
Making and managing your  
online Universal Credit claim
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Before you make a claim 
for Universal Credit
You will need: 
•	 internet access
•	 your email address
•	 your personal information  

(name, address and phone number)
•	 details of your income and savings
•	 details of your bank or building  

society account
•	 details of childcare costs  

(if appropriate)
•	 details of housing costs  

(rent or mortgage costs, details of your 
landlord or mortgage provider and so on)

•	 details of those who live in your home, and
•	 proof of identity.

Information correct at time of printing
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Step 1

Creating  
an account
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Claiming and managing Universal Credit is 
simple. Go online at: www.nidirect.gov.uk/
universal-credit

To create an account
To begin creating your account go to www.
universal-credit.service.gov.uk/start and click 
on the green ‘Create an account’. Making a claim 
may take up to 30 minutes for a single person 
and up to an hour for a couple.

Creating your account
We will ask you to create a username and 
password.

It is important that you make a note of 
your username and password as you 
will need to use them in the future. You 
should not share your username and 
password with anyone else.

We will then ask you to choose two security 
questions from a range of options.

We will ask one of these security questions 
when you use your account in the future. 
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https://www.nidirect.gov.uk/campaigns/universal-credit
https://www.nidirect.gov.uk/campaigns/universal-credit
https://www.universal-credit.service.gov.uk/start
https://www.universal-credit.service.gov.uk/start
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Recording your personal details
We will ask you for details such as your name, 
date of birth and email address.

After entering some personal details, we will 
ask you how you want us to contact you – by 
text or email?

We will send a code to your email address. You 
should type in this code (as shown below) to 
confirm your email account. If your code has 
expired (it will expire 15 minutes after you receive 
it) we can send you another if you click on My code 
does not work.

We will now ask you for your address details.

You will then have successfully set up an 
account for Universal Credit, and you can 
make your claim. You have 28 days to do 
this, otherwise you will need to set up a new 
account for Universal Credit.
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Step 2

Single or  
joint claim?



Universal Credit  1312  Universal Credit

For us to decide whether you are making a 
claim as a single person or as a couple, we will 
ask you if you have a partner and if you live 
together.

If you do not have a partner, choose  
‘No I’m single’ and go to the next step. 

If you choose the first option, ‘Yes, and we live 
together’, we will tell you that you need to link 
your details with your partner’s details and 
you will need a linking code to be able to do this.

If your partner has already made a claim for 
Universal Credit and declared a partner, we may 
have already given them a linking code for you.

If you ask us for a linking code to be provided, 
the next screen will provide a code for your 
partner to type in when they make their claim 
for Universal Credit.

Make a note of this code as you will need 
it later in the claim process.
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Step 3

Making your 
claim for 
Universal Credit
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Completing your ‘to dos’
We will ask you to answer some questions in  
the sections listed. This is called your ‘To Do List. 

When you have completed a ‘to do’, we will 
tell you that the task is complete and you can 
move on to the next action.

Information is saved after each page so if you 
need to stop for any reason, you can return to 
where you left off. However, your claim for 
Universal Credit will not be finished until you 
have completed your ‘to dos’ and you have 
declared that the information is correct. 

What information do I need to provide?
We will ask for information on:
• savings
• earnings
• health
• other benefits
• other people living in your household, and
• your bank account details.

Once you have filled in the details click on 
‘done’ to store your details. 
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When you have completed all the actions,  
you will have an opportunity to confirm that 
the information you supplied is correct.

To confirm all the details are correct, you 
should click the Confirm your details are 
correct link.

Your journal
Your journal keeps a history of the actions 
throughout the lifetime of your account.  
Each time you complete a ‘to do’, we move 
it to the journal. 
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Step 4

Adding a partner 
to your claim
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Your partner now needs to make their own 
claim for Universal Credit by following steps 1 
to 3 in this booklet. We will ask them to type 
in the linking code you received and your first 
name and your postcode to make sure we link 
their account to yours.

We will ask your partner to give details of their 
income, health, savings, nationality, housing 
and so on. They will then be able to see all 
your ‘to dos’. 

To confirm all the details are correct, your 
partner should click the Confirm your details 
are correct link.

We will provide a summary of the details you 
and your partner have entered, with an option 
to agree or change the details on each entry.

If everything is correct, you’ll be able to go 
on to your commitment, which sets out the 
responsibilities you need to meet to receive 
Universal Credit.
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Your 
commitment

Step 5
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We will give you and your partner details of 
what you have to do to receive Universal 
Credit. Depending on your circumstances, once 
you have made your claim we may ask you to 
make an appointment with your work coach  
to agree your commitment. 

26  Universal Credit
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Your  
declaration

Step 6
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You can review all the information you have 
entered before you agree that it is correct.

Click the ‘I agree’ box and ‘Submit claim’.

You have now made your claim for Universal 
Credit. 

You will now need to confirm (prove) your 
identity through your Universal Credit  
online account.

You can also confirm your identity by making an 
appointment at your local Jobs & Benefits office.

To arrange an appointment please phone  
0800 001 5782, stay on the line and a call 
handler will connect you to your local Jobs & 
Benefits office. 

You will be told what documents you need to 
bring to confirm your identity.

https://www.gov.uk/sign-in-universal-credit
https://www.gov.uk/sign-in-universal-credit
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Payments

Step 7
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Payments – how, when and where?
When you make a new claim for Universal 
Credit, you will receive your first payment 
about five weeks after you submit your claim. 
You will receive payments twice a month, into 
your bank or building society account.

You must report any changes in your
circumstances to make sure you are  
getting the right payments.

Help while waiting for a Universal Credit 
payment
If waiting for your first Universal Credit payment 
will put you in financial difficulties, there is 
support available. Contact your work coach  
to get more information on:

• Universal Credit New Claims Grant payment.
You will not have to pay this money back

• an advance (loan) payment. You can claim an
advance payment using your online account.
You will have to pay this money back.

• a Discretionary Support payment, or

• budgeting support (money advice).



Universal Credit  3736  Universal Credit

Help and advice 
If you need help with your Universal Credit 
claim please contact the Universal Credit 
Service Centre:

Freephone: 0800 012 1331.

If you cannot speak or hear on the phone 
you can use the Relay Service to make a text 
supported call.

To access Relay from your laptop, desktop or 
mobile phone, download the Relay UK app - 
see www.relayuk.bt.com.

Once you have set up the app, dial 18001 
followed by 0800 012 1331. If you are 
redirected to your device’s default calls app, 
return to the Relay UK app to join  the call.

More information is available at: 
nidirect.gov.uk/universalcredit

If you would like help and advice, you can  
visit any independent advice office or contact 
the following:
• Advice NI: 0800 915 4604
• Housing Rights: 028 9024 5640
• Make the Call: 0800 232 1271
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Managing  
your Universal 
Credit claim

Step 8
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If you have a ‘to do’ to complete, we will 
contact you by text or email (depending on 
your preference) to prompt you to log into your 
account. An example could be that you need 
to provide a copy of your CV. You will receive 
a ‘to do’ from your work coach asking for this 
and you will be able to upload the document or 
image, adding any extra comments, and then 
complete the ‘to do’.

Sign in 
Sign in to your account using the username 
and password you chose when you created 
your account. 

We will then ask you to enter four of the 
numbers from your personal security number. 

If you have not received your personal security 
number, we will instead ask you one of the 
security questions you chose when you created 
your account. 
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Your home page

Your home page allows you to:
• report a change of circumstance
• view your ‘to do’ list and journal
• view your statement
• insert a note or ask a question, and
• update your account.

If the note is important or you’d like to ask a 
direct question, there is a tick box you can fill 
in to alert a member of staff. We will then give 
your note or question priority. 



There is information on all aspects of Welfare 
Changes and Universal Credit available at
www.nidirect.gov.uk/welfarechanges 

This booklet is available in other formats. 

More information

© Crown Copyright 2026
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