
important information for 
universal credit customers

step one – sign into your UC 
journal, from home screen, 

press to report a change

step two – go to where you live 
and what it costs

step three – your tenancy 
details will show here, you need 

to update to end your rent 
free weeks

step four – press something 
else and continue

step �ve – you may see a 
warning message appear 

about updating your annual 
rent increase.  Your ‘to do’ list 
item to report your change in 

rent will not report your change 
to end rent free weeks

step six –  what date did the 
change happen, enter 

3 04 2023 and continue

step seven – con�rm the 
number of bedrooms in 

your home

step eight – enter yes if there is 
more than yourself on the 

tenancy or no if the tenancy for 
your home is in your name only

step nine – enter the basic rent 
value and how o�en the rent is 
charges, this is usually weekly

step ten – press no, how many 
rent free weeks is now 0

step 11 –  if your rent includes 
services charges that are 

usually paid as part of your 
housing costs, include the 
service charge value here.  

This is usually for homes with 
communal areas

step 12 – press yes if your 
name is on the council tax bill, 

unless this is a new tenancy 
you should press yes if you 

have applied or are in receipt 
of a council tax reduction

step 13 – this screen should 
summarise the entries you have 

made to report – please 
check carefully

step 14 – press to submit the 
details if the details are 

correct or no to go back to 
change them

For further 
information 
please phone 

0300 131 1999


