Step-by-step guide

oW to book repairs,
update your details and
0ay your rent online at

MySouthway

S southway
# Southway




VWe've created this step-by-step
guide to help you:

book a repair 24/7

check repair status and history
pay your rent

check your rent balance

update your details

access your tenancy documents
get in touch at anytimel

southwayhousing.co.uk
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Section 1

How to register

It is important for us to keep in touch with our automatically and can communicate with you

tenants, and for you to be able to contact us. this way. You can also contact us on
The quickest and easiest way for us to do this the website via the portal too.
is online.

If not, you can also get in touch by emailing
We are urging our tenants to sign up to our connect@southwayhousing.co.uk to let us
tenant portal (see how in this leaflet) — this know your contact email address.

way we will have your email address
Already registered? Skip to Section Two

‘How to log-in’ on page 6.

y @

Login &

b =i
5 & Southway

Home & Tenancy Support & Services Ask a guestion

Your account

View rent statements or make a payment, book a
repair and more. Full online access to tenancy
management 24/ 7. Your personal one-stop area
for Southway’s services.

Click here to log-in or register !

Accessibiity Options &

MySouthway
[E
Welcome to your onlife account.
Register today Log into your
account
Email Address
About MySouthway
Password
MySouthway is for all Southway tenants
NOTE: Existing portal account holders (from
our previous website) - please Log in with Log in now
your usual details, and you will be
prompted to create a new password.
With MySouthway you can: Forgotten your password?




Step (1

To register for the tenant portal go to
www.southwayhousing.co.uk and click on
the ‘Login’ button at the top of the page.

Step (2
Click ‘Register today’.

Section 1

Step (3

On the ‘Register today’ area you will be asked
for your name, email address, date of birth,
tenancy reference number and postcode.

When creating your password — make sure
it's memorable!

MySouthway

Welcome to your anline account.

Login now

About MySouthway
MySouthway is for all Southway tenants

NOTE: Existing portal account holders (from
our previous website) - please Log in with
your usual details, and you will be

prompted to create a new password.
With MySouthway you can:

check your rent account
print a statement
report and track repairs
update your details

and much more....

Register today

First name e.g Harry

Surname e.g Potter

Email &.g harry@hogwarts.cam

Date of birth e g07/1980

Tenancy ID e.g 52003 |

, PostCode ¢ g (4

Password Use letters, numbers, and
capital letters

Confirm password

Register for an account

You can find your 13 digit tenancy ID
number on your tenancy agreement,
on the front of your rent card and
also on old rent statements. If you
can't find your tenancy reference
number please contact us.



Logging in to the secure portal

To log in to your MySouthway account,
click on ‘Login’ on the homepage and then

just enter your email address and password.

Then click ‘Log in now’.

2 MySouthway

Welcome to your online account.

Register today I Login now ‘

About MySouthway
MySouthway is for all Southway tenants.

NOTE: Existing portal account holders (from

h

our previ ite) - pl Log in with

your usual details, and you will be

prompted to create a new password.

With MySouthway you can:

check your rent account
print a statement
report and track repairs
update your details

and much more....

Log in to your

Email Address

Password

Log in now

.

account

()

S

@)
oy

Forgotten your password?

Change your password here




Section 3

How to pay your rent
and check your balance

The ‘Account’ section in your dashboard*

allows you to:
When logged in, you can pay your rent

_ in the ‘Account’ section of your dashboard
View your most recent payments by clicking on the ‘Make a Payment’ button.
View a rent statement for any time period

View your current balance

Pay your rent

/‘—\

& & Southway Home Account Repairs My Documents More
=
Afternoon, John )
(5]
%) =) Aa
Account Repairs Notifications Fy
Current Balance Manage repairs for your tenancy There are currently O

£0.00 0 unread

View yol | Repair View
statemen ; Payment | Status/History Report a Repair Notifications
(@ [E:
\|\|\\\\‘ 4
Profile My Documents Contact Us
Manage your profile Important documents about your Send us a message and we'll
1enancy respond asap.

Stay up to date

View Your View Send message
Profile Documents

Your dashboard as shown

in the example page above,
is where you can find all your
online services.



...Continued How to pay your rent and check your balance Section 3

You will now be re-directed to the external

‘allpay Internet Payments’ site. If you haven't yet registered with allpay, please

You will now need to sign in with your do so by clicking ‘Register’ on this page.

allpay details. You will need your 19 digit PRN number,
which can be found on your allpay rent
payment card. If you don’t have this please
contact us. Once logged in just follow the
simple steps to make a payment.

allpay

Welcome to Internet Payments

Enter your email address:

dedres: T

Enter your password:

Forgot password?

Register |

MNeed fielp?

woesscted | . @D VISA 2EE
i .
try Data Securky Standard (PC1 D5S) g # I i

red company address e . |2

Corporate site Contact FAQ Privacy Terms Cookies




Section 3

You will be displayed with your current balance
Step (1 and a history of your most recent payments.
You can filter the results to show different
payment dates and you also have an option
to print out your statement.

In the ‘Account’ section of your dashboard
click on ‘View your statement’.

2 & Aa

Account Repairs Notifications &3

Current Balance Manage repairs for your tenancy There are currently O

£0.00 0 unread

ake a Repair View
| Jayment Status/History Report a Repair Notifications

/

/

Home Account Repairs My Documents More

Account

£0.00 (in credit)

Your account is currently £0.00 in credit

Pay now

Some payments may take a couple of days to show in your account. If you are
struggling to pay your rent, please contact The Customer Hub.

Filter results:

Starting date: End date:
02/09/2019 02/12/2019 Update

Summary Date Amount Balance

_ Payzone 0en1/19 £14.00 £0.00

() payzone 0811119 £14.00 -£14.00

( : Bounced rent cheque 2510019 £142.80 £0.00

Bank Transfer Direct 2211019 £142.80 -£142.80
7) Brought Forward Balance 01/09/19 £0.00 £0.00

Print statement




How to book a repair

The Tenant Portal allows you to log Step‘
non-emergency* standard day-to-day repairs Click on the ‘Book Repair’ button
around your home in five easy steps. Below,

when logged in.
you can find out how to book your repairs.

. P‘.--_‘-‘\
Cﬁ Southway Home Account Repairs My Documents More If_;;?i
&
Afternoon, John — .
&4
()] & s
Account Repairs Notifications 5
Current Balance Tell usyougissue. and we will be in tauch There are currently O
£0.00 0 unread
View your statement I Make a Payment View Notifications
(@
w I
Profile My Documents Contact Us
Manags your profil mponant documents about your tenancy nd us a message and we'll respond asar
\\ Cie e pu .y j

An emergency repair is something that can
cause danger to your own or others’ health
and safety, could cause further damage to
the property (i.e. a leak). Or any repair if you
are a vulnerable tenant.

These will be dealt with within three hours.
For an emergency repair call 0161 448 4200.

10



Section 4

Step 2 Example|

You can either search for the type of repair In the example below we are raising
you require or click on the relevant repair area. a boiler repair, so we clicked on
Each further selection you make will narrow ‘Heating (Gas or Electric)’ then ‘Boiler’

your options, helping you pick the right repair. and finally ‘'No heating and NO hot water’.

Continues on next page

Home Account Repairs My Documents More

=
Report a Repair .
&=
Smell gas? Call 0800 111 999 now. If your repair may be an emergency (immediate health & safety e

concern) check this list.

IMPORTANT: Currently, when raising your repair, the calendar will populate but there may be a
delay; please kindly wait for the of to appear to pi the process.

Type faulty ite

here e.g. 'boiler' 'roof' or fault type 'leak’ 'block’ clear %

Roof and Chimney

Gutter / Drain / Downpipe

Heating (Gas or B

Gas fire

Radiator ectric heater / fire

Electricity, Lighting & Power

Plumbing & Water (inc. Shower and Bathroom)

Kitchen

Doors and Windows

11



...Continued How to book a repair Section 4

= ,.—-———-\
) Southway Home Account Repairs My Documents More
o
Report a Repair
)
. . Aa
Heating (Gas or Electric) - Boiler (edit)
What is the problem with your boiler?
Boiler is not working, noisy or leaking jeating not working
Mo heating but | DO have hot water No heating and N@hot water
Step(3
You will then be given a summary of the Click ‘Confirm and continue’ and then
repair you are about to order. Here you can ‘Schedule your repair(s)’ in order to schedule

add some more information about the repair a date and time for your repair.
or choose to add a photo.

Home Account Repairs My Documents More

,——-—\
& ) Southway

Summary of Repair

Eoiler (edit)

Heating (Gas or Electric)

What is the preblem with your boiler? - No heating and NO hot water (edit)

You can add more information or a photo below (optional). Once ready, click

"Confirm and continue"

Enter further information here if necessary...

Photos of the issue can help us; if you have one, upload it here. {Max 10mb)

Choose a photo Add image

Confirm and contifiue

12 N/




s

. §0tnhway Home Account Repairs My Documents More
Jousing Trus

L]

") Nearly there

Ready to pick a date for your repair? Click the "Schedule your repair”
button now.

Require more repairs? If yes, click appropriate option ("Raise similar repair”
e.g. two gutter issues. "Raise different repair” e.g. No hot water and a broken

door.) Your progress is saved.

o ) by

Schedule your repai’ ) Raise a similar repair Raise a different repair

Repairs ready to schedule:

x 0

Heating (Gas or Electric) > Boiler — Whatis the problem with your boiler? —* MNo heating and NO hot water

If yau wanit to remove this repair click here remove

Aa

13



...Continued How to book a repair

Step 4

Choose the time and date that suits you
and click ‘Reserve Slot’.

Step (5
To confirm the time and date selected, click
on the ‘Confirm this time slot’ button.

Section 4

That's it, you've booked a repair!

If you want to re-schedule or cancel the repair,
just click on ‘view your repairs’ or go back in
to the repair section via the dashboard.

Home Account

_-——“_"\
& @ Southway

Schedule your repairs

than one repair, we'll go through them one by one.

Repairs to be scheduled: Choose a day:

Monday 9th Dec 2019

Slots available

(7} Heating Engineer repairs (in
progress)

Boiler Tuesday 10th Dec 2019
Slots available

Wednesday 11th Dec 2019

Slots available

Thursday 12th Dec 2019

Slots avallable

Friday 13th Dec 2019

Slots available

Saturday 14th Dec 2019

Unavailable

Sunday 15th Dec 2019

Unavailable

Previous Week

Repairs

To book a time slot, start by choosing a day that suits you. If you have more

Next Week

More

My Documents

Available time slots:

08:00 - 153 Reserve slot

08:00 - 12:00 L Reserve slot_id

10:00 - 14:00 Reserve slot
15:30 - 17:30 Reserve slot
12:00 - 15:30 Reserve slot

14



( D

0@ e,
. So“th‘_”ay Home Account Repairs My Documents More
L ]
the
/) Schedule your repairs .
55|
Aa
To book a time slot, start by choosing a day that suits you. If you have more
than one repair, we'll go through them one by one. @
Repairs to be scheduled: Choose a day: Available time slots:
Heating E irs (i Monday 9th Dec 2019 . ..
@ p:m:: ngineer repairs (in s @ 08:00 - 15:30
Boller Tuesday 10th Dec 2019
Stots available O 08:00 - 12:00
) Wednesday 11th Dec 2019 @
Thursday 12th Dec 2019
Slots available
Friday 13th Dec 2019
Slots available
Saturday 14th Dec 2019
Unavailable
Sunday 15th Dec 2019
Unavailable
Confirm this time slot
11th Dec 2019
Previous Week Next Week 08:00 - 15:30
>
a N
0@ /"—\
. so"ﬂ'“_"ay Home Account Repairs My Documents More
L ]
&
(e 1 .
7= Thanks, we've scheduled your repairs .
&
Aa
Our team will check your appointments to make sure everything goes to plan,
we may get in touch if we have any further questions. In the mean time, you [%
can check the progress of your repairs in the repairs section.
@ Heating Engineer Visit: 11th Dec 2019 | 08:00 - 15:30
Tasks to be completed:
= Boiler
return to the dashboard | or l view your repairs .
\__“/ )

15



Repair Status and History

This page offers you a summary of all the
repairs you have logged. You can find out

when jobs were initially logged and their

status. You can also filter the results to search

for historical repairs.

16

Section 5

.—F‘ﬁ\
& @ Southway

Repairs

Home Account

Repairs My Documents

You can log and track a repair online. This information updates every 24 hrs.

CANCELLATIONS: As our site is new, the cancellation functionality is under

construction. Please contact us if you need to cancel a repair. This function

will be working shortly. (Rescheduling a repair via the website does work.)

Report a repair

Filter results:

Starting date: End date:

18/11/2019 03/12/2019

BOILER:REMEDY Status
FAULT TO Job reported
CONTROLS

G0110637

Summary - 710009 (ALL):

Logged Scheduled
03/12/19 11/12/19 08:00 -
15:30

More
B
)
Aa
reschedule




Section 6

Your profile, Documents
and Notifications

Click on “View your Profile’ in your

This section enables you to update your dashboard when logged in to your account.
contact details such as your phone number
or email address, as well as change your
password to log in to your account.

You will then be taken to a section that allows
you to update your details.

@ [E

Profile My Documents Contact Us

Manage your profile Important decuments about your Send us a message and we'll

tenancy respond asap.

o
Documents

: ./"'_'\
. Somhway Home Account Repairs My Documents More
g:_,
My Profile
(1]
&9
Welcome to your profile. You can update your telephone number or email Aa
address here.
If you want to tell us about household member changes, please contact us. @
Contact Us O

Tenancy reference

9990000417102
First Name: Finance
Tenancy address
Last Name: Beware Finance Dept 2nd Floor, Aspen House, 825

Wilmslow Road, M20 25N
Date of birth: 01/01/19920

Tenancy start

02 July 2018

Mobile Number

07597394173 Household members

Finance Beware
Home Telephone Number

0161 448 4200

Work Telephone number

17

Please note: if you change your email address you will

need to sign in again for security purposes



...Continued Your profile, Documents and Notifications

If you want to request documents to be
uploaded to this section of your account,
such as a copy of your tenancy agreement,
you can send us a message via this section
to request this.

Section 6

Click on ‘View Documents’.

Then using the form fill in your details
along with a short message to tell us what
documents you require.

Stay up to date

View Your View
Profile Documents

Profile My Documents Contact Us

Manage your profile Important documents about your Send us a message and we'll

=

respond asap

Send message

your response via e-mail.

portal for you.

Name *

John Smith

Email address

SouthwayTenant729@Gmail.com

Address *

Account Reference Number

9990000417102

What is your query? *

18 Add photo or document (optional)

Choose Files no files selected

,.-———-\
) Southway Home Account Repairs My Documents More
F
My Documents .
[=5]
If you want a document (e.g. your tenancy agreement) - just use the form Aa

below and we'll get in touch with a copy of the document. You will receive

NOTE: If your request multiple documents, we can store them here on the




Section 6

anything important relating to your tenancy
and will not just rely on this method of
communication.

Periodically, we will notify you about
something that is happening at Southway
or about something relating to your tenancy.
Keep an eye on this section to see if we have
sent you a message.

Click on ‘View Notifications’ if you notice
that there are any unread messages.
Please note that you will always be contacted

directly if we need to speak to you about

/‘—\
) Southway Home Account Repairs My Documents More
=
Afternoon, John )
(5]
%) £ Aa
Account Repairs Notifications
Current Balance Manage repairs for your tenancy There are currently
£0.00 0 unread
in credit

View your Make a Repair View
statement Payment Status/History Report a Repair Notifications

® |E
Profile My Documents Contact Us

Manage your profile

Stay up to date

View Your
Profile

Important documents about your

tenancy

View
Documents

Send us a message and well

respond asap.

Send message

19



How to contact us online

This page allows you to contact us with any

queries or issues directly.

Go to the ‘Contact Us’ section on your
dashboard and click ‘Send Message’.

—~
(@)
( ® )
N

Profile

Manage your profile

Stay up to date

View Your
Profile

My Documents

Impertant documents about your

tenancy

View
Documents

Contact Us

Send us a message and we'll

"‘_'"'\
QQSouthway

Contact Us

Home

below to submit your details.

Account Repairs

If you'd like to get in contact with us for any reason, please use the form

My Documents More

Name *

John

20

Email address

Address *

9990000417102

What is your query? *

SouthwayTenant729@Gmail.com

Account Reference Number

Add photo or document (optional)

Choose Files |no files selected




Chat with us on Messenger

Have a question? We'll answer as soon as
we can. Monday to Friday, 10am to 4pm online
on our website.

~

southwayhousing.co.uk

et In touch with us via
Facebook or Twitter, from
10am to bpm or leave us a
message, any time of day

We post daily on Facebook and Twitter to keep
you in the loop; posting about local events, money
management, job opportunities and we also offer
great competitions and freebies.

So if you're on Facebook, Twitter or Instagram
— Like and Follow us!

O v

southwayhousing @southwayhousing

21



€ southwayhousing ¥ @southwayhousing

Southway Housing Trust o N
Southern Gate, 729 Princess C\\ Southway

Za\
Road, Manchester M20 2LT ‘





