Guide for applicants uploading documents to
their housing application.

When applicants reach page 4 of the online housing application they are given the option to upload supporting
evidence documents.
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Edit your social housing application
Required documents Application progress
¥ou must submit this page in the next 15 minutes ¥ 1. Declaration
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Any changes you make on this form will not be reviewed by 8 member of staff and will be saved.
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You will need to complete each page of the form and submit the final page before our staff will review your
changes. » 4. Required documents
& 5 Curent Property
When you submit this form you will also need to provide the following documents: Details
- Proof of address for both the primary and joint applicant (a bank statement, telephone or ufility bill. benefits letter)
= Proof of identity for both the primary and joint applicant (passport, driving license or identity card) 4 8. Acceptable Behaviour
“ou can either bring copies of these documents to our office, or if you have electronic copies, then you can upload them below - A 7. Ownership/ Equity/
submitting them electronically is fast and easy. Asseis
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For advice on the eligible file types select “What types of attachments are accepted?” and a list is shown detailing

what file types can be attached

ou can also drag snd drop files here

(7)1 [What types of attachments are accepbed?

The following files are allowed:

- doc
- docx

- rif

- pdf

- tif

- CEiff

- irg

- ieeg

- gif

- png

- bmp

- PPEx

= et

The maximum file size you can upload is SMS.

The file name must be S0 characters or less.

There are two ways applicants can add documents to their application. They can either drag and drop a file onto the

Upload documents box, as shown below.
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Or the applicant can click on “Select one or more files to upload”

= Proof of idenfity for both the primary and joint applicant (passport. driving license or identity card) & 8. Acceptable Behaviour
*Wou can either bring copies of these documents to our office, or if you have electronic copies, then you can upload them below - A 7. Ownership/ Equity/
submitting them slectronically is fast and easy. Asseis
Upload documents 4 3. Your Housing Need

& 9. Housing Meed -
Supporting Information

You can also drag and drop files here

ct one or more files to upload

@ What types of attachments are sccepted?

410, Past addresses

Previously uploaded documents al11. Your Preferred Areas

. Jellyfish.jpg Medical Practifioner Report A17 Areac You Can Mot
TT5.TO0KE Uploaded Live

. Penguins.jpg General attachment I Erenau=sA pplcalions
TIT.24 KB Uploaded o .

&14. Birmingham City Counc
Connections

. Test.doc General attachment

2202 KB Uploaded 15, Application

Confirmation

T T

This will then open the windows explorer box from where the applicant can locate the appropriate file on their
computer.
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Once the file has been selected it, it will show in the upload document box

Required documents Application progress

“fou must submit this page in the next 15 minutes ¥ 1. Declaration
¥ 2. Your Details

Any changes you make on this form will not be reviewed by a member of staff and will be saved.
¥ 3. Your Household Details
You will need to complete each page of the form and submit the final page before our staff will review your

changes. » 4. Required documents

& 5 Current Property
‘When you submit this form you will also need to provide the following documents: Details

= Proof of address for both the primary and joint applicant (a bank statement, telephone or utility bill. benefits letter)

= Proof of identity for both the primary and joint applicant (passport, driving license or idenfity card) 4 8 Acceptable Behaviour
“ou can either bring copies of these documents to our offica, or if you have electronic copies, then you can upload them below - 4 7. Ownership/ Equityf
submitting them electronically is fast and easy. Aszais
Upload documents : 4 8 Your Housing Need

& 8 Housing Meed -
Supporting Information

You can also drag and drop files here

ct one or more files to upload

C{ What types of attachments are accepted?

410. Past addresses

m Test.doc Select what type of document this is &11. Your Prefered Areas

22 02 KB ** Please choose **

412 Aress You Can Not
Live

Previously uploaded documents

413. Previous Applications

a14. Birmingham City Council
Connections

415 Application
Confirmation

The applicant is then required to select from the drop down list the type of document being uploaded.
Once this is done press the ‘upload’ button to attach the document



Upload documents

You can also drag and drop files here

Select one or more files to upload

{T“] What types of attachments are accepted?

m Test.doc Select what type of document this is*

22.02 KB

Proof of address
Proof of medical condition
FProof of income
. Seneral attachmeant
PMIDUSW uplnaded documents Environmental Health Officer report
iledical Practitioner Report
Occupational Therapist Report
Approval to Foster Letter
Exceptional Meed Docurmentation support letter
Meeds Assessment

* Carers Assessment
4 Previous Page | Current Care Plan

Wdilitary Discharge papers

llowve on referral form

Proof of Assets/Capital

Letter from EmployerContract of employment
Proof of Further Education/Training

Child Benefit

Proof of serving with HM Armned Services
Proof of ID

Band 1 Owercrowding Verification

S4&F Landlord Confirmation

Once the document has been uploaded it will be shown as below

Upload documents

Select one or more files to upload You can also drag and drop files here

ﬁ What types of attachments are accepted?

n Test.doc General attachment

2202 KB Uplozded
m Penguins.jpg General attachment

TiT.B4 KB Uplozded
Jellyfish.jpg Medicsl Practitioner Report

TTE.TO KB Uploaded

Previously uploaded documents

Once all documents have been attached by the applicant they can then continue with the application form.



Uploading a document from the My Account page

Applicants also have the option to upload documents from the “My Account” page on
www.birminghamchoice.co.uk. This is done by selecting the Upload/Review documents Option

Homnwe Information - q Properties and recent lets search + My to do list (0)

My Account Mr Test Test
Return to My Account summarny
Social housing Active N e
Application reference: HR151206-1  Registration Date: 28/07/2019 Band: Mo Housing Me=d Bty
Award Date: 22/07/2019 Bedrooms Required: 1 State: Active | Click here to logout
Show mors: My contact details
Address

2 Mr Test Test
123 Queensway
Birmangham

Eligible 01 1R
properties

Contact details

Mobie telephone 440000
Edit your Socisl Housing application form | Request closure  l Upload f Review documents J| Eligible properties
Email testiftesting com

Home telephone 00

(7) Click here for help on the My Account page
= Update contact detais

Last login 28/07/2010 13:40

Cookie Policy F

The applicant will then be taken to the upload documents page as seen earlier in the guide. Please use that process

for guidance.

Birmingham
" | City Cogunc:il

Home  Information - C, Properties and recent lets search v My to do list (0)
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Social housing - Document upload Mr Test Test
Please use the upload function below to provide any supporting information for your application. Return to My Account summary
ou can either bring copies of these decumeants to our office, or if you have slectronic copies, then you can upload them below - My messages
submitting them slectronically is fast and 2asy. My bids
Upload documents 4 Click here to logout
- What types of attachments are accepted? Address
Mr Test Test

. 23 Quesnsway
Previously uploaded documents Birmingham

X1




