
Step by Step Guide

1 Setting up your account

You will receive an email link as above, from your 
sales representative.

Click ‘Choose password’  
Once created, you will receive an email saying  

your password has been set.

2 Login Screen

You can now log onto the system by clicking  
https://eka.utdgroup.com/

Enter your User Name and Password details onto 
the log on screen.

3 New Quote Tab
If you hover over the ‘New 
Quote’ tab, you will see a 
drop down of all the different 
quotes you can access on the 
eConveyancer system.
• Buy a House
• Buy and Sell a House
• Sell a House
• Buy to Let Purchase
• Limited Company BTL Purchase
• Let to Buy
• Transfer of Equity
• Remortgage
• Cashback Remortgage
• Limited Company BTL Remortgage
• Fixed Fee Remortgage
• Will 
• Survey



 

4 New Quote Tab The quote screen will look the same 
across all case types, relevant 
questions are asked based on the 
case type.

Select a language preference if your 
clients would prefer communication 
in a language other than english.

When quoting for England you DO 
NOT need to enter an address, you 
can proceed leaving this blank.

You MUST enter a postcode for 
Wales, otherwise it will pull through 
the incorrect stamp duty.

You do NOT need to select a lender 
on any case types except cashback 
remortgages.

N.B. Adding in a lender will pull through 
the solicitors on that lenders panel.

You can select this to allow JMI to 
contact your clients to assist them in 
switching their suppliers.

5 Quoting and the DigitalMove pop up screen

After the client details have been 
entered press ‘View Quotes’.

A DigitalMove pop up will 
appear explaining the benefits of 
using this. Click ‘Continue’.

(This is optional)

6 Quoting

The screen now shows a full 
selection of solicitors that are 
not ON HOLD at the time the 
information has been entered. 

Use the ‘Sort by’ option to 
rearrange quotes based on 
Rating, Distance, Price and A-Z.

Click ‘Change Quote Criteria’  
to edit the information entered.



 

9 Confirm Customer Details

Once you have clicked the 
instruct now button you will 
see the ‘Confirm Client Details’ 
screen.

N.B. You will need to enter D.O.B. for  
Limited Company Buy to Let.

Click ‘Next’.

7 Quoting

Select your chosen solicitor firm, 
you will then see the screen shot 
opposite which shows you  
the quote.

You can PDF, PRINT and EMAIL 
the quote by selecting one of the 
icons here.

8 Quoting

Click the ‘Calculator’ icon to 
adjust COMMISSION. 

You will see a Commission pop 
up appear where you can edit the 
details.

If you are happy with the quote 
press the ‘Instruct Now’ button.



 

10 Confirm Conveyancing Quote

After you have clicked Next, 
you will see the Confirm 
Conveyancing Quote screen.

For Purchase and Remortgage, 
confirm the address.

If no address is available, select 
‘purchase address is not known’.

Click ‘Next’.

11 Confirm Instruction
The DigitalMove tick box can 
be unchecked if a client chooses 
not to have a digital experience 
but would rather receive their 
documents through the post.

Please provide any notes that 
you deem important for the 
solicitor to be made aware of.

After you have clicked Next, you 
will see the Confirm Instruction 
screen.

Make sure you select the tick box 
at the bottom.

Then click ‘Instruct’.


