
ONLINE PLOT REGISTRATION GUIDE 
A complete guide for completing Robust Details registrations online. 
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1. MEMBERS DASHBOARD 
 

To register your development online with Robust Details you will need to sign in to the website so that you have 

access to the member’s dashboard: 

 

 

Click on the ‘New Plot Registration’ button and you will see a message that says: Please wait, this may take a few 

moments.  When this disappears you will be at stage one of eight for plot registration.  

  



2. ONLINE REGISTRATION STAGES 1-8 
 

Stage 1:  

 

Main Contact Details:  

 

This page is pre-populated with your details and cannot be edited from within the plot registration process. If any of 

your address or contact details have changed you will need to amend these in the Update my details section.   

 

Stage 2: 

 

Builder Contact Details 

 

The first field to fill in at this stage is the Builder contact, which can be done one of three ways.  

 

 
 

- Use Main Contact Details: This will populate all fields with the main contact details.  

- New Builder Contact Details:  This will allow you to enter a new builder  

- Use Previous Contact Details:  This will give you a drop down box of all previous builders that you’ve used so 

you can select the one that applies.   

 

Once you have your builder contact you can enter the Builder Company name by using one of the three options:  

 

- Use Main Contact Details: This will populate all fields with the main contact details.  

- New Builder Contact Details: This will allow you to enter a new builder  

- Search for existing company details:  This will allow you to search our database for the builders company. 

Please note that you will need to enter this exactly how it is written in our system including apostrophes and 

symbols such as &.  To complete a full search of the system type an asterisk at the start of the search box, for 

example: *Robust Details. 

 

When you are happy with the builders address and contact details click the ‘next’ option to proceed to the next 

stage.  

 



 

 

 

Stage 3:  

 

Invoice Contact Details 

 

As with the builder details, the first field to fill out is the Invoice Contact using one of the three ways listed 

 

 
 

- Use Main Contact or Builder Details: This will populate all fields with the main contact or builder details.  

- New Invoice Contact Details:  This will allow you to enter a new invoice contact.  

- Use Previous Contact Details:  This will give you a drop down box of all previous invoice contacts that you’ve 

used so you can select the correct one.   

 

Once you have your Invoice contact you can enter the Invoice Company name by using one of the three options:  

 

- Use Main Contact or Builder Details: This will populate all fields with the main contact or builder details.  

- New Invoice Contact Details:  This will allow you to enter a new invoice contact.  

- Search for existing company details:  This will allow you to search our database for the invoice contacts 

company. Please note that you will need to enter this exactly how it is written in our system including 

apostrophes and symbols such as &. To complete a full search of the  system type an asterisk at the start of 

the search box, for example: *Robust Details 

 
When you are happy with the invoice contacts address and contact details click the ‘next’ option to proceed to the 

next stage.  

 

 

 

 

 



 

Stage 4: 

 

Site Details 

 

This stage covers the site details. On the right hand side of the page is the option to add new site details; or use an 

existing site (to add additional plots):  

 

 
 

Click this and then enter the details as prompted on the left hand side of the page.  

 

Each site that you add will be added to the right hand side of the page, so if you have more plots to register for the 

same site at a later date you can select it from the list.  

 

When you are happy with the site details then click the ‘next’ option to proceed to the next stage.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Stage 5: 

 

Owner or Developer of the Site 

 

As with the builder and invoice contact details, the first field to fill out is the Owner / Developer Contact using one of 

the three ways listed: 

 

 
 

- Use Main Contact or Builder Details: This will populate all fields with the main contact or builder details.  

- New Owner / Developer Contact Details:  This will allow you to enter a new owner/developer  

- Use Previous Contact Details: This will give you a drop down box of all previous owners/developers that 

you’ve used so you can select the correct one.   

 

Once you have your owner/developer contact you can enter the Owner/ Developer Company name by using one of 

the three options:  

 

- Use Main Contact or Builder Details: This will populate all fields with the main contact or builder details.  

- New Owner/ Developer  Contact Details: This will allow you to enter a new owner/developer 

- Search for existing company details: This will allow you to search our database for the owner/developers 

company. To complete a full search of the  system type an asterisk at the start of the search box, for 

example: *Robust Details 

 

When you are happy with the owner/developers address and contact details then click the ‘next’ option to proceed 

to the next stage.  

 

 

 

 

 

 

 

 



 

Stage 6: 

 
Additional Details 

 

When the page first loads it will appear as:  

 

 
 

Use the drop down boxes to amend the details for the Code for Sustainable Homes, Building Control Details and 

Name of Warranty Provider.  

 

The customer reference box is for any reference you may be using for the site and will appear on the invoice. 

 

The Building Control Body Details are mandatory for the registration to continue.  

The Warranty Provider Details are not mandatory.  

 

If you are using a Building Control Body or Warranty Provider that is not on the drop down list please ring us on 

03300 882 141 to let us know the company name and we can add this to the list for you.  

 

When you are happy with the addition details page then click the ‘next’ option to proceed to the next stage 

 

Stage 7  

 

Confirmation Page 

This page will confirm to you all of the details that you have entered so far. If any of this needs to be changed then 

you will need to click the ‘back’ button at the bottom of the page to take you back to the relevant page, and amend 

as necessary.  

 

When you are happy that your details are all correct click the ‘next’ option to proceed to the next stage. 

 

 

 



Stage 8 

 

Plot Details 

 

You will now have the option to Add Plots.  

Note: when registering online you must enter more than one plot for the registration to go through.  

 

Click the ‘Add Plots button to begin entering your plot details.  

- Block No/Name: This field is optional, but if you do need to use it you can enter both letters and numbers.  

- Plot Numbers:  This is for numerical data only* 

- Suffix:  If you have plots with letters after the numbers, e.g. 2a; 4b you will need to enter the letter in this 

field.  See also examples 2, 4 and 5 below   

- House or Flat: Use this field to identify the dwellings as houses or flats. 

- Wall RD Type Select the Robust Details from the drop down list.  

- Floor RD Type Select the Robust Details from the drop down list. This box will only appear when ‘Flat’ is 

select from the House or Flat field above as in examples 3-5.  

o If the wall and floor combination selected is invalid then the website will not allow you to proceed 

with the registration and you will need to speak with our technical team to discuss the combinations 

available to you. They can be contacted on: 03300 882140 

- Are these plots affordable housing?  Use this field to determine if the dwellings are affordable or non-

affordable. 

 

*Plot Numbers:  Where plots are using the same Robust Details and are all of the same affordability they can be 

entered as: 1-5,7-14,18-21. 

 

Please see the following examples of the most common registrations.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the registration you have is not covered by these examples please contact: 

 

Customer service on 03300 882 141 or email customerservice@robustdetails.com for any registration enquiries  

 

Technical on 03300 882 140 or email technical@robustdetails.com  for any structural enquiries.  

mailto:customerservice@robustdetails.com
mailto:technical@robustdetails.com


3. EXAMPLES OF ENTERING PLOT DETAILS 
 

Example 1 = Houses with no block name, no suffix and unknown affordability:  

 

 
 

Example 2 = Houses with a block name and suffix that are affordable housing: 

 

 
 

 

 

 



Example 3 = Flats with no block name, no suffix are affordable and registering walls and floors:  

 

 
 

Example 4 = Flats with block name, suffix are non-affordable and registering only walls: 

 

 
 

 



Example 5 = Flats with no block name, a suffix are non-affordable and registering only floors: 

 

 
 

Clicking Add Plots will take you back to the first page of Stage 8 which will now show the plots you have just added 

and will give options to proceed with the registration. 

 

 

 

 

 

 

 
 

 

 



4. ADD TO CART 
 

 
 

 

Edit: 

If you see that you need to edit the plots you have entered click the Edit option towards the end of the row that 

plots appear on. You will be taken back to the plot numbers where you will be able to amend as required:  

 

Cancel: 

To cancel a row of plots click the Cancel option at the end of the row. The plots will be removed from the screen 

allowing you to progress the registration.  

 

Add Plots: 

Click the Add Plots button to add more plots as required.  

 

Add to Cart: 

When you are happy with all the plot details entered you will need to add your registration to the shopping cart. 

Click the ‘Add to Cart’ button, this will take you to the following page:  

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 
 

Click the ‘Next’ button to continue to the cart where you will be able to select your payment option.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Pay by Card:  
To continue with payment by card select the ‘Next’ button to take you to the confirm order page 

 

 
 

Click the ‘I Agree and Wish to Proceed with Payment’ button to continue to the secure sage pay payment page 

where you will be asked to select you card type (Visa, Visa Debit, MasterCard etc.) and then enter your card details 

to finalise the registration.  

 

 

Deferred Payment: 
To make payment by cheque or BACS tick the privacy policy box then click the ‘Deferred Payment’ button. This will 

generate an email to the person named as the main contact which will link to a Pro Forma invoice for you (or your 

client) to pay.  You will also see on the screen an order number and the option to ‘Return to Dashboard’.  

 

 
 

The registration will be automatically saved in your Plot Registration History as you proceed throughout the 

registration process. When you are back on the dashboard you will see the ‘Plot Registration History’ button, click 

here to view all your previous registrations including the one you have just completed.  

 



5. PLOT REGISTRATION HISTORY 
 

To view all of your registrations click on the ‘Plot Registration History’ button on the members’ dashboard.  If you 

would like to view all of your division’s registrations please email customer service for us to arrange this for you.  

 

Each registration will have three options on the right hand side of the page which will differ depending on the 

Status:  

 

Registration Status = Awaiting Payment:  

 

 
 

- View: To view the plots registered so far.  

- Add to Cart: Allows you to add the registration to the cart.  If you have deferred the payment and you 

change the amount of plots on the registration we will need to manually update the pro-forma for you.  

Please call customer service on 03300 882141.  

- Edit: You can add and remove plots as required until payment is received. Once payment is received and the 

certificates printed, any changes will need to be made via an Amendment (see separate guide on 

Amendments).  

 

Registration Status = Completed: 

 

 
 

- View: To view the plots registered.  

- Amendment: If you need to change plot numbers, Robust Details, Site, builder or Developer details.  

- Duplicate Documents: Click here to request a free copy of your registration documents.  

 

 

 



6. WHAT HAPPENS NEXT 

Once your registration is processed and payment received, an email is automatically generated and sent to the email 
address given in the Main Contact details. This email contains a link which takes you to the following documents: 

- A Purchase Statement listing the registered plots 
- Checklists for each Robust Detail type selected 
- Compliance Certificates for each plot registered 
- An Invoice and Covering Letter 

You should forward a copy of the Purchase Statement to building control to notify them of the registration.  

The Checklists should be sent to site as guidance.  

The Compliance Certificates are to be signed at the end of the build as declaration that you have built to Robust 
Details, and kept by you for your records.   

The link in the email is only valid for 28 days. If the link has expired by the time you get to  download the documents, 
you can request duplicate documents either by signing into the website and clicking the link next to the registration 
in the Plot Registration History section, or by contacting our Customer Service team on 03300 882 141 or by email: 
customerservice@robustdetails.com 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have any questions about registering a new development or any of your existing developments please do not 

hesitate to contact our office using the below contact details:   

 

Customer service on 03300 882 141 or email customerservice@robustdetails.com  

Technical on 03300 882 140 or email technical@robustdetails.com   

mailto:customerservice@robustdetails.com
mailto:customerservice@robustdetails.com
mailto:technical@robustdetails.com

