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1. Introduction

The Workflow/Office module allows you to be automatically and instantly informed
that a sales process has been imported from Workbench and track your cases right
up until completion. You can filter by administrator, advisor, lender etc. to see
reviews and tasks which need completing across a number of cases. This tool
allows you to centrally manage pipeling, across a number of advisors, through the
tasks set against each of your cases and policy records at a pipeline status. All of
the above is achieved through using the ‘Admin Pipeline’ and/or ‘Tasks' section of
the system.

2. Getting Started

Begin by double clicking on the Office Icon which should be located on your
Desktop.

Your login page should now open, allowing you to enter your credentials. Once you
enter your Username and Password, the Office landing page will now open as per
below:

[ admin Pipeline (207 Ttems) []| x

Case Details

CaselD: 0002633641

Advisor: Dhaneer Popat

Client: Mr 350 Portal (14-1ul-92)

Sale Event Details

Primary Advisor: Dhaneer Popat

Drag 2 calumn header

Administrator: Tara Bird

RagStatus | CaseID nt Name | Advisor DueDate | Created Date | Policy St.. & |Provider Rezson Solicitor

oot rord— Ohnee 7| ahoedso o GrseCon.| ayparnie |zt | sceed —over e e s - | ([RGME LR

=] 2609149 Walker Dhaneer P... | Advised Sale  Website Chase Solic... 25/01/2018  24/01/2018  AppSubmit... Natonwide — Chase......  NoSolicitor

@ 3527957 MAB Dhaneer P... 'Advised Sale Introducer  Chase Mort.. 25/11/2019  11/11/2019  App Submit... Natwest Jewowof Na Solicitor F‘d“ﬂ Details

@ 3527957 MAB Dhaneer P... Advised Sale Introducer  ChaseMort.. 25/11/2018  11/11/2019  AppSubmit.. Natwest fiwerfowofi  No Solicitor @, 19 Sutherland street.£2 105
&) 4117903 Beauty Dhaneer P... AdvisedSale Introducer  Chaselender 17/08/2020  15/06/2020  App Submit... Clydesdale... Generated... No Solictor - Platform, Completed

=) 3125838 Testltest  DhaneerP... AdvisedSale Website Chase Prov... 11/12/2018  06/12/2018  App Submit... HSBC CHASING H... No Solicitor . Buildings Only

@ 2453558 Mortgsges  DhaneerP... Advised Sale Introducer  Chase Advi.. 23/05/2018  06/02/2018  AppSubmit... Natonwide  fscififojaj... Mo Solictor ¥ Other, Accepted

@ 3501143 Stoddard  TaraBird Advised Sale  Introducer  Chaselender 26/09/2019  25/09/201%  App Submit.. Bardays Erure surv... Mo Solicitor Outstanding Tasks

(=] 3129945 TestDemo  TaraBird Advised Sale  Mortgage... ChaseProv... 12f12/2018  10/12/2018  AppSubmit.. MetroBank  Ensuresur.. OWNeil Patient
=) 2261195 Wels Tara Bird Advised Sale | Introducer  Chase Prov... 20/04/2018  16/04/2018  App Submit.. Nationwide  Ensuresur.. Mo Solicitor "=’ Due Date:23Feb-15

@ 3152116 Bacon Dhaneer P... Advised Sale Introducer  ReviewNe.. 09/01/2013  09/01/2019  App Submit... HSBC Reviewne...  O'Neil Patient Reminder: Not Set

@ 2606207 Baxter Tara Bird Advised Sale  Platinum (S... Chase Prov... 25/10/2018  23/10/2018  App Submit.. MetroBank  Ensuresur... OWNeil Patient

o 3979613 Wressel David Wres... Advised Sale Chase Com... 03/07/2020 29/06/2020  Complete -... Nationwide  Chase Mort... ONeil Patient

=) 2644942 Jones Tara Bird AdvisedSale | Introducer  Chase Prov... 23/03/2018  15/03/2018  MortOffer  Natonwide  Chaseoffer Mo Solicitor

o 2625535 Appleton Tara Bird Advised Sale | Introducer  ChaseProv.. 26/02/2018  22/02/2018  MortOffer  Natonwide  Ensuresur. Mo Solicitor

@ 2207318 Bloggs Tara Bird Advised Sale | Annual Rev... ChaseProv... 12/01/2018  11/04/2018  Multiple Pro... Multiple Pro... Ensurelife... Multiple Prod...

The Workflow function can now be opened under the ‘Tools' tab in Office and
selecting '‘Admin Pipeline’. The new view for this is a mandatory view but will allow
for much more extensive visibility of the outstanding work that needs to be done,
including client details, sale details, product details and an outstanding tasks
overview screen.

The majority of the entries in this overview section can be selected which will direct
you to that area of the relevant case record. This will look like the below.
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The first dropdown you will see is ‘Show'. This is split into two parts, ‘Sales’ and
‘Tasks'. Further filters can be created by using the ‘Filter Option’ under ‘Show', and
you will get the options to select ‘Show Outstanding Tasks (No Filter)’, ‘Filter b
Administrator/Advisor/Servicing Advisor/Task Type/Task Assignment’. If one
starting with ‘Filter’ is selected, the Values box underneath will open allowing you
to further filter the Tasks or Sales in scope. You can also add Additional Filters by
selecting ‘Edit’ in the screenshot below, and filtering on Product Type, Provider,
Solicitor, Introducer, Task Date and Lead Source.

21 Sales
i i Bpeine Sorieg = - SAES This will show you all records which holds
ISR | Life Insurances | Bulding & Contents | Income Protection | Pensions | Investments | . . . .
e e a policy record at a Pipeline Policy Status
7] App Submitted
| e stndng s | e.g. ‘In Progress', ‘App Submitted’ or ‘On
"] Completed . . . .
7 Edunaed | Hold'. The Sales which appear within this
| MMAD . .
Gt area are driven by the policy status and
W - Client Not Proceeding
= e the Filters selected. Please note that you

=] NPW - Other
¥] On Hold

M | can decide which policy statuses should
= |~

_ be reported within Admin Pipeline Cases

by entering Office, Maintenance, General and Admin Pipeline Settings. Those
statuses ticked will then result in policy records with a matching policy status
appearing against the Administrator/Case Owner in Admin Pipeline Cases.

2.2 Tasks

This will show you all the records where a Tasks has been added, but not yet
completed.

2.21 Creating A Task
To add a task to your Admin pipeline:

Open the relevant case record and click onto the ‘Vanilla’ sale event folder.

— Dhan's Estate Agent=
T Advised Salke (11/01/2018)
_ 1 Stelle Way. LE3 8HN
2 Nationwide, App Submitted
#—+ DTA(Mr Karis RAMJEE)

w’ Zunich, In Prograss
sz ASU (Mr Karis RAMJEE)

& Aviva, In Progress
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[ EventDetals | fotes [RPRY Docunents | Conmisson &Payment | select the Tasks

Workflow - Current Tasks tab and click ‘Add’.
ﬁ = ﬂ Add o | Edit | |Deactivate| | Complete |
'Deactiva... Description Created By | Created ... | Due Date Reminder? |

R [RevewtenCase e ... 100 1pija0s | @

You will be presented with this window:

Add New Task

Add New Task

[~ Mewi Task
Task Type [ Task Types -]

owepate [

AssignTo | -]

Create Reminder

oweosee [ [ ] Due Time I:I‘

—Applies T
| Advised Sale (11/01/2019) —
15telle Way, LE3 8HM - App Submitted

[F]  DTAInProgress

ASU - In Progress

e Complete the details of the Review by selecting the relevant ‘Task Type’ from
the drop-down menu and enter the ‘Due Date’. Please note that you can add
your own Task Types by entering Office, Maintenance, General and Task
Types.

e You can enter some further notes if applicable within the Reason section.

e Select the user you want the task to go to in the ‘Assign To’ dropdown.

e If you check the box to ‘Create Reminder’ this will set a pop-up reminder
against who the task is assigned to at the relevant date/time. This is a useful
‘alarm’ function for when you need to make contact at a specific time (e.g.
Doctor Surgery which can only be contacted at certain hours). The reminder
will pop up in 'Office' at the time and date specified where you have the
option to snooze, dismiss or open.

e Tick the box next to the policy which the review corresponds to, (or whole
sale event) and set by clicking ‘OK'.

e You can come back into this screen to ‘Edit’, ‘Complete’ or ‘Deactivate’ the
review by clicking on either of the respective buttons. Completing closes the
task, removes this fromm Admin Pipeline and updates the Notes section
showing that the task has been completed, this retaining a full audit history.
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Deactivating the task removes the task from the Admin Pipeline but stays
in the task screen.

2.3 Additional Tasks Tool

There is also a Task option within Tools that allows you to filter and show all
outstanding Tasks filtered by Task Type & Due Date, irrespective of who the Case
Owner/Administrator is. This can be used in instances where it is the role of one

individual within the business to focus on one particular task/review type e.g.
chasing medicals, irrespective of who the default Administrator or Case Owner is.

“ L ) - ~ x - Import Leads User Settings
o | ) = B & X < 4 B C ) 1) ol - _ =
Complance Search 8 Change Password
tiew Case Tass Admin GukMNotes CaseMerge CaseDelete  Clent  fGukConsent Unlock Marketng  Performance Compliance Reports Doaument  Pay
Pipeine Tool Tool MergeTool  Requests  Cases  Toos = Explorer  Manager | Performance Report Library = @) Reset Preferences
New/Save Admin Tools Management Tools Bespoke Reports  Docume... Settings
»
3
&
H
E
-
=
F:
g

2.4 Changing Your Reported View

9 ) - - » - Import Leads - & User settings
2 B A X = u u
— - ) o = | f
- ) * ol Compliance Search ’ "l § Change Password
New Case Tasks Admin BukMNotes CaseMerge CaseDeletr Cient BukConsent Unlock Marketing  Performance Complance Reports Doament  Pay
Podine Tool Tod  MemgeTool Reguests Ceses Toos | Explorer  Menager | PerfarmanceReport Ubrary = | @ ResetPreferences
Hew/sEve Admin Tooks Management Tods Bespoke Reports  Docume settngs
Tadks % x
o
g | |vsrye =]  TeskDus [mpermas|ll]| ot
€ RAG [Branch | Ca... | TaskDate Report... | Maingl.. | Saiutaton | Taskhote Cres... | Crested... | Case.... | Adusor | Lender |Lfe...| Solator | Inro... | Nego... | Task.. | Polcy Status.
]
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Please note that as per elsewhere within the system you can bespoke and amend
your view of either Admin Pipeline Cases/Reviews or Tasks display by ‘right clicking’
on the columns and being presented with various options. This will allow you to
‘Sort’, ‘Filter’ and add or remove the columns and information you are presented
with, please see the below screenshot.

rch Results 5f | 000315431SRAMIEE B3

| Admin Pipeline (346 Ttems) (xc]|

Case Detals i

CaselD: 0003165213
Advisor: Tara Bird
Client: Lady Fabio Corewyn (02-Apr-78)

Sale Event Details

Primary Advisor: Tara Brd
Drag a column header her: ry

Administrator: David Wressel

Created Date

Client Name Advisor Due Date

= ——
Corewyn et 2| Sort Ascending ns | 14/0372013 08/03/2013 F-{‘_“‘#é 5‘:‘;(‘51-’1’2”19)
5 Tarals Estate Agen
Corewyn Tara Bird David Wires| 44 Sort Descending n 08/03/2013 08/03/2019 L=t
Wills (comm) Wil (comm)Wi... X ScottLoveday TeraBid | 2, | Group By This Column [ 20/04/201 20/04/2017 BroductDelzle >
McDermott/McDermottMcDe....  Mark Dryden Hide Group By Box e R 1303018 @) 10 Whissendine Way.LE7 21t
= PEEEEEE——
Harrison/HarrisoryHarrison/H... Dhaneer Popat Tara Bird le | Case ID 30/10/2018 -/ Metra Bank, Mort Offer
Gouvela-Dias/Gouveia-Dias/G... Dhaneer Popat Tara Bird Hide This Column je | Event Type 19/07/2017 Outstanding Tasks =y
Stanfield/Stanfield/Stanfield/... X Scott Loveday TaraBird | | Co C g fe | Lead Source 24/03/2017
2 - k e s Chase Completions
\WendimagegnehuWondimag.... Dhaneer Popat TaraBird | B BestFit le | R 15/02/2018 *= Due Date: 14Mar19
Reminder: Not Set

Grady/Grady/Grady/Grady/G... Dhaneer Popat Tara Bird e i Tty e 06/11/2017
SladeSiade/Slade fSlade/Slad. .. Mark Dryden le 06/05/2017 e Chase Commission

5 T 2 z 7 Filter Editor... "=, Due Date: 08-Mar-19
Barlow Barlow/Bariow/Barlow... Dhaneer Popat Taragid | V. e 24/10/2018 el
Premnath/Premnath Premnat... Dhaneer Popat Tara Bird Show Find Panel 16/02/2018 13/02/2018
Morrison (sf)/Morrison (sf)f...  TaraBird Tara Bird Show Auto Filter Row e 13/05/2017 19/05/2017
Morrison (sf))/Morrison (sf)/...  Dhaneer Popat Tara Bird TEVETNEW TS 22/05/2017 22/05/2017
Tanared/Tancred[Tancred/Ta... X Scott Loveday Tara Bird Review New Case 02/02/2018 02/02/2018

Gordon/Gordon/Gordon/Gord... X Scott Loveday Tara Bird Review New Case 06/07/2017 06/07/2017

3. Configuring a Workflow Schedule

In 360 Lifecycle, you can configure ‘Workflow’ schedules, which will allow for tasks
to ‘pop up’ based on your existing Post-Sale administration process.

To access this configuration screen, go into 360 Office > Maintenance > General >
Workflow > Workflow Configuration. You will be greeted with the below screen.

* .1 "; ":a

New  Clone Delete

Purchase || Workflow Detaiis

Description | Purchase. (] Make workfiow active

Mortgage - Martgage Type Equals Purchase ‘\ EdtRues ]

Workflow Tasks

Task Type [Review New Case -] P reme add |
Assign To | Administrater ~ [ —

Start | Start Immediately ]
Repeat | Shon Once Only -
I|\ Edtrues
[Task Type Assign To Repeat Start Option )
Review New Case Administrator Show Once Crify Start Inmediately |
Chase Provider Administrator Show for each Mortgage Start After Review New Case (=]
Chase Completions Administrator Show for each Mortgage When Al Chase Provider Tasks are complete -
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To add a new schedule, click ‘New'. This will open a blank screen allow for you to
now configure your schedule.

The first thing you will need to do is name your schedule. This could be as generic
as ‘Mortgage Workflow’, or you could delve deeper into this and call it ‘Residential
Purchase with Halifax'.

To the right of this, you have an option to ‘Make Workflow Active’. This allows you
to make changes to your scheduling without this affecting people using this in
Case Records. Unticking this will prevent users selecting this Workflow.

You will then get the option to create ‘Rules’ for your Workflow schedule. These will
assist in assigning your schedule to a Sale Event upon Submission of a FactFind
and will look at the Submitted FactFind to confirm whether this Workflow is
useable for this sale.

Workflow Assignment Rules

‘Workflow AssignmentRule:

| Add | | Remove |

Product Field Condition Value
|§M0rtgage v| |M0rtgage Type v| |Equals - | |Purchase v|

[Product Rule

| Cancel |

The ‘Product’ dropdown allows you to select different policy types, along with Case,
Client and Sale details. The ‘Field’, ‘Condition’ and ‘Value' dropdowns then will differ
depending on the Product selected, until you have all fields filled in. Once
completed, click ‘Add’, and then ‘Ok’ at the bottom of the window to save your
rules.

Please note, if you have a FactFind submitted that fits multiple Workflows, you
will have to select the relevant Workflow from the dropdown on the task
screen.

From here, you can then build your schedule by adding tasks in to appear at certain
points.
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Workflow Tasks

Task Type |Review New Case -]

Assign To |Admimstrator h | Delav B l:l R

Start | Start Immediately -]

Repeat | Show Once Only - |

I|\ Edit Rules
[Task Type Assign To Repeat Start Option
Review New Case Administrator Show Once Only Start Immediately
Chase Provider Administrator Show for each Mortgage Start After Review New Case
Chase Completions Administrator Shaw for each Mortgage When All Chase Provider Tasks are complete

I » I

When you select ‘Add’, you will be able to fill in the following dropdowns:

e Task Type —this is the type of task being generated.

e Assign To-from here, you can select which user on a said Sale Event receives
allocation of this task.

e Start — you can use this to schedule effectively. You will have the option to
‘Start Immediately’, i.e. allocation of the Workflow to the Sale, or after other
tasks have been completed. If you prompt this to start after another task,
you can tick a box on the right to ‘Delay’ this generating and input a number
of days.

e Repeat - this will dictate how many times this task will show. For example,
to Review the Sale, this would show once only. If you had multiple
mortgages on a Sale, you can prompt a task to appear for each of these to
manage the policies effectively.

You can also add rules to individual tasks if you need to, in the same way as you
can with the Workflow schedule itself.

Once you have completed your schedule editing, click ‘Save All' and this will save
your changes. If you need to delete a Workflow at any point, click ‘Delete’, and if
you want to replicate a Workflow but make some subtle changes, you can ‘Clone’
these which will create a duplicate for you to amend accordingly.

| Eceninei | iotes [REERN Documents | Commisson 8Payments |

—Waorkflow Current Tasks Future Tasks
Ll |!|‘EI!| ﬂ! Add || |! Edit !| ||DeactiuatEg| |- Complete i| ’7 Fnabl ==
[ Purchase a3 : 3
Created By | Created ... | Due Date Reminder?

David Wr...| 1i01/0i0 | iupos/amis| @ |

After a Workflow has been made ‘Active’, you can then select this within the ‘Tasks’
section of a Sale Event folder.
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If you select this, your Workflow will then be implemented to that Sale. Please note,
if you already have one selected, this will overwrite your existing tasks and replace
these with those in the new schedule.

You should then see a screen like the below:

vent Details [ Tasks | Documents | Commission & Payments

—Workflow —Current Tasks —Future Tasks-

i|§Purchase 'HE| | Add | | Edit | |iDeacﬁ\rate-| | Complete |
[Deactiva... Description .-Creahed By | Created ... | Due Date Reminder? |

plesln  Chase Provider
=, (20/03/2019)
Future Task

piesdy  Chase Completions
=,/ (21/03/2019)
Future Task

pesly  Chase Commission
=, (15/03/2019)
Future Task

The tasks in the middle of the screen are your ‘Active Tasks’, and those in the right-
hand tab are the ‘Future Tasks' which are due to become Active after the
completion of previous entries. If you want to bring these forwards, simply click on
a future task and click ‘Enable’ above the list. If the task scheduled is no longer
relevant, simply click ‘Deactivate’ and this will prevent it from appearing in the
future. Otherwise, upon Completion of active tasks, these will then transfer into
your Active Tasks list automatically.

4. Event Triggers

Event Triggers in 360 are a platform to prompt automation within your Sales
Process. This may be an Email or SMS upon the booking of an Appointment, or a
Task being created upon Submission of a FactFind.

To add these in, go to 360 Office > Maintenance > General > Common Settings >
Event Triggers. You will see a screen like the below:
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QX =

New | Delete | Save All

Basic Details Further Details

Event [Mortgage Status Change || sendTo [AlInvelved Users

|
Product Status |Mort Offer || TaskTyee | |
4

Action [send Email - L. View/odit Template

[Event Status Action SendTo Template Set

To add a new Event Trigger, click ‘New' and this will open a new line in the trigger
section.

You will need to select an ‘Event’, a ‘Product Status’ (if applicable) and an ‘Action’
that will be generated upon completion of the Event. These dropdowns will differ
depending on the Event selected.

Depending on the Action selected, the ‘Further Details’ section will allow you to
send templated Emails/SMS Messages to users on a Case Record or create a certain
Task. If you are sending out automated content, you will have the ability to
View/Edit Template’ and add in several Merge Fields to pre-populated this. This
can be directed to Clients on Status Changes if required and will pick up on the
relevant owner(s) of the policy as to who to send this to.

Once you are happy with your Event Trigger, click ‘Save All' and this will commit
your changes. If you need to remove a Trigger, highlight the line you want to
remove, and select ‘Delete’.

5. Manually Adding a Case into 360

The below will show you how to manually add a client/case record for any new
business which you have carried out for a client.

— i To add a case manually you need to be logged into 360
e i Office. Once logged in you will need to navigate to the
Mew Case

Home tab, clicking on the ‘Add New Case' icon.
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This will bring up a screen where you will add routine client information:

{8 Client Portal

L) portfolio

i Assels
™ Propenties, Savings, Investments and Pensons

: . Protection

; aﬁufe.mwmeandasc

i 7, Financial Commitments
[ Mongagesand Other Commitmants

| Change Address

3 Export Case 1

Middle Names l:l
cos  Im

)

J (o 1deS =0 Case Detals | Contact History | Documents | Reviews | ATR Questionnaires Conveyandng Client Ci T} k
r—Client Detail —Contact Detail
s I 8 v I
' E— 8 ena E

[E] Client has no Email Address

—Additional Infarmation

Remove Duplicates

:r FullName Age |Home Phone

g Add Client- | |j Remove Client

] Wn.l:k I;}:vnne I Mc;l;il-e. P}:v-nne “Ema}l

"Data Privacy Setting:
!

View [Edit Permissions: 1‘ |;Pﬂvacv Portal Request ‘

Populate the ‘Mailing Name’ and ‘Salutation’ fields by clicking on the ‘.." buttons.

Properies, Savings, Investmants and Pensons
7 Protection

) Life, Incomeand B&C
{ g, Financial Commitments

- Morgagesand OtherCommitments

i Change Address

i Export Case 1l

Contact

[EEE | Cace Details

Documents

History

Client Circumstances

—Contact Preferenc

Mailing Nama|

Untracked Emails

Salutation |
Branch | '| ServicingAdvisor '| =
Case Status | v| Marketing Segment v|

Case Source |

Servicing Arrangement |

Arrangement Start Date I:| =

Enter in as much information that is asked as you can. To enter the address, click
on the ‘Change Address’ button at the top right-hand section of the case screen.

Enter Address

Address Line 1

Address Line2

Taown
County
Postcode Find Address
bK Cancel
Version 1 Page 12 of 31

The box to the left will appear.

Here all you need to add is the house
or flat number in ‘Address Line 1" along
with the postcode. Click on ‘Find
Address’ and the system will search
and populate the rest of the address
fields. Click ‘Ok’ and the address will
populate the case record.
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Once you are happy that you have entered in all information, click on the save icon
underneath the home tab.

5.1 Adding More than One client

To add another client to the same case simply click on the ‘Add’ button underneath
the email field. This will bring up a new blank record where you repeat the same
steps you went through with the first client.

NB: Remember to update the ‘Salutation’ and ‘Mailing Name’ by clicking on the
‘..” buttons. This will ensure that the case record is kept up to date but will also
update the Portfolio Report (discussed further here) to reflect the additional client.

To remove a client, click on the ‘Remove’ button to the right of the ‘Add’ button
remembering to click save. NB: You cannot remove a client if there is only one left
on the case record.

Remember to click the ‘Save’ icon next to the ‘Add New Case' icon to save your
information and changes.

6. Adding a Sale Event

Once you have completed the above you will be able to add the sale event folder.
Itis here that you will save details of the advisor and administrator of the case along
with details of the event type.

Mew Case Save Refresh

Print  Print || Sale [Mortgage Life Policy BRC Policy Income Pension Investment |
Preview Protection

Casze

To add the sale folder, click on the ‘Sale’ icon. This will take you to the event screen.
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I Event Details ]w Commission & Payments

—Case Ownership Details

[User Role Edit || RAG Status |O Green - |
_—l priorty | -]
Primary administrator Complexity | - |

—Lead Detail

Version 1

[ Check List Ttem M/A Compl... |
Event T hd
ent Type | | Case Submission F
Lead Type | - | Contact Consent Form
D ds & MNeed [4 [4
Lead Source | "l Emands & eeds
Fee Agreement
—Introducer Detail Life KFI
Introducer | || | Medical Consent Form
Martgage KFI
Megotiator | * |
Estimated Date Of Completion E
—E-Questionnaire Fee Waived N |

Cyi— e —

|| Send || Comp

Case Ownership Details refer to the Advisor responsible for the case.
Primary Administrator is the administrator who handles the case. This may
be the same person as the Advisor in some cases. You can have multiple
Advisers and/or Administrators on these folders.

Lead Details contains Event Type (e.g, Purchase, re-mortgage), Lead Type
(e.g, Purchaser, Vendor, Applicant) and Lead Source (e.g, Website, Yellow
pages).

Introducer Details can be selected if the sale has been introduced to the
advisor.

RAG Status (Red Amber Green) indicates the urgency of the case.

Priority is High, Medium or Low.

Complexity is Simple or Complex.

Check List is a tick list of what has been gathered for the sale so far.

Fee Waived - tick this box if you have an agreement for this sale to be
exempt from fees. Using the drop-down menu select the Manager who has
authorized the exemption and then complete the text box with a reason for
the exception.

Estimated Date of Completion. Whilst this is simple to know for a re-
mortgage, if at the time of creating the case you do not know an estimated
date of completion it will need to be updated or filled in when known.
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NB: Many fields trigger reports or reviews. E.G, when a date of completion is
entered this will appear in the Completed Business Report.

6.1 Sale Details and History

When you click on the sale folder there are a number of tabs you can use: Event
Details (which were detailed on the previous pages), Notes, Reviews, Documents
and Commission & Payments.

Notes are used as an audit trail/sequence of events for the sale within the case.
They can be added at any time during the sale progression.

Mr David Wressell (30-Dec-22) TBA

e Select the ‘Notes’ tab and click ‘Add
Note'.

| Evertpeal: (ITSR Tok | Documents | Com

Filter Notes | Advised Sale (21/11/2018) ]| addnote | | Record contact |

9| ° Type the details of the note and

Add New Note check the relevant box(es) to which the
note applies to, clicking the ‘OK’ button
I when you have done so.

s e You can filter notes using the drop-
R down menu. Notes are also colour
coded:Red=Mortgage, Green=Life,
— Purple=Gl, Black=Pension, Investment

and IP.

Documents are uploaded and saved to 360 Lifecycle System from your document
folder. You can use the facility to scan documents to your computer and eliminate
paper copies.

T | Commission & Payments |
| EventDetals | Notes | Tasks | | Commission & Paymens |

Filter Documents |Advised Sale (21/11/2018) v| View |'§'_EE Details v| | Add Documents

e Select the ‘Documents’ tab and select ‘Add Document’.

e Locate the document from your system.

e Click ‘OK'. Your document has now been uploaded.

e You can also upload documents in bulk. Simply select the documents you
wish to upload and select ok as before.

Commission and Payments can be added manually as shown below. They are
updated automatically by the loading process used by accounts when payments
are received and checked off against statements.
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e Select the ‘Commission and Payments' tab and click the ‘Add’ button.

e Select the ‘Commission Type' from the drop-down menu and the ‘Amount
Due'.

e Tick the appropriate event the commission belongs to (if you attach a
commission to the sale event, e.g client review, this commission will not be
shown in product specific commission reports, e.g a mortgage commission
report. To achieve this, you need to tick the box next to the mortgage

product to pull over into the mortgage commission report.

a Add Commission - /o x

EventDetails | Notes | Tasks | Documents | Commission &Payments
FilterCommission Mo Event Type Set (04/04/2018) - add Edit Remave Add New Commission

Commission Type Commission Value  No Of Payments Total Received Satisfied

Mew Review

Commission Type v

Amount Due £0.00 : Satisfied

Applies To

£0.00 o £0.00 No Event Type Set (04/04/2018)

BRID Payment Date Payment Type Payment Value

£0.00

oK Cancel

7. Adding a Mortgage

Click on the ‘Mortgage’ icon. A product will fall in the case tree under the sale event
folder, and a mortgage detail screen will open for you to add the details. You need
to have added a sale event to be able to add a mortgage. Please refer to adding a
sale_for a guide on how to do this.

i OO N ER el NI R AN BT~ AR R R
Print Print
Preview

Sale  [Mortgage |Life Policy B&C Policy Income Pension Investment |
Protection

Mew Case Save FRefresh
Case

The ‘Advisor’ and ‘Referrer’ fields are automatically populated from the names
selected in the sale event screen. You cannot edit these names from a mortgage
screen, you will need to refer to the sale event screen and edit them from here.
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If there is a referrer for the sale you can edit the commission expectations by

changing the percentages next to their name in the mortgage screen.

lU-pdate Correspondence |
| Address
EFName T Role split B Estimated l:l@|
e o[
Primary administrator 0.00% H Offered | |!1| || Offered ||
. Expiry | |.!.| |» Expiry ||
T Exchanged | |.E| |r Exchanged 1|
i
: : Completed| |.E.| |I Completed .|
Lender |Lender Mot Selected | D |.| View !| Solicitor| i | |l = I|
Network | . | |! View 1| selling Agent| |
Product | 'l Phone | |
Packager | vl En'lai|| | ]
Quiner | v| Reference | | URN | |
Created I:Im Repayment| v| |. Drawdown .|
Repayment Interest Onl
Scheme | | Rate [ 0.00% 3 —
Balance Date M=
) e— e 5
[ self Cert [F] Fast Track =
[7] Debt Consolidation [F] 2 KFls Attached survey Type | v| Date | ||
Deal Price MMP £0.00 *
& Penalties I
LTV 0.00% Term
Deal End Date| Fived End Date | | IE| Lender Fee [T Added To Loan
Penalties End l:lgl
RAG Status |8 Green - | Changed | IE| Received E To Lenderl:,@
Status | v| Changed| IE|

Version 1

Select ‘Lender’ by clicking on the ‘.. button and selecting the appropriate
option from the drop-down menus.

Ensure ‘Network’ is correctly selected. This will assist accounts without any
delay should there be any need to chase up payments.

Select the ‘Product’ from the drop-down menu.

Select the ‘Packager’ of the mortgage from the drop-down menu.

Select the ‘Owner’ of the mortgage. This drop-down menu is populated
from the clients entered and saved in the top-level part of the case record.
The owner itself refers to the name(s) on the mortgage agreement.

Select the ‘Scheme’ from the drop-down menu.

Enter the interest ‘Rate’ as a percentage.
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e Tick *AlP’ if the mortgage is agreed in principle and check the correct box
for the type of mortgage it is.

¢ ‘Deal & Penalties’ can contain information regarding redemption penalties,
how much and when.

e ‘Deal End Date’ is a dropdown field that can either be ‘Fixed End Date’,
‘Initial Period’ or ‘No End Date’. This will amend the next option accordingly
between a date field, an option to input years and months, or remove it
completely.

o ‘End Date’ and ‘Penalties End’ dates need to be entered when known, as
these trigger the re-mortgage campaign report and activate Hotbox entries.

e Select the ‘RAG Status’ from the drop menu. This indicates the urgency of
the case.

e Choose the ‘Status’ of the application, e.g ‘In Progress’' from the drop-down
menu. It is important that you keep this status updated as the case
progresses, so it appears on the relevant reports.

e Acknowledged/Offered/Exchanged/Completed. Enter the correct dates
for the corresponding options. Once a Mortgage Sale has a completed date
it will no longer appear in the Admin Pipeline. NB: The completed date on a
mortgage will trigger the annual review of the case.

e You can enter the details of the solicitor (if there is one) using the drop-down
menu to select the appropriate Solicitor company and filling in the ‘Selling
Agent’ and their ‘Phone’ and ‘Email’.

¢ Complete the mortgage ‘Reference Number’ and the ‘URN’ (Unique
Reference Number) if relevant.

e Select the method of ‘Repayment’ along with the ‘Repayment Amount’
(The whole amount the client has to pay back) as well as the ‘Mortgage and
Survey Type' e.g, ‘Full Structural, Basic, Home buyers.

e The ‘Balance’ is the amount left outstanding on the mortgage with the

o ‘Date’ field being the date that this figure was taken.

e Inputthe property ‘Price’ and the ‘LTV’ (Loan to Value ratio).

e Addin the ‘Terms, Lender Fee and MMP (Monthly Mortgage Payment). If
the fee is to be added to the loan tick the ‘Added to Loan’ box.

To add the property the clients are purchasing (same procedure for re-
mortgage) click on the ‘Change Address’ button at the top right of the screen
and enter the address in the same way as their correspondence address. Once
the case has been completed, click on ‘Update Correspondence Address'
button and this will automatically correct the system. On completion of the
move, simply click on ‘Update Correspondence Address’ and this will notify the
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system where the client can be contacted. If it is a buy to let case, then you will
not need to update the correspondence address.

8. Adding a Buildings and Contents Policy

To add a buildings and contents policy click on the ‘B&C’ icon under the home bar.
To be able to add a buildings and contents policy you first will have needed to add
the case record and the sale event folder. Please see above for a guide on how to
do this.

Personal Possessions

GI Sale Personal Possessions Cover Induded
Referrer
Provider | Provider Mot Selected View
Owiner -
Created i
Claim History
Policy Details
Mo Claims Discount hd
Policy No
Policy Type -
Buildings £0 : Accidental Damage Induded
Contents 0o Acddental Damage Induded
Premium £0.00 3 FLP Included
Freguency hd
Source -
Received |04/04/2013  |fER Submitted ] Construction Details
RAG Status |{() Green hd = Property Type -
Status hd = Roof - Construction -
Accepted 1= Walls - Construction -
Estimated i Bedrooms 0 5 ‘fear Built (1
Start Date = End Date =

e The ‘Gl Sale’ is the advisor selling the policy. This field is pre-populated by
the advisor selected in the sale event folder. It is here that you can edit the
advisor selected.

e Select the ‘Provider’ by clicking on the ‘.. button.

e Select the ‘Owner’ of the policy (the client whose name is written on the
terms of the buildings and contents policy) from the drop-down menu.

e Enter the ‘Policy No’ (if known)

e Select the ‘Policy Type’ from the drop-down menu.

¢ ‘Buildings’ and ‘Contents’ refers to the amount of cover given for each. In
some cases, only one of these needs be filled in.
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e Tick the boxes next to these fields if ‘Accidental Cover is Included’.

e Enter the ‘Premium'’ the client is to pay each time, ticking the box if ‘FLP is
Included’ in this.

e Select the ‘Source’ of the policy from the drop-down menu. E.g, is the
property a main residence, or a buy to let, etc.

e The ‘Received Date’ is the date that ... and the ‘Submitted Date’ is the date
that the policy was submitted to the provider.

¢ ‘RAG Status’ indicates the urgency of the case with green being not urgent
and red being extremely urgent.

e Select the ‘Status’ of the policy application from the drop-down menu. It is
important that you keep this as up to date as possible so that the policy
appears on the correct reports and in the correct categories in Performance
Explorer.

e The ‘Accepted’ date is the date the provider accepted the policy. The ‘Start’
date is the date the policy goes live with the ‘End Date’ being the date the
policy is due to expire.

e Ifthe policy is a buy to let you may need to add a new address to reflect this.
You can do so by clicking on the ‘Add Address’ button

e If ‘Personal Possessions Cover’ is included tick the check box and in the
details box list any items the client has asked for in particular to be covered.

e Detail any information regarding claims in the ‘Claims History’ box

e Select the construction of the house using the drop-down menus.

¢ Remember to save the policy as you go to avoid any loss of details.

9. Adding a Life Policy

To add a life policy, click on the Life Policy icon under the home tab. To be able to
add a buildings and contents policy you first will have needed to add the case
record and the sale event folder. Please see above for a guide on how to do this.

Once you have clicked on the icon a screen will appear for you to add the relevant
details.
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Advisor Estimated ]
Referrer Start Date =
N Supplied Date i
Provider Provider Mot Selected - View
Authorised hd
Owner -
' Auth Date -] Ready
paa
Created = Clawback | 0 = Months Outstanding
Folicy Type - @ /A Replacing Previous Policy
Purpose hd [ ! Guaranteed
. () Reviewsble
Policy No
Solis No Frequency -
Premium £0.00 5 Waiver of Premium
Life Cover 03 Term
CIC/SIC Cover Benefit Type Policy Written In Trust
RaG Status () Green 7| Changed ™ First Doctor
Status ¥ | changed B Name Tel
Received |04/04/2015 | Submitted |  Second Doctor
QnLife |Joint - Mame Tel
Accepted i) Expires ]

L1 Rated £0.00 L2 Rated £0.00

e The ‘Advisor’ and ‘Referrer’ fields are prepopulated from the details entered
and selected in the sale event part of the case record. It is here that you will
need to change or amend any details.

e Select the ‘Provider’ of the policy by clicking on the '.." button.

e Select the ‘Owner’ of the policy (the name of the client taking out the policy

e Select the '‘Policy Type' from the drop-down menu.

e Select the ‘Purpose’ of the life policy from the drop-down menu.

e Ifapplicable enter the ‘Solis Number'.

e Select the ‘Premium’ the client is to pay choosing the ‘Frequency’ from the
drop-down menu.

e Enter the ‘'Sum Assured'. This is the whole amount the client is covered by.

e Depending on the type of the policy you may need to enter a term. You can
do this by selecting the Term’ from the drop-down menu.

e Select the ‘RAG Status'. By default, the system puts this as green, but you

e may need to change it.

e Select the ‘Status’ of the application. It is important that you keep this as up
to date as possible, so it appears on the correct reports and in the correct
columns in performance explorer.

e The ‘Received Date' is the date that the client first came to you.

e The ‘Submitted’ date is the date you have submitted the policy application
to the provider.

e Select the ‘OnLife’ from the drop-down menu. This refers to the clients who
are covered by this policy.

e If the policy has been rated, you will need to enter the extra premium that
the policy has been rated by within ‘L1/L2 Rated'. This can be done for either
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client. Please ensure that the premium and relevant commissions are
updated.

The ‘Accepted’ date is the date the policy is accepted by the provider and
the ‘Expires’ date is when the acceptance terms for the policy may expire.
The ‘Start Date’ is the date the policy is due to go live.

Select from the ‘Authorised’ drop-down menu.

Enter the ‘Auth Date’ along with the ‘Clawback Period'.

Tick the box for replacing previous policy if it is relevant with a brief
explanation along with the policy number of the plan which needs to be
cancelled.

Tick the box if the policy is written ‘In Trust’, filling in the ‘Trustee Details'.

If this is a first policy, then the doctor’s details need to be entered.

10. Adding an Income Protection Policy

To add an income protection policy, click on the ‘Income Protection’ icon under the

home tab. This will bring up a screen for you to enter the details of the policy.

Advisaor
Referrer
Provider

Owiner

Created

Life Aszured
Received
Submitted

RAG Status

Status

Type
Policy No Term ]
Provider Mot Selected ] view Source
Frequency
Deferred Period
Premium £0.00 Waiver of Premium
Benefit £0.00
o M Estimated
04/04/2015 | B Start Date

i End Date

EE EE| |EE «» «»

) Green ¥ | Changed gss | Clawback Period 0 5 | Months

* | Changed i

The ‘Advisor’ and ‘Referrer’ fields are prepopulated from the details selected
and saved in the sale event part of the case record.

Select the ‘Provider’ from the drop-down menu.

Select the ‘Owner’ of the policy from the drop-down menu. This is
prepopulated from the clients you have entered and saved at the top-level
part of the case record. The owner here is referring to the name written on
the policy terms.
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e Select the ‘Life Assured'. This refers to the clients who are to be protected by
this policy.

e Enter the ‘Received Date’ (the date the clients came to you to take out the
policy)

e The ‘Submitted Date' is the date you sent the application to the provider.

e 'RAG Status’ indicates the urgency of the case, green being that the case is
progressing in good time, red being that the case needs to be pushed
through quickly.

e Select the ‘Status’ of the application. It is important that you keep updating
this as the policy progresses so that it appears in the correct reports and in
the correct fields in performance explorer, etc.

e Select the policy ‘Type’ from the drop-down menu.

e Enter the ‘Policy Number' along with the ‘Term’ of the policy in years.

e Select the ‘Source’ of the policy from the drop-down menu.

e Select the ‘Frequency’ of the premium from the drop-down menu.

e |If there is a deferred period, you can specify this using the options in the
drop-down menu.

e Enter the ‘Premium’ the client is to pay to keep this policy.

e If‘Waiver of Premium’ is included, please tick this box.

e For any ‘Benefits’ you can add this as an amount in the benefit field

e The ‘Start Date’ is the date the policy goes live and the ‘End Date’ is the date
that the policy will expire. It isimportant that these dates are entered as they
trigger the reviews for the case.
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1. Adding a Pension

To add a pension policy, click on the Pension icon under the home tab. This will
bring up a screen for you to enter the policy details.

Advisar Type -
Referrer Source h
Provider | Provider Not Selected e Wiew

Initial Investment g0.00 5
Owner -
Estimated )
==
Created x Start Date iy
Default Fund Investment Frequency
Policy No Regular Investment
Client |Mo Client Selected - Frequency
Received |04/04/2013 i3] Amount
Submitted =
RAG Status | G ¥ Ch d
atus | reen anas = Retirement Age o5
Status * | Changed = Contracted Out
Valuation Details
Fund Mame Code Type Code Units Lnit Price Fund Value
£
Valuation £0.00 Date ] Edit Fund Details

e The'Advisor and ‘Referrer’ fields are prepopulated from the names you have
selected in the sale event folder of the case record. It is here that you can
make any amendments to the names entered.

e Select the ‘Provider’ of the policy by clicking on the '.." button.

e Select the ‘Owner’ (the client whose name the policy is in) from the drop-
down menu. This field is populated by the clients you have entered in the
top-level part of the case record.

e Enter the ‘Policy Number' in the field provided.

e Select the ‘Client(s) who the pension is to cover.

e The ‘Received Date’ is the date that the clients came to you to start their
pension application.
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e The ‘Submitted’ date is the date you submitted the policy to the provider.

¢ ‘RAG Status’ indicates the urgency of the case, green being that the case is
progressing in good time, red being that the case needs to be pushed
through quickly.

e Select the ‘Status’ of the policy. It is important that you keep this status
updated as the case progresses so that it appears on the relevant reports
and in the correct columns in performance explorer.

e Select the Type' of the pension from the drop-down menu.

e Select the ‘Source’ of the pension (why has the client(s) come to you wishing
for a pension? Is it a new pension, a pension transfer, etc.)

¢ Input the ‘Initial Investment’ of the pension

e The'Start Date’is the date the pension goes live. Itisimportant that this date
is entered as it triggers reviews of the policy in the future to fall into your
Hotbox.

e If the pension is to be ‘Regularly Invested’ into tick the box, selecting the
‘Frequency’ from the drop-down menu along with the ‘Amount’ that is paid
per time.

e If you need to enter any valuation details you can do so by entering the
‘Valuation' (how much is held in the pension) along with the ‘Valuation Date’
(the date that this figure was taken)

e Enter the ‘Retirement Age’ (the age that the client wishes to retire)

e The ‘Fund Details’ area allows you to add in any funds the client currently
possesses.

¢ Remember to save your progress.
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12. Adding an Investment Policy

advisor 100.00% = Objective -
Referrer 0.00% 5 Type
Source -
Insurer |Provider Mot Selected v View
Qwner - Initial Investment £0.00 5
Created e Interest Rate 0.00% 5
Estimated i}
Start Date =
Default Fund )
) < Maturity Date ]
Policy Na Term [ ]
Investment Freguency
Received 04/04/2018 =
Regular Investment
Submitted =
Frequency Amaount
RAG Status ) Green - Changed i
Status - Changed i In Trust
Valuation Details
Fund Mame Code Type Code Units Unit Price Fund Value
£
Valuation £0.00 5 Date = Edit Fund Details

e To add an investment policy, click on the investment icon under the home

tab. This will bring up a screen for you to enter the policy details.

e The'Advisor'and ‘Referrer’ fields are prepopulated from the names you have

selected in the sale event folder of the case record. It is here that you can

make any amendments to the names entered.
e Select the ‘Insurer’ by clicking on the “..." button.

e Select the ‘Owner’ of the policy from the drop-down menu. This is the

client(s) whose name is written on the policy terms.
e Tick the box if the policy is the ‘Default Fund'.
e Enter the ‘Policy Number’ along with the ‘Term’ of the policy.

e The ‘Received’ date is the date the clients have come to you wishing to take

out this policy.

¢ The ‘Submitted’ date is the date you have sent the policy application to the

provider/insurer.

e 'RAG Status’ indicates the urgency of the case, green being that the case is

progressing in good time, red being that the case needs to be pushed

through quickly.
e Select the ‘Status’ of the application from the drop-down menu. It is
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important that you keep this field updated as the case progresses so that it

appears in the correct reports and the correct performance explorer fields.

e Select the ‘Objective’ of the investment from the drop-down menu.

e Select the Type’ of investment.

e Select the ‘Source’ of the investment. Why has the client come to you
wishing for an investment? Is it a new investment? Is it a change of agency?

e Enter the amount of the ‘Initial Investment’ along with the ‘Interest Rate'.

e Enter the ‘Start Date’ (the date the policy goes live)

e Enter the ‘Maturity Date’

e If the investment is regularly added to tick the ‘Regular Investment’ box,
along with the ‘Frequency’ of the payments and the payment ‘Amount’ that
is added each time.

e The ‘Fund Details’ area allows you to add in any funds the client currently
possesses.

¢ Ifthe investment has been valued, you can enter the details in the ‘Valuation

Details’ section of the policy record.

13. Deleting

There are two delete buttons in 360 Office. One is for deleting specific case policies
and one is for deleting entire case records. We strongly recommend that you are
careful using the following tools. Accidental deletion is both time consuming and
costly which is why being able to delete is permission based.

13.1 Deleting Sale Events/Products

- H @ SR AmE AR I - AR PR B ) {

Mew Case Save Refresh Sale  Mortgage Life Policy B&C Policy Income  Pension Investment ||Delete

Case | ‘ Protection

To delete a sale event, you need to have open the case record. Make sure that you
have selected the correct policy to delete. Click on the ‘Delete’ button located
under the home tab.

When you have selected the policy, a dotted square will appear around it. Click the

‘Delete’ button indicated above.
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Delete A prompt will appear asking you to confirm your
deletion.
o Delete ltem
Mortgage
Barclays

Are you sure?

K58 Mew Case Record Once you have clicked yes remember to save
_[§] Client Portal the deletion. If you wish to delete a sale event
folder, you do so using the same steps as

above but be aware that deleting a sale folder

will delete all the policies attached to that sale

5. Financial Commitments event.

(=

L—_. Mortgages and Other Commitments

—  SaleEvent
I (1911112020)

.
-

13.2 Deleting a Case Record

To delete a whole case record you need to log into 360 Office and select ‘Case
Delete Tool' under the Tools menu. Please note you may not have the ‘Case Delete
Tool" option as this is permission based. If not please speak to your system
administrator.

o5 Case Delete Tool — O o4 SeleCtihg ‘Case Delete
Tool" will bring up the

WARNING Case Delete Toolbox.

Use of this toal will result in the permanent deletion of a Case Record from the system,

Although it may be possible to restore any acddentally deleted case records from backup
(providing suitable files exist), this will be both time consuming and costly.

Please enter the Case ID in the box below and dick Check Case ID

Check CaselD

[

Version 1 Page 28 of 31 [Public]

[09/07/2026]



ISMS-SD27-A05-12-01-Procedure . 360 |ifecyc|e

Workflow & Event Triggers Manual

Simply enter the CaselD of the record you wish to delete into the field and select
‘check CaselD’. Once you are happy that the correct case is selected for deletion
select ‘Delete’.

14. Case Merge

The ‘Case Merge Tool’ can be found within ‘Tools' in 360 Office. This allows you to
merge multiple cases together where the client(s) exist on more than one case. If
duplicate clients have been created for any reason, through Case Merge you can
create one record with all your client information within and resulting in no loss of
data.

14.1 How to Use the Case Merge Tool

Merge Case Records

1. Open both cases which you would like to

Case Search

merge by simply searching for the cases and

sumame |wressell

\
\
e | || selectthe case.
| 2. Go to ‘Tools' within the tabs at the top, then
click on ‘Case Merge Tool' and the screen below

Search Results
[ Casel Report Name Address Selected

will appear.
rE— I Enter the ‘Case ID, Forename, Surname or

Case Merge List

| Address’ within the ‘Case Search’ Section and
click on ‘Search’ button, then the case will be
displayed in the ‘Search Results’ section as

Cose [ cear

displayed on the next page.
4. Tick the ‘Selected’ tick box and click on

s Add Selected Cases to Merge List), then click

Forename |

Merge Case Records

on ‘Clear’ button and enter the other ‘Case D,

Surname |wressel

Forename, Surname or Address’ within the

\
\
Addrass | |
|

— ‘Case Search’ Section again.
|CaselD Report Name Address Selected

m| 5. Click on ‘Search’ button, then the case will

2527179 Wressel 8 Canfield Flace F =l
2527179 Wressel 8 Canfield Place

e - : be displayed in the ‘Search Results’ section as
3009751 Wressel East Link. [F |

s || AiSplayed above and tick the ‘Selected’ tick box

Case Merge List

|CaselD | ReportMame | Address Current Contact Details  Remove | and CIICk on ‘Add SeleCted Cases to Merge LlSt,
and both cases will be displayed in the ‘Case

Newesesiots et ] Merge List’ section as shown below.
—— [S——
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Case Search

Forename |

Surmame [ wressel

page.

Case Merge List

Address |
I Clear 1 Search l
Search Results
[caselD Report Name Address
3115363 Wressel TBA
2527178 wressel 8 Canfield Place
2527178 Wressel 8 Canfield Place
P =
3009751 Wressel EastLink

6. Tick the case you would like to keep the
contact details for by ticking on ‘Current
| Contact Details’ tick box as shown on the next

== | 7. Once happy with the cases you wish to

i "Add Selected Cases To Merge List |

(CaselD  |ReportName  Address

3115363 | Wressell
| sussalwressel __JmA |

2974219 Wressell TBA

New case status |Active Client ¥
I Close 1

Current Contact Detsi | Remove |

=] x

o Clear | Merge Now

Version 1
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record is created.

merge select ‘Merge Now'. Cases will be
automatically deleted when the new case
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