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A Landlord’s guide to online navigation for
Letsure Tenant Assessment Services
available at
www.eletsure.com

Letsure Tenant Assessment, Granite House, 31 Stockwell Street, Glasgow, G1 4RZ
Telephone: 0844 561 7808
Fax: 0844 561 7909



g
{4
LETSURE

Contents Page No.
Before USiNg The SEIVICE .. ... e e e e 3
STArting an ONliNE @SS @S SIMENT. ... .t e 4
Paying for applications ONIINe ... ... e 7
Completing the application fOrm ... ... . 11
Online tracking of work in progress and retrieval of work completed ..., 13
Viewing progress of employer and landlord references. ..o 17
Example of the information returnNed iN FrEPOITS ....ouinininii e e 20



A\Y

g

(4

Before using the service LETSURE

Services available

Using Letsure’s online service is the quickest way to start a Tenant Assessment application. Completing the details online generates an instant
credit report and enables Letsure 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.

However, we also have the more traditional fax-back service available. This guide explains where you can download the relevant paper-based
application forms and how you can use elLetsure.com for online tracking when wishing to monitor the progress of your applications. Please
bear in mind that at peak business times, particularly during the summer months, it may take several hours for Letsure to commence
processing your fax-back applications.

Credit “footprints”
All credit enquiries carried out by Letsure 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

Letsure 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 Technical Manager, Letsure Limited, 3rd Floor, Granite House, 31 Stockwell Street, Glasgow
G1 4RZ. Such requests should be accompanied by the appropriate Letsure reference number and a cheque for £10.



Starting an online assessment

LETSURE

Contact Links erms and Caonditions Privacy Policy

1. Open a new browser

. =
session and go to . .l PDF Downloads
www.eletsure.com. New to Letsure Welcome to Letsure On-Line Tenant

) Assessment Service « MewUsers-the
> Click hetre to open an ' referencing
/ el > One of the most advanced and comprehensive werification service process explained
i iFicaki i %, Component
2. If you do not have an avallfable to landlords, property agents and  wverification service > .E _
providers application farms
account you can open one
online by cIicking here. hg}:l:slllal::g Ggﬁ?ﬂg;e > Ower 150,000 references completed per vear

L

Provides detailed financial and rental history checks on prospectiv

User Mame tenants in order bo identify the financial risk

3. If you have an account |
A ) ) In addition ko supplying wou with the option of submy
set up please IOg in using Password on-line, telephone and Faxing services are alsg

your username and

A

g assessments SQCurCtradingﬁ

Gilable

password. NB - the Login | GET
password given upon ONLINE
registering to use the o e Sl bl

. or Login? Click Here
system is a temporary one _ :
and will need to be Secured,
changed the first time you by

log in. Just follow the on-

screen prompts and
proceed as normal.

| 2007 -08-10 |

4. If you would prefer to
use the fax service, you

can download the
appropriate forms here.




5. From the main
menu, click

Start a New Letsure
Tenant Assessment

LETSURE

Starting the request

Lagged In

By using this webzite, you are agreeing to the conditions below, If you do not agree, click the Logout button now,

Your sole purpose for accessing and submitting details on this website is to provide Letsure with details on your prospective tenants or proposed
guarantors for your tenants, ¥You have advised these individuals that references based on the information supplied either by you or by the individuals
themzelves, will be taken up, ¥ou have obtained the appropriate conzent fram all individualz wha will be referenced by Letsure,

Once you have supplied the basic details to permit us to calculate the referencing charges to be made, vou will be asked for payrment, Payrent will
be taken via a secure transaction using the highest lavel of encryption practicable, Following this, you will have the option to either input the details
for each applicant yourself orto zend an email to those to be assessed by Letsure, This second option will permit them to complete their own details
on-line,

Far quidance an how to use the eletsure system, please click here, If you have any queries, please contact our Customer Services department on
08700 FY¥T 808,

Yol are logged in as client Granite Test Landlord ie user barrd2, HS1865)

¥ Start & nevw Letsure Tenant Azsessment
» Wiew checks now in progress

Jump to an existing check. Enter ref and click jump’

¥ Chance password
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6. Select the type of assessment ,

required. Click on the item for an |. E T S U R E

explanation of the contents.

Initial data entry screen

7. Input the postcode of the rented
property and click FIND. The full
address will be displayed. Enter the
house number, flat number or

Check Type
Please selectthe assessment type from the list helow. Click on the item for an explanation of the contents

Tenant Cormprehensive [ )
house name. Alternatively, key in Tenant Standard 9]
the full address manually. Comprehensive Guarantar 'e)
Buarantor Standard ]
Comprehensive Tenant and Guarantor [ )

8. Enter the number of tenants, the
rental amount, the rental payment
period, the tenancy start date and
the rental term.

Property Details

find an address, enterthe Postcode, click 'Find' and then enter the house number or name and street if

NB - the Start date does not affect : House number Flat number House name

the speed of the referencing - Find ]| ||D : | | |
reet i=trict

service. It should be the date that | | | |

the tenancy is due to commence. — —

Rental Details

9. Enter the details as shown for

. Tz=_-nzlnts== Rz:_-n'(== rithl O Start t:IEma-,= RentaITz:_-rrn,=
each applicant. |:| Z:ekwyg | %|[Aug (w2007 ¥ |12 months v |

If you wish to send the form to the -

applicant to complete the rest of

the details, enter their email |'I'rt|e s | |First nams hiddle names= | |Sumame | |Ernail |
address in the relevant field and
click SEND E-MAIL TO TENANT. > [ Email the tenant ] [ Start entering the details ]

If you are completing the details
yourself, click INPUT DETAILS NOW
and leave the e-mail field blank.




1. Applications must be paid for
upfront by credit or debit card
before they can be processed.
Click here to make an online
payment. Alternatively, contact

Letsure on 08700 777 808 to
arrange payment.

Paying for applications online

and Conditions

Payment
“ou need to arrange payment of £55 76 for thiz check befare proceeding.

Once payment has been made, you can input the details for each applicant. Abernatisvely, vou can
reqjuest that an email be be sent to each perzon to be referenced to permit them to submit their details
an-line.

If you do not wish to continue nove, you can safely logout and return later to make payment and submit
details. Use the 'wievy checks in progress' option on the main menu when you log in next.

[ Click here to enter Credit Card details ]

Confirmation 2286455 (pending payment)

The following tenant checks have been started (pending payment) :
Wiz Jennie Rennie Pending payment
Wt Bennie Rennie Pending paymeni

Click here to return to the main menu
Click here to lagout
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Completing credit card details

Payment
This reference check (LS2286455) will cost £58 76 (£50.00 plus £3 76 WAT)

Fleaze enter vour credit card details below:

Cardholder's Hame: |Granite TestLandlord |
Cardholder's Address: |3rd Floor, Standard Life House |
Town or City: |2 West Regent Street |
County: |G|a5g0w |
Postcode: |G2 1RW |
Country: | |
Email {for confirmation): |davidbarr@|um|ey.co.u||

Credit Card Type:

Credit Card Humber:

2. Complete your credit card
details as instructed and click here

b
to complete the transaction.

Letsure will not keep a record of > [ Send Payment |
your credit card details.

!

If Switch, Issue Ho.:

l

Expires End:

Hotes for your reference:

Jennie Rennie, Bennie Fennie at 34 HMansfield 3treet,
Glasgow, Lanarkshire

Click here to return to the main menu
Click here to logout

sec:u;’etrading’t‘:Jl
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Successful payment

LETSURE

3. If payment is successful, you
will be directed to the following
screen. A confirmation number
will appear to show that the

assessment process has started. Az Contsct  Links  Terms and Condition=
This reference number should be Thank you

quoted when making any Wour payment has been sccepted.

enquiries regarding the \

application. Confirmation 2206455

The follovwing tenant checks have been started

Jennie Rennis enter detailz

Click here to return to the main menu A
Click bere to logout

4. If SEND EMAIL 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.

If ENTER DETAILS NOW was selected click here and start entering the
applicant’s details.




Unsuccessful payment attempt LETSURE

Payment
5.If payment is unsuccessful, you ol payment was denied. We cannot proceed without approved payment

Ordinarily, you would need to arrange paymert for this check before proceeding. However, this check

WI" be dlreCted to the foIIowmg haz a zero charge, =0 you will not have to make a paymernt for this paricular check.

screen. You will need to enter

alternative card details before the Confirmation 2286455
application can proceed. The following tenant checks have been started :
Jennie Rennie Pending Payment

Click hete to return to the main menu
Click hete to logout
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Completing the application form

r This is the tenancy application form for
g2 176 31 Stockwell Street D 2452196
: i Rent £800 per manth
A i G te Test O
CantactiDavid Barr Glasgow Start 2110812007
1. Complete all the relevant fields on el Lanarkshire for Branite Tecl 0
e
) Tenancy on: G1 4RZ
this page. 31 Stockwell Straet Q
. . . Glazgow
Failure to do so will result in delays. Lanarkshire
G1 4RZ Personal Details
Rent: £800 per month
Start: 21/08/2007 Title First name Middle name(s) Surname
o Griginal Data [mr v |[Richard | | | [Dodge |
€ Report Completion 1 Diate of birth {dd mm coyyd Sex
¢ Report Completion 2 | 4 || 4 H v‘ male ® Female O
& Aundit Trail
o1 Marital status
mages
¢ Main Menu M
\ .

Maywe contactthe applicant by phone if necessany? O Mo @ ves
Fhone {daytime) Fhone (evenings)

Fhaone {mohile)

Ermail -
|N,-’A | Fesend Email

Do any ofthe proposed tenants keep pets?

O no O ves O MNotknown

Do any ofthe praposed tenants smake?

O o O ves O Mot known

Will there be any children living in the property?
O no O ves O MNotknown

Current Address

Only UK addresses will be checkad

Fostcode House numhber Flat numkber House name
|[(Find | | | |

Street District

11



2. You can use the Additional
Information box to provide additional

contact details or any other information
relevant to the application.

3. Once you have completed all the
details, check the consent boxes and

press SUBMIT FOR REFERENCING. Your
application is now in progress.

‘\0
LETSURE

Employer Details

Comnpsny Mame
|The Fieally Big Company |

Postcode House number Flat numkber House name
L 1] | | | | | |
Street Diztrict
| | |
Towvn Courty
| | |
Contact Mame Contact Job Title
|J ohn Smith | |Manager |
Phone (daytime) Phione (mokile)
Email Fae number

jemith(@zomewhere. co.uk.

Additional Information
If John Smith is not awailable, contact Joe Bloggs on 0171 822
4667

ty Details (Current Accounts Only)

Sortcode

[ ) e rene
Account in the name of Account Mumber Hovy long with this branch?

| | | |

Do yiou have & checue guarantes card? O Yes O Mo O Mot knowen

-onsent

O In connection with this application a search will he carried out with Letsure to check all ar any of the
application details which have been submitted. Letsure may carry out periodic checks on the conduct of
yaur tenancy agreement with your landlard. This infarmation may be shared with other organisations
forthe purposes of assessing tenant applications and services with vour consent.

O The applicant also expressly consents to Granite Test 0 passing the results of any such search or
check to my prospective landlardss for the purpose of assessing this application.

O The Lumley Group and its agents may use yaur information to keep vou informed by post,
telephone, email ar ather means of its products and services, which may be of interest to you. If you da
notwish your infarmation to be usgd for these marketing purposes, please signify tick the box.

Submit For Referencing

12



1. Log in using your
username and password
as before. Click on

View checks now in
progress.

Online tracking of work in progress and retrieval of work completed:

Contact Link= Terms and Conditions Privacy Policy

Logged In

You are logged in a3 client Granite Test 0 (ie user granite00, H34746)

¥ Start a new Letsure Tenant Assessmert
¥ Wiew checks novy in progress

Jumnpto an existing check. Enter ref and click jumg’ | [ Jump ]

¥ Chanoe password

13



LETSURE

2. This shows assessments
in progress for the current
month. To check old
assessments, select the

appropriate month from
the drop-down box Cortac

) Showy progress for the month | 10 date
) Showe all checks D W
3. Tick box to view ALL
assessments, including |ID ref |Started| Reference | Applicant | Check Type | Client |Status | Links
those completed. %285421 [omEr006|[51 Stackwell Strest |[John Green |[Tenant Comprehensive  [doarrust |Burelhed | Rets 2Mimanes
Assessments are listed in 2286432 [12i07/2008 [31 Stockwell Strest |[Tester Medester |[Comprehensive Guarartor|[Granits Test 0/ Starfd | |Cancel
the order in which they 2285438 [1am72008] [t &ny Strest [snnette Curtsin |[Tenant Comprehensive  |[Granite Test 0|[Burssfied [Rets (i Inages
were started, with the 2286440/ [19i07,2008| |2 Dark Side Of The oon|[Poly Pink [comprenensive Guarantor [Granite Test 0| [Buresfied |[Rets (ith mages
most recent at the top. [2286441 [19m7/2008 [31 Stockwell Strest |[JobnGreen  |[Tenart Comprehensive  |[Granits Test 0|[Bursdlied |[Rets
[2286442 [19m7/2008/[31 Stockwel Street|[John Jade [Tenant Comprehensive  |[Granite Test 0|[Buresfied |[Rets Inaes
[z286443 19072008 [31 Stockwell Strest |[Blizabeth Bue  |[Comprehensive Guarartor|[Granits Test 0|[Bureslied |[Rets mafles
[2286444 20072008 [31 Stockwell Strest |[Richard Gold  |[Tenart Comprehensive  |[Granits Test 0|[Bureslied |[Rets (1
[2286447 [2007/2008 [31 Stockwel Street | Dawid Barr [Tenant Comprehensive  |[Granite Test 0|[Buresfied |[Rets (2ih
[z286448 [21 07,2008 [31 Stockwel Strest |[Test Test [Terant Comprehensive  |[Granite Test 0| Starfpd |[Cancel Ifaces
4. To sort any of the lists, [2286450][24107 /2006 [34 Mansfield Street | [Christine Dase | [Tenant Comprehensive  |[Granite Test 0|[Buresfied |[Rets r1h
click on the headmg Faoul De Chagny |Elurea ed |Refs (1.0
Click to refurn to the main menu
Click to go to top of page
[

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



6. Key to headings:

ID Ref
Started
Reference
Applicant
Check type
Client
Status
Links

7. Key to status

Created
Started

Emailed

Bureaued

LETSURE

The unique reference number for the assessment
The date on which the assessment was started
The address of the proposed rental property

The name of the applicant

The type of assessment requested

Customer name

The current status of the assessment (see 7 below)

Use to cancel or view progress and activity (see 8 overleaf). Copies of references can also be
obtained

The initial data entry page has been completed, but no details on the applicant have been input

The applicant’s details have been partially input but the application has not been submitted for
referencing. You will receive notification by email of any incomplete applications. Please note that
applications which are still incomplete after five working days will be automatically cancelled

The application has been emailed to the applicant for completion

A credit check has been successfully carried out and the application is in progress

15
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7. Key to status (cont.) LET S U RE

Captured Application is in progress but credit check is unavailable as the credit bureau may be offline

NoPayment The application has been started but payment is still required before it can be submitted for
referencing

Queued Application is in progress but address(es) have been incorrectly submitted for credit checking
purposes. Letsure will contact you to resolve any problems

Checked Assessment is complete and a final report has been returned

Reviewed Assessment is complete but has been re-visited post-completion. Applications can be re-opened
and re-assessed within 21 days of the original submission date

8. Key to links

Make Payment

Cancel

Images

Refs (2/1)

Click to make an upfront online payment by credit or debit card

The application can be cancelled. If you have already paid for this check, you should call Letsure
on 08700 777 808 to arrange a refund

Faxed application forms, and references supplied by the applicant’s employer and landlord
referees can be viewed by clicking on this link. To view these you will require a “tiff” reader which
can be downloaded free from www.alternatiff.com

This indicates the reference progress. The figure on the left indicates the number of references
requested; the figure on the right indicates the number that have been received by Letsure. You
can click on this link at any time to check the progress of the references

16



1. The Jobs are sorted by
Start date - therefore

new applicants will be at
the bottom of the list

Viewing progress of employer and landlord references

‘~‘
%

LETSURE

ot Links Term

Showy progress for the morth to date Al

Showe all checks

0 [Refesh |

|ID_I‘Ef |Started| Reference | Applicant | Check Type | Client |Status | Links
2288421 |[30mE2008 [31 Stockwel Strest ||John Green [ferart Comprehensive  |[dbarrust  |[Bureausd |[Refs (262) Inages
[22z6432|[1 2072008 [31 Stockwel Street|[Tester Mcdester |[Comprehensive Guarartor|[Granite Test 0/ Started |[Cancel
[zz86439 [1om7.z008|[1 Any Street [&nnette Curtsin | [Terart Comprehensive  [Granite Test 0 [Buresued |[Rets (100 Images
2286440/ [19m7 2008 |[2 Dark Side Of The Maon|[pally Pink [comprenenzive Guarantor|[Granite Test 0|[Bureausd |[Rets (1M Inages
[2286441 |[19m7/2008 [31 Stockwel Strest |[John Green [ferant Comprehensive  |[Granite Test 0|[Buresued |[Rets
[22z6442|[1am7i2008 [31 Stockwel Strest |[John Jade [Terant Comprehensive  |[Granite Test 0|[Bureausd |[Refs Imanes
2286443 [19m7/2008 [31 Stockwel Strest  |[Blizabeth Blue  [Comprehensive Guarantor|[Granite Test 0/ [Bursaued [Refs Images
2256444/ [2om7 2008 [31 Stockwel Street |[Richard Gold  |[Termrt Comprehensive  |[Granite Test 0/[Bursaued |[Refs (1)
2286447 |[20m7 2008 [31 Stockwel Street | [David Barr [Terant Comprehensive  |[Granite Test 0|[Bureausd |[Refs (2im
2286449 [21 072006 |[31 Stockwell Street |[Test Test [Tenart Comprehensive  |[Granite Test || Started ||Cancel Images
2286450/ [24m7 /2008 [34 Mansfisld Street |[Christine Dame  |[Tenart Comprehensive  ||[Granite Test 0/[Bursaued |[Refs (1)

Raoul De Chagny |Elureaued |Refs (140

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

Click to return to the main menu
Click to go to top of page

17
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onditions P
L5Z2Z286450
fgent: Granite Test 0 Report Completion Screen (1 of 2)
Contact:David Barr X . .
Tel: 01415535600 Tenart Miss Jennie Rennie
34 Mansfisld Street
Tenancy (=T Tenancy on: Glasgow
gfaf;;;ﬁe'd Strest Lanarkshire G11 S0
Lanarkshire IC TW2286450
H G11 50w
3. In this screen you can check the S . Rert £500 per marth
progress of all references. The contact ST ST Share of rert £250
. . Start OS08/2006 for 12 morths
details of the referees are displayed, o LT Footprint {44ECER S-S0 5-4245-91 52-33093DSEE653}
along with a history of notes detailing Voters' Roll Information
when the reference was chased and what Ever listed at currert address Na
. . . “Wears &t current address [l
aCtIOI:‘ Wa; taken to Obtaln It. Ever listed at previous address [iA,
(Contlnue on next page)' “ears at previous address [,
Decizion “ Accept Fefer Decline |
Risk Information
Rizk Score a7

(Fowered by Fair, 1zaac)

Recommend Acceptance Accept Refer Decline

Linked Address, Identity & Fraud Information

Iz the applicart confirmed a= living at the

address aiven? =S kD oS

Iz the applicart's date of bith confirmed? Yes I [,

Any adverse records st atternative or linked

addresses? i D s
InferredPotential aliss? Yes Mo Iy

Ay ather warnings? eg Mo PMia,
Recominend Acceptance “ Accept Refer Decline |

18
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Employment
Status
Company hame
The Really Big Company

Contact name Contact Jab Title
John Smith hanager

Phone (daytime)
0171 822 4666

Ermployed

Fhone (mobile)

Email Fax Murnber
jsmith@somewhere.co.uk (use email)
Fostcode

" House number Flat number House name
Sireet District
Towwn County
Salary £20000 Payrall na.
Position Office YWorker
Has the applicant been employed by you for at least 12
montha? Yes Mo PR
Iz thiz applicant in permanant emplovment Yesg Mo P,
Iz the applicants cantract = the lease term Yesg Mo AT
|s the salary consistent with that supplied Yesg Mo PR
|5 the position given by the applicant consistent Yes Mo A,

Tes Ma
Mot policy to state Mot Knowen

Canvyou confirm the applicant's current address?

Recommend acceptance Accent Refar Decline
. . Emplayer's .
4. Every time the reference is requestsent Vel Reply received?

. . Wtitten Repl fwed?
chased, notes will be added 10/08/07 16:14  WIHEN RBPIY reCalve
Emplover's rerminder sent

advising what action was taken, Employer's final reminder sent

and any possible delays in
obtaining the reference. \ Previous Motes  Reference request received. Will reply on Friday

100807 16:19 Letsure (David Barr)

19



Standard reports comprise a basic credit check; comprehensive reports contain additional reference information. The report components and
their availability are itemised below.

Example of the information returned in reports
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1. Affordability is available on standard
and comprehensive checks. However,
since income is not verified on standard

assessments, the affordability calculation
is indicative only.

Affordability

Monthly rent< or = 40% of gross income No
Monthly rent between 40% - 42% of gross  Yes
income

Monthly rent > 42% of gross income No
Suggested maximum monthly rental limit £500

2. Each applicant is assigned a risk score

from 0-99. Available on standard and
comprehensive reports.

3. Identity and address confirmation is

available on standard and comprehensive
reports.

Decision Refer
Risk Information

Risk score 42 Decline
(powered by Fair, lsaac)

Linked Address, Identity and Fraud Information

Is the applicant confirmed as living at the Yes

address given?

Is the applicant's date of birth confirmed?  Yes

Are there any adverse records at alternative

or linked addresses? No

Inferred/Potential Alias? No

Decision Accept

20




(cont.)

LETSURE

4. A voter’s roll check is available on

standard and comprehensive assessments.

Voters Roll Information

4. A public information check on county
court judgments, bankruptcies and
voluntary arrangements is available on

standard and comprehensive assessments.

Ever listed at current address? Yes

Years at current address 2y 3m

Date registered on voters roll 20/10/03

Ever listed at previous address? N/A

Years at previous address N/A

Decision Accept
Public Information Held

Number of adverse records 2

Total amount of CCJs £3,268

Number of satisfied CCJs 1

Total amount still outstanding £1,002

Date of latest adverse record 01/04/05

Notice of Correction No

Notice of Dispute No

Bankruptcy Order/Voluntary Arrangement  No

Decision Decline

21




(cont.)
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5. A landlord reference is available on
comprehensive reports only.

Landlord reference

6. An employment reference is available on
comprehensive reports only.

7. An overall decision is available on
comprehensive reports only. Reasons for
the overall decision will be included where

appropriate, along with any conditions
pertinent to the application.

Was the Tenancy Address confirmed? Yes

Was the Tenancy Term confirmed? Yes

Were any arrears recorded? No

Was high dilapidation recorded? No

Would the landlord re-let to this tenant? Yes

Decision Accept
Employment reference

Has the applicant been employed by the

Referee for at least 12 months? Yes

Is this applicant in permanent employment? No

Is the applicant’s contract > the lease term? Yes

Are the salary details as stated? No

Are the position details as stated? Yes

Was the address confirmed? Yes

Decision Accept
Decision

Overall decision Decline

Report Notes

We are unable to accept this applicant due to the adverse credit.
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