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How to report a repair

This is a step-by-step guide for managing and logging a repair within MySHG portal.
Within the portal you can view all your upcoming and recent repairs as well as log a
new repair, book an appointment and reschedule an appointment.

1 Go to https://myshg.stockporthomes.org and login using your email address
and password.

https://myshg1.stockporthomes.org/dashboard
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2 Click 'Report a repair' to be taken to the repairs area.

3 To view recent or upcoming repairs click on 'Manage appointments'.
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4 Here you can view your upcoming repairs and previously raised repairs. 'Open
jobs' will show the repairs that you have reported that have not yet been
completed.

5 Click 'Previous jobs' to view the repairs that you have reported and have already
been completed.
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6 To raise a new repair click on the 'Report a new repair' button.

7 This will take you to the repairs area of the portal.

Please note: If your repair is urgent and needs attention the same day, this is
classed as an emergency repair and cannot be logged through the MySHG portal.
Please call our One Number Team on 0161 217 6016, option 1, so we can help you
as quickly as possible.

If you think you can smell gas, please report this immediately by calling 0800 111
999.
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8 To report a repair, you first need to choose a repair item. Either type into the
search box or click on the closest relevant category for the repair you are raising.

Please note: In some cases, you'll be asked a few questions to help us understand
the problem. Please answer these as accurately as you can.

9 As an example, let's report a tap leaking in the bathroom.

First, select 'taps' from the list of options.
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10 Then select 'tap is faulty'.

11 Choose 'the tap is leaking' from the list of issues.
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12 Next you will be asked if the leak is containable. For more information, click on 'I
need help choosing'.

If the leak is not containable, this is classed as an emergency, so you will need to
call us on 0161 217 6016 (option 1).

If it is containable, select 'yes' and continue with your repairs report.

13 Then choose the type of tap from the options show. For this example, we are
selecting 'mixer tap'.
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14 Next you need to describe the problem. Please provide as much detail as possible.

15 You can then choose to add photos to your repairs report. You can upload up to 4
images, please ensure that they are less then 100mb in size.
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16 Next click on 'location of the problem' and select from the list where the repair is
located within your home. In this example, select 'bathroom'.

17 Once you have added in all the details, click on continue.



Made with Scribe - https://scribehow.com 10

18 Then go to ‘General Comments’ and add any additional information you think is
relevant. For example, knock loudly.

19 Click the 'Phone number' field and enter a contact number for the repair you are
reporting.
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20 Once you have added all the details, click on 'continue' and the repair will be
logged.
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21 Now you have reported your repair you can book a convenient time for us to
come and fix it.

Scroll along and choose a date that works for you. Then select, 'morning', 'all day',
'avoid school run' or 'afternoon' from the options for the time of the appointment.

Then click 'book selected slot(s)' to book your repairs appointment.

You have now booked an appointment for your leaking tap in the bathroom.
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22 If you need to reschedule a repairs appointment, go to 'open jobs' and select the
appointment you want to change, then click 'reschedule'.

Then you can select a new date from the calendar, provide a reason for
rescheduling and click 'reschedule'.

If you can't find the repair you need to report, have any problems reporting a
repair, or need to report an emergency repair, please call our One Number Team
on 0161 217 6016, option 1.


