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Registering for a Housing Online account

1. You need to click on the Housing Online link (circled below) on the Nottingham HomeLink
website: www.nottinghamhomelink.org.uk

HomeLlink e

About Us HomeLink Partnerships

We've changed the way
people join the Housing
Register

Important information if you have a saved but not submitted
application.

Find out more

2. This will take you to the below login page.

(‘s Nottingham Housing
#4 City Homes Online

Login

Welcome to Housing Online from Nottingham City
Homes

Login to your account

Usemame/Emal Address

Istang
Forgot usemame?

Password

Forgot passwora?

Not aiready Registered? Te:

Apply to joint the

3. You need to make sure you have a valid email address and a password of your choosing. If
not strong enough, it will not allow you to proceed and you will be prompted to change it.

4. Look at the separate guides available on these links if you need help to create a ‘Housing <
Online account’
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Log in and create account carefully choosing one of the following options:

‘Not already registered? Tenants can create an account here’: This option is for current
Nottingham City Homes' tenants and current applicants. This also includes tenants who want
to register a housing application for a transfer

‘Apply to join the housing waiting list here’: This is for anyone who is NOT an NCH tenant
or an existing applicant.

Once fully verified, you can go back into Housing Online and log in using your email and
password.

5. Once you have successfully created a Housing Online account you can then log back in and
complete the series of question to see if you are eligible to progress your housing request by
clicking the Housing Options tile.
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Customer Journey Registration
Eligibility Checker

1. The ‘Housing Options’ tile takes you into the mandatory Eligibility Checker questions.

Notti H '
A Si Homes Online

Ay Preferences Logout Home

Do you qualify to join the HomeLink waiting list (Housing Register)

Demand for housing in Nottingham is very high. If you're in housing need, we want to help you find a home that's most suitable for you. To help us with this please answer the questions
to help us assess the best housing option for you. Details of our housing policy can be found on Nottingham Homelink

Please press the Generate My Housing Options button to begin assessing your needs.

Any options already shown have been assessed for

Generate My Housing Options

The following Housing Options have been generated for you

You have no housing options generated against you

2. Choose Eligibility Checker from the drop down menu and click next

Nottingham Housin @ Log Out
| @ City Homes Onling

Advice Reasons

Please select from the list of reasons below the reason that best matches why you need assistance. This will determine the information we need to gather from you in order to
determine which Housing Options you may be eligible for

‘ Piease Select -

Cancel  Next |
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3. This is an example of an eligible applicant and the questions summary.

Question Summary

This is a summary of the answers you have provided. Take a minute to check these through before generating your housing options by clicking on the "Submit Answers' button. Pleasa
be patient whilst the assessment process is taking place as this can take up to 80 seconds. There is no need 1o refresh this page or go back
If any of the information you have provided is incorract this could affect the options that are generated.

The answers you have given us will be used to calculate your housing options. If you think you need to change these select Cancel and Resubmit Answers. This will enable you to enter
the information correctly. Your previous answers will not have been saved and you will need to answer all the questions before resubmitting

Asked to leave by family or
What is your main reason for applying for rehousing? ¥ ¥

friends
Are you a UK Citizen? If you are not a UK / EU / EEA citizen, we will ask you to provide more information before we tell you if you may qualify to join Yes
the housing register
Are you 18 years of age or Over? Yes
Have you lived in Nottingham City for three out of the last five years? Yos
Are you applying as a Single or Joint Applicant? Single Applicant
As you are a single applicant which category is your gross household income in? £15,001 - £25,000
If you have any savings which category are your savings in? £1-£10,000
Are you a Homeowner or do you have a financial Interest in a proparty? No

4. Once answers to your current housing circumstances are submitted it will tell you if you
qualify or not. If you do you will be asked to complete the mandatory tenancy training (link
circled below, in blue).

Nottingham Housin
ﬂ Cltyliomes Onling

My Preferences Logout Home

Do you qualify to join the HomeLink waiting list (Housing Register)

Demand for housing in Noitingham is very high. If you're in housing need. we want to help you find a home ihat's most suitable for you. To help us with this please answer the questions
o help us assess the best bousing opticn for you. Details of our housing policy can be found cn Nottingham Homelink

Piease press the Generate My Housing Options bution 1o begin assessing your needs

Any options already shown have been assessed for .

Generate My Housing Options
The following Housing Options have been generated for you

Housing
Option

Based on the information you hzys pryided you may qualify to join the Housing Register. ——
Eligible Please compiete the mannm submitting your appication. Gnce you have completed the fraining make 2 note ofthe  Assessed | Actions v

number you will be given and cOME Back t i page and you wil be abie to complete 2 housing apgiication fom

Comments. Status  Actions
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5. If you are not eligible to progress to the Housing Application form you will not to be able to
progress any further and will be advised of any suitable Housing Options based on the
answers to your gquestions.

If you are a joint applicant, including couples, you must have a gross income of less than £60,000 (before deductions), Assessod
including any adult member of your household or be in one of the exception categories to be able to join the housing

register.

You can find a private rented home by looking on the internet and searching for 'private landlords' or ‘letting agents in

Nottingham'. Letting websites such as Rightmove and Zoopla provide properties listed by both letting agents and

landlords. You can filter your resuits by price range and location.

You can also rent a home through LiviNG who the market rent arm of Nottingham City Homes, who are able to offer

flexible tenancies so you feel secure in your home. You may be eligible for a Mutual Exchange - where you can swap

houses with another tenant with our permission

**As you are not eligible to join the housing register there are no

Actions ~

Not Eligible

for you to p
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Customer Journey Registration —
Mandatory Training Session

1. You should click on “Your Housing Application’ and complete the training session in full.

Homelink

Wanting to register with HomeLink?

We want to help you find a home that's most suitable for you and is appropriate 1o your housing need,

Demand for housing in Nottingham is very high and we currently have more than 9,000 people on the HomeLink waiting list, waiting for a social home. This means that, depending on your
circumstances, you could be waiting a long time before you can get a home and there may be other housing options that would be more suitable.

This module has been designed to give you realistic advice on your housing options to help you find the right accommodation for you and whether social housing is the answer, as you may
find a suitable home quicker with other options that are available.

For households thal are considered for a home, we wanl you to be tenant ready. If you still want to apply, and you understand that the demand for social housing is increasing, you will first
need to complete the "Your housing application’ module by clicking on the button below.

B 55 = =

Your Housing Application

Hello, and welcome to our e-learning module on your housing application

When you become a Nottingham City Homes tenant or tenant of any of our housing partners, yo

certain conditions, including paying your rent on time, looking after your home and being a good

Our other HomeLink providers will have similar terms and conditions if you are successful ir
tenancy with any of our housing partners.

ned to provide you with realistic hou p advice, things you need to know about tenancies
and rent and how to apply. Where you click forlinks to er websites please click the back button/arrow on
your internet browser to return to the top of the module

At the end of this module there will be a small multiple choice assessment which you will need to pass. Don't

worry, there are no limits to the amount of attempts to complete this. Please have pen and paper to hand as
you will need to make a note of the unique access number at the end of the assesment if you want
to continue with your application for housing
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2. Your unique reference number is displayed on the last page of the training session, make a
note of it as you will not be able to access the Housing Application form without it.

B S5

Click here to be redirected back to your housing application

Previous

3. Click the link circled above to be redirected back to your Housing Online account.
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Customer Journey Registration

Housing Online Application Form

1. You will be redirected back to your Housing Online account to start a Housing Application
Form. Click on ‘Housing Options’.

2. Click on the ‘Actions’ button

Nottingham Housin
@ City Homes On\in§

My Preferences Logout Home

Do you qualify to join the HomeLink waiting list (Housing Register)

Demand for housing in Nollinghar is wery high. I you're in housing heed, we want [0 help you find a home nar's most suilable for you. To help uS wilh Inis please answer the questions
10 hieip us assess the best housing option for you. Details af our housi can be found on Nottingham Homelink

Please press the Generate My Housing Options bution to begin assessing your needs

Any opticns aiready shown have been assessed for

Generate My Housing Optians

The following Housing Options have been generated for you

Housing

mmen Action

Option Comments Status ctions
Based on the informaticn you have provided you may gualify ta joi the Housing R

Engible Please complete the mandatory Tra

3 prior to submitiing your application. Once
number you will be given and come back o this page and you will be able ta compl

\pleted the training make a nofe of the  Assessed
appiication form

9
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3. You now need to input household details for everyone moving with you.

Nottingham Housin
@City“"me’ Onling =
Wy Preferences Logout Home

. ” Dest: D »

People Summary

b | e
of Main Joint

Date Rehous: thnic
FullName o8 Gender NINO Relationship  Applicant Applicant = "’:‘ - ey
Indicator Indicator oo o
Mrs
Moicia 3111011968 Female MA1236548 APPL Y N Y wiwkres & Actions -
Adams
Update Person ©
Acoresses ©

Questions @

4. All the family need to be added. The red exclamation mark below lets you know if there is
more information required. By clicking on the Actions menu you can update person details,
person questions and address history. If you have added someone twice or made an error in
the set up, you can delete and start again by clicking on the bin icon at the end of the person
row. Once all the household are added, you can start the main application form questions
about your current housing circumstances.

Nottingham HousINn
@ City Homes Oniine 8

My Preferences Logout Home

Home Background People

People Summary

Full Name Date of Gender NINO Relationship Main Applicant  Joint Applicant  Rehousing Ethnic Complete
Birth q Origin
Miss
Stevie 31101907 F SN311019C  APPL Y N ¥ wiwires @ ¥ @ o
Nicks

10
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Start of the application form

1. Please check the list of information you will now need to have available to help you. You will
be asked in this next section for the unique reference number from your mandatory training
session.

You will be prompted to answer mandatory questions * if you forget to fill them in.
Click on ‘Start Application’
Nottingham Housin
@ City Hig)l:nes Onlin(ge =
My Preferences. Logout Home

Background Information

-

2. If at this point onwards you click the ‘Save Application’ button as highlighted below the
application number will be generated but the form is not complete. You would then have to go
into the ‘My Saved Housing Application’ tile on your log-in page to complete it.

If you have time to continue you should click on Submit where highlighted below.

Client Questions

Py v @
Please andwer e folowing questions for Mrs Monicla Adans

Have you previously been known by a differend rama? *

bty -

1 oL g nder e SaMme i Esigrod al binh?
Mo

i o maseddl POSE b (0 0 Another addrass? *
iy

Whik |% B Scidire s’

Do you harve 3 disability?
b -

Are o i fecaipl of arry ditability Benelt g OLA, of PIPT *
Mo

11
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3. You now need to enter the unique reference number and select ‘Next' to be taken to a series
of questions. This next section will only be seen by you if you have completed the Mandatory
Eligibility Checker process and also the Mandatory Training session.

My Preferences Logout Home

Home Background People Further Details Declaration

Application Questions

eor | e [EERED)

PLEASE ENTER THE CODE OR REFERENCE NUMBER GENERATED WHEN YOU COMPLETED YOUR MANDATORY TRAINING. YOU MUST ANSWER THE QUESTION
BELOW TO PROGRESS WITH YOUR APPLICATION.

Please answer the following questions

from H

Please enter your unique

4. Screen shots below are what you will see when answering the housing questions

My Preferences Logout Home

Home Background Peopla Further Details Declaration

Application Questions

Back Cancel

Please answer the following questions

PREGNANCY AND ACCESS TO CHILDREN WHO STAY WITH YOU ON A REGULAR BASIS
Are you or the joint applicant pregnant?

No -

Do you or the joint applicant have access to children from a previous relationship who may stay with you on a regular basis?

No ~

12
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5. Continue to click on next to move to the next question.

Home Background People Further Details Daclaration

Application Questions

Please answer the following questions

HM FORCES
Are you a current member of HM Regular Forces or have you been discharged from HM Regular Forces within the last 5 years?

No v
If you are a current member, have you got an expected discharge date?
No v

Are you a bereaved spouse or civil partner of someone who was serving in HM Regular Forces who has recently ceased or who will cease to be entitied to reside in HM
Regular Forces accommodation?

No v

Are you an existing or former member of the Reserve Forces who is suffering from a serious injury, iliness or disability as a result of your service?
No ~

ly Preferences Logout Home

Home Background People Further Details Declaration

Application Questions

Back | Cancel m

Please answer the following questions

SHARING YOUR HOME
Do you share your current home with people who will NOT be moving with you? *

Yes ~

6. Keep answering all the question and click next to continue, you will be prompted to answer
mandatory questions * if you forget to fill them in.

If you click the ‘Save Application’ button the application number will be generated but the form
is not complete. You would then have to go into the ‘My Saved Housing Application’ tile on
the log in page to complete it.

You will finally reach the Privacy Notice page.

13
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7. You must read the Privacy Notice and select the confirm button as ‘yes’ to say that the
information you have entered is accurate, truthful and gives permission for Nottingham City
Homes to use your data for unintended purpose as per the privacy notice.

Homelink Short Form Privacy Notice

We will use the information provided by you for the administration of housing applications. The basis under which the Council uses personal data for this purpose Is that this is necessary

for the performance of a task carried out in the public interest by the Councl or in the exercise of official authority vested in the Council

The information provided by you includes the following special categories of personal data: racial, ethnic origin, religion, philosophical beliefs, health, sexual orientation and criminal

offences.

Information in these categories is used by the Council on the basis that such use is necessary for reasons of substantial public interest, and in accordance with the provisions of the

General Data Protection Regulation and Data Protection Act 2018.

You are not obliged by statute or by contract to provide the information that is specified here.

The information that you have provided wil be kept during the period your appiication Is active until such time a tenancy Is granted, of the application ks terminated, and during the ife of

atenancy until 6 years after the tenancy is terminated.

The information provided by you may also be used for the purpose of any other function carried out by the Councll. Information about these functions and the legal basis on which

Iinformation Is used for them can be found at Nottingham City Councll privacy statement

The Data Controlier is Nottingham City Councll, Loxley House Station Street Nottingham NG2 3NG

The Data Protection Officer is Naomi Matthews. You can contact the data protection officer at Nottingham Clty Council, Legal Services, Loxdey House, Station Street, Nottingham NG2

3NG or data protectionofficer@nottinghamcity. gov.uk
The new data protection law known as the General Data Protection Regulation provides for the following rights as prescribed by the legisiation:

« Aright to request a copy of your information

« Aright to request rectification of inaccurate personal data

« Aright to request erasure of your data known as “the right to be forgotten’

« Aright to in certain circumstances to request restriction of processing

« Aright in certain circumstances to request portability of your data to another provider
« Aright 1o object to of data in certain

« Aright regarding automated decision making including profiling

Please note that If you are unhappy with a decision regarding the handiing of your data you have the right to complain to the Information Commissioners Office at Wyciffe House Water

Lane Wilmsiow, Cheshire SKO5AF and aiso see the Information Commissioners website

For more information about these rights please refer 10 our detalied privacy statement at Nottingham Ci ncil privacy statement

8. Then click on ‘Submit’.

Declaration

| caciare that the information | have given i3 correct and compiele

| endertake to inform the Coundil ! housing association of any changes in my
CrEUMAtANCES &5 S00N A8 [Ny ik place

| that it | give ary that i taise o incomphets, | am
commiiting an ofence sexd that legel sction may be taken 10 Bring my tenancy to
w1 ond. recalting In my eviction

| give permission for the Council or their data Brocessor to contact any social
wOrker. officer. BUrse, of ohar sillar workir to
discuns sy application In Seder 10 Aty my housing nesd

| give permission for the Council or their data processor to make any enquiries
necessary 1o verify and / or asaess my heusing application,

The of this app g printed names witl be
accepted o5 a valld housing application.

Confirm
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9. The questions are now completed. Your reference number is now generated.
Click on ‘Done’ as circled below.

Nottingham Housing Rebeoe]
@ City Homes Online
My Preferences Logout Home

Housing A rm Save and Submit Confirmation

Thank you for your saved or submitied appiication. your reference number is 1064069

SAVED APPLICATIONS

1 you saved your appiication. i is not compiete. You vl need 10 go back info your Housing Online account and complete your appiication form in ‘My Saved and Submitied Housing
Appicabons’. Under the heading 'Status of Appication It wil 33y ‘saved awalting your completion’, Under the ‘Action” button, there will e an cption 1o compiete appiication’

Please note that saved appications wil only be available for 28 days trom the date # was saved. Any applications not completed and submitied vathin this timescale vill be
automatically rejected and a new appikation will need 1o be started

SUMBITTED APPLICATIONS

H you fully completed and submitied your appication - this can be checked by going into My Saved and Submitted Housing Appications’, where the status vl show as 'Pending
assessment by Momednk Tean. However, assessments can only be completed once all of the relevant proof of ID and supporting documentation has been received

1 you have supporting documents that you need to 3end o s, you can take a clear photo of each one and emall us qUOting your application reference number in the emall
subject heading, and including your name, address and date of birth. Or, you can post them 1o Nottingham City Homes, PO Box 10658, Nottingham NGS 9NW

PLEASE NOTE - YOUR APPLICATION IS NOT ACTIVE UNTIL YOU RECEIVE A REGISTRATION LETTER AND YOU WILL NOT BE ABLE TO BID ON ANY PROPERTIES UNTIL

YOU HAVE RECEIVED THIS

You must send us your identification immediately so that we can use it to help us to process your
application. You can send photos and scans of your identification by email to
homelinkidentification@nottinghamcityhomes.org.uk

To check what documents you need to send in, go to this page on the HomeLink website to help
you: https://nottinghamhomelink.org.uk/key-links/advice-and-support/useful-links-and-
documents/documents-youll-need/

Once your application is submitted, it'll be assessed in date order to see if you qualify to join the
Housing Register and what priority you're given. Due to the number of applications we receive,
this may take a number of weeks. We will confirm the decision to you in writing once it's been
assessed.

Please refer to our Frequently Asked Questions on the HomeLink Website if you have any
guestions about the process: https://nottinghamhomelink.org.uk/key-links/fags

15
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Customer Journey Registration —

Tips to assist you

1. Ifyou try to log in on ‘My Saved Housing Applications’ and you have not completed one this is
what you will see.

Nottingham Housin ——
@ City H%mes Onling
¥ Preferences L ——

My Self Service Applications Summary

Please select number of rows

Piease Select hd

No Selt Service Applications Avatable currently for completion

2. You also have the option to save the application so you can come back and complete it later.
See examples below; the top one is fully completed and pending assessment and the second
one needs finishing off by you and submitting to the Homelink team

My Self Service Applications Summary

Please select number of rows

Please Select v

Your application Name of

Date application R
Tilorence & nt Address el Status of application Comments Actions
52 Witching Street, St Anns, Nottingham, Z Pending acceptance by
101364 X Al 14-0CT-2021 = -
013649 MRS M ADAMS NG2 6MA -OCT-202 eLink Team Actions
1013629 MRS MADAMS 226‘2“5'(:“;"9 Steet, StAnns, Nottingham. 4, cT.2021 Saved awaiting your completion - Actions ~

Complete Application

16
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After logging back in to your Housing Online Account, go into ‘My Saved Housing
Applications’, click actions then complete application. You will have to keep pressing next
through all screens already done to reach the point where you left it. It does not take you back
to the point you saved and exited the application.

3. You will be prompted during the Housing Application Form to answer mandatory questions * if
you forget to fill them in.

4. This is what you will see when the advert is not live, provided you have an approved Housing
Online account and Housing Application form.

Nottingham Housin
@Cityl-lomes Onlmg
My Preferences Logout Home
Welcome

Actions ~
This list has now closed

5. Take a photo on your phone of your registration number it will help you to remember it.

6. Housing Online Account — Take a photo on your phone of the screen to keep a record of your
memorable question and date information.
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