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DASHBOARD

After logging in, and clicking ‘Dashboard’, you will be presented with the homepage, see below. 

From here you can review the various aspects of your letting account. The dashboard screen will look slightly  
different for Landlord and Tenants and some content is specific to each roll.

Messages: 
This area shows any relevant  

messages for you.

Recent Activity: 
This area shows any recent activity  

on your properties.

Recent Statements: 
This shows the most recent statements that 
have been created as a quick link for you to 

go straight to without having to delve into the 
property details to find them.
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MESSAGES

Types of messages that are shown to you (and the circumstances under which they appear) in your account are  
as follows:

• Notice of documents that require electronic signature.
• Notice of payments which may be made using our secure payment provider
• Notice of maintenance (works) requests awaiting your approval (Landlord only).

Each message will contain a link to the correct page where further information can be found or action taken.
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PROPERTY (LANDLORDS ONLY)

On clicking “Property”, you will either see a list of all the properties you have under management (see the 
screen shot below) or, where you only have one property it will go straight to that property record. 

Note: 

For larger portfolios, the properties can be searched by name, using the search box at the top right,  
or filtered by tenancy status using the “Tenancy Status” drop down also at the top right.

On clicking on one of the property names, you will then go to that record, see example below: 
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This shows the tenancy details (where there is a current tenancy) and below that a series of detail bars that can 
be expanded by clicking on them.  

Expanded views include the following details:

Statements: 
lists past statements (up to 36,  

with 12 to a page) for this property.

Visits: 
lists property visits and, where attached, 

the visit report.

Messages: 
Lists messages where they are  
associated with this property.

Documents: 
lists important documents, that are 

associated specifically with this property 
(such as signed TA for this Tenancy).

Viewings: 
lists viewings for this property 

where it is being marketed.

Property Maintenance: 
lists a history of property maintenance 

(works jobs) on the property and  
your status.

Past Tenancies: 
lists all previous tenancies and your 

dates for this property.
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TENANCY (TENANTS ONLY)

On clicking “Tenancy”, you will go to the Tenancy screen, see example below: 

This shows the tenancy details (where there is a current tenancy) and below that a series of detail bars that can 
be expanded by clicking on them.  
 

Expanded views include the following details:

Messages: 
Lists messages where they are  
associated with this property.

Documents: 
lists important documents, that are 

associated specifically with this property 
(such as signed TA for this Tenancy).

Property Maintenance: 
lists a history of property maintenance 

(works jobs) on the property and  
your status.
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DOCUMENTS

This section shows different documents that are attached to your property/tenancy. For example this might 
show Tenancy Agreements or Inventory  documents. 

 

Note: 

This list of documents is searchable (using the search box at the top right).
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ACTIVITY (TENANTS ONLY)

This will show just the contents of the “Recent Activity” section, exactly as shown in the dashboard section,  
but on its own. 

The list of recent activity that are shown to you (and the circumstances under which they appear) in the 
account are as follows:

• Viewings booked for a property (Landlord Only)
• Property visits (attended / booked / completed / cancelled / due).
• Maintenance jobs. 
• Statements (Landlord Only).



3029 MyHamptons User Guide� Page 10

BACK TO CONTENTS

PAYMENTS

If a payment is due, clicking on the ‘make a payment’ icon will take you to  our online secure banking portal. 

 

Here you will find a full breakdown of fund due.

Important Notes:

No personal information is stored and your payment details will not be shared with any member of the team. 
Payments made using certain card types (credit cards, overseas or company accounts) are subject to banking 
surcharge which will be clearly shown before payment is taken.
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REPORT AN ISSUE  (TENANTS ONLY)

If you are a Tenant of a Hamptons Managed property, you can report maintenance issues using the online 
reporting tool.  Just click ‘Report an issue’ from either the Dashboard or Tenancy screen.

This tool will allow you to clearly report maintenance issues, and check troubleshooting tips.  You can even add 
photographs direct from your smart phone or tablet. 

 

The options in the top right corner allow you to select from a range of languages.
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CONTACT US

Clicking on this main menu link will list at the top the branch and property manager contact details for you, and 
then following that will show the other local branches.

Clicking on any of the branch names (in bold) will take you to a page that gives more details of that branch and 
contact  numbers, along with a map.
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USER ACCOUNT FEATURES

By clicking on the cog icon or the name at the top right hand side of the page you can look at your account 
details and make changes, change your password or logout from the site.

If you both let and rent through Hamptons, or if you are a Landlord with more than one property portfolio, you 
will be able to switch between these views by clicking on the options shown.

Clicking “Account Overview” will allow you to change your password, update contact information (this will 
require verification by your home branch) and view any oher contacts with access to the Online Service for your 
account (shared Landlords and Tenants for example)

Finally, clicking the ‘question mark’ icon in the top right corner will take you to our wider website where you can 
find further advice and information.


