
Raising a repair job:  

step-by-step guide



Open the Tenant Portal and create a new request.

Our Tenant Portal is an interactive webpage where you can easily 
report repairs and book your own appointments, track your repairs 
in real time and see when someone is coming, and see the repair 
history for your home. 

This short guide explains how to use the portal to raise a job. 
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You will be asked to confirm your address.

Example Name 
27 VILLAGE ROAD, CLIFTON, NOTTINGHAM, NG11 8NE
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Start typing the issue you want to report, this will 
bring up a variety of issues to choose from. 
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Select the relevant issue. 
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Click ‘Next’
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Confirm your the name and  
details, and then click ‘Next’. 

Example Name 

0115 915 6427

example.name@email.co.uk
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If you wish, you can add attachments to give us more 
information, for example photographs of the issue. 
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When you’ve added all your attachments, click ‘Next’. 
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example.name@email.co.uk

Example Name 
27 VILLAGE ROAD, 
CLIFTON, 
NOTTINGHAM, 
NG11 8NE

Example Name 

0115 915 6427

Example Name 

Check everything is correct and tick the box to confirm. Then, click ‘Create request’. 

Page 10	 Raising a repair job: step-by-step guide



Choose your preferred appointment...

Then click ‘Request Appointment’.
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You will get confirmation of the appointment.

example.name@email.co.uk

Example Name 
27 VILLAGE ROAD, 
CLIFTON, 
NOTTINGHAM, 
NG11 8NE

Example Name 

0115 915 6427

Example Name 
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You will then be able to see the jobs, under requests.

Example Name Example Name 

Example Name Example Name 
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Please don’t worry if you’re still unsure what  
to do, we’re happy to help. Just get in touch on 
0115 915 2222, Monday to Friday, 8.30am to 5pm  
or by email at feedback@nottinghamcity.gov.uk. 

www.ncchousing.org.uk 

Nottingham City Council Housing Services
Loxley House, Station Street, 
Nottingham NG2 3NG

February 2026
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