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Welcome to NW Property Solutions

To go to the web site use the URL:

www.nwpropertysolutions.co.uk

From here, you are able to

e  Place an order

o Request a quote

e  Review orders and quotes
. Retrieve reports

The activities are described in this User Guide.

The web site is designed to operate with all of the main web browsers e.g. Internet Explorer 8 and above; Firefox; Chrome;
Opera; Safari etc.. Should you experience any problems then do not hesitate to contact the Property Solutions team.
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Place an order )/

EEE

First, you need to log-in. You are able to do this on any page. At
the top of each page you will see a panel with fields for User
Name and Password.

@ Type in user name issued at time of registering as a user
@ Type in Password, then click on & Login

The Place an Order page then opens

r Your User name displayed here

% NORTHUMBRIAN Welcome, #8 b it .—1
WATER
Property Solutions e

Contact us

Services
== —

/
e

How it works. News and events Register

Place an order

\-/ I3

Place an order O =0
Order details :I.‘.ﬂ: .?.'.‘n'ullll!'

My orders
* Oder Reference My quotes ®

1) this | 1 own reference and will help us frack My personal details
Jour Reset my password
Branch list
. Add branch
iy All orders

¢ Residential

€ Insurance

" Do you watt 1o upload a plan?

@ € Yes

No

Upload a plan
Browse.

Maxfie size 2MB

@Ml e

| Login >

This panel is displayed on each page,
and is used to navigate from one
service to another

To place an order complete all the
fields marked with *

@ Type in a reference for this
order. It may be of any format —
alpha / numeric etc..

@ select the Search type

@ If you wish to upload a plan then
select ‘Yes’ and then go to the

Have the address details or co-
ordinates?
Use our search fools o pin point the address

Don't know the postcode?
Enter the detalls manually below.

Manually Enter Address »
Find Address >

J\._»-../"\.\—\‘.-’ﬂ-.,_\___

T T T

‘Browse’ button to identify the plan
file on your computer system so that
it may be uploaded. Take note of
the maximum file size!

Address lookup

Adcress Seardh

Phazsa i the: form Bekcww b bege ssaaching Kor an adbass.
ARsanathg caiach formes arm 3wk by cicking on the ks Ekow.

® il iy Pt

Plaina cricr $ rumbar of e 2l th fostnok oF e proparty yi wiskd 1S 15 sz for

is not known:

Then chd: on the Searc bution 1o conirus

@ rombe or Name () [Eimtii b=
© Postonde @) ez YFind by Address

YFind by Grid Reference

@ ETm| YFind by Place Name

If you know the Postcode, simply complete the fields @ and @.
Then clickon @

You can use these options to find a property even when the Postcode
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Address looku
P The results of the search are

displayed. In this example just one
matching result is displayed. Select

Select Address

Please select the address you require and then click on ‘continue

5 St Cottag, St Stoke, ATH, 852 700 the address and click on the
b nformaton oup 2011 button.
T
\"MWW/MMW‘AMWN

You next see the Interactive Address
Verification Map.

The address is confirmed together
with a map reference for the
address.

Interactive Address Verification Map

Report Address: Stshle Cottage, South Stoke, BATH, Ba2 7DW
Report Grid Ref: 374630 E, 161220 N -

Use the map to verify that vou have the correct address. A range of different scales are provided. 9

The scale of the map can be changed
by using the + or — boxes here.

The address is identified on the map
by a blue cross.

If the wrong property is identified by
the blue cross, click on the correct
property and the blue cross will be
moved.

If you select a new property you
must click on the ‘Lookup’ tool on

\Address Lookup
Closest Address (1 m):

1 THE GRAMNGE, SOUTH STOKE, BATH, BAZ 7D
Report Grid Reference:

Use sddress: @ Use Crosshair: ¢

Use this as the report location ?

iurnber 1000

[ ) v

[

B
| i)

@ Landmark Information Group 2011

Back [:]H Continue
=
[]

If the address reported is correct, then
confirm by clicking on

oo Z = ' : =\ ] the Control Panel. This will bring up

E: 374600 o £ — p . H

N: 181280 ; il B the details of the new property.
R . = e You will next see:

Next, click on the button.

NOTE: the mapping function requires use of Flash v 10 or later
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The Site boundary drawing tool must be used for all commercial properties
and for all properties that are outside of the NWL area.

Site boundary drawing tool

Draw property boundary
(& cost of £3.60 ine Vat is incuned for using this mapping function)
Interactive Site Boundary Map

Report Address: Stable Cottage, South Stoke, BATH, BA2 701
Report Grid Ref: 374630 £, 161220 N

e thiane ores st Doy and ey e of o

StJames's
Church

A
[Contini T2

Place an order

Get 3 quote

My orders

My quotes

My personal detsils
Freset my passward
Eranch list

Jadd branch

I orders

The Site boundary drawing tool
enables the boundary of the site to
be drawn. Full detailed instructions
may be seen by clicking on the @
icon.

By default, the site drawing tool is
enabled. When you move the
mouse pointer to the map area, the
pointer takes the form of a pen.

Move the pen pointer to the start
point from which you will draw the
site boundary. Then left click. This
will create a small yellow square
denoting that point. Move the pen
pointer to the next point on the
boundary and left click again. This
creates another yellow square. A
red line automatically connects the
two points. Continue drawing the
boundary in this way until the
boundary is complete.

When you have completed drawing the boundary click on =", You will now be taken to the Products page where
you will see a list of recommended reports from which to select.

The terms of the Ordnance Survey licence requires the charge of a fee of £3.60 (inclusive of VAT)
each time the site boundary drawing tool is used.
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3

Products

Ow =20 0

Recommended reports
Coal - Araas uhioh may be atfected by coal mining activity

—

fiooding; of prewious flaod:related insutance olaims

Flood - Flaod hazard may be fram one or more of the following sources: surface water, rivers or sea; groundusater; historic

Place an order
Get a quote

My orders

My quotes

My personal details.
Reset my password
Branch list

Add banch

| All orders

Drainage and Water Ex

Official Local Authority Searches
Part Il Enquiries
Personal LA Search
Emvitonmental Repoits
Mining Reports
Flooding Reports
Planning Reports
Chancel Repair Reports
Land Registry

Utilities Repoits
Transportation Reports
Miscellaneous Reports

Energy Performance Certificates.

EIE

The Products page displays specific

Recommended reports in addition to the
list from which you are able to select the
reports you require. The titles of each

report are displayed. Click on the text of

the title to get a fuller description and also
details of cost.

Plans >
Total cost [ono (excl. VAT) 0.00 (inc, VAT)

Specisl instructions

| & Pravieus | Hed 3 Cancel Order

Recommended reports.

Dramage and Water Enquiry
Repart cost

Wiossas Wates C1s29 W) Domesiic 42 85(mcl WAT)

s on (2)

If you require this report then click in the
square under the heading ‘Select’, to place
a tick.

Each product selected shows an estimated

turn around time, thus providing you with

an idea as to when to expect the report

A running total of the cost of all selected

reports is displayed at the bottom of the

form.

Clickon [ to go to the next step in

the ordering process — Pre-confirmation
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Pre-confirmation 0= =0 2

Pre-confirmation Place an order
Ty ordors Your User Name is displayed here
My quotes

My personal details
Reset my password

Plaase sze belan for 3 canfirmatiar| of your order details. Ones you are happy with these details and wish to submit your arder
please agree to the 'Terms and Carlditions' and ‘Resellar Agresment and clidk an the 'Submit Drdar buttan,

Your details i Property address details Branch list

User Date: 1an20n2 You may change the Reference that you
Reference: xyz123 Eait @ . . L
Adrosstmots  State Cotags ‘ previously gave to this order by clicking on
Address line 2: South Stake the text Edit
Town: BATH
County:
Postcode: BAZ 7OV

Order summary

Cost excl UAT Costine: VAT

Wiessex yster Con2d (Dvy) Domestic 4255 51.08

e — 300 o If you are happy with the details of your
Tola cost 1655 5456 order tick the two boxes confirming you
R have read and agreed to the terms and
AT Rea. o, 5B 498 3003 59 conditions and the reseller agreement

[# |heve read and sgreed to the terms and conditions of the Specific products | wish ta order
P

[F I have read3nd agreed o the ressller agresment for ordering conveyancing searches.
s

® Then click on the

Submit Order 5 |

button which will
save iy @ result in a receipt for your order being
displayed.

¢ Previous |

Alternatively, you may not want to submit the
order at this time because, for example, you wish
to clarify some details with your client. Instead
you are able to Save the order so that you are
able to Submit it at a later time

“rour order has been submitted. Vour receigt number is; 945755

Seritpag | You may print this receipt by clicking on
|
! ﬁau:reass- Stable Cottage
Fl South Stoke I
BATH . . .
I The receipt displays a unique reference number

{— . and gives detals o

Wiessex Water Cari2d (DV) Domestic 4255 sios @—————— o Reports ordered with cost
et

Fived oaprine cost 3w 350 &l ,7 e Cumulative cost of all reports ordered

Total cost 45.55 54.66 L

Close

You have successfully completed the placing of an order! You will now be automatically returned to the Place an order
screen where you can create a new order.
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First, you need to log-in. You are able to do this on any page. At
the top of each page you will see a panel with fields for User
Name and Password.

@ Type in user name issued at time of registering as a user
@ Type in Password, then click on & Login

The Place an Order page then opens

’— Your User name displayed here

9 NORTHUMBRIAN Welcome, ¥ - —
P WATER
¥ Property Solutions Log out
Services 4 How it works News and events Contact us Register

Place an order il
) Place an order Click on the text ‘Get a quote’. This
Order details Geta quote .
My orters will open the Get a quote screen.
e et L —
1 Reset my password
this is for your own reference and will help us track Branch list
‘your order Add branch
All orders
‘ Searchtype

© Residential

MM

To Get a quote complete all the
Get a quote TSy e fields marked with *

1 i f
Quote details Place an order O Typeina reference for this

et quote order. It may be of any format —

* Order Reference My quotes i

@ this Is Toryour own refetence and will nelp us track xgszfﬁ;“pﬂ;;'mirﬁ alpha / numeric etc..
yourorder Branch list @ select the Search type

 Searchiyme Add branch @

Al orders A plan must be uploaded when
 Residential R
() requesting a Quote. Go to the
‘Browse’ button to identify the plan
* A plan must be uploaded in order for us to Upload a plan .
process your e ® e file on your computer system so that

Max fle size 2MB

it may be uploaded. Take note of

Don't know the postcode? the maximum file size (2Mb)!

Enterthe details manually helow.

Manually Eniter Address >

You next have to provide details of
the address.

Although this option is displayed, it
should NOT be used when
requesting a Quote.

Click on |y suess

NOTE: It is mandatory to upload a plan when requesting a quote
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Browse.
Waxfile size 2ME
ialei ‘
Don't know the postcode? Have the address details or co- After CI|Ck|ng on the Manua"y Enter
Enter the details manually below J ordinates? x o AddreSS’ OptiOn you W|” see thIS

T —— Use our gearchtools to pin paint the address.
Manually Enter Address 5 ‘

FTTE— screen.
- Complete all the fields marked *,
Addross e 2 ° and as many of the other fields as
Town you are able to complete.
County
Postcode Then click on " |

Developer name

You then will be taken to the Quote
products page.

Off site road name

“Localauthorty  [Piease Select |

‘Nexl »‘e Can

Quote products B==00 .

Place an order

Recommended reports Geta quote
My orders
My quotes
Drainage and Water Enquiry » My personal details
Reset my password
Official Local Authority Searches. 3 Branch list
Add branch
Part ll Enquiries 4 All orders
Environmental Reports v
Mining Reports v
Flooding Reports v
Planning Reports 3
Chancel Repair Reports 3
Land Registry v
Utilities Reports v
Transportation Reports I3
Miscellaneous Reports »
Energy Performance Certificates 4
Plans ’

Special instructions

Cancel Quate

If you require this report then click in the
square under the heading ‘Select’, to place

) a tick.

Quote products ORI
Recommended reports pace nord No price is dlsplaye.d agqmst selected

My e products, as the price will be based on your
Drainage and Water Enduiry v Meeenlithis uploaded plan.
N .

All orders
b e R ©e Clickon ' ** *, at the bottom of the

screen, to go to the next step in the quote

Officiati asal Gl b process — Quote pre-confirmation
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Quote pre-
confirmation

Quote pre-confirmation CPEET- [
Pl e
Pre-confirmation G;E::I::O‘:Z -
My orders
My personal details
Your details Property address details Reset my password
Branch list
User Id: Date: 180202012 :::‘.::'(::lr';l' X
Reference: 12345 Check that the details of the Quote pre-
Panemmme e confirmation are correct. Then click on
County:
Postcode: BAZ 70wy

Order summary

WWessex Water Can2d (W) Domestic

Special instructions

AT Reg. No. 6B 403 8303 50

¢ FPrevious

submit Quote ) | @ !

You then see confirmation that the quote
has been saved, together with a reference
3 number.

Your quote has been saved. Your receipt number is; 9458760 @
Close ‘

You have successfully completed the getting of a quote! You will now be automatically returned to the Place an order
screen where you can create a new order or request another service.

As part of our service standards, we endeavour to return your complete quote
into the web site within 24 hours for you to review.
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Réviewing req

EIE

uests and downloading results

_

Place an order

QOrder details

* Order Referance

this I for your s reference and will help us tack your
arder

* Saarchtype

Place an order
Get a quote.

My quotes
My personal details
Reset my password
Branch list

Add branch

Al orders

My orders

Saved oroers Submitted ordars

Place an order
Geta quote

Submitted orders _

My orders
My quotes

Selact an ordsr id to view detaile.  ©

-Please Select- ¥
P

My personal details
Reset my password
Branch list

-- Ard Brarehi

All orders

L
Fiter | Clear fiter
Order Id Reference Date Submitted
048758 xyz123 180262012
948757 gihtht 171262012
fh] 16,

Address

STABLE COTTAGE SOUTH STOK
BATH

B2 7D

& WAINE CRESCENT

BISHOP ALCKLAND
DL14 EPH

My orders

Saved orcers

Submitted orders

Select an order id to view details.

Submitted orders

-Please Select- ¥
Fiter | Clear fiter

555 ] o

1 18727901

] Branch list
--- Add branch

Place an order

Get a quote

My orders

My quotes

Ny personal details
Reset my password

All orders

Address

TAFLE COTTAGE SCIITH STOK

948757 gthathot 1720202
948749 ghjath) 167202012
il ™

BATH
BA2 TDW

& VWAINE CRESCENT
BISHOP AUCKLAND
DL14 BPH

11 WAINE CRESCENT
BISHOP ALICKLAND
DL14 BPH

Y i e VWP NP

Open any service page and select ‘My
orders’ in the navigation box.

The My orders service then opens

The My orders page displays two tabs —
Saved orders and Submitted orders

Saved orders are those that have been
prepared but not yet submitted. The
option to Save or Submit is given on the
Pre-confirmation page of Place an order.
Saved orders can be Submitted when
required from the My Orders screen.

Submitted orders are those that have
been submitted so that the Reports
ordered are being obtained.

The Tab currently selected is confirmed
by the label that is displayed underneath.

It is possible to filter the contents of the
Submitted orders list. These can be
filtered by Date submitted; Reference or
Order ID.

When using the filter remember to Clear
filter when finished!

Click on the Order Id to see details of the
reports ordered.
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My order detail B0 o
) Place an order
Order history Geta quote i
Wy orders
Wy quotes
Order details Property address details My personal details
Resot my password
Order Id: 948758 Address: STRBLE COTTAGE SOUTH
. STOK
Reference: w123 o
Date: 18726012 B2 TOW
Order summary
_ Price Exc. VAT Price tne. VAT
Wessex Weter Con20 (DW) Domestic 4255 108 Experted Delivery Date: 22-FEB-12
Date intially set
"
Wela Plan 300 380 Expected Delivery Date: 19-FEB-12
Date intislly set
14555 £54.56
Back
My orders CEIREY- T
Place an order
Savedorcers | Submitted orders Geta quote
Wy orders
Saved orders WMy quotes
Select an order id to view details. My personal details
Reset my password
Order Id Reference Dte Submited Address iy 'I"sﬁ'h
All orders
948756 HORTHLMEE
DURAAM
DA 5P
948732 test 150202012 BWAINE CRESCENT
BISHOP ALCKLAND
DL14 BPH
948708 om0 1320012 3 THE GRAMGE 3 SOLITH STOK
BATH
B2 7DV
Ooxa0

My order detail

Order history

Order details

Order Id: 94E756
Reference: yihafh
Date: 16202012

Order summary

Property address details

Address: NORTHUMERI&HN YA TER
LTD ABEEY ROAD
DURHSM
DH1 5FJ

_ Frice Exe- VAT Price Inc: VAT

Commercial Drainage and VWater Enquiry 9000 10800 Expected Delivery Date: 16-FES-12
Dt ity set
Ve Flan 300 360 Expected Delivery Date: 16-FEB-12
Date initally set
£33.00 £111.60
®
Back Proceed » Delete Saved Order -

Place an order
Get a quote

My orders

My quotes

My personal details
Reset my password
Branch list

A nch

All orders

Full details of the order may be seen in
My order detail — Reports ordered
together with costs and expected
delivery dates.

If a result is available it can be
downloaded from here. (see p14)

Results remain on the site for 6 months.

Saved orders are listed but cannot be
filtered. To see the detail of a Saved
order, click on the Order Id.

You can now view the detail. If you now
wish to submit this order, click on

Frocesd 3

If you wish to now cancel the order then
click on the Delete Saved Order option.

By clicking on the Back button you are
able to go back to the Saved orders
listing
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My quotes

Saved quotes

Select an arder id to view details

Orcerld Date Submitied

923760 @

948759 ahe123

943748 fdgelfy

948611 Testtudte

19122012

1822012

122012

BATH
BA2T0W

3 LOWTHER DRIVE
NEWTON AYCLIFFE
DL5 4T

2 WAINE CRESCENT
BISHOP ALICKLAND
DL14 BPH

& YWAINE CRESCENT

H

Place an order

Get a quote -
My orders

Wy personal details
Reset my password
Branch list

Add branch

All orders

BISHOP ALICKLAND
DL14 BPH

My quote detail

Quote history

Quote details

Order ld: 943780
Reference: 12345
Dates 187202012

Quote summary

Wesses vater Con2a (DW) Domestic

[

ice Exc. VAT | Price Inc. VAT
o 0.00

Property address details

Address:
STOK
BATH
BAZ 7O

Date intially set

3 THE GRANGE 3 SOUTH

Expected Delivery Date: 22-FEB-12

Oxl=20 o}

Place an order
Get a quote

My orders

My quotes

My persenal details

Reset my password
ist

Add branch

All orders

Total cost

000

.
.

Clicking on My Quotes in the navigation
box produces a list of all Saved quotes.

Saved quotes are those that were not
submitted at the Pre-confirmation stage.
Because they were not submitted, no
quote is currently being prepared.

The detail of each one can be seen by
clicking on the Order Id number.

If you have decided you wish to proceed
with obtaining a quote, then click on the

button.

If you wish to now cancel the quote
request then click on the Delete Quote
option.

By clicking on the Back button you are
able to go back to the Saved quotes.
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My orders

Saved orders Submitted orders.

Submitted orders

Select an order it to view details,

-Please Select- v| @

Place an order

S N N

Filter | Clear filter

949009 test 11372012
949008 test 11372012
949006 test 113£2012

24 WART ROAD
BISHOP AUCKLAMD
DL14 BPG

B WAINE CRESCENT
BISHOP AUCKLAND
DL14 BPH

Get a quote

Ty orders

Ty quotes

Ty persenal details
Reset my password
Branch ist

Add branch

All orders

1 WAINE CRESCENT
BISHOR AUCKLAND
DL14 BPH

T e e N R T AP U P Y

My orders

Saved orders

Submitted orders
Selectan order id to view details.

Subitted orders @

Nx20:

Place an order

Wy orders
Hy quotes

‘ Get a quote
My personal detail

Reset my password

Order details

Order 1d: 948739
Reference: gfghdf
Date: 15/2/2012

Order summary
Product

Absence of Easement 7200

Property address details

Address:
BIZHOR AUCIKLAMND
DL146PH

948739-1001296-2516451-1L.pdf @—————————

7200

10 WAINE CRESCENT

) Branch list
(=5 o Add branch
Al arders
Order ld = |
Filter | _Clear iter
248749 ahigfhi 1BR2012 11 WAINE CRESCENT
BISHOP AUCKLAND
DL14 BPH
87T uhiyi 16272012 8 WAINE CRESCENT
BISHOP AUCKLAND
DL14BPH
248730 P 160201 10 WAINE CRESCENT
BISHOP AUCKLAND
DL14BPH
28731 abc234 14272012 MANOR FARM SOUTH STOK
BATH
EA27DP
My order detail (ST I
' Place an order
Order history Geta quote
Wy orders
Ny quotes

Wy personal details
Reset my password
Branch list

When you wish to review your orders, or
download a report you have been

notified is available, you will go to My
orders.

You are able to view a list of Saved orders
or a list of Submitted orders, by clicking
on the appropriate tab.

It is possible to filter the list:

I Please Select- =

Reference

Date Submitted
Order Id

If you have been notified that a report is
available for download you will need to
look for the Order Id under the
Submitted orders list. This is made
easier if you use the Filter on Order Id.

Locate the required Order Id and click on
the bold Order Id number.

You will then be shown the order details
in My order detail.

Under the Download column heading
you will see a reference number relating
to the report available for downloading.

Click on the bold text of this reference to

Add branch
All orders

£72.00

£72.00

download the report.
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