
HOW TO START A TENANT CHANGEOVER
(LANDLORDS AND LETTING AGENTS)

SYSTEM GUIDANCE



 

 

 

 

 

 

 

 

  

Select Login from the dropdown menu at the top right of our homepage, then enter your 

details to access your account. 



 

 

 

 

 

 

 

  

After selecting the deposit 

account from the listed 

deposits held, click on ‘Tenant 

changeover’ to begin process. 

 



 

 

 

 

 

 

 

  

Select the outgoing tenants 

and enter the amount to be 

returned to each tenant. 

At least one tenant must 

remain, and deductions 

should not be pursued 

through the changeover 

process. 

 



 

 

 

 

 

 

 

 
  

Enter the new account details, 

including the total deposit 

amount for the tenancy, and 

the new number of tenants. 

 



 

 

 

 

 

 

 

  

Enter the incoming tenant 

details for each new tenant. 

 



 

 

 

 

 

 

 

  

Start entering a tenant name 

in the search box to populate 

the drop-down list. 

 



 

 

 

 

 

 

 

 

 

 
 

The changeover can be 

cancelled prior to the tenant 

response from the deposit 

summary. 

Once the outgoing tenants 

respond a new deposit 

account will be created. You 

will receive an email 

confirming this. 
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