ONLINE FILE USER MANUAL
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Logging in to your online file
When you visit NOTARIS.COM for the first time we will send you login details by e-mail as
soon as we have accepted the case (to the e-mail address we have on file). You will need
these details to be able to log in to your online file, so please keep the e-mail safe.
User name
Your user name is always 263\, followed by the e-mail address you provided to us at the time
we accepted your case; e.g. 263\ppietersen@hotmail.com.
Password
When you log in for the first time please use the login code we have sent you by e-mail. Once
you have logged in, you will be asked if you want to set a new password.
The password must meet the following criteria:
At least 8 characters
At least 1 number
At least 1 capital letter
At least 1 special character (!#$%&'()*+,-./:;<=>?@[\]^_`{|}~)
You will be able to change this password at any time by going to menu settings. You don't
have to change your password when prompted, but we recommend that you do so.
Forgot your password?
 Go to https://www.notaris.com/EN/ and click on ‘Log in to your file’;
 In the login screen you can enter your user name;
 Then click on ‘Forgot password?’ and the system will send a new password to your e-mail
address.

Notification of new documents/messages in your online file
As soon as we add a document or message to your online file, you will receive a notification
from us by e-mail (and by text message if you have opted in). The notification will read
‘You have new mail/messages in your online file.’
You can then use your Internet browser to log in to your online file to check your ‘mail’ or the
message.
Logging in to your online file
Go to: https://www.notaris.com/EN/
Select: log in to your file
User name: 263\e-mail address
Password: the password we have sent you
You will now be taken to the next screen:
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Events
To the right of the ‘Events’ column you will see boxes with T, W, M, A. These stand
for:
T  Today
W  Week
M  Month
A  All
If you click on one of these boxes you will see the events for today, the past week, the past
month, or all the events in the file. These events may be things like messages or documents
that have been added to your file.
To-do's
On the left-hand side you will see 'To-do's'. When you are asked to do something, for
example like the options below ...:
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... you can click on the action in question and you will be taken to the next screen:

You can subsequently upload several documents at once, after which you click on ‘Send’.
Once you have sent the documents the action point will disappear and you have no further
option to upload documents.
Verifying your personal details
To check your personal information click on ‘Personal Details’ at the top of the page. You
will then see the following screen.

We ask you to check your personal information and, if something is incorrect, please notify us
right away. We will then update your information as soon as we can.
Accessing your file information
Click on the ‘Files’ tab. The screen will open in ‘Active Files'.
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The screen will open up and all your active files will be listed with their file numbers. You will
see a file number followed by the name of the file. For residential property sales this will often
be the street name + house number.

Click on the file number or on the arrow at the end of the line to see more information on the
file in question.

You will now be taken to the next screen:

5

In this screen the general information about your file is listed at the top of the page.
Inactive files
Inactive files are files that have been finalised. You can continue to access these files to view
all your documents, messages etc.
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Accessing your documents
You can view your documents by clicking on the arrow behind the word ‘Documents’.
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The documents are now listed in a vertical column, with the oldest document at the top. You
can click on each individual document and read it, save it or print it.
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Accessing your messages
If you want to view the messages you have received click on the arrow behind the word
‘Messages’.

You will now be taken to the next screen:
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You will now see all the messages you have received, with the most recent message at the
top.
Accessing your deeds
You go to this screen by clicking on the arrow behind the word ‘Deeds’. In this screen you will
find more information about the deed(s), such as the date a deed was executed and the
deposit.

You will now be taken to the next screen:

10

Accessing the details of the parties
You can view information on the parties to the transaction by clicking on the arrow behind the
word ‘Parties’.

You will now be taken to the next screen:
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Accessing the property information
You can view the property information by clicking on the arrow behind the word ‘Properties’.
For example, in the case of the transfer of ownership of a residential property you will be able
to see the address of the property here.
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You will now be taken to the next screen:

Password/e-mail settings
Click on the ‘Settings’ button in the left-hand menu and you will see the following screen:
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Changing your password
You can change your password as follows:
Click on the ‘Settings’ button;
Tick the box in front of ‘Change password’;
Enter the letter combination of your current password;
Enter your chosen new password in the ‘new password’ box and in the ‘repeat password’
box;
The password must meet the following criteria:
- At least 8 characters
- At least 1 number
- At least 1 capital letter
- At least 1 special character (!#$%&'()*+,-./:;<=>?@[\]^_`{|}~)
Click on ‘Save’
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Changing your e-mail address
If you want to start using a different e-mail address you have the option to change your
current e-mail address.
Click on the ‘Settings’ button;
Under ‘e-mail’ enter your new e-mail address.
Click on ‘Save’
 Make sure that the box in front of ‘Receive e-mail’ is always ticked.
Please note. We will only use your e-mail address to notify you of new mail or messages.
We will never send draft documents or other personal information to this e-mail address. If
you want us to include this e-mail address in our database as well, please let us know.
PLEASE NOTE: the e-mail address that is part of your user name will still be the ‘old’ email address; so this doesn't change.

Receiving text messages
If you want to be notified of new messages/mail by text message, you can opt in as follows:
Click on the ‘Settings’ button;
Enter your mobile phone number in the ‘Telephone number’ field
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Tick the box in front of ‘Receive text messages’
And give us your mobile phone number once only, so we can enter it
in our data base.
Please note. make sure the box in front of ‘Receive e-mail’ is ticked as well.
-

Logging out to your online file
If you want to leave your online file, you can log out bij clicking the button next to your name, at
the top of the screen
All files are retained.
Then you will be taken to the next screen, after which you can log in again.
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Questions?
If you have any questions you can e-mail us on: welkom@notaris.com, and we will contact
you as soon as possible
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