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Useful Terms 
 

Accordion: The blue bars that divide different stages within the calculator.  
 

Sub-Accordions: The blue bars that separate out different topics within steps. When clicked they 

expand to reveal more detailed questions. 
 

Input Field: Boxes to input information, either by selection or entering text. 
 

Label: Name of the Input Field. 
 

Tooltip: A text box will appear when you hover over an input field. It provides useful information on 

how to answer each question if you’re unsure. 
 

Pre-populated: Some input fields already contain information to act as a guide. You can simply override 

this by entering your own information. 
 

Alerts: In cases where we think it is useful for you to have more information, or if you may have entered 

something incorrectly, a light blue box alert box will appear.
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About the Universal Benefit Calculator 
 
 
The Universal Benefit Calculator from Policy in Practice is a fast and easy to use tool to help you 
calculate benefit entitlements for your customers and see how much better off in work they 
would be. 
 
The calculator is suitable for most people permanently living in the UK, however it is not meant 
for full-time students or people in hospital, residential care, or prison. Calculations should be 
treated as a helpful estimate, as it will only be as accurate as the information entered. 
 

Logging in 
 

 Go to universal-benefit-calculator.co.uk 

 Enter your email address 

 If this is the first time you log in, enter the      
password you received in your welcome email. You 
can change your password once you have logged in 
(see Admin bar) 

 In the drop-down menu select a calculator that 
you have access to 

 If you select remember me you don’t have to re-
enter your details every time 

 Click on the blue login button to enter the 
calculator 
 
 

 
 

Before You Start 
 

Your selections in this stage will depend on what information you want included in your results. 

For helpful advice on which options to select, hover the mouse over the option boxes. This will 

bring up a useful tooltip, which explains how each one will influence the calculation. 
 

To continue to the next stage, click Continue to Step 1. 
 

file:///C:/Users/GermànDaniel/Dropbox/Policy%20in%20Practice/Onboarding/User%20guide/universal-benefit-calculator.co.uk
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Step 1: Enter Your Household Information 
 

 

The aim of this stage is to work out what benefits the household is entitled to, based on the 

information that is entered. The questions in the main accordion will be sufficient to 

accurately assess the majority of claims, but there are more detailed questions in the sub-

accordions if you need them. 
 

How to enter information 
 

For each input field, click on the box and either type in the relevant information or select 

the appropriate information from the drop down menu that will appear. 
 

 
 
 

Useful information 
  Relationship Status: 

If you select Couple, questions about your partner’s age and gender will appear. 

 
  Number of Children: 

If you select 1 or more children, questions about your children’s age and gender will 
appear. 

 
  Local Region and Local Area: 

These fields determine your level of local housing support based upon your Broad 
Rental Market Area (BRMA). We also use your Local Area to find the local authorities 
in your area to calculate your Council Tax. If you are unsure which Local Area you live 
in, click the ‘Unsure? Find out here.’ link, which will help you find your BRMA using 
your postcode. 

 
  Rent: 

For Private tenants, this box will be pre-populated with the maximum level of housing 
support for your area and household size. This is just a guide. If you know the correct 
amount simply enter the value in the box and select the appropriate Rental Period. 

 
For owner/occupiers, an alert will pop up with more information about who can qualify 
for housing support. If you fell you are entitled to housing support, enter your 
mortgage interest payment here 
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Sub-accordions for additional information 
 

Step 1 contains three sub-accordions where you can enter additional information, but these 

are optional. They are meant for people with more complex circumstances. You can skip them 

and go directly to Step 2 if they are not necessary. 
 

To enter a sub-accordion, simply click on it and additional questions will appear. 
 

  Adult and Child Disability 
If an adult or child in the household is disabled, you can input information on 
Disability Living Allowance, Personal Independence Payment, or Attendance 
Allowance here, as well as whether anyone is registered blind. 

 

  Other circumstances 
This section is relevant for people who: 

 Receive contributory benefits (based on previous National Insurance 
contributions) 

 Are exempt from the benefit cap 

  Have non-dependants living with them (i.e. someone who is over 18 and living 
in the household who is not a partner, for example a family member). 

 
  Savings and Other Income 

If your household has savings or receives income from any other source, other than 
benefits or work (e.g. child maintenance payment, pensions, rental income), you can 
input them here. These may affect your benefit entitlements. 

 
When you have entered the necessary information, click Continue to Step 2. 
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Step 2: Your out of work entitlement 
 

 

This step displays a breakdown of all your out of work entitlements, for both the Current 

System and Universal Credit, or just one system depending on your selection in Before You 

Start.  

 

You can select if you prefer to see results as weekly, monthly or yearly figures on top.  

 
 

 

To see a breakdown of how the amount is calculated you can click on the question marks next 

to any of the elements 
 

 
 
 
 

If you want to alter any of the information in the previous steps, click the blue Back button.  
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Manually input information 
 

You can change information manually if for any reason an element displayed is different to 

what you actually receive already. This may happen if you have been receiving a benefit for 

a while and get a higher amount than the current rate. 
 

To change any element, you will first need to select the payment cycle in the drop-down box 

(from ‘No’ to either ‘Weekly’ or ‘Monthly’). It will then allow you to enter an amount. You only 
have to edit the benefit you want to change. 
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Step 3: Enter employment details 
 

 

This stage allows you to enter any details of your earnings for both you (and/or a partner, if 

applicable). This could either be your current or perspective employment. Your earnings will 

affect your benefit entitlement and take home income. 
 

  Earnings 
    Select whether you want to enter Gross (before tax) or Net (after tax) earnings. 
 Select whether you are self-employed. If you are, an alert will pop up with more 

information on the Minimum Income Floor of Universal Credit and how to 
complete the calculation. 

    For each job enter how often you are paid in the Payment Cycle box. 
    Enter your wage/salary details. 
    You can enter information on two jobs for each partner. 
    If you are in a couple there will be a sub-accordion for your partner’s earnings 
 

 
 
 




 



 

 

8 The Universal Benefit Calculator – User Guide 







  Expenses (e.g. childcare, travel, etc) 

 
Childcare 

 Calculating the amount of childcare you need depends on different 
circumstances: Access to informal support/age of child. 

 Only enter childcare costs that you need to pay for (e.g. don’t include the 15 hours 
of free early years education). Remember that you must use a registered or 
approved childcare provider to qualify. 

 If you know how much you pay in childcare or know an estimate, you can enter 
the amount into the box labelled Enter childcare costs and select the payment 
cycle. 

 If you do not know, you can enter an estimate of the hours of childcare you will 
need when in work. You can enter different hours for term time and/or holidays. 

 You will also need to enter your hourly cost of childcare. This is automatically 
pre-populated with an average cost for your region, based upon information 
from the Family and Childcare Trust. To change the hourly cost, simply enter a 
new value. 

 You can also choose how these costs are calculated and displayed in the next 
step: monthly average (which will average your term-time and school holidays 
childcare), term-time, or school holidays. 

 
Other costs 

 You can enter how much it costs you to travel to work, and any other expenses 
associated with working 

 
You can choose whether you want to take these costs of work into account for the 

calculation, which will deduct costs, including any childcare costs that are not 
covered by support, from net earnings. This gives a more accurate better off in 
work figure. 

 
 
 
  Tax Credits: previous year's earnings and disability 

 
 Tax credits are based on your income in the previous financial year. To accurately 

assess your tax credit entitlement, select either No income if you had zero income 
last year, Similar income if your income was similar to the earnings you entered in 
this step, or Other income to enter a different amount. 

 If you are disabled, you may be entitled to additional tax credits. However, we 
cannot automatically calculate this for you. The tooltip and link provide 
additional guidance.



 

 

9 The Universal Benefit Calculator – User Guide 

Step 4: Better off in work calculation 
 

 

This section shows you the effect of moving into work. Based on the information entered it compares 

your out-of-work income to your in-work income for the Current System and Universal Credit (found 

in separate accordions) depending on your selection in Before You Start. You can hover over each 

element in the chart to see the element and the amount. 
 

 
 

 

 

You can get more information on how each element has been calculated in the sub-accordion 

just below the chart. If you click on the question mark next to any element, it will show you a 

breakdown of how the figure has been reached. 
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You can also choose how your results are displayed by selecting weekly/monthly/annually 

from the drop down box at the top of Step 4. 
 

 
 

 

If you previously entered potential job information, you can now look for real employment 

by entering a job title and area in the Find a job box which will open up a new window with 

job opportunities through Universal Jobmatch. 

 
 

 
 

 

Sub-accordions 
 

There are many different accordions in this step which will give you additional information. 
 

  Take home income charts 
These charts will allow you to see how your take home income would change 
depending on the number of hours you work. You can drag your mouse along the top 
line (income) or bottom line (benefit) to see the number of hours and income.  

 

 



 

 

11 The Universal Benefit Calculator – User Guide 

 
 
  Compare Universal Credit and the current system 

This section gives side-by-side charts of income under both systems out of work, this 
year, and next year. 
 

  How to apply for benefits 
This section will provide you with links to more information on how to apply for the 
benefits that you might qualify for. 
 

  Action plan 
Here you can enter any actions that you agree with your customer. These will be 
included if you print the case or create a PDF.
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Admin bar 
 
 
The admin bar offers you further functionalities for using the Universal Benefit Calculator.  
 

 
 
  My Calculators 
 This allows you to change to other calculators that you have access to. 

 
  Download Usage Reports 

 Select your desired time period and click Get Report, this will create a PDF that you can 
download which shows how much you and people in your organisation have used the 
Universal Benefit Calculator. This might take a few moments. 

 
  Translate Page 

 This allows you to translate the page into many other languages via Google Translate. 
Please be aware that these translations are not perfect, and should be seen as a help to 
communicate with customers that struggle with English. 

 
  Change Password 

 Here you can change your password. Simply enter the old password and then the new 
password and click Change Password. 
 

  Logout 
 Click here if you wish to log out of the calculator. 

 

New calculation 

Click new calculation to open a new calculation. You will be asked if you want to save the case 
that is open. 
 

Save calculation 

If you click the save button, your calculation will be saved to your history. 
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Export Your Calculation 
 
There are three ways to export your calculation at the top of the calculator. 

 
 

 

  Download PDF 
This will open a window where you can download a PDF document containing all the 
information of the calculation that can be stored on your system. 



  Print 
This will print a summary for the current system and Universal Credit, or whichever 
system you selected in Before you start. You will find a unique link at the top of the 
print out which will allow you to return to your calculation at any time. 

 
  Email 

An email will be sent to the address entered which will supply a unique link that will 
allow you to return to your calculation at any time. You can select whether you want 
your own email address to appear as the sender, alternatively it will come from 
admin@universal-benefit-calculator.co.uk. Note that users will have to have login 
details to the calculator in order to open this link, so you cannot send calculations by 
email to people who do not have access to the calculator. 
 
 

 
  

mailto:admin@universal-benefit-calculator.co.uk
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History 

 

 
 
You will find your previously saved cases in your history, no matter in which calculator you 
created them. You may also see cases created by colleagues in your organisation, depending on 
how the calculator has been set up. 
 
This allows you to open up customer information in different calculators without having to enter 
their information again. You can open any calculation on any calculator you have access to. So, 
for example, you can load a case on Budget that you created on Better Off In Work.  
 
You can use the search bar on top to find a specific case, or go through the pages by clicking next 
at the bottom right. If you want to open the latest version of a case select load report, 
alternatively you can click on show revisions to see older versions of this case. 


