Setting up or amending a Direct Debit using myAccount

One of the features our customers wanted on myAccount was the ability to set
up and amend a Direct Debit. You said and we listened! We have now updated
this process on the portal making it easier than ever to set up a Direct Debit
for your regular payments.

This guide will take you through the simple steps of setting up and amending
a Direct Debit using myAccount.

1. From your device, navigate to myAccount - orbitcustomerhub.org.uk/myaccount.
myAccount is linked to from various pages on the Customer Hub website, including the
‘Payment Methods’ and ‘Ways to Pay’ sections.

2. Log in by clicking on the ‘Log in’ button and entering your username and password. If you
are a new user, click the ‘Register New Account’ button which will then take you through
the steps to set up myAccount.
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If you have already registered, log in using your user name | . If you do not have an existing account then click below to
and password ~ ‘i register a new account

User name: / Register New Account

orbittestuser2@gmail.com

Password:

3. Once you have logged into the portal using your username and password, you will land on the
home page and you will see three columns, ‘My Payments’, ‘My Repairs’ and ‘My Contact
Details’.
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4. Here, you can navigate to the first column on the left, called ‘My Payments’:

@ myAccount o weak ()

=0

Home Repairs and Maintenance Rents and Payments Update my Security Help and Contact Us Sign Out

Welcome to myAccount

myAccount gives you secure actess to your account and many services that we offer. You can check your account balance, pay your rent and even book a
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5. Click on the ‘Set up a Direct Debit’ button towards the bottom of the ‘My Payments’ column.

View Rent Details

Make a Payment

Set up Direct Debit

6. This will present you with the accounts you have with us, for which a Direct Debit payment can
be set up.
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7. You may have a main account and a sub account. If that is the case, the screen will present as
below, showing all the accounts you have with us as options for which you can set up a direct
debit. If you only have one charge to pay, only one option will be displayed here.
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Set up a Direct Debit

You can set up a direct debit for the options below. Please select as appropriate. You can only set up one direct debit per option. If more than one
option applies to you, you will need to repeat this direct debit set up process. If you need more detail on what these options relate to, please click
here

1 Test Asset, Portal, Coventry, West Midlands (Current)
Computer Room Rents, Garden Court, Harry Weston Road, Binley Business Park, Coventry (Former)

28 Charlotte Place, Kettering, Northamptonshire (Former)

A

8. Click on main account to set up your direct debit for rent, service charge(s) or service charge
deficit.

Sub options will only appear on myAccount if you have outstanding debts on one or more of the
following accounts. The relevant options will be displayed for you to select which option you wish
to set up a direct debit for. You can only set up one direct debit per account/option. Information
about what these options are can be found by clicking this link: Other accounts

e Court costs - this is where Orbit have taken you to court and we have been awarded costs
by the court which you have to pay. Any debt relating to this will not start to be paid off until
debt on your main account is cleared. Payments then begin towards court costs.

e Tenancy Management court costs - this is where Orbit have taken you to court regarding
matters such as ASB, noise nuisance and breaches of your tenancy. We have been
awarded costs by the court which you have to pay. Any debt relating to this will not start to
be paid off until debt on your main account is cleared. Payments then begin towards court
Ccosts.

e Zurich home contents insurance - This is only relevant if you pay for home contents
insurance through Orbit. This account will be used to collect an annual payment.

e Major works - this is for paying for any major works we have completed on your leasehold
property, such as providing new windows, fire doors, or a new roof.
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e Previous tenancy arrears - this is for paying any debts you may owe in relation to a
previous Orbit tenancy, whilst continuing to pay your rent and other charges associated with
your current Orbit property.

9. Ensure the details shown are correct, then click Next.
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Please confirm the following details

The account to be debited is in my name

| am the only person required to authorise debits on this
account

£ CONTACT US
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10.Please confirm that the answer is Yes to both queries shown. Scroll down the page.
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Please confirm the following details

The account to be debited is in my name [ ]

| am the only person required to authorise debits on this [ J

account

& CONTACT US
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11. Confirm that the address is correct and enter an email address to which you are happy to
receive billing confirmations.

building i
@ communities Billing address

A Potter

15 Golding Court, Riverdene Street
N/A

ifard

Essex

ECS 6AJ

Change address @

Billing email address

) CONTACT US
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Test@Orbit.org.uk

12.Choose how often you would like to pay (the frequency), when these payments should start
(start date) and enter the relevant account details. Click Next after ensuring these are all
correct.

Account details
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Monthly

28/07/20

Potter

@ conTACT Us 900012

76534318
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13.You will then be taken to a screen that shows the Direct Debit guarantee. Please check your
details one last time and when you are happy, click confirm to complete and submit your
request.

Direct Debit Details

Please confirm the following details

14. A confirmation page will be shown if the request has been successfully submitted. It will take
three business days for us to review and complete the process.

We hope this guide has answered any questions you may have. If you
would like to view the rest of our Explainer guides please visit the
myAccount homepage at orbitcustomerhub.org.uk/myaccount.
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