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The Fact Find section of The Key can be completed as soon as a Client Contact has been created (see 
Client Management User Guide). 
 
The Fact Find is accessed from the browser section on the left hand side of the screen.  The Fact Find 
includes various tabs which relate to whether you select Mortgage or Protection/GI as an advice process. 
 
Each tab contains a number of mandatory indicators which will be displayed when first entering the 
screen.  All mandatory questions must be answered, in order for the cross at the top of each page, to 
change to a green tick however each screen should be individually checked to ensure that all relevant 
information to justify the advice has been recorded. 
 

 
 
You will notice that the client’s details are displayed at the top of the screen, including an email hyperlink.  
Any details previously entered via the Mortgage Fact Find will be carried across to the Protection/GI fact 
find avoiding the need to re-key information and avoiding duplication. 
 
A brief description of each section is detailed below: 
 
Client Cont. Tab 
 
This tab requires basic client information, including the client’s relationship to another applicant (if two 
applicants), their tax rate, details of any dependants and whether the client has previously smoked. 
 
· Dependants : If a Yes is answered an additional box will appear to allow names and ages to be 

entered 
· Previous Addresses : you should enter details of previous addresses (by clicking on the Previous 

address  button) if the client has lived in the current address for less than 3 years. 
· Health : If a No is answered, additional notes should be entered by clicking on the More button 
· Religious beliefs and Smoking : If a Yes is answered, additional notes should be entered by clicking 

on the More  button 
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Employment Tab 
 
This tab requires the current employment information to be entered. 
 

 
 
If the client is self employed details of the client’s Accountant can be entered by clicking on the Search 
button. 
 
Financials Tab 
 
This tab requires the financial details of the client to be entered: 
 

 
 
Guidance on completion of this area is detailed below. 
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· Total Annual Income :  Details are entered by clicking on the More button on the right hand side.  

This will open up an additional screen where details of the client’s income can be added. 
 

 
 
· Financial Commitments : Details of any regular commitments e.g. from loans and credit cards, can 

be entered by clicking on the More button 
 

 
 
 Click on Add  to record details of the client’s current commitments which will be transferred to the 

Budget Planner. 
 
 Existing commitments can be amended by clicking on the Edit  button 
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· Budget Planner : By clicking on the Budget Planner this allows a detailed breakdown of outgoings 

and an accurate measure of affordability to be recorded. 
 

o Any Commitments previously entered will be displayed 
o The Current disposable income will be displayed as well as the amount available to meet the 

current needs.  For the purposes of affordability the disposable income figure should be used. 
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Property Tab 
 

 
 
This tab is used within the system to populate the address to be used if advising on Buildings and 
Contents.  Click on Use Main client address  to copy the address from the Client Contact  screen or 
alternatively a new address and associated details can be entered.  NB if the Mortgage Fact Find has 
already been completed the relevant details will already have been copied into this screen. 
 
Insurance Tab 
 
This tab allows you to detail the identified needs of the client. 
 

 
 
Where any areas are marked as Yes this will create additional tabs to allow specific details to be 
recorded of the identified needs..  We will look at each need in turn below. 
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Life Protection/Term 
 

 
 
Critical Illness 
 

 
 
Further guidance on completion of both areas is as follows: 
· Details of the specific cover required should be entered as prompted by the various fields and drop-

down boxes 
· Smoker/Health questions  - If the client has smoked or is not in good health additional details should 

be entered by clicking on the More button 
· Reviewable premiums  – if the client requires reviewable premiums a warning will be displayed which 

requires additional answers to be confirmed by the adviser 
· Material Facts – if additional comments need to be made to support the application these should be 

entered by clicking on the More button 
· Quote – click on the Quote button to integrate with the Exchange quotations system 
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Income Protection 
 

 
 
· Details of the specific cover required should be entered as prompted by the various fields and drop-

down boxes 
· Sick Pay – if the client will continue to receive an income for a period while unable to work an 

additional box will be displayed for further details to be entered 
· Reviewable premiums  – if the client requires reviewable premiums a warning will be displayed which 

requires confirmation by the user 
· Hazardous pursuits – if the client follows any hazardous pursuits details should be entered by 

clicking on the More  button 
· Material Facts – if additional comments need to be made to support the application these should be 

entered by clicking on the More button 
· Quote – click on the Quote button to integrate with the Exchange quotations system 
 
PPI 
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· The specific type of cover should be selected by clicking on the drop down (ASU, Accident & 

Sickness or Unemployment only) 
· Other details of benefits required should be entered as prompted 
· Material Facts – if additional comments need to be made to support the application these should be 

entered by clicking on the More button 
· Quote – Click on the Quote button to link with Paymentshield which allows integrated quotations to be 

completed and relevant documentation to be returned to the Key.  A hyperlink to the Sesame Insure 
website is also included 

 
Buildings 
 

 
 
· Details of the specific cover required should be entered as prompted by the various fields  
· Where a Yes answer is given to the last four questions additional details should be recorded by 

clicking on the More  button 
 
Contents 
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· Details of the specific cover required should be entered  
· Where a Yes answer is given to the last five questions additional details should be recorded by 

clicking on the More  button 
 
For both Buildings and Contents click on the Quote button to link to Paymentshield (Inertia) and 
the Halifax GI web system which allows integrated q uotations to be completed and relevant 
documentation to be returned to the Key.  A hyperli nk to the Sesame Insure website is also 
included. 
 
Existing Plans 
 

 
 
Details of any existing plans can be entered in this section by clicking on the New button which will 
display the screen below. 
 
Any plans previously entered can be accessed by clicking on the Open button 
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· Details of the existing plan should be entered as prompted by the various fields and drop-down boxes 
· Replacement business – if the existing policy is marked as being replaced an additional prompt will 

be displayed to complete a Discontinued Plan form.   
 
Click on the Discontinued Plan form button and a copy of the Sesame Discontinued Plan form will be 
opened which can be edited to reflect the client’s specific circumstances.  Click on Save and Close  and a 
copy of the form will be saved in the client’s Documents folder. 
 

 
 
By creating an Existing Plan in this section an associated Insurance Product will also be created within 
the Client Products  area.   
 

 
 
Click on Open at the bottom of the screen and this will open the Product where additional details of the 
plan can be entered. 
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The following areas should be reviewed / completed: 
· Main – Category, Term, Benefit Basis and additional benefits 
· Other Details – Application Date, Accepted date, Start Date, Contract No, Premium details and 

Product Description 
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Notes Tab 
 

 
The Notes tab can be used to record any additional notes relevant to the client.  This will also contain any 
notes that have been added through completion of the fact find through use of the More buttons. 
 
Simply add any notes to the Add Note  box and click on Add.  If you place a tick in the box next to 
Private , this will ensure that the Note does not appear on the printed Fact Find. 
 
NB: any notes relevant to a specific product or con tract should be entered via the Product Notes 
area rather than within the Client Notes area. 
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Printing the Fact Find 
 
Once all relevant tabs of the Fact Find have been completed, click on Print Preview, which is located at 
the bottom of each Fact Find screen.  This opens up into the Word Viewer , which does allow 
amendments and additional information to be recorded however this information will not be automatically 
saved in the Fact Find held on The Key. 
 

 
 
It is possible for the document to be converted into Microsoft Word format by clicking on the Edit in Word  
button.  However, this information will not be saved within the Fact Find held on the Key. 
 
Therefore, where any information is found to be missing within the previewed document it is 
recommended that the relevant tab of the Fact Find is updated within the Key and a further Print Preview  
is undertaken. 
 
When the document is completed, click on the Save and Close  button and a copy will be held in the 
Documents  section within the system.  The document can also be e-mailed to the client or printed by 
clicking on the relevant buttons. 

 


