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How do | update the personal information of an occupant or gOOde n d
leaseholder? PROPERTIES

1. Sign into your account.

2. Click on the menu button and click “My Tenancy”:

o——H =

#

My Tenancy ~

My Support

TENANT s -

The Tenant Portal provides secure, instant
access to the information that you need most,
24/7. Making life easier by allowing you to view
your Lease online, view your statements, amend
your debit order instruction and log maintenance
requests. It means you can share information
with us and we can make sure you have access
to all the important things you need to know.

TENANT

Mobile Phone View
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PROPERTIES

TENANT

The Tenant Portal provides secure, instant access to the information that you need most, 24/7. Making life easier by allowing you to view your Lease online, view your
statements, amend your debit order instruction and log maintenance requests. It means you can share information with us and we can make sure you have access fo all the
important things you need to know.

View My Lease View My Statements View My Cases

Have a leaky tap or haven't received a response
yet? Report a problem or log a query for any
maintenance, finance or general issue. You can
also view and update existing cases.

Need a copy of your lease? Access your signed Need to check your outstanding balance or need
lease and view any supporting documents. You statements for admin purposes? View and
can also update contact details and add or download your statements. You can access the
remove occupants. latest one or select previous months.

Web Browser View
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3. Then click “View my lease”:
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View my Lease

View my Statements

| My Support Mike Smith ~

View my Cases
Amend my Debit Order
Apply for a Parking Bay/Garage/Car Port or Storeroom

TENAN

The Tenant Portal provides secure, instant access to the information that you need most, 24/7. Making life easier by allowing you to view your Lease online, view your
statements, amend your debit order instruction and log maintenance requests. It means you can share information with us and we can make sure you have access fo all the
important things you need to know.

View My Lease View My Statements View My Cases

Need a copy of your lease? Access your signed Need to check your outstanding balance or need Have a leaky tap or haven't received a response
lease and view any supporting documents. You statements for admin purposes? View and yet? Report a problem or log a query for any
can also update contact details and add or download your statements. You can access the maintenance, finance or general issue. You can
remove occupants. latest one or select previous months. also view and update existing cases.

Web Browser View
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4. Scroll down the page and find the occupant/leaseholders you want to update click on the

dropdown button :

hd

Relationship Occupant

Type
Full Name Johnny Smith
Gender Male

Mobile Phone 0800000000

Email jonnysmith@gmail com

] t—

Relationship Leaseholder

Type
Full Mame Mike Jones
Gender Male

Mobile Phone 0834567890

Email mike@gmail.com

Mobile Browser View

Leaseholders & Occupants

Apply to add a Leaseholder Apply to add an Occupant

Relationship Type Full Name 4 Gender Mobile Phone Email

Occupant Anthony Smith Male 0823456789 elzl
Dave Jones

Occupant Dave Jones Male

QOccupant Dave Smith Male

Web Browser View
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5. Click “Update Personal Information”:
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Relationship Occupant

Type
Full Name

Gender

Johnny Smith

Male

Mobile Phone 0800000000

Email

Relationshi
Type

Full Name

Gender

jonnysmith@gmail.com e

[v]

Update Personal Information

Apply to remove person from Lease
Mlke Jones

Male

Mobile Phone 0834567880

Email
Leaseholders & Occupants
Relationship Type Full Name 4
Occupant Anthony Smith
Dave Jones
Occupant Dave Jones
Occupant Dave Smith
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mike@gmail com

Mobile Phone View

Apply to add a Leaseholder Apply to add an Occupant

Gender Mobile Phone Email

Male 0823456789

Update Personal \nfonnationo

Apply to remove person from Lease
Male \1‘

Male

Web Browser View
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6. Select and populate the field required to be updated and click “Submit”:

& Edit x

Email

jonnysmithi@gmail.com
Please make sure we have all your correct
contact details below. You can also choose your
preferred method of communication and indicate
whether you would prefer to receive emails or
SMS'’s from us

Preferred Method of Contact

Any v

Next of Kin Details (Person not

Personal Details living with the leaseholder or
First Name occupant)
Next of Kin
Johnny
Last Name * Mext of Kin Contact No
Smith
Next of Kin Relationship
ID Number
0101012922080

Birthday *—.—_ e

Ele——03 9

Gandar

Mobile Phone View

Please make sure we have all your correct contact details below. You can also choose your preferred
method of communication and indicate whether you would prefer to receive emails or SMS's from us.

Personal Details

First Name Last Name *
(e i Next of Kin Details (Person not living with the leaseholder or occupant)
1D Number Birthday a Next of Kin Next of Kin Contact No
= =
Next of Kin Relationship
Gender Relationship Type
Male: v Occupant

Contact Details m

Mobile Phone Home Phone
0823456789
Business Phone Email
Web Browser View
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