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[bookmark: _Toc152170608]Applicant Guide: General Information


The Member of the Public accessing the System to browse The Council’s offering under the Choice Based Lettings scheme. This user uses the Choice Based Lettings system in order to express their interest in one or more Properties which will be considered by The Council to allow them to allocate a preferred property to the applicant. This User consumes the application via PC, smartphone or a tablet and is identified by their unique Username. 


[bookmark: _Toc152170609]First Log in
1. After receiving the letter with CBL credentials open the CBL Website www.cbl.kilkennycoco.ie using your web browser.
[bookmark: _GoBack]
2. Following the instructions given in the letter and enter the Username into Username field and the one-time Password into the Password field and click "Log In".
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3. If you make a mistake inputting these details the System will issue an error message telling you that your credentials are incorrect. If the details entered are correct the System will inform you that the current password is single use only and that it must be changed.

4. To achieve this, the System requests you enter a new Password. That Password is required to meet certain complexity requirements and cannot be the same as the one time one. If you enter a password that does not meet the complexity requirements the system will display a message informing you of what is needed to make the correction.  In order to submit the new Password, you are requested to input that new Password twice, the second time is for confirmation’s sake and the two must match. 

[image: Graphical user interface, text, application, chat or text message

Description automatically generated]

5. If you close the browser window or Log Out before changing the password you will be able to use the one-time password again, but if you do the System will still require you to change that password. 

6. Once you are sure the password meets requirements click the “Proceed” button.

[bookmark: _Toc152170610]Log In
1. Once you have completed the First Log In procedure, when you wish to use the CBL System open the CBL website on your browser.

2. When presented with the Log In form provide your Username (which is a combination of your first name, last name and Housing Reference Number) with the current Password and click the “Log In” button.

 [image: A screenshot of a login screen
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[bookmark: _Toc152170611]Log Out
1. Whenever you are logged into the System you are able to log out. To do so click the “Log Off” link. This button is in the top right corner of the screen. 
[image: ]
2. The System then logs you out of the System and navigates you back to the Log In screen.
 [image: A screenshot of a computer
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[bookmark: _Toc152170612]Recover Password via Security Questions
If you have forgotten your Password to CBL System and wish to recover it using security questions, follow these steps:
1. Click the "Forgotten Your Password?" link located on the Log In screen. 
[image: ]
2. You are then required to enter your username. Provide your Username and click “Next”. 
   [image: ]
3. The system will then provide you with a set of security questions which requires you to select at least one. Once you have selected one and provided an answer click “Verify”.
         [image: ]
4. If the verification is successful, the System allows you to change the Password - the same way as it was performed on the First Log In. Once the password is changed the System will navigate you back to the Log In screen.
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[bookmark: _Toc152170613]Set Up/Update Security Questions 
As an Applicant, after you have successfully logged into the System you are able to update your Security Questions. 

[image: ]

You will be asked to enter these details on first log in but can update these at any time by doing the following:
1. Go to “My Details” page and there click the “Update Security Questions” button. On that the System will display a pop-up with two pairs of drop-down and text field (as in: Record Security Questions).  
[image: ]
2. For every Question you have recorded since the time you first logged into the System the values are prefilled. You can modify both Questions, however if you wish to save, at least one of the Questions must be selected and an answer with of minimal tree characters for it has to be provided. I am also able to discard my changes by clicking “Cancel” button.
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[bookmark: _Toc152170614]Change Password
After you have successfully logged into the System you are able to change your Password.
1. Navigate to the “My Details” page and click the “Change Password” button.
[image: ]
2. The System requests you to provide your current password and the new Password. That Password is required to meet the complexity requirements and cannot be the same as the one time one. In order to submit the new Password, you are requested to input that new Password twice, the second time is for confirmation’s sake and the two must match. 
       [image: A screenshot of a computer

Description automatically generated with medium confidence]
3. To submit the change, click “Change Password” and to discard – “Cancel”.
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[bookmark: _Toc152170615]View Help
1. To view the help section, select the help button on the left of the screen.
[image: A screenshot of a phone

Description automatically generated with low confidence]
2. From here you can view the Help/FAQ and Tutorial sections.
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[bookmark: _Toc152170616]Applicant Guide: Properties
[bookmark: _Toc152170617]Available Properties List
Once successfully logged into the System you can view all the Properties that are available, this includes properties that:
· Are located in either of your Areas of Choice.
· Are Advertised by The Council.
· Are meeting the number of beds criteria specified by the applicant.
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 [image: A screenshot of a computer
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The System displays at maximum 20 Properties at once and if there are more - allows you to navigate to them by selecting to jump to another page. To jump to another page, you must click the next page button or select the page number from the list.
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[bookmark: _Toc152170618]Property Details
You can view details of any Property presented on the Properties List by clicking the details button next to specific Property.
[image: ]This results in the System displaying the following details of the Property:
· Area of Choice
· Area of City
· Street name with house number and apartment number (if applicable)    
· Eircode    
· Number of bedrooms    
· Whether it is an Apartment Type or a House Type   
· In case of House - how the House is situated (e.g., detached, semi-detached, etc.)    
· Property Features    
· Additional Information text  
· Description of the Property (if provided)
· Property photos will also be displayed (if provided)
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If you wish to return to the Properties List, you must click the back button.
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[bookmark: _Toc152170619]Property Map
When viewing the Property Details, you can see the Property's location on the map. If you find the map too small, click the link to open the map in another window.
You also have the possibility to view the surroundings of the Property using Google Street View - to do so drag and drop the Street View icon near the Property location on the map.

[image: ]
[bookmark: _Toc152170620]Add Property to Basket
When viewing Property details, you can add the Property to the Properties Basket.
1. Click "Add to Basket" button.
[image: ]
2. If this is the first Property in the Basket, the System displays the Basket link to clearly indicate that it is available for Checkout. The fact that the property has been added to the basket will also be reflected in the Properties list. 
[image: A screenshot of a phone

Description automatically generated with medium confidence] [image: A purple rectangle with text

Description automatically generated with low confidence] 

[bookmark: _Toc152170621]View Properties Basket
When there is at least one Property in the Basket, you can view its contents.
1. Click the Properties Basket button.
[image: A screenshot of a phone
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2. The System then displays all Properties that have been added to the Basket as a list. The System also displays a button that allows you to remove the Property from the Basket

[bookmark: _Toc152170622]Remove Property from Basket
After you have added the Property to the Basket, you are able to remove that Property from the Basket before submitting the Basket. You can also remove your interest in a property at any point before the admin period has ended. The Default Admin periods are set to operate from 00:00 every Wednesday Morning and end at 23:59 every Tuesday Night.
There are two ways to remove a property from the basket:
1. When viewing its details: After you have added it to the Basket the button for adding to the Basket is substituted with the button to remove it from that Basket. Once removed, a popup message will show that it has been removed. 
[image: ]
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2. When viewing the Basket: For each item in the Basket I get the button that allows removal from the Basket.
[image: ]
If you click either of these buttons the System removes the Property from the Basket and if you view that Property again you can add it back to the basket the same way that you added it before.

[bookmark: _Toc152170623]Check Out / Submit Basket
1. When you decide that the composition of the Properties Basket is to your liking click the button to check the Basket out.
[image: A screenshot of a phone
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2. Once you review the Basket on the Checkout stage and are sure you wish to express your Interest in these selected Properties click the “Check Out” button.
[image: ]


3. Before submitting you are required to tick two checkboxes - one for agreeing to Terms & Conditions (view the T&C by clicking provided link) and another for stating that you will accept the Property when offered by the Council. If you express interest in the Property but do not accept it when offered, you will be suspended from CBL scheme for a period of time. Only after these checkboxes are ticked are you able to click the “Submit” button.
 [image: A screenshot of a computer
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4. This is the last place where you can cancel submitting the Basket - to do so click the Cancel button, which will bring you back to the Checkout screen. If you decide to confirm at this stage your Expression of Interest is recorded against each of selected Properties.

5. In the case that Properties in your Basket that you haven’t yet Checked Out and the CBL Period has ended then they will be removed from that Basket automatically. 

[bookmark: _Toc152170624]View Reciept
Once you have successfully submitted the Properties Basket you are presented with the Properties Receipt - a list of Properties that you have just expressed the Interest for - the list is presented on the Checkout screen but with that difference that instead of buttons, next to each Property to which your Expression of Interest was successfully recorded for is displayed.
You are given two options on how to follow up:
1. “Back to Properties” 
2. “Log Out”


[bookmark: _Toc152170625]View Submitted Properties
You are able to view the list of Properties that you have expressed interest in during current CBL Admin Period.
1. Open the Selected Properties tab and there you can view the list of all Properties that you have added to the cart and then submitted.

2. The Properties are displayed with the most recently submitted at the top and it is still possible to view their details.
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[bookmark: _Toc152170626]Remove Interest for Property
Once you have expressed interest for a Property you can remove that interest but only as long as the CBL Admin Period does not change.
1. Click View Details on Checkout Properties list.

2. Remove the interest by clicking "Remove My Interest”.
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3. You will receive a confirmation popup of the removal as shown:
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Disclaimer

Even though care has been taken in the preparation and publication of the contents of the Kilkenny County Council's Choice Based Letting website, Kilkenny County Council does not assume legal or other liability for any
inaccuracy, mistake, mis-statement or any other error of whatsoever nature contained herein. Kilkenny County Council hereby formally disclaims liability in respect of such aforesaid matters. The information contained
within Kilkenny County Councif's Choice Based Letting website is of a condensed and general information nature only and can change from time to time. It should not, by itself, be relied upon in determining legal rights or
other decisions. Readers / users are advised to verify, by direct and live contact with Kilkenny County Council, any information on which they may wish to rely. Kilkenny County Council has endeavoured to attribute
copyright or other intellectual right to the rightful owners where such course has been appropriate. Where any attribution has been missed or overlooked Kilkenny County Council, on being informed, will correct and
otherwise make good. Kilkenny County Council has not reviewed any or all of the sites linked to its website. Kilkenny County Council is not responsible for the content of any site linked to its website o any off-site pages.
These links where they are inserted, if any, are provided solely as a convenience.

g---

Kilkenny County Council shall have no liabilty to the user either in contract or in tort for any loss suffered by the user resulting from the use of the Choice Based Letting website. The user shall have sole responsibility for
maintaining and keeping safe their user name and password details.

Due to the nature of interactive services and the Internet generally, Kilkenny County Council gives no warranty or commitment that the use of the sites will be free from interruptions or errors and Kilkenny County Council
shall have no responsibility or liability in respect of or arising out of any communication or network defects, breakdown, malfunction, error, delays or failures (whether temporary or otherwise) encountered by users while
using the sites.

Clicking on certain links within Kilkenny County Council's websites may take the user to other websites and Kilkenny County Council shall have no responsibility or liability of any kind for the accuracy or content of any
information or any other aspect of any other websites.

Kilkenny County Council has no responsibility to the user in respect of services supplied by third parties and gives no warranty as to satisfactory quality, fitness for purpose or compliance with any description in relation to
such services. The terms implied by Section 39 of the Sale of Goods and Supply of Services Act, 1980 of Ireland are hereby excluded from these terms and conditions in respect of any services supplied by third parties.

These terms and conditions shall be governed by and construed in accordance with the Laws of Ireland (excluding laws governing the conflict of laws) and the parties submit to the jurisdiction of the Irish Courts. This will
not prevent Kilkenny County Council from pursuing a claim for breach of contract, copyright infringement or otherwise in respect of these terms and conditions in any other jurisdiction.

Copyright Notice

Unless otherwise stated or appearing, the copyright and other intellectual rights attaching to information or data contained within the Choice Based Letting website are held by Kilkenny County Council. Reproduction of all
or any of the contents of the Kilkenny County Council websites, in any form, is prohibited save with the prior written authorisation of Kilkenny County Council. Kilkenny County Council hereby gives a general consent to the
use of such information for bona fide personal use and also for the recopying of all or any of the contents of the Kilkenny County Council websites for genuine and bona fide information dissemination purposes where the
source of the information is properly acknowledged and where such acknowledgment contains and refers to the web address of Kilkenny County Council. However, this general consent does not extend to the use or
copying of Ordnance Survey data/maps as copyright over such data is vested in Ordnance Survey of Ireland.
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