Landlord Portal Property Address Upload Guide

The Landlord Portal includes functionality which enables you to manually upload
your own property address lists directly into the Portal. This means you can respond
to changes by updating and maintaining your property lists whenever you deem it
necessary.

The steps are as follows: 11

1. The first things to do when preparing your lists is to export your data into excel.
Then sort your data into two columns using only the first line of the address in
one column and the postcode in the second. Please note do not include
town or county name in the address line, some examples of what is
acceptable are shown below. Please also be aware that you cannot have
spaces before or after the data in any of the cells as this will prevent the
upload from completing.

A, E o
1 Address Line 1 Postcode
2 100 Test Street AB1 2CD
2 Flat 1, 100 Test Street AET12CD
4 Flat 1, Test Tower, Test Street AB1 2CD
g

2. Please then remove any properties that are used for Temporary
Accommodation or Shared Ownership as well as any that would be classed as
Supported Exempt Accommodation due to the claimants receiving high levels
of support. These need to be removed because they are treated differently
from standard tenancies under Universal Credit.

3. Once you have your file organised you will need to ‘Save As’ and select the file
type called Tab Delimited Text or Text (Tab delimited). An example of what



this looks like is shown below in both Mac OS (left) and Windows (right)

1 ¥ Excel Workbook (.xIsx)
1

Excel 97-2004 Workbook (.xIs)

CSV UTF-8 (Comma delimited) (.csv)
Excel Template (.xltx)

Excel 97-2004 Template (.xlt)

Web Page (.htm)

PDF

OpenDocument Spreadsheet (.ods)

Comma Separated Values (.csv)

t Excel Binary Workbook (.xIsb)
Excel Macro-Enabled Workbook (.xIsm)
Excel Macro-Enabled Template (.xItm)
Excel 2004 XML Spreadsheet (.xml)
Excel Add-in (.xlam)
Excel 97-2004 Add-in (.xla)
Single File Web Page (.mht)
UTF-16 Unicode Text (.txt)

Bookl

l Excel Workbook

Excel Workbook
Excel Macro-Enabled Workbook
Excel Binary Workbook
Excel 97-2003 Werkbook
XML Data
Single File Web Page
Web Page
Excel Template
= Excel Macro-Enabled Template

Excel 97-2003 Temnplate

]
Unicode Text
XML Spreadsheet 2003
Microsoft Excel 5.0/95 Workbook
CSV (Comma delimited)
Formatted Text (Space delimited)

T Text (Macintosh)

[ Text (MS-DOS)
CSV (Macintosh)

Tab Delimited Text (.txt) CSV (MS-DOS)

Windows Formatted Text (.txt)

DIF (Data Interchange Format)

4. You can then go to the Portal and click the properties tab on the left of the
screen (if you do not have this tab then you haven’t been given access to this
feature, talk to your named enrolment contact). You should see the screen below
which will give you information on how to use the upload.

If you have been given access
to the feature you will see the
“Properties” tab. Clicking on
this will take you to the screen
shown.

To select your file click the

“Choose File” button to the

right. Once done, then click
“Upload”.
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Properties

Universal Credit uses your property list to direct requests for tenancy
details for your tenants to you.

About the property list

When updating your property list you'll need to upload the whole list
again, not just the changes.

Only include properties that you manage.

Don't include properties that are:
e inshared ownership
* being used as temporary accommodation

Your list must have two columns: address line one and postcode.
Some examples of address line one are:

® 124 Acacia Avenue
e Flat 2,125b Acacia Avenue
e Flat 5, New Tower, Acacia Avenue

Your list needs to be saved as a tab delimited text file (.txt or .tsv)
before you upload it.

Attach a new property list

Choose file | No file chosen



Once a property I|St haS been ‘};lf Universal CI'Edit To-dolist Tenants Invite user

SucceSSfu"y uploaded you Wl” This is a new service - your feedback will help us to improve it.
see a banner at the top of the
page appear like this. You successfully uploaded your property list

Also you will see a summary
shown as on the right detailing Properties

the number of properties
Universal Credit uses your property list to direct requests for tenancy
UploadEd, the date Of upload details for your tenants to you.

and the name Of the user. Your existing property list has 5,995 properties. It was last updated

on 14 February 2018 at12:14pm by Southwark Agent.

""ai'i-"UniversalCredit To-dolist Tenants Invite user

m This is a new service - your feedback will help us to improve it.

Properties

Fix the following:

. Upload a file

If you make any mistakes

Wh|ISt up|OadIng or yOUI’ ||St Univ?rsalCrEditusesycur property list to direct requests for tenancy

haS m|SS|ng |nf0rmat|0n you details for your tenants to you.

. Your existing property list has 5,995 properties. It was last updated
may receilve error messages on 14 February 2018 at 12:15pm by Southwark Agent.
||ke those Shown here About the property list
’ When updating your property list you'll need to upload the whole list

again, not just the changes.

Slm ply CheCk yOU r Sheet fOI’ Only include properties that you manage.

the error stated and any others pontinclude properies that are
* in shared ownership

Of the same type and then * being used as temporary accommodation

save and upload again. T e e e e

* 124 Acacia Avenue
* Flat2,125b Acacia Avenue

Be aware the screen WI” only ¢ Flat 5, New Tower. Acacia Avenue

ShOW the flrSt error Of eaCh Your list needs to be saved as a tab delimited text file (.txt or .tsv)
before you upload it.

type detected. You may have

multiple so please check the

full sheet thoroughly before

trying again.

Attach a new property list

Enter a valid postcode on row 10

Choose file | No file chosen

Please also check the last line
of your document to ensure
this is not a blank line as it
could stop the property
upload.

Attach a new property list

Enter the address and postcodein 2 columns onrow 3
Choose File No file chosen

Upload




