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Housing Online – Get in Touch User Guide
This guide specifically ‘Get in Touch’. 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: https://www.rotherham.gov.uk/downloads/download/415/housing-services-user-guides 
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[bookmark: _Accessing_Get_in]Accessing Get in Touch
There are five ‘Get in Touch’ reasons where you can contact us online via your Housing Online account. These are as follows: 
· Contact us about your Rent
· Credit Refund request
· Request a Home Contents Insurance claim form
· Request Permission for a Pet
· Request Permission for Tenant Alterations
With th[image: A screenshot of showing the dropdown list with the 5 'contact us' reasons.]
Any online forms not included on your Housing Online account, can be accessed on our website by clicking here: https://www.rotherham.gov.uk/xfp/forms 










[bookmark: _How_to_Submit]How to Submit a Get in Touch Contact - Rent
Once you have successfully logged into your account, you will see the ‘My Summary’ page where you can click on the ‘Get in Touch’ button as per the below:
[image: A screenshot showing the housing online 'my summary' homepage with the 'get in touch' button highlighted.]

The ‘Your Enquiries and Requests Summary’ page will show. Select the ‘Get in Touch’ option as per the below: 
[image: A screenshot showing the 'My enquiries and requests summary' page with an arrow pointing to the 'Get in touch' button on the bottom right of the page.]







[image: A screenshot showing a drop down list with 5 reasons to contact us.]The ‘Contact Us Reason’ will show in the drop-down options list, select the contact reason required.

If you wish to contact us about your rent, then you would select this option from the drop-down options list as per the below:
[image: A screenshot showing the 'Contact us about your rent' reason being selected from the drop down list.]


Once you have selected an option, the ‘Contact Details’ page is visible as per the below:
[image: A screen shot of the 'contact us' form. The form includes one box to provide a contact number and another box to provide details of the enquiry. There is n arrow pointing to the button named 'submit contact.']

Once you have entered all details, select the ‘Submit Contact’ option.
You will then return to your ‘Enquiries and Requests Summary’ screen where you will now see details of the contact you have just submitted as per the below: 
[image: A screenshot of the 'my enquiries and requests summary.' On this page are a list of enquiries that have already been made. There is an actions button to click on in the bottom right.]


[bookmark: _Viewing_Enquiries_and]Viewing Enquiries and Requests details
The ‘Actions’ button at the end of each row of your contact reasons provides you with options to select ‘More Details’ and ‘Upload a Document’ (please refer to the Uploading Documents User Guide).
If ‘More Details’ is selected, then the ‘My Enquiries and Requests Details’ will show as per the below: 
[image: A screenshot showing the enquiry and request details. ]














[bookmark: _Get_in_Touch]Get in Touch – Remaining Forms
The following show the remaining Contact Us Reasons and the relevant information you will be asked to provide on the online form:
[bookmark: _Credit_Refund_Request][bookmark: _Hlk106112034]Credit Refund Request
[image: A screenshot showing the reason for contact us being selected: Credit Refund Request.]

[image: A screen shot of the 'contact us' form for the Credit Refund Request. The form includes one box to provide a details as to who the cheque needs to be payable to and another box to provide the address where the cheque needs to be sent. There is a button on the bottom right to 'submit contact.']
[image: ]













[bookmark: _Home_Contents_Insurance][bookmark: _Hlk106112027]Home Contents Insurance – Request a Claim Form
[image: A screenshot showing the reason for contact us being selected: Home Contents Insurance.]
[image: A screen shot of the 'contact us' form for the Home Contents Insurance Claim Form. There is an option to select to answer the question: Do you require a Home Contents Insurance Claim form?]




[bookmark: _Permission_for_Pets][bookmark: _Hlk106112021]Permission for Pets Request
[image: A screenshot showing the reason for contact us being selected: Permission for Pets Request.]
[image: A screen shot of the 'contact us' form for the Permission for Pets Request. The form includes the question: What type of animal are you requesting to keep at your property? If it is a dog, please include details of the breed.]




[bookmark: _Request_Permission_for][bookmark: _Hlk106112003]Request Permission for Tenant Alterations
[image: A screenshot showing the reason for contact us being selected: Request for Permission for Tenant Alterations.]
[image: A screen shot of the 'contact us' form for the Request Permission for Tenant Alterations. The form includes a box to answer the question: Please provide details of the measurements (if applicable) of the alteration(s) you wish to make to the property.]
[image: ]
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