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The Driver Portal Functions: 

• Submitting reimbursement claims 
• Viewing previous reimbursement claims 
• Viewing vehicle balances 

o Payroll deductions – credit to your novated lease account 
o Transactions – expenses charged to your novated lease account 

 

Important 

The Driver Portal cannot be used to request direct payment to a supplier. It is only for 
claiming reimbursement for expenses you have already paid. 

For any payments made directly to a supplier, please complete the Novated Payment 
Request to Supplier form and email it to novated@cbb.com.au. 

 

 

 

https://www.cbb.com.au/uploads/Novated-Payment-Request-to-Supplier-Form-Rev.pdf
https://www.cbb.com.au/uploads/Novated-Payment-Request-to-Supplier-Form-Rev.pdf
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1. Access to Driver Portal - Email 

 
• You will receive an email 

from CBB. 

Subject: 

CBB Novated Leasing - Driver 
Portal Access 

 

 

 

 

• Login to the Driver Portal 
(update password) 
 

• You will go through a 
registration process the 
first time you login (to 
update contact details) 

 

 

2. Main page 
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3. Raise a claim 

You can submit claims here for costs incurred that can be reimbursed as part of your novated 
lease. 

Choose vehicle (if you have more than 
one novated lease 

 

Transaction details 

• Transaction date – enter the date you paid for the item. 
• Select budget item – select from the drop-down list. 
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Once you select the budget item, you may need to select additional options. 

• Other – Accident & Damage or Other 
• Registration – CTP Renewal or Reg Renewal 
• Maintenance – Car Wash or Maintenance 
• Fuel / Charging – Diesel, EV actual cost, EV Home Charging, Fuel, LPG, Oil, Premium 

ULP, ULP 
• Service – select the service interval eg 20,000km 
• Tyres – select number of tyres 

 

 

During the set-up stage, you will need to enter your Odometer reading for the first time only. 

 

Total cost 

• Enter the total (GST Inclusive 
total). 
 

• The GST amount will automatically 
calculate for majority of the 
expense items.  
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• However, you will need to refer to your tax invoice for the GST breakdown for the 
following items due to the way GST is calculated for your insurance and registration. 
• Comprehensive Insurance 
• Registration (example below) 

 

 

 

Attach receipts 

To ensure your claim is processed quickly, you need to provide the required proof of payment 
and tax invoice. 

• For fuel/petrol, you can attach the receipts only. 
 

• However, for items such as 
car servicing, insurance, 
tyres or registration renewal 
you must upload a tax 
invoice that displays your 
car registration details. 
 

• Click Add Files to upload 
your receipts and tax 
invoice. 
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Once everything is uploaded, click Attach. 

 

 

 

 

 

Enter Bank details 

Enter your bank details (or update 
bank details if there are bank details 
stored, and you want to change 
them). 

Click Confirm. 

Please make sure your bank details are correct as the reimbursement will be paid directly into 
that bank account. 

 

Claim summary 

Review your claim details. 

• If everything is correct, click Submit Claim. 
 

• If you want to update anything, click the small back arrow in the left-hand corner to go 
back and make changes to the claim.  

 
 

 

 

 

 

 



  
 

8 | P a g e  
 

 

Receipt 

You can either exit the claim process or submit another claim. 

 

 

4. View submitted claims 

 

You can view all your submitted claims in the View submitted vehicle claims menu. 

 

 

 

 

 

 

What does the status mean? 

• Requested – currently in the process of being reviewed and approved 
• Posted – approved and paid reimbursement 

 

Attachments – click on the icon, your 
receipts will display 

 

 



  
 

9 | P a g e  
 

5. View vehicle balance 

 

You can view your current balance in the the View my 
vehicle balance menu. 

 

If you have more than one vehicle, select the vehicle 
you want to check the vehicle balance. 

 

 

Your Lease 

This section displays your novated 
lease details. 

 

Life to Date Totals 

This section contains a row for each 
reported budget on the lease and the 
Budget, Actual and Variance. 

 

 

 

 

What are the ITC items? 

Input Tax Credit (ITC) refers to the GST your employer can claim back on purchases made for 
use in its taxable activities. This includes novated lease payments and running costs. Your 
employer is responsible for paying the ITCs however the balance may show as a negative during 
the course of your lease until CBB receive the funds from your employer. 
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6. Change password 

 

To update/change your password, select the Change 
Password menu option.  

 

 


