed Bond recognised as having unclaimed funds. 

 
 

Click to access bond details 
 
 

Add other details here, to 
refine your search results 
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Search icons : these indicate that the search criteria window is expanded or minimised, clicking on 
this area will allow for a more refined search to be conducted. 
 
Search and Reset: these buttons activate the search function and clear criteria fields respectively. 
 
Multiple pages: these page buttons move the user from page to page, fast forward through ten pages 
or jump to the last page. The amount of bonds displayed per page can also be adjusted. 
 

 
 

If a user is in a search screen and selects a specific option under the 'Records per Page' drop-down, 
then the system will remember that as a preference for that screen and apply the same choice next 
time. 
 
Once a bond has been located, full details of the bond can be accessed by clicking on either the 
bond number or the property address. 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
The bond details screen gives access to all information relating to a particular bond. The sidebar on 
the left contains copies of all available forms and certificates relating to the bond. 
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2.3 Draft Applications 
eTransaction applications can be partially completed and then held in a draft state for completion at a 
later date.  When you are ready to complete and submit the eTransaction, you can proceed by 
completing the mandatory sections and submitting as normal. This feature is useful to those who like 
to prepare documentation in advance, or prior to the funds being received into the trust account. 
 
To save an application as a draft, first start the application process for a lodgement, variation or 
disposal. Complete as much of the form as desired, then click the ‘Save Draft’ button at the bottom of 
the page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
To locate a saved draft application, click the ‘Draft Applications’ Tab on the home screen.  
 
Please note: Lodgement forms saved in draft format will not have a bond reference or 
eTransaction number and therefore cannot be searched. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To edit the application:  
Click the ‘Edit’ icon to return to the pre-filled application screen. The information submitted previously 
will all be filled; any other information can be entered and then submitted as per normal 
eTransactions.  
To delete the application: 
Click the ‘Delete’ icon, then click yes on the pop up box 
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2.4 Searching  eTransactions 
Searching under the eTransactions tab will only provide bond transactions that have been submitted 
online. eTransaction numbers are used to track applications until they are completed. This will 
include lodgements, variations and disposals, but only those performed online. 
 

  
 

To view the details and status of a submitted eTransaction, enter the eTransaction reference number 
into the relevant field under the eTransaction tab and click Search.  
 
To view all eTransactions relating to a particular bond, enter the bond reference number in the 
relevant field and click Search. This will show all eTransactions relating to the searched reference 
including those completed. 
 
If you do not have the eTransaction or bond reference number, the application can be located by 
using other filters such as party names, transaction type and address. 
 

 
 

To access the full details of an individual transaction, click on the eTransaction reference number in 
the search results. 
 

Add other details here, to 
refine your search results 
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On the left hand side of this screen is a summary of the transaction that can be opened, saved or 
printed at any time.  

 

2.5 Search Using Wildcards  
The asterisk character (*) can be used as a wildcard in search fields as required by the user. Rather 
than typing all of the characters for the criteria that is being searched, the asterisk can be added at 
the beginning, middle or end of a search to access all valid records. More than one asterisk at a time 
can also be used.  
 
A search for an individual could be entered in the following format and return valid results.  
 
 

 
 

 
Using more than one wildcard can be useful when names are lengthy to type, spelling could be 
varied and abbreviations or punctuation may be used.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This search would 
bring up the 
following results: 
 Smith 
 Smyth 
 Smithe 
 Smythe  etc 
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3. Tabs / Functions 
 

Tabs across the top of the page provide access to the most commonly used functions in 
BondsOnline. These tabs are accessible from any page. 
 

 
 
3.1 Lodge New Bond tab 
Click this tab to start the process of lodging a new bond, either as an eTransaction or paper form. 
Please refer to ‘Lodging New Bond’ for further information - page 22. 
 
3.2 Payment Approvals tab 
Use this tab to approve the payments for your Lodgements, Variations and Disposals. Please refer to 
‘Applications / processes’ (Lodgements, Variations or Disposals) for payment approval process – pages 34, 41 & 
51 
 
To view the payments you want to approve, place your cursor over the ‘Payment Approvals’ tab and 
select the relevant application type from the drop down menu.  
This tab is only available to users that have the appropriate approval authority. Please refer to ‘Levels of 
Access’ - page 15. 
 

 
 

 
3.3 Reporting tab 
The reporting functionality allows users to create reports for several different sets of information. 
These reports can be exported from the system and saved, as a PDF or Excel Spreadsheet. To 
access the reporting function, place your cursor over the ‘Reporting’ tab and select the desired report 
type from the drop down menu. 
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3.3.1 Bonds Report 
The Bonds Report will allow users to generate a list of all current bonds for the agency. Place your 
cursor over the ‘Reporting’ tab, select ‘Bonds’ and click ‘Search’. 
To limit the report to a particular Bond Status, select an option under the ‘Report Criteria’ section. 
 
 

 
 

 
 
3.3.2 EFT Payments Report 
The EFT Payment Report allows users to generate a list of all EFT payments made to and from the 
agency during a specified timeframe. To filter results by application type, select an option from the 
‘Domain’ drop down menu.  
 
The total number of transactions and total monetary amount for each transaction type will be shown 
at the bottom of the report. 
 
This report is particularly helpful for reconciling agency trust accounts. 
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3.3.3 eTransactions unapproved by Tenants Report 
The eTransactions unapproved by Tenants Report will allow users to generate a list of all 
eTransactions/bonds that are still waiting on tenant’s approval. 
 
 

 
 

 

 

3.3.4 Monthly Active Bond Reports 
The Monthly Active Bonds Report will allow users to access and print the full list of current bonds for 
the agency. 
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3.4 Maintain Authorised Signatories tab 
This tab displays the existing licensee and authorised signatories currently listed with the 
Department. The signatory information is used for processing manual applications. 
 

 
 
 
To Add Authorised Signatories: Click the ‘Add Authorised Signatory’ button. Complete the boxes 
that appear with all relevant information and click ‘Validate’. This will generate a PDF that will need to 
be printed and signed by the incoming signatory, as well as the Licensee.  

 
 
 
 
 

 
To Remove Authorised Signatories: Tick the Remove box beside the relevant signatory’s name, 
and enter the ‘Ends On’ date. Once completed click ‘Validate’. This will generate a PDF that will need 
to be printed and signed by the Licensee.  
 
 
 
 
 
 
 
If the applied changes require the printing of more than one Authorised Signatory form, please 
ensure that the Licensee signs each form. The form can then be emailed to the Department directly 
for processing at bondsadmin@commerce.wa.gov.au  
 
Please note: these changes will not take effect until the Department has received the printed 
and signed Authorised Signatory Request form. Only once the form is processed by Bonds 
Administration with the requested changes will be reflected in BondsOnline. 

mailto:bondsadmin@commerce.wa.gov.au
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3.5 Maintain eTransaction Users tab 
This tab allows the Employee Account Administrator to manage the individual user accounts linked to 
their agency. 
 
The Employee Account Administrator is nominated by the Licensee on the User Agreement for 
BondsOnline. Only this member of staff will be granted access to the ‘Maintain eTransaction Users’ 
tab. The Licensee can nominate a new Employee Account Administrator by sending a written request 
to the Department. 
 
The Employee Account Administrator is able to add new users, edit or delete existing users, as well 
as reset the password of any user.  
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
To reset a password: Click the lock and key icon, under the ‘Reset Password’ column, and click 
‘Yes’ to confirm. An email will then be sent to the user’s email address with a temporary password. 
The user can then change their password to a new one of their choosing, during their next login. 
 
To remove a user: Click the rubbish bin icon under the Edit/Delete column. Then click ‘Yes’ to delete 
the user.  
 
To edit the access of a user: Click the edit icon under the Edit/Delete column. The tick boxes are 
then amendable, adjust the agent access accordingly. See which access levels are available on page 15. 
 
To add a new user: Click on the add user button to enable a new set of details to be added. 
Complete the new user’s full name and email address. If the user is listed as an Authorised Signatory 
for manual forms, please select the user’s name from the drop down menu. If the user is not listed in 
the Authorised Signatories list, leave the drop down menu blank. Tick the relevant boxes in the 
Online Form Submission and Payment Approval columns to allocate access to the user. When the 
entire row is completed, click the save icon. A user ID will then be generated which will include the 
agencies RA number and the user’s first initial and surname. The user name and password will then 
be automatically emailed to the user. 
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Levels of Access: There are four access levels; the allocation of access levels to staff is up to the 
agency to decide internally.  
 
Level 1 (Read only) – This level only has access to view information of bonds and submit draft 
applications. To apply this level, leave the Online Form Submission & Payment approval boxes un-
ticked. 
 
Level 2 (Submitter) – This level has the ability to submit eTransactions only. To apply this level, tick 
the Online Form Submission box. 
 
Level 3 (Approver) – This level has access to approve payments. To apply this level, tick the 
Payment Approval box only.  
 
Level 4 (Submitter & Approver) – This level has full access and can submit forms and approve 
payments. To apply this level, tick both the Online Form Submission & Payment Approval box. 
 
 
 
3.6 Maintain Email Addresses tab 
This tab allows the user to update the agency contact email address for the Monthly Bonds Report, 
Record of Payment and General Correspondence.  

 
 

 
 
 
To change or remove an email address: First, make the email address that will no longer be in use 
inactive by removing the tick from the box. Then a new email address can be added to the system by 
the ‘Add Email Address’ button. 
 
Please note: any email address added and made active to receive a Record of Payment will 
receive all certificates issued to your agency (it is not bond specific). 
 
Record of Payment – ‘Certificate’ issued to agency on lodgement or variation of a bond 
General Correspondence – Any other correspondence issued to the agency (letter)  
Monthly Bonds Report – Your agency monthly report (emailed in PDF and Excel format) 
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3.7 Upload Logo tab 
This tab allows the user to upload an agency logo to be displayed on the home page as well as 
displayed and printed on the PDF bond forms.   
 
 

  
 

 
The logo must conform to the following: 
 
Height: 100 pixels  
Width:  100 pixels  
Size:   500kb 
 
Please note that uploading a logo larger than the above specifications will result in errors when 
generating pdf forms. 
 
The choose file and upload buttons, allow the user to perform this action. 
 
 
 
3.8 Change Password tab 
This tab allows the user to change their password for access to the portal when required and 
provides information about password requirements and restrictions. 
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3.9 Help tab  
The help tab in the top right hand corner of BondsOnline contains a range of useful information, 
forms and a link to contact Bonds Admin. 
 

 
 
3.9.1 Useful Information 
 

1. BondsOnline User Guide: Generates a download of the BondsOnline User Guide 
 

2. Frequently Asked Questions: Generates a download of FAQ’s for Licensed Agents 
 

3. Tenant Information – eLodgement: Generates a download of a one page document that 
outlines the process of eLodgements for tenants. This is available for agents to provide to 
tenants if they choose to.  

 
4. Tenant Information – eDisposal: Generates a download of a one page document that 

outlines the process of eDisposals for tenants. This is available for agents to provide to 
tenants if they choose to. 

 
5. Update to Tenant Details Form: Generates a form that can be supplied to tenants if they 

would like to update their contact details at the Bonds Administration during their tenancy. This 
form can be sent directly from the tenant to bondsonline@commerce.wa.gov.au, where it will 
be processed and the details updated.  

 
6. eDisposal – Paper to eT Conversion Form: Generates a download of an eDisposal Form. 

This form is used to add tenant contact details to a bond that was lodged using a paper form. 
This will enable eTransaction submissions for this bond. 

 
7. eVariation – Paper to eT Conversion Form: Generates a download of an eVariation Form. 

This form is used to add tenant contact details to a bond that was lodged using a paper form. 
This will enable eTransaction submissions for this bond. 

 
8. eLodgement Process Map: Generates a download of a simple process map of the 

BondsOnline eTransaction Lodgement process.  
 

9. eDisposal Process Map: Generates a download of a simple process map of the BondsOnline 
eTransaction Disposal process. 

 
10. YouTube Training Tutorials: Generates a download of a list of training tutorials available for 

BondsOnline. Clicking the title of the tutorial will direct you to the YouTube page where the 
video can be viewed.  

 
 

mailto:bondsonline@commerce.wa.gov.au
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3.9.2 Contact Bonds Admin 
Click on this tab to generate an email that can be sent to BondsOnline with any questions or queries 
you may have and one of our team will respond to you as soon as possible. 

 

 
 
 

4. Applications / Processes 
 

4.1 Manual Applications (Paper Forms) 
 
From 1 September 2016, it became mandatory for all real estate agents to use the BondsOnline 
eTransactions system to lodge, vary and dispose of bonds managed by their agency. This change 
follows regulatory amendments which were gazetted on 3 June 2016. 
 
The Bond Administrator will only accept manual paper forms in exceptional circumstances and 
where the agent has advised the reason for the exceptional circumstance at the time of lodging the 
manual form. To do this, you can write the reason for the exceptional circumstance in your covering 
email when you email a scanned manual form to bondsadmin@commerce.wa.gov.au, or alternatively 
you can write the reason on the form.  
Exceptional circumstances are limited to: 
  
 if a tenant does not have a mobile telephone number or email address used exclusively by them;  
 the tenant does not have internet access to check their email account;  
 the tenant is not competent in the use of a mobile telephone or email;  
 the tenant does not have a sound understanding of the English language;  
 if the application relates to the disposal of a security bond to an overseas bank account;  
 if the application relates to the transfer of a security bond from one property to another or from 

one property manager to another property manager;  
 if the application is dealing with a bond that is subject to a court order; or 
 if the Bond Administrator has provided prior written permission to lodge that particular transaction 

using a paper form. 
 
A blanket exemption has also been granted by the Bond Administrator to allow any Bonds that were 
initially lodged using a manual paper form to be disposed of on a manual paper form (although you 
can convert a paper transaction to an eTransaction using an ‘eDisposal - Paper to eT Conversion 
form’ available from the help menu).    

Lodgement, variation and disposal forms can be created for printing throughout the portal.  Variation 
and disposal forms will use current bond data to pre-populate some of the form fields. 
 

http://newsletters.commerce.wa.gov.au/t/r-i-styshy-l-d/
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4.1.1 Generating a Manual Form for Lodgements, Variations and Disposals 
 
(Example using a new Lodgement application) 
Click on the ‘Lodge New Bond’ tab to start a new lodgement application and then un-tick the ‘Online 
Submission’ checkbox at the top-right of the form.  
 
Next, complete the form ensuring all cream fields are completed, as these are mandatory fields. 

 
 
Next the agency details. You will need to select the name of the Authorised Signatory who will be 
signing the paper form. 
 
Next complete the Bond Money section. Input the bond money details for that specific bond.  
 
You will then have a choice of four options regarding payment method: 
 
Direct Debit: Details of the agency’s trust account will need to be provided for direct debit payments 
Cheque: The original cheque will need to be submitted with the completed form for cheque 
payments.  
Cash and Other: These payments can only be taken in person at a Department of Commerce office. 
 
Once completed, the form can be saved as a draft, cancelled or reset.  
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Clicking the ‘Validate’ button will generate two pdf documents. 
 
 

 

 
 
Please note: one pdf is the actual bond lodgement form, whilst the other is a bond summary 
sheet. 
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If changes are required, the form can be amended and validated again. This will generated a new 
PDF with the corrected information. 

 

 
 
If satisfied, print lodgement form and have all relevant parties sign, then forward it to the Bond 
Administrator by email to bondsadmin@commerce.wa.gov.au 
 
Please note: The above is an example of a manual Lodgement application. The same process 
can be used for Variation and Disposal applications. Un-ticking the ‘Online Submission’ 
checkbox on any application type will allow you to generate a paper form. 

Printing Requirements 

The forms will be produced as a four page document that can be printed on standard A4 paper or A3 
paper in booklet style.  All four pages are required by Bond Administration and should be printed.  
The forms do not contain any colour and should be printed in black and white.  

You will see this icon when PDF/s are available to view.  

System Requirements 

The forms require Javascript to be enabled in the user’s browser. This is a default option on most 
modern browsers, however, if the user is unable to validate the form or produce the PDF document, 
the forms can be accessed blank in PDF format. 
 
Links for the blank PDF forms can be found at the bottom of each BondsOnline screen, under the 
Validate button. 
 
 
Please Note: If you are having issues completing a manual application through BondsOnline 
(e.g. paper form) you can download a blank form at the very bottom of the screen when 
applying for any application. 
 
 

 
 
 
 

A blank form can be 
downloaded here, if 
required.  

mailto:bondsadmin@commerce.wa.gov.au
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4.2 eTransaction Lodgement Process 
 
4.2.1 Lodging New Bond 
Click into the ‘Lodge new bond’ tab, at the top of the screen. The online submission box will be ticked 
by default. This ensures you are lodging an online application.  
 
The cream fields shown are mandatory and you will be unable to submit the form if any mandatory 
fields are left blank. 
 
Rental Property Details: 
Input the residential address and tenancy start date. 
 

 
 
 

Verify the address by clicking the ‘Verify Address’ button. In the pop-up window that appears, select 
the tenancy address by clicking the corresponding blue arrow.  If the address does not appear but 
you are sure that the details are correct, click the ‘Use Unverified Address’ button. 
 
 

 
 

 
Tenant(s): 
Enter the tenant details in the fields provided. A mobile phone number and email address is required 
for each tenant as they are used in the online process to access and confirm the transaction details. 
 
If there are multiple tenants, click the ‘Add Tenant’ button and repeat the above step for each tenant. 
Each tenant should have a different mobile number and email address. If the same mobile number 
and/or email address is entered for more than one tenant, it is likely there will delays in disbursing the 
bond at the end of the tenancy. 
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Lessor(s)/Park Operator: 
If the property is managed by an agent, only the lessor’s first name and surname are required. All 
other information for the lessor is optional. Please do not enter the contact information of the agency 
in these fields. More lessors can be added using the add lessor button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
Agent: 
The agency section will be pre-filled with the information provided on the User Agreement. As your 
system access is linked to your agency, these details will be prefilled and non-changeable. The email 
address is amendable, and will default to the user logged in. Any email notifications relating to this 
transaction will be sent to the email address in this field. 
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Bond Money: 
Here you will enter the weekly amount and, if required, the pet bond. The normal restrictions on bond 
amounts apply and any inaccuracies will result in an error message. Enter the date the bond money 
was paid into the agency’s trust account and click on the drop down menu to select your agency’s 
trust account details. These are the details provided to the department when the user agreement is 
signed to access the system. 
 
Lodging Full Bond 
Below is an example of lodging a full bond with weekly rent as $250 a week, full bond of $1000 and a 
pet bond of $260.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Lodging a Partial Bond 
If a circumstance occurs where only a portion of the full bond is being lodged (e.g. Tenant receiving 
loan from department of housing or paying off bond in instalments) the first payment received in the 
trust account will need to be lodged within 14 days of receiving. The remainder of bond, once 
received, will then be added as a Variation Bond Top-Up. See Bond Money Increase / Bond Top-Up on 
page. 39 for adding the remainder of the bond.   
 
Below is an example of a partial lodgement with weekly rent as $250 a week and bond amount of 
$500. 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
Please Note: If you are lodging a pet bond only, it will need to be completed on a manual 
application. BondsOnline will not allow a lodgement to be completed with only a payment of a 
pet bond.  
 

This is the amount that 
will be withdrawn from 
the trust account 



 

Department of Commerce – Bonds eTransactions Page 25 of 72 
 

To submit the form, click ‘Submit’ to start the online process. 
Please Note: At this point, if the tenant has not yet paid the bond into your agency’s trust 
account, do not proceed to submission. Instead, click ‘Save Draft’ allowing you to come back 
later to either make changes or complete the lodgement.  
See Draft Applications on page 7 for further information. 

 
 
 
 
 
 
 
 
 
 
 
 
 
If you receive an error message at this stage it may be one of the following issues: 

 A mandatory field has been left blank. 
 The amounts do not comply with the restrictions (e.g. the bond is more than four weeks rent). 
 An item from a drop down menu has not been selected. 
 A date has been inputted incorrectly. 

 
After the lodgement form has been submitted, a Lodgement Summary will appear. Review the details 
to confirm they are correct, and if so, click the check box to confirm and then click ‘Submit’. If you 
notice an error in the details, click ‘Cancel’ to go back to the online application.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A blank form can be 
downloaded here, if 
required.  
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An e-Transaction number will then be issued. This number is used to track your application until it 
becomes a bond. Making a note of the eTransaction number at this point will make it easier to locate 
the transaction record later. Click on the OK button to continue.  

 

 
 

 

In the case of a duplicate lodgement, the following notification will appear on the screen. Do not click 
yes unless you are certain that a lodgement has not already been submitted for this bond. 
 

 
 
4.2.2 Tenant Approval 
Once a lodgement eTransaction has been submitted, an email is immediately generated to the 
tenant/s requesting their approval of the lodgement.  
 
Please Note: The tenants are given an initial 48 hours to approve the details of the bond. If 
they do not approve within this time, the application will progress and the agent will be 
notified to proceed with approving the payment.  The tenant can (and is required to) still 
approve the lodgement after the 48 hour period has lapsed, but they will not have the ability to 
‘Request Change’. If the tenant does not, at any stage, approve the details of the Lodgement 
there will be significant delays in disposal payment as identity checks will need to be carried 
out. 
 

Below is a copy of the email the tenant/s will receive: 
 

 
 

The tenant is required to click 
‘here’ to begin the approval 
process. 
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Tenants will receive a weekly reminder, by email and text message, until the lodgement details have 
been approved. If the lodgement is not approved after 8 weeks, a letter is sent to the tenant’s 
address advising them that delays may occur during disposal, and encouraging them to approve the 
lodgement details. 
 
The below text message is sent to the tenant as a reminder to approve the Lodgement eTransaction: 
 

 
 
 
 The below information is provided to the tenant as an attachment in the email sent: 
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Once the tenant has clicked on the ‘here’ link in their email, the below screen will open.  
The tenant will click on the ‘Request code’ button and a security code will be sent to the mobile 
telephone number the agency has provided on their behalf in the application. 
 

  
 
The tenant will then enter the security code (a randomly generated six digit number) from their 
mobile, then click ‘Submit code’. The code is valid for fifteen minutes; if the code expires a new code 
can be requested. If the code is incorrectly entered three times the tenant will need to request a new 
code. 
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The tenant can now verify the details of the lodgement 
 

  
 

 

The tenant has three options: 

1) Approve details 

2) Come back later 

3) Request change 
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Approve details: 
If the tenant agrees with the details shown, they will click on Approve details.  The tenant will then be 
asked to provide the last four digits of their bank account details.  
 

 
 
Please note: This step is not mandatory and is an added security measure. We recommend that the 
tenant completes this information as it offers additional protection against fraudulent activity at 
disposal stage. If the tenant chooses not to provide the details they can click ‘Approve details’ to 
proceed. 
 
 

   
 
 
The tenant can click ‘yes’ to confirm and finalise the approval stage.  
If the details are approved within 48 hours, an email will be sent to the agent to advise that the 
lodgement payment can now be approved.  
 

 

 

Come Back Later: 
If the tenant chooses to ‘Come back Later’ the session will end and they can return at any time to 
finish approving the details. 
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Request Change: 
If the tenant notices an error, or disagrees with any of the lodgement details, they can click ‘Request 
change’. A box will appear where they can outline the change then click ‘Request change’ again once 
completed.  

 
 

 
This request will be sent as an email back to the agency, outlining the request and the details of the 
tenant who submitted it.  
 
Please note: If a tenant requests a change, this will stop the eTransaction process and action 
by the agency will be required to complete the lodgement. 
 

 
If the tenant requests a change, the below email will be sent to the relevant agent: 

 
 
 

It will then be up to the agent to check the application and amend if necessary. 

 
 
 
 
 
 
 

My name is spelt incorrectly. 
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To make changes or cancel the transaction, search for the eTransaction and click into the 
eTransaction number to access the details screen. The reference number is quoted in the subject 
field of the email. 

 

On this details screen you will have two transaction tabs:  
 ‘Change and Resubmit Transaction’; and  
 ‘Cancel Transaction’. 

 

 

Cancel Transaction Button: Click this button to cancel the eTransaction completely (e.g. If the 
tenant is no longer moving into the property). 

Change & Resubmit Transaction Button: Click this button to change details of the bond (e.g. 
spelling of the tenant’s name, bond amount) then resubmit the application and start the approval 
process again. 

If no change is required: the ‘Change and Resubmit’ button will still need to be clicked, but the 
application submitted again without any details changed.  
 
Emails will be re-sent to the tenants to request their approval of the amended lodgement transaction. 
If one of the tenants approved the original details, they will need to complete the approval process 
again as the details have changed. 
 
Please see ‘Editing eTransactions’, for further information about editing an eTransaction, see pages 67 – 72 



 

Department of Commerce – Bonds eTransactions Page 33 of 72 
 

All parties will receive an email when the lodgement payment is ready for the agent to approve. This 
is either as soon as the tenant/s has approved the details or 48 hours after the lodgement was 
submitted, whichever comes first. 
 
The email to the tenant advises that the bond money will be lodged with the Bonds Administrator. 
The email to the agent advises that the lodgement payment can now be approved. The email to the 
agent will also let the agent know whether or not the tenants have approved the lodgement details at 
this stage. 

Email to tenant advising bond will now be lodged:  
 

 

 
 

Email to agent advising tenant has approved their details and payment is now ready for approval: 
 
 

 
 
 

Email to agent advising tenant has not approved their details but the payment is now ready for 
approval: 
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4.2.3 Agent Approval (Payment Approvals) 
When a payment is ready for agent approval, the status of the eTransaction will change to ‘Waiting 
Payment Approval’ and the agent will receive an email alert. At this stage, a bond reference number 
is allocated to the lodgement. 
 

 
 
 
 

 
Payments that are awaiting approval by the agency will be displayed under the ‘Payment Approvals’ 
tab. Lodgement payments will be available for approval as soon as the tenant/s have approved the 
details or 48 hours after the lodgement was submitted, whichever comes first. To view the payments 
ready for approval, mouse over the ‘Payment Approvals’ tab and select ‘Lodgement and Variation’ 
from the drop down menu. 
 
The payment can only be approved by those within the agency that have the appropriate approval 
authority. 
 
 

 
 
 

Multiple payments can be approved in one session, however each payment will appear individually 
on any statements and invoices. The total value of the payments selected is displayed at the bottom 
of the list of payments.
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To approve the payment/s tick the ‘Approve’ box and click on ‘Confirm’. 
 

 
 

 
 
 

 
 
Please note: Only cancel a payment from this screen if you have made arrangements with the 
Bonds Administrator for an alternate payment method. The ‘Cancel’ option shown here will 
cancel the payment only. You will then be unable to make changes to the transaction details 
and approval reminders will continue to be sent to tenants. Please see ‘Cancelling eTransactions’ for 
further information on page. 67 
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If the ‘Verify Address’ button appears below an address in the payment approval screen, this denotes 
that the bond address will need to be verified before the payment can be approved (this will be 
because the address entered is not recognised by QAS, the Department’s internal address 
verification system, or the submission was made via REIforms). 
 
Attempting to approve a payment for a bond with an unverified address will cause the below error 
message to appear at the top of the screen.  To verify the address, click on the ‘Verify Address’ 
button. 

 
 

You will then be presented with a list of search results for the relevant address. Select the tenancy 
address by clicking the corresponding blue arrow. If the address does not appear but you are sure 
the details are correct, click the ‘Use Unverified Address’ button.  
You may proceed to approve the payment. 
 
You are given the option to download a Lodgement Payment Approval Report after approving 
payments, which lists all the approved lodgement and variation payments in that session. These 
reports can be useful for audit purposes. If you do not want to download the report, click ‘Cancel’. 
 
To download the report, click ‘Download’ 

 
The bond will now be lodged with Bonds Administration. The payment will be withdrawn from the 
nominated account the same day, if approved before 2pm, or the following day if approved after 2pm. 
A record of payment will be emailed to the agency and tenant/s once the payment has been 
receipted and the bond becomes active. 
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4.3 eTransaction Variation Process 
 
4.3.1 Request Variation 
In order to request a variation on a bond, you will need to first locate the bond under the ‘Bonds’ Tab. 
You can locate the bond with the bond reference number or other details by using the available fields. 
 
 

 
 

 
Once you have located the bond, click on the bond reference number to access the ‘Details’ screen 
for that bond. This screen will provide all the information and paperwork in relation to that bond. 
 
Scroll down to the bottom of the screen and click ‘Request Variation’ 
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4.3.2 Bond Money Increase / Bond Top-Up 
To submit an increase to bond or bond top up payment, ensure the ‘Online Submission’ and ‘Bond 
Money Increase’ boxes are both ticked. 
 
The cream fields shown are mandatory and you will be unable to submit the form if any mandatory 
fields are left blank. 
 

 
 

Increasing Weekly Rent & Bond Amount: 
If the variation increase relates to an increase in rent, ensure that weekly rent increase amount, the 
number of weeks and the total are completed.  
(Please see example below - $25 increase to weekly rent amount, $100 increase to bond) 
 
 
 
 
 
 
Increasing (or adding) Pet Bond: 
If the variation increase relates to an increase with pet bond only, ensure that weekly rent increase 
amount and the 4 week total are left blank and enter the $260 in the ‘Increase to Pet Bond’ field.  
(Please see example below - $260 increase with pet bond) 
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Increase to Bond Amount Only: 
If the variation increase relates to a bond top-up (i.e. the tenant is paying off the bond in instalments) 
ensure that the weekly rent increase amount is $0 x 4 weeks and that the total is completed. 
(Please see example below - $1000 bond top-up) 
 

 
 
 
 
 
Adding Department of Housing Component: 
If the variation increase relates to adding a Department of Housing component to a previously lodged 
bond (i.e. the tenant has paid a portion that has already been lodged and the department of housing 
component is received later) ensure that the weekly rent increase amount is $0 x 4 weeks and that 
the total is completed as well as the Department of housing component.  
 
(Please see example below - $1000 bond top-up from Department of Housing) 
 
 
 
 
 
 
 
 
 
 
 
 
Once all relevant fields have been completed, click ‘Submit’ to submit the variation application. 
 
Please Note: At this point, you have the option to click ‘Save Draft’ allowing you to come back 
later to either make changes or submit the Variation.  
See Draft Applications on page 7 for further information. 
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A Variation Summary will appear. Review the details and if they are accurate, tick the confirmation 
box and click ‘Submit’. If you notice an error in the details, click ‘Cancel’ to go back to the online 
application. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once submitted, an eTransaction number will be issued. This eTransaction number will enable you to 
track your Variation Application until it has been completed. Click on the ‘OK’ button. 
 
 

 
 
 
 
Tenant approval is not required for a bond increase or bond top-up.  The agency will receive an email 
advising that the eTransaction has been submitted and the payment approval can immediately be 
completed.  
 
Email to Agent advising payment approval can now be completed: 
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To view the payments available for approval, hover your mouse over the ‘Payment Approvals’ 
tab and select ‘Lodgement and Variation’ from the drop down menu.  
The payment can only be approved by those within the agency that have the appropriate approval 
authority. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Multiple payments can be approved in one session, however each payment will appear individually 
on any statements and invoices. The total value of the payments selected is displayed at the bottom 
of the list of payments.To approve the payment/s tick the ‘Approve’ box and click on ‘Confirm’. 
 
 

 
 
 
Please note: Only cancel a payment from this screen if you have made arrangements with the 
Bonds Administration for an alternate payment method. The cancel option available, however 
selecting cancel at this stage will only void the payment, not the whole eTransaction. Please see 
‘Cancelling eTransactions’ for further information on page. 67 
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You are given the option to download a Lodgement Payment Approval Report after approving 
payments, which lists all the approved lodgement and variation payments in that session. These 
reports can be useful for audit purposes. If you do not want to download the report, click ‘Cancel’. 
 

 
The variation will now be lodged with Bonds Administration. The payment will then be withdrawn from 
the nominated account the same day, if approved before 2pm, or the following day if approved after 
2pm. A record of payment will be emailed to the agency and tenant/s once the payment has been 
receipted. 
 
 
4.3.3 Tenant Changes 
Tenant changes can only be submitted electronically if the bond was lodged electronically or if the 
mobile number and email address of each tenant was provided on the original lodgement form. 
 
If those details were not provided:  
You have two ways to complete your Variation: 
 

1. You can complete a manual form. The Bond Administrator has granted a blanket exemption 
which allows bonds that were lodged on a paper form may be varied on a paper form. The 
manual application is still completed using the BondsOnline eTransactions system. 

 
Click ‘Request Variation’, then un-tick the ‘Online Submission’ button and complete the fields 
accordingly. Once completed click ‘Validate’ to generate a printable form to be signed by the 
agent and tenant/s. 
 

2. You can provide BondsOnline with a completed eVariation – Paper to eT Conversion Form 
which allows us to update the tenant’s contact details on our system. With those contact 
details on the system, you can complete the variation electronically. This form can be located 
via the ‘Help’ tab under ‘Useful Information’.  
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Send the completed and signed form to bondsadmin@commerce.wa.gov.au to be actioned. The 
team will inform you when you can proceed with the electronic application. 
 
Tenant Changes: 
To add or remove tenants, first un-tick ‘Bond Money Increase’ and then tick ‘Tenant Changes’. The 
form will then update automatically with the appropriate fields. 
 
Lessor Changes: 
Lessor Changes is intended for use in situations where the owner of a property has changed, 
however the agency has retained management authority. This function can not be used if the 
management of the property has changed. Please see ‘4.3.4 Agent Changes’ on page 47 for further 
information on this process. 
 
 
To add or remove lessors, first un-tick ‘Bond Money Increase’ and then tick ‘Lessor Changes’. The 
form will then update automatically with the appropriate fields 
 
 
 
 
 
 
 
 
 

mailto:bondsadmin@commerce.wa.gov.au
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See below example of Tenant Change: 
 

  
 

 
 

The cream fields on this page are mandatory, you will be unable to submit the form if any mandatory 
fields are left blank. 

 
 
Once all relevant fields are completed, click ‘Submit’ to submit the variation application.  
 
A Variation Summary will appear. Review the details and if they are accurate, tick the confirmation 
box and click submit. If you notice an error in the details, click ‘Cancel’ to go back to the online 
application. 
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An eTransaction number will be issued. This eTransaction number will enable you to track your 
Variation Application until it has been completed. Click on the OK button. 

 

 
 

 
An email will then be sent to the tenant, requesting approval of the variation: 

 

  
 

After clicking the ‘here’ link in the email, the tenant will click on the ‘Request code’ button and a 
security code will be sent to the mobile telephone number the agency has provided on their behalf.  
 
The tenant will then enter the security code (a randomly generated six digit number) from their 
mobile, then click submit. The code is valid for fifteen minutes; if the code expires another code can 
be requested. If the code is incorrectly entered three times the tenant will need to request a new code 
and try again. 

 

The tenant is required to click 
‘here’ to begin the approval 
process. 
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The tenant can then view the details of the variation and is asked to select one of the following 
options: 

1) Approve details 

2) Come back later 

3) Request change 
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Approve details: 
If the tenant agrees with the details shown, they will click on ‘Approve details’ to continue.  
 

   
 
 
The tenant can click ‘yes’ to confirm and finalise the approval stage.  
 
 
Request Change: 
If the tenant has noticed an error in the information, and wishes to request a change, they can do so 
by clicking ‘Request change’. This generates a box, where the tenant can write the change of details 
required. Click ‘Request change’ again to send that information in an email to the agent to review. 
Please see ‘Request Change’ on page 31 for further information on this process. 
 
 
Come Back Later: 
If the tenant decides they want to verify the details at a later stage, they can click ‘Come back later’. 
This closes the screen, and allows them to revisit at a later time. 
 
 
4.3.4 Agent Changes  
To change the managing agent a signed paper form is required. 
Un-tick the ‘Online Submission’ button to create a manual application on screen and complete the 
fields accordingly. Once completed click ‘Validate’ to print and sign the forms. 
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4.4 eTransaction Disposal Process 
 
4.4.1 Request Disposal 
In order to request a disposal on a bond, you will need to first locate the bond under the Bonds tab. 
You can locate the bond with the bond reference number or other details by using the available 
search fields. 
 

 
 
 

Once the bond has been located, click on the bond reference number to access the ‘Details’ screen. 
This screen provides all the information and paperwork in relation to that bond. 
 
 

 
 
 

Scroll down to the bottom of the screen and click ‘Request Disposal’. This button is used to submit 
electronic disposal applications as well as generate paper disposal forms if required. 
 
You will not be able to request an electronic disposal if: 
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 The bond was lodged on a paper form and a mobile phone number and email address were 
not supplied for all tenants; or 

 An eTransaction for this bond is already in progress.  
 

In these cases, the below warning message will appear on the bond details screen.  
 
 

 
 
 
 

A Disposal application can only be submitted electronically if the bond was lodged electronically or if 
the mobile number and email address of each tenant was provided on the original lodgement form. 
This is because the Bonds Administrator needs to be able to verify the identity of the tenant/s by 
comparing the contact details used to approve the disposal against pre-existing contact details for 
that tenant in our system. 
 
If those details were not provided:  
You have two ways to complete your Disposal: 
 
1. You can provide BondsOnline with a completed eDisposal – Paper to eT Conversion Form which 

allows us to update the tenant’s contact details on our system. With those contact details on the 
system, you can complete the disposal electronically. The eDisposal form can be located via the 
‘Help’ tab, under ‘Useful Information’. 
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2. You can complete a manual form. The Bond Administrator has granted a blanket exemption to 
allow any bond that was lodged on a paper form to be disbursed on a paper form. The manual 
application is still completed using the BondsOnline eTransactions system. Un-tick the ‘Online 
Submission’ and complete the fields accordingly. Once completed click ‘Validate’ to generate a 
printable form to be signed by the agent and tenant/s. 

 
When completing the application, you will find most of the information has been prefilled on the 
screen from the bond details on file.  
 
To submit the disposal as an eTransaction, you will be required to enter the tenant’s contact details 
on the form, as these details form part of the online identity verification process. If you enter different 
contact details those that have been previously verified by the tenant, an email will be sent to the 
tenant asking them to confirm the correct contact details and the different contact details are brought 
to the attention of Department of Commerce at payment approval stage.  
 
The cream fields on this page are mandatory, you will be unable to submit the form if any mandatory 
fields are left blank. 
 
Please note: If a portion of the disposal is to be paid back to Department of Housing it can be 
entered in the ‘Department of Housing Amount’ field. This will pay the nominated amount 
directly back to Department of Housing.  
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Once the application has been completed, click ‘Submit’ to start the online process. 
 
A Disposal Summary will appear. Review the details to confirm they are correct. If they are correct, 
click the box and ‘Submit’. If you notice an error in the details, click ‘Cancel’ to go back to the online 
application. 
 

 
An eTransaction number will be issued. This eTransaction number will enable you to track your 
Disposal Application until it has been completed.  Click on the ‘OK’ button. 
 
 

 
 

 
After the Disposal application has been submitted, an email will be sent to the agent notifying them 
the Disposal Payment Approval can be completed.  
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4.4.2 Agent Approval (Payment Approvals) 
 
For Disposals we require the agent to approve the payment prior to the tenant being notified of the 
disposal. This is to ensure the disposal amounts are correct before the tenant can view and approve. 
 
The below email is sent to the Agent advising to proceed with payment approval. 

 
 

 
 
 
 
 
 
 
 
 
 
 
To view the disposal payments waiting for approval, mouse over the ‘Payment Approvals’ tab and 
select ‘Disposal’ from the drop down menu.  
 
 
 
 

 
 

 
 
 
 
 
 
 
 
The payment can only be approved by those within the agency that have the appropriate approval 
authority. 
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You can approve multiple payments in one session. However, each payment will appear individually 
on any statements and invoices.  
 
If the payment amount/s or other information is incorrect, click on the eTransaction reference number 
shown in the payment details. This will take you the ‘Details’ screen where you have the option to 
change and resubmit or cancel your application. Please see ‘Editing eTransactions’ for further information 
on pages. 67 - 72 
 
To approve the payment/s tick the ‘Approve’ box and click on ‘Confirm’. 
 
Please note: The agent will not be able to cancel or make any changes to the disposal 
application after approving the payment, unless the tenant selects the ‘Request Change’ 
option after reviewing the disposal.   
 
 

 
 

 
You are given the option to download a Disposal Payment Approval Report after approving 
payments, which lists all the approved disposal payments in that session. These reports can be 
useful for audit purposes. If you do not want to download the report, click ‘Cancel’. 
 
To download the report, click ‘Download’ 
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4.4.3 Tenant Approval 
As soon as the agent has approved the payment for the Disposal, an email is sent to the tenant 
asking them to verify the bond disposal. 

 

 
 
 

 
 
 
Tenants will receive a weekly reminder, by email and text message, until the disposal details have 
been approved. However, if the disposal is not approved after four weeks, the disposal will 
automatically lapse on our system. The agent  and tenant will be notified via email then it will be up to 
the agent to liaise with the tenant and start the process again or lodge a Court Order. 
 

 
 

The below text message is sent to the tenants as a reminder to approve the Disposal eTransaction. 
 
 

 

The tenant is required to click 
‘here’ to begin the approval 
process. 
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The information below is provided to the tenant as an attachment in the email sent. 
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After clicking the ‘here’ link in their email, the tenant will click on the ‘Request code’ button and a 
security code will be sent to the mobile telephone number the agency has provided on their behalf.  
 

 
 
 
The tenant will then enter the security code (a randomly generated six digit number) from their 
mobile, and then click ‘Submit’. The code is valid for fifteen minutes; if the code expires another code 
can be requested. If the code is incorrectly entered three times the tenant will need to request a new 
access code and try again.  
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The tenant can then view the details of the disposal and is asked to select one of the following 
options: 

1) Approve details 

2) Come back later 

3) Request change 

 

 
 

Request Change: 
If the tenant does not agree with the amounts to be paid to each party, and wishes to request a 
change, they can do so by clicking ‘Request change’. This generates a box, where the tenant can 
write the change of details required. Click ‘Request change’ again to send that information in an email 
to the agent to review. 
Please see ‘Request Change’ on page.31 for further information on this process. 
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Come Back Later: 
If the tenant decides they want to verify the details at a later stage, they can click ‘Come back later’. 
This closes the screen, and allows them to revisit at a later time. 
 

Approve details: 
If the tenant agrees with the details shown, they will click on ‘Approve details’ to continue. If the 
tenant is receiving any of the bond money, they will also be required to provide a forwarding address 
and bank account details for direct credit. 
 
If the Direct Credit payment fails (due to incorrect account details etc.) and we are unable to confirm 
the details with the tenant directly, a cheque will be sent to the forwarding address provided.  
 

 
 
 

If the tenant  provided the last 4 digits of their bank account number when verifying the Lodgement 
(Please see ‘Lodgement – Tenant Approval on page. 30), the details are matched to the account number 
provided for the disposal payment.  
 
If the details match: they are used as extra verification for payment approval. 
 
If the details don’t match: the tenant can still ‘Approve Details’ to continue, however at payment 
approval stage, BondsOnline will investigate as to why they differ before any funds are released. 
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Please note: The tenant will not be notified immediately if the account details do not match, 
the agent may be contacted later for more information.  
 
Once the details are completed, the tenant can click ‘Approve details’ to continue.  
The tenant is then given the opportunity to check the account details they have supplied. If required, 
the tenant can click ‘No’ to go back to the previous step and amend their details. Otherwise, if the 
tenant is satisfied the details were entered correctly, they can finalise their approval by ticking the box  
to confirm and then clicking ‘Yes’. 

 
 
After all tenants have approved the disposal application, an email is sent to each party notifying them 
the approval process is complete. 

Email tenant/s receives: 

 
 

Email agent receives: 
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4.4.4 Partial Disposal / Bond Money Decrease 
Reduction of a bond can also be actioned through BondsOnline. This is referred to as a Partial 
Disposal and is processed through the ‘Request Disposal’ function on the bond. The partial disposal 
can be performed when a reduction in rent has occurred, or the pet bond is to be returned.  
 
Once on the Joint Application of Disposal of Security Bond screen, ensure both the ‘Online 
Submission’ and ‘Partial Disposal’ boxes are ticked and enter the ‘Effective date of change’.  
 
Next, enter the amount to be paid to each tenant in the ‘Tenant(s)’ section of the form. 
 
In the ‘Bond Money’ section of the form, you can then specify the amount by which the weekly rent, 
total bond and/or pet bond have decreased. The total of the amounts you have allocated the tenant/s 
should match the ‘Partial Disposal’ amount in this section. 

 
 

 
 
The cream fields on this page are mandatory. You will be unable to submit the form if any mandatory 
fields are left blank. 
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Once the application has been fully completed, click the ‘Submit’ button to begin the tenant approval 
process.  

A Disposal Summary will appear. Review the details to confirm they are correct. If they are correct, 
tick the box to confirm and click ‘Submit’. If you notice an error in the details, click ‘Cancel’ to go back 
to the online application. 

  

An eTransaction number will be issued. This eTransaction number will enable you to track your 
Partial Disposal application until it has been completed.  Click on the ‘OK’ button. 
 

 
 

After the Partial Disposal application has been submitted, an email will be sent to the agent notifying 
them the Partial Disposal Payment Approval can be completed.  
 

The Below email is sent to the Agent advising to proceed with payment approval: 
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To view the payments you want to approve, click into the ‘Payment Approvals’ tab and select 
‘Disposal’.  
 
The payment can only be approved by those within the agency that have the appropriate approval 
authority. 

 
 

Multiple payments can be approved in one session, however each payment will appear individually 
on any statements and invoices. The total value of the payments selected is displayed at the bottom 
of the list of payments. 
If the payment amount/s or other information is incorrect, click on the eTransaction reference number 
shown in the payment details. This will take you the ‘Details’ screen where you have the option to 
change and resubmit or cancel your application. Please see ‘Editing eTransactions’ for further information 
on pages 67 - 72 
 
To approve the payment/s tick the ‘Approve’ box and click on ‘Confirm’. 
 
Please note: The agent will not be able to cancel or make any changes to the disposal 
application after approving the payment, unless the tenant selects the ‘Request Change’ 
option after reviewing the disposal.   

 
You are given the option to download a Disposal Payment Approval Report after approving 
payments, which lists all the approved disposal payments in that session. These reports can be 
useful for audit purposes. If you do not want to download the report, click ‘Cancel’. 
 
To download the report, click ‘Download’ 
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As soon as the agent has approved the payment for the Disposal, an email is sent to the tenant 
asking them to verify the bond disposal. 

 

  
 
Tenants will receive a weekly reminder, by email and text, until the disposal details have been 
approved. However, if the disposal is not approved after 4 weeks, the disposal will automatically 
lapse on our system. The agent will be notified via email then it will be up to the agent to liaise with 
the tenant and start the process again or lodge a Court Order. 

 
The below text message will be sent to the tenant/s as a reminder to approve the Disposal 
eTransaction. 
 

 
 
After clicking the ‘here’ link in the email, the tenant will click on the ‘Request code’ button and a 
security code will immediately be sent to the mobile telephone number the agency has provided on 
their behalf.  
 

The tenant is required to click 
‘here’ to begin the approval 
process. 
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The tenant will then enter the security code (a randomly generated six digit number) from their 
mobile, then click submit. The code is valid for fifteen minutes; if the code expires another code can 
be requested. If the code is incorrectly entered three times the tenant will  then need to request a new 
access code and try again. 
 

 
  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
The tenant can then view the details of the disposal and is asked to select one of the following 
options: 

1) Approve details    
2) Come back later     
3) Request change 
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Request Change: 
If the tenant has noticed an error in the information, and wishes to request a change, they can do so 
by clicking ‘Request change’. This generates a box, where the tenant can write the change of details 
required. Click ‘Request change’ again to send that information in an email to the agent to review. 
Please see ‘Request Change’ on page 31 for further information on this process. 
 
Come Back Later: 
If the tenant decides they want to verify the details at a later stage, they can click ‘Come back later’. 
This just closes the screen, and allows them to revisit at a later time. 
 

Approve details: 
If the tenant agrees with the details shown, they will click on ‘Approve details’ to continue. If the 
tenant is receiving any of the bond money, they will also need to provide account details for direct 
credit. 
 
If the Direct Credit payment fails (due to incorrect account details etc.) and we are unable to confirm 
the details with the tenant directly, a cheque will be sent to the rental property address. 

 

 
 
Once the details are completed, the tenant can click ‘Approve details’ to continue.  
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The tenant is then given the opportunity to check the account details they have supplied. If required, 
the tenant can click ‘No’ to go back to the previous step and amend their details. Otherwise, if the 
tenant is satisfied the details were entered correctly, they can finalise their approval by ticking the box 
to confirm and then clicking ‘Yes’. 

 
 
After all tenants have verified the partial disposal, an email is sent to each party notifying them that 
the approval process is complete. 
 

Email tenant/s receives: 

 
 
 

Email agent receives: 
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5. Editing eTransactions 

5.1 Cancelling eTransactions 
To cancel an eTransaction, go the home tab and enter the eTransaction reference number or the 
bond reference number into the relevant field under in the eTransaction section, then click ‘Search’. 
 

  
 

If you do not have the eTransaction or bond reference number, the application can be located by 
using other filters such as party names, transaction type and address. 
 

 
 

Click on the eTransaction reference number in the search results to access the details of the 
transaction. 

Add other details here, to 
refine your search results 
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To cancel the eTransaction, click the ‘Cancel Transaction’ button on the right hand side of the page. 
 

 
Click ‘Yes’ to confirm the cancellation. 

 
 

You then be required to briefly describe the reason for cancelling the eTransaction. Click ‘Cancel’ to 
go back to the eTransaction details screen, or enter a reason and click ‘OK’. 

 

 
 
The application will now be cancelled. 
 
Please Note: The ‘Cancel Transaction’ tab is only available on the system until the agent 
approves the payments in order to finalise or continue with the application.  
 
For Disposal applications - If the agent wishes to cancel the application after they have 
approved the payment, the tenant will have to ‘Request Change’ when verifying the 
information in order for the ‘Cancel’ button to reappear on the eTransaction Details screen. 
 
 
 



 

Department of Commerce – Bonds eTransactions Page 69 of 72 
 

5.2 Change & Resubmitting eTransactions 
Agents are able to change and resubmit eTransactions using the BondsOnline eTransactions 
system. 
 
 

  
 

First, go the home tab and enter the eTransaction reference number or the bond reference number 
into the relevant field under in the eTransaction section, then click ‘Search’. 
 
If you do not have the eTransaction reference number or bond reference number, the application can 
be located by using other filters such as party names, transaction type and address. 
 

 
 

Click on the eTransaction reference number in the search results to access the details of the 
transaction 
 
 
 
 
 

Add other details here, to 
refine your search results 
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To make changes to the eTransaction, click the ‘Change and Resubmit Transaction’ button on the 
right hand side of the page.  

 
After clicking ‘Change and Resubmit Transaction’, you will be asked if you wish to cancel the current 
eTransaction and resubmit the form. Click ‘Yes’ to proceed or ‘No’ to go back. 

  
 
You will then be re-directed to the original form. Amend the information on the form as necessary and 
click ‘Submit’ at the bottom of the page. A new eTransaction reference number will be issued and the 
approval process will start from the beginning.  
 
Please Note: The ‘Change and Resubmit Transaction’ tab is only available on the system until 
the agent approves the payment.  
For Disposal applications - If the agent wishes to change and resubmit the application after 
they have approved the payment, the tenant will have to ‘Request Change’ when verifying the 
information in order for the tab to re-appear on the system. 
 
5.3 Editing Tenants Contact Details 
Agents are able to edit the tenants contact details using the BondsOnline eTransactions system after 
the application has been submitted. 
 
First, go the home tab and enter the eTransaction reference number or the bond reference number 
into the relevant field in the eTransaction section, then click ‘Search’.  
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If you do not have the eTransaction or bond reference number, the application can be located by 
using other filters such as party names, transaction type and address. 
 

 
 

Click on the eTransaction reference number in the search results to access the details of the 
transaction. Then, click on the ‘Edit’ button for the tenant, as shown below. 

 

 
 
 

 
 

Add other details here, to 
refine your search results 
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You will then be able to amend the tenant’s mobile phone number and/or email address. 
 

 
 

Once the details have been amended, click on ‘Save’ and then click ‘Resend’ to generate a new 
email to the tenant.  
 
Please Note: The agent will only be able to edit the tenants contact details on the system until 
the tenant approves the details of the application. 
 
 
 

6. Bonds Contact Details 
 
Bonds Administration: 
 
Tel. Phone Number - 1300 304 054 
Email Address -  bondsadmin@commerce.wa.gov.au 
 
 
BondsOnline Support: 
 
Tel. Phone Number - 08 6251 2715 
Email Address -  bondsonline@commerce.wa.gov.au 
 
 

mailto:bondsadmin@commerce.wa.gov.au
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