
 
      

 

 

 
  

 
   

   
 

 

 

  

 

 

 

 

  
 

  
 

 

 

How to Book a Routine Repair Online – A Step by Step Guide 

Ste 
p 

Action Screenshot 

1 For an emergency repair, 
please call 01932 838383. 

Do not report online 
2 For repairs in a communal, or 

shared area, for example an 
aerial or door entry system, 
please call  01932 838383 or 
email 
Tenancy.management@runnymede.g 
ov.uk 

3 Is the repair the responsibility 
of the Council?  If you are not 
sure if you need to fix the 
problem, please check your 
Housing repairs handbook 



 
  

 
 
 

 
 
 

4 On your phone or computer, 
log on to runnymede.gov.uk 



 
   

 

 
 

5 Select Housing 



 
   

 

 
 

6 Select Report a Repair 



 
     

   
7 Click point 3 to see if you are 

responsible for the repair. 



 
   

 
  

 

 
 
 

8 For a repair that is the 
Council’s  responsibility, select 
Report a Repair 



 
    

 

 
 
 

9 Select the type of repair 



 
    

 

 
 
 

10 Select the problem 



 
 

  
  

  
 

 
 
 

11 For some repairs, you will then 
see a video to troubleshoot 
the problem such as 
“Leakages in your home” 



 
  

 
 

 

 
 
 

12 If you are able to solve the 
problem, select ‘This solved 
my problem’ 



 
  

 

 

13 Or Continue with Booking 



 
    

 
     

 

 
 
 

    
  

  
 

 
 

 
 

14 Please upload up to 3 photos. 
It can be quicker and easier to 
fix if we can see the problem. 

15 Select Continue with Booking 
16 You will then see a summary of 

your repair request.  You can 
add another repair item if 
needed - both repairs will then 
be listed under Basket. 







 
 

  
 

   
 

   
 
 

  
 

 
 

 
 

 

 

   
 

  

 
  

Press Submit when the form is 
complete 

21 Acknowledgement You will see the confirmation message on the screen. 

22 A member of MCP’s team will 
schedule your repair and 
confirm this to you by phone.  If 
you do not answer, we will 
leave a message or send you 
an email. 

23 The Council welcomes 
feedback on using this online 
form 




