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Signing In or 
setting up a 
user account



If you are an Existing User 
sign in via step 1.

Logging into the 
Conveyancing 
Portal

If you are a New User 
sign up via step 2.



The ‘Sign Up’ link will take 
you to this page.
All mandatory fields 
(marked with a red triangle) 
must be filled in.
Once confirmed an email 
will be sent with a link to 
complete the registration 
process.

Sign up
For new users



The link in the email will take you to 
this page.
Please Note:
This email could be generated by 
completing the sign-up form or from 
a colleague/builder providing your 
email address.
To continue the registration, you will 
be asked to provide a policy number 
and activation code.

It is worth noting this section here:
it will show you what steps are left to 

complete registration.

Sign up
For new users



If your company details 
are not showing, please fill 
these in before clicking 
Next.
If we match your email 
domain to an existing 
company this will be 
displayed. 

Sign up
For new users



If it is a new company, you 
can add your office details 
as per the previous page.
If the company is known 
the current offices will be 
selectable.

Sign up
For new users



Review your details here 
and update them if 
needed.
Create a password for 
your login credentials.

Sign up
For new users



All the information you have 
entered throughout the 
registration process is 
visible for you to review.
Please click the ‘Terms & 
Conditions’ link to review 
and accept before 
registering.
Click Register and then log 
in to the Conveyancing 
Portal via the first sign in 
page.

Sign up
For new users



Once you have registered 
you won’t need to repeat 
this again. You will be able 
to sign in quickly and 
easily.

Conveyancing 
Portal log in page



Menus
and
toggles



Home page
From here you can:
1. view your cases that have not 

yet been progressed
2. view your cases in progress
3. view your archived cases
4. view your colleagues' cases 

within the same office
5. add a new case with the 

policy number and activation 
code

6. view your organisation’s 
information
• add users
• change company/office 

address
7. access user menu:

• view and update your profile
• access help documents
• sign out



Toggles –my cases/office cases
There are 2 ways to amend/toggle your views
1. By cases owner
• My Cases – shows your own cases.
• Office – shows your colleagues' cases (in the same office).



Toggles –new/active/archived cases
There are 2 ways to amend/toggle your views
2. By Case Status 
• New – recently added cases.
• Active – you have recently actioned these cases.
• Archived – are cases that were completed more than 5 weeks ago.



My organisation
The My Organisation 
page allows you to 
manage the 
organisation details:
1. view and edit the 

organisation name
2. view office details
3. view users based on 

the selected office
4. view profile of 

selected user
5. view cases of 

selected user
6. user status toggle
7. add a new user to 

your organisation
8. add a new office to 

your organisation.



Profile –change your details/office address
Should you need to change 
your office or details…

You can view and edit your 
profile using the ‘Profile’ 
option from the user menu in 
the top right (or clicking the 
profile button for My 
Organisation’).

You can change your: 
1. personal details
2. office address
3. password.

Please Note:
If you need to change
your email address you
will need to contact an
NHBC Customer Services
representative.



Help
There is a Help and 
Support page where 
you can view and 
download user 
guides and look at 
the FAQ section.

1. Click on your user 
name.

2. Then click on 
Help.

3. There are a few 
options to choose 
from.

Please contact NHBC’s Portal Support Team on 0344 633 1000 or email us at ccsuport@nhbc.co.uk



How to
add a policy 
to your cases



Add a policy to your case
1. Click the Add Case button 

on the home page.

2. Enter the policy number 
and activation code and 
click Policy Search (you will 
also be able to check the 
site details after clicking 
Policy Search).



How to
activate 
a policy



Locate the policy you added
1. From the main 

home screen, 
click ‘New Cases’

2. Locate the policy 
and click on the 
red policy 
number.



Confirm details
Here you are 
reviewing key 
information about 
the plot to confirm 
you have the correct 
policy for your 
client's purchase.
Check the details 
highlighted are 
correct and match 
your records.



Confirm details
If the details are 
correct:
Click ‘Confirm’ and 
continue to 
activate the policy.



Confirm details
However, if any of the 
details are incorrect:

Select the ‘Something 
Wrong’ button.

Examples of incorrect 
information:
1. plot number is 

incorrect
2. site address is 

incorrect
3. seller/developer is 

incorrect.



Confirm details
If any of the details are 
incorrect:

After clicking the 
‘Something Wrong’ button, 
this pop-up will appear.

Go ahead and choose the 
appropriate option.  

Depending on the reason you 
chose, the portal may 
automatically remove the 
incorrect policy and replace it 
with the correct policy.

If this happens, you may need 
to look back into your ‘New 
Cases’ tab to locate it.



Review builder data
If the details were 
correct:

1. If a builder has 
provided NHBC with 
purchaser details, 
the names will be 
shown here.

2. If the details are not 
your client, please 
tick the 'Not my 
client' box, which will 
remove them in the 
next step.

3. Click ‘Confirm’.



Plot details

1. You can add or remove a purchaser's name here.
2. This should be clicked if your clients have contracted their home to be built on land they owned prior to 

the new build.
3. Allows you to see the plot details, and any downloadable documents.
4. Saves the information you have entered so far and returns to the cases screen.
5. Saves and progresses through the activation



Due diligence

1. Populates with the data you have entered for the activation.
2. Shows the NHBC cover and information relevant to the plot.
3. Shows the NHBC documentation relevant to the plot.



Plot details

1. A reference of your choice.
2. Location address of the new property.
3. Note that this is a new owner occupier.
4. Update your client's full name and email.
5. Once everything is updated, click the ‘Save & Continue’ button.



Exchange of contracts

1. We will need to enter the exchange date and purchase price.
2. This question decides the page you move to when pressing ‘Save & Continue’:

• if you answer ‘No’ you land on the insolvency protection page (to submit for an insolvency protection certificate)
• if you answer ‘Yes’ you go straight to the completion page to activate the Buildmark certificate.



Submission to NHBC
Example:

1. Submission for 
the insolvency 
protection 
certificate.

2. Submission for 
NHBC Buildmark 
Certificate.

3. If the submitted 
application goes 
well, this pop up 
with show.



Example if cover is not yet available:
If there is a reason why the cover cannot yet be activated, 
the system will give you more information about this.
Example

It is worth making a note of these details and then clicking the Finish button.  

You can then contact the developer or NHBC accordingly.



How to locate 
activated policy 
documents and 
download them



Home page

Click into your active cases. 
If you submitted the application more than 30 days ago, it may now 
show under your archived cases.



Checking if the policy has been 
activated 

1. Completed – activation 
was successful, documents 
are available.

2. Pending – there is missing 
information.

3. Submitted – it is still in 
process.

4. Referred – NHBC may 
require documentation to 
clear the referral, due to the 
information not matching 
records.

5. Archived – it completed 
30+ days ago.

6. Active – query on plot 
details (not yet submitted).ACTIVE

ARCHIVEDAU061241

AU061923

AR619237

AR619791

AX519766

AM515262



Due diligence
1. To locate the 

activated policy 
certificate, click the 
red policy number.

2. Then click the down 
arrows for any of 
the documents you 
require.



How to deactivate a 
user and reassign cases



Deactivate a user
From My Organisation

1. Choose which office 
they are in.

2. Locate your 
colleague's name.

3. If you need to 
deactivate a user 
click here.

4. If you need to see 
what cases a 
colleague has, click 
the book icon.



After clicking into your 
collegue's cases, you 
can then:

1. amend the toggle 
view accordingly

2. reassign cases to 
yourself or other 
colleagues in your 
organisation.

Reassign a case



For more information about 
My NHBC Portal, please contact 
NHBC’s Portal Support team on 
0344 633 1000 or email us 
at ccsupport@nhbc.co.uk

Need support?

mailto:onlinesupport@nhbc.co.uk
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