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ovotle = Welcome to Novoville
Shared Repairs!

You've made the first step to common repairs and
maintenance peace of mind.

Common repairs and maintenance has been a real pain for too long. The sole purpose of this

Green Residence

1 Gloucester Pl EH3 6EE Edinburgh app is to get you over the line, quickly and effectively.
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e keep everyonein the loop
e hire Trusted Traders

e manage money and payments

e learn what you need to know



https://play.google.com/store/apps/details?id=com.novoville
https://apps.apple.com/gr/app/novoville/id836634305

Need help with
the app?

Real people are here to support you.

But first, it's always good to read the Help section in the app. It can be accessed using
the “..."” icon at the bottom right of the screen, or in the menu accessible at the top
right (tap on “FAQ").

The Help section has been written and vetted by experts, as well as your local authority.

For all frontline support using the Novoville Shared Repairs app, we can be contacted:

° by email on srhelpdesk@novoville.com

° by phone on 0131 364 4545, between 9am and 5pm Monday-Friday

*€DINBVRGH-

THE CITY OF EDINBURGH COUNCIL Owner’s Note:
IEF]\I;%S% . Your council’s private sector housing team is best placed to advise you on
SRS ((\ RICS East Ayrshire C i the specifics of your situation (i.e., does you repair count as “common”?,
as yrshire Counci
Combhairle Siorrachd Air an Ear untraceable owners, etc.).

For how to translate that into the app, we're here!



mailto:srhelpdesk@novoville.com

Step 1

Register & log in

You can find and download the free Novoville app from the App Store (if you are using

an iOS device), or from Google Play (if you are using an Android device).

Search For “Novoville” or click on the store icons on the right, and then click on

‘download'.

When you open the app, you will see “Welcome” screens from Novoville. After that,

you are required to create an account. You have 2 options:

1. Fill the required fields (Name, Surname, Email), create a memorable
password and tap on the ‘Register’ button.

2. Register with an existing Google (Gmail) account, Facebook or Apple (iCloud)

account by tapping o G or °

Please enter your real name when creating an account. Your personal data is not

shared with anyone without your consent.

novoville

Name

Surname

email

password

REGISTER

By registering you agree with our Terms

00

Skip registration

Already have an account? Log in

2. Download on the
' App Store

GETITON
® Google Play



https://play.google.com/store/apps/details?id=com.novoville
https://apps.apple.com/gr/app/novoville/id836634305

Select your local authority

SELECT AUTHORITY

Q

SELECT AUTHORITY

Lets select your local Authority! Novoville
can do this automatically by using your
current location

Automatic selection

If you are physically in your local authority, the
app can access your location to select it
automatically.

If not, select it from the list.

Your location is stored to determine your address.

SELECT AUTOMATICALLY We do not track or store it.

SELECT MANUALLY FROM A LIST

Basildon

East Ayrshire

Edinburgh

Metropolitan Borough of Kirklees

Perth & Kinross

West Midlands

Selection from a list
Scroll through the local authorities listed and simply

select your authority.

You may have to switch countries first. The flag icon

allows you to do so.



Step 3

Join or Create your
virtual tenement -

Register your address, invite others to
join, and Fill up your virtual block.

To get started, you need to identify your block’s address and create a one-to-one picture of

your tenement.

On the Home page, tap on “Shared Repairs”. The app prompts you to create a “virtual

tenement”, or join an existing one.

It is not necessary for all owners to join the app. But the more people join, the simpler and

faster everything gets!

novoville

Have you received an invitation?

If someone has already created your tenement, they could have
sent you an invitation to join by SMS, email, or QR code. This
includes a 7-digit code with letters and numbers.

If you think you are the first person to use this app in your
tenement, or if you're not sure, select “Create New Tenement”.
Don't worry: if you register an address close-by to one we already
have on the system, we will match it and suggest that you join it
instead.

I'have an invitation code

Create New Tenement

Morningside Road EH10 4QP Edinburgh

florningside Road EH10 4QP Edinburgh

1/8 properties




Creating your tenement / block / stair

Food For U

° On the Home page (the one with a picture of your local area), tap on “Shared Repairs”. The
reate new tenement T9y=Sslore
novoville app will ask you if you have received an invitation code.
t. Columba's Hospice.
) N . If you haven't received a code, select “Create New Tenement”.

Have you received an invitation?

If has alread ted t t, th Id h, c i

T e A S SISy et et e ok ° Read and agree to the Lead Proprietor terms.

includes a 7-digit code with letters and numbers.

If you think you are the first person to use this app in your | o Go through the New Tenement creation process.
tenement, or if you're not sure, select “Create New Tenement"”. ]
Don't worry: if you register an address close-by to one we already

have on the system, we will match it and suggest that you join it - Use the real address of the tenement you are creating!

instead.

u If your tenement comprises multiple house numbers,
input all of them, e.g., “8, 10 & 12 Marchmont Avenue, EH..."

o Don’'t worry if you get the number of properties wrong, you can edit it

pside Road EH10 4QP Edinburgh

later.

Edit
° If you have received a code by SMS, email or QR code, select “I have a code”.

onfirm this address

Read and agree to the End-User Agreement. This takes you directly into the

correct virtual tenement!

If we find a close match with your address, we will suggest you to join that

Create New Tenement

tenement instead. Make sure to double check the addresses.




Create New Property

What is the number or letter identifying the property?

2F2

Do you want to give this property a name? (optional)

On what floor is this property?

Floor Number

What is your relationship to the property?

Owner-occupier or Landlord

Invite And Associate Someone To This
Property

Invite

Flat 2F2

People

Christiaan Kriegler

Flat 2F2

Owner-occupier or Landlord

Invite people

Link myself

Delete Flat

—+

&

«rs — Create the properties
/ Flats / shops

Once you've created the tenement, you need the properties (flats and any
shop).
If you joined an existing tenement, check if your property is already listed
(a previous app users could have pre-created it for you).
° If it is, associate yourself with it by clicking on “Link Myself”.
° Otherwise, create it and select your role in the flat.
o In order to vote and pay, you will have to identify yourself
as the “owner occupier or landlord” of a flat.
o If you are a shop owner, please also select “owner-occupier
or landlord”.
. Enter a number or letter to identify your property.
. Invite someone who lives with you to join the app, if they like. You

can do this in the “People living here” section.



Invite

205 Morningside Road EH10 4QP Edinburgh

Hi Jane, This is the app | was telling you about.

Invite Via

jane. king@aol.sharedrepairs

AND/OR

Alternatively, ask them to scan this QR code.

«rs — Invite other owner
via SMS, Email or QR code

After creating your flat, the app suggests that you invite one other person (other owner) into the
app. You may want to do this later, but the more people who join the app, the Faster and easier

everything will be down the line.

You don’t need to invite every owners involved in the repair to join the app. But it is better and

easier to do so for transparency, communication, and efficacy.

You have 2 options when trying to get people into your virtual tenement.

. Invite someone you know by sending them a code. There are 3 ways to do so: SMS, email

or QR code.

o The SMS and email invitation will send someone a code which will need to be

entered when the app (see page 7)
o The QR code imbeds a direct link to the app on the app stores, including which
tenement they have been invited to join.
° Share a general invitation link. Once people click on this link and follow the screens, they

will request to join your tenement. This will send you a notification. You will have to let

them in.



The Parties

Your Building

The big questions

The Process

This app (Read me first!)

Drop by the FAQ section

This has a lot of information to help you get over the line, and signposts you to

even more information when needed.

We recommend that you read the section called “This app” and “The Process"

first.

. If you're still lost and need more information, you should visit
www.underoneroof.scot

° The app will also link to key webpages on your council’s website.

10


http://www.underoneroof.scot

Step6 ——

Create a Repair

Once you've created the app's
properties, tap “new repair” to start

the process!

The First time you do this, the app will
take you through a 4 page tutorial.
Make sure to read everything. If you
need to view the tutorial again, tap on
the ‘i’ button at the top right.

Choose one of the typical repair
categories, or choose "New Repair" to

create a custom repair.

When you've issued a new repair or
maintenance report, the app sends a

notification about it to all owners.

Creating a repair doesn’t send it to
traders.

Create Options

y New Repair
¥ (Create Custom Repair)

Typical

Door Lock
(Maintenance)

Garden Maintenance
(Maintenance)

Gutter Cleaning
(Maintenance)

Pest Control
(Maintenance)

Roof Check
(Maintenance)

Stair Cleaning
(Maintenance)

Tree Surgery

Create new repair
Report Summary

Issue Name: Leak in Basement

Please check that the information you have inputted is
accurate to the best of your knowledge, and tap “Send".

This Report will then be shared with other members of the

virtual tenement.

Tuesday, 5th April 2022
oroblem Location
Inside

roblem Location 2
Basement

blem type 2

Internal walls or ceilings

Problem type 3
Plasterwork

If you're not sure about the
problem, just select “Other”

and say what you can.

After creating the report,
you can download a letter
summarising the issue to
send to owners, called a
“notification of defects”
letter. Scroll down to the
bottom of the Repair Details

screen to find it.

The letters are downloaded
to your mobile browser's
“Downloads” folder, and are
stored on your phone. You
can then send the on to
anyone as an attachment, or

print them to post them.

1



< Leak in Basement

The Process ®

Below are three sections which you need to complete. You can do them
in parallel.

Agree on Scheme Rules
Completed

Hire a Trader

Operating Account & Payment

Invite To Tenement

Invite people

You should invite all owners of a property in your tenement
into this app (whether they happen to be involved with this issue
or not).

This ensures your "virtual tenement" is ready to take on any issue,
and provides transparency for all.

Invite

Repair Details

Once you've created the issue, you arrive on the Report

Details screen. This is where all of the work is done.

“The Process” is divided into 3 streams You can start with
any one of them and continue with the rest later orin

parallel.

If you're not sure what to do, check out the Help section

(“The Process”) or contact us on srhelpdesk@novoville.com

or 0131 364 4545

Completing Scheme Rules is required before you can finish
the “Hire a Trusted Trader” stream. This is because you and
other owners in the app need to agree to the rules before a

vote can be taken.

12


mailto:srhelpdesk@novoville.com

Step7 —
Scheme Rules
& Declarations

All app user need to agree (by accepting the
Declaration) on the rules which govern this

repair or maintenance purchase.

You need to find the rules by looking into

your property’s Title Deeds.

The app’s Help Section will help you
understand what that is and where to look
(search for “Title Deeds”). Then, make sure you
correctly input the participants, apportionment

and majority required in “Scheme Rules”.

If there is only one app user, this is enough to

move forward.

Scheme rules

Let's figure out which rules apply to the issue you have reported.

1) Participants In The Scheme

The Scheme is the name given to the proprietors collectively
concerned with the repair or maintenance issue you have
reported. Who is a participant in this Scheme can be found out in
your Title Deeds. If your Title Deeds are silent or unworkable on
this point, the TMS applies.

Participants in the scheme

Add/Remove Participants To This Scheme:

Flat 1F1

Flat 1

Flat 2F2

Invite proprietors / Generate “notification of
defects” letter

2) Apportionment

The majority required is “more than”
the number you put in the box.

o If you are using the TMS's
simple majority, you should
enter 50%, not 49%: half of the
votes is not enough.

o If they say you need “at least”
60%, then put (more than) 59%.
This ensure that 6 out of 10
votes does count as a majority.

o If your Deeds say you need
“more than" 60%, put 60%.

Any change to the Scheme Rules means
the declaration must be accepted by all

app users again.

13



Edinburgh N
Step8 — g

“w

better business
partnership

[ ]
T Trusted Trader
H I re a ra d e r Fen & Koss Trusted Trader

You have 2 options when hiring traders for your repair/maintenance job < Hire a Trader

. Hire a trusted trader from your local authority’s trusted trader scheme. Traders (DEC“NE””

The app is prepopulated with your local authority’s trusted traders, so Q
w,
o

just select the trader you want and submit. Traders matched with your Most Suitable Traders

Please send your report to traders to start gathering quotes.

issue type will appear in “Most Suitable Traders". Ivite Tradere .
Y Ace Finish Decorators

When you invite a trader, they receive your report and a form on
which to quote. They should use this form to send their quote

° Hire another trader. You can hire any other trader by filling in the directly back into the app. *kkk k567

acefinishdecorators@gmail.com Read More
trader’s business name and email address, even if they are not part of

your local authority’s trusted trader scheme.

@)

Edinburgh Professional Decorating

%k %k k  5(16)
epdecorator@gmal.com Read More

You are free to select any trader from the list to invite them to quote on your

O

issue. To see more detail about them, tap on “read more”. U+ Lothian Decor Ltd

*hkkk 49(13)

Start by selecting up to 6 traders, and wait for them to get back to you before fthian.decor@grmailom Read More

selecting more. Traders will likely want to visit your property before quoting.




View Quotes

When a trader sends you a quote, you will receive a notification. Quotes can be viewed in

the “Hire a Trader” stream.

Traders all use the same form to send their quotes back into the app, helping you compare

how they responded.
The quote includes a full cost breakdown, including Novoville’s commission.

If the trader has included any attachments, you can find it here.
Vote

You can only start voting as soon as all app users have accepted the declaration.
There is one vote per property.

The app will ask you if you want to record the vote of any other person not in the app. If you

do, we suggest you keep evidence of their vote.

The repair owner/creator needs to close the vote when a majority has been achieved.

Quote Details

Quote Details

Fix Leak

Items

The individual pricing items are displayed as provided by the
trader ( VAT and commision exclusive ).

Plaster the leak £500.00

Record a vote

r your flat, or for another flat (on behalf of
ble to join the app)?

Vote for my flat

Vote for another




Achieve a Scheme Decision

Once you close the vote, if you have the majority you needed,

you've achieved a Scheme Decision!

Well done! This compels owners to carry out the works (unless
no appeal is made to the competent authority).

This also initiates a standstill period during which works

cannot start. The app will tell you when it’s over. Then, the

Scheme Decision is active.

The length of the standstill period depends on what you

have inputted in “Scheme Rules”.

A unanimous decision waives any standstill period. In this case,
the app has an in-built delay of 3 hours before the “Decision

Reached” section shows, and payment opens.

When it does, you will be presented with a Payment Notice in
app. If you've created digital account through the app, details

about what account to pay into will appear here.

Leak in Basement

205 Morningside Road Eh10 4Qp Edinburgh

The Process

Below are three sections which you need to complete.
You can do them in parallel.

Decision Reached
Completed

Agree on Scheme Rules
Completed

Hire a Trusted Trader
Completed

Bank Account & Payment
In Progress

Delete Repair

Create a Maintenance Account

Payment

®

Please pay your share of the total cost of the

repair into this account:

Payee Name:

Account Number:

Sort Code:

Your shares are:

Amount:

Reference:

Amount:

Reference:

Jane Doe
70336299

000000

Needs payment

£2,227.68

EPN4F2LN

\(Needs payment

£2,227.68

L2M7UQ3N




steps ——  Create an

account

To open an account for repairs and maintenance
for the whole tenement, you just need to sign up
to Modulr. Any app user can do it, but then they

take responsibility for authorising payments.

° Take time to read the information

screens and FAQ items.

° Your application is then processed by
Modulr. This includes “Know your

customer checks”.

° We may require you to provide
supplementary evidence during the

signup process. If so, we will email you.

° Opening an account take one to three

days on average.

Create an operating account

Modulr

This allows you to open a digital account for use by the whole
tenement. The account can be used to gather money, and pay
traders.

Once someone has opened the account, they will be solely
responsible for executing the payment(s) out to the trader. In
other words, they manage the account.

Please read the FAQ below and agree who should be creating and
managing the account on behalf of the tenement. This person can
then continue with the account creating process.

What is Modulr?

Why should | use Modulr?

More information about my account

This digital account is just like a bank account,
except it does not come from a bank, but an

e-money institution (AEMI).

AEMIs are regulated by the Financial Conduct
Authority (FCA), like any traditional high street

bank.

Why is Modulr better than your existing personal

account?

o) Transactions are separate

o Transaction history and balance are
viewable by all

o No banking fees

o Free to open and close

o 100% digital

17



Authorise a payment

Once your account is active, clicking on “Access

Account” in the Account & Payment stream takes

you to your account information screen. This

comprises:

° Account details (this the account you

and other owners need to pay into)
° Account balance
° Authorising a payment

° Past transactions

To pay the trader, select the amount due, add

Novoville's fee (typically 2% unless otherwise

stated) and tap on “Authorise”.

You're done!

Account Info

000000

Authorize Payment

Is the repair completed? Or have you
reached a payment milestone? If so please
select the amount you authorize payment
for.

Amount: £ 450.00

Will be paid to:

Trader Company Name:
Abdel Shields

Trader account number:
09271937

Trader sort code:

THORISE

Transaction History

There are currently no transactions for this
repair

You can authorise multiple payments to the
bank account which the trader specified.

You don't have to pay everything in one go.

After you have submitted a payment in or out,
the app will take a few minutes to reflect

your transaction.

The app's account will not show any
incomplete share or any payment sent with
the wrong reference code. If you are not
seeing a payment which you expect has

been received, please get in touch with us.

For any support query using your Modulr
account, please get in touch with us on

srhelpdesk@novoville.com or 0131 364 45 45

18
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PROFILE

S/

Paul Your profile page is automatically populated with the information you provided when you registered. If you

Profile

Viewing and editing your Novoville details

Green wish to add or change any information, you can do so by tapping on the relevant field.
novouser_980374

paul.green@mail.com

Mobile
Lendliie Legal information Don’t change your authority
Edlhburgh Click to see Terms and Privacy Policy Don’t change your “authority”... unless

dedicated to Novoville Shared Repairs you have another virtual tenement in a

€

N

different authority.

Mg



Thank you for using

* . . novoville

O
- *y, shared repairs

Q

Novoville Shared Repairs,
Unit 102, 12 South Bridge, EH1 1DD, Edinburgh

0131 364 4545 | srhelpdesk@novoville.com | sharedrepairs.novoville.com


mailto:srhelpdesk@novoville.com
https://sharedrepairs.novoville.com/

