
Contact information check: 

step-by-step guide



Click ‘Close’.

We’re making big improvements to our repairs service. To make 
sure you get all the benefits, we need your correct contact details.

This visual guide explains what you need to do if you get a message 
by text, email, or letter from us asking you to check your details.
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Enter the code we sent to you then click Confirm Code

Enter the unique code we sent you and then click ‘Confirm Code’. 
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If the code is incorrect, you will  
get an error message. 

If the code is correct, click ‘Next’. 
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Enter your postcode and then click ‘Next’.
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If your postcode is correct, select your address from  
the dropdown list.

If your postcode is incorrect, or not in the right format,  
the dropdown will not display any addresses. 
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You will then be asked to enter your last name to validate the form. 

You’ll get an error message if you don’t do this correctly. 
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As a final check, you will need to validate your identity one more time. 

You’ll get an error message if you don’t do this correctly.

This will be the information that we currently hold. 
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Click ‘Yes’ to submit the form. 

If you click ‘No’, a further form will appear for you to re-enter your details. 
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Please don’t worry if you’re still unsure what  
to do, we’re happy to help. Just get in touch on 
0115 915 2222, Monday to Friday, 8.30am to 5pm  
or by email at feedback@nottinghamcity.gov.uk. 
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