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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:-

i GOV.UK

Home - Benefits - Benefits entitlement

Apply for Universal Credit S et

interview at your local Jobcentre Plus.
ply

. Mote

Yeu'll get your first payment around 6 weeks after applying enline ifyour Benefits

application is successful Find
Startnow > ot
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What you need to know

Call the helpline to:

ne: 0800 328 9344
nguage (make a claim): 0800 0121888
ne: 0800 3281344

2y, 8am ta pm

call char qes

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:-

@ GOV.UK Universal Credit

[IRFY This is a newsenvice - your feedback will help us to improwe it

Universal Credit online

L]

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

Universal Credit

EISLY This is a new service —your feedback will help us to improve it.

Create anaccount

You'll need your username and passward when you sign in online, so
make them memorable

Create username

Create password

Re-type your password

\ |

Security questions

Remember how you type your answers - you'll need to enter these
exactly when you contact us or sign in online.

Question 1

Please selecta question v

Please ensure you make a note of your password and security
guestions as these will be required each time you log on.

Step 3 -Once the account has been created you will see the following

screen:-

Universal Credit

EIRLY This is 3 new service - your feedback will help us to improve it.

About you

Enter your name as it appears on your passport or official documents
First name

Middle names

Last name

Date of birth

-

Email address
Mobile phene number

[ |

How do you want to be contacted?

Email Text




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:-

20170228 _rc_2.4793.847_03

Confirm your email

An email code has been sent to simonsmith@gmail.com. The code is
only valid for 1 hour and will expire at 12.07pm.

Email code
3

» My code has expired

P | haven't received the email

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:-

To-do list Journal
0 Address

This task is now complete.

Nationalit

Housing

Who lives with you?

Work and earnings

Savings and investments

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



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:-

5 GOV.UK Universal Credit
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To-do list Journal

Submit claim ,

You've provided the following information.

If you agree with the information provided in summary and full details,
then answer 'Yes'.

If you disagree with the information provided in summary and full
details, then answer 'No' and you can change the information at the
next step.

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.

To-do list Journal
Your responsibilities

Thank you, Simon.
There are a few things you need to know and do before your application to Universal Credit is complete

It's important that you understand that in return for your Universal Credit payment you're agreeing to look
for extra work.

You'll need to do everything you reasonably can to increase your earnings. Your work coach will help you agree
your commitments,

| understand these commitments




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.

To-do list Journal

Give this linking code to your partner

Tell your partner to set up a Universal Credit account. They'll be asked
for the code when linking to your details.

I CFFW 5M8S x

This code is valid until 10 March 2017.

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:-

To-do list Journal

Who is the primary carer?

Tell us who the primary carer is for all your children still in full-time education or training?
» What is a primary carer?

simoll smith
You

Prefer not to nominate a primary carer

2oL

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



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’.

5 GOV.UK Universal Credit
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Home To-do list Journal

0 Confirm your details are correct

This task is now complete.

Provide proof of childcare costs

ntitponling

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
guestions 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.




i ® simonSmitn M Engsh (P @ 2= Menu

Handled with care A

Add your personal details
Confirm your personal details @ v

GOV.UK
VERIFY
C‘r;:'cr::v.:.:rcmlon below and confirm your details by clicking the next button if cormect. If the details are incormect you can edit the CERTIFIED COMPANY

Please check your personal details

Current name
Date of birth
Age

Gender
Name since

Please check your address details

Current address
Country
Date moved in

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.

Home To-do list Journal

To do

Verify your identity online

Do this online with GOV.UK Verify - it'll save you spending extra time in
the jobcentre.

Go to GOV.UK Verify

¥ | can't do this online

Back

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
guestions based on data held by DWP about you.



Get your identity documents ready

You need to attend an evidence interview. You'll need to book your
interview once you've completed this to-do.

Can you bring 1 of these documents to your interview?

e UK passport

e EEA passport

e UK photo driving licence

e national identity card

® residence permit or card

e immigration status document

e registration or naturalisation certificate

Yes No

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.
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Journal

Use your journal to:

* add details about your work search
e send and receive messages from Universal Credit

e view your Universal Credit account history

Add a journal entry

Account history

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.



Universal Credit

Simon Smith: Sign out

RLLIDIOTECEN External environment description

Journal entry

Add an entry

Hi,

I've been able to get an interview for an admin assistant job next week
but | haven't had a job interview in ages. Could we meet up to go
through how | can answer questions well or do you have any sites
online you recommend for he|

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:-

If you're entitled to Universal Credit, you'll be paid in 26 days.

How much you'll get will depend on your circumstances from 25 May 2017 to 24 June 2017.

Report a change Add a note

of circumstances to your journal

View to-do list My commitments

Guide

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.

Statement

Your payment this month is

£556

This will be paid by 8pm on 22 February 2017

How we calculate your payment

Your payment is based on what you've told us and covers the period between

I 16 I and I 15 I
JAN FEB

Itis important to tell Universal Credit immediately about any

in your that could affect your Universal
Credit payments.

Beport a change io my Circumstances
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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:-

Report a change Add a note
of circumstances to your journal
View to-do list Report childcare costs

Guidg,

Your commitments

This is what you've agreed to do in order to receive Universal Credit.

It's important that you understand that in return for your Universal
Credit payment you're agreeing to look for extra work.

You'll need to do everything you reasonably can to increase your
earnings. Your work coach will help you agree your commitments.

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.

Report a change

Details Jon my fit note

Fit note start date
DD MM YYYY
Day Month Year

Fit note end date
DD MM YYYY
Day Month Year

Back

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
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