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The Tenancy Deposit Scheme for Landlords 

Becoming a member 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

Complete the Registration form with 

all of your personal details and then 

click “Register”. 

You will then be taken to this screen 

which will display all of your 

personal details along with an 

overview of the deposits which are 

protected with TDS. 

To update any of these details 

please use the “update my details” 

button under the Quick Links section 

on the right of the screen. 



 
 
 
 
 
 
 

Registering a deposit for protection with TDS 

  

To register a deposit for protection 

with TDS, click the “Register a New 

Deposit” link under the “Quick 

Links” on the right hand side of the 

screen or underneath your landlord 

information. 

You will then be taken to this screen. To 

register a new deposit with us please fill in 

the property address and tenancy details 

EXACTLY AS THEY APPEAR ON THE TENANCY 

AGREEMENT (failure to enter the details 

correctly will result in an automatic award 

to the tenant, should a dispute arise at the 

end of the tenancy). Then click the “Add 

Tenancy” button. 

 

Guidance Notes – “Date deposit received” 

should be entered as the date the deposit is 

passed across to you, if in the form of a 

cheque please enter the date you received 

the cheque (not the date the cheque cleared).  

Please also ensure that if “Deposit Amount” 

is a whole pound, that “.00” is added after 

the deposit amount. 



 
 
 
 
 
 
 

 

 

 

 

  

Once the tenancy address and 

details have been entered, you will 

be taken to this screen, where you 

are asked to enter the details of the 

tenants named on the tenancy 

agreement. Once you have added 

these, click the “Add Tenant” 

button. 

Please note, you can add additional 

tenants at the next stage, once you 

have added the first tenant. 

Once you have added the first 

tenant you will be taken to the 

following screen. 

If there are additional tenants 

named on the tenancy agreement, 

click the “Add another tenant” 

button and you will then be taken to 

the screen shown in the step above. 

Please complete the details of the 

tenant and repeat as necessary until 

you have added the details of all the 

tenants named on the tenancy 

agreement.  

If there is only one tenant named on 

the tenancy agreement or once all 

the tenants named on the tenancy 

agreement have been added, click 

the “Pay for this Deposit” button. 

 



 
 
 
 
 
 
 

 

 

 

  

After clicking the “Pay for this deposit” 

button you will be taken to this screen. 

Please check the details (deposit 

amount, address, etc.) of the deposit 

protections you are purchasing before 

proceeding, if you need to view the 

tenants for this tenancy or any of the 

other details which are not shown use 

the “View Tenancy” link. 

Once you are happy that the details are 

correct, click the “Purchase” button. 

Please note – if you were to stop the 

process at this point (i.e – not click the 

“Purchase” button but instead click 

another link on the page) then the 

deposit would not be protected but 

would remain saved on your account, 

allowing you to pay for the deposit 

protection at a later date. 

Two pop-ups will appear asking you 

to confirm some details, please read 

through these thoroughly and 

understand what they mean as you 

will be bound by these rules whilst 

the deposit is protected with TDS 

and if for any reason you do not 

adhere to one or more of these TDS 

may not be able to adjudicate (and 

the disputed portion of the deposit 

may be automatically awarded to 

the tenant) in the event of a dispute 

arising at the end of the tenancy. 

Once you have read through these 



 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will then be taken to this screen 

where you are asked to select a 

payment method, please click on the 

relevant button and follow the on-

screen instructions which will guide 

you through the payment process. 

 

One your payment has been made 

successfully you will be taken to this 

screen, which confirms that your 

payment has been made 

successfully.  

You will also be sent a confirmation 

e-mail (to the e-mail address you 

provided when registering with the 

scheme) which will confirm which 

deposit(s) have been protected, the 

UID of these deposit protections and 

will also have a copy of the “Tenancy 

Deposit Protection Certificate” 

attached. 

To go back to your “Summary of 

Deposits” page, either use the quick 

link on the right of the page or the 

“Return to website” link above the 

“Merchant ‘s Reference”/”WorldPay 

Transaction ID”. 

 



 
 
 
 
 
 
 

Managing tenancies 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

Your summary of deposits page will look similar 

to this screen (at the top of the page will be your 

landlord information but if you scroll down it will 

appear as shown). Please note that the deposit 

registered in the previous section now appears in 

the “Your Protected Deposits” section. 

The other 2 sections are: 

Unactivated Deposits – Deposit/tenancy details 

have been entered but no payment has been 

made. 

Pending Deposits – Deposit/tenancy details have 

been entered and payment has been made but is 

still being processed. 

If a deposit appears in either of the “Pending” or 

“Unactivated” deposits sections then the deposit 

is not protected and you will not be able to 

download a deposit protection certificate for 

these tenancies/deposits. 

If you would like to activate a deposit 

which is currently in the “Unactivated 

Deposits” section, please click the 

“Add to shopping cart” link next to the 

deposit you would like to activate. 

This link will then change to “In 

Shopping Cart” (marked in bold). Then 

simply click the proceed to checkout 

button and follow the on-screen 

instructions. 

 



 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To mark the tenancy as continuing on a 

statutory periodic basis, click the “View” 

link under the “Options” header of the 

tenancy you wish to mark as continuing on 

a statutory periodic basis. 

 

You will be taken to the “Deposit 

Summary” page, click the “End of 

Tenancy Process” to be taken to the 

page where you can mark the 

tenancy as continuing on a statutory 

periodic basis. 

Please note – You should only use 

this option if no new tenancy 

agreement is being drawn up and 

the original tenancy is continuing 

with the same terms. If a new 

agreement is drawn up or there are 

any other changes to the agreement, 

a new protection should be 

purchased. If a dispute is raised and 

it transpires that a new protection 

should have been purchased at some 

point during the tenancy, TDS may 

not adjudicate and may award the 

disputed sum of the deposit directly 

to the tenant/s. 

Once you have been taken to this 

screen, check the box to confirm 

that this tenancy will be continuing 

past the original stated term but on 

a statutory periodic basis. Then, click 

the “Submit” button 



 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Updating your details on the TDS tenancy database 

 

 

 

 

 

 

 

 

 

 

A confirmation page will then 

be displayed, if you follow the 

link to the summary page for 

this tenancy it will also now 

show as “Periodic” next to the 

tenancy end type. 

When at the “Summary of Deposits” 

page, click the “Update my details” 

link to be taken to the screen which 

shows all of your current details 

which TDS hold. 

 

 

 

Once this screen is displayed, amend 

the details shown as necessary and 

click the “Update Landlord” button 

to be taken back to your “Summary 

of Deposits” page. 



 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contact details 
 
Tenancy Deposit Scheme 
PO Box 1255  
Hemel Hempstead 
Herts HP1 9GN 
 
Tel:  0845 226 7837  
Fax:  01442 253 193 
Email:  deposits@tds.gb.com 
Web: www.tds.gb.com 
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