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Organisation documents

NHABC  wynwacroror [ b emtre 2 po—- If you need to send

documents to NHBC that

do not relate to a specific

site, use the Upload or

NABC  mynacrortar Pyt NS : View Organisation

... Documents buttons at the
top of the home page.

{2} Home

T, Upload Organisation Docume

Organisation Documents

Use this area to view and upload documaents for this organisation. Please DO NOT put documents specific 1o a site here

Here you can upload and
send documents without

Upload to New Bundle

— Select a document category to start ) : .
losss e uploading a new bundle of documents selecting a S'te{ such as
Type Approval information
Upleaded Bundles
The following bundie(s) of files have been uploaded for this erganisation: G n d CO rres po n d e n Ce

Q seors Search for specific documents re|qting to your

P organisation and/or NHBC
Uplooded but not yet sant T reg istrqtion.

Upleaded 06 November 2023 at 10:55

1 doc(s)
House Type Approval

-

prtal User - Fabulous Properties Ltd

You can delete bundles

Click anywhere on the
card to view details of

that haven't yet been sent

the bundle and its
documents

H House Type Approval Drawings

UpPloaded 06 November 2023 at 10:54

Sent to NHBC 06 November 2023 at 1055
Received by NHBC 06 November 2023 at 10:57
Portal User - Fabulous Properties Ltd

3 doc(s)
House Type Approval

Download a zip file
containing all the

documents in the bundle

NABC



Site documents

In this section you can find all of the sites you have access to for the selected organisation. You can view your site occess and request changes using the ‘Manage Account at the top of the page. Fro m the Sites pG ge you

o cors v | R can click on the quick link

in either the Card or

i Report view to take you

wme | | =y = : straight to the ‘Docs to
NHBC' page for any site.

MHEL Site Your Site Ho. of Favourite Delete Conditions & Docs To Docs From P
Site Address Reference Reference Site Nome Status Flots T= Warnings Site Ris MHBG MHBG Regist

In this section you can find all of the sites you have access to for the selecte NHBC My NHBC Portal

Alternatively, if you have
already selected your site,

NHEC Site Ref: 0006150390  site Namae: New Site  Your Sito Ref Newl 27 edie

East View, Milton Keynes, MK5 6 = New Site, Milton site Overview B j u St C I iC k on th e ’ DOC S to

4
Gondtions &Ris pocsfrom NHac - N H B C b u tt O n :

(C, stwmtus Active | X

Your Site Ref:  NfA Your Site Refz N

NHBC Site Ref: 0006150137 NHBC Site Ref: 0 Site Details

Site Name: East View Site Phase 1 Site Mame: ] YOU CO n O |SO UplOCId
Flot Count: 10 Plot Count: 1 Plot Info

documents using the
‘Upload & Send

2fE)e 2 g en R e Documents’ button on the
e b T e 2 "0 Conditions & RIs page for
West View, Milton Keynes, MKS & = _ a site.

Docs to NHEC Docs from NHBC Plot Registrations

NABC



Site documents
— select documents

East View, Milton Keynes, MK5 6
DO0E1501 E te Phase 1 N dded
Docum: 5 NH
Site Overview Conditions & Rls
H pload half of Fak Properties Ltd
Us i f sin _Ret Il helg
Ref
Please do not | g k
8.6 MB 1 0.5
———

Docs from NHEC Plot Registrations NHBEC Contacts

ilename Plot 1 GF Plan_1234/01_A.pdf will be automatically indexed as: Description: Plot 1 GF Pla

@ Open

> This PC » Documents > PH-Aug22 > v O
fi
Docs to send to NHBC

Development Connectivity Plan_PH-Aug22 0.9
*| Drainage layout PH-Aug22 1.2

: A| Plot Schedule PH-Aug22 05
IS Pict = site I ation Report PH-Aug22_18-09-202
d Music Site Iy ation Report PH-Aug22_18-09-202
Software Site Location Plan_PH-Aug22_1.0
——— i Docs In a Zip file

« SystemDisposableDis

& Network

<

File name: |“Docs In a Zip file" “Development Connectivity Plan_Pt Al Files

= zEw

You can select documents to
upload into a new bundle by
dragging files, folders or zip files
into the upload areaq, or click into
the area to open the document
selection window and select the
files you require.

An initial scan of the documents
will be carried out to prepare
them for uploading. Whilst this is
happening, please do not leave
the page or refresh your browser.

Once this has been completed
you will be automatically taken to
the Bundle Details page for your
bundle of documents.

NABC



Site documents — upload files

Whilst your files are uploading

East View, Milton Keynes, MKS 6

A

& =i 0006150137 & Nome East View Site Phase | = [el Not added Edit

Files are still baing uploaded for this bundle. You can continue to complete the bundle details but this cann

Bundle Details

Bundle Documents

ot be sent until all files have been uploaded

you can continue to enter details
of the bundle on this page.

You can see the upload status of
each file in the table at the
bottom of the page.

Once dall files have been
uploaded and you've completed
the required details, you will be
able to send the bundle of
documents to us.

If you have large files to upload
you can click ‘Back’ or ‘Save for
Later’ (if you have entered bundle
details) and carry on using the
portal for other tasks — but note
that you will need to return here
to send the documents to us.

NABC



Site documents
- edit bundle details

N:'lBC My NHEC Portal i} ManageAccount () portaluser0l
New Site, Milton Keynes, MK5 6

WHEC Site kof: 0006150380  Sitc Name NewSite  Your Site Rof: Newl Edit . R
¥ < Bock [E] saveForLater #] Send Documents

Bundle Details

Motify Me:

when Recaived

Site, Milton Keynes. MKS &

w Sits, Mifton keynes, MKS &

Bundle Documents

This bundle contains the following documents:

File Name Subject [ Description Reference WVersion Conditions Tagged Tag Conditions Status Preview Download Edit Delete File
. e i - } - . Ll
e ' et e . ‘ - - L

Give the bundle a description -
this will be used as the title, so
make it useful if you want to
easily find the bundle later.

Select the department(s) you
want the documents to go
to. Please note: Customer
Services typically only need
information relating to plot
registrations or the set-up of
your site or Initial Notice, not
technical documents.

You can add a message to send
to us with your documents.

When you send your documents
to us you can also notify other
parties by email (separating
multiple email addresses with a
comma).

NABC



Site documents
— bundle documents

NHBC My NHEC Portal @ Manoge Account 2, portaluser0l -

The lower section of the page lists
Now i, Miio Keynes, WK the files you previously selected for
S S e = upload. Each file has an upload

suncle etat status displayed, clearly showing if
, the upload is in progress,
complete or the file has been
rejected.

If you are sending documents to
clear certain conditions, you can
‘tag’ the condition(s) against the
§ relevant file. This will help make it
.., . clear to your NHBC contact why

| the document has been sent, it
also makes the document

| available from the condition/RI

e ———eeeeeeeee " screen.

You can also use the checkboxes

File Name Subject | Description Reference  Wersion Conditions Tagged

. . = T = e[ ¥ to select and ‘tag’ multiple
. , , ‘ conditions at the same time.
o

NABC



Site documents - file naming

Bundle Documents

Drop files or folders here or click to upload.

This bundle contains the following documents:

Reference Version Conditions Ta gged Tag Conditions

Each file you have uploaded will be listed on
screen.

The naming of files before submission helps
ensure the information is reviewed as quickly as
possible by us.

Use underscores to break up your filenames into
Description_Reference_Version and the fields
will be automatically populated for you.

ssssss

o 2
T eaga g §

g
G #

Subject/description: The plot number/block
name/area of site/technical condition ref. and
type of document.

Reference: Drawing number or report number.

Version: Drawing revision number or date of
report.

NABC



Site documents — send to NHBC

N4ABC

My NHEC Portal

New Site, Milton Keynes, MK5 &

&2 Monoge Account £, portaluser0l +

NHEC Site Ref 0006150390  Sitc Namo New Site our Site Ref: Newl & Edit " -
[ Edi < Back [[) soveFor Later %] Send Documents
Bundle Details
MK
K L MK
addres d
Bundle Documents
Drop files or folders here or click to upload
This bundle contains the following documents:
File Nome Subject | Description nce  Version Conditions Tagged Tag Conditions Status Praview Download Edit Delste File
2501 Drainags tayout ug2z 12 & % o

You can add documents to the
bundle by dropping them into
the upload area or clicking to
open the file selector.

If you are not yet ready to send
the bundle to us you can use
the ‘Save for Later’ button and
return later to amend or send.

You can delete files by clicking
the delete icons or select and
delete multiple files using the
‘Delete Selected Documents’
button.

You can choose to receive an
email notification when the
bundle has been received
and/or reviewed by us.

Once you are happy with the
bundle, click ‘Send Documents'.
Once sent the information can
no longer be edited.

NABC



Site documents
- documents sent to NHBC

N!ABC myntacPortal [

Hew Site, Milton Keynes, MK5 &

Site kel 0006150390 Sitet = New Site o L= Raf Newl

Documents to NHEC

Site Overview Conditions & Ris Docs to NHBC Docs from NHBC Plot Registrations NHEC Contacts
Hera you can upload documents on bshalf of Fabulous Properties Ltd for this site anly.
g break up _Vaersion will help to easily index the document in the next stage. (e.g. filename Plot | GF Plan _1234/01_A.pdf will be i indexed as: D ion: Plot 1 GF Plan, Reference: 123401, Version: A)
Drop files or folders here or click to upload.
H b s{docurms @viously been uploaded. You can download the whole bundle or, by dlicking through to the bundle detail, you can view and downlood individual documents within the bundie.
E Building Control Documents
tal User
gged ditions: Lo

IBC on 04 Dec 2023 N7

All documents uploaded and
submitted using My NHBC Portal
will be available to view and
download.

You can seadrch uploaded bundles
for a specific document and filter
to show particular types of
bundle.

You can see all bundles submitted
for a specific site, along with key
information including when it was
uploaded, who sent it and when.

You can download a zip file
containing all the documents in
the bundle by clicking the
Download button.

Click on a bundle to view the
details and contents of the
bundle.

NABC



Sitedocuments
— view bundle details

You can view (but not

st nsopnsos edit) details of sent
: ~ bundles.

If you want to view an
individual document
within the bundle, click on
the Preview button.

Alternatively, you can
download and save d
copy of a document using
the Download button.

NABC



Site documents — conditions & RIs

NABC  wayvosncrons | NN - If you tagged any files
with conditions they will

New Site, Milton Keynes, MK5 6

iz R 0006150380 Site Narme: NewSite  Vour Sits Ref: Newl [ Edit ot GISO be Iisted quinst

Conditions & Ris

that particular

condition on the

o 1oy Pt () ‘Conditions & RIs'
e screen.

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

Simply click the
= ‘Documents Tagged to
this Condition’ link to
tagged documents.

Affects plot no(s):
et ot .
Documents for Condition D
Dot urment Descriplion Bundle Marme Submitted By Prewiew Downiload
Dircaimige bayout _ Pt Budding Control 08~ Dec:- 2023 by
Aug2Z 12 pdl Docurnenis Porial User
Fovndation Buiding Contra ey
Lengaeut _ 0 _ w2 pdl Docurmenis Porial User
Clase

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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