Secondary Access to Practice

Granting a secondary user access to your practice.

The portal will not allow a registration number to be used more than once when registering a practice.

Primary Users are users that have created an account using a unique email address and registered a practice on

the Building Control Portal.

Secondary Users are users that have created an account using a unique email address and is granted access to the
Primary User’s Practice that has already been registered.

Access can be granted by following these steps:
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Step Two: The following task will open where the Primary User can enter the Secondary User’s email address.

Step Three: The email address will be
validated when selecting the data

source button. E

You must select the
secondary user and Submit.

Step one: On the Primary User’s
account, under Building Control,
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i , , Sumame
appear in the ‘Grant Access’ task
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the Secondary user to submit building
plans under the Primary User’s
Practice.
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Step Four: The secondary user to navigate to the applicable site for further processing. The primary user practice will
now appear in the Web Part of the secondary user, subject to you completing steps one through three successfully.
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