
HOW TO SUBMIT A REPAYMENT PROPOSAL
(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. 



 

 

 

 

 

 

 

  

Choose the relevant deposit 

from the ‘Deposits held by 

scheme’ section of your 

account summary by clicking 

on view / edit. 

 



 

 

 

 

 

 

 

  

Select the ‘Repayment 

request’ option. 

 



 

 

 

 

 

 

 

 
  

First enter the tenancy end 

date. Then select if you wish 

to propose deductions or not. 

 



 

 

 

 

 

 

 

  

Select the option for no 

deductions, then make the 

appropriate allocations 

between the tenants and click 

on continue. 

 



 

 

 

 

 

 

 

  

Choose the option to indicate 

that you wish to claim 

deductions against the 

deposit. 

 

Complete these sections to 

specify amounts to be 

returned to the tenants, and 

the categorised deductions 

that you wish to claim. 



 

 

 

 

 

 

 

 

 

 

 
 

Check the summary of the 

proposal, then select your 

response to the declaration 

and click on submit to 

complete the proposal. 
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