
 

Online Portal User Guide for Novated Lease Drivers 

Welcome to the Leasexpress Driver Portal! This convenient online tool streamlines access and management of your 
novated lease information. 

Please note that the driver information contained within the screenshots is for illustrative purposes and is data 
generated as an example only. 
 

Your Leasexpress Driver Portal Explained 

This portal is your one-stop shop for everything related to your novated lease, allowing you to view details about 
your lease(s), and keep your personal information and odometer readings current to ensure smooth operation of 
your lease. 

Accessing the Portal: 

To get started, head over to our website: www.leasexpress.com.au. Once there, simply click on the "Members" 
button located in the top right corner of the homepage.  

 

This will take you to the "Important Information & Numbers" webpage within our website. Here, you will find a 
button labelled "Novated Members." Click on that button to proceed to the login 
screen. 

Logging In: 

You will arrive at the Portal Login screen to enter your Username and Password.  Your password is initially set as 
your vehicle’s registration number (in capitals with no spaces).  You can opt to tick the ‘Remember me’ check box so 
that your Username is pre-populated on subsequent visits to the Online Portal. 

Technical Notes: 

The Leasexpress Driver Portal is optimised for use with current versions of popular web browsers like Microsoft 
Edge, Firefox, Safari, and Google Chrome. Additionally, the information you see displayed within the portal is always 
up to date, as it is retrieved directly from our secure database. 

 

 

 

 

 

 

 

 

 

 

 

http://www.leasexpress.com.au/


Update Your Details 

Need to change your contact info or address? Click the menu button at the top right of the main screen. Then, 
choose "Update Details" to edit your personal information. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Driver Welcome Screen 

The image below shows the main menu. 

 

Raising a reimbursement claim 

Use this function to claim back money you have already spent on your car. 

If you need to pay a supplier directly (like for registration or insurance), please email us at 
customerservice@leasexpress.com.au 

To start a claim, click "Raise a claim" in the main menu. Fill out the form with the date, cost, and reason for the 
expense. Attach a copy of your receipt and submit your claim. 

 

mailto:customerservice@leasexpress.com.au


 

Please ensure that your attached receipt is a valid tax invoice (not the EFTPOS receipt) and can be read clearly.  You 
should keep the original copy of your tax invoice until you have been reimbursed. 

 

View submitted claims 

See all your past claims and their payment status.  

 

 

 



View my vehicle balance 

See your account balance and how you are tracking against your budget. You will see your car details, lease term, 
and registration number. It also shows if you are over or under budget for each spending category. 

Any extra costs or payments not in your budget will show up under "Other." 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Funds received (A) – this is the 
amount we have invoiced to 
your employer so far. Please 
note that, most of the time, 
there will be a delay between us 
invoicing your employer and 
them remitting the funds to us. 

Less actual spend (B) – this is 
total amount of expenses 
incurred on your account to 
date. 

Current funds balance incl GST 
(C) – this is the current available 
balance in your account. 



Viewing Transactions 

You can click on each budget amount to view the costs that make up that total. 

  

Send an enquiry 

Here you can send us a message about your lease. Choose the topic and we will direct your question to the right 
team. 

 

The enquiry categories available to you are as follows: 

• Claim-related issue 

• Question about my lease 

• Looking for a new car 

• Other (such as requesting new fuel cards) 

• Feedback 

 



 

 

 

 

 

 

 

 



Change password 

Update your login password here. Your current password is your car's registration number. Make sure your new 
password uses uppercase and lowercase letters and has no spaces. 

 

 

 

 

 

 



 

2 Factor Authentication 

Want more protection? Turn on 2-factor authentication (2FA) to add an extra security step using an authenticator 
smartphone app (please note no SMS or email authentication is available). You can turn 2FA on or off whenever you 
need. 

 

 



 

Need Help? 

If you have any questions about this guide or the Driver Portal, feel free to contact us! 

• Email: customerservice@leasexpress.com.au  

• Phone: 03 9670 4840 
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