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Register for a new account - new company

1. Go to NHBC website 2. Click on 'Log in or Sign up'

Information for
homeowners and
builders

Information for
homeowners and
builders

What builder services are you interested in?

‘What builder services are you interested in?

3. In Conveyancing Portal box, select 'Sign up'

Conveyancing Portal

The online system for

conveyancers and solicitors to

manage and accept Buildmark .
cover for their clients. @ -

Buld™
om-- = .
| W (Kol 1/ 2 or Sign up

Manad®

4. You will be taken to a claim case form
5. Have your policy number and activation code to hand
6. Complete the form with relevant details and click 'Request access'

Policy number Claiming a case
< : > To claim a case you will need the NHBC poli
Activation code W s

number and the activation code which you
may have been sent by your builder

Your email address Please add the email address that you wish to
” i use with the portal (or that you have used with

it previously)

y
Jf’\ ‘You will also need to enter the number shown
m in the graphic into the box below to confirm
- that you are a valid user. If you cannot see
what that says click Refresh for a new number

Enter text shown in image Once you have entered all the details required
| click Request access to continue.

(6 —— ==

Help page ref: CCHELP1
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7. You will be asked to request access to the Conveyancing Portal - click ‘Request access’

claim the case.

< No thanks

YYou need to register for conveyancing with your user: testsol76823@gmail.com before you can

You need to set up your account

Thank you for submitting the policy number
and activation code. We have no record of you
using our system before with that email
I address, so you need to take a few more

Request access

steps to set up an account before you can
manage this policy.

This will only take a couple of minutes so
please click Request access so that we can
-email you a registration link. This should only
take a few seconds to arrive.

Help page ref: CCHELP4

8. A message will appear telling you that your registration details have been sent to you

9. Click 'Finish'

, =

‘You need to sot up your account

claim the case.

“Thank you for submilting the policy number
s S P
using our system before with tmat emai |

addross, 50 you
Slapsfo sat Up an account before you ¢an |
manage ih poley

“This wil only take a couple of minutes so |

slgase clck Roquest access so that wo can
Jil you a regisration k. This should only
o & fow seconds to armvo.

|p page ref: CCHELP4.
Your rogisiration detals have beon dnalied o you.

Registration Requested

Your registration details have been emailed to you.

Kiantial Reguiaton Authorty and reguinta by the
Authory and tho Prudontl Roguiation Authorey.

Turms & Concitons | Privacy Py | NHBC

10. You will receive an email to register

NHBC Conveyancing Portal

NHBC

Conveyancing Portal

Registration request
Dear buster@catinabush.com

How to register for conveyancing

Following your request to claim as case for policy AP020541, please click on the link below and follow the
on-screen instructions.

Register for Conveyancing Portal

Please note: If not used this link will expire within 21 days.

NHBC House, Davy Avenue, Knowdhill, Milton Keynes, Bucks MKS5 8FF
Telk: 0344 633 1000 Fax: 01908 747255 www.nhbc.co.uk NHBC is authorised by the Prudential Regulation Authority

and regulated by the Financial Conduct Authority and the Prudential Regulation Authority. CC_REG_REQ

11. Click on ‘Register for Conveyancing Portal’

NHEC Cenveyancing Portal

NHBC

Conveyancing Portal

Registration request
Dear buster@catinabush.com

How to register for conveyancing

-ollowing your request to claim a
on-screen instructions.
Register for Conveyancing Portal
Please note: If not used this link yfl expire within 21 days.

ase for policy AP020541, please click on the link below and follow the

NHBC House, Davy Avenue, Knowihill, Milton Keynes, Bucks MK5 8FP

Tel: 0344 633 1000 Fax: 01908 747255 www.nhbe.co.uk NHBC is authorised by the Prudential Regulation Authority
and regulated by the Financial Conduct Authority and the Prudential Regulation Authority. CC_REG_REQ
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12. The next screen ‘User Registration’, asks you for user and password details

NHBC Online
|

Email Address
fosisol76823@gmaiLcom
Tite

Help with registering your user.

Emailaddross
Your omal address was checked at e e
| you o caim a case, 1 hs boen
firsthame Ghecked and s sl avaao
User name.
Last Namo Yourusermame wil be the same as your ol
adress

Nam dotalls:
Tolephone Number i, st name and lost name are mandatory. |

Telephons number |
Userld Please provid a direct number fyou have

testso76623@gmai com ore.

Password Password
Your password must b atleast 8 characters
and must nclude a capial lter

Repeat Passwors number.

Help page ref: HLPREGT

13. After completing, click ‘Request access’ 14. Complete office details and click ‘create office’
: NABC
N4BC .,“-m

mmmmmmmmmmmm m— : NHBC Online

NHBC Online
Company Registration

Please select your company from the list or create a new company Select company
el Address Halp it ragiesaiing your mer, H Fioasa sl | .
testsol76823@gmail.com H
Email add . = 3
. T e orseguteo : B S CE e
il b g T 1o. Pl heck the dr list to select
First Name checked and is still available. H o :ﬁ: ;,.; =i d‘cmoc:;\n SR
User name . e ioirdes Yo i bk i s oA i
PTTe— :x:;;emame will be the same as your email
Telephone Number Noame dtal>
Title, first name and last name are mandatory. .
- N Points of note
jser Rlease provide a direct number if you have . .
osolroszs@gnaioon You will only need to go through the process of setting
Psvand

pedvors must o a0 crarsctrs up an account for your first case, thereafter you will go
i i in via the CP Log in page.
If there are already users of CP in your business, they

have the ability to add you as a user.

15. Enter company registration details and click ‘continue’

* Office name Create new office
|
Address line 1

This page allows you to create a new office for
your company. You will have established on
the previous screen that our system doesn€t
already have the office you are about to

Aiddreas line 2 create. If that is the case please enter the
details of your office on this screen

Address line 3 You can use the Find button to look up or
validate the address that you have entered.
Once you have entered as much information

Town as possible click on Create office
Once an office is created and you have logged

County into the conveyancing system you will be able
to amend details of the office should you need
to.

* Postcode

Help page ref: HLPREG5
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16. Please confirm all details on next page and click ‘Complete registration’

Confirm Registration

You are registering your account with the following company: Confirm registration details

Company name
— Here you can see a summary of the
Alan E Masterton Solicitors information we will use to set up your account.
Office name Please check this carefully, and then read the
Terms and Coenditions at the bottom of the

Second Floor Office page. You will need to accept these terms to

Address 1 complete your registration.
If anything is incorrect here you can click on
Address 2 Create company or start again. If not please
Knowlhill click Complete registration button to confirm
your account
Town
Miffon Keynes Help page ref: HLPREG7
Postcode
MKS5 8FP
Country
United Kingdom

Your user details are:

Username
testsol76823@gmail.com
Title

Mr

First name

John

Last name

Smith

« Start again lete registration

17. Click ‘proceed to conveyancing'

N4ABC

Ralsing Standards. Protaeting Homeawnors

NHBC Online

l Registration Complete

Congratulations! You have successfully registered. Registration complete

You have successfully registered to use our
Conveyancing system. Please click proceed
to conveyancing where you will be asked to
accept our terms and conditions and then use
the system.

< No thanks!

proceed to conveyancing

Help page ref: HLPREG2

18. Finally click 'Accept' to accept terms and conditions

You have now created

Conveyancing Portal Terms of Use

S— — an account - you are

These terms and conditions set out the terms on which you may use of the Conveyancing Portal site ("Site") operated by National House-
Building Council ("NHBC"). These terms and conditions are ir addition to the NHBC Terms of Website Use http://www.nhbc.co.uk/Legal

L]
[WebsiteTermsofUse/ which also apply to any use of the Site. n ow I o e d I n
1 Useand Registration

1.1 Youare only permitted to use the Site if you accept all of the terms and conditions set out below.

12 You must register with the Sitc before you can access and use the Site. In order to register you must provide certain information. The
information which you provide in connection with your application for registration must be accurate, current and complete.

13 By clicking on the “accept” button you ("user", "you" or "your") signify that you have read, understood and agree to be bound by
these terms and conditions ("Terms of Use"). You should, therefore, read these Terms of Use carefully before clicking the “accept”
button.

14 Youruse of the Site is entirely at NHBCs discretion. NHBC reserves the right to refuse and/or suspend or terminate your use of the
Site without giving you notice or reason (including, but not limited to, in the event that you breach any of these Terms of Use).
Passwords

21 Each registration s for a single user only. As part of the registration process and in connection with the creation of your account you
will be required to provide your email address and password for use to access the Site. You must at all times treat your password as
confidential, and not disclose it to any third party.

22 Youmust take appropriate security measures to prevent unauthorised disclosure of your password and you must notify NHBC
immediately if your password becomes known to any unauthorised user.

23 Any breach of these Terms of Use by anyone to whom you disclose your password will be treated as if the breach had been
committed by you and will not relicve you of your obligations and liabilities under these Terms of Use

VA Vow ok oot tha wistam with s chinae i vinr el

i Antaile

SEXEET S
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Register for an account - existing company

1. Go to the NHBC website www.nhbc.co.uk 2. Click on 'Log in or Sign up'

Information for S Information for
homeowners and H homeowners and
builders H builders

‘What builder services are you interested in? ‘What builder services are you interested in?

3. In Conveyancing Portal box, select 'Sign up'

Conveyancing Portal

The online system for

conveyancers and solicitors to

manage and accept Buildmark g
cover for their clients. @

guild™
e Tl B & or Sign up

Manad®

4. You will be taken to a claim case form
5. Have your policy number and activation code to hand
6. Complete the form with relevant details and click 'Request access'

Policy number Claiming a case
< : ) To claim a case you will need the NHBC poli
Activation code e b

number and the activation code which you
I - may have been sent by your builder

Your emall address Please add the email address that you wish to
g1 use with the portal (or that you have used with
it previously)

Jr‘\ You will also need to enter the number shown
o= in the graphic into the box below to confirm
that you are a valid user. If you cannot see

what that says click Refresh for a new number

Enter text shown in image Once you have entered all the details required
| click Request access to continue.

Help page ref: CCHELP1
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7. You will be asked to request access to the Conveyancing Portal - click ‘Request access’

claim the case.

< No thanks

YYou need to register for conveyancing with your user: testsol76823@gmail.com before you can

You need to set up your account

Thank you for submitting the policy number
and activation code. We have no record of you
I using our system before with that email
address, so you need to take a few more

Request access

steps to set up an account before you can
manage this policy.

This will only take a couple of minutes so
please click Request access so that we can
-email you a registration link. This should only
take a few seconds to arrive.

Help page ref: CCHELP4

8. A message will appear telling you that your registration details have been sent to you

9. Click 'Finish'

Claim Case

‘You need to sot up your account

claim the case.
“Thank you for submiting the policy number

s S rr

using our eystam before wih that emal |
address, 50 you

steps o satUp an account before you can
manage the polcy. |
T wil only take @ coupl of minutes o |
sigaso cick Roquost access 5o rat o can

o & fow seconds to armvo.

|p page ref: CCHELP4.
Your rogisiration detals have beon dnalied o you.

Registration Requested

Your registration details have been emailed to you.

Turms & Concitons | Privacy Py | NHBC
Authory and tho Prudontl Roguiation Authorey.

10. You will receive an email to register

BC

NHBC Conveyancing Portal

/ o
[T SO¢LL
Conveyancing Portal

Registration request
Dear buster@catinabush.com

How to register for conveyancing

Follewing your request to claim as case for policy AP020541, please click on the link below and follow the
on-screen instructions.

Register for Conveyancing Portal

Please note: If not used this link will expire within 21 days.

NHBC House, Davy Avenue, Knowihill, Milton Keynes, Bucks MKS B8FP

Tel: 0344 633 1000 Fax: 01908 747255 www.nhbc.co.uk NHBC is authorised by the Prudential Regulation Authority
and regulated by the Financial Conduct Autherity and the Prudential Regulation Authrity. CC_REG_REQ

11. Click on ‘Register for Conveyancing Portal’

NHBC Conveyancing Portal

NHBC

Conveyancing Portal

Registration request
Dear buster@catinabush.com

How to register for conveyancing

oliowing your request to claim asWege for policy AP020541, please click on the link below and follow the
on-screen instructions.
Register for Conveyancing Portal
Please note: If not used this link will eypire within 21 days.

1 4RC House, Davy Avenue, Kno Milton Keynes, Bucks MKS 8FP

Telk: Gow= I77 4000 £ ouo T47255 www.nhbc.co.uk NHBC is authorised by the Prudential Regulation Authority
and regulated by the Financial Conduct Authority and the Prudential Regulation Authority. CC_REG_REQ
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12. The next screen called ‘User Registration’, asks
you for user and password details

NHBC Online.
User Registration

et Adress

Help with egistering your user.
o762 ggmaicom
. Emai aderess
o et e wes chacod t o tma
k| You ool oG & cse 4 s boen
Frsthame Grocked o s 58 avosesi.

Userrame.
T Your usamome wa be e samo 35 your el
asthame oty

Name cotais
Toeppone tumber T st rame st rame re mancatoy.

Telsphona umber
= Plosse v 8 eoct s you b
TGt com one.

Passwors

Prssword
VO Gakiwrd st b at st 8 coaacirs,
. 03 st nckuce  capal e 38

Hip page et HLPREG!

13. After completing, click ‘Request access’

N4ABC

[ ————————

NHBC Online

EmaliAddress: Help with registering your user.
testsol76823@gmail.com
Title Email address
Your email address was checked at the time
K| you attempted to claim a case, it has been
First Name checked and is etill available.
H User name
H o Your us:mamo will be the same as your email

Name details

Telephone Number Title, first name and last name are mandatory.

‘Telephone number
User 1d Please provide a direct number if you have
testsol76823@gmail com e

Password ra

Myssword must be at least 8 characters
\ include a capital letter and a

Repeat Password

Help pag{ref: HLPREG1

14. Choose office from list or create new in
office registration area and click 'Continue’

—
P e ——

NHBC Online
Office Registration

Your selected company is: Chose your office
Gompanyanie Here you can see a list of offices allocated to
R Bell & Son ‘your company. Please select your office from
the dropdown list and click Continue
Please chaose an office from the list below or create a new office for your company. Eyoul ice doas hot appesr o e trop

u

Please select ... j down list you can click on Create new office
1o add a new office to your company
« Start again Help page ref: HLPREGG

15. Review details and click 'Complete Registration’

Confirm Registration

You are regstering your account with the following company: Confim registration detalls

Company name

Here you can see a summary of the
Alan E Masterton Solicitors

information we will use to set up your account.

Office name Please check this carefully, and then read the
Terms and Conditions at the bottom of the
Second P Office) page. You will need to accept these terms to
Address 1 complete your registration.
If anything is incorrect here you can click on
Address 2 Create company or start again. if not please
oot dlick Complete registration button o confirm
your account
Town
Millon Keynes Help page ref: HLPREG7
H Postcode
H MK5 8FP
: Country
United Kingdom

Your user details are:

Usemame
testsol76823@gmail.com
Title

mr

First name

John

Last name

Smith

< Start again

16. Congratulations you have successfully registered,
click 'proceed to conveyancing' to start working on
your policies

Registration Complete

Congratulations! You have successfully registered.

«<No thanks proceed to conveyancing xu ave sywisysmﬁjlrlz r;ﬁi:l:emg 2: :sme ::rd

i 3 i

where you will be asked to

Ept our terms and conditions and then use.
system.

25

ielp page ref: HLPREG2

17. Finally click 'Accept' to accept terms and conditions

Terms and Conditions

Conveyancing Portal Terms of Use

Date of Last Review: 26 January 2017

‘These terms and conditions set out the terms on which you may use of the Conveyancing Portal site ("Site") operated by National House-

Building Council ("NHBC"). These terms and conditions are in addition to the NHBC Terms of Website Use http://www nhbe.co uk/Legal

IWebsiteTermsofUse/ which also apply to any use of the Site.

1 Useand Registration

1.1 You are only permitied to use the Site if you accept all of the terms and conditions set out below.

12 You must register with the Site before you can access and use the Site. In order to register you must provide certain information. The
information which you provide in connection with your application for registration must be accurate, current and complete.

13 Byclicking on the “accept” button you ("user", "you" or "your") signify that you have read, understood and agree to be bound by
these terms and conditions (“Terms of Use"). You should, therefore, read these Terms of Use carefully before clicking the “accept”
button.

14 Youruse of the Site is entirely at NHBCs discretion. NHBC reserves the right to refuse and/or suspend or terminate your use of the
Site without giving you notice or reason (including, but not limited to, in the event that you breach any of these Terms of Use).

2 Passwords

21 Each registration is for a single user only. As part of the registration process and in connection with the creation of your account you
will be required to provide your email address and password for use to access the Site. You must at all times treat your password as
confidential, and not disclose it to any third party.

22 Youmust take appropriate security measures to prevent unauthorised disclosure of your password and you must notify NHBC
immediately if your password becomes known o any unauthorised user.

23 Any breach of these Terms of Use by anyone to whom you disclose your password will be treated as if the breach had been
committed by you and will not relieve you of your obligations and liabilities under these Terms of Use

24 Vew o it amu - .

At tha ove hanmas tr s
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Log in to your account

1. Go to the NHBC website www.nhbc.co.uk 2. Click on 'Log in or Sign up'

o

Information for
homeowners and
build

Information for
homeowners and

What builder services are you interested in?

3. In Conveyancing Portal box, select 'Log in'

Conveyancing Portal

The online system for

conveyancers and solicitors to

manage and accept Buildmark
cover for their clients. @ i

Nelc1 I B o Sign up

4. Enter your email address and password

_, Please note
Your username is always

e your email address
[ Signin ]

5. Follow the instructions in the email that you will receive
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Reset your password

1. Go to the NHBC website www.nhbc.co.uk 2. Click on 'Log in or Sign up'

Information for

H Information for
homeowners and H eowners and
builders

w

. In Conveyancing Portal box, select 'Log in'

Conveyancing Portal

The online system for

conveyancers and solicitors to

manage and accept Buildmark
cover for their clients. L Cl

LOGIN » [lgsils[ils]

guid™

wanad®

4. Select reset your password

Conveyancing

Please note
Your username is always
your email address

Reset your password
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Update account information

1. Log in to Conveyancing Portal

2. From landing page - select EuilalF

-

Add case Archive

New cases

Case Ref Homeowner Address Builder Plot Policy No

There are no new cases.

Active cases

Case Ref Type | Status Homeowner Builder Policy No

There are no active cases.

Go to archive

List of users from the current office selected are displayed in top box

Cases Settings

User management Company details @
Users: Head Office, 6 Tyne Square Bletchley, MK3 7QA, Milton Keynes show deactivated users
New cases Active Referred Last used
Mr Buster Smith buster@catinabush.com 1 1 0 12 September2017 ACTIVE
Mr Brad Cat brad@catinabush.com 0 0 0 01 August 2017  ACTIVE
Mrs Emma Barb barb@catinabush.com il i 1 20 July 2017 ACTIVE

List of users from other offices selected, are displayed in bottom box

0344 633 1000 | cpsupport@nhbc.co.uk Conveyancing Portal User Notes | page 11
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Edit user details

1. Log in to Conveyancing Portal

2. From landing page - select [ISEHIlIE

3. Click the user you wish to edit

Settings

User ompany details @

Users: Head Office, 6 Tyne Square Bletchley, MK3 7QA, Milton Keynes ~show deactivated users

Last used Status

Mr Buster Smith
Mr Brad Cat
Mrs Emma Barb

buster@catinabush.com 09 August 2017  ACTIVE
brad@catinabush.com 0 0 0 01 August 2017 ACTIVE
barb@catinabush.com 0 0 1 20 July 2017 ACTIVE

4. You can edit a contact name, number and office address OR reassign cases from one user to another

Cases Settings

User management Company details @
User details

First name Emma

Last name Barb

Telephone 01908000000

Email address barb@catinabush.com

Office Head Office, 6 Tyne Square Bletchley, Milton Keynes j Update

Cases ~ show archived cases
Case Ref Homeowner Address BuilderName Plot Policy No | Status Sel?:ltl a
Miss test DOC i R PTL Properties Limited 16 AHO66899  REFERRED 7

Please note
You cannot edit the email addresses as these are used as user names

0344 633 1000 | cpsupport@nhbc.co.uk Conveyancing Portal User Notes | page 12
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Reassigning cases to another user

1. Log in to Conveyancing Portal

2. From landing page - select EESAUIH

3. Select the user that the cases are currently assigned to
4. Choose the cases you wish to reassign by ticking “select all” or by clicking the box next to each applicable case

Cases Settings

User management

User details

Title Mr

First name Buster

Last name Smith

Telephone 01908 745865

Email address buster@catinabush.com

Office

Case Ref Homeowner Address

61 Abercrombie Gardens
8016 8FR

55, Royal Mews

LE6B5 2GL

Site: Land Adjacent A43/A427,
Weldon Park, NN17 3JW

Mrs Homeowner

5. Once you have completed your selection, click
'Reassign’,

55, Royal Mews ’ _
LEB5 2GL PTL Properties Limite:
Bloor Homes Southeri
Division of Bloor Hom:

Ltd

Site: Growdhill Green, Off Hardings
Lane, SO50 8

7. Click 'Next'

Cases Settings

User management  Company details

Transfer case(s)

Please select the user to whom case(s) should be reassigned :

Click Next to reassign to user above.

———

0344 633 1000 | cpsupport@nhbc.co.uk

Head Office, 6 Tyne Square Bletchley, Milton Keynes j

T TN T

BuilderName Policy No

Berkeley Homes (East

Thames)Limited E002 AP0BO0531
PTL Properties Limited 55 AH049319 ACTIVE
Persimmon Homes 9 A P

Midlands

6. Choose the new user from the drop down list

Settings

User management \Company detais

Transfer case(s)

Please select the user to whonJ case(s) should be reassigned :

Click Nextto reassign to user gpove.

8. You have now reassigned the case

Please note

You can only reassign to a user in
the list. A new user would need to
register an account first

Conveyancing Portal User Notes | page 13
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Add an office

1. Log in to Conveyancing Portal

2. From landing page - select

3. Select 'Company details' in tab 4. Company name and office addresses will be displayed

eftings

[ Settings

User managenfent ~ (Company details User management  (Company details Q

Company details
Company name | catin a by
Office(s)

Office name Address Telephone DX PAF verified

Company details

Company name | cat i
Office(s)

Address

Telephone

6 Tyne Square 6 Tyne Square
Bletchley Bletchley
Head Office Miton Keynes 01908 00000 1234 bedford (] Head Office: Miton Keynes 01908 00000 1234 bedford
MK3 7QA MK3 7QA
69a Cumber Lane 69a Cumber Lane
cat number 2 Wilmsiow O cat number 2 Wilmsiow O
K9 6EF K9 6EF

Addofice  Update

5. Click 'Add office' 6. Enter the postcode and address details and click
'Find' to search for the address of the office. A pop up

box will appear

Cases Settings

User management  (Company details @

Company details

Company name | catin a bush
Office(s)

User management  Company d,

Add new office

Address Telephone Please enter detalls of new office

6 Tyne Square Postcode MKS 8FP.
Head Offce ME%E?"ES 01908 00000 1234 bedford o e S— <
69 Cumber Lane Sibbikakig name Edit the address if requiged and click confirm to accept.
cat number 2 Wil O conpaigrans:  MAIBOC
SK9 6EF Adress Line 1
susonc U Address Line 2
Town/City Address line 1: N H B C House, Davy Avenue
County Knowihill
oy TownCity: Miton Keynes
Tel int. code: e.g. +4s cauy;
iate cde Postcode: MKS 8FP
Tel extn.
DX number
DX exchange

Save

7. A list of matching addresses will be displayed.
Select your address and 'Confirm'
8. The pop up box will then disappear, click 'save'

9. The new office address will now appear in the list

Cases Settings

cases LS § User management ~ [Company details @
:
User management __Company details Q H Gompany name | catin abush
Add new office Office(s)
Please enter details of new office H Office name. Address Telephone DX PAF verified
Posicode MKS 8FP H 8 Tyne Square
Office name. H Head Office Blatohioy. 01908 00000 1234 bedford (m]
Confirm the offce address L] : Wil Keyres
s g e Edit the address if required and dlick confirm to accept. H o s
Companyname:  NHBC H catrumber2 Winsiow o
Adress Line 1 H SK9 6EF
e s Sub-buiding name:
e Address line 1 N H B C House, Davy Avenue 3
o Knowhil §
ey Town/City: Miton Keynes §
Tel int. code eg. +4 oy H
i Postoode: MKS 8FP
e o | :
Tol exin :
DX exchange ~ H

0344 6331000 | cpsupport@nhbc.co.uk Conveyancing Portal User Notes | page 14


mailto:cpsupport%40nhbc.co.uk?subject=

Edit office details

1. Log in to Conveyancing Portal

12. From landing page - select MOCN:TY

3. Select 'Company details' tab. Company name and
office addresses will be displayed

4. Click on the office you wish to edit

Cases Settings

User management  Company details o

Company details

Company details

Company name | catin a bush
Office(s)

Company name | cat ifg
Office(s)

Address Telephone

PAF verified

6 Tyne Square
Bletchiey
Miton Keynes

Telephone

Head Office 01908 00000

6 Tyne Square
Bletchley

MK3 7QA

Head Office: Hilion Kaynes 01908 00000 1234 bedford o 69a Cumber Lane
MIK3 70A cat number 2 Wimsiow
6% Gumber Lane: SK9 6EF
‘cat number 2 Wilmslow a NH B C House, Davy Avenue
SK9 6EF NHBC Knowihill
MKS 8FP

5. Details page appears

Cases Settings

User management  Company detalls @

Edit office

Posteode MK3 70A

Office name Head Office
Sub-building name 6 Tyne Square
AddressLine 1 Bletchley

Address Line 2

Town/City. Miton Keynes
County

Country United Kingdom
Telint. code

Tolarcacode 01908

Tel number 00000
Tel extn.
DX number 1234

DXexchange  bedford

6. Update information, click 'confirm' then 'Save'

Cases Settings

User management  Company detalls @
Edit office
Postcade VK3 7QA [ Find |
Office name Head Office
Confirm the office address L]
Sub-building name,| 6 Tyne Square Edit the address if required and click confirm to accept.
AddressLine 1 | Bletchley Conniparty naie:
Address Line 2 Sub-building name: | e.g
Town/City Milion Keynes Adaress line 1: 6 Tyne Square
County Bletchley
Country United Kingdom Town/City: Milton Keynes
Tel int. code eg. +44 County
Telareacode | 01908 MK3 7QA
“Tel number 00000 m
Tel extn.
DX number 1234
DXexchange | bedford
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List of cases for your office

1. Log in to Conveyancing Portal

2. From landing page - select RuAlalekY

3. Select 'Office' tab to view a list of all cases assigned to your office

Settings

My cases Add case Archive

New cases

Homeowner Address Builder

Policy No

55, Royal Mews
LEBS 2GL

/& buster@catinabush... PTL Properties Limited 3 AH049319

Active cases

Type Status Homeowner Address Builder Plot Policy No

5, Royal Mews, Station Road

(& barb@catinabush.con P REFERRED Miss test DOC LE65 2GJ

PTL Properties Limited 16 AH066899

4. You can search for active cases by typing your case reference, homeowner, address, plot number or policy number
into these boxes

Case Ref Type | Status Homeowner Address Builder Policy No

. g
i\ barb@catyfabush.con P REFERRED Skzgyzaéylew + Station Road PTL Properties Limited v AHO66899

. 61 Abercrombie Gardens Berkeley Homes (East
buster@catinabush... P COMPLETEIMrs Homeowner SO16 8FR Thamaes)Limited E002 AP060531
. Site: Crowdhill Green, Off Hardings Bloor Homes Southern - A
barb@catinabush.com P ACTIVE Lane, 8050 8 Division of Bloor Homes Ltd 171 AQO044076

5. Archived cases can be found by selecting the 'Go to archive' button or by selecting the 'Archive' tab. This allows
you to view all historic policies you have activated (cases are automatically archived 30 days after completion/final
certificate has been updated). If case was added by someone else within your company, click 'Company archive to
view

Active cases

Type | Status Homeowner Address Builder Policy No

5, Royal Mews, Station Road

/& barb@catinabush.con P REFERRED Miss test DOC LE65 2GJ PTL Properties Limited 16 AH066899
. 61 Abercrombie Gardens Berkeley Homes (East
buster@catinabush... P COMPLETEIMrs Homeowner SO16 8FR Thames)Limited E002 AP060531
< Site: Crowdhill Green, Off Hardings Bloor Homes Southern - A
parb@ecatinabusticom [P AGTIVE Lane, SO50 B Division of Bloor Homes Ltd | ADN4401E

Go to archive

N
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How to add a new case

4. Enter policy number and activation code.

3. To add a case, either select 'Add case' tab or 'Add
Click 'Add to my cases' button

a case' button

Cases Settings H
H Mycases ~ Ofice  Addcase  Archive Q

Office ~ Addcase  Archive @

Ay cases

New cases

Homeowner Address Builder Policy No Poiicy number
55, Royal Mews N H Actvation code
LE65 2GL PTL Properties Limited 55 AH049319 :
| Retum to my cases Add to my cases

Type Status | Homeowner Address Builder Plot | PolicyNo

61 Abororombic Gardons: Borkeloy Homos (East
SO16 8FR Thames)Limited o2 jarososyt

Office Add case Archive @

Case Ref Homeowner Address Builder Plot Policy No

i 55, Royal Mews . e

A LE65 2GL PTL Properties Limited 55 AH049319
Site: Land Adjacent A43/A427, Weldon Persimmon Homas Midlands 5 o

Park, NN17 3JW

Active cases

Builder Policy No

Case Ref Type | Status Homeowner Address

61 Abercrombie Gardens Berkeley Homes (East
P COMPLETEIMrs 2016 8FR Thames)Limited E002 AP0B0531
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1. Cases
Check the case(s) are available,
if not, add a case

2. Cases

Click on the policy you wish to
activate in 'My cases' tab to
activate

3. Are these details current?
Check plot, site and seller details

4. What is your role?
Select how you are associated to
this case

5. Add new purchaser (1)

Add a new purchaser - click 'Add
new purchaser' button or click
'Accept as client' button

6. Add new purchaser (2)
Provide anticipated dates of
purchase - the month and year
for exchange and completion

7. Plot details

Provide postal address of the
property using the 'Find' button
and click 'Save'

8. Check and activate
Buildmark (1) due diligence
CML and policy booklet
documents should be available
to view

0344 633 1000 | cpsupport@nhbc.co.uk

Overview of activating a policy - screen flow

12. A pop up will tell you that
your policy has now been sent
for Section 1, or Section 2 to 5
processing* - an email
confirming this will be sent once
the certificate is available to
download

*Please note - if you are only
activating for Section 1 cover,
you can continue without a
completion date

11. Activate Buildmark

You will be asked to confirm the
information - click ‘Next' to
continue, or ‘Back’ if you wish
to edit

10. Check and activate
Buildmark (3)

Provide purchase price and
deposit - click 'Activate’

9. Check and activate
Buildmark (2)

Provide actual dates of
exchange to activate Section 1
cover OR exchange and
completion dates for Sections
2-5 cover
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Working on a case

1. Within Cases tab select case from either 'New cases' or 'Active cases' list

Cases

s  Office  Addcase  Archive @
New cases
Homeowner Address Builder Policy No
55, Royal Mews . =
ﬂ LEB5 2GL PTL Properties Limited 55 AH049319
Site: Land Adjacent A43/A427, Weldon i :
Park, NN17 3JW Persimmon Homes Midlands 9 AQ001681

Active cases

Type | Status Homeowner Address Builder Policy No
61 Abercrombie Gardens Berkeley Homes (East
P COMPLETEI Mrs Homeowner SO16 BFR Thames)Limited E002 AP060531

2. Check the details are correct (Yes/No)

3. If yes - what is your role? Select whether you are i 4.1f the details are not correct you can tell us by
acting on behalf of a purchaser or vendor. Click 'Next' ~ { clicking on the 'Tell us' button

Mycases = Office  Addcase  Archive @ Mycases |~ Office ~ Addcase ' Archive Q
What is your role? : Are these details correct?

Policy number: AQO01681 Policy number: AQ001681

Plot No: Plot No.

Sito addross:  Land Adjacent A43/A427 Site address:  Land Adjacent A43/A427
Weldon Park Weldon Park
CORBY CORBY
NNI7 30W NN17 30W

Seller:

Persimmon Homes Midiands trading as Persimmon Homes and Charles Church Seller: Persimmon Homes Midiands trading as Persimmon Homes and Charies Ghurch

(1 am acting on behalfof the purchaser
1am acting on behalf of the vendor

Something wrong?
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How to complete plot details

1. You can enter your own reference for this case here if you have one

2. The developer may have already provided the Purchaser information. If your client name is already listed on the
screen, please click 'Accept' as client. If the name of client does not match click 'Remove' and 'Add new'

3. Enter the postcode for the property being purchased and click 'Find'

4. Then click 'Save'

5. Then click '"Next'

Cases

My cases Office Add case Archive @
Plot Detalils

Policy number: AQ001681 Plot: 9 Site:Land Adjacent A43/A427, Weldon Park, CORBY, NN17 3JW. Persimmon Homes Midlands trading as Persimmon Homes and Charles
Church

< 1

Purchaser: - 2

Your reference:

Property postal address:

Postcode: Postcode m < 3
Flat no:

First line:

Second line:

Town:

County: < 4

If this home was built on land already owned by your client - please click here

Please note
You need to add at least one purchaser or accept as client and the property postal address to enable the
'Next' button
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How to check and activate Buildmark

Under 'My cases' tab pl
1. Select House type
2. Enter Exchange date

ease select the case you want to activate

3. Enter anticipated completion date (if known), deposit amount and purchase price
4. Select 'Save' to save details at this point, or 'Activate' if exchange date/has passed
5. Cases may be automatically referred to NHBC Customer Services if there are certain discrepancies

Cases Settings

My cases Office

Add case Archive

Check and Activate Buildmark

Your reference: null Policy number: AP060531 Plot: E002 Site: 10 The Warren, Arsenal Site Off

Arsenal Way, LONDON, SE18 6.
Ple

Seller:

Purchaser(s) to be added:

Postal address:

House type:
Exchange date:
Completion date:
Deposit amount:
Purchase price:

6. Check the details are
7. Click 'Next'

Berkeley Homes (East Thames)Limited trading as Berkeley Group

Berkeley Homes (East Thames)Limited trading as Berkeley Group

Plc

Mrs Homeowner

61 Abercrombie Gardens
Southampton
S016 8FR

Semi-Detached House
30/09/2015
10/10/2015
£42,000.00
£425,000.00

correct

8. Check you have entered homeowner email address

9. Click 'Activate'

Due Diligence

« Pre-comp cover:

Not active Tell me why
« Post-comp cover:
Not available Tell me why

+ Construction state:
Finalled 30 September 2015
« NHBC Building Control:
Yes, Finalled 30 September 2015
+ Endorsements:
view
+ Policy documents:
view
+ Insurance certificate:
view

« CML:
view

Please check the details and press [Activate' to activate the policy.

Due Diligence.

You can view and download
available documentation here.
If this is not available, select
Tell me why.

Q

When activating a policy you may get the message below.

No cover available

Cover is not available as a Cover Note has not been issued for this property

0344 633 1000 | cpsupport@nhbc.co.uk

Please note

If you have a cover note, you should
receive a email to confirm the certificate
has been issued. If you haven't received
this after 1 hour of activating, please call
Customer Services on 0344 633 1000
who will look at this for you.
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If you are working on a case and something is wrong

Select relevant reason from the list

1. Remove Case - you will then be required to enter a reason

2. Transfer to different user - this will transfer case to another colleague in your office

3. The listed seller is incorrect - select correct seller from list, if other is selected please provide the seller in text box

provided
4. The plot/site details are incorrect - you will then need to enter correct plot / site details

5. Click 'Next'

Cases

My cases Office Add case Archive @
Something is wrong

Policy number: AQ037793 Plot: 22 Site: Land Adjacent A43/A427, Weldon Park, CORBY, NN17 3JW. Persimmon Homes Midlands trading as Persimmon Homes and
Charles Church

Please tell us why:

Remove case
~) Transfer to a different user
") The listed seller is incorrect
The plot/site details are incorrect

You will be asked for more information after you click next.

Alerts - cases that need your attention

Alerts are shown on the 'My cases' tab to remind you of missing information, or policies that have now passed the
anticipated dates, but have not been confirmed.

You can click into the alert, and be shown the policies with this alert, as well as update the information to clear the
alert.

Cases

My cases Office Add case Archive @
Action required! Please review the following cases which need your attention:-
Number of Description
cases
1 No email address has been given for any of the purchasers

Please note
The alert for not providing an email address for the purchaser is a reminder that if you do have one, please

add it. This will not affect you activating the policy or stop an insurance certificate being issued.
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Alerts - information conflict resolution

Select the relevant case from the 'Alerts' section
Update the details and click 'Apply selected'

Cases Settings

My cases Office Add case Archive @

Information Conflict Resolution
Policy number: AM078972 Plot: 12: Site: Great Park Estate Phase 2, London, NW7 6DR.

The exchange date has passed and there is no confirmation of exchange of c¢ For example: 31/12/2016 'ded by NHBC to activate section 1 cover)

Please enter the actual date of exchange: [13/02/2015 X B

Please confirm that exchange has taken place: [7]

Terms & Conditions | Privacy Policy | NHBC Website | NHBC Home User Guide NHBC is authorised by the Prudential Regulation Authority and regulated by the
Financial Conduct Authority and the Prudential Regulation Authority.

Alerts - referral to NHBC Customer Services

Sometimes a referral will need to be dealt with by NHBC Customer Services.

Please provide a contact telephone number in case they need to telephone you to discuss the case.
Once the referral has been cleared it will re-appear on your active cases section.

Cases Settings

My cases Office Add case Archive @
Activate Buildmark
Referrals

Some conditions have been identified on the case which would require referral to NHBC customer service before policy can be activated
Please provide a contact telephone number

Please click on the "Activate’ button to submit
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Talk to us...

If you need further help call our team on
0344 633 1000 and ask for "Customer Services'
or email cpsupport@nhbc.co.uk

If you would like to join our Conveyancer user panel, please email
cpuserpanel@nhbc.co.uk

NHBC is authorised by the Prudential Regulation Authority and regulated by the Financial Conduct ‘ '
Authority and the Prudential Regulation Authority. National House Building Council is registered in England y

and Wales under company number 320784.

NHBC's registered address is; NHBC House, Davy Avenue, Knowlhill, Milton Keynes, Bucks, MK5 8FP. Raising Standards. Protecting Homeowners

L37109/17
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