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1. Logging in
You will have received your new login details by email. If you haven’t please contact Clearing House
on 020 7710 0572 or at ch@mungos.org.
Your link will take you to a page where you will be required to accept the terms of a user agreement,
set a password and confirm your contact information details.
After logging in you will land on this page:

If are not able to see the sidebar shown on the left above, just click one of the small arrow icons on
the left to open it.

2. Ending a tenancy
The easiest way to end a tenancy is first to find the property scheme. To do this: enter the first line
of the address, or just part of it - e.g. Caxton or Caxton Road, into in the Search box at the top of the
page. Do not include the flat/house number as this will not work.
You will then see this screen – click on the scheme name:

You will be taken to the scheme’s page showing the first 5 bedspaces, with an option to click on
‘Show X more’ or ‘Got to list’ to see the rest. The Current/Last Tenant column will show the tenants’
names – these have been blanked out for data protection reasons.
Click on the bedspace relating to the tenant whose tenancy you want to end:

Click on the ‘End Tenancy’ button at the top of the screen and box will appear with a message
reminding you to request a nomination afterwards – just click on OK.

This will bring up a screen where you’ll be able to enter the tenancy end date and reason for leaving.

Once you have done this just click ‘Save’ at the top or bottom of the screen and you will be taken
back to the bedspace.

3. Requesting a nomination
If requesting a nomination straight after ending a tenancy you will have been returned back to the
bedspace and will just need to click on the ‘Request Nomination’ button at the top of the screen.
If requesting a nomination for a property that has been ‘void and not ready to let’ for a while just
follow the initial instructions under section 2 for how to find the bedspace.

Once you have clicked ‘Request Nomination’ you will be taken to this screen:

Enter the required information, click ‘Save’ at the top or bottom of the screen and a message will
appear across the top of the screen informing you that you will receive a nomination in three
working days.

4. Current Nominations – viewing a referral
When you receive a new nomination and are ready to view the client’s referral click on ‘Current
Nominations’ under ‘Quick Links’ in the sidebar on the left.

You can also get there by clicking on ‘Housing’ at the top and, if it isn’t already selected, choosing ‘Current
Nominations’ from the drop down view menu.

You will then get a table with all
your current nominations showing
the client’s name and the address
they have been nominated to select the referral you want to view
by clicking on the relevant referral
number.

To view the different client’s support needs and risk assessment just click on the big green ticks.

5. Current Nominations – submitting an outcome

Once on the current nominations
screen select the one you want by
clicking on the relevant nomination
number.

Click on the ‘Submit Nomination Outcome’ button at the top of the screen:

Fill in the required information and click ‘Save’ at the top or bottom of the screen.

6. Resources and getting help
Helpful guides, policies and FAQs can be found in the Clearing House library under Quick Links’ in the
side bar on the left. If you can’t find something you are looking for, or need to speak with a member
of the team, please contact us by logging a case or using the contact information in the sidebar.

