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A step by step guide to claiming Universal Credit –  
Full Service area 

 
Firstly, please note that anyone applying for Universal Credit (UC) will 
need an email address.  Universal Credit is available via the Gov.UK 
website at www.gov.uk/apply-universal-credit upon which you will see 
the following screen:- 
 

 
 
Step 1 - You will need to see if you are eligible and in the right postcode 
area and will be directed to the following page:- 
 

 
 
Once you have entered your postcode you will be asked if you have any 
children.   
Step 2 - Then you will be directed to the screen below asking you to 
create an account:- 

http://www.gov.uk/apply-universal-credit
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Please ensure you make a note of your password and security 
questions as these will be required each time you log on. 
 
Step 3 -Once the account has been created you will see the following 
screen:- 
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Enter all your personal details and click on next.  Step 4 - You will then 
be sent a 6 digit code to your email address which you will be asked for 
on the next page as shown below:- 
 
 

 
 
Once you have entered the code your account is set up and you are 
ready to make a claim for UC.  Although you have 28 days in which to 
make your claim it is recommended you make the claim straight away as 
your claim will not start until you have completed the claim process. 
 
Step 5 - To make a claim you will have a series of tasks to complete in 
your To do list:- 
 

 
 
 
Each task can be done in any order and depending on your order you 
may be asked additional questions. 
 



5 
 

Your answers are saved after every page so if you need to stop and 
come back to the form later you will be taken where you left off. 
Step 6 - Once all questions have been answered you will be asked to 
review your application.  Here you will be given the opportunity to amend 
any details you wish to:- 
 

 
 
Step 7 - Once the claim is complete you will be asked to sign your 
claimant commitment which will outline the actions that DWP expect of 
the claimant as part of their claim.  Your claimant commitment is based 
on your circumstances so can differ from person to person.   
 
Please note that after your initial meeting with your Work Coach you will 
need to go into your journal to ACCEPT your claimant commitment as 
the claim is not started until this step has been taken. 
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Step 8 - Finally you will be asked to legally declare your information is 
correct by ticking the box labelled ‘I understand these commitments’.  It 
is at this point your UC claim is submitted.  The whole process takes 
about 20 mins for a single person and about an hour for a couple. 
 
If you are claiming as a couple you will both have your own accounts 
with your own log in details.  You can then join these accounts together 
using a partner code. 
 

 
 
As a couple you are able to see both your own and your partners 
outstanding items in your ‘To do list’ and some things you can complete 
for each other.  You will need to agree on who is the primary carer for 
any children you may have:- 
 

 
 
You must both declare that your details are correct separately before 
your claim is submitted.  If your circumstances change and you no 
longer wish to claim as a couple your accounts will be separated and 
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you will no longer be able to access each others account.  You do not 
need to start your account from scratch.  The same applies if you move 
in with your partner whilst claiming. 
Step 9 - The next stage of the process is to verify your identity which 
can be done online to speed up your claim.  Once you have submitted 
your claim you will have a new task in your ‘To do list’. 
 

 
 
You will be prompted to set up an identity account and there are a 
variety of companies who can verify your identify.  Please choose from 
the approved companies who have been certified as safe and secure - a 
link can be found here 

https://www.gov.uk/government/publications/introducing-govuk-

verify/introducing-govuk-verify 

  
If using the service for the first time you will be asked a series of 
questions to narrow down the companies of your choice. 
 
Once you have chosen your company you will then be taken to the 
companies website to register with them.  Please make a note of your 
account details as you will need them if you need to verify yourself 
again in the future.  Your chosen company will ask you some questions 
to check that no-one is pretending to be you. 
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Some companies will allow you to scan documents in using an app.  
Step 10 - Once your identity has been verified you will be notified of this 
and taken back to your UC account to continue with the process. 

 
 
If you are unable to verify your identity online you can book an 
appointment at your local Jobcentre and a list of what you will need to 
bring will be shown online.  The appointment can be booked online.  If 
you cannot complete the online Verify process or do not have any 
documents to verify your identity you will be asked to attend the Job 
Centre for a ‘Biometric Verification’ meeting, where you are asked 
questions based on data held by DWP about you. 
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Your online journal has 2 purposes, 1)It keeps a history of everything 
you have done throughout your UC claim including any conversations 
with your work coach online. 
 
 

 
 
2)  The journal allows you to leave any notes to interact with your work 
coach e.g. if you have found a job or  had a change of circumstances. 
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If you need to set up an appointee this can also be done via your online 
journal.   
 
Step 11 - Once your claim has been submitted you will be given access 
to your home page which will look as shown below:- 
 

 
Your home page will also contain your monthly statement which shows 
you a breakdown of your UC payment including any deductions, date 
payment is due and the period it covers. 
 

 



11 
 

 
You will also have access to your previous statements via your online 
journal.  If you would like further information about any area of UC you 
can click on the guide button shown on your homepage:- 
 

 
 
If you stated you have children you will have the option to provide details 
to claim 85% of your eligible childcare costs via UC.    For those that 
have got any health conditions you will be able to provide details of your 
‘fit note’ before sending it into the Jobcentre. 
 

 
 
Your online journal will be used on a regular basis to update your work 
search activities, upload your CV, communicating with your Work Coach 
etc.  You will have a mixture of face to face meetings with your Work 
Coach along with online communication. 
 
If you would like assistance with making your online application please 
contact our Welfare and Benefit Team  who be able to assist you with 
this via an appointment in the office or a home visit.  They can be 
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contacted by completing an online form here 
https://www.housingsolutions.co.uk/supporting-you/benefit-support/ 
 
END  

https://www.housingsolutions.co.uk/supporting-you/benefit-support/

