
 

 

SECURITY LABEL: OFFICIAL 

How to guide: 
 

New user for the Community Leasing Information Portal (CLIP) 
 

Welcome to the new Community Leasing Information Portal, from here on, we’ll refer to it as CLIP. 
 
You will receive an email from your Council Representative area with details on how to log into 
CLIP and find your way around the site.   
 
If you are having any troubles logging in, please contact Council 07 3403 8888.  

 
PLEASE NOTE: If you are a member of multiple organisations and wish to access CLIP, you need 
to register with your personal email. An individual Business Partner number will be generated for 
you. You can use that number to register and access CLIP. 
If you are a member of only one organisation and are using an existing generic email address from 
the Committee, continue using the email given to you. 

 

Step #  Detailed steps to 
follow What you will see on screen 

Step 1 Click on the link in the 
email sent to you. 

 

Step 2 

When you access the 
portal for the first time, 
you will see this screen. 
 
Click on Sign up now  
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Step #  Detailed steps to 
follow What you will see on screen 

Step 3 

Enter the email address 
and click Send 
verification code 
 
Click Continue 
 
PLEASE NOTE:  
 
If you are a member of 
multiple organisations and 
wish to access CLIP, you 
need to register with your 
personal email. An 
individual Business 
Partner number will be 
generated for you. You 
can use that number to 
register and access CLIP. 
If you are a member of 
only one organisation and 
are using an existing 
email address from the 
Committee, continue 
using the email given to 
you.  
 

 

Step 4 

Enter the verification 
code sent to your email 
address. 
 
Click Verify code 
 

 

Your.email@address.com 

Your.email@address.com 
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Step #  Detailed steps to 
follow What you will see on screen 

Step 5 

The system will 
generate this screen.  
 
Click Continue 
 

 
 

Step 6 Set up your password 
and click on Create 

 
 

Your.email@address.com 

Your.email@address.com 

Your 

Name 
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Step #  Detailed steps to 
follow What you will see on screen 

Step 7 

On the Business 
partner details page, 
enter the Business 
Partner number sent to 
you and add a 
preferred phone 
number (this is a 
mandatory field). 
 
Click Complete Profile 

 

Step 8 

 
The system will return 
this page 
 
At this point the system 
sends a message to 
Council to activate your 
registration. 
 
Once the registration is 
activated a notification 
email will be sent to 
you advising that 
access to the 
Community Leasing 
Information Portal has 
been activated. 
 

 

 


