
 
 

 
 
 
 

 
 

 

 

 

 

 

 

 
 

Quick Guide - The Customer Portal 
 

 
 

 

 

 

 

 

 

 

 

 

 

Self-Referring through the Customer Portal  

 



 
 

 
 
 
 

The council have introduced a new housing allocations system which will allow you to edit and control 

your application and receive up to date information from the council regarding your housing.  

If you have approached the council’s Housing Solutions Team (Homelessness Team) you will likely already 

have an account with us so there is no need to complete sections 1 & 2.  

If you are applying to be on the Housing register for the first time or you are renewing your application 

please follow all the steps in this guide. 

 

1. The Customer should go to: tendring.housingjigsaw.co.uk click “Customer 

Registration”, then enter an email address and a password of their choice and click “Register” 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 
 
 

2. You will receive an email from The Housing Jigsaw Team asking you to activate Your account by 

clicking a link 

 

 

 

 

 

 

 

 



 
 

 
 
 
 

3. By clicking the link, you will be taken to the login screen where you will be asked to input Your 

login details to access the portal: 

 

 

 

 

 

 

 

4. The customer will then be asked to select Tendring District Council from the drop down list.  

  

5. By clicking the “Housing register” option, you will be taken to the “Customer details” page where 

you will be asked to complete some basic information:  

 

 

 

 

 

 

 

 

 

 

 

 

 

Please note, if you are not currently homeless please, answer YES to the question “Was this settled 

accommodation” 



 
 

 
 
 
 

 

6. Once you have completed this part of the form, you will need click the “Save and continue” button 

at the bottom of the page. You will then be asked to choose an application type to proceed to: 

 

 

 

 

7. Once an application type has been chosen, a message will appear at the top of the screen to 

confirm this action: 

 

 

 

 

 

8. By clicking “OK” you will be asked to provide details about any other household members that 

you wish to include in the application with you: 

 



 
 

 
 
 
 

 

9. Once completed, click ”Next”. You will then be asked to provide details about their current 

accommodation: 

 

 

 

10. Click “Save” once completed. You will then be asked to review the information you have 

provided. Click “Edit” to change the information you have provided, or “Next” to continue with 

the application: 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 
 
 

 

11. All applicants must have been living in the Tendring for at least 3 years from the date of 

application.Although 3 years mandatory we request that an applicant complete 5 years address 

history. Click “Add address” to add previous address information or “Next” to continue with your 

application. 

 

 

12. Please continue answering the questions, all questions with a * must be filled in and answered 

before proceeding to the next page. Click “Save” once completed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 
 
 

13. The applicant will then have to complete the question on the ir housing preference: 

 

14. After clicking “Next” you will be asked to select where you want to live. Click “Next” after you 

have selected the areas you would like to live in: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 
 
 

15. You are strongly urged to read carefully through the declaration and consent statement and 

provide a signature at the bottom of the screen and click “Save & Continue” if you wish to 

proceed with your application. Once saved the application will go to the Tendring Council for 

review. 

 

 

16. The next step is to upload copies of the Photo ID for all the members of your household, proof of 

residence, birth certificates for children and proof of employment. If you have any other 

supporting documents such as medical documents please upload them as well.  

To do this click “Things I need to supply” you will then be prompted to upload a document you 

have stored on the device you are completing the application on. Once you have selected the 

relevant document you will be prompted to select document type and which household member 

it refers to.  

 

 

 

 



 
 

 
 
 
 

When ready click the upload button to attach the picture to your application.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 
 
 

Understanding the Customer Portal View 

Once you have completed your application you will be presented with the following screen. This will allow 

you to view and update your application. When we send you a letter a copy will also be stored on this 

page.  

Lastly, when you are successful and offer a property the details of the offer will also available from this 

menu.  

 

 

Here is a breakdown of the menu and a brief description of what each section is. 

Application form – customers can review and update the information contained within their application 

Household – customers can review and update details of any household members that will be moving 

with them 

Current address – customers can review and update their current address details 

Address history – customers can review and update their address history 

Where I want to live – customers can select the area that they’d like to live in 

Appointments – customers can see appointments made for them by the Council and view previous 

appointments 

Letters – customers can view letters sent to them from the Council 

Things you need to supply – customers can see documents requested by the Council and can upload their 

documents here 

View need assessment – customers can view their assessed housing priority and Band awarded.  
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