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Portal administration
To use My NHBC Portal, your 
company must have at least 
one portal administrator (we 
recommend you have more 
than one, if possible, to 
provide cover when others 
are on holiday etc).

Portal administrators are 
responsible for managing a 
company’s Portal accounts, 
including creating new 
administrators, approving 
new account requests, 
managing users’ access and 
permissions, and removing 
users who should no longer 
have access.

This is carried out within the 
Manage Account and My 
Tasks modules, accessed by 
clicking the links at the top of 
the page.



Manage account

When you open Manage Account, by default your own details will be displayed (with      next to your name).
To view details of another user, click their name in the ‘People with Access’ section on the left.
You can search for a user using their name or username.
The icons indicate the current status of the user:

has access              request awaiting approval              account awaiting activation 
You can export the list of users to Excel using the ‘Export’ button.



Edit profile
Click the ‘Edit Profile’ button 
for any user to view and edit 
their details.

You can edit their personal 
and contact details, their 
Primary Organisation (the 
company they work for) and 
set a Preferred Organisation 
(the default organisation 
when they sign in).

You can make (or remove) 
them as an administrator for 
the organisation.

You can change your own 
password in this screen –
but you cannot change the 
password for another user.



Add a user
To add a user or link an existing 
user to the selected organisation, 
click the ‘Add User’ button on the 
Manage Account page.

Search to check whether the user 
already exists using their first 
name, last name or username.

If the user already exists then click 
‘Grant Access’ to give them access 
to the organisation.  You can then 
set their site access and 
permissions.

To create a new user, click ‘Create 
User’ and enter their User Details.  
The user will receive an email 
asking them to activate their 
account  - once they have done 
this you will be able to set their site 
access and permissions.



Remove a user
To remove a user’s access 
to the selected 
organisation, click the 
dustbin icon.

This will remove their access 
and all permissions for the 
selected organisation (but 
will not affect any access 
they may have to any other 
organisations).



Site access
The central ‘Sites’ section 
shows the sites that the 
selected user has been 
given access to (with ticks) 
and any sites they don’t 
have access to (with 
crosses).

Switch between Active sites 
and Completed sites using 
the toggle buttons at the 
top.

To change the site access 
for a user, click the ‘Edit’ 
button at the top right 
corner of the Sites section.



Edit site access
To give a user access to all active 
and completed sites for an 
organisation (including new sites 
as they become active):
• click ‘Organisation’
• click ‘Save’.
To give a user access to only 
specific sites:
• click ‘Site Selection’
• tick the sites the user should 

have access to (you can toggle 
between Active and Completed 
sites)

• click ‘Save’.
The user will receive an alert on 
their home page when they next 
log into the portal.



Permissions

The ‘Permissions’ section on the right shows the portal permissions the selected user has for 
the sites they have access to for the selected organisation.
To change the permissions for a user, click the ‘Edit’ button at the top right corner of the 
Permissions section.



Edit permissions
Select the permissions 
required for the selected user 
for this organisation:
• Sites – these give the user 

the ability to carry out 
actions and view 
information within the portal.

• Reporting – these give the 
user the ability to run 
specific site reports.

• My Reports – these give the 
user access to specific 
dashboards in My Reports.

Click ‘Save’ to apply the 
changes. 
The user will receive an alert 
on their home page when 
they next log into the portal.



User requests - your tasks
When a user requests 
access to your 
organisation, access to 
more sites, or additional 
permissions, all portal 
administrators for the 
organisation are notified 
by email.
To review and approve 
(or reject) requests, click 
the ‘My Tasks’ button on 
your home page.
This will open your Tasks 
list.



Task list
All of your outstanding 
access and permissions 
requests are listed here.
If you are an administrator 
for more than one 
organisation, your tasks will 
all be here in one place.
You can search and sort the 
list if needed.
To claim and review the 
request, click on the pink 
text.



Task details
Details of the request and any 
comments entered by the requester 
are displayed.
To approve or reject the request, 
click the ‘Claim Task’ button (this 
prevents another administrator 
working on the same request at the 
same time).



Approve or reject task
You can now approve or reject the task you 
have claimed.
If you reject, you will be asked to enter 
comments (you can also optionally enter 
comments if you approve).
The requester will receive an email 
confirming the approval or rejection, 
including any comments you entered.  The 
task will be removed from your tasks list.
If you cancel the task it will remain in your 
tasks list but will not be available to other 
administrators.
If you release the task it will remain in your 
tasks list and will also become available to 
other administrators.



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

Need support?

mailto:onlinesupport@nhbc.co.uk
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