
Easy step by step guide
Registering your firm to use this service enables you to produce quotations and 
instruct and track cases for Conveyancing, and if enabled for Wills and Surveys. 

Below is a guide on how to register for this service.

REGISTERING

1 STEP 1 
Enter your company name, 
FCA number and postcode

Click search to find your 
address from the drop down 
list

Click check box

Press 

3 STEP 3
Enter your details as listed

Check the 2 agreement 
boxes

Press

2 STEP 2
This step is only shown if 
we think your firm may 
have been registered 
before.  Select your firm 
from this list, or select 
none of the above

Press

Next

Next

Next



4 STEP 4
This step is only shown if 
we think you may have 
been registered before.  
Select your name from this 
list, or select ‘my name 
does not appear’

Press

6 REGISTER A COLLEAGUE
Expand the  button to 
register a colleague,  
follow the instructions  
on screen

7 REGISTRATION COMPLETE
Once you have correctly 
completed your registration 
you will receive an email with 
your User name, Password 
and URL link attached

You will be asked to change 
your password the first time 
you login

5 STEP 5
Confirmation of your 
registration.  Make a note 
of your Username and 
check your email

Next



8 CHANGING YOUR PASSWORD
Enter the password you were 
given on email

Enter your chosen  
password here

Once completed and 
confirmed you will receive 
confirmation of this


