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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 it has not already expanded the sidebar, click the small icon on the left to expand the side bar.

From your Homepage you will be able to navigate to the areas of the system you need. The simplest
way to navigate the system is to create a caseload for the clients you work with.

2. Adding your clients to ‘my caseload’
If you click ‘Team Caseload’ in the sidebar all of your team’s clients will show. You can find clients by
filtering the name, borough, address (any of the headers) and selecting from the alphabet at the top
to narrow your selection by letter. It is also possible to search for a client name in the search bar
then use the filter function to narrow by ‘clients’, however this is a less practical way of finding your
clients.
Once you have found your client, click on the client housing record. It is the number beginning with
‘H’ e.g. H12-34567

You will then need to enter your name into the ‘TST Worker’ field (TST information part of the form)
and hit save. Do the same for all the clients you work with. You will then be able to find them easily
by using the ‘my caseload’ link.

3. Submitting reports
You can submit the following update reports for your client from their client housing record (HXXXXXX):
1.
2.
3.
4.

TST quarterly report – following the end of each quarter
Tenancy Review – Following the outcome of a client’s tenancy review meeting
Support Case Closure – If the client is on an assured tenancy and no longer needs support
Tenancy End report – when the tenancy has ended and the client has moved on

Click the button for the report that you want, then click save to submit to Clearing House, see below.

4. Requesting a transfer
Transfers will be requested online from now on. In order to start the process you will need to submit
a transfer request form to Clearing House to assess whether a client re-referral to the waiting list will
be possible. To do this, use the same steps as above for submitting the other forms. A transfer
request button can be found at the top of a client’s housing record.

5. Current Nominations
When a client is nominated to a property which falls within your patch, a notification email will be
sent to the address you have provided. The email will hold a link to the system where you can log in
and click ‘current nominations’ in the side bar. The referral e.g. R1234-567890, will take you to the
client and support needs information. The client housing record e.g. H12-34567 will take you to the
nomination, including information about property and contact details for landlord and referrer.

The assessment information can be accessed by clicking the green ticks
(these may show as
yellow exclamation marks in the event that they become older than 6 months old after the
nomination has been made).

6. Tasks
If you have made a transfer you can find the referral you have submitted in the ‘My Transfers’
section. Referral, support needs and risk assessment information can be submitted/ updated here.

7. 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.

