User Guide

We’re here to help you!

Contents
Introduction & Important information

3

Setting up a login

4

Forgotten password

7

Property Manager
   Managing your properties

9

   Adding a property to your Property Manager

14

   Request to manage an existing scheme property

15

   Request to manage an existing stand-alone property

18

   Add a new scheme property

21

   Add a new stand-alone property

25

   Add a new Scheme

28

View your change requests

31

Managing other users’ properties

33

Contact us

36

02

Introduction

Important information

We have redefined what property portals

One of the great benefits of Completely

should be, creating resources that offer more

Property is that joint agents can access and

information and deliver more marketing

amend the properties they are listed on. Due

impact than any other property site.

to this level of control we grant you, please
work with your joint agents when carrying out

We’ve retained the unique features and the

updates to prevent conflicting information.

comprehensive data of our sites Completely
Retail, Completely Industrial and Completely

If you have any questions, or need

Office and added content and functionality

further support, please contact us on

that set new standards in property marketing.

support@completelygroup.com.

In addition, information from all three sectors
can be accessed simultaneously through a
new property platform, Completely Property.
As part of the process, we’ve also made it easier
to manage your properties on the sites. Take a
look at this User Guide for detailed information.
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Setting up a Login

If you do not already have a Completely Property login, or a Completely Retail, Completely Office or
Completely Industrial Login, open the website (https://completely.property/index.html) and follow
the steps below:
1. Select ‘Login & Register’ in the top right of the page.
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2. Select ‘Not a member?’

3. Enter your name and email address into the relevant fields in the form.
4. Click ‘Register’

5. You will receive an email requesting that you activate your account
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If you do not receive an email, be sure to check your spam/junk folder. If it isn’t in your spam/junk folder
it is likely that your company server is blocking the email. Ask your IT team to ensure the domain name
‘completelygroup.com’ is white-listed. You may need to submit your registration request again if the
server has blocked the email.
6. Click the link in your email and fill in the form to complete your set up.

If you would like to upgrade your membership to a Completely View or Plus licence, please email
sales@completelygroup.com with your request.
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Forgotten password
If you have a Completely Property (or Completely Retail, Office or Industrial) account but have forgotten
your password, you can reset this by following the steps below.
1. Select ‘Login & Register’ in the top right of the page.

2. Select ‘Forgot your password?’ from the member login area.

3. Add your email address to the ‘Email address’ field.
4. Tick the ‘I’m not a robot’ box.
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5. Follow the instructions on the screen to prove you are not a robot. Here is an example of
what you may see:

The robot box will now contain a green tick:

6. Select ‘Recover’

7. You will receive an email with a link to reset your password.

If you do not receive your email, be sure to check your spam/junk folder. If it isn’t in your spam/junk folder
it is likely that your company server is blocking the email. Ask your IT team to ensure the domain name
‘completelygroup.com’ is white-listed. You may need to submit your password reset request again if the
server has blocked the email.
8. Click the link in your email and enter a new password.

9. Select ‘Reset password’
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Property Manager
Managing your properties
If you have a Completely Plus (or CR+) licence, you are able to add and manage properties through your
account. Follow the steps below to see the properties that you are listed as an agent/contact on, or are
able to edit:
1. Select ‘Login & Register’ in the top right of the page.

2. Enter your log in details to the form and select ‘Login’

3. Select your name in the top right of the page to view the page menu.

9

4. Select ‘Property Manager’ from the menu.

5. The Property Manager will display a list of your properties.
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6. Use the keyword search filter at the top of the list to locate a property you wish to edit.

By clicking the ‘All Users’ filter you can also search properties assigned to other users within your company,
however, you may not have access to edit these.
7. Select a property you wish to edit by clicking on the property name. This will open the editable area
below your property list.
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8. By clicking in the menu you are able to update the information as required.

9.   Work your way through the menu on the left to update all the information.
10. Once you have finished editing you can see how your property looks on the live site by
clicking the ‘View Property’ button.
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Live Property
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Property Manager
Adding a property to your Property Manager
If the property you need to edit does not exist in your property manager you will need to use the ‘Add a
Property’ wizard – this will allow you to:
  A. Request to manage an existing scheme property or stand-alone property.
  B. Add a new scheme property i.e. unit in a shopping centre or on an industrial park.
  C. Add a new stand-alone property i.e. high street shop or an office.
NOTE:
Scheme = Shopping centre/ Industrial Park/ Business Park/ Retail Park / Office Park.
Property = 4 Kings Street / Kiosk 1 / Block A / Unit 1.
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Property Manager
Request to manage an existing scheme property
1. Select the ‘Add Property +’ button to load the property wizard.

2. Type the scheme name you would like to be associated with and a list will load automatically. For this
example, this search is for properties within the shopping centre scheme ‘The Friary, Guildford’

If the scheme does not exist in the database go to ‘Add A Scheme’ section of this user guide.

15

3. Once you have found the scheme, select ‘View’, this will load the tenancy list on this scheme.

4. If you want manage all units/properties on this scheme email support@completelygroup.com
– we will then be able to add you to the whole scheme.
   If you just require access to one property, select the unit/property you wish to manage by
selecting ‘Edit’.

5. Select ‘Edit’ again.
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6. Select ‘Confirm’ to submit your request to manage this property.

7. If you do not have the right to access this property a request will be sent to The Completely Group team
who will action your request accordingly – if you would like to chase an urgent request, please email
support@completelygroup.com or call 01483 238 920 and ask to speak with the Operations team.
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Property Manager
Request to manage an existing stand-alone property
1. Select the ‘Add Property +’ button to load the property wizard

2. Type the property name you would like to be associated with and a list will load automatically. For
this example, this search is for a property called 64/66 Kingsland High Street, London’.
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3. Once you have found the property, select ‘View’, this will load the property details.

4. Select ‘Edit’.
5. Select ‘Confirm’ to submit your request to manage this property.

19

7. If you do not have the right to access this property your request will be sent to The Completely
Group team who will action your request accordingly – if you would like to chase an urgent request,
please email support@completelygroup.com or call 01483 238 920 and ask to speak with the
Operations team.
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Property Manager
Add a new scheme property
1. Select the ‘Add Property +’ button to load the property wizard

2. Type the name of the scheme you would like to add a new property to and a list will load automatically.
For this example, this search is for the shopping centre ‘The Friary, Guildford’

If the scheme does not exist in the database go to ‘Add A Scheme’ section of this user guide.
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3. Once you have found the scheme, select ‘View’, this will load the tenancy list on this scheme.

4. Double check the property you need doesn’t already exist in this tenancy list and then select
‘New Property’.
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5. Complete the new property form and select confirm.
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6. A request will be sent to The Completely Group team who will action your request accordingly –
if you would like to chase an urgent request, please email support@completelygroup.com or call
01483 238 920 and ask to speak with the Operations team.
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Property Manager
Add a new stand-alone property
1. Select the ‘Add Property +’ button to load the property wizard

2. Type the name of the property you would like to add to double check that it doesn’t already exist. For
this example, this search is for the property ‘3 Fossett Road, Godalming’.
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3. Select ‘New Property’ as this property does not exist.

4. Complete the form with the property details and select ‘Confirm’
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5. You will see a notification advising that the property has been added. Select the ‘Manage 3 Fossett
Road’ button.

6. You can now manage this property from the Property Manager area.
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Property Manager
Add a new Scheme
If the scheme you need to add properties to does not exist in the database, you can send a request to add
this via the ‘Add Property +’ wizard.
1. Select the ‘Add Property +’ button to load the property wizard

2. Type the name of the scheme in the name field to double check that it doesn’t already exist.
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3. Select ‘New Scheme’.

4. Complete the new scheme form and select ‘Confirm’.

29

5. A request will be sent to The Completely Group team who will action your request accordingly
– if you would like to chase an urgent request, please email support@completelygroup.com or
call 01483 238 920 and ask to speak with the Operations team.
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View your change requests
When you have submitted a form to access a property or add a property, your request will go into a table
which you can view via your account. Here is where you can find that table.
1. Login to Completely Property by selecting the Login & Register button in the top right of the page.

2. Click on your name in the top right of the page and select ‘Dashboard’ from the menu.

3. Select ‘Changes’ from the options on the page.
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4. Select ‘View Outstanding Request’.

5. This will display a table of your outstanding requests.
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Managing other users’ properties
Masquerading allows users to manage other users’ properties without having to share log in details.
This access must be granted by the account holder. Here is how you would grant someone
masquerading permission:
1. Login to Completely Property by selecting the Login & Register button in the top right of the page.

2. Click on your name in the top right of the page and select ‘Dashboard’ from the menu.

3. Select ‘Masquerade’ from the options on the page.
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4. Select ‘Manage Your Trusted Users’.

5. Select ‘Grant a Masquerade’.

6. Start typing the name of the person who you wish to grant masquerading access to and select their
name as it appears.
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7. Select how long you wish that person to have access to your account for.

8. Select ‘Add’ and you will see a notification advising that permission has been granted.
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9. You can revoke access at any time by selecting the ‘Revoke’ button:

Contact us
Simply click on the ‘Contact Us’ in the support section of the footer, it will redirect you to our page where
you’ll find our details.
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