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Before using the service 
 

// Services available 
Using Tenant Letting Check’s online service is the quickest way to start a 
Tenant Assessment application. Completing the details online generates 
an instant credit report and enables Tenant Letting Check to start 
processing your tenant’s details sooner. You can either submit the details 
yourself, from your desktop, or email an online form to the applicant to 
enable them to complete their own details.  
This guide explains where you can download the relevant paper-based 
application forms and how you can use Tenant-Letting-Check.com for 
online tracking when wishing to monitor the progress of your applications. 
 
// Credit “footprints” 
All credit enquiries carried out by Tenant Letting Check leave a trace, or 
“footprint”, on the applicant’s credit file. These footprints are recorded as 
enquiries, which are distinct from actual credit searches, and will not 
affect the applicant’s future credit rating. 
 
// Rental Affordability 
Tenant Letting Check will carry out a basic affordability check as part of 
the referencing service, which will be included on all interim and final 
reports. However, in order to avoid embarrassment or unnecessary 
applications, it is advisable to check the applicant’s income against the 
proposed rental amount before submitting the application. An easy way 
to calculate affordability is to take the applicant’s gross annual income 
and divide by thirty. This will give the maximum monthly rental that the 
applicant can afford. 
 
// Data Protection 
Please note that data protection legislation only permits the agent 
submitting the application, and/or the landlord for whom they are acting, 
to see copies of the check carried out. The applicant may not be shown 
the reports compiled on them. Any applicant has the right to see a copy 
of the information held on them by writing to:  
 
The Head of Strategic Development 
Tenant Letting Check 
2nd Floor  
63 High Street  
Grantham  
Lincolnshire NG31 6NN.  
 
Such requests should be accompanied by the appropriate Tenant Letting 
Check reference number and a cheque for £10. 
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Starting an online assessment 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Open new browser and go to   
www.tenant-letting-check.com 

2. if you do not have an account 
call the TLC team now to set one 
up, call  0870 034 8586 

 

3. If you have an account login 
use your username and password 
at the top of the page. NB – the 
password given upon registering 
is a temporary one and will need 
to be changed the first time you 
logon.  Just follow the on screen 
prompts.  You are now ready to 
use TLC 

 
 
 
 
// Starting the request 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

4. From the main menu, click
“start a new tenant letting 
check” 
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// Initial data screen entry 

4

 

5. Select the type of assessment 
required from the list of options. 

6. Input the postcode of the rented 
property and click “find”. The full 
address will be displayed. Enter 
the house number, flat number or 
house name and information 
about the property type. 
Alternatively you can key in this 
information manually. 

7. Enter the number of tenants, 
rental amount, rental payment 
period, tenancy start date and 
rental term.   
NB start date does not affect the 
speed of the referencing service.  
It should be the date that the 
tenancy is due to commence. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Enter the details as shown for 
each applicant.  If you wish to 
send the form to the applicant to 
complete the rest of the details, 
enter their email address in the 
relevant field and click  “send e-
mail to tenant”.  If you are 
completing the details yourself, 
click “input details now” and 
leave the e-mail field blank.  

 
 
 
 
 
 
 
 

// Confirmation screen 

 

 
 

11. If “edit details” was selected 
start entering the applicant’s 
details.  You will repeat this 
process if there is more than one 
tenant.

10. If “send e-mail to tenant” was 
selected on the previous page, 
there is nothing further for you to 
do other than to advise the 
applicant to check their email.  

9. A confirmation number will 
appear to show the assessment 
process has started.  This 
reference number should be 
quoted when making any enquiries 
regarding the application.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Completing the application form 
 

 
 
 
 
 

 

 
 
 
 
 
 
 

 

1. Complete all the relevant fields 
on this page.  Failure to do so will 
result in delays with your 
application.   

 
 
 
 
 
 
 
 2. You can use the “additional 

information box” to provide any 
extra contact details or any other 
useful information. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

3. Once you have completed all 
the details, check the 2 consent 
boxes and press “submit for 
referencing”.   Your application is 
now in progress. 
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Online tracking of work in progress and retrieval  
of work completed 
 
 
 
 
 

 

 
 
 
 
 
 
 
  

1. Login using your username and 
password as before.  Click on 
“view checks now in progress” 

 
 
 
 

3. Tick box to view ALL 
assessments, including those 
completed.  Assessments are 
listed in the order in which they 
were started, with the most recent 
at the top.  

2. This shows assessments in 
progress for the current month.  To 
check old assessments, select the 
appropriate month from the drop-
down box.

 
 
 Name & Address 

 Name & Address 

  Name & Address 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. To sort any of the lists click on 
the headings.  

5. Description of “status” and 
“links” is provided overleaf.  

Name & Address 

 Name & Address 

 
Name & Address 

 
Name & Address 

 
Name & Address 
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Key to headings 
 
 

 
 
 
 
 
 
 
 
 

 

 
// Key to status 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
// Key to links 
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Viewing progress of employer and  
landlord references 
 

 

 
 

1. The jobs are sorted by start date 
– in chronological order.    

 
Name & Address 

 
 

Name & Address 

2. Click on the “refs” link of the 
applicant you wish to check.  

Name & Address 

Name & Address 

Name & Address 

Name & Address 

Name & Address 

Name & Address 

3. In this screen you can check 
the results of credit checks and all 
references.  The contact details of 
the referees are displayed along 
with the history of notes detailing 
when the reference was chased 
and what action was taken to 
obtain it.  

 

4. Every time the reference is 
chased, the notes will be 
displayed and new notes can be 
added advising what action was 
taken and any possible delays in 
obtaining the reference.   

Guide 
December 
2009 
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