MY HOME
CUSTOMER USER GUIDE




WHAT IS MY HOME?

My Home is your

online portal for ’
managing your "NEws 1 p
property, account /
and communications —
in one place

Manage your account Stay updated

o Unit owners have full

access and can assign
different permission levels 4 @

to their contacts
o Occupiers have limited

access but can be granted

additional permissions by -

the unit owner

View your bills and Access all your

make payments documents

Report and track
repairs

Get customer support




FIRST | my
PORT|Home
S | g Nnu p at Last name T aTiE s N EROTe Upon registration, select whether
WWW fi rstport co.u k/ If you are an existing unit owner, this Register your sccaunt you are the unit owner or an occupier
(] [ [
field must match the last name on sk | to ensure the correct access is
my-home Or scan the your account Ny ) assigned to your account
\ Last name
OR code below - i .
Emall address I?l.'l.'leil address | Do you own the unit you are .:;:g'“_g'“":'?
If you are an existing unit owner, this S\ ; __
Confirm email address ( NO \'I
field must match the email address \ N
on your account PT ' _
|:...E".E' OU DrDyE MILIMIDEr | f - - -\
Postcode of unit address Creste picr a "
Postcode g T | o e e e
If you are an existing unit owner, this Pnj
field must match the postcode of the ° .::i' s e e
property on your account s | . .
| Re-anter your password Lo ] ! No |
By registering you are agreeing to our Privacy Policy
and Mty Home Terms and Conditions
If you experience any issues during the registration process,
S additional instructions will be displayed to help you resolve
Visit our help cantre
them. If you still need assistance, please contact us



https://www.firstport.co.uk/my-home/
https://www.firstport.co.uk/my-home/
https://www.firstport.co.uk/my-home/
https://www.firstport.co.uk/my-home/
https://www.firstport.co.uk/contact-us/customer-services/

HOMEPAGE OVERVIEW

Navigation menu Banners alerting you about urgent and Help My Profile
Access different pages critical updates will appear at the top of Visit our website to find answers Change password, update your
and features the homepage to frequently asked questions contact number and log out

© /8T of -

1 v e View the property address and

11
| s

i

Account No:

i account reference number for
°

j’i}!“ B " the selected propert
gl ! roper
g (A Ey property

Welcome back, Eric

Account summary
D Door, Gate, or Access Code Change
Check your aCCOU nt balance We would like to inform residents that the access code for Main Entry Door has been changed after recent reports of misu...
and manage payments. = @) radomary (3 ddsnmprad [ @y Comesondarce: 4 Update your correspondence address

£0.00

Make a payment Set up Direct Debit

Maintenance
Add approved contacts to your

General Updates

Aug 13, 2026

/

View the latest repair works

A 4

account and set their access rights

Dear residents,

requested at your development

Read Update >

® Communicaton Preferences Add a FirstPort-managed property as

A

/ X your primary residence
Enquiries Communication preferences Stay informed about the latest
View and track all Choose how you prefer to receive information news around your development.
your open enquiries and communications from us
4




MY PROFILE

MANAGE YOUR ACCOUNT SETTINGS AND CONTACT DETAILS

e -, lFIRST My
| IPORT Home
Back
My Profile Update other information Contact details
Fu’.I_I name * % Change phone number > Update your phone number
Login*
Change your password » Change your password

Current password *

Reset your password

e o] |

New password *

& |

Confirm new password *

[I & .]




MANAGE COMMUNICATION PREFERENCES
CHOOSE HOW YOU PREFER TO RECEIVE INFORMATION AND COMMUNICATIONS FROM US

Critical and urgent alerts Critical updates

We will email you about important issues, emergencies, or service We will email you about

disruptions that may affect your development.

P
<

important issues that may

These are essential notifications and cannot be switched off.
Please keep your email address up to date to ensure you receive

Go paperless them.
) Email

—> Why go paperless?

affect your development

Choose e-billing to get notified
as soon as your bill or

documents are available in

+ Instant notification when your bill is ready

My Home. + Keep documents together and safe online

Would you like to receive paperless communication?

g Yes, I'll opt in

News & Updates
Receive notifications when a —> Development News & Updates

Would you like to be alerted when there is new information about

new article or update has been devel My Home? .
your development on My Home Marketlng updates

published in My Home & Email

Receive marketing

Marketing updates ‘ updates and offers from

If you'd like to receive marketing updates from FirstPort and sister
companies, please select all your prefferad methods of
communication:

[ Email

FirstPort and selected

partners.




MANAGE APPROVED CONTACTS

GIVE SOMEONE FULL OR PARTIAL ACCESS TO YOUR ACCOUNT

s Addanapproved . | Add an approved contact Access permissions
contact
Access this option from Select the categories your
the homepage approved contact has access to
=+ Add en approved contact A//° EE{RS_F ngme SEIGCt d r0|e
_ _ _ _ _ - S Choose an
Contact Role Walid from Valid to Finance Keys, Fobs & Permits Maintenance Document notific
Add approved contact .
Power of Attorney 04/08/2025 An email will be sent to the email address provided below confirming they have been added as an authorised contact for your account and asking them to register for My Home. < Optlon from the
Power of Attorney 06/08/2025 F,D.-B* ~ dropdown menu
Notifications ‘
Choose whether your
. Finance @& Keys, Fobs & Permits @ Maintenance @ &
approved contact receives O O O = Enter contact
emall not|f|C8t|0nS When key :IEI:c;:LTE'u:ro:i"ca:':un:[wher&:l..stu:-'reracu:oun:inset::eBil ing) @ information for
documents become available e | . your approved
_e.l-ep"ucune number * -. l- -. C 0 nta Ct
{:\. )
Email address*
Once you have completed the form, - —

save your changes to send an

invitation to your approved contact




MY FINANCES

MANAGE YOUR ACCOUNT BALANCE, PAYMENTS AND INVOICES

My Finances

Transactions
Account balance Account balance [ Transactions © a) (=) (&
£0.00 s View, search and
Check your current balance, _ : . Teephons Poymert comaz &
> Setupirect et export a list of your
make 8 payment Or Set up a y  Service Charge Year End Adjustment -£123.41
. . e recent transactions
Dlrect DEblt View invoice documents . .
Jochii
,ED{} View £s
g On_hn_e ia':.fms nt £2,795.83
Financial documents I h
Estimate senvi harge
> B e
Access your invoices and g ' Y
;Z“D ‘ear end account documents >
other important documents _
Can't find what you're looking for?

Service Charge Hub ~

S e rVi C e C h a rg e h u b Financial Year Information

Financial year start date —

A 4

Financial year end date 31 Aug

View important information

Ground rent status —

about your service charges

and account




SET UP A DIRECT DEBIT

Set up a direct debit

v

Access this option from the homepage

or the My Finances section.

Enter your bank

account details

Setup a Direct Debit

Direct Debit details

Plegse select how you would like us to collect your Service Charges

Thank you for choosing to pay your charges by Direct Debit.

.‘,.-
I|
\

Depending on the terms of your lease, you may be able to spread your Service Charge payments
J geross your property’s financial year if you pay by Direct Debit. The options available for your

Preferred Direst Debit Collection Date

property can be selected from the drop-down box on the left.

Set up a Direct Debit

Account Reference

o Y

| |

s, A

Address

ra ,

| |

, & A

Bank account details

Name(s] of Account Holoemns)

BankSuilding Seciety Account Mumber

Branch Sort Code

The Direct Debit Guarantee

I'/ \"I If you pay your Ground Rent to FirstPort, this will be collected by Direct Debit saparately to your

S A Service Charge. You will receive an invoice when this is due.

PleEse condirm you &re the Sccount hower . X L . X )
B - If you receive an invoice for any other charge, we'll write to you separately to let you know how it

{ A will be collected.

M 1 A ) ) ) ) ) .

Plesa canditm you 208 the Grly SignEtory renUed to suthariss this Diract Desit If you e.\_perlence any |.;.~ue_:; settingup th.B Direct Debit, please contact us on the enquiries page.
B - Alternatively, you can email accountsreceivablegfirstport.co.uk or call us on 0333 321 4030.

., \.

| ]

S A

The Direct Debit Guarantee

« This Guarantee is offered by all banks and building societies that accept instructions to pay Direct Debits.
« If there are any changes to the amount, date or frequency of your Direct Debit FirstPort Ltd will notiff you 10 working days in advance of your account being debited or as otherwise agreed. If you request FirstPort Lid to collect a payment,

confirmation of the amount and date will be given to you at the time of the request.
« If @n ermor iz made in the payment of your Direct Debit, by FirstPort Lid or your bank or building society, yoi are entitled to a full and immediate refund of the amount paid from your bank or building society.
« |f you receive a refund you are not entitled tao, you must pay it back when FirstPort Lid asks you to.

+ Youcan cancel 3 Direct Debit at any time by simoly contacting your bank or building society. Written configmation may be required. Please also natify us.

DIRECT

) ot
This Guarantee is offered by all banks and building societies that accept instructions to pay Direct Debits.
If there are any changes to the amount, date or frequency of your Direct Debit FirstPort Ltd will notify you 10 working days in advance of your account being debited or as otherwize agreed. If you request FirstPort Ltd to collect & payment,
confirmation of the amount and date will be given to you at the time of the request.
If an error i made in the payment of your Direct Debit, by FirstPort Lid or yowr bank or building society, you are entitled to a full and immediate refund of the amount paid from your bank or building society.
If you receive a refund you are not entitled to, you must pay it back when FirstPort Ltd ashks you o

You can cancel 3 Direct Debit at any time by simply contacting your bank or building society. Written canfirmation may be required. Please also notify us.

Direct Debit frequency
Options will be displayed based on the terms of

your lease or transfer document

Click Next and a check will be completed on the bank account details. You’ll then be
presented with a review screen to confirm your details before being notified that the

Direct Debit setup has been successful




MY DOCUMENTS
VIEW AND DOWNLOAD YOUR DOCUMENTS

Access your recently Documents are organised Search for specific
uploaded documents and into categories for easier documents using
preview them before opening navigation keywords

v \/
Recent Documents ,
Cateqories Q
A\ 4
FPOO053-10054A Lift Ins 11.05.26 [uplo...
14/05/2026 @ Customer Communication @ PropertyInformation & Insurance @ PropertyFinance
Building Safety Updates, newsletters and important information for General property information, notices and site Insurance certificates, policies and related Financial documents relating to the management of
Lift - Lift Inspection (LOLER) customers. inspection reports. information. your property.
> > > >
@ CustomerFinance l@F Building Safety
Your financial docurnents, including invoices, Health and Safety, fire safety and compliance
statements and Credit Control correspondence. documents for your building.
> >
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MY PROPERTY

ACCESS BUILDING INFORMATION, SAFETY DOCUMENTS, INSPECTIONS, AND MAINTENANCE UPDATES

My Property
About My Building S.it.e.!nfi?cfifpjm nam0s
Building Safety Information -~ ° Slte InSPECtlonS
Building Type — Stay informed abOUt
Your |atest inspection report is available.
Building Category [Fire Safety) — e e < . . L.
Bu"ding Safety Building Category [Bullding Safety) — e InSpeCtlon aCtIVIty
information e - View all inspection documents and OUtcomeS
Nurmber of Storays —
V|eW key Safety and > Block Height [in mestres) _ Safety Documents
o e . her—Risk Buildin eference _ Building Safety Documents
building details TR D -
g Evacuation Strategy — B u I Id I n g Safety
documents
Maintenance a -
Maintenance Access important
Reactive Lijl‘ace:les:'at‘e from the roof near flat 21 window el - . .
Monitor maintenance > ] building safety
Reactive gz?cu for lesking pipe outside flat 17 pai
jobs and track their ' documents
Reactive f:ji g
status
Reactive _24? rrrrr
Reactive ?jﬂ 117 dam h

1)



MY ENQUIRIES
CONTACT US FOR SUPPORT AND UPDATE CASES

My Enquiries Enquiry updates

Receive updates on your

You have a new update on an enquiry.

(M)
" View your enguiries below to see the latest updates.

open enquiries

Enquiries + Raise a new enquiry Q,
Quick filters: ‘:: All o °
A \ Raise a new enquiry
Reaszon for enguiry Subject MNumber Dats Status
s Submit enquiries online and
Keys, Fobs & Permits Keys, Fobs & Permits - Key, fob or permit query SR0O0004159 1/08/2026 InProgress
track their progress. Your
nl Customer Portal/My Account Customer Portal/My Account - Updating contact details SR0O0004158 1/08/2026 In Progress

enquiry will be routed to the

appropriate team for a quicker

Provide details for our customer service team

If you already have a enquiry number, please respond to the existing email instead of raising a new enquiry. This will help us provide a quicker response by ensuring your enquiry is not duplicated.

response
Quick filters Reason for enquiry [y
Filter the enquiry list by Select an option from the
: . Description
selecting Open Enquiries or All dropdown menu — _‘
Enquiries to quickly find and ) | y quiry
) | much detail as possible
track their status 0
o &
Attachments R — Once you have completed the
Include any supporting W form, save your enquiry to
images or documents / submit it to the relevant team

Close
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FIRST|my
PORT/Home
MY NEWS
ACCESS THE LATEST NEWS AND UPDATES ABOUT YOUR DEVELOPMENT
My News

Development news and updates

General Updates

P e =
AU, U

We are sharing general information regarding the development, including [POLICY UPDATE/FAGILITY CHANGE/REMIMDER].
Thiz redates to [AREASERVICE], effective from [DWATE]. Further details can be requested vis [CONTACT].

/

Stay informed about important announcements, community information, and

changes relevant to your development.

To receive notifications when new articles are published, enable

alerts in the Communication Preferences section of the homepage
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