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DOCUMENT HISTORY 
 

Author Ara Martirossian Document How to enter the guarantee details via the web site v1.docx 

 

Version Dated Comments Requests Addressed 

1.0 29/11/10 Initial Draft  Initial methodology 

2.0 29/11/10 Flow chart added Process flow chart added 

    

    

    

    

    

    

    

 
Company Name : REIGA 

Address  : 66 Victoria Road, Burgess Hill, West Sussex, RH15 9LH 

Telephone No. :  0845 3902390 

E-mail   : admin@reiga.org.uk 

Website  : http://www.reiga.org.uk  
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NOTICE TO USERS 
Our products are subject to continuous development, and therefore the material contained in this document might differ slightly from the 

software it describes. To keep you informed of changes, it is our policy to issue periodic revision packages and bulletins to supplement 

this guide. 

Revision History 
Please see details above for revision history. 

Disclaimer of Warranty and Liability 
No representations or warranties, expressly or implicitly, of any kind are made by or with respect to anything in this document. By way of 

example, but not limitation, no representations or warranties of merchantability or fitness for any purpose are made by or with respect to 

anything in this document. 

 

In no event shall REIGA be liable for any incidental, indirect, special or consequential damages out of or related to this document or any 

use thereof, even if REIGA has been advised, knew or should have known of the possibility of such damages. REIGA shall not be held to 

any liability with respect to any claim on account of, or arising from, the document or any use thereof. 

 

Copyright © 2010 REIGA. All rights reserved. 

No part of this document may be copied, photocopied, reproduced, transmitted, transcribed, stored in a retrieval system or translated into 

any language or computer language, in any form or by any means, electronic, machine-readable, mechanical, magnetic, optical, chemical, 

manual or otherwise, without prior consent in writing from REIGA. 
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How to enter the guarantee details via the web site 

Go to the web site 

  

Please go to http://www.reiga.org.uk  

 

 

  

http://www.reiga.org.uk/


 

How to enter the guarantee details via the web site v2.docx    Page 6 

 

Click on MEMBER LOGIN 

  

Please click on MEMBER LOGIN at top right of the web site 
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Enter EMAIL and Password 

  

Please enter your EMAIL and PASSWORD  
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Click on CONTRACT ENTRY FORM HERE 

  

Please click on the CONTRACT ENTRY FORM HERE link to start entering guarantee data  
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Enter GUARANTEE details 

  

Please enter the guarantee details per the GUARANTEE PAD 

 

NOTE :  

 During December 2010, please enter the GUARANTEE number as 

YYYYMMDDHHMM e.g. 201011300820. From 1/1/11, please enter the guarantee 

number on the GUARANTEE PAD 

 The ‘Date Of Installation’ will be shown in MM/DD/YYYY format after using the 

graphical calendar as designed and should not be changed 
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Use OTHER if the equipment is not listed 

 

 
 

DOUBLE CHECK the data as this is what will appear on the PDF guarantee.  

 

SUBMIT GUARANTEE DETAILS 
 

When ready, complete the captcha box and click SUBMIT GUARANTEE DETAILS 
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Enter more GUARANTEE details or SIGNOUT 

  

Now you can either enter more guarantee details or SIGNOUT 

 

 
 

The data will be picked up during the next consolidation run and a PDF will be generated 

and emailed back to you along with the appropriate invoice. 
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How to change your password 

  

Click on EDIT on your home page 
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Process Flow chart 
 

Complete GUARANTEE PAD  Top copy : REIGA 

 Second copy : Occupier 

 Third copy : installer 

Enter data via web site 

 

PDF (guarantee, insurance policy, invoice) generated by REIGA at next 

consolidation run 

 

PDF emailed to installer  

Installer will print and pass on to property owner with other relevant 

documentation 

 

 


