MAKING AN APPLICATION FOR LANDLORD REGISTRATION USING THE
SCOTTISH GOVERNMENT’S ONLINE SYSTEM

CREATING A USER ACCOUNT

Go to www.landlordregistrationscotland.gov.uk

Read the Help pages by clicking on “More” under the “About” column
You will be asked later on in the process tg confirm you have read this section
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welcome to the Landlord Registrati
Scotland

Through this website, landlords and agents can apply for registration with all

local authorities in Scotland, track their applications and inform reagistering
authorities of any changes to their detéails.

on central online system for

Members of the public can search the registers of all local authorities to find out

whether a person or organisation/is registered, or to get contact details for a
particular rented property,

Please select what you want to do from the boxes below,
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http://www.landlordregistrationscotland.gov.uk/

The following page will be displayed
Detailed information can be found by clicking on each title

When you have finished return to the home page by selecting “Home
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If wour query is not covered by the information on these pages, please contact
the local authority with which you are trying to register. Contacts for each local
autharity are available fram the link below,
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Agents
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Registrations, Licences and Accreditation
How to pay
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Searching
Zearching

Local suthority Contacts
Local Authority Contacts

Help with using this site
Request a User Account
Zearching for an Address
Register a Property
Registrations, Licences and Accreditation
Finding your registration number
What is Registration Status?
Houses in Multiple Occupation
Contact Address

Discrimination Legislation
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To begin your application, click “Start Here”

Note: If you are renewing a registration you must not $tart a new application —
please refer to the separate guidance on renewing a registration
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Welcome to the Landlord Registration central online system for
Scotland
Through this website, landlords and agents can apply for registration with all

local authorities in Scotland, track their applications and inform registering
authorities of any changes to their details,

Members of the public can search the registers of all local authorities to find out
whether a person or organisation is registered, or to get contact details for a
particular rented property.

Please select what you want to do from the boxes below.
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The “Registration Information Page” will now be displayed.
Please read this carefully before you start your application.

Once you have finished reading the information page, select
“Continue”
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Please|read the following impartant information before continuing with your
applicgtion. Your application is not walid until it has been paid for. The
informétion applies to new, renewed and amended applications.

Please|be aware of the following requirements to use the online registration

service:
« ‘fou will have to pay online to use the online system - payment can be Please note - Visa electron
ade by credit or debit card using 2 secure server, you can print off a | .
ecord of the payment if required. IS not Currently accepted
» fou need an email address to use the online system, The email address

ou pravide may be used by your local autharity to contact you in the
fliture,

+ Iis an offence to provide false information or to fail to provide
information and you must keep your details up to date once you have
Eaistersd, this indudes changes to your home address and additional lst
remises,

« 4 valid application is one that contains accurate and complete
information, and has been paid for

User Account

» New Users: Before using the system you must set up a user account - you
illbe asked to create a user name and password, You will then be

mailed a link to activate your account which should be used to log back
ihto the website (either click on the link or cut and paste it into your
rowsers address bar), You will then be asked to complete your application,
you do not receive the activation email please check your spam and bulk
ail folders.

« Existing Users: If vou already have a user account or have previously
egistered with any local authority and wish to renew your application,
mend your details or add another property, do not start a new
pplication. You should use your existing user account to make these
hanges. If you have forgotten your username or password please contact
the local authority with which you have already registered.

Required Information

Before|you proceed with your application, you will need to have the following:

etails of your home address and any previous address within the last 5§
ears

etails of properties let - including the postcode

etails of agents who act for you in respect of any let property - either their
i=gistration number or name and address. Please note that if your agent is
ot already registered then you will need to pay for them to be assessed

< fit and proper. This will cost you a further £55 on top of your own
legistration fee.

etails of joint owners. You are required to include the name and address
f any joint owners, and will be asked for additional optional information.

The following information is also required and should be provided if applicable:

ompany registration number

harity registration number

etails of any other licences held

HMO Licence number

ny relevant convictions (spent and unspent)

coreditations held, e.g. membership of a local or national scheme

Next $teps

» {nce you have completed all the information and paid, vour application will
e considered separately by each local authority you have applied to.
This process also applies to renewed applications, They may contact you for
further information. Each authaority will contact you with the outcome of your
pplication, and a distinct registration number will relate to each authority
ou have applied to.
. vou have specified a joint ewner in your application and that joint owner
as not already applied to be registered or is already registered, then they
V\H be required to submit their own separate application for registration.
hey will be sent details of how to do this by the relevant local authority, If
joint owners of your property fail to submit a valid application for
stion then they will be committing an offence.

Continue I
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You will now be asked to create your user account.

Please complete this page and then select “Submit”

You will be asked to provide answer to three security questio

application process so you may wish to take a note of your

reference.

later on in the

swers for future
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*fou need to obtain a user account for this site before you gén apply for a

registration. This makes sure your personal information will be kept secure.

Please note if you have already registered and have g

registering in multiple local authorities, You shoulg
account.

Please enter a username you would like 4 use

What is the ndme of your primary school?:
What is your favourite colour?;
our mothers maiden name?:

eristing user account,
vou should use your existing log in details {your Userlame and Password) to
manage and update your account. This incdudes adging additional properties and
hiot have more than one user

rachosen

userndne and

passw

rd, as well as

some sjmple contact and

SECUNE
obtain

& verifi
then b

information, to
B user account.

ation email wil
sent to you with

further [instructions.

More...

The"Help” page gives useful information on choosing your

username and password

251w landlordregistrationscotland . gov, uk/Pages/Process, aspx?Command=S5hofHelpRequestAccount
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~Requesting a User Account

You can choose anything you want as a username and password, as long as
you will remember them. They must not include spaces or punctuation. If the
system says your chosen username has already been used, please choose
something else (add a number or an initial, for example). Your password must
be at least & characters long, and include upper and lowercase letters and at
least one number, such as 65tewart or Mdrianne,

Please provide answers to all five security questions. These are used for
added security for some functions, The answers need not be true, as long as
you will remember them. For example, if you do not have a pet you could use
the name of a friend’s pet, or a toy animal.

When you have completed the information requested, an email will be sent to
you with instructions for activating your account.
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You should now provide an e-mail address to which confirmation of your user
details and password will be sent, together with an activation link to allow you to
access the system to complete your application

Once you have entered your e-mail address and confirmed that you have read
the “About” section, please press “Submit”
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Please note that you must have an emaiVaddress to register on the
wehbsite. If you do not have an email gddress you should contact each
local authority where you let propecty for a paper application. Please note
that the email address you providg/will be used for validation purposes
and may also be used for future fontact regarding your application.

Ernail: |'ureg|s‘tr§}run@edlnburgh.gov.uk| *Help 9)

Confirm: rdr%graign@edinburgh_gov_uk| Please enterg chosen
Username an

: : : passwaord, as well as
v {1 have read the A0ut section and T understand who has to register and some simple contact and

Lwhat information. 1am.required to provide, security information, ta
obtain 3 user account,

- Cancel o q .
& verification email will

then be sent to you with
further instructions,

More...
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You should receive the message below confirming that your request for a user
account is complete.

s landlordregistrationscotland. gowv. ukj/Pages/RegisterContact, aspx
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Your request for a user account is complete, Confirmation and activation details
are now being sent to you,

You will not be able to log into the Landlord Registration central online system
until you have received activation details from us.

Click here to return to the homepage.

You should now check your e-mails for the activation notification.
Please also check any spam folders.
If you do not receive this, please contact a member of the landlord registration team
on 0131 469 5293



Sample e-mail

Please note you should click on this link to activate your account

From: noreply@landiordregistrationscotland, gov.uk Sent: Mon 22{11/2010 12:54
To: Landlord Regiskration
Ce:

Subject:  Landlord Registration - User Credentials

From 30 Apnl 2006 all private landlords i Scotland have been required to régister with each local authority in which their rented property 15 located. You now
need to take the achon detailed below m order to comply with the law relaiihg to pnvate landlords

A user account has been created for you on the Landlerd Registration S€otland website www landlordremstrationscotland. gov uk that will enable you to access
vour application for registration.

You must complete all the mandatory information and submi
be letting legally

he application. Yowr application is net valid until you have done this and you will not
INMPORTANT - If you have been added on as a joint owpier youn are also required to complete an application. A separate application must he
completed by all joint owners.

If your agent has made the application on your behglf, please go onto the website and check that all the details are correct.

e ]
< Please click here to go onto the website now and activate your acD
e ——

The user credentials you entered for the Landlord Registration website are detailed below

Tsername: Test User
Passwrord: Testuserl

Please note that the password 15 case sensitive - vou should enter your details exactly as noted above, mcluding any capital letters and spaces

If you have any queries with regard to your application, please contact the relevant local autherity. Local autherity contacts are listed i the help section of the
website. If vou do not want to complete an application on-line contact your local authority and a paper application will be sent to you.

Further information about landlord registration is available at
httpoffwrwrw betterrentingscotland. com

The following screen will then be displayed. If you are not automatically taken to the
next screen please click “here”

ated - Microsoft Internet Explorer, provided by City of Edinburgh Council
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»Account Activated

Y¥our account has been activated and you have automatically heen logged into
the Landlord Reqistration central onljn®systen.,

You will be automatically re-direcy€d NIt vour registration application in 10
seconds, if you are not, please o
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You will be asked to answer three of the security questions which you completed
previously. Please complete these exactly as entered before

wa -

Fa i
Home Search Logout
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»Security Questions Page

©

Convictions HMO licences  Refusals  Accreditations

Security Your Details Other Mames  Address
Questions Details
Page
) 4

Please answer the following 3 security questiops:

Red

What is your favourite colour?:
wWhat is the name of your primary schjool?:|Balgreen
wWhat is the name of your pet?: Snowy
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You will be then be directed to a screen to start your application



