
How To Guide

Pretor Group

For

Clearance Capture
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The Acknowledgment of 
Rules document 
attachment to be read, 
filled and signed by the 
purchaser

The link that opens the 
clearance capture screen 
on the Pretor Group 
application

1. Initial E-mail to the Attorney

i

i

3



2. The clearance capture landing page from clicking the link in the e-mail sent to the attorney.
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Select the type of Entity that is purchasing the 
unit.

Document(s) that are required for the currently 
selected type of clearance.

NB: By selecting a Legal 
Entity, you will be 
required to capture 
more details as well as 
upload an additional 
document

1. i

i

3. Capturing the Purchase Information
A. Selecting the Type of Entity
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Select the type of 

purchase.
1. 

3. Capturing the Purchase Information
B. Selecting the Type of Purchaser
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Select the Filled out and signed Acknowledgment of 
Rules document by the purchaser.

1. 

2. 

Click the button to upload the 
Acknowledgment of Rules.

3. 

Click the button to upload the Proof of 
Payment (Admin Fees) – Similar to Steps 1-2. 

NB: This document is not required.

3. Capturing the Purchase Information
C. Uploading documents
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After uploading a document, It will be listed here.i

3. Capturing the Purchase Information
D. Reviewing documents
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Click this button to add a Purchaser’s Information.1. 

4. Adding a purchaser
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Purchaser to fill out the details or the attorney can fill 
it out on behalf of the purchaser provided they’ve 
been given the authority to do so by the purchaser.

NB: only the fields with a red star (*) are required.

Document(s) that are required for the 
purchaser.

1. 

2. 
Click the save button to save 
the purchaser details.

i

5. Filling out purchaser’s details
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Browse and select the I.D or Passport document of the 
purchaser.

1. 

2. 

Click the button to upload the ID 
Document or Passport of the purchaser.

3. 
Click the button to upload the Proof 
of Residence – Similar to Steps 1-2. 

Click this button to add another purchaser and follow the previous steps if 
It’s a joint purchase.i

6. Uploading purchaser’s supporting documents
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Click the Delete button to delete the Proof 
of Residence.

Click the Delete button to delete the purchaser.

Click the Delete button to delete the I.D Document.

i

i

i

7. Deleting Purchaser’s details and supporting documents
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Check the button to confirm that the purchaser agrees to 
abide by the provided building rules.1. 

2. Check the Submit button to complete and 
submit clearance

8. Submitting the clearance capture

13

Click here to view the 
building rulesi



9. Outstanding documents e-mail

The attorney/purchaser will receive this email 
if one or more of their documents were 
rejected

i
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If any of the uploaded documents get rejected, they’ll be listed under the 
Rejected Documents section

You will be able to re-upload all rejected documents.1. 

10. Outstanding documents page

i
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11. Successful clearance capture e-mail

The purchaser will get this email if 
all information and supporting 
documents were valid and 
approved.

i
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The building rules will also be 
attached to this e-mail.

i


