
Signing into the Landlord Portal 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter your 

username here 

Enter your 

password here 

If you forget your 

username click here to be 

sent a reminder 

If you forget your 

password click here to 

reset it 

Click here to 

sign in 



The Landlord Portal dashboard 

 

 

 

 

 

 

 

 

Messages for 

everyone will 

appear here 

Your username 

appears here 

Click on ‘My profile’ to 

change your password or 

update your email address 

Click here to see the 10 most 

recent payments to you or search 

for earlier ones. 

 

Click here to look up details of 

individual claims 

 

If online notification letters are 

enabled this alert will appear on 

the Dashboard when there are 

new, unread, letters. 

 

The alert will disappear once the 

letters are read. You can also 

hide the message. 

 



Checking your payments – Click ‘View Payments’ from the Dashboard 

 

You will see the last 10 payments 

automatically in the list. To see 

older payments enter from and 

to dates then ‘Search’.  

 

The landlord reference the 

payments were made to. 

 

The date the payment was 

created by us. BACS payments 

will normally arrive the following 

Monday 

 

Save these details to a 

spreadsheet 

 

The bank account the payment 

was made to. 

 

The total amount of the 

payment. Click on this to see 

which of your tenants have been 

paid and access the Payment 

Details screen  

 



Payment Details 

 

The tenant’s name and claim 

number 

 

The tenant’s address. Click on it 

to expand. 

 

The type of payment for each 

tenant (HB, DHP or UCDHP) 

 

Save these details to a 

spreadsheet 

 

This field details any adjustments 

that have been made such as 

overpayment deductions.  

 



Checking a tenant’s details – click ‘View Claims’ from the Dashboard 

 

You don’t need to enter 

anything to see the active 

current claims that are 

paid to you. Just click 

Search 

 

To see cancelled claims 

change the status then 

‘Search’. Please note you 

can’t view details more 

than 5 years old. 

To retrieve the claims that 

have unread notification 

letters input a date then 

‘Search’. 

To get a list of all the 

claims that currently have 

payment suspended tick 

this box and set the Claim 

Type to ‘HB and DHP’ 

When searching claim details 

please note: 

 ‘Reference’ is our claim 

number 

 ‘Rent reference’ is your 

rent reference, if we 

hold it 



Checking a tenant’s current entitlement 

 

 

 

 

 

 

 

 

 

 

 

After completing 

your search click on 

the claim reference 

to see the details. 

 

Click to see the full address 

 

The weekly amount 

of Housing Benefit 

your tenant is 

currently entitled to 

 

The weekly amount of 

Discretionary Housing 

Payment your tenant is 

currently entitled to 

 

The next payment amount 

based on the entitlement, 

DHP’s and minus overpayment 

recovery. Until the payment 

has been made further 

adjustments may occur 

 

The amount of any 

overpayment deemed 

recoverable from you - 

the landlord. 

Overpayments deemed 

recoverable from the 

claimant do not show. 

 

Click here to view a 

history of the 

tenant’s 

entitlement 

 

Click here to view a 

history of the 

payments made to 

for this tenant 

 

Click here to view 

the notification 

letters issued to 

you for this tenant 



Checking a tenant’s historic entitlement 

 

Checking a tenant’s historic payments to you 

 

The period that the 

entitlement applies to 

 

The date the entitlement 

decision was made by the 

Council 

 

Any future periods of 

entitlement are subject to 

change 

 

The period that the 

payment applies to 

 

The date the payment 

was created by the 

Council. BACS payments 

will normally arrive the 

following Monday 

 

The amount paid for this 

tenant. This may have 

been paid as part of a 

larger payment 

 



Viewing notification letters issued to you about a tenant 

 Click here to view the 

notification letter. The letter 

can be downloaded and 

saved as a PDF if desired 

 

To view letters for a particular 

period enter from and to dates. 

Letters will only be available from 

the time online notifications were 

enabled.  

 

If online notification letters are 

enabled then paper notification 

letters will no longer be issued.  

It is important that you check 

your notifications regularly. 


