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As part of the Application process, you must supply verification before we can make your 
application live.   Proof of identity and address is requested for every application.   Also, 
depending on your current housing circumstances, we may need you to provide other 
supporting documents to ensure you are allocated the correct points. 
 

 
 
These documents can be provided via your My Bield account.  On the Home page click on 
the down arrow beside the word Forms:  
 

 
  



 

3 
Application Verification Documents on My Bield - v1.0 Final 
 

The Housing Application Verification Form link is now visible.  Click on the link: 
 

 
 
The form will take a few seconds to download: 
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Once downloaded you will see your personal details are already populated: 
 

 
 
At any stage throughout the completion of this form you can save progress and return to 
complete it a later date by clicking Save Progress button at the bottom of the form: 
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A message will confirm the form has been saved with an expiry date: 
 

 
 
To return to your partially completed form click on the Forms down arrow and the Housing 
Application Verification link: 
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You should now see a link with your previously completed form, click on the document and 
pencil Update button: 
 

 
 
The form will then download ready for you to continue with completion and submission: 
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Your Housing Application number can be found if you click on My Application link: 
 

 
 
Application Reference number is at the top: 
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Complete the form by adding the Application reference number, and if you wish to add the 
Charleston development to your application choices you need to add a tick in the box too: 
 

 
 
You can now upload a maximum of 5 different documents.  Click on Select Image:  
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Locate the file which contains the document you are uploading, when found highlight it and 
click Open: 
 

 
 
Repeat this process until all necessary documents have been uploaded, then click Submit: 
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A confirmation message will show: 
 

 
 
Once your form has submitted you will receive an email confirming your paperwork has 
been received and you will also see you now have a My Requests tile: 
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Click on this tile and you will see Generic Verification Documents Submission case has been 
created. 
 

 
 
This case status will remain open until Bield Office staff deal with your paperwork, once 
your application has been updated confirming receipt of the documents this case status will 
change to closed. 
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Your confirmation email you receive in your inbox is also visible in your My Bield account.  
Click on either the My Communications link or the tile: 
 

 
 
Here you will see a list of all communications created.  You can view these online by clicking 
on the download option:  
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Please note “11 My Bield Enquiry” notification will show no content as this is only a 
notification generated to prompt Office Staff to deal with your paperwork you have 
submitted. 
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