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Portal administration

NABC wmynecrortal R : To use My NHBC Portal, your

Faobulous Properties Ltd - 8885821

company must have at least
one portal administrator (we
recommend you have more
sites A View st shen than one, if possible, to
provide cover when others
2 0 5 0 are on holiday etc).

Not yet submitted Waiting for NHBC Active Completed

@ Home T, upload organisation Documents

Portal administrators are

Reports System Messages responsible for managing a

In this section you can run reports for companies and sites that you have Companyls Portal OCCOUhtS,
— permissionto view: including creating new

howing your latestnspection and administrators, approving

new account requests,

managing users’ access and

permissions, and removing

users who should no longer

have access.

A reporting suite for home builders
claims information

Additional Services This is carried out within the

Land Quality Service Construction Quality Services Training Services and Qualifications M 0 n 0 e ACCO u nt O n d M
De-risking and adding value to land for residential Helping you improve quality and consistency Market-leading training developed by industry g y

development experts, including NVQs, apprenticeships, courses

?r‘?’-.\u.f...-t::n’il.ﬂfl.r::_f.’)litru:ccnstucticnscctor TGSkS mOdUIeS, Occessed by
- clicking the links at the top of

NHBC Website | NHBC Technical Standards NHBC iz authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority the G e
and the Prudential Regulation Authority. p g ¢
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Manqge account

NABC  w nac rors [N

> . - sitss

Fast View, Mi!ten Keyn.es. MK5 6
Phil Hurst o Nsw S.‘ili. Mi!l.un Keyns.s.. MKE .s
Pete Peters Ncm.h ‘View‘. h-'hll.un Keynes.‘ MK5 6 Reporting
Nikki Haines South \hew.‘ ?mll.c.:n Keynes, MK5 6
Phil Portal \-Nesl Vlsw..h?i\h.m Keynes, MK5 6
.. Simon Simons My Reports

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  [2=] account awaiting activation
You can export the list of users to Excel using the ‘Export’ button.

NABC



Edit profile

LUl Organisation =
NABC e pora

People with Access

Search by first name, last name or username

You

are an Administrator for this organisation.

Portal User
(Fabulous Properties Ltd)

o Phil Hurst

(Fabulous Properties Ltd)

» Pete Peters

FAY
(Fabulous Properties Ltd)

~

Phil Portal
(Fabulous Properties Ltd)

= Simon Simons

(Fabulous Properties Ltd)

D}s Export

Admin &, T

admin 2, T

Edit Profile
r
e Business Role
Select Administrative
r
Faren name Primary Organi
Phil Portal Fabulous P

Preferred

Organi

isation
roperties Ltd - 888921

West View, Milton Keynes, MK5 6
Site Ref.: 0006150158 | Your Ref.:

+ Add User <+ Request Organisation Access

Permissions

Sites
X Enter purchaser details
~/  Enter site and plot details
v Register plots (including quotes and fees)
~"  View documents from NHBC
X View inspection details

X View technical conditions

Reporting
X Builder responsible items
~/  Plot progress
X Site reportable items
Submitted documents

X
X Technical conditions

My Reports
X Overview
x Construction
X Claims & Resolutions

X Bonds

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.

NABC



Add a user

Add User

Nikola

0

Nikola Nicholls (NHAINESDEV)

O ==

User Details

L4
Title Primary Organisation

Fabulous Properties Ltd - 888921
r r

Forename Surname Contact Number

[ 4 L4
Job Title Business Role

Email Address

v
Confirm Email Address

Cancel

Cancel

Create 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.

NABC



Remove a user

NABC My NHEC Portal [k ; I — To remove d user’'s access
to the selected
organisation, click the

People with Access 2 Export Sites Permissions dustbn‘] icon.

e | RS B — This will remove their access
East View, Milton Keynes, MKS5 6

— 7 SteRets 0000150137 vur and all permissions for the

- Add User _ Request Organisation Access

Portal User » - Register plots (including quotes and fees
P tie: d m g 1 1
(Fabulous Properties Ltd) New Site, Milton Keynes, MK5 6 View documents from NHEC Se I eCted O rg 0 n ISGtIOn (bUt
Site Ref.: 0006150390 | Your Ref.: New1 ew i i .
T o 2] A A will not affect any access
X View technical conditions

(Fabulous Properties Ltd)
North View, Milton Keynes, MK5 6

Ste Ret. 000015015 Your Rt they may have to any other
(Fabulous Properties Lid) 1 South View, Milton Keynes, MK5 6 Feperine OI’gCI niSGtionS) .

X Builder responsible items
Site Ref.: 0006150160 | Your Ref
Phil Portal . #  Plot progress
(Fabulous Properties Ltd)

West View, Milton Keynes, MKS & X Site reportable items
Site Ref. 0006150158 | Your Ref X Submitted documents
__ Simon Simons N .
" (Fabulous Properties Ltd) 1" X Technical cenditions
—
My Reports

x Overview

X Construction

x Claims & Resolutions
x

Bonds

NABC



Site access

e B The central Sites’ section

shows the sites that the
selected user has been
Peope vith Accoss - "o | sermussions ... given access to (with ticks)
_ and any sites they don't
Search by st NHBC refrnce mumber o you reeroce | [ oo have access to (with

Enter purchaser details

P_ortaIUs:H 1 W Selected user has access to all sites for this organisation . Eniar 12 2nd plot deteis Crosses).
Fabulous Properties Lid
) East View, Milton Keynes, MK5 6 ’ Register plots {including quetes and fees
B Site Ref.: 0006150137 | Your Ref. N
Phil Hurst . View documents from NHBC . . .
7 atutous Properties i | Switch between Active sites

View inspection details

New Site, Milton Keynes, MK5 6

Pete Peters " Site Ref.: 0006150390 | Your Ref.: New < Viewtshnical candions Gnd Completed Sltes USing
Fabulous Properties Lid the toggle buttons Ot the

North View, Milton Keynes, MK5 6 .
Reporting

Nikki Haines Site Ref.: 0006150159 | Your Ref top.

Builder responzibls items

abulous Properties Lid

) South View, Milton Keynes, MK5 6 . Flot progress
ol Portal Site Ref - 0006150160 | Your Ref ./ Site reportable items TO Cho nge the Site access
Fabulous Properties Lid v Submitt=d documents

. West View, Milton Keynes, MK5 6 . for a user, click the ‘Edit’

i i Site Ref.: 0006150158 | Vour Ref Teehnica! cendiions
— Simon Simons

ulous Properties Lid button Ot the tOp right
My Reports corner of the Sites section.

Ovarview
Construction
Claims & Resolutions

Bonds

Terms and Conditions | Privacy Policy | NHEC Website | NHBC Technical Standards NHEBC is authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority and the
Prudential Regulation Authority.
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Edit site access

Edit Site Access

Organisation

Fabulous Properties Ltd - 888921

N!ABC My NHac Portl To give a user access to all active
(=N |  and completed sites for an
Search by site, NHBC reference number or your reference m Completed OrgqniSGtion (inCIUding) neW Sites

Peopis with Access as they become active):

=]
———— = S em (B 3 c East View, Mifton Keynes, MK5 6 0006150137 . N . . ’
earch by first name, last name or username earch by site, reference number or your reference ° I k O t
New Site, Milton Keynes, MK5 6 0006150390 New1 C I C rg O n I S 0 I O n
Selected user has access to all sites for this organisation.
el Jger 2, W North View, Milton Keynes, MK5 6 0006150159 . 1 7
(Fabulous Properties Ltd) Y C I I C k S G Ve
East View, Milton Keynes, MK5 6 South View, Milton Keynes, MKS 6 0006150160 M
Site Ref. 0006150137 | Your Ref. .
v Phil Hurst acm l West View, Milton Keynes, MKS 6 0006150158 .
imin
J— To give a user access to only
New Site, Milton Keynes, MK5 6 row(s)1-5075

A Pete Peters Site Ref.- 0006150390 | Your Ref- New1 S peC ifiC S ites:

(Fabulous Properties Ltd)
North View, Milton Keynes, MK5 6

Nikki Haines v Site Ref.: 0006150159 | Your Ref. ° CIiCk lsite Selection,

(Fabulous Properties Ltd) ) . . A
- Mo Ke¥res, K3 © - tick the sites the user should
SR e s s have access to (you can toggle
smonsmens SR R between Active and Completed
- sites)

« click ‘Save'.

The user will receive an alert on
their home page when they next
log into the portal.
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Permissions

i Organisation
Home rtaluser ~
k‘+BC My NHBC Portal Fabulous Properties Lid - 888821 G Home 2, portaluse

People with Access Sites t Permissions

=3

Portal User
o East View, Milton Keynes, MK5 6 atee
e Pt CLOR1ED 1T o b
Phil Hurst B -
A oo Admin
- New Site, Milton Keynes, MK5 &
Pete Peters ! !
North View, Milton Keynes, MK5 6
Nikki Haines Sl e bR s
o South View, Milton Keynes, MK5 6
Site Ref - 0006150160 | Your Ref

Phil Portal
West View, Milton Keynes, MK5 6

Site Ref f X Technical conditons
_ Simon Simons

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.

NABC



Edit permissions

Edit Permissions

Select the permissions

1 Organisation
k A.I BC My NHBEC Portal Fabulous Properties Ltd - 888921

People with Access

Search by first name, last name or username

Portal User
(Fabulous Properties Ltd)

Phil Hurst
(Fabulous Properties Ltd)

Pete Peters
(Fabulous Properties Ltd)

Nikki Haines
(Fabulous Properties Ltd)

Phil Portal
(Fabulous Properties Ltd)

Simon Simons
(Fabulous Properties Ltd)

£, W

Admin

Sites

Search by site, NHBC reference number or your reference

Selected user has access to all sites for this organisation.

v

East View, Milton Keynes, MK5 6
Site Ref.: 0006150137 | Your Ref.:

New Site, Milton Keynes, MK5 6
Site Ref: 0006150390 | Your Ref - New1

North View, Milton Keynes, MK5 6
Site Ref.: 0006150159 | Your Ref.:

South View, Milton Keynes, MK5 6
Site Ref.: 0006150160 | Your Ref.:

West View, Milton Keynes, MK5 6
Site Ref: 0006150158 | Your Ref -

e [

[

Sites

Enter purchaser details
Enter site and plot details
Register plots (including quotes and fees)
View documents from NHBC
View inspection details

View technical conditions

Reporting

Builder responsible items
Plot progress
Site reportable items
Submitted documents

Technical conditions

My Reports

Overview

Construction
Claims & Resolutions
Bonds

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.

NABC



User requests - your tasks

NABC Mynuacrorta e : When a user requests
£ Home eree— @ ACCESS to.your
' organisation, access to
& v e [ more sites, or additional
permissions, all portal

otyet aubrmited weiting for s e completed administrators for the
organisation are notified
Reperts Systemessages by email.

Sites

P 2 o g or comperiescnd s thtyou e To review and approve

- (or reject) requests, click
the ‘My Tasks’ button on
your home page.

This will open your Tasks
list.

Additional Services

Land Quality Service Construction Quality Services Training Services and Qualifications
De-risking and adding volue to land for residential Helping you improve quality aond consistency Market-leading training developed by industry
development more information experts, including NVQs, apprenticeships, courses
more information and webinars for the construction sector
ions | Privacy Policy | NHBC Website | NHBEC Technical Standards NHBC is authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority

and the Prudential Regulation Authority.
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Task list

N4ABC MyNHBC Portal

| Nikola Nicholls site access request for Fabulous Properties Ltd

ite Access Request - Requested by nhainesd

Nikola Nicholls permissions request for Fabulous Properties Ltd
Permissions Request - Requested by nhoinesdev

Nikola Nicholls organisation access request for Fabulous Properties Ltd
Organisation Access Request - Requested by nhainesdev - Due 24 hours from now

5 Manage Account 2 portaluser01

< B
Unassigned
Unassigned
Unassigned

NHBC is authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority and the
Prudential Regulation Authority.

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.

NABC



Task details

Task Details

Nikola Nicholls organisation access request for Fabulous Properties Ltd

Requested
Requested By

Owner

. Details

Requester Comments

- Comments

Comment

Cancel

4 minutes ago

nhainesdev

Please can | have access to this organisation

Unassigned

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).

NABC



Approve or reject task

Task Details

Nikola Nicholls organisation access request for Fabulous Properties Ltd

Requested

Requested By

Owner

Details

Requester Comments

Comments

Comment

10 minutes ago

Please can | have access to this organisation

Cancel

Release

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.

NABC



NiABC

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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