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BEFORE PUTTING THE PROPERTY ON NOTICE IT IS IMPORTANT TO
CHECK WHETHER THE PROPERTY WAS AN ACQUISITON/PROPERTY
BEING CHARGED AFFORDABLE RENT. THIS INFORMATION CAN BE
FOUND ON THE VIEW TENANCY PAGE . WARD WILL READ AC - FOR AN
ACQUISITION. TENURE TYPE WILL READ FIXED TERM/SECURE TEN
AFFORDABLE. WARD WILL READ NB - FOR A NEW BUILD PROPERTY.
THESE PROPERTIES WILL NEED TO HAVE A VALUATION.

Add Notice to the Property

The Process enables the user to record receipt of the outgoing tenant’s Notice to terminate the
tenancy.
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The notice periods depend on what type of notice the void is, Normal, Death etc. Check with
your policy to make sure all of the pre notice process has been followed before setting a property
to notice.

1. Log into Orchard Housing.

2. Search for a Property, by using one of the property options, we are going to use the
Launch pad.

Home Page
ASB Admin ASE Incident Management FPerson Property

Main Housing Function Menu
Enguiries
Maintenance s Gammon
= Responsive R
Ancillany . Property Lsttin
Generic Interfface Rent Accounti
vy
4 Planned Maint
Customer Arears Manag
Q Dashboard . Appointments
Homelessness
P s Home Owners
l o ] . Void Manaagen
Alers
@ . ASB Managen
\l (3] = ] Campaign Mar
/ | CSM Admin
A = . Customer Kno
na e Customer Dasl
. Feedback Mar
Messaging
ol B
l‘ﬁrff EcEa ] | Money Adviso:
4 Orchard Alerts
P ] Resident Invol
U= Hpplication | Tenancy Visits
3. Enter in your search criteria in the top half of the screen and click on the Search Button.
] Select Property [=lle s
Filter
Mumber: Suffix: Property Sequence:
Street Name: mas () All Properties
Street Code @) Lettable Properties
() Void Properties
Py N;
roperty Name (71 Occupied Properties
Postcode Usercode () Sold/Leasehold Properties
Tenancy Mumber:

Property Occupant Postcode User Code In Blk?
FLAT 86 Masefield Drive, Leyfields MrJ Yeo B75 8DD 130050860 v -
FLAT 68 sl Drve, Leyilds s A Famer = le75a00 isooslse %
FLAT 94 Masefield Drive, Leyfields Miss RJ Smith B75 8DD 130090540 v
FLAT 96 Masefield Drive, Leyfields Ms G Coutts B73 80D 130090960 W
FLAT 98 Masefield Drive, Leyfields Mr B Hinman B75 80D 130090980 v
FLAT 100 Masefield Drive, Leyfields Miss L Macdonald B75 8DG 130091000 s
FLAT 102 Masefield Drive, Leyfields Miss G Richardson B75 80D 130091020 W
FLAT 106 Masefield Drive, Leyfields Mrs E E Timms B75 8DD 130091060 s
FLAT 118 Masefield Drive. Leyfields Mr AP Mills B758DD 130051180 VT
4| In | +

Property Details Add Property Copy Property Repair History Void N*s\e Add Job Assist Add Rent Accounts Refresh
\

4. Select the required property and click on the Void Notice button. This will take you in to
the void notice Screen.
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10.

11.

12.

13.

14.

¢ Orchard
Housing

oo | Prapious Fsscormes | forciem History | Came /Caniact ety | Fisiied Gites | Figiatedd Canen | Caom At | Hotos | Documents | Cose Evenes |

Troe el
Prepeey Seouence Mo fidis
* Wout Ty [EEI Gl Procenty Vot Process
= Motoe Dabe {15/ 102017 =
Exwcted Termraton Dt 7+ =]
R Ly e mr——— aj

H“::‘mmm -
L e e

= Fizaporsiedey
Deatment | =]

e | il

Serdlecer | Taesle | Jewwsie | Pmcembio | Coss | Hes

The Void Type will default to STD - property void process.

The Notice Date will default to the current date — this can be overwritten if necessary.
Enter in the Expected Termination Date.

Select a Void Reason using the spyglass.

Add reason to right hand side box and delete what is already in there.

OK.

Next

Allow Pre-void Allocation defaults to Yes — leave this and click next.

[E] Pre Void Letting =S =)

Orchard
Housing

Tamworth Borough Council TEST O Orchar

Adress{FLAT 88 Massfiid Orve,
ds.

Tamuearth Siafs.
679 500
T =
‘ Eesponses | Preyious Responses | Workdem Hda‘]’&:ﬂ:nludﬂdw] Related Enilies | Related Cases | Case Audt | Notes | Documenis [ Case Evenis
Pre-oid Alocation

Mow Pre-void Alocation Unknown @ [fes No

Reason a
Neat Void and Offer Satus
New Void Siatus Code: a
Vaid Offer Status Code: a
Targe! Responsivlly
Department a
Section Code a

Next

If you have a forwarding address, click on Add button and fill in the form, click OK
button to confirm. This will insert the forwarding address into the form.
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15. Effective date is the Monday after the tenancy is due to end.

[Case ID: 350652

[=] Modify Forwarding Address ==l
Forwarding Address
Address{FLAT 88 Masefield Drive. Tenancy Number: 20018181
Leyfields,
Tamworth Staffs. Tenant a
79 8DD
Name! [
o —————————————— |
* Address| Test F
Besponses | Frevious Responses | Workitem History | Case / Contact History | Relate
Forwarding Address
Tenant Name Address
Tea
Postcode:

Phone Number.
* Effective From:21/08/2016 -

Effective To: / / -

ol w

[ Update [ Delete ][ Refresh |

16. Click on the Next button to move to the next screen.

17.  Make a note of the CBL number and write it on the top right hand corner of the void
monitoring sheet and the void record card.

18. Check over the form to make sure the details are correct. Then click on the Next Button.

[2] Add CBL Details

CBL D 2177 * Start Date:15/07/2016 -

# CBL User Code {2177

 Essential Detalls:| Habitable Details

Property Detals Void and Offer Details
Property: @ Intemal Void ) Extemal
Void Property-8243 Q) || FLAT 88 Masefield Drive, Leyfields Current Void Type:TBVT @)/ TBC Main Yoid Flow (2016)
Address] FLAT 83 Masfisld Drive Curent Void Status:NOTICE @) Netice Received
Leyfields Curent Offer StatusNOTICE || Notice Received

Tamworth Staffs
* Next Void Type:TEVT TBC Main Void Flow (2016)
Next Void Status: al
Next Offer Stah
post Code T 80D ext Offer Statusipdvet || Propery Advertised
Areal2o0 Q)Leyfields estate

Streetf13009 || Masefield Drive

19.  Click OK button to confirm the Notice. This will take you back to the property screen.

[

[=] Information @ i

There are no more work items allocated to you for this Case

The Case is now complete
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Add Exit or No Exit Inspection

You are now going to move the void event on to the next stage.

1. Click on the Next Void Event Button.
[ ooty Do | Trry e | G S | oV v | oot | G Ve[ o
2. Select the required Exit Inspection;

Awaiting Exit Inspection — normal 4 weeks notice
No Ext Insp — Immediate Void — This is for — Immediate Void — Abandoned,
Immediate Void — Eviction. Immediate Void — Deceased, etc.

Note: if you choose No Exit Insp Immediate Void option, you will not be prompted to add
an inspection outlined in the next steps. You will get a screen confirming the no inspection
event (51). Go to Immediate Void No Exit Inspection section.

Click Next, Next and OK.

Next Void Event — this will take you to the table where you can pick why no exit inspection
is being done.

Click Next, Next and OK to complete process.

If property is a sheltered scheme and it is not a deceased, just put an estimated date for the
exit inspection and the name of the Housing Officer who deals with that patch as the
Scheme Manager should carry out the inspection and their names are not in the table to
select.

If an exit inspection is required continue with the process below.

3. Next

4. Click on the spyglass next to Inspection Type. Select the 070- Exit Inspection and click
on OK button to confirm.
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[2] Select Inspection Type @

Inspection Type Code Inspection Type Description
030 Post Inspection
060 Garage Inspection

050 TEBC Void Inspection (MEW)

5. Enter in the Target Date for the inspection.
6. Select the Inspection Officer. (Housing Officer)

7. OK

Besponses | Previous Responsas | Workitem H\sloryl Case / Contact History | Related Entities | Relz

Add Inspection
* Inspection Type 170 [Q)|Ext Inspection

* Target Date:31/07/2016  «
Inspection Officer:HSDFR Dee Ferance

Void Event:24 @) | Awaiting Exit Inspection
Next Woid Status & Offer Status
Next Void Status:EXITIN @) | Awaiting Exit Inspection

Next Offer Status:| Q)

Target Responsibility

Department: )
Dpt. Section
Officer; aq

8. Click on the Next button to confirm.
9. Click on OK case completed

. [] Information @

There are no more work items allocated to you for this Case

The Case is now complete

Event Screen shows the new added events.

Events Notice & Temination Inspections | Inspection Summary Noles
Date Code Description System Void Status Offer Status
15/07/2016 08:11 |10 Notice Received v MNotice Received Notice Received
15/07/2016 0811 |0 Entered v Entered Entered
15/07/2016 08:18 | 2032 Pre-Void Allocation allowed v Notice Received Notice Received
16/07/2016 08:44 | 4000 Void Entered into CBL Scheme Notice Received Property Advertised
15/07/2016 15.06 24 Awaiting Exit Inspection Awaiting Exit Inspection Property Advertised

10.  You can now follow the procedure for adding property onto Emerald.
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4.

5.

Extend a Notice Period (amend Expected Termination Date)

When you first put a property on notice you enter in an expected termination date. There may be
a need to extend this date later on in the process. To do this:

1. Open the Void Details from the Void Home Page.

2. Go to the Notice & Termination tab.

3. Click the Update button — this will open up a workflow screen where you can amend the

Expected Termination Date.

Letters o B Offers | Tamets I Band I ointments I Key Mamt I Documents I Matching |
Notice & Temination | Inspections Inspection Summary I Notes
Vacating Tenancy Number:| 20065178 Void Reason Code Woid Reason Description
UN Unknown

Void Tenancy Number:|Q
Mext Tenancy Number:| 0

MNotice Date:26/07/2016

Expected Temination Date:14/08/2016

Update

Actual Termination Date: / /

Pre-Void Allocation?: Mo Pre-Void Allocation Reason: ]

[ Teminate

Responses | Previous Responses | Workitem Histony | Case / Contact Histo

|pdate Motice Details
Vacating Tenancy Mumber| 20065173

Woid Tenancy Number: 0
Mext Tenancy Mumber: 0
Motice Date:26/07/2016 -
Expected Temination Date JENIEEITE -
Actual Temmination Date: / /

Allow Pre-Void Nlncatinn?:

—

Enter in the new date and click Next.

The forwarding address screen will come up, click Next to complete the workflow.
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Cancel a Void at Notice

Access the Void Details.

Click on the Cancel Void Button.

Select the Void Reason and click OK button to confirm.

E] Select Void Cancellation Reason

(]

Entered in Emor

ER
Motice Withdrawn

Code Description

LU

[ ok || cancel

]

Tick the Confirm Void Cancellation box.

Click OK button to confirm.

[2] Cancel Void
Cancel Void
* Void Cancellation Date:22/07/2016

* Void Cancelation Reason:NW/ Q) Motice ithdrawn

# Confirm Void CanceHatmn?

Note: The Void Status and Offer Status displays Cancelled.

Close down screen.

[ View Void

Vacating Tenant{ Mrs P Dudley

Void Status:CANCEL

@/ | Void Cancelled

FLAT 37 Ankermoor Court, Offer StatusiCANCEL (@) |Vid Cancelled
Bolehal.
Tamworth Staffs, Void Type:TBVT TEC Main Void Flow (201
B77 3NN 8 e
Expected Termination:26/06/2016
Actual Temnination: / /
Property Type:1F1AS @)/1B fat 17 2 storey bl shel Expected Avaliable: / /
Void Number, 37154 NON CURRENT VOID
[ reters | | ceL | ofers | Targets | Band |  Appointments |  KeyMgmt |  Documents |  Maiching |
Events | Notice & Temination Inspections Inspection Summary | Notes |
Date Code Description System Void Status Offer Status
23/06/2016 1522 D Entered v |Entered Entered
23/06/2016 1522 10 Nolice Received v |Nolice Received Nolice Received
23/06/2016 1523 24 Awaiting Exit Inspection Awaiting Extt Inspection Nolice Received
23/06/2016 1524 27 Exit Inpection Complete Exil Inspection complete Notice Received
22/07/2016 06:56 | 150 CANCELLED v |Vod Cancelled Void Canceled
23/06/2016 15:24 2030 To be Relet v |Exit Inspection complete Nolice Received
23/06/2016 1522|2032 Pre-Void Alocation allowed v |Nolice Received Nolice Received
23/06/2016 1524|2035 NOT Long Tem Void v |Exit Inspection complete Nolice Received
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8.

10.

11.

If the property has been offered on notice, advise the Allocations Officer as they will
need to withdraw the offer and advise the applicant.

Once the offer has been withdrawn, the property needs to be removed from the CBL list
and the void home page.

To remove from the CBL list, select CBL on the launch pad. Search. Locate your
property and click on withdraw button at bottom of screen. Select withdrawal reason.
OK.

To remove the property from the void home page. Locate your property. Select void
details tab. Cancel void button. Select cancel reason. Ok. Tick to confirm cancellation.
OK.

Add Exit Inspection Results

You will get this information from the Tenancy Sustainment Team.

1.

2.

Access the Void Details.
Click on Next Void Event button.
Select the required event.

27 Exit Inspection Completed.
28 Exit Inspection No Access — could be not accessed.

Code Description Active?
7 Exit Inpection Complete W
26 [Ext inspecion No Access
Refrazh

Click on Next button. This will take you to the inspection screen.

Select the correct Inspection for this stage and click on the Next Button (you should only
see the Exit Inspection at this stage in the void).
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Instructions

Besponses | Preyious Responses | Workiem Hisiory | Case / Contact History | Related Entlies | Related Cases | Case Audi | Notes | Documents | Case Events

Type Target Date: Inspection Date & Time Officer Resul Summary
|Eat bspection 31072016 /s Deefedence

[ View ] Refresh |

Adding Exit Inspection Results Screen
You do this process for both completed and failed exit inspections.

Note the Target Date, Inspection Type, and the Inspection Officer, you can change if
required.

6. Enter in the Date and Time of the Exit Inspection.
7. Enter in a Summary. e.g. exit inspection.

8. Enter in brief Inspection Details, (You also have the Inspection Summary folder to add
more details, Appendix 1). If there are no notes then just write completed and passed.

e

YOU NEED TO TAKE THE TICK OUT OF AMEND THE RE-LETTING, PRE-
VOID ALLOCATION OR LONG TERM STATUS OF THE VOID, If not you will
need to go through extra screen.

Amend the Re-Letting, Pre-Void Allocation or Long Temn Status of the "u"nid:|:|

10.  Select the Inspection Result. Exit inspection completed or failed.

11.  Select the Reason for Result. Completed or failed.

Besponses | Previous Responses | Workicem History | Case / Contact History | Related Enities | Related Cases | Case Audil | Notes | Documents | Case Evenis

Inspection Results

Target Date:31/07/2016 Void Number: 37180 * Inspection Result: EXINCO @ Exit Inspection Complete
Inspection Type:D70 @) Exit Inspection # Reason for Result:010 Completed
* Inspecting Officer; HSDFR [Q] | Dee Ferance Event:27 @)||Ext Inpection Complete
* Date & Time 28/07/2016  ~ |15:28:44 Next Void Status & Offer Status
Next Void Status EXICOP @) Exit Inspection complete
Inspection Summary: Passed
Next Offer Status Q

Inspection Detalls{ Informed them they need to take up carpets

Target Responsibiity

Department &
Dpt. Section &

Amend the Re-Letting. Pre-Void Allocation or Long Tem Status of the Void ]
Officer &

12. Click on Next Button.

13.  Click OK button to confirm changes.

10
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Event Screen with new Event Exit Inspection Complete/exit inspection no access.

| etters | emlnallons | CBL | Qffers Targets Band | ointments Key Mgmt | Documents | Matching
Events Motice & Temination Inspections Inspecllon Summary | Notes
Date Code Description System Void Stalus Offer Status

15/07/2016 08:11 |10 Notice Recsived v Motice Recsived Notice Received
15/07/2016 08:11 |0 Entered v Entered Entered

15/07/2016 08:18 | 2032 Pre-Void Allocation allowed v Motice Received Notice Received
15/07/2016 08:44 4000 Void Entered into CBL Scheme Motice Received Property Advertised
15/07/2016 15:06 |24 Awaiting Exit Inspection Awaiting Exit Inspection Property Advertised
28/07/2016 15:28 |27 Exit Inpection Complete Exit Inspection complete Froperty Advertised

Refresh the Void Home Page. The void status should read either exit inspection complete, exit
inspection no access or no exit inspection (death, abandoned etc).

Notice Stage Complete and Keys Now Received (Refer to processing keys
notes)

The notice process has been completed and you have the keys and the appropriate
documentation. You can then terminate the property. We cannot terminate a tenancy if we
haven’t received a property vacation form, unless it is an eviction, when we require confirmation
from EMT on what needs to be stored/disposed of.
The home page will display all current active voids with void and offer statues

1. Access the Void Home Page.

2. Select the property

3. Click on the void details button.

Housing Function Menu Admin | Housing Function Search | Prnt Requests | Batch Jobs | Worklist | Finding @ Home | MOTO online payments | Tt Tools | Balance Trending Dashboards | Void Home Page Display L
Void Status
Offer Status: @
Property Class F.H
Property Type: @
Void Type:TEVT
Curent Voids Only?7]
Void Address Void Status Offer Status Actual Termination Date | Exp. Termination Date
FLAT 46 Stanhope House, Lichfield Street, Tamworth Staffs.... Exit Inspection complete | Offer Made/Await Accomp... 14/08/2016 14/08/2016 -
FLAT 37 Ankermoor Court, Bolehall, Tamworth Staffs, B77 3., Exit Inspection complete | Nolice Received i’ 26/06/2016 B
FLAT 2 Townshend House Lichfield 5t, Tamworth Staffs, B7... Immediate Void/Keys Rec'd| Property Advertised I 17/07/2016
FLAT 47 Kemia, Amington, Tamworth Staffs, B77 4EW Immediate Void/Keys Rec'd Offer Made 31/07/2016 17/07/2016
FLAT 22 Crossfell, Stonydelph, Tamworth Staffs, B77 4HG Immediate Void/Keys Rec'd Nolice Received 10/07/2016 03/07/2016
34 Chestnut Avenue, Gillway, Tamworth Staffs, B79 8QZ Keys to Contractor Notice Received 26/06/2016 26/06/2016 L
FLAT 1 Townshend House Lichfield 5t, Tamworth Staffs, B7... Normal Void Repairs Property Advertised 31/07/2016 17/07/2016 1
FLAT 4 Townshend House Lichfield St, Tamworth Staffs, B7... Nomal Void Repairs Property Advertised 17/07/2016 17/07/2016
FLAT 3 Townshend House Lichfield St, Tamworth Staffs, B7... Notice Received Notice Received I 17/07/2016
FLAT 57 Townshend House Lichfield St, Tamworth Staffs, B... Notice Recsived Property Advertised / 1' 14/08/2016
FLAT 44 Weymouth House, Lichfield Street, Tamworth Staffs... Notice Received Motice Received 17/07/2016
FLAT 62 tasefied ive, Leyieids. Tamuath Safs £79 -_ 24/0172016
FLAT 55 Miton Avenue, Leyfields, Tamworth Staffs, B73 8JG  Notice Received Property Advertised 31/07/2016
FLAT 35 Bright Crescent, Kettlebrook, Tamworth Staffs, B77 ... Post Inspection Completed | Nolice Received 10/07/‘2016 26/06/2016
FLAT 10 Peel House, Lichfield Street, Tamworth Staffs, B79 ... Readyto Let Elds \mported 03/07/2016 10/07/2016
E1 AT 11 Daal Hnies | inkfisid Srast Tamum #h Craffe 078 Bazebn st Oneonie ANMTAME INMNTINE k4
4 ([} | »

[ Progerly Detals ][ Void Detais ][ Prnt ][_Matching ][ Key Mavemenis ][ CBL ][ Repai Hstory [ Relresh |

\
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[ ViewVoid

Vacating Tenan: Mrs A Famer Void StatusiNOTICE (@ [Notice Received |
FLAT 88 Masefield Diive, Offer Status-Advert 2] Property Adverised |
Leyfields, -
Tamworth Staffs, Void Type{TBYT & TBC Main Veid Fow (201
B79 80D h &l @ne |

Expected Terminalmn'

Acwel Termination / /|
Property Type:2FGE 0] 28 lat 0/F 3storey block Expected AVE“Eb‘E'
Void Number{37120 | | CURRENT voID

| Letters | i | cBL | offers | Tamets | Band | Appoitments | KeyMamt | Document | Matching |
Events | Notice & Termination Inspections Inspection Summany Notes |
Date Code Deserplion System Void Stetus Offer Sialus
15/07/201608:11 |0 Entered v |Entered Entersd
15/07/201608:11 10 Notice Received v |Netice Received Notice Received
15/07/2016 08:18 2032 PreVoid Allocation allowed v |Natice Received Notice Received
15/07/2016 08:44 4000 Void Entered into CEL Scheme Notice Received Property Advertised
4 . [

The above screen will be displayed.

Keys received from Tenant

1. If by the time the keys have arrived and the booked property inspection was not
completed due to no access, follow the instructions above for failed property
inspection and then the next stage will be at the correct point.

2. Click on Next Void Event.

3. Highlight Keys Received from Tenant;

Besponses | Previous F{espcnsesl Workitem History | Case / Contact History | Rela

Code Description Active?
30 Keys Received from Tenant v
31 Keys not Retumed from Tenant v

[98)

Click Next

4. Complete the relevant details in the screen as shown below.
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3esponses ‘ Previous Responses | Workitem History | Case / Contact History | Related Entities | Related Cases | Case Audit | Motes | Documents | Case Events|

# Key Holder Type:PREVT Prev Tenant 1

* Person: 2858 Mr BJ Atkins
* Key Set:1 Main
Date Time lssued; / / v

m

*+ Key Holder Ressonc 10 Keys from Tenant
Date Time Retumed: [(BIERINE ~ » 13:31
Deposi Paid:

Depostt Retumed Date & Time; / /

Next Void Status & Offer Status 4

Next Void Status:KEYSIN || Keys Received

Next Offer Status q

il

Save [ Send Lefter ” Transfer ” Teminate ” Process Info ” Close lm

5. Enter in the Key Holder (Prev Tenant), Key Set, Click on spy glass, select main if
available, if not leave it as default and you will have to add a main key set and any
associated keys once the rest of the process has been done — See section below “add key
set if required).

6. Enter in Key Holder Reason (Keys from Tenant).

7. Enter in Date Time Returned.
8. Click on Next Void Event Button which will take you to termination.
9. Select Termination and input termination date. (Tenancy End Date — Always a Sunday)

10.  Next to finish process.

Add key set if required — this needs to be done if there is only a default key set
listed.

1. Select Key Mgmt Tab

[ Events_ | Notice & Temination [ Inspections [ Insagetion Summary | MNotes |

| letiers |  MNomnations | CBL | Offers | Tegels | Band |  Appoiniments | Key Mgmi Documents Matching
Key Movements | Key Sets

Keyholder Typs Keyholder Key 5ot Key Set Desciption Issued Dat
Man |

Frev Tenant Bas Allins

< 0 »

[ Update |[ Delete || Transier || Rafresh |

Properly Detals || Tenancy Detais ][ Change Status || Next Void Event ][ Next Offer Event || Cancel Void ][ Void Repair History

13
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From the Key Mgmt folder click on the Key Set.
Click on the Add button.
Enter in the Key set (1, 2 etc)

Enter in a Key Set Label. Main. OK.

[=] Modify Void Key Set ==
Vid Key Set
Froperty Address| FLAT 16 Pesl House
Lichfeld Street,
Tamwoth Staffs,
E7978Q
Key Set
Key Set.1
* Key Set Labe! [T}]
Valid To Date: / / <
Tem Reason: &Y
oK [ Gencel [ ey |

Keys Associated with the Key Set you have just created.

1.

Highlight the key set tab and click on Keys button. Enter in the key information for each
key that has been returned on the add void key screen. You have to do add for each
different type of key you receive. OK after adding each type.

For example. Door = 1 or 2 depending how many keys of that particular type. OK.
Key Type = yale, mortice, rim, fob etc.
Key reference = e.g. 2y/3m etc.

[ Add Void Key (=)
Void Key
Propery Address{FLAT 88 Masefield Drve,
elds.
Tamworth Staffs,
B798DD
Key n Key Set
Key Sett | Main Key Set
* Door. Fob
* Key Type: Main entrance
* Key Reference

3. OK to complete process.

If keys are returned early (except deceased), the void works can be
completed during the notice period.

Follow the same procedure as above but do not terminate the tenancy until it is due.
Gas safety check and cap and void repair also need to be ordered.
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Termination

1. Go to the void Details Screen and click on Next void event Button. This will take you
into a screen to terminate the property.

2. Select Termination and click on the Next button.

[ Mext Void Event

Orchard
\ Housing

Tamworth Borough Council TEST

Case ID: 350668
Tools

Address: FLAT 88 Masefield Drive, Leyfields, Tamworth Staffs, B

]

Void Status: KEYSIN Q) Keys Received

Instructions

Besponses | Previous Responses | Workitem History | Case / Conlact History | Related Entities | Related Cases | Case Audit | Note

Description Active?

Code

3. Note the Expected Termination Date. You enter in the Actual Termination Date. Click
Next button to move to the next screen.

4. Click ok button to the complete screen.

Besponses ‘ Previous Responses | Workitem Historyl Case / Contact ﬂ\storyl Related Entities | Related Cases

Update Termination Details

Wacating Tenancy Mumber: 20018181
Vaid Tenancy Number: 0
Mext Tenancy Number: 0
Motice Date: 15/07/2016
Expected Temination Date:24/07/2016 -

* Actual Termination Date: EEEIFIIE -
Mext Void Status and Offer Status
Mext Void Status:TERM Y| Termination

Mext Offer Status: ey

Select Target Responsibility

Department : ey
Dipt. Section: )
Officer: ey
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Events Notice & Termination Inspections I Inspection Summary MNotes

Date Code Description System Void Status Offer Status
15/07/2016 08:11 10 Notice Received v Notice Received Notice Received
15/07/2016 08:11 |0 Entersd v Entered Entersd
15/07/2016 08:18 | 2032 Pre-Void Allocation allowed v Notice Received Notice Received
15/07/2016 0844 | 4000 Woid Entered into CBL Scheme Notice Received Property Advertised
15/07/2016 15:06 |24 Mwaiting Exit Inspection Awaiting Exit Inspection Property Advertised
15/07/2016 16:43 | 470 Keys Retumed Keys Received Property Advertised

00— Memiaed g ominalon———Ppoty Advatsed |
28/07/2016 1528 |27 Exit Inpection Complete Exit Inspection complete Property Advertised

If there is a UC claim this will need to be ended. See instructions — How to end UC claim.

Add the Gas safety check and cap and void repair jobs

Please refer to instructions entitled adding gas safety check and cap and void repair located
in Allocations, Administration, Void and Allocation Procedures 2018. Adding a gas safety
check and cap and void repair.

Keys to Contractor

1. Locate your property on the Void Home page

2. Access the Void Details.

3. Click on Next Void Event.

4. Select the Keys to Contractor and click on the Next Button. This will take you into
where you record which contractor and date and time issued.

Responses | Previous Responses | Workitem Hisloryl Case / Contact ﬂistor)'l Relater

Code Description Active?
130 Keys to Contractor W

Enter in the Key Information, using the spy glasses to select the below:

Key Holder Type — Repairs Contractor.

Contactor — The Contractor who the keys were handed over to — 320 Equans
Key Set — Select the key set that was handed over.

Date Time Issued — The date and time handed over to the contractor.

Key Holder Reason — 020 — Keys to Contractor.

5. Click on the Next button and click OK button to complete.

Responses | Previous Responses | Workiem History | Case / Contact History | Related Entities | Related

# Key Holder Type Contra [ | Repairs Contractor
* Contractor (306 Mears
* Key Set1 [Q)|| wain Key Set
Date Time lssusd13/07/2016  ~ |08:21
# Key Holder Reason 020 Keys to Contractor
Date Time Retumed? / / M E
Deposit Paid 1 6

Deposit Retumed Date & Time:| / /

Mext Void Status & Offer Status

Next Void Status:KEYC Q||Keysto CnntmctP ag e 2 5

Next Offer Status Ql




6. For properties that are having void works done during the notice period, the void has to

be moved on manually.
7. Locate your property on the void home page.
8. Void details.
9. Change Status.
10. Void Type — STD.

11. Void Status — Keys to contractor.

12. Eg, Offer Status — Offer Made/Await Accomp View.

#c Temraton NOTET < | Eoeced ATL D007

| od Tiee ETD

(LT T R | T p—

O S [GFPENZ 1] [Ofer Made. Povat Accome Verw

* Voud Tree | af

e Sent |

e St |

TETEEEEEY]

13. OK to complete process.

Void Inspection - Property Report

This Inspection is when the contractor goes out to inspect the property with one of TBC Repairs

Team (Pre Inspection).

Locate your property on the Void Home Page

1. From the Void details screen, click on the Next Void Event.

2. Select the TBC Void Inspection and click on the Next button. This will take you to the
next screen where you add who has done the inspection and the target date.
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Responses | Previous Responses I Workitem Historyl Case / Contact Hisloryl Relatec

Diescription Active?
Void Inspecion

Code

3. Enter in the following information;
Inspection Type — 080 — TBC Void Inspection
Target Date auto populated but you need to change it to the date of the void inspection.
Inspection Officer — This is the contractor —- HMPGO Phil Gosling.

4. Click on the Next Button.

5. Click OK button to confirm.

Responses | Previous Responses I Workitem Historyl Case / Contact History | Related Entities | |

Add Inspection
* Inspection Type: 080 TBC Void Inspection

* Target Date:20/08/2016

Inspection Officer;HSERA Elizabeth Randall
Void Event:360 G| | Woid Inspection
Next Void Status & Offer Status

MNext Void Status: AWVINP & | Void Inspection Ongoing

Newt Offer Status: [2]

Result of the Void Inspection

The contractor will send via email summary information with, predicted date and the estimated
cost.

1. In the Voids Details screen, click on Next Void Event.

2. Enter the target for the repairs.
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Responses | Previous Responses I Workitem History | Case / Contact History I Relat

Code Description Active?
230 Lang Term (Major) Void Repairs v
472 5 days- £501 - £2000 v
473 10 days - £2001 - £5000 %
474 20 days - £5001 and above v

3. Click on the Next button. This will take you into the Inspection screen.

4. Select the Void Inspection and click on the Next Button. This will take you into a screen
where you can enter summary information and the pre void inspection.

Responses | Preyious Respanses | Workitem History | Case / Contact History | Related Entities | Related Cases | Case Audt | Notes | Documents | Case Events|

Type Target Date
Exi. Inspection

Inspection Date & Time Officer Resul
20/07/2016 11.08 Jackie Lea

Phi Gosing

22/07/2016

22/07/2016

Exit Inspection Complete test

Summary

Adding Void Inspection Results

1. Enter in the results from the email you received from the contractor.

Inspecting Officer — The contractor officer who did the Inspection. This is usually

HMPGO - Phil Gosling.
Date and time of the inspection.
Inspection Summary — void inspection.

Inspection Details — Gas and electric cooking, gas heating, gas and electric meter readings
if provided, value of the void, anticipated completion date.
Take the tick off — Amend re-letting, pre void allocation or long term status of the

void

Inspection Result — Choose the value from the List.

Reason for Result — 010 Completed

e Jew

Responses ‘ Previous Responses | Wiorkitem Hisloryl Case / Contact ﬂ\storyl Related Entities | Related Cases | Case Audit | Motes | Documents | Case Eventsl

Inspection Results

Target Date:20/08/2016 Woid Number: 37157 * Inspection Result:VOIINS

Inspection Type: 080 @ | TBC Void Inspection * Reason for Result: 010

* Inspecting Officer: HSERA Elizabeth Randall Event:471

# Date & Time:22/07/2016 - [14:42:38 MNext Void Status & Offer Status

Next Void Status:MINOR
Inspection Summary: 3 day repairs

Next Offer Status

Inspection Details{from Mears

Target Responsibility

Department

Dpt. Section
Amend the Re-Letting, Pre-Void Allocation or Long Tem Status of the Void =]

Officer:
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2. Click on Next Button.

3. Click OK button to confirm.

Expected Ready to Let Date

The report you receive from the repairs contracter after the void inspection will show an
expected ready to let date — this can be recorded on the void record.

To add the expected ready to let date:
Locate your property on the Void Home Page
1. From the main Void Details screen, press Add to add an event.
2. Select event 5000 Expected RTL Date.
3. The Officer will default to yourself, but can be changed if required.

4. Tick the box “This event is not valid ...”

Responses | Previous Responses I Worlkitem Histony | Case / Contact ﬂistcr'_rl Related Entities I Related Cases

Add Void Event
* Event:5000 Expected RTL Date
* Officer:hsjwe Jane Wells

+ Date and Time:30/11/2016 - |14:38
Woid Status:EXICOP || Exit Inspection Complete

Offer Status:OFPENZ2 & |Offer Made/Await Accomp View

Mext Void Status & Offer Status
Next Void Status: 2]

Mext Offer Status: 2]

# This event is not valid for the cument status - check the box to add it anyway[ 7|

5. Click Next to continue.

6. Enter in the expected ready to let date, (anticipated completion) this can be selected from
the calendar dropdown or entered manually.

20
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[=] Expected RTL Date
Case ID: 352231

Expected Ready to Let Date

Property Details

Address;| FLAT 58 Sunset Close,
Tamworth Staffs,
B73 7QJ

Event Details

# What is the Expected Ready to Let Date?:12/12/2016 -

MNotes:

Property Type: 2B mais 1./F 3 storey block

Double Beds:| 1

Expected Termination: 06/11/2016

(o8 sl

Logged on: Jane Wells 3011/2016 09:06

Single Beds:|1

Click the button to view the Void Details

Void Details

[ Save ][ Teminate ][ Close ][ Next ]

the event has been added.

Click Next to continue, then OK the confirmation message which will pop up to confirm

The event will show in the Events folder, and the expected ready to let date will display
on both the void details screen and the void home page:

Void Details:

Expected Temmination:06/11/2016

Actual Temination:) / /

Property Type:2MU1B @|| 2B mais 1/F 3 storey block

Expected Available: / /

I Expected RTL Date:12/12/2016 I

Decorations Allowance: 75.00

Void Number: 37333 CURRENT VOID
ominations | CBL | Offers | Targets | Band | Appointments | ey Mamt | Documents | Matching |
Events Motice & Termination Inspections Inspection Summary Motes
Trete Toae System Void Status Qffer Status
30/11/2016 14:38 | 5000 Expected RTL Date I Exit Inspection Complete Offer Made/Await Accomp Vi

T T 2016 1631 S00T | Decoranons Alewance

Exit Inspection Complete Offer Made/Await Accomp Vi

26/10/2016 10:03 170 Qffer Made v Exit Inspection Complete Offer Made/Await Accomp Vi
Void Home Page:
| Search || Heset |
Void Status Offer Status Actual Termination Date Exp. Termination Pate Expected RTL Decs Allowance

Ready to Let Viewing Amanged 23/10/2016 16/10/2016 26/12/2016 50.00 »
Ready to Let Property Advertised 131172016 131172016 L F
Exit Inspection Complete  Offer Made/Await Accomp... / / 06/11/2016 12/12/2016 75.00
Mormal Void Repairs Qffer Made/Await Accomp... 30/10/2016 30/10/2016 i
Immadizta Vnid aie RBar'd Pranarhs Advadicad lHt 7 E lHt =

Note: The expected ready to let date is updatable, so if the date changes at any time, repeat the
steps above to add the manual event and the void details screen and void home page will update.
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SHELTERED SCHEME PROPERTIES

Once we have received the anticipated completion date, send an email to the
Scheme Managers group e mail (scheme managers) address advising them of
the anticipated completion date and if that stands what the tenancy start date
for the new tenant will be.

e.g. 5 Thomas Hardy Court. Anticipated completion date 20t June 2018. If
the keys are back by this date then the tenancy date for the new tenant
will be Monday 25% June 2018.

Move to Post Inspection - Once Keys are returned fit to let

Locate property on Void Home Page
1. Void Detail, click on Next Void Event.

2. Select Move to Post Inspection 253. Click Next Button.

Besponses | Previous Responses | Waorkitem Histony | Case / Contact ﬂistnryl Related

Code Description Active?
Maove to Post Inspection

3. Inspection Type — 030 Post Inspection.

4. The date of the Post Inspection (select ‘todays’ date) and who did the Post Inspection.
(E.g. Richard/Liz).

5. Click on Next Button.

Responses | Previous Responses | Workitem Hisloryl Case / Contact ﬂistoryl Related Entities I R
Add Inspection
* Inspection Type: 030 Post Inspection
# Target Date:22/07/2016
Inspection Officer) HSERA Elizabeth Randall
Void Event: 253 & Move to Post Inspection
Next Void Status & Offer Status 22
MNext Void Status:POSTIN &) || Post Inspection in Prgrss
Mext Offer Status: a
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Result of the Post Inspection

1. In the Void Details Screen, click on the Next Void Event.

2. Select one of the options.
132 — PI Complete — Repairs Complete, (Passed).

NEXT

Responses | Previous Responses | Waorkitem Histony | Case / Contact ﬂistnryl Relate

Code Description Active?
Chnge.Reps.Priorty(Add Event)
Pl Complete - Repairs Complete
Pl Completed - Chanage Prioriby
Pl Failed-move to Major repair

S
Q<[

Passed
Besponses Previous Responsss
Code Description ™ Active?
406 Pl Failed-mowe to Major repair W
408 Pl Completed - Change Priority W
Pl Complete - Repairs Complste
480 Chnge.Reps.Pricrity{Add Event)

4. Select the Post Inspection from the list of inspections relating to that property.

5. Click on the Next Button.

E—
Responses | Preyious Responses | Workitem History | Case / Contact History | Related Entites | Related Cases | Case Audit | Notes | Documents | Case Evens|
Type Target Date Inspection Date & Tme Officer Resul Summary.
Ext inspection  22/07/2016 | 20/07/2016 1108 Jackie Lea Exit Inspetion Completz test
Pre Void Inspecto.. 22/07/2016 | 20/07/2016 00:00 Phil Gosling Completed Test
on 22072016 | / /. |Eizabelh Rancal I

Enter information about the Post Inspection for fit to let void property
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6. Enter the date of the inspection.

7. Enter in the Summary - post inspection

8. Details of the inspection — completed and passed.

9. Take the tick out of the box Amend Re-letting.

10.  Inspection Result - POSINS — Passed — Work Complete

11.  Reason for result — 010 — Completed

Besponses | Previous Responses

Code Description Active?
406 Pl Falled-move to Major repair v
408 Pl Completed - Change Prionty v
132 Pl Complete - Repairs Complete
480 Chnge.Reps.Priority(Add Event)

Keys from Contractor

When you complete this process the system will put the status at ready to let.
Locate property on the Void Home Page

1. In the Voids Details Screen.

2. Select Next Void Event.

3. Select 131- Keys from Contractor (RTL)

Responses | Previous Responses I Workitem Historyl Case / Contact ﬂistoryl Relater

Code Description Active?

Keys from Contractor (RTL)

4, Click on Next Button. OK

5. Select Repairs Contractor Equans — 320 and Click on the Next button.

e ]
Besponses | Preyious Responses | Workitem Hstory | Case / Conlact Helory | Relaled Enttes | Related Cases | Case Ay | Notes | Documents | Case Events |

(Con |t )
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6.

7.

8.

Enter in the Date and Time the keys were retuned.

Responses | Previous Responses I Workitem Hislor_vl Case / Contact ﬂistor}rl Related Entities | Related (

Key Holder Type:Contra ) || Repairs Contractor

# Contractor]306 Mears

* Key Set:l main
Date Time Issusd:22/07/2016  « [14:35
* Key Holder Reason:020 Keys to Contractor
Date Time Retumed EEIIFENIE - [15:11
Deposit Paid:{0.00

Deposit Retumed Date & Time: / / -

Click on the Next Button.

Click on OK

Offer Made

The offer made will be displayed in the Offer Status column.

The system will change the voids offer status to Offer made/Await Accomp View, once the offer
has been made in the CBL.

T T T T e e et ol Temination Date . Exp, Teminalk
FLAT 8 Peel House, Lichfield Street, Tamworth Staffs, B79 7. Ready to Lat Offer Made /Await Accomp. | 24/07/2016 24/07/2016
FLAT 10 Peel House, Lichfield Street, Tamworth Staffs, B79 ... Ready to Let Bids Imported 03/07/2016 10/07/2016
FLAT 11 Peel House, Lichfield Street, Tamworth Staffs, B79 ... Ready to Let Occupied 10/07/2016 10/07/2016
FLAT 12 Peel House, Lichfield Strest, Tamworth Staffs, B79 ... Ready to Let Occupied 03/07/2016 03/07/2016
FLAT 13 Peel House, Lichfield Street, Tamworth Staffs, B79 ... Ready to Let Qcoupied 31/07/2016 31/07/2016
FLAT 10 Stanhope House, Lichfield Street, Tamworth Staffs.... Ready to Let Froperty Advertised 24/07/2016 24/07/2016
FLAT 44 Stanhope House, Lichfield Street, Tamworth Staffs.... Ready to Let Property Advertised 14/08/2016 14/08/2016 B
FLAT 3 Townshend House Lichfield St, Tamworth Staffs, BY... Ready to Let Property Advertised 24/07/2016 17/07/2016
FLAT 94 Masefield Drive, Leyfields, Tamworth Staffs, B79 8DD Ready to Let Bids Imported 24/07/2016 24/07/2016

2 Bambrdge, eticbrook. Tamwrt Stafs, 677 1D
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