
 
Electronic Change in Circumstances  
 
This guide outlines the Council’s Change in Circumstances functionality and will take you through how to 
record and submit changes to your circumstances for Council Tax and Housing Benefit purposes. 

 
Prior to submitting your details, you must be logged into your Self Service account. If you do not have an 
account, you can register for a self service account. 
 
How to report your changes 
 
Once you have logged into your Self Service account, you can access the Change in Circumstances facility 
through clicking on the Show Details button available for your account: 
 

 
You will then be able to view the summary information for your claim. The option to report a change in 
circumstance is listed among the functions available: 
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https://youraccount.glasgow.gov.uk/publicaccesslive/selfservice/citizenportal/login.htm
https://youraccount.glasgow.gov.uk/publicaccesslive/selfservice/citizenportal/registration.htm?_flowId=citizenportal%2Fregistration&_flowExecutionKey=e1s1


 
 
You will then see the Main Menu for reporting changes in circumstance. 

 

 
 
From here you can report the following changes: 

2 
 



 
• About You and Your Household 

o Here you can add new members or edit personal details or add new personal circumstances 
for yourself and any other household members. More information on adding a new member is 
shown below. 

 
• About Boarders/Sub-Tenants 

o Add details of a boarder / sub tenant 
 

• About Your Household Income and Expenditure 
o  You can edit any existing income or benefit or add on any new income you are receiving or 

submit details of any expenditure  
 

• Change Your Benefits payment details 
o  You can change your method of payment 

 
• About your rent:  

o You can advise of any changes to your rental charge. 
 
 

Adding a new household member 
If you want to tell us about a new member of your household, you should click on the ‘About You and Your 
Household’ option and then select ‘Add a New Person’. The following screen will display: 

 
You must add the person’s Title, Name, Relationship to you, Gender, Date of Birth and National Insurance 
Number. You must also tell us the date that this change took effect from. 
You can now click on the Continue button to submit these details or, if you wish to tell us about the income of 
the new person, clicking on the Add an income button will bring up a screen allowing this. 
 
Once you have submitted all of your changes, you will then be told if we require any evidence of these. Any 
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evidence required will then be listed: 
 

 
 
A facility to upload electronic or scanned documents is available here. This allows up to 10 files at a time to be 
sent to us. 
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https://www.glasgow.gov.uk/index.aspx?articleid=20412

