Mansfield District Council - Selective Licensing Application — FAQ and Troubleshooting.

I cannot access my account.

Firstly, please ensure you are using the correct link. The council has two
systems; council services and application portal.
The correct portal link is: Mansfield | Council Direct Login

8 Signin / Register

Attempting to sign in using this option is incorrect —
this is the council services log in.

This is the application portal.

| am using the correct portal - | still can’t access my account!

If this is your first time using this portal you will need to Register.
The register button is in the top right hand corner of the page

This is a new service and you will need to register even if you have registered
for council services before.

If the portal says that your email address is already in use — you have already
registered correctly previously.

| am registered... | still cannot log in!

Please ensure that after you have filled out the registration form, you have
verified your email.
A email will be sent to yourself with a link; please click the link to verify.

If you cannot see the email do not panic... it could be in your junk/spam folder.


https://online.mansfield.gov.uk/

The portal cannot find my address?

e Asthe portal states, if the location is outside of Mansfield you will need to enter
the address manually. To do so, simply click the link below.

i The Lecation Iz Cutside Of The Receiving Councils Borough You Will Meed To Enter Your

Address Manually

Can't find your address and need to add it manually? {  — ————

How do | upload documents and certificates to the portal?

e We are happy to accept any form of documents so long as the are valid and show
the date and address clearly.

e This means thatfiles (such as pdfs or even Microsoft word documents) can be
accepted.

e This also means that we are happy to accept physical photos of the documents!

e Photos can be uploaded directly from smartphones or sent to personal email
accounts.

e You do not need to necessarily scan all documents in.

How do | get photos onto the portal though?

e Ifyou are using a smartphone, you can simply take a photo of the certificate and
upload it directly to the portal! You will simply need to select ‘gallery’ or ‘photo
library’ from the options.
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Alternatively if you are not using a smart phone you will need to email the
pictures to yourself at your personal email account.

Here you can save the picture on your laptop (somewhere easy to find!).
Then select ‘Drop files here to upload’
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