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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

e C(Click onto the Client tab and search for your client.
e Click onto the view button next to your client in the ‘Client Results’ table.

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

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

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

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

Policies Create New Policy
Letter Generation Include Existing Policy : INone fusilable vI
Diary /Tasks

Add Mew Conveyance

Create /Wiew Sales
Issue IDD

Fact Find

Personal Details Policies

Policy Number Start Date Provider Name Policy Type idy Name Advisor Action

Product Specific
Duestions

Fact Find Surmm,
Get Quotation

Compliance
Suminmiary

There are no rows to display,

Compliance
Checklist

Create Policies

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

e (Click on the create button.



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

Policy Number: Provider: Product:
Created By: Policy Holder: Convevance Tester Sale Status:

Conveyancer Search

Select Conveyancer

Instruction Type

(<cancer | search >4

e C(Click on the search button.

e Toolbox will then display the matching product.

Policy Number: Provider: Product:
Created By: Policy Holder: Convevance Tester Sale Status:

Conveyancer Search

Selact Conveyancer I Mckeaags ;I
Instruction Type I Sale - I

(< cance oo >

Select Product

Nanwe Provider Start Date Expiry Date LCategory
Mckeags Conveyance - Sale Mckeags 19/07/2007 Conveyancing

e C(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.



Source Details

MeckKeags

ISa-.'ed "’I
 view i Edit]

Conveyancer: Product * :

Policy Status :

Sales Workflow : Date Entered :

Adwisor : Advisor Reference :
Branch : Cummy Branch

Self * Convevance Tester

partner e

Expected Gross Ij_DD ¥iew Client Fees:

Commission Anvount @

Policy Mo (if known] :

McKeags Conveyance - Sale

Zef07/ 2007

Jrefiza

Click Here

Sale Details

Sale Address
Address1: I
Address2 : |High street
City IKanle
County : IWest Midlands
Country : Im
Postcode : | EE

IFreehc\Id "I

Property Tenure :

If leasehold, number of years remaining : I

Estate Agent Handling the Sale

Estate Agent: Contact Mame :

IEstate Agents

Address1: I Reference :

Address2 : IHigh Straet Telephone Number :

City : IKanle E-mail Address :

County : IWest Midlardsz Select From Address
Bool:

Country : IUK

Postcode : |593 oLL

ITed

IreF

Jo1z3 456 7850

Existing Mortgage Details

Selling Price * : |2}‘5|j|:||:|

Mortgage To Be Repaid :

IYes 'I

Existing Lender :

Existing Lender

Jooiz 345 6789
Telephone :

Existing Morbgage Loan

|20000
Amount :

I j"

Second Charge :

5C Lender Hame :

5C Lender Telephone

I 5C Lender Account
Number :

Number :

5%C Mortgage Loan I

Amount : to the Loan :

e Complete the instruction form and click on the save button./v

IBarcIa!,'s Bank ;I
Account Number : |a,.4c|:u:|c|01122

Brolker Fee to be added to |3|:||:||:|

the Loan :

5C Broker Fee to be added I

Save P



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

Policy Status : I Saved I

b

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

Mortgage Details

Salling Price * : 275000.00 Mortgage To Be Repaid : IYes - I

Existing Lender : I Barclayz Bank ;I
Existing Lender 0012 345 67589 Account Number : afc00001122

Telephone :

Existing Mortgage Loan | S0080.00 Broker Fee to be added to | 000,00

Amount : the Loan :

Second Charge : Ma =

5C Lender Name : ;I
5C Lender Telephone SC Lender Account

Number : Mumber :

5C Mortgage Loan 0.00 SC Broker Fee to be added | 0.00

Amount : to the Loan :

Cancel Instruction Submit Instruction

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-ingtated

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. l

Policy Status : ISubmitted "I

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.



Convevyance Statuses

e 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 ‘C
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.

Policy Status : I F.ejected b I

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.

Policy Status : Iﬁu:cepted vI Policy Mo (ifknown) : | 02B20039/1

e 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.

Policy Status : Corpleted [+

e |f 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

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

e Click onto the policy tab

Search / Add

Policy Sales
Tracking
Administration

Tracking
Administration

Policy Number: Provider: Product:
Created By: Policy Holder: Sale Status:

Product Category I -- Pleasze Select -- ;I
PMI Sales Tracking!

Administration Policy Number I

E #& C Policy Sales
Tracking Client Sumame I

Administration

Advisor Sumame I
Lonveyance Sales

Tracking
Administration Postcode I
First line of Address I

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

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

Product Category I Condeyances ;I

Policy Number IDZBZDDS?.I":L

Client Surname I

Advisor Surmame I

Postcode I

First line of Address I

e Enter your other search criteria

e Click Search.



e This will display the matching conveyances is the ‘Policy Results -Conveyance’
table.

Policy Results - Conveyance

Date Policy Conveyancer Instruchon
Created Mumber Name Type Status Advisor Client
Totally advisor, Tester,
24/07/2007 |0zB20033/1 | MR8 L | Purchase Completed | & iy =

e (Click on the view button next to the desired conveyance.

e The conveyance details will be displayed.

Convevance Tracking

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

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

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

Search / Add

LConveyancing
Policy

Letter Generation

This Policy Sales
Tracking

Policy Sales
Tracking
Administration

Mortgage Sales
Tracking
Administration

PMI Sales Tracking
Administration

Address Bool:

B & C Policy Sales
Tracking
Administration

Conveyance Sales
Tracking
Administration

e 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.



Policy Number:

Provider:
Mckeags

- Szale

View All Motes

Policy Holder;SonvYeyance
Tester
Product: McKeags Conveyance

Created By: advisoral

Sale Status: [nstruction subrnitted to soncitor

Compliance Summary

Sales Tracking

10

11

Stage

: -
=

Instruction accepted by
solicitor

Engagement letter and
guotation sent to client

Client agreernent returned to
zalicitar

Title Deeds Reguested

Title deeds received and
confirmed

Contract sent to purchaser's
solicitor

Contrack signed

Cornpletion date agreed

Contracks exchanged

Cornpletion

Mext Review Date I =

Attachments | Status

IInc-:-ranete vI
IIncompIete vI

For Rewview
By |

=l

Last Last Order
Updated Updated
Date By

z0/07/2007 |Toolbox

Add Newr Task

N.B Conveyance sales tracking varies from other policy sales tracking in Toolbox

as the stages are updated automatically as the Conveyanc

r completes them.

Sales Tracking

e Client agreement returned ta

zolicitor

Attachments | Status

Last Last Order
Updated Updated

Date By

2070772007 Noolbox

20/07/ 2007 | =-i

200772007 | x-it

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.



Convevance Tracking Administration

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

Search / Add Sales Tracking Administration

Conveyancing
Policy Filter Sales Tracking List
Letter Generation Shoy Lists With Branch User Of All -

This Policy Sales
Tracking Shbw Lists With Provider OF [an =l

fhow Lists With Create Dates From I = | To

Policy Sales
Tracking
Administration

Mortgage Sales
Tracking
Admiinistration

PMI Sales Tracking
Administration

T
thow Lists With Next Review Date From I | To I_

o

r

Show Only Overdue

Conveyance Status All - Liste

Address Book Show Iol;:,r Conveyances with all stages r Search P
B & € Policy Sales =0
i
Administration DT
Conveyance Sal Policy Number 2 Provider Client Create Date. view By o yiay

= Status Date
Tracking — —
Administration e Conveyance

02820039/1 Accepted | McKeags i © | z3r07i2007 [ view |

e Search for your conveyances using the different filters.

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



