User guide – make a new claim for Housing Benefit or Council
Tax Reduction.
This user guide provides information about how to use the Self-serve portal for your Benefit
or Council Tax reduction award.
The homepage of the portal will look like the image below.
To make a new claim please select the correct button.

Now please select the correct option if you are making the claim for yourself or on someones else’s
behalf.

Please select which benefit you wish to claim. Please note, you cannot claim both Council
Tax reduction and Second adult rebate.

Confirm the details below, so we know who is completing the form and what device you are
using and then select, I agree.
To access your information, you
will need to confirm your details.
Don’t forget you will need your
Benefit reference number.
Once you have completed this
section, select Next

The next section asks you about your nationality and the length of time you have lived in the
U.K. then select Next

This section asks you to detail if you are living with a partner. If you answer yes, then you
will need to provide their contact details.

The next section covers details about you or your partners circumstances, which may affect
your benefit award. After completing this section please click Save

After completing this section, you will see a summary screen, showing all the sections that you will
need to complete. To open one of these sections please click on Update these details.
We have made the applications really easy so each section has simple yes and no answers, however
where you have said yes to a question a further screen may open to request more information.

The first section asks you to provide information about other people who live in the
property and their relationship to you. When you update these details, if you have said Yes
to any of the questions an additional screen will open to request more details.

The section asks you to provide information about you and your partner’s income and any
other income or savings you may have. We have tried to make the form as uncomplicated as
possible, and you will only have to provide information based on the initial answers you
provide. After you completed this section please remember to click, Save. You will know
when a section has been completed as it will say Done, in the top right hand corner of each
section.

The next section looks at how much you pay for your rent and the type and size of property you live
in. Again after completing this section please don’t forget to save.

This section asks for details about your landlord or Housing Association.

The next section asks you how you would want any monies paid. You can choose to have
your award paid into a bank or Building society account; you can also request to have your
award paid to yourself, an agent who manages the property or directly to a landlord.

xx xx xx
12345678

If you pay council tax, or have a joint liability with someone else living in the property, you
can add your details in this section

The final section asks you for any other information that may be relevant to your claim.
Once you have completed this, please Submit your claim.

After completing your application, please read the declaration and agree.

The final section provides information about your claim and what evidence you may need to
provide. The system will try to list only the actual evidence you need to supply, rather than a
generic list, which should make it easier.
If you are able to, we prefer to receive this evidence online, as it enables us to process and
provide your award faster.
In some cases you may have to hand in the information to Customer Services who will take a
copy.
After submitting your claim you will see the following screen. From here you can print or
save your claim document or just finish.

