Using the Letzone Tenant Portal @}i{pperty

This guide provides a step-by-step walk-through for navigating the Letzone Tenant
Portal. It shows the login process and data entry, ensuring that users can quickly
access and update their information. By following these instructions, users can easily
use the Letzone portal to update their personal information.

This process is the same for Tenants and Guarantors

The Tenant/Guarantor will receive an email similar to this, with a Username and
password, plus a link to access the actual portal.

Hi, Lettings Applicant203,

Welcome to LetZone

Here is your login and password to access LetZone:
Login® _Applicant

Password: 1D 42

Click here to access your LetZone dashboard.

# L8170n6

—— POWERED BY VTUK ——


http://crm.iamproperty.com

2  Click the "User Name" field add the Username and then the supplied password.

@ property

User Name
applicant130

Password

L

Remember me

3  Click "Login Now"
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User Name
LApplicant205

Password Forgot? *

snrern

Remember me
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% Login Now
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The Letzone terms and conditions will display. Click "Accept" to move on and
login, these will only show once.

Terms & Conditions

You need to accept our Terms & Conditions to continue using our application

Agreed terms

1. Interpretation

o The definitions and rules of interpretation in this clause apply in this agreement.

Authorised Users: your employees, agents and independent contractors of You who are authorised by You to use the Product as further
described in clause 2(d).

Business Day: a day other than a Saturday, Sunday or public holiday in England when banks in London are open for business.
Confidential Information: information that is proprietary or confidential and is either clearly labelled as such or identified as Confidential
Information in clause 5 or clause 12.6.

Controller, processor, data subject, personal data, personal data breach, processing and appropriate technical and organisational measures:

as defined in the Data Protection Legislation

Customer/You: the Customer or person described on the Order Confirmation as the Customer.

Data Protection Legislation: the UK Data Protection Legislation and any other European Union legislation relating fo personal data and all other
legislation and regulatory requirements in force from time to time which apply to a party relating to the use of personal data (including, without
limitation, the privacy of electronic communications); [and the guidance and codes of praciice issued by the relevant data protection or
supervisory authority and applicable to a party].

Effective Date: the date of this agreement.

Initial Subscription Term: the inifial term of this agreement as set out in Your Order Confirmation

Normal Business Hours: 200 am to 5.00 pm local UK time, Monday to Thursday and 900 am to 4.00 pm on Friday.

Order Confirmation: the order confirmation executed on behalf of both You and VTUK in respect of the Product.

5 The "Home" screen shows a timeline for the progress through the tenant
on-boarding process. At the bottom of the screen there is the option to add a
Guarantor to the Tenant. The Guarantor will also be sent a login for this portal.

TENANCY PROGRESSION
Milestones in your tenancy application for Lettings Applicant205

Reference Checks

Pre Booked Documents Approved Complete

Agreement Signed Move In

o ®

10/03/2026 Pending Pending

GUARANTOR
Invite a guarantor to your application:

FORENAME * SURNAME *

EMAIL *



& Alert! Throughout this Portal all areas with a 'red '*' are required to be completed.

6 Click "About You"

@ glibpel-tl' .
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TENANCY PROGRESSION

Milestones in your tenancy

for Lettings Appli 205

Reference Checks

Pre Booked Documents Approved Complete Agreement Signed
1 g 3 (4 )
10/03/2026 Pending Pending
GUARANTOR
Invite a guarantor to your application:
FORENAME * SURNAME

EMAIL

Move In

®



In the About You section update all of the personal details and add any that are
missing. Once complete your Agent will receive a notification.

ABOUT YOU
TITLE * FORENAME *
v Lettings
SURNAME * EMAIL *
Applicant205 zagg.dave@gmail.com
PHONE NUMBER * MOBILE PHONE
ADDRESS Q epim MaNUALLY
POSTCODE - ADDRESS
QUALIFYING QUESTIONS
QUALIFYING QUESTION )
S ¢ YES NO
QUALIFYING QUESTION O 3
e B YES NO
QUALIFYING QUESTION ANSWER *

8  Click "Title" and set your title.

ABOUT YOU
TITLE * FORENAME *
- Lettings
EMAIL *
zagg.dave@gmail.com
Mr
MOBILE PHONE
Miss
Mrs
Q@ EDIT MANUALLY
Ms
Me © M ADDRESS
QUALIFYING QUESTIONS
QUALIFYING QUESTION )
Do Yo e YES NO
QUALIFYING QUESTION (@) —
i 1 YES NO

QUALIFYING QUESTION ANSWER *

QUALIFYING QUESTION SELECT ANSWER *



9  Click the "Phone Number" field and add in the phone number.

ABOUT YOU

TITLE
Mr

SURNAME
Applicant205

PHONE NUMBER
07885123123

ADDRESS

POSTCODE

QUALIFYING QUESTIONS

QUALIFYING QUESTION

QUALIFYING QUESTION

QUALIFYING QUESTION

QUALIFYING QUESTION

Tip! If you only have a Mobile Number, add this to both the Phone Number and

FORENAME *
Lettings
EMAIL *

zagg.dave@gmail.com

MOBILE PHONE

° EDIT MANUALLY

ADDRESS

YES NO

YES NO

ANSWER *

SELECT ANSWER *

Mobile Phone fields to enable SMS to be sent.



10 Click the "Mobile Phone" number field and add in the mobile phone number.

) property AR
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ABOUT YOU
TITLE * FORENAME *
Mr - Lettings
SURNAME * EMAIL *
Applicant205 zagg.dave@gmail.com
*
07885123125
ADDRESS Q@ EDIT MANUALLY
POSTCODE - ADDRESS
QUALIFYING QUESTIONS
QUALIFYING QUESTION )
» YES NO
QUALIFYING QUESTION )
YES NO

11 Click the "Enter Postcode™ field. Enter the postcode and select the address from
the drop down menu. If required click on ' Edit Manually' to either edit or add the
address yourself.

ABOUT YOU
TITLE * FORENAME 4+
Mr - Lettings
SURNAME * EMAIL *
Applicant205 zagg.dave@gmail.com
* MOBILE PHONE
07885123123 07885123123
ADDRESS Q EDiT MANUALLY
POSTCODE “ ADDRESS
QUALIFYING QUESTIONS
QUALIFYING QUESTION )
Y YES NO
QUALIFYING QUESTION )
oU C N YES NO
QUALIFYING QUESTION ANSWER *

QUALIFYING QUESTION SELECT ANSWER *



12 Click here to search.

ABOUT YOU

TITLE
Mr

SURNAME
Applicant205

PHONE NUMBER
07885123123

ADDRESS

dh22hx

QUALIFYING QUESTIONS

QUALIFYING QUESTION

QUALIFYING QUESTION

QUALIFYING QUESTION

QUALIFYING QUESTION

FORENAME *
Lettings
EMAIL *

zagg.dave@gmail.com

MOBILE PHONE
07885123123

Q EDiT MANUALLY

ADDRESS

YES NO

ANSWER *

SELECT ANSWER *

P B

13 Click "-- Select Address --" and pick the address from the drop down menu. If the
address cannot be found, or is incorrect, click the 'Edit Manually' option to edit the

address.

ABOUT YOU

TITLE
Mr

SURNAME
Applicant205

PHONE NUMBER
07885123123

ADDRESS

QUALIFYING QUESTIONS

QUALIFYING QUESTION

QUALIFYING QUESTION

QUALIFYING QUESTION

QUALIFYING QUESTION

FORENAME *
Lettings
EMAIL *

zagg.dave@gmail.com

MOBILE PHONE
07885123123

Q EDiT MANUALLY

/ADDRESS *
— Select Addregs - -

ANSWER *

SELECT ANSWER *

iz s



14 The next section to complete are the '"Qualifying Questions' these will be set by

the Agent and should all be completed

QUALIFYING QUESTIONS

Question

Do You Smoke

Are you currently employed?

How many people will be staying in the property, including children.

test question

Do You have Pets? If yes what types.

Webinar Question

Are you a nice persen

Will Housing Benefit be paying part/all of the Rent

Qualifying Question

Any CCJ or Adverse Credit

Date of Birth

TERMS & CONDITIONS

15 The Qualification Questions will look similar to this. There may be a mixture of

Answer

no

Really Informative Love them

Yes

No

yew

No

01/02/1968

1to110f11 Page 1 of 1

yes/no, text/list etc questions to answer.

QUALIFYING QUESTIONS

QUALIFYING QUESTION
QUALIFYING QUESTION
QUALIFYING QUESTION

QUALIFYING QUESTION

YES NO
ANSWER

SELECT ANSWER

Calant mmmaeme
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17

Click here to review and accept the terms and conditions.

You will be able to see a full version of the the Agents terms and conditions of
rental. (We have not added any information here to avoid confusion) It is possible
this section may not show as it is an optional screen for your Agent.

test question

Do You have Pets? If yes what types. no

Webinar Question Really Informative,Love them
Are you a nice person Yes

will Housing Benefit be paying part/all of the Rent No

Qualifying Question yew

Any CCJ or Adverse Credit No

Date of Birth 01/02/1968

1to110f11 Page 1 of 1
TERMS & CONDITIONS
~ YOU [IAVE AGREED TO THE TERMS & CONDITIONS
iouwioad here
View full terms & conditi
Submit Details
H Ll H H L
Click "Submit Details
test question
Do You have Pets? If yes what types. no
Webinar Question Really Informative, Love them
Are you a nice person Yes
Will Housing Benefit be paying part/all of the Rent No
Qualifying Question yew
Any CCJ or Adverse Credit No
Date of Birth 01/02/1968
1to110f 11 Page 1 of 1
TERMS & CONDITIONS

~'  YOU HAVE AGREED TO THE TERMS & CONDITIONS

download here

View full terms & conditi

10



18

Once this section is completed, your Agent will receive a notification.

Click "Documents"

Qv P

E ABOUT YOU DOCUMENTS COMPLIANCE

ABOUT YOU

TITLE
Mr

SURNAME
Applicant205

PHONE NUMBER
07885123123

ADDRESS

POSTCODE
DH22HX

QUALIFYING QUESTIONS

FORENAME
Lettings

EMAIL
zagg.dave@gmail.com

MOBILE PHONE
07885123123

ADDRESS
7111 Pelaw Crescent, Chester le Street, County Durl

11



19  There are 4 options for proofs, as shown below.

Provide right to rent proof

Select type of proof

O List A (Group 1)

Submit any one of the documents from the list here on it's own.

O List A (Group 2)

Submit acceptable document combinations which show an unlimited right to rent (any
two from the list here in combination).

O ustB

Submit any one of the documents from the list here on it's own that permit the holder
to a time-limited right fo rent in the UK.

O Share cods

Submit your government issued share code along with your date of birth.

20 Click "here" to see the list of acceptable proofs.

Provide right to rent proof

Select type of proof

O List A (Group 1)

Submit any one of the documents from the list here on it's own.

O List A (Group 2)

Submit acceptable dotument combinations which show an unlimited right to rent (any
two from the Ilst here in lombination).

QO st

Submit any one of the documents from the list here on it's own that permit the holder
to a time-limited right to rent in the UK.

O Share code

Submit your government issued share cocle along with your date of birth.

12



21 Asample list of the accepted documents.

List A (Group 2) accepted documents

¢ A UK Birth certificate.
* An adoption certificate issued in the UK.
s A birth certificate issued in the Channel Islands, the Isle of Man or Ireland.
* An adoption certificate issued in the Channsl Islands, the Isle of Man or Ireland.
« Evidence of current or previous service in the UK armed forces.
* A current full UK drivers license.
* A certificate issued by the Disclosurs and Barring Service within the last 3 months.
* A document issued within 3 months confirming that the holder is in the receipt of a benefit.
e Aletter:
o from government or local autherity, dated within 3 months signed by a named official
o dated within 3 months signed by a British passport holder who is a professional or is
in good standing stating that they have known the person for at least 3 months.
o dated within 3 months from an Employer including an NI number or employee
reference.
o dated within 3 menths from the police, including a crime number, showing that
cdocuments from Group A have been stolen.
o from HM Prisons Service showing that the person has been released not more than é
menths previously.

o

clated within 3 menths from the National Offendler Management Servics.

o

issued within 3 menths by a public autherity veluntary erganisation or charity in the
course of a scheme operated to assist individuals fo secure accommodation.

o from a UK higher or further education institution showing that the person is enrclled
on a course.

22  Select the proof option you are using. e.g. Click "List A (Group 1)"
Provide right to rent proof

Select type of proof

Lis: A (Group 1)

2ubmit any one of the documents from the list here on it's own.

O List A (Group 2)

Submit acceptable document combinations which show an unlimited right to rent (any
two from the list here in combination).

QO usts

Submit any one of the documents from the list here on it's own that permit the holder
to a time-limited right to rent in the UK.

O Share code

Submit your government issued share code along with your date of birth.

13



23 Click "Upload File" to search for and upload the file. This can be uploaded from a
folder on your computer, or if you are using a mobile phone or a tablet can be
uploaded directly from the camera or photo gallery.

O Share code

Submit your government issued share code along with your date of birth.

Upload file

Mayx file size is 20000kb. Supported
file types are .pdf, .csv, .jeg. .png

&, Upload file

Document type

Submit Document

24 Select the type of document you are uploading e.g. "A current or expired passport
showing British Citizenship or citizen of UK & Colonies with "right of abode""

option.

DU YyOUT GOVBIIIISI IS5U8Ud Salg cous diuiy wiiin yuul uais o1 Rinii.

Upload file

Max file size is 20000kb. Supported
file types are .pdf, .csv, .jpg, .png

2, Upload file
190b4b3f-1d29-4b2b-971f-013blea3ssbd~1jpg X

Document type

A current or expired passport showing British Clrizenship or citizen of UK & Colonie

Submit Document



25 Click "Submit Document” Your agent will get notification that you have uploaded
a document and what type of document you have uploaded.

Upload file

Max file size is 20000kb. Supported
file types are .pdf, .csv, .jpg. .png

2 Upload file

190b4b3f-1d29-4b2b-971f-013blsa3eebd~1.jpg X

Document type

A current or expired passport showing British Citizenship or citizen of UK & Colonie

P i

[ subnjit Document )

5 o

26 Click "Compliance"

@ lp.l':,‘operty p | ]

OME ABOUT YOU DOCUMENTS CCMPLIANCE ENANCY AGREEMER

Provide right to rent proof

Select type of proof

f@\) List A (Group 1)

Submit any one of the documents from the list here on it's own.

O List A (Group 2)
Submit acceptable document combinatiens which show an unlimited right to rent (any
two from the list here in combination).

O ustB

15



27 In "Compliance" you will see all the compliance/safety checks that are set for the
property, including the EPC details. There is also an option to tick and note you
have read and understood these documents.

U DOCUMENTS COMPLIANCE TENANCY AGREEMENT

SAFETY CHECKS | HAVE READ & UNDERSTOOD THE COMPLIANCE INFORMATION PROVIDED

Gas Safety
Responsibility: Agent

Due Bates06/02/2076 Responsibility: Contractor

Due Date: 05/02/2027

ENERGY EFFICIENCY ENVIRONMENTAL IMPACT (CO,)

CURRENT POTENTIAL CURRENT POTENTIAL

28 If made available you will also be able to see the actual compliance certificates e.g
gas safety, smoke detector etc.

ENERGY EFFICIENCY ENVIRONMENTAL IMPACT (CO,)

CURRENT POTENTIAL CURRENT POTENTIAL

EPC

RRN NUMBER

EXPIRY DATE

COMPLIANCE DOCUMENTS

16



29

Pp

The "Tenancy Agreement" this will show the current progress in your
application.

TENANCY AGREEMENT
TENANCY AGREEMENT

Your tenancy agreement has b2en signed aixd a copy has been emailed to you.

Le
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