My NHBC
Portal.

Sales data — purchaser details
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Step by step —where to enter
purchaser details

Select the required organisation and then go to active sites.

My NHEC Portal

fa 5 Manage Acount S, esalesD3 v

@ Home

Home & B 7= way Tk
Sites - QUENEVET  + Add New Site
Not yet submitted Waiting for NHBC Active Completed
Reports

System Messages

In this section you can run reports for companies and sites that you have permission to view.
_

My A reporting suite for home builders showing your latest inspection and claims information
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Step by step —where to enter
purchaser details

Find the correct active site then click on the required site card.

Organisation

My NHBC Portal

2 MansgeAccount R, esales03 v

Sites

n this section you can find all of the sites you have access to for the selected organisation. You can view your site access and request changes using the ‘Manage Account’

the top of the page.

L s Active | X

Connect Lane, bedford, MK45 2 E E:::&ct Test Street, Cambridge, E Different Builder Street, E

Cambridge, CB11

*"‘r:-:*’ Street, Miton Keynes, E Brunstock Beck, Didcot, OX11 7YG m Cl Cover Street, oxford, OX4 1 m

Your Site Ref:  N/A Your Site Ref:  N/A Your Site Ref:  N/A

S Your Site Ref:  NJA S
Your Site Ref  N/A Your Site Ref:  N/A Your Site Ref N/A
NHBC Site Ref: 0006153050 NHEC Site Ref: 0006152705 MHEC Stz Ref. 0006153908 NHBC Site Ref: 0006154255 NHBC 5ite Ref: 0006153347 NHBC Site Ref: 0006153362 NHEC Site Ref: 0006153710
Site Name: N/A Site Mame; Main Test - Emz Site Name: €l Cover Run Site Name: Duplication of Choice Site Name: Connect Test Site Name: Connect Site Test Site Name: Different Builder Run
Plot Coun t Count: .
Plot Count: 4 ot Count 120 Flot Count: 60 Schedules Flot Count: = Plot Count: 83 Plot Count: 20
Plot Count: 50
gz = B = B = B ® ES g

1 CB23 Keynes, MK5 8HL MEK1 2

Downing Street, Cambridge, CB2 Februzry Lan. o Initial Notice Road on Keynes, NR Choice Lane, Cambridge, CB1 NR Choice Second, Cambridge, New Contact Crescent, Milton New Release Lane, Milton Keynes,
ebruary Lane, Oxford, OX1 1
305 MEKZ 3aW

Your Site Ref.  N/A Your Site Ref:  N/A Vour Ste Rt NJA Your SteRef  N/A Your Site Ref.  N/A Your Site Ref:  N/A Your Site Ret:  NJA

NHEC Site Ref: 0006152759 NHEC Site Refi 0006154064 NHEC Site Ref. 0006152825 NHEC Site Ref: 0006153281 NHBC Site Ref: 0006153287 NHBC Site Ref: 0006152936 NHEC Site Ref: 0006154016
SiteMame:  MoBC SfteMame: - February Run Through SiteName:  INTest SteName:  NR Choice SiteName  NR Choice second run SiteName:  New Contact Site SiteName:  New Release 31/01/24
PiotCountt 101 PletCount: 60 Plct Countt 109 Plot Countr 32 PlotCount: 32 PiotCount: 10 Plot Count: 50
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Step by step —where to enter
purchaser details

Locate the plot that you want to add the purchaser details to, clic
on the binoculars icon next to the required plot number.

My NHEC Portal

: Manage Account esalesD3 ¥
Keepmoat Homes Midlands West - A Division of Keepmoat Homes Ltd - 67818 : ® 2

New Release Lane, Milton Keynes, MK1 2

0006154016 New Release 31/01/24 Not added

Site Overview Conditions & Rls Docs to NHBC Docs from NHBC Plot Registrations NHEC Contacts

~  Site Details

Plot Info
View Summary Plot Number Flot Usage Product Dwelling Type Policy Number Registered For Warranty Registered For BC Most Advanced Inspection Stage Outstanding Conditions Outstanding Rls Finalled For Warranty Finalled For BC UPRN
58 Buildmark Newbuild & Building Control Semi-Detached House 854 - handover 0 0
2 Bui & Building Control Semi-Detached Hou andover 0 0

2 Buildmark Newbuild & Building Control Semi-Detached Houss Bre-handover 0 0
4 build & Building Control Semi-Detached Ho andaver 0 0
2l 2wbuild & Building Control Semi-Detached Houss - handover 0 0
6 Building Control Semi-Detached House andover o 0
7 ibuild & Building Control Semi-Detached Houss Pre-handover 0 0
5o 8 & Building Control Semi-Detached Ho andover o 0
G B ewbuild & Building Control Semi-Detached Houss -handover 0 0
10 & Building Contro Semi- andover o 0
build & Building Control Detached House =-handover 0 0

2 build & Building Control x X 0 0 X X

13 ewbuild & Building Control % X 0 0 X %

4 build & Building Control x X 0 0 X X
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Step by step —where to enter
purchaser details

On clicking the binoculars icon, you will be taken to the below
page, scroll down the page to locate purchaser details.

— Plot details

Policy Number

\\\\\\\\\\\\\\\\\
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Step by step —where to enter
purchaser details

When you have found the purchaser details section, select the
required intended purpose for the plot.

Policy Number

\\\\\\\\\\\\\\\\\
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Step by step — where to enter

purchaser details

If the plot is to be occupied
or rented an address search
option will be provided.

Fill in the postcode, then
click the magnify glass.

You will then get the
address search pop-up box,
either select the address
from the provided list or
refine search to enter an
address that is not listed.

Once you have saved these
details you will be unable to
edit them.

N/ABC MynNHEC Portal
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Step by step —where to enter
purchaser details

AL Organisation
k 4" BC Ll Keepmoat Homes Midlands West - A Division of Keepmoat Homes Ltd - 87818

If the plot is to be sold

you will be asked if the
purchaser is an P
organisation, if not then o ~ S
you can enter the
purchaser details along
with the exchange dates.

' . 8 norganisation? you changa the answer i offing tha nomeowners e -
Again, once these details =
have been saved you will —
be u n G b I e to ed it th e m . n 15 th-e purchaser an organisation®

Further purchasers can e :
be added using the Add :
Purchaser button.

Homeowner

Email Address

NABC



Step by step —where to enter
purchaser details

If the plOt IS to be Purchaser details
sold and the

purchaser is an .

organisation, you will oeevpy | ent Q) sell
see this pop-up box. = sudor o submisions dato:

Fi I I i n O I I th e d eta i IS comsspandsnce ” Ho builder submitted data uploaded
and click confirm, the ... oo,
details will then be ——

Is the purchaser an organisation®

displayed under V
play 1 -

Intendead purposa far tha plot :

Purchaser(s). |
o S Purchaser(s):
Agadin, when you

hOVe CIiCked SOVe o m -_ KM= Emima Sales Kespmoat asdlesg@tast-nhbo.co.

you will be unable to
edit these details.

uk
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Step by step — how to remove
purchaser details

If the person
purchasing the
property has
changed for any
reason, you can also
remove their details
from the plot.

Click on the pencil
icon next to the
purchaser’'s name.

Then click Not My
Client, this will then
remove the
purchaser from the
property allowing you
to enter a new buyer.

Purchaser details
Intended purpose for the plot :
Occupy Rent o Sell
Builder file submissions data:

Mo builder submitted data uploaded

Is the purchaser an organisation?

Purchaser(s):

& I Ms Emma Sales em"nut—

]

Email Address

N Last Nat
Emma Sales

Is the correspondence address the same as the property address?

Purchaser details

Intended purpose for the plot

Id ted d I |
Is the purchasera ga t
-
purchaser(s):

NABC
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Need support?

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
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