
 
 

 

User Guide- How to add a property as an STS Provider 
 

These instructions will go through how to upload your property details onto the 
STS system 

 

When you first log in to your account you will be greeted with your Welcome Page, 
this page is designed to be a central page to easily add properties, download 
certificates and attend to any actions that need completing. 

 

 



 
 

 

 

The system will generate all the possible property 
listings under that postcode and building number  
Then just click on the correct address for your 
property. 
  
You can scroll through for further 
addresses using the next button 
at the bottom of the address list. 
 

The next screen takes you to the details of the 
property. 

 

 

 

Some information is auto 
populated from your 
property details, but we 
require you to complete 
the rest of the form.   

NOTE- Regarding the 
Authority, please select 
which is your regular Local 
Authority that you 
regularly provide 
temporary accommodation for as this may vary from where your property is located.  

Once this is complete then press the add button at the bottom of the screen.   



 
 

This will then populate a record for that premises on the system.   
If you have no further units under this property address, then you can then press the 
close button. 

If you have 
further units 
within this 
property (e.g 
you have 
further rooms 
within the same 
address), there 
is a feature to 
add further 
units without 
having to input 
all the other 
information.  

 

Simply name the unit and input the type of unit and bed size, then press the add 
button. 

This will then populate the new unit under the existing information already provided. 

Once you have finished all of the units within that address, press close and it will take 
you back you your home screen. 

 

 

 



 
 

Your summary page will now be showing two different sections: 

• Things to do: Any outstanding actions will be shown in this column, in this 
case it has generated the required documents to be uploaded for the new 
units just added 

• Your Portfolio: This shows your newly generated units, with the ability to edit 
those units and an add further units’ function. 
 

 

Below that section is ‘your grades’ which 
shows the grade of your property. Currently 
it is ‘U’ which stands for Unverified, where 
we are waiting for all documents to be 
verified, once this is completed the status 
will change to ‘W’ which stands for waiting 
for inspection. After inspection and once 
your grade has been given it will update the 
display the show the unit grade.  

You can click on the pie chart to find out 
more information about units in your 
portfolio. 

 

 



 
 

 


