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A guide to the end of tenancy 
claim process  

 
 

Initiating a claim in 6 simple steps 
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Step 1  
 

Initiating a Claim   

 
Go to either a. Repayments > Request Repayment or b. Deposits > View Deposit and select Request a 

Repayment 
 

a.  
 

b.  
 

 
Step 2  
 
Choosing your deposit 
 

Click on the deposit you wish to initiate a claim or raise a dispute on 
 

 
 

 When you have chosen your deposit it will be highlighted in yellow  
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Step 3 

 
Requesting a Repayment  

 
To request to retain an amount of the deposit click on ‘Add an amount to deduct’ 

 

 
 
This can be amended at a later stage  
 
 

 

 
 

Click Next  

Select ‘Add an amount to 
deduct’ if you wish to retain 

part/all of the deposit. 
 

If no amount is to be 

deducted please click ‘Next’. 
 

Please note, your claim(s) 
may exceed the deposit 

amount, however, in the 

event of a dispute the 
Adjudicator can only make 

an award up to the deposit 
amount.  
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Enter the deduction amount and a reason from the drop down menu. Once selected you will be able to enter further 

details about the reasons for this claim and click Apply.   
 

 
 

 

Once you have selected all of your reasons and entered the FULL amount you wish to claim. Please review and click 

‘Next’ 

 
 

Step 4 

 
Enter YOUR bank account details and click ‘Next’ 
 

 

Enter Amount  

Choose deduction reason  

You can review the reasons you 

have submitted by clicking on the 
folder icon  
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Step 5 

 

Enter a forwarding address if applicable for the lead tenant and click ‘Next’  
 

 
 

Step 6 

 

Review your repayment request and enter your repayment ID. Click ‘Finish’ to complete   
 

 

The comments can be viewed by selecting the folder icon   
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Enter Repayment ID   


