
Customer User Guide



What is My Home?
My Home is an online customer account that lets you manage your property quickly and easily 

Access your account 24/7 Stay updated Raise repairs quickly View your bills online Pay easily and securely

Access all documents Reach customer support Add approved contactsView detailed cost estimates



Signing up

Email address

Mandatory field that must 

match the email address 

on your account
Password requirements

Your password must:

- Be at least 12 characters long

- Include at least one number

- Include at least one special character 

(e.g., !, @, #, $)

- Include upper and lower case characters

Last name

Mandatory field that must 

match the surname on 

your account

New users need to sign up for an account

Postcode of unit 

address

Mandatory field that must 

match the postcode of the 

property on your account



Signing up

Customer account 

number

11-character reference 

found on your latest 

invoice or statement

Only unit owners can sign up for My Home. However, unit owners can add approved contacts to their account.



Homepage

Open development 

repairs

View the latest repair 

works requested at your 

development

News & updates

Read the latest news 

articles about your 

development

Property address

Address of the selected 

property. Dropdown menu 

shows other addresses if 

multiple accounts linked

Communication preferences

Opt-in to receive development 

news and go paperless

Approved contacts

Add approved contacts to 

your account and set their 

access rights

Account summary

Shows your current 

balance and an option to 

make a payment by card, 

bank transfer or Direct 

Debit

Help

Get answers to frequently 

asked questions or 

contact us

My open cases

View your open cases

Account reference 

number for the selected 

property

My Profile

Change password, update 

contact number, log out 

Correspondence 

address

Update your address for 

postal correspondence



Finances

Export & print  

transactions

Export your transactions as 

an Excel spreadsheet or 

print a hard copy

Transactions

Shows your transactions 

in a list with your most 

recent at the top

View invoices

Access your invoices and 

other important documents

Check your latest transactions, access your invoices, and make a secure payment

Account summary

Shows your current 

balance and an option to 

make a payment by card, 

bank transfer or Direct 

Debit



Setting up a Direct Debit (1)
Automated payments for total peace of mind

Direct Debit frequency

Options will be displayed 

based on the terms of 

your lease or transfer 

document

Make a payment

Can be found on the 

homepage and ‘Finances’ 

page



Setting up a Direct Debit (2)
Automated payments for total peace of mind

Enter your bank 

account details

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



Documents

Filter your documents by 

category or subcategory

Search for specific 

documents using 

keywords

Access your important documents in an instant

Documents are displayed 

in a list with the most 

recently added at the top



Repairs

Raise a new repair case

Click here to request a 

new repair. 

Doing so creates a case 

which will be viewable in 

the ‘Cases’ section. The 

repair will be visible here 

once an order has been 

raised.

See a list of repairs raised 

at your development 

Raise a repair and track the status 



Cases

View open cases 

View a list of cases you’ve 

raised and check their 

status. See more detail by 

clicking the blue hyperlink

You will receive any 

responses relating to a 

case via email. If you 

need to contact us about 

a case, please include the 

case number in the 

subject line of your email.

Raise a case and track the status

Raise a new case

If you need to contact us about any of the following, you can raise a case quickly 

and easily and we’ll make sure it gets sent to the relevant team:

- Customer portal/my account - Keys, fobs & permits

- Documents request - Neighbourhood issues

- Feedback - Query a repair/maintenance issue

- Invoice & payments - Request consent

- Selling/re-mortgage



Development News & Updates

News & updates shows 

the latest news articles 

added for your 

development. 

Note: You can receive 

notifications whenever a 

new update has been 

published by opting-in to 

development news & 

updates in the 

‘Communications 

preferences’ section on 

the homepage

Read the latest news and updates for your development



Help

Help gives you answers 

to frequently asked 

questions on a range of 

topics. If you can’t find 

the answer you can 

contact customer support

Browse FAQs for answers on a range of topics, or get in touch with us



Banners

Banners alerting you 

about urgent and critical  

updates will appear at the 

top of the homepage 

when you log in

View urgent and critical updates in an instant



Profile My Profile

Access your profile or 

click ‘Exit’ to log out

Select Password 

settings to reset your 

password

Click Close to 

exit

Click Contact details

to update your phone 

number

Visit Communication 

preferences to go 

paperless and opt-in to 

receive development 

news & updates

Change your password, update your contact number, and securely log out



Adding an approved contact

Save

Click here to save your 

approved contact

Add an approved 

contact

Click here to add an 

approved contact (opens 

the screen below)

Enter contact 

information for your 

approved contact

Access permissions

Tick boxes to choose what 

your approved contact 

has access to:

- Finance

- Keys, fobs and permits

- Maintenance

- Document notifications

Easily add others to your account so they can also stay up-to-date



Managing approved contact access
Access permissions

Tick boxes to access on or 

off for specific information

Valid to

Set an end date to disable 

access on a specific date

Reference

Account reference access 

is being granted for

Click here to save all

changes

Click Discard to cancel 

any changes



Setting communication preferences

Go paperless

Choose e-billing to receive 

instant notifications when 

your bill is ready and 

documents are added

Critical alerts

Choose your preferred 

method of communication 

when we need to contact 

you about an urgent issueNews & Updates

Opt-in to receive 

notifications whenever a 

new article or update has 

been published about 

your development



How do I sign up?
Sign up today at
myhome.firstport.co.uk

https://www.firstport.co.uk/welcome-to-my-home/
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