
 

  

QUICK GUIDE TO 

ONESURVEY 
Selling Agent 

Lesley Sorridimi 
lesley@onesurvey.org 

Hello! 
Welcome to our quick tour around the Onesurvey site. If you would prefer some training 

then just give us a call and we can arrange a visit.  
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Quick Guide to Onesurvey 

The first time you login to the new Onesurvey site it will look very different but you’ll soon find it’s 

much easier to navigate around. 

Login 
Login to www.onesurvey.org 

 

Your login page appears – enter the same username and password you used for the old system 
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Dashboard 
You now should have a dashboard appear – The dashboard allows you to see instructions that are 

waiting for something to happen before they can be made live – Let’s look at the different areas 

individually… 

  

 

 

 Approved but awaiting PQ  

The first box tells you how many instructions are – in this example there is 1.  

 

 

 

 

You would click on ‘view all’ and the instruction would appear as below – This would list all 

instructions approved but awaiting pq 
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When you click on the instruction the following will appear:  

Details Tab 

 
) 
 

 

 

 

 

 

 

 

 

 

 

 

You will now see the following information: 

i) Comments box – you, the surveyor and Onesurvey can add and read comments. 

Onesurvey will update this area when they are chasing approval. 

ii) Edit Property Details in ‘Instruction Actions’ allows you to edit 

iii) Edit Owner Details in ‘Instruction Actions’ allows you to edit 

iv) Archive Instruction allows you to remove the instruction from the system 

v) Hide from public search allows you to hide the home report from the live site at 

any time. 

vi) Choose Property Image allows you to upload your own photograph if you do not 

want to use the photo taken by the surveyor 

To view the documents for this instruction click on: 

Documents Tab 

 

 

 

  

 

 

 

You will now see the following information: 

a) Name of Document i.e. Single Survey, EPC etc 

b) Last Update This tells you when the document was last updated (view ‘History’ for more 

detail) 

c) Status This is the status of the document – work in progress; approved etc 

d) Actions What needs to happen to complete a document (in this case the ‘property 

questionnaire’ need completed 

i) Comments Box 

vi) Choose Property 
Image 

ai) 

iii) 

iv) 

v) 

 

 

   a)    b)    c)    d)    e)    f)    g) 
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e) Uploads allows a PDF document to be uploaded  

f) Review allows you to read the documents  

g) History gives a breakdown of the compilation of the documents/report – The ‘History Tab’ 

also shows a complete history of what happened when and by whom 

 

Back to Dashboard now and on to the next box: 

Awaiting Payment 
 

 

 

 

 

 

You would click on ‘view all’ and the instruction would appear as below – This would list all 

instructions awaiting payment – These are instructions were  you have requested Onesurvey to 

collect payment from the client 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you click on the instruction, 

you can immediately see what is 

happening with the payment as 

Onesurvey will always leave an 

update 
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Back to Dashboard now and on to the next box: 

Awaiting Approval 
 

 

 

 

 

 

On the single survey you now have the option to: 

Approve draft - This can be done on behalf of your seller if you have permission 
 

 

 

 

 

 

 

More you can do on the Dashboard: 

Find a report quickly 
There are 2 areas on your dashboard where you can search for a report. You can search using 

postcode or partial address – this will bring up all properties that match the search or you can be 

specific.  TIP: Always remember to clear your search once you have found the property 

 

 

Click on ‘View all’ and then the 

‘instruction’ as before – this time you 

need to click on the ‘documents’ tab 
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Instructing a Home Report 
To instruct a home report, click on ‘+ New Home Report’ button – This is situated at the top of every 

page. 

 

 

 

Page 1 Details – is broken down into sections 

Property to be inspected 

 

 

 

 

 

 

 

 

 

 

1. Use the ‘address finder’ by entering the postcode of the property being sold 

2. If the correspondence address is different from the property being sold then untick ‘Same as 

property to be inspected’ 

3. ‘Is this an Executory Case’ should be ticked if the name/s of the executor/s is known. This 

will avoid emails being sent in the name of the deceased 

Owner Details 

‘ 
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4. ‘Seller does not have email access’ should be ticked if there is no email address for the 

seller – This defaults to Onesurvey who will then post out the PQ and draft for approval 

5. There is an option to put a second seller – useful for separations, power of attorney etc. 

 

Property Details 

 

 

 

 

 

 

 

 

6. There are a series of dropdown boxes with choices on style of property to number of 

bedrooms 

7. The notes section means you can alert the surveyor or Onesurvey to any relevant 

information not already provided 

8. There is an opportunity to upload a property image at this stage 

Surveyor Details 

 

 

 

 

 

 

9. Chosen surveyor will show here. The drop down box allows you to choose which surveyor 

you want to use.  Your preferred surveyor will always be shown first. 

10. Click next step for the final step of the instruction 
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Confirm Details 

 

11. Check all details are correct. You can add any last minute instruction in the ‘comments box’ 

if applicable 

Choosing a payment method 

 

Pay Online 

This takes you to a secure payment gateway, Sagepay, where you can input the sellers card details 

while they are with you. PLEASE NOTE: There is a 2.5% surcharge for a credit card but NO charge 

for a debit card 
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Onesurvey to Collect 

When you choose Onesurvey to collect the instruction will move to ‘awaiting payment’ 

 

 

 

 

 

PLEASE NOTE: You cannot move forward with payment until the ‘Terms and conditions’ have been 

agreed 

 

 

Using the Tabs 
You will notice each time you search for an instruction a choice of tabs appear:  

 

 

 The tab you are in will always be the highlighted. 

 Each tab is self-explanatory – ‘All instructions’ is all the instructions you currently have ‘Live’ 

on the system – See below 

 

 

 

 

 

[Grab your reader’s attention with a great quote from the document or use this space to emphasize 

a key point. To place this text box anywhere on the page, just drag it.] 

 

 

 

 

 

 

You can sort each column by clicking on the 

‘column name’ 
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Instruction Actions 
There is an ‘Instruction Actions’ button on the ‘Details’ tab of every instruction. This allows you to 

do many things with that instruction dependent on the ‘status’  

 

 

 

 

 

 

 

 

 

Most of the instruction actions have been explained in the ‘Details Tab’ but you have 2 new actions: 

Download Home Report 
This allows you to download a PDF of the live home Report.  You can also download the home report 

from the ‘documents tab’ once a report is live. – see below 

 

 

 

 

Who has downloaded a copy? 
 

 

 

 

 

 

 

This allows you to see the contact details of anyone interested in the property who has downloaded 

a copy of the home report 

 

 



13 
 

Using the smartlink 
Every property has a unique smartlink that you can drop into the description area of your website 
and it will take interested parties straight to the download page for the home report  
 
 
 
 
 
NOTE: No-one can download a copy without inputting their details as it is delivered to their 
mailbox 
 

Need Support? 
Always remember the Onesurvey Team are on hand to help, simply contact us –  

By phone: 0141 338 6222 

By Email: info@onesurvey.org 




