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Tenant Portal — ‘Setting up Your Account’ Quick Guide (PC Mode)

0 Open the Tenant Portal Webpage -

9 From the sign in page, click ‘Don’t
have an account’

(ﬁgn into your account

Email Address

Email is required

Password

y

Click ‘Yes, | am currently a tenant
of your organisation’

Forgotten your password?

Don't have an account?

©

Do you currently rent a property from us?

Yes, | am currently a tenant of your organisation

No, | am not currently tenant of your organisation

Need Help? Contact us on:
iy 01 820 0002 or
supportdesk@neha.ie

Enter the required information on
the registration page & click Register

o

Enter Registration Details
Please complete all mandafory information marked with & *

Date of birth *
B osiosiess
Surname *
ENTER YOUR SURNAME HERE

Tenancy referance * @

ENTER YOUR ACCOUNT REFERENCE HERE

Activation code * @

ENTER THE UMIQUE CODE ISSUED TO ¥OU BY HORTH & EAST

ENTER THE CODE DISPLAYED ON SCREEN

& 0

ﬂ The same email address cannot be used to register
more than one account

2. Make a note of your security question & answer as
it will be required in the event you forget your
password

3. Passwords must have at least 8 characters &
contain upper/lower case, numerical & special
characters (!, #, %)

4. You must take all responsible steps to prevent

misuse of your security / password credentials /
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e

Enter your email, account password
& set a security question that you
will remember! Click Finish

Your Details
Please complete all mandatory information marked with a *
Title Mr
First name Blueish
Surname Whale
Date of birth 05/05/1953

Account Details
Email *

it@neha.ie

Confirm email *
it@neha.ie
Password *

Confirm password *

Secret guestion *

What was your mothers maiden name? v

/

Registration Successful!
Registration Confirmation

Secret answer *

Secret answer is required

(6 You can now login with your email &
password on the Portal Home Page

fﬁﬁ North & East
‘QJ Housing Association
Building & Supporting Communities
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Tenant Portal - Home Page Quick Guide (PC Mode)

o Click here to view your (%, North & East Click here to view your
downloaded statements St personal information

(contact number, email,

change portal password)

® otification / Alert , or to logout
Window. Click the x to close. Im portant Information
Note: At present, this window O an( e
will only show if your account Cotaysccont
IS In arrears
Welcome, Tenant’s Name © Click here for further rent
account details — account
© Account Overview. Shows Overview | ”;:t‘:evrls\?v”;:j:'rjst”
your currgnt balance, no. e orosaoz transactions, household
of repairs due & last (/K ' S o members or download a
payment details P O _ Outras s P statement
@ Click here to log a repair € &
request or view repairs Log a Check my Click here to download a
already logged : statement (enter your
repair account required statement period
dates e.g. 1mth / 3mths
9 Click here for a quick
overview of your property
or to view repairs logged A _&ﬂ

My property My cases Download a
statement

Click here for a summary
view of customer care

cases that are open on m North & East
your account ‘QJ Housing Association

Building & Supporting Communities
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Tenant Portal — ‘Check my Account’ Quick Guide (PC Mode)

P

a
Check my erview/Agreement Datails ( Account e
account

Click here to view your

Check my account

2"3’ Agreement e e e recent transactions
o Main Property - ::Is::::”e{emme ﬁ‘fﬂ:E " (Charges’ payments or
) €1298.21 Debit @ f’tatus adjustments)
Overview of your Rent category Start date Fen

Residential Rented 21/03/2016
Agreement Type é Type Fixed term end date /

Rental N/A K
Tenure type End date YY)
Long Term N/A
No. of assignments View Transactions
1]
No. of exchanges
(2 g
No. of successions
o ¥ .
Shows names of all e Click *®* for further
. Download Statement H H
tenants listed under your details on a transaction
agreement e—>y line
Household Members
N N
ame ame IewAGreement Details T1an: 00N
Your Name Other Household Name
Gender Gender
Woman Woman Transaction Date Type Total Value Balance View Transactions
Date of Birth Date of Birth 18/01/2021 Charge €26.16 Dr €1298.21 Debit
01/01/1979 11/03/2011
Age Age 18/01/2021 Charge €8.00 Dr €1272.05 Debit
42 9 11/01/2021 Charge €26.16 Dr €1264.05 Debit
Tenant Tenant

Yes No fverview/Agreement Details/ [ransactions 1170172021 Charge €8.00 Dr €1237.89 Debit L
j 04/01/2021 Charge €26.16 Dr €1229.89 Debit Lol
Treneaction Toral View 0410112021 Charge €8.00 0r €1203.73 Debit e+
Date Value Transactions
9 28/12/2020 Charge €26.16 Dr €1195.73 Debit ~ =es

‘Yes’ Indicates name of Tenancy Holder : os0n 000 ees .
‘No’ indicates household member only (not sz 5100 awe 6 Click § and sss for
agreement holder) . — further details on a
® viewing transactionson | ° - transaction line
your mobile phone, | * <€
presents this screen: | ¢ 7"

e 749 North & East
1 ./
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Tenant Portal - ‘Logging a Repair Request’ Quick Guide (PC Mode)

3 e If you have chosen ‘Upload
(1) Log a repair Photo’, your image will be
- confirmed on screen, and
/ _ you can add additional
f bog a Repair comments if preferred. Click
Click ‘Log a Repair’ ‘Confirm’ to proceed (note: - =
action button from the you can add additional
home page to open the images if you wish), followed
Log a repair window. Whero s the problem? by ‘Finish” to complete o )

Main Bathroom

What does the problem relate to? *
Bath

9 What specifically is the problem? * 6

Balh tap constantly running

Report your repair using Probiom dotis Confirmation of your

Thank you. We have received your repair request.

The hot water tap on main bath is constantly running and | cannot turn it off,

the dropdown options request will be displayed Rofmos 597
available on screen. Click on screen, detailing your e [
submit when complete mj reference ID and a fem Bat
—_» summary of the issue Problem: The hiot waler t3p on main bath i constantly running and | cannot fum it off.

>

e Your request has been logged
ﬂlease add a photo of the problem (optional)

Please keep your reference number so you can quote it in any future communications about this repair.

We wil process your request as soon as possible. No appointment has been allocated to your request at the moment

The next window allows braq photo here or
you to add a photo of the NOTE: Your repair request will be reviewed by the Tenant Support
issue. Click ‘Upload Photo’ & Desk staff before it is logged with a Contractor if required. You can
to add an image or click e check the status of your request on the portal by clicking ‘My
‘Finish’ to skip. Property’ on the Home page. Alternatively, if we have a valid email
— j address listed for you on our system, you will receive an email
confirmation once the repair is issued to a Contractor.

/%% North & East
\ﬂ Housing Association

Building & Supporting Communities
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Tenant Portal — ‘Download a Statement’ / ‘Change Account Email or Passwor

. My Details

= Account -

- My details
_/

Logout
@ Click Download Statement 1‘
again

£

Download a statement

Balancs
€1298.21 Debit @

o 4

Click Download a
Statement from Home
Page

o Click My Details at top of
Home page

([ UPDATE ACCOUNT EMAIL | CHANG

@ Click Update Account
Email or Change

@Ioad Request

Enter your preferred

Please fill in the following fields
so that we can process your

Password. Follow the
instructions on screen

Click Click to send a verification code to
your current email address.

download.
Mandatory fields marked by an *

dates and click
submit. Your
download may take a

\ Updating your portal account email

address will not update your
communication preferences

few_ r_mmftes' A B ovonzoz - / Change Your Password /
notlflcatlon WIII Please ente (o O/d passworda and a new passwora

appear at the top of (3) LPoATEACCOUNT AL CHANGE
the screen When m L - Current Password Update your account details below
ready >

New Password 1] ‘Secret question *
v
Confirm New Password

Edit Account Details:

_ _ Allows you to change your
Once submitted your password will .
be changed and you will be logged secret question & answer.
out. .
/ It will not update your
contact details on the
Portal or our main system

75, North & East 4 ‘

ssociation =

Click here to open My
Downloads screen

Overview/My Requested Downloads

My Requested Downloads 9

NEW DOWNLOADS VIEWED DOWNLOADS FAILED DOWNLOADS

Click here to download your
statement to a PDF on your
/ device

3

g Account Statement [ ]

15/02/2021 16:52:54

Download

Housing Association

Building & Supporting Communities
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Tenant Portal — ‘Viewing Repair History / Status’ Quick Guide (PC Mode)

ﬂ 9 o~ 9 All repairs logged against your property are listed in order of date
o logged (newest to oldest). From here you can see:
My property PROPERTY DETALLS  REPAIRS LOGGED - Target Due Date: Our target date for repair completion

- Status: Open = to be issued/completed
Completed = works have been carried out

¢

Date -
Click “My Property’ / Description logged  Contact Cancelled = request hgs been cancelled .
. - More Info: Here you can see if a work order has been raised
action button from the 5939 En-Suite, 19/04/2021 d th fth . d h K
home page to open Clecines. Exiracior and the name of the Contractor assigned to the works
¢ . » . fan not working, My
Repalrs LOgged window fan is not working / PPERTY DETALS = REPAIRS LOGGED
(note: there must be at -
least 1 repair logged
against your property for Date
. 6 Description logged Contact Due Status
repairs logged to be
visible) Viewing repairs Iogged 5939 En-Suite, 19/04/2021 20/04/2021 Request ~ Cancel ~More
. r-| Last 3 months v Electrics, Extractor Open info
on your mobile phone, fan not working, My
presents this screen: fan s not working
@ 132 Main & Cancel More 5938 Kitchen, @ 19/04/2021 20/04/2021 Request Cancel More
. . § Bathroom, info Radiator and Open info
Enter a repair period to - i ppowokhesting,
adjust the screen and windonw Radiator valve
. . . . frame, This leaking, The Valve
display in mobile view satest is loaking

Click & for more oo - I

. . live site for o { ’

information esting j Click ‘Cancel’ to Click here for

cancel a request more information

o

3
o

0 -

L
m

D
%F%R ,'j;'\‘T._ ( Works Order
\ " ERT LIk More Information
e shows Works Order
REMEMBER: Should you prefer to speak to us in person, our Support S Fiesiien Exmeterfan et werkine M fan s et vering reference &
n . . 20/04/2021
Desk can be contacted by phone & on 01 820 0002 or via email DA at Bayviow Contrasts Contractor Name
supportdesk@neha.ie to handle your repair request or query directly lemued Works Order

@ North & East
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