
HOW TO CREATE A PORTAL
ACCOUNT STEP-BY-STEP GUIDE



1 You receive an email: this means your new case is
ready. You click the 'New User Sign Up' button and the
link will take you to the portal.



2 Click 'New User' to set up your new account. It is
important that you use the same email to which you
received the 'your new case is ready' email.



3 You will need to verify your account ownership. You
just need to go back to your emails, click the link and
choose a password.



4 Every time you log in, you get sent a 2 factor
authentication code (for security purposes). You'll find
this in your inbox. If you click 'remember this device'
you won't have to type that code again.



5 We are now logged in to the Minerva Client portal.
Important: if you're struggling to fill out any of the forms or
you don't know how to answer one of the questions, there are
little blue boxes that you can click in the form that can give
you some insight on how to answer. 

Your task list
It's the same process
for every single form.



6 Client Questionnaire 
The first thing you will see when you open up this form
is an information panel which will give you some
instructions on how to fill out this form. Then click
continue.



7 Please note: any questions you see with a red exclamation
mark are mandatory! You will not be able to submit the form if
you leave these questions blank.

So the first section is Martin Tolhurst Term of Business. You
click the link and this will take you to their website.

I have read and agree to
the terms of business.



8 The second section is about you - title, name, surname,
nationality, occupation. If this is a joint client, you would have
to fill in all the details on behalf of the second client as well.

The forms are very
dynamic, so depending
on what answer you
pick for a question it
will ask for more
questions as a result.



9 Additional ID information: Martin Tolhurst asks you to upload
two different items from the list you see here. You click
'Upload Now' and you'll be able to drag and drop your files into
the box, or select the documents from your computer.

At the end you will
see the message
'Two documents

have been uploaded' 



10 Wills - Martin Tolhurst offer new clients a 10% reduction on
their normal will fees. If you would like to be contacted
regarding a will, click 'Yes'.



11 Almost done - Declaration: to ensure everything you said is
true and accurate. Once you click next, a summary document
will be produced.



12 You can download the form and save it if you wish. And then
you simply go 'Finish' and the Client Questionnaire will
disappear from your task list. 
You can always press the three dots on the right hand corner
and show all your completed tasks.



This is a demonstration on how the Minerva client portal
works. 

Now that you have completed your client questionnaire,
you will be asked to perform an ID check. You would
receive this notification via email.

Any questions you may have about how to use this
client portal, please feel free to get in touch.

Thank you.
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