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The link to your legal register tool can be found on the home page, under Key Reference 

Content, or in the drop-down menu under your login name in the top right-hand corner of 

the screen.

Creating a legal register

To create a legal register, click on the “Create new legal register” button at the bottom of 

the page.
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Here you will be asked to name your legal register.

Choose which jurisdictions apply to the organisation covered by the legal register.

Select relevant subject areas from the drop-down list. You can have a different legal 

register for each area or include all those that apply in the same legal register.

Once you have made your selections (you will be able to edit these choices later), click on 

the “Create” button.
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Your newly-created legal register will now display a list of suggested legislation on its  

front page.

Managing the legislation

To see a summary of the legislation and its key requirements, click on the link in the 

legislation’s title.
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You build your customised legal register by deciding whether each piece of suggested 

legislation applies to your organisation.
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This will take you to the Legislation Tracker entry on the product. 

There is a link at the bottom of each legislation summary to the full, published text of the 

legislation on www.legislation.gov.uk in case you need more information or want to see 

how the original legislation has been amended.

If you decide that particular piece of legislation is not applicable to your organisation, 

select the “Not applicable” button next to it. This files it in the “Not applicable” tab of your 

legal register so that you have a record, if you ever need it, of the legislation you have 

considered and rejected.
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If you think that the item of legislation is or may be relevant to your activities, press the 

green “Add” button. 
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This brings up a form where you give the item of legislation a status, and where you can 

add notes and action points that will appear in your legal register.

You must add a status (the other fields are optional) to indicate whether your organisation 

is already compliant with the legislation or has more work to do.

If you would just like to add the legislation for now and consider the details later, choose 

“Pending Review” from the drop-down menu. You do not need to add notes on Application 

to the organisation or Controls if you don’t want to.

Once you have filled in the form, click “Add to legal register”. This will move the legislation entry 

from the front page of suggested legislation into one of the folders of your legal register. 

NOTE: Only legislation that is in your folders will download into your legal register 
spreadsheet. Suggested legislation is not considered to be part of your legal register.

If you have a large list of suggested legislation and would like to add it all to the Pending 

Review folder in one click for later consideration, use the link that says “Add all suggested 

legislation to Pending Review”. 
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Once you have allocated the legislation to your folders, you just need to click on the tabs 

across the top of the legal register tool to see the legislation in each one.

Managing your legal register folders

You can always add and edit notes or change the status of the piece of legislation by using 

the “Manage” buttons.
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Your legal registers will be displayed as tiles on your Legal Registers page.

3

Again, simply click “Manage” to go into a specific legal 

register. The whole legal register can be deleted from this 

page, too.
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The suggested legislation in each subject area is necessarily very general and you may wish 

to add in additional legislation relevant to your work activities.

Use the search box at the top of the page to search for legislation.

Adding legislation to your legal register

Then filter your results to legislation tracker entries using the checkboxes on the left of the 

results screen. 

Note: this will bring up consultations as well as legislation entries
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Click on the title of the legislation tracker in which you are interested.

If the item is relevant to your organisation, you can add it to your legal register by using 

the “Add to legal register” link at the top of the content.

This will bring up the usual form, which also allows you to select which legal register you 

want the legislation to go into.

43



11

If at any stage you would like to change the name of your legal register or change the 

parameters of the suggested legislation by:

 ■ Changing the jurisdictions 

 ■ Adding or removing some subject areas

Select the “Edit” option from the top right of your legal register. 

Editing your legal register
1
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You can print your legal register as a Word document by selecting the print icon at the top 

of the legal register.

Printing your legal register 
1

The document will look like this:
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As a CSV file, the downloaded information is unformatted, allowing you to format and 

customise as best suits you. We recommend that you rename and save it as an Excel 

spreadsheet immediately.

Downloading your legal register
1

As a CSV file, the downloaded information is unformatted, allowing you to format and 

customise as best suits you. We recommend that you rename and save it as an Excel 

document immediately.
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Note: you can use the spreadsheet to manage and track your legal register but be aware that 
any changes you make direct to the spreadsheet will not be saved in the legal register tool.
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You can share your legal register with another person who has their own log in to a 

product with the legal register functionality.

Click on the arrow next to the title of the legal register.

Sharing your legal register
1

This brings up a dialogue box where you can enter an email address and choose whether 

they should be able to “view” or “view and edit” the legal register. Both options allow the 

receiver to download and print the legal register, but “view and edit” allows them to add/

remove jurisdictions and add/remove subject areas.  These changes then appear on the 

sharer’s version of the legal register too.
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However, the person who receives the legal register does not have an “add” or “not 

applicable” button on each piece of legislation and cannot therefore move legislation 

between tabs, for example from “pending review” to “partially compliant” or add notes.

If the sharer makes changes, such as moving legislation between tabs, these changes 

appear on the receiver’s version if they refresh the page.



15 July 2022

Croner-i, Floor 17, 240 Blackfriars Road, London SE1 8NW

 

 © 2022 Croner-i is authorised and regulated by the Financial Conduct Authority in respect of Insurance 

Mediation Services, Financial Services Register no.951415


