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Introduction



What is Simplicity® Tenant Portal? 

Simplicity Tenant Portal is a self-service portal for tenant 

to view their contract details, download their billing 

related documents and notices, submit renovation 

permits and requests.  

It also enables tenant to manage their own user 

accounts and access to the portal.

Overview of Simplicity® Tenant Portal
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Functions of Simplicity® Tenant Portal

*Please note that the accessible functions are dependent on the role access granted to you.  Please check with the 

Tenant User Administrator within your company for more info.

Overview of Simplicity® Tenant Portal
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In this guide, we focus on Contract Details

The Contract Details module enables tenant to:

• View lease and license contract details

• Create new contact

• Update and delete contact

Contract Details
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From this guide, we should be able to:

Objectives
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01 View contract details

02 Create a new contact

03 Update or delete a contact



Contract Details



1. How to view contract details?
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Contract Details

Contract Details module allows user to 

view the lease and license contract details, 

as well as update the contact(s). 

Note: Only user with Tenant User 

Administrator, Tenant Finace User and 

Tenant Tenacy User role have access to 

this function

❖ How to view contract details?

1. Navigate to ‘Contract Details’ on the 

left panel

2. Enter the keyword at the Search Bar

to retrieve specific contract

3. Click ‘Search’ to show the matching 

Contract(s)

Contract Details

- View Contract Details

Contract Details
1. How to view contract details?
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Contract Details

Enter keyword to search for 

the specific contract



Contract Details

❖ How to view contract details?

4. Click          next to the desired 

contract to view the contract details

Contract Details

- View Contract Details

Contract Details
1. How to view contract details?
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Contract Details

Click the ‘View’ button to display 

the contract 



Contract Details

TA2311000163❖ How to view contract details?

5. Scroll down the page on screen to 

view the contract details covering: 

lease dates (i.e., lease possession 

date, lease commencement and 

expiry dates), rental schedule, 

lease term spaces and customer 

contact defined for the contract

Contract Details

- View Contract Details

Contract Details
1. How to view contract details?
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Contract Details

❖ How to view contract details?

5. Scroll down the page on screen to 

view the contract details covering: 

lease dates (i.e., lease possession 

date, lease commencement and 

expiry dates), rental schedule, 

lease term spaces and customer 

contact defined for the contract

Contract Details

- View Contract Details

Contract Details
1. How to view contract details?
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Contract Details

❖ How to view contract details?

6. Navigate to GIRO Account History 

tab to view the GIRO account 

details

Contract Details

- View Contract Details

Contract Details
1. How to view contract details?
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2. How to create a new contact?

15



Contract Details

Contract Details module allows user to 

view the lease and license contract details, 

as well as update the contact(s). 

Note: Only user with Tenant User 

Administrator, Tenant Finace User and 

Tenant Tenacy User role have access to 

this function

❖ How to create a new contact?

1. Navigate to ‘Contract Details’ on the 

left panel

2. Click          next to the desired 

contract to update the contact listing

Contract Details

- Create New Contact

Contract Details
2. How to create a new contact?
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Contract Details

Click pencil icon to edit the 

desired contract



Contract Details

❖ How to create a new contact?

3. Scroll down to ‘Customer Contact’ 

section

4. Click ‘+ Create New’ to create a 

new contact

Contract Details

- Create New Contact

Contract Details
2. How to create a new contact?
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Contract Details

Scroll down to ‘Customer Contact’ section 

and click ‘+ Create New’ to add a new 

contact



Contract Details

❖ How to create a new contact?

5. Enter the details and complete the 

mandatory info required (marked 

with *):

• First Name

• Last Name

6. Tick to select the applicable type of 

contacts:

• Default Billing Contact

• Default Contract Contact

7. Click ‘Update’ to add the contact or 

‘Update and New’ to add the 

contact and enter new ones

Contract Details

- Create New Contact

Contract Details
2. How to create a new contact?
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Contract Details

Click ‘Update’ to add the 

contact or ‘Update and New’ 

to add the contact and enter 

new ones.  

Tick to select the applicable type of contact for 

the new contact you are adding. You can select 

more than 1 type, if appropriate. 



Contract Details

❖ How to create a new contact?

8. At ‘Is Default field’, tick the desired 

contact person as the default 

contact.  System allows only 1 

default contact for each contract. 

9. Once done, click “Save’ button to 

complete the contact creation 

process

Contract Details

- Create New Contact

Contract Details
2. How to create a new contact?
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Contract Details Click “Save’ button to complete the 

contact creation process



3. How to update or delete a 

contact?
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Contract Details

Contract Details module allows user to 

view the lease and license contract details, 

as well as update the contact(s). 

Note: Only user with Tenant User 

Administrator, Tenant Finace User and 

Tenant Tenacy User role have access to 

this function

❖ How to update a contact?

1. Navigate to ‘Contract Details’ on the 

left panel

2. Click          next to the desired 

contract to update the contact listing

Contract Details

- Update or Delete 

Contact

Contract Details
3. How to update or delete a contact?
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Contract Details

Click pencil icon to edit the 

desired contract



Contract Details

❖ How to update a contact?

3. Scroll down to ‘Customer Contact’ 

section

4. Click         next to the desired 

contact to update

5. Edit the changes required to the 

contact

6. Click ‘Update’ to complete the 

contact update

7. Once done, click ‘Save’ to complete

Contract Details

- Update or Delete 

Contact

Contract Details
3. How to update or delete a contact?

22

Contract Details

Click pencil icon to edit the contact 

Click ‘Update’ to update 

the contact 



Contract Details

❖ How to delete a contact?

1. To delete a contact, tick the 

contact(s) to be deleted

2. Click ‘ X Delete Selected’ button to 

delete the selected contact

3. Click ‘OK’ to confirm the deletion

4. Once done, click “Save’ button to 

complete the deletion

Contract Details

- Update or Delete 

Contact

Contract Details
3. How to update or delete a contact?
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Contract Details

Click ‘X Delete Selected’ button to 

delete the selected item, can be 

multiple 

Finally, click ‘Save’ 

button to finish the 

process



Self-Assessment 

Checklist



Check In!
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Self-Assessment Checklist

From this guide, we were able to:

01 View contract details

02 Create a new contact

03 Update or delete a contact



26

If you need further assistance, please

access our Simplicity Tenant Portal Info Centre

or 

contact our friendly support at tenantportal.helpdesk@capitaland.com 

https://capitalandprd.simplicity.anacle.com/tenantportalguide/
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