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

STEP1

Enter your company name,
FCA number and postcode ——

Enter your company details

Click search to find your = ——
address from the drop down
list

Click check box

press [IC

STEP 2

This Step is Only shown if Duplicate company registration check
we think your firm may :
have been registered
before. Select your firm
from this list, or select
none of the above

Press Next

STEP 3
Enter your details as listed

Enter your details

w ] s Sne

Check the 2 agreement ———_
boxes

Press




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 TN

© FirstName Last Name.
®©

STEP5

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

REGISTER A COLLEAGUE
Expand the @ button to
register a colleague,
follow the instructions

Existing user registration check
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Y
Please select from the following options

If you need assistance please contact our Helpdesk on Sample Telephone Number

Registration complete
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Thank you for registering to use eConveyancer.

 YourUser Name is: First Name Last Name

You car

on screen

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

Copy the link

You can copy the link below to send to colleagues directly.

SAMPLE CODE

the system via your Il be asked to enter

Ifyou Telephone Number

Your registration is complete

Thank you for registering with eConveyancer. You can now sign in using the details below.

User Name: FirstNameSurname
Password: Password

URL: https://samplewebsite.com/

‘You will be asked to change your password the first time you sign in. You must treat your
username, password and any other account security information as confidential, and you must
not disclose it to any third party.

If you have any questions, or would like assistance please contact our helpdesk on Sample
Number or email Sample_email@address.com.

Please click here to view the Introducer Terms and Conditions.

Kind regards
Service Management Team




CHANGING YOUR PASSWORD QConveyancer
Enter the pCISSWOI'd you were e | s | s | s
given on email

12months.

Enter your chosen

password here [ oo

==
Once completed and C |
confirmed you will receive eConveyancer e

confirmation of this —
Change Password

Possword change request was successful.
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