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Instructions for applying to South Holland 

District Council’s Housing Register  

Registering for your Housing Online Account  

• Please register using one of the following options:  

 

 

 

 

o Log in is for those who have already registered using the housing online portal.  

o New Customer registration is for people who have never previously given South Holland 

Housing their details.  

o Existing tenants and applicants sign up is for those whose details are already in our 

system- this includes existing tenants, anyone who has previously had a housing 

application with us (included those which are now closed) and anyone who may have 

been on someone else’s housing application. If this applies to you, to make an account 

you will need your tenancy reference number (current tenants) or please contact 

hadmin@sholland.gov.uk for your person reference number. 

 

Generating your Housing Options 

mailto:hadmin@sholland.gov.uk
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• To begin your Housing Register Application, please click on the “My Housing Options” link on 

your tenants portal dashboard. (This dashboard can be accessed via the “My Dashboard” 

button at the top of the page at any time.) 

• You will be taken to a screen where you are given three options:  

o Current Tenant Transfer – This is the option for current SHDC tenants wishing to 

move to a different property within the district.  

o Housing Register Enquiry – This option is for those who would like to complete a 

housing register application but do not need any further advice or assistance. This 

guide is for those who are making a housing register enquiry. 

o Housing Advice – If you are homeless or being threatened with homelessness, or 

have another issue you require housing advice for, please use this option.  

 

• Once you have decided which option is the best for you, please click on “Generate My 

Housing Options” 

 

• Please select your advice reason from the drop down menu:  
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Making a Housing Register Enquiry – Pre-Assessment 

• Once you have begun your enquiry you will be taken to our pre-assessment questionnaire to 

establish if you are eligible to join the housing register. Please select an answer to all of the 

questions on the page, and then click the “select next to complete further questions” page.  

 

• If any of your answers mean you are ineligible for the housing register, there will be a 

message explaining you are currently ineligible. You do not need to submit your answers in 

this case.  

 

• For some answers you may be given different advice messages. Please follow the guidance 

given to you on the page. You do not need to submit your answers in this case.  

 

• If you are deemed to be eligible you will be shown the below message. Please select 

“confirm” from the drop down menu and “select next to complete further questions” 

 

• There will be no more questions, Please select either submit or “select next to review 

answer summary.” If you select to view the answer summary, please check your answers 

and click “submit answers” 
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• Once your answers have been submitted, the option to complete a housing application will 

become available for you. Please select “Create New Housing Application form” in the 

actions drop down.  
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Applying to the Housing Register 

• You will then be taken to the “apply for council housing page” Please select “next” 

• Please read the information provided on the next page, especially the details on the 

evidence you will need to provide. You will need to upload this for your application to be 

valid. Once you have read the information, please select “next” 

 

• If you need to leave your application at any time please click “save progress” as this will 

allow you to come back to it later.  

 

• The next page will be a people summary. To complete the details for yourself, please select 

the “actions” dropdown menu. You will need to complete each section for each person 

involved in your application. Once a section has been completed, the red exclamation mark 

will change into a green tick.  
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• Once you select “Enter person details” You will have a pop up which has a series of fields 

relating to that individual person. Please complete the details about any other people in 

your household accurately. Once you have completed the details for that household 

member, click submit.  

 

 
• You should now be back on the “People Summary” page. Clicking on “Address History” in the 

actions drop down menu will take you to a new page. Please click on the actions drop down 

and “update address” this will allow you to add an address. Please add addresses for each 

person for at least the last 5 years. Please do not add an end date for your current address. 

You can add more addresses using the “add address” button.  

 

• Once you have added addresses for the last 5 years please click “done” 
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• Back on the “People Summary” page, clicking on the “declaration” in the drop down menu 

will take you to another page. You will need to confirm the person details are correct for 

each person on the application. Select “Agree” from the drop down then “submit” 

 

• Once the details are complete for each person there will be a green tick under “details 

complete” next to their name.  

 

• Once you have added all the people who will be living with you in the property you are 

applying for, select the “next” button. 

• The next few pages have questions that are about you. Please select an answer to each 

question from the drop down menu, and select “next” on each page. Questions with a red 

asterisk (*) require an answer.  
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• Some questions may not have drop down menus for answers. If the question requires a 

calendar answer, please enter this using the button and the pop up calendar, or enter 

the date in the format DD/MM/YYYY. 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Some questions may also have text fields. If the question applies to you, please type in the 

field a description answering the question. For example, to answer “what type of pets?” you 

may state “two medium border collies and a large ragdoll cat.” Please make sure to answer 

these questions if they apply to you.  

 

• When entering monetary values, please enter these simply as the number, for example 

“10000” do not include commas or pound signs, these are not necessary.  

 

• When you reach the “Area Preferences” please select the areas of the district that you 

would be happy to live in. If you are happy to live in any area of the district, please select “All 

Locations” – there is then no need to select any of the other areas.  
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• When you reach the “Housing Application form Declaration” please read the declaration and 

select “Agree” from the drop down menu. You can then select “submit” 

 

Saved Applications  

• If at any point you saved your application, 

you can completed it by selecting the 

“Saved Housing Register Applications” 

button in the very centre your dashboard. 

Here you will see a list of incomplete 

applications.  

 

• You can complete your application by 

selecting the drop down “actions” menu next 

to the application you would like to complete, 

and clicking “complete application” 

 

• This will take you back to the “People 

Summary” Screen, where you will need to 

complete the declarations again. You can do 

this the same way as described above.  

 

• The application will then take you through the same questions, but your answers will have 

been saved. You can check your answers and continue through to the point you saved your 

application by clicking “next” 

Uploading Documents  
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• Please make sure you upload all the required documentation for your application, otherwise 

your application is incomplete.  

 

• You will need to upload the following:  

o Proof of identification for each member of the household, including children.  

o Proof of National Insurance Number 

o EEA nationals need to provide proof of settled or pre-settled status 

o Non-EEA nationals need to provide proof of immigration status 

o Proof of financial status  

o Proof of employment status 

o Proof of living circumstances.  

 

• More information on what we accept for the above is on 

the first page when you make a new application.  

 

• To upload these documents from the dashboard please 

click on the “My Documents” button.  

 

• To upload a document click Upload in the bottom right corner of the page. 

 

• You will need to choose your file from your computer. Once this has been done please select 

the document type for the file you have selected from the drop down menu.  

 

• Once you have chosen your document and document type click “upload” 

 

• From this screen you will then be able to see which documents you have uploaded, and can 

select “upload” the upload more.  
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• You can also upload documents through “My Saved Applications.” 

 

• Click on the “My saved applications” button in the middle of 

your dashboard. On the “My Saved Applications Screen” you 

can then select the “actions” drop down menu next to the 

relevant housing application, and “upload document”  

 

• You will then come to the “upload documents and files” 

page. You will need to choose your file from your computer. 

Once this has been done please select the document type for the file you have selected from 

the drop down menu.  

 

• Once you have chosen your document and document type click “upload” 

 

• This will take you back to the “my saved applications” page, where you can follow the steps 

again to upload more documents. To see the documents, return to your dashboard and 

select the “my documents” button. You will then have a list of your uploaded documents.  

 

• Once your application has been accepted you will see it in the “My Accepted Applications” 

page.  

 

Forgotten your password or memorable information?  
 
If you don't know your password or security question answer you can reset them following our 
guidance below: 
 

• Forgotten your password? 
You can reset your password using your memorable information. To re-set your password, 
select 'Forgotten password?' on our housing registration page. On the next page, enter your 
email address. Once you have received an email from hadmin@sholland.gov.uk, follow the 
link to reset your password. You have 2 hours to do this, so make sure you check your junk 
folder for the email. You will need to enter your memorable answer, which will then allow 
you to reset your password. 

 

• Forgotten your memorable information? 
If you cannot remember your memorable information, please 
email hadmin@sholland.gov.uk. We can send you a link to reset your memorable question 
and answer. 
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