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[bookmark: _Hlk106113960]Housing Online – Homelessness User Guides
This guide specifically relates to Homelessness and other information relating to your homeless case.
[bookmark: _Hlk106113017]Should you need help finding your way around other parts of your Housing Online account, please refer to the All User Guides section which you can access by clicking here
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[bookmark: _Hlk106111033]Please refer to the ‘Registering and Logging in Guide’ for details of how to register for the first time and/or log in with a previously registered account.



	












[bookmark: _View_Homeless_Case]View Homeless Case
Once successfully logged in you will see the ‘My Summary’ page as per the below: 
· [image: ]Select ‘Homeless Case Details’
· The ‘Homelessness Advice’ page will show as per the below: [image: ]
· From here you will be able to see if you have an open/closed homeless case.







[bookmark: _View_Personalised_Plan]View Personalised Plan Tasks
Once successfully logged in you will see the ‘My Summary’ page as per the below: 
· The ‘My Summary’ page shows. The ‘My Summary’ page shows. Select ‘Homeless Case Details’.[image: ]
· The ‘Homelessness Advice’ page will now show. [image: ]
· From here, select the ‘Actions’ menu and then select ‘View Personalised Plan’[image: ]
· The ‘My Options Personalised Plan Summary’ page will now show:[image: ]

· From here you can select the different options (located at the top of the page):
· My Completed Actions – this will show any tasks you have been assigned by your Homeless Officer and have previously completed
· My Incomplete Actions – this will show you any tasks your Homeless Officer has assigned you that you need to complete. If they have requested this task is completed by a certain date, then there will be a date under ‘Client Target Date’
· RMBC Completed Actions – this will show any tasks completed by your Homeless Officer
· RMBC Incomplete Actions – this will show any tasks your Homeless Officer needs to complete






[bookmark: _Add_Update_/]Add Update / Comment to Task
Once successfully logged in you will see the ‘My Summary’ page as per the below: 
· The ‘My Summary’ page shows.  Select ‘Homeless Case Details’[image: ]
· ‘Homelessness Advice’ page will show as per the below: [image: ]
· From here, select the ‘Actions’ menu then select ‘View Personalised Plan’[image: ]
· The ‘My Options Personalised Plan Summary’ will now show:[image: ]

· Select ‘My Incomplete Actions.’ This will show any tasks you have been assigned by your Homeless Officer that you need to complete[image: ]
· To add an update/comment to a task, select the ‘Actions’ menu then select ‘Update Action on Plan’[image: ]
· The ‘My Options Update Action on Plan’ page shows[image: ]
· To add an update without completing the task, simply type in your comments in the field under ‘Action taken by Client’ and select ‘Save’. This will then pull through into RMBC’s system where your Homeless Officer will be able to review your update.




[bookmark: _Complete_Task]Complete Task
Once successfully logged in you will see the ‘My Summary’ page as per the below: 
· The ‘My Summary’ page shows. show Select ‘Homeless Case Details’[image: ]
· The ‘Homelessness Advice’ page will show as per the below: [image: ]
· From here, select the ‘Actions’ menu then select ‘View Personalised Plan’[image: ]
· The ‘My Options Personalised Plan Summary’ will show:[image: ]

· Select ‘My Incomplete Actions’. This will show any tasks you have been assigned by your Homeless Officer that you need to complete.[image: ]
· To complete a task, select the ‘Actions’ menu then select ‘Update Action on Plan’
[image: ]

· The ‘My Options Update Action on Plan’ page shows:[image: ]







· Enter any information/comments you want your Homeless Officer to see in the field under ‘Action taken by Client’ then click under ‘Client action completed date’ and select the date you completed the task. Once you have done this, select ‘Save’.
[image: ]

· You will then be returned to the below screen. Your task will no longer show under ‘My Incomplete Actions’ and will have moved to ‘My Completed Actions’. Your Homeless Officer will be able to see any comments you added and the date when you completed your task. [image: ]
[image: ]
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MY SUMMARY

Welcome Miss Tester. Please select a service from the options below
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HOMELESSNESS ADVICE

We offer support and help whether you're homeless or worried about becoming homeless. We'll give you advice based on your own
circumstances. If you are homeless or threatened with homelessness in Rotherham it is important you get the advice you need as soon as
possible. Get advice immediately if you think you might become homeless.

There are lots of services to help you stay in your current home. If that's not an option we can help you to find a different home.

The sooner you get help the more likely you will be able to find somewhere sitable to live, prevent a landlord evicting you or sort out your
debts.

We want to prevent homelessness and we can do this far more effectively if we have the opportunity to help you sooner.

You can find more information on the following link about the help and advice we can offer. If you need any more help you can fill in our online
form Homeless General Enquiry or call us 01709 336009.

The following Housing Options have been generated for you :

Housing Option Status Actions

Relief Reopened Actions -
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circumstances. If you are homeless or threatened with homelessness in Rotherham it is important you get the advice you need as soon as
possible. Get advice immediately if you think you might become homeless.

There are lots of services to help you stay in your current home. If that's not an option we can help you to find a different home.

The sooner you get help the more likely you will be able to find somewhere suitable to live, prevent a landlord evicting you or sort out your
debts.

We want to prevent homelessness and we can do this far more effectively if we have the opportunity to help you sooner.

You can find more information on the following link about the help and advice we can offer. If you need any more help you can fill in our online

form Homeless General Enquiry or call us 01709 336009.

The following Housing Options have been generated for you :

Housing Option Status Actions

Relief Reopened Actions ~

RMRC Privacy Policy RMBC Accessibility Statement
https://housingonline-test.rotherhamcouncil.org.uk/ords/houtest1_selfserv/f...
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