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1. Introduction 
We recognise the importance of access to information on-demand, in a way and at a time that suits 

you. Our Customer Portal gives you 24/7 access to manage your property online. 

Through the Customer Portal you can: 

 Make fast & secure online card payments 

 Check your balance, previous transactions & outstanding jobs 

 Store important documents, statements & invoices all in one place 

 Get notifications relating to your property through the virtual noticeboard 

 Report maintenance issues online at a time that suits you 

 

2. What you need to do before accessing the Customer Portal? 
Before you can use the Customer Portal you will need to register your email address with us. If you 

already receive your correspondence from us by email, you will not need to notify us of your email 

address again. 

New customers: If you are new to Principle and have never given us any contact details, please 

complete the online Contact Details form by clicking here. 

Existing customers: If you are an existing customer, simply register your email by clicking here and 

we will update your account. 

Once we have entered your email address on our system you will then be able to proceed with 

registering on the portal. 

1.1. What is my Customer reference? 
This is the 12 character reference shown on your invoice in the format:  000-000-000A 

1.2. Are there other benefits of registering my email? 
Yes. By registering your email address we will be able to send all future correspondence by email 

including invoices, budgets, statements and general letters. 

By providing your email address to us, you consent to receiving all correspondence from us by email. 

Your contact details will NOT be shared with third parties for marketing purposes 

1.3. Register Principle Estate Management as a Safe Sender 
Principle Estate Management will send emails from these addresses:  

info@principleestate.co.uk     Password and registration information 

accounts@principleestate.co.uk  Invoices and correspondence 

maintenance@principleestate.co.uk Correspondence  

Occasionally Outlook or other email providers will treat unknown email addresses as junk mail, so to 

avoid this happening you can register these email addresses as a safe sender.  

You may also receive emails directly from individuals at Principle.  

 

 

https://bit.ly/3NQmLSS
https://bit.ly/3OPdR9s
mailto:info@principleestate.co.uk
mailto:accounts@principleestate.co.uk
mailto:maintenance@principleestate.co.uk
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1.4. Clear your computer history (cache) 
It is sometime the case that if you have browsed our website prior to the link to the Portal being made live 

that your computer will remember the original homepage and will direct you to the temporary page saying 

that the Portal will be coming soon. 

In this case it is necessary to clear this memory from the computer. 

Go to the Principle website home page www.PrincipleEstate.co.uk 

If you are using Microsoft windows press Crtl and F5 at the same time. Do this a couple of times and the 

computer should then be looking at the latest page and the Resident Login link should work. 

For a Mac/Apple use Apple + R or command + R 

For Linux use F5. 

 

3. Where to find the Portal 
Visit www.PrincipleEstate.co.uk and click the Customer Portal button on the top right hand side. This 

will take you to the login and registration page. 

This is best viewed in a modern browser such as Edge, Chrome, Safari etc avoiding Internet Explorer 

if possible. You may also view the website and portal on your mobile device. 

 

4. How to register to use the Portal 
Click on the link as described above and you will find the Login Page: 

 

 

Click on the link: Registration & forgotten password 

 

http://www.principleestate.co.uk/
http://www.principleestate.co.uk/
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1.5. Customer Reference 
Enter your customer reference exactly as written including the dashes. 

1.6. User Name 
Your user name is your Customer Reference number, so enter that again. 

1.7. Your Email 
Enter the email address you have previously registered with Principle – you must first register your 

email address with us before you can use the portal. You can do that by clicking here. 

1.8. Register 
Click on the Register button. 

The system will check that the email address is registered to your account and we will send you a 

password by email. 

5. Changing your password 
Once you receive your password you may wish to change it to something more memorable, although 

you do not have to. To do this return to the Login Screen and click on the link: Change password 

You will see the following window 

 

 

 

1.9. User Name 
Enter your User Name which is your Customer Reference Number found on all correspondence we 

send to you. 

1.10. Existing password 
Enter the current password. For new users this will be the one we have just sent to you by email. 

1.11. New password/Confirm password 
Enter your new password and confirm it by repeating it exactly in the confirm password box. 

 

 

 

https://bit.ly/3OPdR9s
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6. Logging in to the Portal 
Go to the Login page and enter your user name and password as described above. 

1.12. The Home Screen 

 

This is an example of a typical home screen showing your customer reference, your name and 

address, and any outstanding balances, together with the menu choices available to you. 

 

7. Making a payment 
You can make a card payment for all or part of the outstanding balance using Visa or Mastercard. 

Click on the Make a payment option and click on Full against each line to pay that amount in full. You 

may need to scroll to the right on some devices. 

 

When happy with the choice click on Process payments  
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Enter the details as registered with your card provided including the address and postcode at which 

your card is registered. 

Click Process payments and you will see a confirmation screen. If you are happy click Confirm and 

pay. 

 

Click on your choice of card and enter your card details and complete the payment process. 

Please note that this part of the system is provided by Sagepay and that no card details are recorded 

or retained within the records of Principle Estate Management. 

Once successfully completed you will be returned to the Home Screen of the customer portal where 

you will be able to see your payment in the account History and be able to request an email 

confirmation of payment. 

 

8. Raising a maintenance or repair request 
Once logged in, click on the Maintenance request option. 

Complete the mandatory fields indicated by a red asterisk and then click Submit. Your request will 

be sent to our Customer Service team who will get in touch with you about what will happen next. 


