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Introduction 
 
Toolbox now has the functionality to submit conveyance instructions to a panel of 
Conveyancers.  
 
Through integration with a Conveyancing portal you will be able to complete an 
instruction form, submit this to your chosen Conveyancer, then track the status of the 
conveyance in Toolbox as it is automatically updated. 
 
 

Creating a Conveyance Instruction  
 

• Click onto the Client tab and search for your client. 
 

• Click onto the view button next to your client in the ‘Client Results’ table. 
 

• Click onto ‘Create/View Sales’ in the left hand menu and create a sales workflow 
if one has not already been created. 

 

• If a sales workflow has already been created select the view button next to the 
workflow in the ‘Existing Sales Workflows’ table. 

 

• You will see that the extra options in the left hand menu have become available. 
 

• Select ‘Create Policies’ from the left hand menu. 
 

 
 

• In the ‘Create New Policy’ table choose ‘Add New Conveyance Instruction’ 
from the drop down list.  

 

• Click on the create button. 



 

• At the next screen select your chosen Conveyancer and instruction type 
using the drop down lists. Instruction types available include Sale, Purchase 
and Remortgage 

 

 
 

• Click on the search button. 
 

• Toolbox will then display the matching product. 
 

 
 

• Click on the select button. This will then display the Instruction form.  
 

N.B. The fields on the Instruction form will vary slightly dependent on the 
instruction type chosen. The example given on the next page is for a sale. 

 
Some of the fields that appear on all instruction forms will already be 
populated including: Conveyancer, Product, Date entered, Branch, Client and 
Partner if applicable. 



 
• Complete the instruction form and click on the save button. 



 

• Upon saving this will have created a conveyance policy in Toolbox, with the 
status ‘Saved.’  

 

 
 

• Whilst the conveyance instruction is saved you can return to the instruction 
form and edit any of the details before submitting to the Conveyancer. 
 

 
 
 

• You can cancel the instruction at this point by selecting the ‘Cancel 
Instruction’ button.  This will set the policy status to ‘Aborted’ 

 
N.B. Aborted instructions cancelled prior to submitting can later be re-instated 

 

• However if you are ready to submit the instruction to the Conveyancer 
choose the ‘Submit Instruction’ button 

 

• The policy status will change to ‘Submitted’ and the edit and cancel options 
will no longer be available. 

 
 

 
 
 

• Once submitted the instruction will be sent to a Conveyancing portal where it 
will get panelled to the chosen Conveyancer. The Conveyancer then has the 
choice to accept or reject the instruction and the policy status will be updated 
accordingly. 



 
Conveyance Statuses  

 
• A conveyance will have a status of ‘Saved’ until it has been submitted to the 

Conveyancer. 
 

• Before submitting you can cancel an instruction on Toolbox using the ‘Cancel 
Instruction’ button. This will set the policy status to ‘Aborted’  
 
It will be possible to reinstate the instruction if required by using the ‘Reinstate’ 
button. 

 
• Once submitted the conveyance will stay with the status ‘Submitted’ until this is 

accepted or rejected by the Conveyancer. 
 

• If the conveyance is rejected the policy status will be changed to ‘Rejected.’ You 
will also be notified via an alert on your homepage. 

 

 
 

 
Once rejected you will not be able to take any further action on the instruction. If 
you wish to submit again to a different Conveyancer you will need to complete a 
new instruction form. 

 

• If the conveyance is accepted the policy status will change to ‘Accepted’ and the 
policy number, assigned by the Conveyancer, will then display in Toolbox. 

 

 
 

• Once an update is received to say the conveyance has completed, the policy 
status will be changed to ‘Completed’. No further action can be taken. 

 

 
 

 

• If an instruction is cancelled after submitting to the Conveyancer you will not be 
able to cancel this through Toolbox. The Conveyancer will need to be notified of 
the cancellation and in turn the update will be received from them. Once received 
the policy status will show as ‘Cancelled’ and an alert will appear on your 
homepage. 

 



Searching for a Conveyance 
 

• Searching for a Conveyance will work in the same way as for other policies on 
Toolbox. 

 

• Click onto the policy tab 
 
 
 

 
 

• Choose ‘Search/Add’ from the left hand menu 
 

• Select ‘Conveyances’ from the Product Category drop down list 
 

 
 

• Enter your other search criteria 
 

• Click Search. 
 



• This will display the matching conveyances is the ‘Policy Results –Conveyance’ 
table. 

 

 
 

• Click on the view button next to the desired conveyance. 
 

• The conveyance details will be displayed. 
 
 

Conveyance Tracking 
 

• Once the Conveyancer has accepted an instruction a sales tracking list will be 
created. 

 

• To view the sales tracking list for a desired conveyance firstly follow the steps 
from the previous section, ‘Searching for a Conveyance.’ 

 

• Next, select ‘This Policy Sales Tracking’ from the left hand menu. 
 

 
 
 

• This will display the Sales Tracking list. 
 
N.B. The stage names will vary for the three different instruction types. The 
example below shows the stages for a sale. 

 
 



 
 
N.B Conveyance sales tracking varies from other policy sales tracking in Toolbox 
as the stages are updated automatically as the Conveyancer completes them.  

 

 
You will not have the option to mark a stage as complete yourself, similarly you 
will not be able to re-order or add additional stages. You will however be able to 
add notes and attachments to each stage and assign review details. 



Conveyance Tracking Administration  
 

• Conveyance Sales Tracking Administration will be available on the Policy tab. 
 

 
 

 
 

• Search for your conveyances using the different filters. 
 

• Use the view button in the ‘Conveyances’ table to display the tracking list. 
 
 
 

 
 
 


