Your guide to Melton Borough Council’s Housing Online Service

Contents
1. Landing page Page 2
2. Which options should you choose to create your account? Page 2
3. Registering as a new customer Page 3
4. Create an account (current applications) Page 8
5. Access CBL without registration Page 12
6. Once you are logged in Page 14
7. Create new housing application Page 15
8. My accepted housing applications Page 18
9. My saved housing applications Page 20
10. Choice based lettings Page 20
11. My documents Page 24
12. My personal details Page 25
13. Update my contact details Page 25
14. My preferences Page 25
15. Frequently asked questions Page 26



Landing Page

When you first go to Housing Online at https://housingonline.melton.gov.uk you will see this screen;
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Melton Borough Council's Housing Online Service
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This is your landing page where you can log into your account, create a new account and view a list
of properties that are currently being advertised (please note you will not be able to place bids here,
you must be logged into your account to place bids). More information on each of these options and
which your should use is provided below.

Which option should you choose to create your account?

As you can see in the below screenshot, there are two options you can chose to create an account
with. Which one of these you should choose is explained below.

‘ Create an Account (Current Applicants) ‘

Register as a New Customer ‘

If you are a brand new applicant who is new to the housing register, you will need to use the
Register as a New Customer option. This will take you through the process of creating a new account
which involves providing an email address, password and memorable information, verifying your
email address and providing some information about yourself to create your login.

If you already have an application on the system or you are already a Melton Borough Council tenant
but do not have a login, you will need to use the Create an Account (Current Applicants) option. This
will also ask you for an email address, password, memorable information, verify your email and
provide some information about yourself but it will also ask you to provide some information to link
your login to your application. This could be an application reference number, a tenancy reference
number or a rent reference number. The system will then link you to your application if you are
already on the housing register or link you to your tenancy with Melton Borough Council.


https://housingonline.melton.gov.uk/

There is a third option on this page called Access CBL Without Registration

Access CBL Without Registration

This will allow you to view any properties that are currently being advertised but as mentioned
previously, you will not be able to bid on properties here as you must be logged in to your account in
order to place bids. Some more information is provided on what you can see here later on in the
guide.

Registering as a New Customer

As previously mentioned, this option is for those who are new to Melton Borough Council’s housing
register and have not previously submitted an application.

When you click this option, you will be taken to a page that will ask you for your email address and a
password
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Register as a new customer

Please provide a valid email address and a password, once you click Next you will receive an email. Click on the link in this email to continue with your
application. If you do not receive an email please be sure to alsa check your Junk folder.

Emall Address
Enter your email address

* required

Use your email an account and in again.

Create a password
Your password must have at least:
- Eight characters

= One capital letter

= Onelower case

« Onenumber

Provide a Password

Enter your password O Show

Please provide a valid email address and a password for your account. As you can see your password
must be at least eight characters long, contain at least one capital letter, at least one lower case
letter and at least one number, this is purely to make passwords more secure.

One you have entered your email address and password, click Next.

When you click Next you will see this page;
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Register Check Email

= We have sent an email to with a link to continue registration
 Check your email and activate the link before it expires in 1 hours.

2 1f this emall expires or is wrong. you will need to start the reglstration process again, please make sure to check your spam folder. If the problem still persists
please contact our Customer Services Team on 01664 502502.

This tells you that the system has sent you an email which you now need to open to verify your
email address and continue with your application, please be sure to also check your junk/spam email
folder.

The email you received should look something like this;

From: prvs=113216be80=housing.noreply@melton.gov.uk

Subject: Confirm Registration for Housing Online

Step 2: Provide Your Details to Complete Your Registration

Click this link to provide your details. This link is active for 1 hour from the time it was sent

KN

If the button doesn't work, please copy and paste this into your browser:

You've been sent this email because this address was registered for an account on Melton Borough Council's Housing Online service

This email and any files transmitted with it are confidential and intended
solely for the use of the individual or entity to whom they are addressed. If you have received this email in error please notify the
sender of the message. Any views or opinions presented in this email are solely those of the author and do not necessarily represent
those of the Council. All emails are intercepted, logged and monitored for viruses and inappropriate content. http://www melton.gov.uk/

Please click on the Verify me button and that will take you to continue with your application

This will take you to a new page where you need to enter some information about you such as your
name, date of birth, National Insurance Number etc. and also it will ask you to provide a memorable
answer and date. Please be aware that you will need this memorable answer and date in order to log
in to your application;



Person details

Person details Your contact details Your address details My summary

If you wish to apply to Melton Borough Council's housing register, please complete the required questions below.
Title *

Flease Select v
First Name *

Surname *

Date of Birth *
DD/MMAYYYY

Gender *

Flease Select v

National Insurance Number *

Geographic Origin *

Please Select A

We need you to supply some information te help you to reset your acccount, should you forget any details. Please be sure to keep a record of these answers,
you have the ability to reset them but they may be required to confirm your account in the future.

Please select a memorable question =

Please Select A

What is your memorable answer? *

Please select a memorable date *

DD/MMIYYYY

]}

[ 1 accept the terms and conditions *

You can view our Terms and Conditions here

Next Cancel

Once you have entered your information and ticked the box to confirm you have read our terms and
conditions, please click next.

The next page will ask you for some contact information;



Your contact details

Person details Your contact details Your address details My summary

Please provide the following contact details

Please provide your email address
Please provide your mobile phone number

Please provide your home phone number

Once you have entered your contact information, please click Next

The next page will ask you to provide us with your current address

Your address details

Person details Your contact details Your address details My summary

Please click Add New Address to provide your current address details.

I Add Address H Back ‘I Cancel ]

Next, please click Add Address and it will open a new window;

Add address details

Flat or Building Number

Building Name

House Number

Street Name

Village Name

Town

County

Postcode

Date Moved In

DD/MM/YYYY

i
a4




Please enter your address and the date you moved into the address and click Finish to add your
address. If you wish you an add multiple addresses to this page by click Add Address again and
entering any previous addresses, if you are applying with another person who is not part of your

household, you might also want to add their address here. Once completed it should look something
like this;

Your address details

[ ]
Person details Your contact details Your address details My summary
Please click Add New Address to provide your current address details.
Address Start Date End Date
1 Main Street Main Town MM00 TMM 01/01/2020

Print

Add Address H Back ][ Cancel I

Please click Next to continue

This page will give you a summary of all of the information you have provided

My summary

Person details Your contact details Your address details My summary

Here is a summary of the key information that you have provided. Please check that these details are correct before continuing. If
you need to amend anything, please click Back to do so. Otherwise, please click Finish

Summary details

Title MR

First Name John
Surname Smith
Date of Birth 01/01/1990
National Insurance Number AA123456A

Contact Details

Please provide your email address
Please provide your home phone number

Please provide your mobile phone number

Address Details

Address

1 Main Street Main Town MMO00 TMM



Please double check the information you have provided, if something is incorrect you can use the
Back button to go back and correct it. Once you are happy, please click Finish.

You will get another page confirming you have successfully created your login, clicking the Continue
to Login will take you back to the log in page where you can now log in with the details provided,
once you are logged in you can create you application to join the housing register which we will
cover later in this guide.

Create an Account (Current Applicants)

As previously mentioned, this option is for customer who either already have an application on the
housing register but have not created a log in or for customers who are already a Melton Borough
Council tenant. Using this option links your login to an application that has already been registered
or links you to your tenancy with Melton Borough Council.

When you click this option, you will be taken to a page that will ask you for your email address and a
password
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Register as a new customer

Please provide a valid email address and a password, once you click Next you will receive an email. Click on the link in this email to continue with your
application. If you do not receive an email please be sure to alsa check your Junk folder.

Emall Address
Enter your email address

* required

Use your email an account and al in again.

Create a password
Your password must have at least:
= Eight characters.

= One capital letter

* One lower case

* One number

Provide a Password

Enter your password O Show

Password Strength

Cancal

Please provide a valid email address and a password for your account. As you can see your password
must be at least eight characters long, contain at least one capital letter, at least one lower case
letter and at least one number, this is purely to make passwords more secure.

One you have entered your email address and password, click Next.

When you click Next you will see this page;
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Register Check Email

= We have sent an email to with a link to continue registration
 Check your email and activate the link before it expires in 1 hours.

2 1f this emall expires or is wrong. you will need to start the reglstration process again, please make sure to check your spam folder. If the problem still persists
please contact our Customer Services Team on 01664 502502.

This tells you that the system has sent you an email which you now need to open to verify your
email address and continue with your application, please be sure to also check your junk/spam email
folder.

The email you received should look something like this;

From: prvs=113216be80=housing.noreply@melton.gov.uk

Subject: Confirm Registration for Housing Online

Step 2: Provide Your Details to Complete Your Registration

Click this link to provide your details. This link is active for 1 hour from the time it was sent

KN

If the button doesn't work, please copy and paste this into your browser:

You've been sent this email because this address was registered for an account on Melton Borough Council's Housing Online service

This email and any files transmitted with it are confidential and intended
solely for the use of the individual or entity to whom they are addressed. If you have received this email in error please notify the
sender of the message. Any views or opinions presented in this email are solely those of the author and do not necessarily represent
those of the Council. All emails are intercepted, logged and monitored for viruses and inappropriate content. http://www melton.gov.uk/

Please click on the Verify me button and that will take you to continue with your application

This will take you to a new page where you need to enter some information about you such as your
name, date of birth, National Insurance Number etc. and also it will ask you to provide a memorable
answer and date. Please be aware that you will need this memorable answer and date in order to log
in to your application.



Register Details

Reference Number

You need to provide a rent reference number that we can verify your details against. This may be found on your Tenancy Agreement, Rent Statement or letter you have received from the Tenancy
Services Team.

Select one of the following

Select one of the following from the list v

Reference Number

If you need help in retrieving these details, please call our Customer Services Team on 01664 502502,

Personal Details
First Name

Enter your First Name

Last Name

Enter your Last Name

Date of Birth

Please enter your Date of Birth

(13

National Insurance Number

Add your memorable answer
This will make sure you can get back into your account quickly and securely in case you ever lose access. First, choose your secret or memorable question

Select your memorable question

Please Select ~

MNow enter your answer to this question

Now select your memorable date below
Enter your memorable date

]
Please be sure to keep a record of the answers you have provided as you will need them to log in to your account once registered and for future logins.

By clicking the "l accept” button | acknowledge that | have read and accepted the terms of the agreement below. You con view our Terms ond Conditions here

| accept the Terms and Conditions

You will also see an option that asks you to provide a reference number that the system can verify
your details against;

Register Details

Reference Number

You need to provide a rent reference number that we can verify your details against. This may be found on your Tenancy Agreement. Rent Statement or letter you have received from the Tenancy
Services Team.

select one of the following

Select one of the following from the list +~

Reference Number

If you need help in retrieving these details, please call our Customer Services Team on 01664 502502.

There are three options here, Application Reference, Tenancy Reference and Rent Reference.
Application reference is for if you already have an application registered on the system (if you have
received a letter with this guide asking you to create your Housing Online account, your application
reference will be advised in the letter). Your Tenancy Reference and Rent Reference should be on
your Tenancy Agreement with Melton Borough Council. If you are unsure of your reference number
please contact our Customer Services Team on 01664 502502 who will be able to advise.

10



Once you have entered your reference number, information and ticked the box to confirm you have
read and accepted our terms and conditions, please click Finish.

Register Details

Reference Number

You need to provide a rent reference number that we can verify your details against. This may be found on your Tenancy Agreement, Rent Statement or letter you have received from the Tenancy
Services Team.

Select one of the following

Application Reference b

Reference Number

If you need help in retrieving these details, please call our Customer Services Team on 01664 502502,

Personal Details
First Name

Last Name
—_—

Date of Birth
..

National Insurance Number

Add your memorable answer
This will make sure you can get back into your account quickly and securely in case you ever lose access. First, choose your secret or memorable question

Select your memorable question

What is your favourite colour? w

Now enter your answer to this question
Red

Now select your memorable date below
Enter your memorable date

e — B
Please be sure to keep a record of the answers you have provided as you will need them to log in to your account once registered and for future logins.

By clicking the "l accept” button | acknowledge that | have read and accepted the terms of the agreement below. You can view our Terms and Conditions here

1 accept the Terms and Conditions

You will get a new window confirming you have successfully registered;

Melton
Borough
Council

D

Successfully Registered

Your account has now been created and you can now log in with the information provided.

11



Access CBL Without Registration

There is a third option on the landing page called Access CBL Without Registration, clicking this
option will all you to view any properties that are currently being advertised. Please note that this is
a view only page so you will not be able to place any bids as you must be logged in to your account
in order to place bids.

Clicking on this button will take you to this page;
Home Choice based lettings

Welcome

Options «
This page is for customers who have not registered a Housing Application with Melton Borough Council but wish to view
properties that are currently available.

On the right you have an Options button, clicking on this button gives you two options. Glossary of
Terms and List of Available Properties.

Options =

yuncil bt Glossary of Terms

List Of Available Properties

Clicking on Glossary of Terms will take you to a page which is a Glossary of terms you might see
when looking at properties and an explanation of what they all mean;

Home Choice based lettings

Glossary of terms

Void Edition A Void Edition is weekly list of properties available for you to bid on.
Bid An expression of interest in a property.
Basket This contains the properties that you have chosen to express an interest in.

........ ' Thic e 2 chavaa far tha rlasning Af tha cammiinal ctainuall landinme and windawe ¢4 ha dlasnad sad ie

Clicking on List of Available Properties will take you to see the properties that are currently being
advertised;
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Home Choice based lettings

List of available properties

The following is a list of properties that you are eligible to bid on.
Click the View Details button to see further information about the property and to place a bid by adding it to your basket.

Void Edition End Date = Monday 23 May 2022 17:00

No. of Net Rent Total
Main In Address Property T) ignated?
ain Image ddress Meikoorms operty Type Designated? oo Higry
rummond Walk, Melton Mowbray, Lei i
i | Crummond eon Mowbeay, Lekct 4 Ground Floor Flat Designated  67.42 7242 Hew

LE13 1JH Details

You can also see when the advert or ‘Void Edition’ will end and some basic information about the
property including the Net Rent and Total Rent charge. If you are unsure about any of the terms you
see please consult the Glossary of Terms page as previously mentioned.

You will also see a View Details button next to each property, clicking this button will give you some
more information about the property;

Home Choice based lettings

Property information

Drummond Walk, Melton Mowbray, Leics, LE13

Property Address H

Communal Cleaning

Charge Standard Rate Charge

Communal TV Aerial

- Charge Standard Rate Charge

Health and Safety Charge
Heating Type Electric Storage Heaters

Parking Provision Communal Car Parking Only

=

Return to List of Properties | | View Property Location

13



Once you are logged in

When you have logged into your application, you will be presented with this page;

Council

Home Choice based lettings

My summary

Welcome to Melton Borough Council's Housing Online service.

All of o ses and flats in and around Melton Mowbray are allocated through Choice-based lettings. This gives you greater say over

= Make an application for the Housing Register

« If you are eligible for social housing you will be added to the waiting list. We aim to process applications within six to eight weeks
* Avallable properties are advertised on this website

* You bid for the properties you are interested in

+ Offers are made to the bidder with the greatest housing need

* If your situation changes keep your housing application up to date

Please select a service from the options below

I you need help to bid or want to contact the Housing Options Team please email us at housingoptions@melton gov.uk

Each of the tiles you can see here take you to different areas of Housing Online. Each area is
explained in detail later on in the guide but in short this is what each tile is used for;

e Create a new housing application — This is where you will submit your application to join
Melton Borough Council’s housing register if you have not already

e My accepted housing applications — This is where you can see the progress of your
application and also make any necessary changes you may need to in the future

e My saved housing applications — This is where you can continue with your application if you
have saved it part way through during the Create new housing application process

e Choice based lettings — This is where you will be able to see any available properties that you
are eligible to bid on and place your bids

e My documents — You can upload any supporting evidence here and also view documents
you have uploaded

e My person details — This is a summary of the personal details you provided when you
created your account

e Update my contact details — Here you can update the contact information we hold for you

o My preferences - This is where you can change your password and memorable information
should you wish to

e Melton Borough Council’s website — This is a link to go to Melton Borough Council’s website
https://www.melton.gov.uk

14



Create new housing application

This is where you can submit your application to join Melton Borough Council’s housing register.
When you click on this tile you will come to this page;

Melton
Borough
Council

Home Choice based lettings

Home Background People Further Details Declaration

Create a new housing application

welcome to Melton Borough Council's housing application form.
This process will take you through the steps required to apply to join Melton Borough Council's housing register.

Please click Next to continue.

=] -

Clicking next will bring you to the following page;

Background information

To complete your application you will need to provide the following information once you have submitted your application:

National Insurance Number

= A copy of a utility bill, mobile phone bill or other information that shows your current address

* Passport or driving license. A copy of a birth certificate will also be accepted if no photo ID is available

* Wage slip or benefits information

= Copies of bank statements for the last two months for all accounts in your hame

= Proof of equity you have in any other property in the UK or abroad. This is usually an estate agent's valuation and an up to date
mortgage statement.

For some applications you may also be required to provide

* Proof of overnight access to children who do no stay with you on a permanent basis, for example a signed letter from the
children/s other parent or guardian confirming the access you have

* MAT B1 or other NHS letter that shows your expected delivery date if you are pregnant

= A copy of your tenancy agreement and an up to date rent statement for Housing Association and Private tenants

+ Other medical evidence (Patient record of the GP, Occupations Therapist assessment, a Health Visitor's report, letters from your
Consultant etc.

Make sure you save the form as you go along so you can complete it another time if necessary.

If we do not receive your proofs within 14 days of the day you submit your application, the application will be closed.

This will give you an overview of the types of supporting evidence you will be required to provide in
order for the Housing Options Team to be able to process your application.

Clicking next will take you to the page where you add the household members to your application
(note this is only people who will be moving with you);

15
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Home Choice based lettings
Home Background People Further Details Dedlaration

People summary

Please add detalls for yourself and all other people you wish to be rehoused with you by clicking the Add Person button and
completing all details for each person by clicking the Actions button next to them. Once you have added every member of your
household and there Is a green tick against each person. click the Next button.

Eirst Date of National Insurance
THe pame  Sumame B Number
MR john Smih  OUDINGE0  AATZISEA

Clicking the Add Person button will allow you to add another person to your application if you are
not applying on your own.

You can see that there is a red icon under ‘Details Complete?’ next to each person on the
application. This means there are some questions that need to be answered for each individual
person. Clicking the Actions button next to the person shows where information is missing;

D

Home Choice based lettings.

Melton
Borough
Council

Home Background People Further Detalls Declaration

People summary

Please add details for yourself and all other people you wish to be rehoused with you by clicking the Add Person button and
completing all details for each person by clicking the Actions button next to them. Once you have added every member of your
household and there is a green tick against each person, click the Next button.

Frsc Dateof  Nationai Insurance Main Appacaat Joine Applican Deaits
Tio urnan
“ Neme V™™ g Number Indicator Indicator Complete?

W&l St ovoutse)  ANZMSeA o M [Aeions-

Clicking on any of these Actions will open a new window where you need to either answer a series of
guestions or provide 6 years worth of previous addresses for each person.

As you answer the questions in each of these Actions you will see a green tick appear next to that
Action, that means you have answered everything you need to in that particular Action. Once you
have a green tick next to all 3 Actions you will see the red icon under ‘Details Complete?’ has now
turned into a green tick as below;

Melton
(D Borough ot
Council
Home  Choice based lettings
L]
Home Background People Further Details Dedlaration

People summary

Please add details for yourself and all other people you wish to be rehoused with you by clicking the Add Person button and
completing all details for each person by clicking the Actions button next to them. Once you have added every member of your
household and there is a green tick against each person, click the Next button.

o Y Y

St Mandoshan  jomipmcx Deais
oo Neme Surname Barth Indicator Indicator Complete?
MR john  Smit  OvOwi0  AM2MSEA v N ) B [rom-

Once there is a green tick next to each person on your application, you can then click Next to
continue.

16



This is where the majority of questions that need to be answered for your housing register
application are. Please now work your way through the questions and answer all of the questions
that are relevant to yourself, clicking the Next button will take you to the next set of questions.

You can also click the Save for Later button if you want to save your progress for later, if you save
you application it can be found under the My saved housing applications tile on the main page.
Borough

m Council

Home  Choice based lettings

Melton

Home Background People Further Details Declaration

Application questions

Please answer the following questions

Eligibility Information

PUblic of Ireland In the 1ast year?

You will note that answering ‘Yes’ to some questions will also open up some further questions
relevant to the question you have answered as ‘Yes’. Please be sure to also complete these
guestions so we have access to all of the information we require to process your application
accordingly;

Melton
Borough
Council

Home  Choice based lottings
L]

Home Background people Further Datails Declaration

Application questions
(=] (===

Please answer the following questions

Anyane In Your Home Pregnant
s there anyane in your heuseheld who i pregnant? +

Please provide the name of the expectant mather

Whar date is the baby ue?
ODMMAYYY L

f e is roginens sinese aosare rou

Once all questions have been answered you will come to the declaration page;

17
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Home  Choice based lettings

Home Background People Further Details Declaration
Housing application form declaration

Before clicking the Submit button, please be sure that you have completed all the sections of the online form that apply to you. If
you want to make any changes before you submit the application, click on the Back button to navigate to where you want to
make changes. Please note that once you submit your application. you will not be able to make any changes until the Housing
Options Team has either accepted or rejected your application. Once submitted the Housing Options Team will aim to process.
your application within 6 weeks.

If you elieve that the contents of the application are true to the best of your knowledge, please read the following and agree to
the Declaration at the bottom:

General - | confirm that the details | have given on this form are true and that | wil tell you immediately about any changes in my
circumstances. | understand that if | give any false information. my registration may be refused. any offers of tenancy may be
withdrawn, or | may lose any tenancy | am granted.

Status Checks - | understand that you will make all the necessary checks relating to this registration. This may include references,
a credit check and Police record checks as well as f my add d previous housing debts. | agree to these checks
being made. Without this consent | understand that my application will not be processed.

1 have read and the above and give for any enquiries to be made that may be necessary
to assess my housing d to sh, with other for this purpose.

your application.

You can view our Terms and Conditions here
1Agree to the Terms and Conditions *

Prease Select v

(o) (]

Once you come to this page and have Agreed to the Terms and Conditions please click Submit to
submit your application. Once submitted you will get the below confirmation page;

Melton
Borough e b
Council

0

Home Choice based lettings

Housing application form Saved for Later and Submit
confirmation

If you have clicked SUBMIT because you have completed all the questions. your application will now need to be verified by the
Housing Options Team. To allow us to verify your application, you need to send us proof of ID for each person on your application
and proof of your address.

If you have clicked Save for Later you can continue to complete your application at a later date.

1f you wish to query this application with a member of staff please quote application reference numbe

Once you have completed your application. you must send in proof of the information that you have submitted within 14 DAYS
from today. If we do not receit your appli will ically be closed and will not be assessed.

=
Note that this page also gives you your application reference number so please note it down so you
can reference it should you need to make any enquiries. Your application has now come through to
the Housing Options Team for verification.

My accepted housing applications

Once you application has been verified by the Housing Options Team, you will be able to see the
status of your application here

Melton
Borough
Council

Home  Choice based lettings

My applications summary

Please select number of

rows
Prease Select v

Application Reference Number  Applicant's Name  Applicant's Address. Main o Joinc Aplicant Indicator  Application Status  Actions
im0 MrJonn ST 1 Main Stree, Main Town, MMOD TMM Y new —

11

Once your application has been verified, you can click the ACTIONS button and upload the remainder of your evidence. If you wish
‘your evidence can be emailed ta CBLRe-registration@melton.gov.uk or pasted to the Housing Options Team. Melton Borough
Council, Parkside, Station Approach, Melton Mowbray., Leics, LE13 1GH

18



As you can see the Application status is new which means your application has now been verified, at
this point the Housing Options Team is waiting for you to supply your supporting evidence which can
now be done by uploading them through the My documents portal or emailing or posting them to
us.

Once all required supporting evidence has been received, the Housing Options Team can then
process, assess and activate your application. Once your application has been activated you will see
that the Application Status is now set to Current;

Melton
Borough
Council

Home Choice based lettings

My applications summary

Application list category : Medium Housing Need

Please select number of
rows

R — e o Ao S St
- R — e [

1

once your application has been verified. you can click the ACTIONS button and upload the remainder of your evidence. If you wish
your evidence can be emailed to CBLRe-registration@melton gov.uk o posted to the Housing Options Team, Melton Borough
Council, Parkside, Station Approach, Melton Mowbray, Leics, LE13 16H

You can also see at the top it says Application list category: Medium Housing Need, once an
application has been made active it will display which housing need band your application has been
assessed as. At this point you can start placing bids on properties in the Choice based lettings area.

There is also an Actions button on the right which will allow you to do a few things.
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Home Choice based lettings

Melton
Borough
Council

My applications summary

Application list category : Medium Housing Need

Please select number of

rows
Pieaze Select v

Appiication Applicant's Neme Main or Jowt Applicant Indicator  Application Status  Actions
3 McJonn SmIEn 1 Main Streer, Main Town, MI0O TMM Y Current Actions =
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Once your application has been verified, you can click the ACTIONS button and upload the remainder of your e 1 you wish
your evidence can be emailed to CBLRe-registration@melton.gov.uk or posted to the Housing Options Team, Melton Borough
Council, Parkside, Station Approach, Melton Mowbray, Leics, LE13 1GH

You can view and update/add people to your application, update your address, maintain the
answers to some questions (please note that at the time of writing this guide you can only update
the answer to questions that would affect the assessment of your application, we will in time allow
customers to update every question) and there is also a shortcut here to upload documents.
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My saved housing applications

If you have saved your housing register application part way through you will be able to come here
to continue with your application;
Borough ® Log Out

(D Council

Home  Choice based lettings

Meiton

My self service applications summary

Please select number of

rows

Please Setect v
Application Numbec  Applicants Name  Appicant's Address Date Application Submitted  Application Status  Actions
31 MR SMITH 1 Main Streer Main Town, MAOO MM 13-MAY-2022 Saved | Actions«

11

Clicking on the Actions button will give you the options to complete your application, click this to
continue from where you left your application;

Melton
Borough
Council

Home. Chaice based lettings

My self service applications summary

Please select number of

rows

Prease Select v

Appication Number  Applicant’s Name  Applicant's Address. Date Apglication Submitted  Apphiestion Status  Actions
nm MRISMITH 1 Main Street, Main Town, MMOD 1MM  13.MAY-202
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Choice based lettings

Clicking on this portal will take you to where you can start placing bids on properties once your
application has been made active. Clicking the portal will bring you to this page;

Melton
Borough
Council

Home Choice based lettings

Melton Borough Council choice based lettings

Welcome to Melton Borough Council's Housing Online Cholce Based Lettings Service.

This is where you will be able to see properties that we currently have available that you may be interested in. Click on the Options
and click List of Available Properties to view which properties we have available this week that you are eligible to bid on.

Please note that you may not necessarily see something to bid on each week, if there are no properties to bid on it either means

that you are not eligible to bid on the properties we have this week or that we do not have any properties available to advertise
this week.

Options - |
Welcome,

Applicant(s) - MR § SMITH

Application Number - 31170

You can express an Interest in no more than 3 properties.

So far you have expressed an Interest In 0 properties.

This is Property List Number 342

Welcome to the latest list of properties available to rent. This list closes on Monday 23 May 2022 17:00.

Our records show that you have expressed an interest in 0 properties from this list. Therefore you may express an interest in 3
more properties before the list closes.

If you have reached the maximum number of allowed bids, then you must either remove one from your Current Bids or wait until
the next list is published on .
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Here it shows your name, your reference number, how many bids you can place on a cycle and how
many bids you have already placed, the cycle (now known as a void edition) reference number,
when the void edition closes and how remaining bids you have left. Please note following the
updated to Melton Borough Council’s Allocations Policy, customers can now place up to 3 bids per
property cycle rather than the previous 2.

On the right you will see an Options button, if you click this you can see various options.

List of Available Properties — This is where you can go to see what properties are available that you
can place bids on

Basket — This is where you can view bids that you have selected but not confirmed (note bids work
like a shopping basket online, you put your bids in the basket then you check them out)

Glossary of Terms — This is a glossary of terms you might see when looking at properties with an
explanation as you their meaning

Current Expressions of Interest — This is where you can see the bids you have made on the current
property cycle

Previous Property List — This a is a list of past cycles if you wish to go back and look at any previous
property cycles

Clicking List of Available properties will take you to where you can see the properties that you are
eligible to bid on (as before, customers can only see properties to bid on that they are eligible for).
Borough  Logoue

(D=

Home  Choice based lettings

Meiton

List of available properties

The following is a list of properties that you are eligible to bid on.
Click the View Details button to see further information about the property and to place a bid by adding it to your basket.

Void Edition End Date = Monday 23 May 2022 17:00

Net Rent

This page shows some basic information about the properties you are eligible for such as the
number of bedrooms, what type of property it is and Net and Total rent charges.

Clicking on View Details shows further information about the property and this is also where you can
place your bid.
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Home  Choice based lettings

Property information

rropertyAldiess I‘)lr:mmond Walk, Melton Mowbray, Leics, LE13
Communal Cleaning Standard Rate Charge

Charge

Communal TV Aerial

- Gars Standard Rate Charge

Health and Safety Charge
Heating Type Electric Storage Heaters
Parking Provision Communal Car Parking Only

=

(e (-

As you can see you can Add the property to your basket and see some further information about the
property. Clicking on the View Property Location button will also bring up the area the property is
located in Google match if you wish to have a look at the area.

Clicking add to basket brings up this page;

0

Home  Choice based lettings

Melton
Borough
Council

Property successfully added to your basket

The following property has been successfully added to your basket. -

image Address

- Drummond Wik, Melton Mowsray, Leics, LET3 1JH

**Warning** Al properties in your basket will be removed if you disconnect from the Internet, close your browser or log off.

e To Lot Propries [view st

Confirming the property has been added to their basket. If we now click View Basket we can see the
property in the basket ready to be checked out;

0

Home Choice based lettings.

Meiton
Borough ot oo
Council

Basket

Below Is the list of properties you have put in your basket.

If you change your mind. you can remove a property from your Basket by ticking the box next to the View Details button then
clicking the Remove button. Please be sure to only tick this box if you are removing a property.

Once you are happy with your choice of properties. click the Apply button below to submit your bids.
You can express an Interest in no more than 3 properties.

So far you have expressed an interest in 0 properties.
R

Image. Address

- Orummond Watk, Melton Mowbray, Leis LE13 1 ["View oetats

Please note there is a box next to the View Details button that is used to remove a property from
the basket, this is not used to confirm a bid.

Clicking apply checks out the basket and you can see it has now accepted the bid;



Melton
Borough
Council

Home  Choice basad lattings

Bid results

The following shows the results of the expressions of interest that you have recently submitted. If you have any queries over any
of them then please contact Melton Borough Councll Customer Support on 01664 502502

image Adaress

Orummond Wtk Mefion Mowbeay, Lecs, LE13 116 Y ¥ Accepted  Yourbi nas been successhuly regitered

Return to List of Properties View Rasket

Going back to CBL now shows one bid has been placed and you can still make up to 2 more bids;

Melton
Borough
Council

LCUTIN Choice based lettings

Melton Borough Council choice based lettings

Welcome to Meiton Borough Council's Housing Online Choice Based Lettings Service.

This is where you will be able to see properties that we currently have available that you may be interested in. Click on the Options
and lick List of Available Properties to view which properties we have available this week that you are eligible to bid on.

Please note that you may not necessarily see something to bid on each week. if there are no properties to bid on it either means

that you are not eligible to bid on the properties we have this week or that we do not have any properties available to advertise
this week.

Options -
Welcome.

Applicant(s) - MR J SMITH

Application Number - 31170

You can express an interest in no more than 3 properties.

50 far you have expressed an Interest in 1 properties.

This is Property List Number 342

Welcome to the latest list of properties avallable to rent. This list closes on Monday 23 May 2022 17:00.

Our records show that you have expressed an interest in 1 properties from this list. Therefore you may express an Interest in 2
more properties before the list closes.

If you have reached the maximum number of allowed bids, then you must either remove one from your Current Bids or wait until
the next list is published on .

Clicking the Options button and then Current expresses of Interest shows your active bids, when the
bid was placed and what position you are currently in;

Meilton
Borough
Council

Home  Choice based lettings

Current expressions of interest

Below Is a st of properties you have expressed an interest In. If you change your mind. you may withdraw your interest by
checking the Withdraw box against the property or properties you no longer wish to be considered for and pressing the
Withdraw button.

Property image Property Agdress Date Expressed Resute Lot

Bia Resuir
Interest Position

Your b has been successfuly
registeres

Orummond Walk Metton Mowbeay, Leics,  Fridey 13 May 2022,
BE

L

B

You can also withdraw a bid here if you have changed your mind about any of the bids you have
placed.
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My documents

This is a simple portal where you can upload supporting evidence to support your housing register

application if you wish to upload your documents;

Home. Choice based lettings

My documents

Once you have uploaded all of your supporting evidence, if you can then send an email ta CBLRe-registration@melton.gov.uk
confirming this has been done we may be able to speed up the processing of your application

search Type Search Data
Search

Search bere v Enter search dots here

Fass ) uass

Read status O ™

Number of rows

Select number of rows

No data found

If you have uploaded a document in error. you can click the Actions button and click View Documents Details. You will then have
an option to delete the document. However. if the document has already been viewed by the Housing Options Team. you will not

be able to delete it.

Clicking upload will give open a new window where you can choose the file you wish to upload, let
us know what type of document it is and any comments you wish to add alongside the document;

Home Choice based lettings

Upload documents and files

File Browse

Document Type:

The Housing Options team can then view these attachments in the back office and it will now also

the documents you have uploaded;

Melton
Borough
Council

Home  Choice based lettings

My documents

Once you have uploaded all of your supporting evidence, if you can then send an email to CBLRe-registration@melton gov.uk
confirming this has been dane we may be able to speed up the processing of your application.

Search Type Search Dat
Searen Here v e ere | search
Read Status O A () Faaa () unwaaa
Number of rows
Setect number of rows v
Socument rp
Proct ot Actions=

If you have uploaded a document in error, you can click the Actions button and click View Documents Details. You will then have
an option to delete the document. However. if the document has already been viewed by the Housing Options Team. you will not

be able to delete it.
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My personal details

This is a simple portal that displays some information you provided when you created your login;

Melton
Borough
Council

[TUTI Choice based lettings

My personal details

These are the personal details that we currently hokd for you.

"

Tite
e

Fiest Name.
1oHN

Sumame
SMITH

Date of Birth
014AN-1990 L]

Gender

Maie

Geographic Origin
UK Nations! Resigent in UK

Ethinic Origin

Winite Biitish

Netional tnsurance Number
Anrzesen

Back to My Summary |

Update my contact details

Here is where you can updated the contact information we hold for you and you can also advise
your preference to method of contact;

Melton
Borough
Council

Home Chaice based lettings

Current contact information

These are the details that we hold for your current contact aumbers.
Emai asdress

ab<1zI0emai com
Mk Phone Number

o734 67890

Contact Preference for Mobile Phane

Home Fnone Number
1234 567854 |

My preferences
This is where you can update your login email address, password or memorable information if you

need to. Note the system will only allow changes if you also provide your current information for
security reasons;
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Home Chaice based lettings

My login details

Frequently asked questions

What do | do if | have locked myself out of my account or | have forgotten some of my
memorable information?

If you have locked yourself out of your account, you need to reset your password or you have
forgotten any memorable information, please call our Customer Services team on 01664 502502.
They will be able to send you an email that will allow you to reset your password, unlock your
account, reset memorable information etc.

How do | provide the supporting evidence for my application?

You have a few ways you can provide your supporting information, it is up to you which method you
use. You can either use the My Documents portal to upload your documents to us, you can email
them to us at CBLRe-registration@melton.gov.uk , you can post them to us at Housing Options,
Melton Borough Council, Parkside, Station Approach, Melton Mowbray, Leicestershire, LE13 1GH or
you can bring you supporting evidence into the Parkside offices and pass them to reception.

How long until my application is assessed and | can start bidding?

Once we have received all of the supporting evidence we require for your application we aim to
assess it within 4-6 weeks.
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	Landing Page 
	 
	When you first go to Housing Online at 
	When you first go to Housing Online at 
	https://housingonline.melton.gov.uk
	https://housingonline.melton.gov.uk

	 you will see this screen; 

	 
	 
	Figure
	 
	 
	This is your landing page where you can log into your account, create a new account and view a list of properties that are currently being advertised (please note you will not be able to place bids here, you must be logged into your account to place bids). More information on each of these options and which your should use is provided below. 
	 
	Which option should you choose to create your account? 
	 
	As you can see in the below screenshot, there are two options you can chose to create an account with. Which one of these you should choose is explained below. 
	 
	 
	Figure
	 
	If you are a brand new applicant who is new to the housing register, you will need to use the Register as a New Customer option. This will take you through the process of creating a new account which involves providing an email address, password and memorable information, verifying your email address and providing some information about yourself to create your login. 
	 
	If you already have an application on the system or you are already a Melton Borough Council tenant but do not have a login, you will need to use the Create an Account (Current Applicants) option. This will also ask you for an email address, password, memorable information, verify your email and provide some information about yourself but it will also ask you to provide some information to link your login to your application. This could be an application reference number, a tenancy reference number or a ren
	 
	There is a third option on this page called Access CBL Without Registration 
	 
	 
	Figure
	 
	 
	This will allow you to view any properties that are currently being advertised but as mentioned previously, you will not be able to bid on properties here as you must be logged in to your account in order to place bids. Some more information is provided on what you can see here later on in the guide. 
	 
	Registering as a New Customer 
	 
	As previously mentioned, this option is for those who are new to Melton Borough Council’s housing register and have not previously submitted an application. 
	 
	When you click this option, you will be taken to a page that will ask you for your email address and a password 
	 
	 
	Figure
	 
	Please provide a valid email address and a password for your account. As you can see your password must be at least eight characters long, contain at least one capital letter, at least one lower case letter and at least one number, this is purely to make passwords more secure. 
	 
	One you have entered your email address and password, click Next. 
	 
	 
	 
	When you click Next you will see this page; 
	 
	 
	Figure
	 
	This tells you that the system has sent you an email which you now need to open to verify your email address and continue with your application, please be sure to also check your junk/spam email folder.  
	 
	The email you received should look something like this; 
	 
	 
	Figure
	 
	Please click on the Verify me button and that will take you to continue with your application 
	 
	This will take you to a new page where you need to enter some information about you such as your name, date of birth, National Insurance Number etc. and also it will ask you to provide a memorable answer and date. Please be aware that you will need this memorable answer and date in order to log in to your application; 
	 
	 
	Figure
	 
	Once you have entered your information and ticked the box to confirm you have read our terms and conditions, please click next. 
	 
	The next page will ask you for some contact information; 
	 
	 
	Once you have entered your contact information, please click Next 
	Figure
	 
	The next page will ask you to provide us with your current address 
	 
	 
	Figure
	Next, please click Add Address and it will open a new window; 
	 
	 
	Figure
	Please enter your address and the date you moved into the address and click Finish to add your address. If you wish you an add multiple addresses to this page by click Add Address again and entering any previous addresses, if you are applying with another person who is not part of your household, you might also want to add their address here. Once completed it should look something like this; 
	 
	 
	Figure
	Please click Next to continue 
	 
	This page will give you a summary of all of the information you have provided 
	 
	 
	Figure
	 
	Please double check the information you have provided, if something is incorrect you can use the Back button to go back and correct it. Once you are happy, please click Finish. 
	 
	You will get another page confirming you have successfully created your login, clicking the Continue to Login will take you back to the log in page where you can now log in with the details provided, once you are logged in you can create you application to join the housing register which we will cover later in this guide. 
	 
	Create an Account (Current Applicants) 
	 
	As previously mentioned, this option is for customer who either already have an application on the housing register but have not created a log in or for customers who are already a Melton Borough Council tenant. Using this option links your login to an application that has already been registered or links you to your tenancy with Melton Borough Council. 
	 
	When you click this option, you will be taken to a page that will ask you for your email address and a password 
	 
	 
	Figure
	 
	Please provide a valid email address and a password for your account. As you can see your password must be at least eight characters long, contain at least one capital letter, at least one lower case letter and at least one number, this is purely to make passwords more secure. 
	 
	One you have entered your email address and password, click Next. 
	 
	When you click Next you will see this page; 
	 
	 
	Figure
	 
	This tells you that the system has sent you an email which you now need to open to verify your email address and continue with your application, please be sure to also check your junk/spam email folder.  
	 
	The email you received should look something like this; 
	 
	 
	Figure
	 
	Please click on the Verify me button and that will take you to continue with your application 
	 
	This will take you to a new page where you need to enter some information about you such as your name, date of birth, National Insurance Number etc. and also it will ask you to provide a memorable answer and date. Please be aware that you will need this memorable answer and date in order to log in to your application. 
	 
	 
	Figure
	 
	 
	You will also see an option that asks you to provide a reference number that the system can verify your details against; 
	 
	 
	Figure
	 
	There are three options here, Application Reference, Tenancy Reference and Rent Reference. Application reference is for if you already have an application registered on the system (if you have received a letter with this guide asking you to create your Housing Online account, your application reference will be advised in the letter). Your Tenancy Reference and Rent Reference should be on your Tenancy Agreement with Melton Borough Council. If you are unsure of your reference number please contact our Custome
	Once you have entered your reference number, information and ticked the box to confirm you have read and accepted our terms and conditions, please click Finish. 
	 
	 
	Figure
	 
	 
	You will get a new window confirming you have successfully registered; 
	 
	 
	 
	Figure
	 
	Your account has now been created and you can now log in with the information provided. 
	 
	 
	 
	 
	 
	 
	 
	 
	Access CBL Without Registration 
	 
	There is a third option on the landing page called Access CBL Without Registration, clicking this option will all you to view any properties that are currently being advertised. Please note that this is a view only page so you will not be able to place any bids as you must be logged in to your account in order to place bids. 
	 
	Clicking on this button will take you to this page; 
	 
	 
	Figure
	 
	On the right you have an Options button, clicking on this button gives you two options. Glossary of Terms and List of Available Properties. 
	 
	 
	Figure
	Clicking on Glossary of Terms will take you to a page which is a Glossary of terms you might see when looking at properties and an explanation of what they all mean; 
	 
	 
	Figure
	 
	 
	Clicking on List of Available Properties will take you to see the properties that are currently being advertised; 
	 
	 
	Figure
	 
	You can also see when the advert or ‘Void Edition’ will end and some basic information about the property including the Net Rent and Total Rent charge. If you are unsure about any of the terms you see please consult the Glossary of Terms page as previously mentioned. 
	 
	You will also see a View Details button next to each property, clicking this  button will give you some more information about the property; 
	 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Once you are logged in 
	 
	When you have logged into your application, you will be presented with this page; 
	 
	 
	Figure
	 
	Each of the tiles you can see here take you to different areas of Housing Online. Each area is explained in detail later on in the guide but in short this is what each tile is used for; 
	 
	• Create a new housing application – This is where you will submit your application to join Melton Borough Council’s housing register if you have not already 
	• Create a new housing application – This is where you will submit your application to join Melton Borough Council’s housing register if you have not already 
	• Create a new housing application – This is where you will submit your application to join Melton Borough Council’s housing register if you have not already 


	 
	• My accepted housing applications – This is where you can see the progress of your application and also make any necessary changes you may need to in the future 
	• My accepted housing applications – This is where you can see the progress of your application and also make any necessary changes you may need to in the future 
	• My accepted housing applications – This is where you can see the progress of your application and also make any necessary changes you may need to in the future 


	 
	• My saved housing applications – This is where you can continue with your application if you have saved it part way through during the Create new housing application process 
	• My saved housing applications – This is where you can continue with your application if you have saved it part way through during the Create new housing application process 
	• My saved housing applications – This is where you can continue with your application if you have saved it part way through during the Create new housing application process 


	 
	• Choice based lettings – This is where you will be able to see any available properties that you are eligible to bid on and place your bids 
	• Choice based lettings – This is where you will be able to see any available properties that you are eligible to bid on and place your bids 
	• Choice based lettings – This is where you will be able to see any available properties that you are eligible to bid on and place your bids 


	 
	• My documents – You can upload any supporting evidence here and also view documents you have uploaded 
	• My documents – You can upload any supporting evidence here and also view documents you have uploaded 
	• My documents – You can upload any supporting evidence here and also view documents you have uploaded 


	 
	• My person details – This is a summary of the personal details you provided when you created your account 
	• My person details – This is a summary of the personal details you provided when you created your account 
	• My person details – This is a summary of the personal details you provided when you created your account 


	 
	• Update my contact details – Here you can update the contact information we hold for you 
	• Update my contact details – Here you can update the contact information we hold for you 
	• Update my contact details – Here you can update the contact information we hold for you 


	 
	• My preferences -  This is where you can change your password and memorable information should you wish to 
	• My preferences -  This is where you can change your password and memorable information should you wish to 
	• My preferences -  This is where you can change your password and memorable information should you wish to 


	 
	• Melton Borough Council’s website – This is a link to go to Melton Borough Council’s website https://www.melton.gov.uk   
	• Melton Borough Council’s website – This is a link to go to Melton Borough Council’s website https://www.melton.gov.uk   
	• Melton Borough Council’s website – This is a link to go to Melton Borough Council’s website https://www.melton.gov.uk   


	 
	 
	Create new housing application 
	 
	This is where you can submit your application to join Melton Borough Council’s housing register. When you click on this tile you will come to this page; 
	 
	 
	Figure
	 
	Clicking next will bring you to the following page; 
	 
	 
	Figure
	This will give you an overview of the types of supporting evidence you will be required to provide in order for the Housing Options Team to be able to process your application. 
	 
	Clicking next will take you to the page where you add the household members to your application (note this is only people who will be moving with you); 
	 
	 
	Figure
	 
	 
	Clicking the Add Person button will allow you to add another person to your application if you are not applying on your own. 
	 
	You can see that there is a red icon under ‘Details Complete?’ next to each person on the application. This means there are some questions that need to be answered for each individual person. Clicking the Actions button next to the person shows where information is missing; 
	 
	 
	Figure
	 
	Clicking on any of these Actions will open a new window where you need to either answer a series of questions or provide 6 years worth of previous addresses for each person. 
	 
	As you answer the questions in each of these Actions you will see a green tick appear next to that Action, that means you have answered everything you need to in that particular Action. Once you have a green tick next to all 3 Actions you will see the red icon under ‘Details Complete?’ has now turned into a green tick as below; 
	 
	 
	Figure
	Once there is a green tick next to each person on your application,  you can then click Next to continue. 
	 
	This is where the majority of questions that need to be answered for your housing register application are. Please now work your way through the questions and answer all of the questions that are relevant to yourself, clicking the Next button will take you to the next set of questions.  
	 
	You can also click the Save for Later button if you want to save your progress for later, if you save you application it can be found under the My saved housing applications tile on the main page. 
	 
	 
	Figure
	 
	 
	You will note that answering ‘Yes’ to some questions will also open up some further questions relevant to the question you have answered as ‘Yes’. Please be sure to also complete these questions so we have access to all of the information we require to process your application accordingly; 
	 
	 
	 
	Figure
	 
	 
	 
	Once all questions have been answered you will come to the declaration page; 
	 
	 
	Figure
	 
	Once you come to this page and have Agreed to the Terms and Conditions please click Submit to submit your application. Once submitted you will get the below confirmation page; 
	 
	 
	 
	Figure
	Note that this page also gives you your application reference number so please note it down so you can reference it should you need to make any enquiries. Your application has now come through to the Housing Options Team for verification. 
	 
	 
	My accepted housing applications 
	 
	Once you application has been verified by the Housing Options Team, you will be able to see the status of your application here 
	 
	 
	Figure
	 
	As you can see the Application status is new which means your application has now been verified, at this point the Housing Options Team is waiting for you to supply your supporting evidence which can now be done by uploading them through the My documents portal or emailing or posting them to us. 
	 
	Once all required supporting evidence has been received, the Housing Options Team can then process, assess and activate your application. Once your application has been activated you will see that the Application Status is now set to Current; 
	 
	 
	Figure
	 
	You can also see at the top it says Application list category: Medium Housing Need, once an application has been made active it will display which housing need band your application has been assessed as. At this point you can start placing bids on properties in the Choice based lettings area. 
	 
	There is also an Actions button on the right which will allow you to do a few things. 
	 
	 
	Figure
	 
	You can view and update/add people to your application, update your address, maintain the answers to some questions (please note that at the time of writing this guide you can only update the answer to questions that would affect the assessment of your application, we will in time allow customers to update every question) and there is also a shortcut here to upload documents. 
	 
	 
	 
	 
	 
	 
	My saved housing applications 
	 
	If you have saved your housing register application part way through you will be able to come here to continue with your application; 
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	Clicking on the Actions button will give you the options to complete your application, click this to continue from where you left your application; 
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	Choice based lettings 
	 
	Clicking on this portal will take you to where you can start placing bids on properties once your application has been made active. Clicking the portal will bring you to this page; 
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	Here it shows your name, your reference number, how many bids you can place on a cycle and how many bids you have already placed, the cycle (now known as a void edition) reference number, when the void edition closes and how remaining bids you have left. Please note following the updated to Melton Borough Council’s Allocations Policy, customers can now place up to 3 bids per property cycle rather than the previous 2. 
	 
	On the right you will see an Options button, if you click this you can see various options. 
	 
	List of Available Properties – This is where you can go to see what properties are available that you can place bids on 
	 
	Basket – This is where you can view bids that you have selected but not confirmed (note bids work like a shopping basket online, you put your bids in the basket then you check them out) 
	 
	Glossary of Terms – This is a glossary of terms you might see when looking at properties with an explanation as you their meaning 
	 
	Current Expressions of Interest – This is where you can see the bids you have made on the current property cycle 
	 
	Previous Property List – This a is a list of past cycles if you wish to go back and look at any previous property cycles 
	 
	Clicking List of Available properties will take you to where you can see the properties that you are eligible to bid on (as before, customers can only see properties to bid on that they are eligible for).  
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	This page shows some basic information about the properties you are eligible for such as the number of bedrooms, what type of property it is and Net and Total rent charges. 
	 
	Clicking on View Details shows further information about the property and this is also where you can place your bid. 
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	As you can see you can Add the property to your basket and see some further information about the property. Clicking on the View Property Location button will also bring up the area the property is located in Google match if you wish to have a look at the area. 
	 
	Clicking add to basket brings up this page; 
	 
	 
	Figure
	 
	Confirming the property has been added to their basket. If we now click View Basket we can see the property in the basket ready to be checked out; 
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	Please note there is a box next to the View Details button that is used to remove a property from the basket, this is not used to confirm a bid. 
	 
	Clicking apply checks out the basket and you can see it has now accepted the bid; 
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	Going back to CBL now shows one bid has been placed and you can still make up to 2 more bids; 
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	Clicking the Options button and then Current expresses of Interest shows your active bids, when the bid was placed and what position you are currently in; 
	 
	 
	Figure
	 You can also withdraw a bid here if you have changed your mind about any of the bids you have placed. 
	 
	 
	 
	My documents 
	 
	This is a simple portal where you can upload supporting evidence to support your housing register application if you wish to upload your documents; 
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	Clicking upload will give open a new window where you can choose the file you wish to upload, let us know what type of document it is and any comments you wish to add alongside the document; 
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	The Housing Options team can then view these attachments in the back office and it will now also the documents you have uploaded; 
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	My personal details 
	 
	This is a simple portal that displays some information you provided when you created your login; 
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	Update my contact details 
	 
	Here is where you can updated the contact information we hold for you and you can also advise your preference to method of contact; 
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	My preferences 
	 
	This is where you can update your login email address, password or memorable information if you need to. Note the system will only allow changes if you also provide your current information for security reasons; 
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	Frequently asked questions 
	 
	What do I do if I have locked myself out of my account or I have forgotten some of my memorable information? 
	 
	If you have locked yourself out of your account, you need to reset your password or you have forgotten any memorable information, please call our Customer Services team on 01664 502502. They will be able to send you an email that will allow you to reset your password, unlock your account, reset memorable information etc. 
	How do I provide the supporting evidence for my application? 
	 
	You have a few ways you can provide your supporting information, it is up to you which method you use. You can either use the My Documents portal to upload your documents to us, you can email them to us at 
	You have a few ways you can provide your supporting information, it is up to you which method you use. You can either use the My Documents portal to upload your documents to us, you can email them to us at 
	CBLRe-registration@melton.gov.uk
	CBLRe-registration@melton.gov.uk

	 , you can post them to us at Housing Options, Melton Borough Council, Parkside, Station Approach, Melton Mowbray, Leicestershire, LE13 1GH or you can bring you supporting evidence into the Parkside offices and pass them to reception. 

	How long until my application is assessed and I can start bidding? 
	 
	Once we have received all of the supporting evidence we require for your application we aim to assess it within 4-6 weeks. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 



