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Introduction 
 
The landlord portal lets you access information about Housing Benefit payments and Discretionary Housing 
Payments we have made to you as landlord or landlord agent in real time. The portal will not show 
information about any payment we have made to your tenant.  
 
You cannot use the portal to submit information to us. This should be done via our MySandwell online 
facility—please see https://my.sandwell.gov.uk/ or by post. 
 
For our address and general contact details, please see:  
www.sandwell.gov.uk/contactbenefits 

You can use the portal to view a breakdown of payments you have received, so that you can assign the 
correct amounts to tenant rent accounts as well as individual tenants’ payment history. You can also see the 
status of a claim; i.e. whether it is in payment (or active), ‘registered,’ ’suspended’ or ‘cancelled’ and the date 
and amount of the next payment due.  
 
IMPORTANT: ‘Payment due’ amounts and dates may be subject to change and are guidance only.  They are 
not a guarantee of payment. 
 
Data Security: To misuse information shown on the portal or allow a person not authorised by Sandwell 

MBC to access the portal will constitute a serious breach of both Data Protection and Computer Misuse 
legislation. Never share your portal log-in details with any other person.  
 
If you suspect your password has been used by anyone other than yourself, notify us immediately.  
We reserve the right to remove portal access without notice.  

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

The portal is accessible via desk-top and laptop computers, as well as Apple and 

Android devices. The exact screen lay-out you see will vary according to the device 

you are using 

 

https://my.sandwell.gov.uk/
http://www.sandwell.gov.uk/contactbenefits
http://www.sandwell.gov.uk/contactbenefits
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Accessing the portal for the first time 

 

When your portal access has been set up you will receive 
two emails from: noreply_revsbens@sandwell.gov.uk  
 
If you do not receive these, please check your junk/spam 
folder.  
 
The first email will have the subject Sandwell Landlord 
Portal – User Details.  It will include a link for your first-time 
log-in and your portal user-name.   
 
The second email will have the subject Sandwell Landlord 
Portal – Password for first time log-in. It will contain your 

password to log-in for the first time.  
 

Follow the link in the first email to our sign-in screen (Fig. 
1). Enter your username from the first email into the 
Username box, then copy and paste the password from the 
second email into the Password box. 
 
Then click on the ‘sign in’ button.  
  

 
 
 
You will then be taken to a password reset screen (Fig. 2) to 

enter a new password of your choice.  
 
The new password must have: 

 8 or more characters 

 At least 1 upper case (Capital) letter 

 At least 1 number 

 At least 1 special character (e.g.!, @, £, $) 
 
Enter your new password, then re-enter it for confirmation 
and click the ‘sign in’ button. 
 

 

 

 

 

 

 

 

 

Fig. 1 

Fig. 2 

mailto:noreply_revsbens@sandwell.gov.uk
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You will then be taken to your personal home page (Fig. 3)  

From here you can: 
 

 Click the ‘view payment’ 
button to see what 
payments have been 
made to you. 

 Use the ‘view claims’ 
option to look at the 
records of individual 
tenants. 

 ‘Get in touch’ is not in 
operation so please using 
existing contact methods 
shown on our website. 

 Go to your profile. 

 Log out of the portal.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fig. 3 

 

https://www.sandwell.gov.uk/info/200149/council_tax_benefit/2162/contact_the_benefits_team


6 
 

Viewing Payments 
 

Clicking ‘view payments’ on your 

homepage takes you to the your 

payments screen (Fig. 4) 

Open the ‘Method’ drop down menu 
and select either ‘Direct to bank’ or 
‘Direct to building society’.  
 
Select the date range you wish 
search between using ‘Payments 
from’ and ‘Payments to’.  
You will then see a list of all 
payments between the dates you 
have selected (Fig. 5, below)   
 
You can see all Discretionary 
Housing Payments (DHP’s) as well as  
Housing Benefit payments made to you. 
 

 

Click on any of the underlined payment amounts shown in Fig. 5 for a detailed breakdown of how it has been 
made up, shown in Fig. 6 below  
 

You can see the name and address of each of the tenants that the payment is made for, their claim reference 
numbers, the amount for each individual tenant included in the payment, any DHP amounts included, any 
adjustments made and the date range that the payment covers. 
 
 
 

 

 
 
 
 
 
 
Note: the screens displayed in Fig. 5 and Fig. 6 can be printed or exported to a spreadsheet by clicking on 

the relevant underlined text. 

Fig. 4 

Fig. 5 

Fig. 6 
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Viewing claims for individual tenants 
 

To view the details for an individual tenant; use the ‘view 
claims’ button, on the home page (see Fig. 3).  This will 

take you to a search screen (Fig. 7) 

You can search for a specific tenant by using either their 
claim reference number if known, or their name. 

 
You can check whether any claim for which you receive 
direct payments has been suspended, you can use the 
‘Housing Benefit claim status’ drop down menu.  This 

can help identify cases where there might be the 
potential for arrears to occur.  
 
 

 

 

 

 

  

This will display the following details for an individual 
tenant (see Fig. 8); 

 
 Their weekly Housing Benefit amount 
 The expected date and amount of their next 

payment (please remember, this information is 
provisional and should not be regarded as a 
guarantee of payment).  

 Any outstanding overpayments 

 

 

 
 
 
You can click on the buttons at the bottom to display: 
 

 ‘View entitlements’ - the different entitlement periods for this tenant 
 

 ‘View Payments’ - payment amounts and dates for any payments sent to you 
 

 ‘View letters’ - system generated letters regarding your tenants Housing Benefit claim (not in 
operation currently) 

 
 ‘Get in touch’ - is not in operation so please using existing contact methods shown on our website. 

 
We will look at each in more detail on the following pages.  

 

Fig. 7 

Fig. 8 

https://www.sandwell.gov.uk/info/200149/council_tax_benefit/2162/contact_the_benefits_team
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View Entitlements 
 
 
The ’View entitlements’ screen (Fig. 9) 

shows the weekly entitlement to Housing 
Benefit and the period for which that 
entitlement has been paid.  You can also 
see the date any entitlement period was 
calculated. 

 

 

 
 

 
 
 

 
 

 
 
 

 
 

  
The ‘View payments’ screen 
shows all payments we have 
made to you for this tenant. You 
can narrow this search by using 
the ‘From date’ and ‘To date’ 
fields, making it easier to find 
specific payments.   
 
If applicable, this screen breaks 
the payment down into amounts 
paid in respect of Housing Benefit 
and/or Discretionary Housing 
Payments, as well as showing 
any adjustments we have made.  

 
 
The following information will not show on the portal: 

 

 Payments made to your tenant 

 Entitlement levels in periods where you tenant was the payee 

 How your tenant’s benefit has been calculated 
 
 
 
 
 
 
 

Fig. 9

 

View entitlements 

View payments 

Fig. 10 
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More Information 
 

MySandwell 

 
Any landlord with property in Sandwell is advised to set up a MySandwell account. This is an online point of 
entry for Sandwell Council where you can share information with us, access forms, make enquiries and 
receive replies from us.  
 
A wide range of council services are accessible through MySandwell, not just Revenues and Benefits. You 
can use MySandwell to deal with issues including: 
 

 Business Rates (NDR) 
 Council Tax 
 Housing Benefit queries 
 Planning 

 Private sector housing issues 
 Benefit appeals 

 …and much more 
 
It is quick and easy to set up an account. Please note that if you are opening a MySandwell account for work 
or business purposes, you should only enter your work / office address and work email address rather than 
your own home details. If more than one employee in an organisation wishes to use My Sandwell, each 
should set up their own account. To set up your account, please go to: https://my.sandwell.gov.uk/ 
 

Social media 

 
Sandwell council regularly puts out specialist information for private landlords on social media. Please see; 
 

 Twitter:  https://twitter.com/PrivateHousing 
 

 Facebook:  https://www.facebook.com/privatehousing/ 

 

 Instagram: https://www.instagram.com/sandwell_privatehousing/ 
 

Please remember. Never share log-in details with anyone. You must process, store and 
dispose of information obtained from the portal in-line with our procedures and data protection 
legislation. Please ensure you log out correctly from the portal after each use. If you do not log 
onto the portal for six months, your access will terminate and you will have to re-register.  
You can reset your password on the portal home-page. Before contacting us about a tenant, 
please check the claim status on the portal and make sure you have provided up-to-date 
signed authorisation from them for us to discuss their case. For updates on the portal, please 

follow our landlord blog at www.sandwelllandlords.wordpress.com  
 

https://my.sandwell.gov.uk/
https://twitter.com/PrivateHousing
https://www.facebook.com/privatehousing/
https://www.instagram.com/sandwell_privatehousing/
file:///C:/Users/staylor.RBCORPAD.000/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/8U6HOO3H/www.sandwelllandlords.wordpress.com

