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The purpose of this User Guide is to provide users with guidance on how to create clients and view and 
amend existing client details. 
 
Creating a Client 
 
From the Start Page  click on Create New Client.  Alternatively, you can click on New Client  within the 
‘Browse’ window on the left hand side  
 

 
 
This will open up the following screen where basic client details can be entered. 
 

 
 
· Applicant details  - enter the client and (if required) partners name 
· Initial Product Required  – select Mortgage or GI/Protection which will set the relevant fact find within 

the Fact Find screen.  If left blank the fact find can be set manually later 
· Business Source  – select the appropriate source of business which can used for Management 

Information purposes in the Reports  area 
· Code/Ref  – a reference can be entered for internal use  
· Data Protection – select whether the client wishes to opt in or out of receiving future mailings from 

the Key.  This can be left blank and completed on a following screen 
· Introducer  – click on Search  to record an Introducer against the client record.  This information can 

used for Management Information purposes in the Reports  area 
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Having clicked on the Search  button the following screen will be displayed. 
 

  
 
Highlight the relevant introducer and click on Select .  Within this screen, you can also maintain the 
Introducers, by deleting those that are obsolete or amending details of an existing record.  
 
The Search  button can be used to search for an introducer previously entered into the system. 
 
If the required Introducer is not shown a new contact can be added by clicking on Create new Contact 
which displays the screen below where full details of the Introducer can be entered. 
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Once the initial page has been completed click on Create Client.   
 

 
 
The Client Contacts  page will be displayed where additional details can be entered.  
 

 
 
Note:  Any mandatory fields that are not completed will be  highlighted as shown above 
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Tips for entering client information onto the Conta cts page: 
 
· Copy  - If both applicants share the same details, click on the Copy  button avoiding the need to retype 

information.   
· Email  - Adding an email address will allow documentation to be sent to the client via the Key rather 

than having to re-enter details via Outlook.  A record of any e-mails sent via the Key will be retained in 
the Documents area. 

· Verify ID  – enables a record to be made of client documentation that has been seen to verify the 
client’s identity to satisfy the Money Laundering regulations.  This is an optional area to complete .  
The Sesame Verification of Identity  form will need to be completed from the Documents  area. 

· Prospect – when ticked the individual contact is recorded as a Prospect  rather than a client.  This 
may be useful where only basic details of the individual have been obtained.  To convert a Prospect 
to a Client remove the tick from the box.  NB a fact find cannot be completed for a Prospect.  

 

 
 
· Clicking on the Verify ID box will display this screen 
 

 
 
NB: The Sesame Verification of Identity form needs to be completed in all cases therefore this box 
does not need to be completed which will avoid dupl ication of input. 
 

·  Enter the date the 
client identity was 
verified 

 
·  Note details of the 

evidence seen 
including any 
reference numbers 

 
·  Tick the box to 

confirm that copies 
of identity are 
retained on file 
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Once the Main Details have been entered click on the Additional Information  tab. 
 

 
 
This screen allows additional information to be recorded as follows: 
 
· Service provided  – confirm whether the services is Advised or Non-advised. 
· Data Protection Act – if this was not completed on the Create New Client screen  select whether the 

client wishes to opt in or out of receiving future mailings from the Key.   
· DPA Statement  - click on the DPA Statement  which will display the Sesame Data Protection Act 

Statement which can be printed or e-mailed to the client.  If saved, a blank copy will be placed in the 
Client > Documents  list for record keeping purposes. 

· Introducer  – if this was not completed on the Create New Client screen  click on Search  to record 
an Introducer against the client record.  This information can used for Management Information 
purposes in the Reports  area 

· Has an IDD been issued?  - the date of issue of the IDD can be recorded.  This field can be left blank 
and completed as part of the Fact Find Summary Screen if required 
NB:  A template IDD is not retained centrally within the Key however a copy of the actual IDD issued 
can be added or scanned into the system via the Documents area.  Alternatively your firm’s own IDD 
can be added as a template which will then appear in the Fact Find Summary screen within the 
Create IDD for Sale  button.  Please refer to the How to Add an IDD Template  user guide for further 
guidance on this topic 

· Marketing Consent  – select the marketing preferences of the applicant(s) which will be used within 
the Marketing area of the Key.  Where a preference is marked as No this will exclude the client from 
the relevant mailing list 

 
Click on Next  which will save the client details and move to the Fact Find Summary screen where the fact 
find can be started. 
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The next section will look at accessing existing cl ient information entered on the Key. 
 

Searching for Clients 
 
As the number of clients stored increases you can use the search facility option to locate a specific client 
or list of clients. 
 
Click on the Client  option in the ‘browse window’ and choose either the Client Search tab or the Case 
Search  tab.  You can use the numerous fields and dropdown options to set the parameters and then use 
the Search button to display the results.   
 

 
 
Highlight the relevant contact and click the Open Client  button to view the client’s record which will allow 
any currently stored client information to be reviewed and amended if necessary. 
 
Reassigning Clients 
 
The Reassign  button allows the reassigning of tasks, products or clients (open ones only or all) to other 
users.  This permission is controlled within the Setup > Users area. 
 

 
 
 

·  What is to be re-
assigned  – choose 
between Clients, 
Products or Tasks.  
Alternatively tick the 
All Clients box  
which will transfer 
all items to the 
selected user. 

 
· Assign From / To  

– Select the 
required users from 
the drop down list 

 
· Status  – Select to 

reassign Open or 
All items (i.e. open 
and closed) 

 
Click OK to complete the 
reassignment. 
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Importing Clients 
 
The Import  option allows clients to be imported from a number of different sources.  Click on the Import  
button and a number of options will appear allowing you to specify where you want to extract the clients: 
 

 
 
Key Client Data  – this option is not relevant within the Sesame database 
 
Trigold and MBL  - If these systems are installed on your computer, you can choose these options to 
import clients into The Key - simply choose to import all clients or selected clients from the list displayed 
as shown below. 
 

 
 
It should be noted that only certain client data and documents will be transferred from the relevant third 
party software and this should not be viewed as a full data transfer. 
 
Care should also be taken to only import clients where client data held within the sourcing system is 
known to be accurate and up-to-date.  Further details can be found in the user guide – Importing of 
Clients  
 
Exporting Clients – this option is not relevant within the Sesame database 


