Document Management

the key

The Documents section stores all documentation produced within The Key throughout the sales process.
In addition documents created outside of the Key can be added to a client file and new template
documents can be created in order to use data already stored in the system e.g. name, address, product
information etc., to create an individual letter to a client.

The Documents section can be accessed either via the Client Documents menu or from the Products
section as shown below

Client, Documents

The Key v3.7.15 (KC0000)

Start Page
= Mew Client
~Create
= Client
Contact
FactFind
- Qverview
-Personal Details

Applicant1 M Dan Capon

Applicant2

All Documents relating to this client

0241142011 09:54 | Email 02/11/2011 0955 O
Documents N
0171172011 1212 | Fact Find Diata | Fact Find Snapshot eNBS subrrited M0 1212 O
mdrmin 311042011 1239 [ Word file Suitability Letter ProtectionG| 0201124
= Admin 27/10/2011 1254 | Fact Find Data | Fact Find Snapshet Appliction 271072011 1254 O
DiaryiTasks 2771042011 1254 | Fact Find Diata | Fact Find Snapshot eNBS submilted 2702011 1254 0
~Pipeline 27/10/2011 1252 | word fle Suitabiliy Letter Mortgage 27/10/2011 1254
%61 |
chg.im 27072011 12550 | POF fle Product List Skipton Building Saciely 2 Year Tracker BBR: plus 1 48% LTV BU% Puchass 271072011 1252
ot 27/10/20171 1250 | POF e KFI Skipton Buiing S ociety 2ear Tracker BBR phis 1.48% LTV 60% Purchase 271072011 1252
- Contacts 271072011 12:46 | FOF fle 0D Templae Motgage,IDD 270011 1252
= Commissions =
Receipts =
: 7AW 1241 | Word fle Dista Protection Statement 702011 1252
~Amounts due
- Split Payments
Marketing

Client, Products, Documents

[ | The Key ¥3.7.15 (KC0000)

Start Page Applicant Mr Dan Capon
= Mew Client Applicant2
-Create 2305 Product Tvpe | i1 Sub Type Puichase 3 New Busingss
Client :
E‘ Contact [ Show only pipeline new business Status Completed v Provider Skiptan BS ]
-FactFind Clien(s) Next review date [0 /10/2013 v | CaseRelerence 1050424
All Products 5 product(s) found.  Click here to customise resuls
-~ Overiew Description £50,000 deposi
e (B
‘woikList | Commission | Tasks and Diary | NDleSI”Dncumen[s {Icomphance | Mortgage Detals |
T
Notes Matgage | |Repayment Abbey Netional All Documents relating to this product
Admin ! R nt Skipton BS
&-Admin Insurance 3 Ia cate healthcare
-DianyiTasks ‘ T =
Pipeline reuance stbentny 27/10/2011 12:50 | PDF file Product List Skipton Building Society 2 Year Tracker BE... | 16/11/2011 14:49
Gompllance Irsunenice | Tem ssten Skbeilfe 2710/2011 1250 | POF file KFI Skipton Building Socisty 2 Year Tracker BBR plus 1... | 16/11/2011 1443 |
~Reviews
~Complaints
Contacts
= Commissions
~Receipts
Recanciled
Amounts due
- Gplit Payments
TR -y [ pelete | [ Emal | [ sean | [ OpensEdt | [ OpenReadng | [ Aad |
RO, Generate Document
Setup
Template: .,‘ [ Creale ]
[] Subritied Extemally Sesame sale ief 401838674 [ cese |

The content of the 2 Document folders will differ in that the Client Documents folder will contain all
documents relating to the client whereas the Product Documents folder is designed to store product
specific documentation e.g. documents returned from integrated quotes and sourcing, documents where
product pre-population is required e.g. Suitability Letter.

To access Documents in the Products area, first highlight the relevant Product in the Products screen
then click Open and the Documents tab will be displayed.

The functions within each folder however are the same as detailed below:
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Delete

Highlight the relevant document and click on Delete to remove any documents that have been duplicated
or have been created in error. A warning box will be displayed to confirm the deletion as shown below.
Click on OK to permanently delete the document.

\:{’) Are vou sure vou wank ko delete this ikem?

If the Delete button is not displayed this will be due to a permission restriction which can be amended by
a System Administrator via the Setup > User menu (See User Setup guide for further details).

Email

This function enables documents to be emailed via Outlook to clients or an alternative email address
selected by the user. Click on Email and this will open a box allowing you to select what documents you
wish to e-mail. Select the required document or documents or place a tick in the box to send All

documents.

Documents

Docurnents to be emailed

[] &l documents
Suitability Letter Mortgage

Product Lizt Skipton Building Society 2 Year Tracker BBR pluz 1.4¢
f.Fl Skipton Building Society 2 vear Tracker BBR plus 1.48% LTV E

Corvvert word documents to POF

[ ] 4 l [ Cancel

To convert any editable documents into pdf tick the box Convert word documents to PDF.

Click on OK and this will open Outlook creating an email to the address stored in the Client Contact
section of the Fact Find. The following message may be displayed based on individual settings:
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Microsoft Outlook fg|

& program is kryving ko access e-mail addresses vou have
stared in Cutlook, Do you want ko allow this?

If this is unexpected, it may be a virus and vou should
choose "Mo”,

[ Allow access For

Mo | Help |

Click on Yes and an Outlook message will be created which can be amended as appropriate:

e The e-mail address can be amended if required or a copy sent to a different e-mail address

e The Subject box can be updated however the “trackerID” details within the square brackets should be
retained as this ensures that a copy of the e-mail is stored in the Documents area of the Key

e The e-mail can be personalised with your own message

Send or save the message to return to The Key.

™ KFl and Research List [trackerID C/BCA7BCEFBB99570F4F7 *Please do not delete] - Message (Rich Text)

File Edit view Insert Format Toadls Actions Help

Heend | [l & B0 BE% v oo, 3. Al -l cJABIU|(|EE=EEEE,

To... ‘g @vahoo.co.uk
Ceo ||

Subiect; ‘KFI and Research List [tracker]D C/GCATSCEFBI99570F4FT *Flease do not delete]

Dear Peter, as discussed attached copies of your KFI and research we completed yesterday.
Regards|

George West
Mortgage Adviser

= =

BCAFDEIECDS72D BCAFDEEDLISO172
D#49.POF F47C.PDF

Once sent a copy of the e-mail will be stored in the Documents area.

Scan

Click on Scan to scan a document directly into The Key. This will open a dialogue box to select the
appropriate scanner attached to your computer.

Select Source

Click on Select to choose the scanner required which will then run the appropriate scanning software
programme. The scanned document will be placed in the Documents area in a TIF format.

NB: Documents should always be scanned at the lowest resolution possible and in black and white
(ensuring the document is still legible) which will help to reduce the size of files. A 3mb limit is set on the
size of files that can be scanned and added to the Key however this should permit the majority of
documents including applications.

If the Scan button is not displayed this can be amended by selecting the option Enable Scanning in the
Setup > Integration area.
3 Dec 11



Open / Edit

Highlight the required document and click on Open / Edit to open a document from the list displayed.
This will allow the document to be edited and saved.

While editing the document it is not possible to navigate to other areas of the Key.

NB: if the target document is non-editable e.g. pdf files, the Open / Edit box will be inactive

Open / Read Only

Highlight the required document and click on Open / Read Only to open a document from the list
displayed.

This will open the document as a Read Only file however will then allow navigation to other areas of the
system without having close down the document.

This function can be useful when constructing a suitability letter which allows documents such as the KFI
to be opened in a read only format which can then be referred to when writing the Suitability Letter in
word.

Add

Click on Add to insert a document that is currently held outside of the Key. This will open up the following
screen where the required document can be located.

Lok, jn: u:i My Docurnents by e > o=
» :i,jWindows @aﬁign ups.doc
| =) Workflow F\ssd Reviews issue,doc
My Recent @DDDS Online access.doc @BM Activity,xls
Documents @3.8.X|5 @Bnnus evidence.doc
— B 0043 Fileer options. doc B ChatLog Review of Key 2011_1
L-% @?D per cent targeting. doc @ChatLog Rewiew of Key 2011_1
Deskiop aaBasic developrments,doc Cammitments error.doc
@aaPrnduct Tvpe in Product.doc @Cover required PHI PPL.doc
T .C\dhoc reparts introducers.doc @crc crm panels, s
___j | .C\dhoc reports new fields, doc Cust-:-m figlds.doc
My Documents | @.ﬁ.dvocates.doc Data Protection Direct version.
[ @F\ge nexk birthday  xls Data Prokection screens.doc
7 1 @amazon nano,doc @Data Protection Sesame Metwo)
;_', .C\pp date control.doc il Data Protection.doc
3 .C\R Withdrawn or RI Wikhdrwan,doc econveyancer error 5.7, 10,doc
My Computer

L ) -
‘-’] File name: | Data Protection. doc b ‘ﬂl

by Metwork | Files of type: [ &1 Files v Cancel

Highlight the required document and click on Open to return the document into The Key which will display
the following box.

NB: When adding scanned documents these should be scanned at the lowest resolution possible and in
black and white (ensuring the document is still legible) which will help to reduce the size of files. A 3mb
limit is set on the size of files that can be scanned and added to the Key however this should permit the
majority of documents including applications.
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Add Document

File Dezcrption

x]

| [ ata Praotectior

[ Motify Advigor

] ] [ Cancel

]

Amend the description if required and click on OK to save the document into the Documents area.

Adding Multiple Documents

It is possible to add multiple documents into the Documents area.

Click on Add and highlight the required documents (keep the Ctrl button pressed down when clicking).

Lok, jr: |l.f}h-1y5u:ans V| o T EF [

'@BT Broadband. pdf
'@Funded sourcing, pdf
My Fecent T Hol page 1.pdf
Documents  FHal page 2.pdf

(@ 2] hal tiFtiF

Deszktop

F_n scan0001.pdf

P2 scan000z

p.* scaniing 3,

\$

iy Documents

=

My Computer

g File name: |"scanDI:II]3.pu:If" "zoan0007 . pdf" "zoan000z. pd % |

My Metwork Files of type: | &l Files

v

Click on Open to return the documents into The Key. The Add Document box will allow the documents

to be renamed which will then be displayed in the Documents list.

Add Document

File Dezcrnption

|::"-.|:| ocumentz and Settingzhmwestihdy Documentsiby Scanshs

[ Matify Advisar
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Final Version

Product Details (New Business)

%]

Mew Business

]

Caze Reference |1060434

Product Type : Sub Type | Purchase b |
Status | Completed v | Provider | Skipton BS
Client(z) | Capon, Dan v | Mest review date
Description | $50,000 deposit |
whark, List Commizsion | Tasks and Diary MHates Documents! | Compliance | Mortgage Details

All Documents rel ating to this product

. i |
161142011 15:38 | PDF file Scanned 1D 16/11/2011 16:54 ¥
16/11/2017 15:34 | PDF file C:\Documents and Settings\mwest\My Documentziby . | 16/11/2011 16:54 Fl
16/11/2017 15:34 | POF file C:\Documents and Settings\mwest\My Documentzibdy . | 16/11/2011 16:54 1
271072071 1252 | Word file Suitability Letter Mortgage 2710720171 1254
27020011 1250 | PDF file Froduct List Skipton Building Society 2 vear Tracker BB... | 1641172011 16:54
27020011 1280 | PDF file F.Fl Skipton Building Society 2 Year Tracker BER pluz 1.... | 16411/2011 16:54

Delete || Emal | [ Scan | | Open/Edt || OpenReadOny || add |

Generate Document

Template

w i Create

I:l Submitted EHtEma"_',J Sezame =ale ref | 401838674

This section can be used to identify the final version of a document and has two uses:

Cloze

e The box can be ticked when a document has been fully completed and will help to identify documents
that are still at “draft “ stage or have been fully completed e.g. compliance questionnaires

e The box can be ticked to identify the final version when multiple documents of the same type have
been produced within the same sale e.g. Fact Finds, illustrations. NB: where product related
documents are saved it is recommended that the Final Version box is ticked in the Product >
Documents area as these will be easier to identify.

Generate Document Template > Create

Click on the drop down arrow within the Generate Document area and click Create to produce a client
specific document based on a Sesame template or a template created within the Setup > Letters area.
This will translate any merge fields into client information avoiding the need to re-key previously entered

details.

Further guidance on creating User Templates is detailed in the next section.
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User Templates

This section will detail how template letters can be created within the Key allowing client data input via the
Fact Find screens to be included avoiding the need for re-typing and allowing documents to be retained
within the system.

Templates are created from the Setup > Letters menu on the left hand side of the screen.

[ | The Key v3.7.15 (KCO000)

- Blart Page
= Mew Client
Create
= Client
ey aCustomer Due Diigence Mige (AppT] word fle 01/11/201112:26_|00/11/2011 1226 [lan Murphy__|Inone] Echo Mortgage
10D Web Combined DD Template Standard M |'Word file 2841072011 0344 |28/10/2011 09:44 | lan Murphy |[nune] Echo Mortgage
10D Web Gl & Pure Protection DD July 11 “word file 28410/2011 0346 |28/10/2011 0346 |lan Murphy  [[none) Echo Mortgage
10D Web Mortgage IDD Ot 11 ‘Word file 28/10/2011 0548 |28/10/2011 03:48 |lan Muphy  [[none) Echo Mortgage
Please enter subject Word file 161172011 15:41 [16/11/2001 1541 [lan Murphy | Inore) Echo Mortgage

Letter templates

Qverview
Personal Details
-Products
-Documents
MNotes
Admin

=-Admin
-DiaryiTasks
Pipeline
Compliance
-Reviews
~Complaints
Contacts

= Commissions
-Receipts
-Recontiled
Amounts due
Split Payments

- Marketing

@ Repotts

= Setup
General

Compliance
-Integration
~Metiark

Delete ] [ New ] Edil ] [ AddEsiingFie |

Click on New at the bottom of the Letter Template page. This will display a screen in Word Viewer mode
with a list of merge fields from the Fact Find and Product area on the left hand side.

£ Word O
— L J [ Fin | W Editinword
- Administrator = - - B 7 U = = = = = i= - | 9 [
M| E E E = = =
Advisor
- Client L T e [ U . [ .
Clignt2

> -

- ClientAddress
Cligntdddresses

- ClientFunds
Commitrments

- Currentidartgage
Currentid ortgageD etails

- Estate_Agent

- filrsurance

- fiMartgage

- fiProperty

- InsuranceDetails

- Introducer

- MortgageDetails

- MTE

- MyDetails

Click on the Subject field and rename to the title of document required. Next click in the document where
you wish to start your text.

You can then proceed to add any text or required merge fields. To insert a merge field ensure the cursor

is in the correct position within the document and then click on the “plus” sign next to each subject
heading e.g. “Advisor”, then select the required field e.g. Firstname.
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Word Viewer,

Subisct
Fleview Letter

[BEE]

Addess L T

Address_Line1
Address_Lins2
Address_Line3

Address_Lined
AdministrctarFiet
Advisor
Advisor_Level
Advisor_Nates
Advisor_Supervisor
Advisor_Target
Branch

BranchCode
Cantissigninioduce
CanéttachDocsihe
CanDeleteholes
CanE ditCasescoour
CanE diContactséfte
can€ ditletworkCon
Canfieassigriviark
CanlserEditProduct
CanviewscHochiep
CaniewReparts
Commission_Splt
Commission_SpltBa
Commission_SpitFla
Company_Name
Compliance_Officer
CreateLlientFromMT
Created_By
Created_Date
Delete_Data
Disable_Login
Edit_Setiings
Edit_Users

Email

Far
Firstname:

has_Template_Cant

<<CLIENT SALUTATION=>>
<<CLIENT FREZENTADDRESS_1>>

1dth Movember 2011

Dear <<CLIENT FIRSTNAME 15> & <<CLIENT FIRSTNAME 2>>

Your Morigage at <<MORTGAGEDETAILS.ADDRESS_LINE1>>

I am writing in connection with your martgage which is due to expize oa
<<MORTG AGEDET AILS.BENEFITENDDATER > 1oovvvoor oo

Y ours sincerely

<<ADVISOR.FIRSTNAME:=> <<ADVISOR.SURNAME:>>
“<ADVISOR.JOB_TITLE>>

Noted below are a number of the common merge fields you may require:

Client Information

Heading

Field Name **

Client Title Client Title_1

Client First Name Client Firstname 1

Client Surname Client Surname_1
Salutation e.g. Mr P Jones Client Salutation

Address (incl Postcode) Client Presentaddress_1
Adviser name Advisor Firstname Surname

| 1°"line of Property Address (from

product)

Mortgage Details

Address_Line1

Mortgage Expiry date

Mortgage Details

Benefitenddate

** where applicant 2 details are required replace the 1 with a 2, e.g. Title 2

A full list of merge fields have been included within two templates held within the Documents area, named
Merge Fields Fact Find and Merge Fields Suitability Letter. These can be accessed by highlighting
the template documents within the Generate Document area and clicking on Create. These templates

can be saved if required or alternatively can be used to copy and paste the relevant fields into the

required document. These templates can also be found in the Document templates section of the
website http://www.thekey.uk.com/sesame_thekey.aspx

Once all the relevant merge fields have been inserted the document can be converted into Word for full
editing by clicking on the Edit in Word button.

When finished close the document ensuring that it is saved and you will be returned to the Letter
template screen where the document will now be listed as noted below.

|| The Key v3.7.15 (KCO000) EEX

Start Page
= Mesw Client
Create

= Client

Deseription
aCustomer Due Diligence Mge [Appl]

Contact
FactFind

Type Created Date

Last Modified Date  Last Modified  Expiy Dete
Word e 01/11/201112:26 [01/11/2011 1226 [lan Murphy | inane)

Firm name
|Echo Mertgage

Overiew

Parsonal Datails 10D Web Gl & Pure Protection DD July 11

10D Web Combined DD Template Standard M

“word file 28A10/2011 0344 |28/10/2011 0344 |\ar’\ turphy

[Echo Meortgage

Word fle 28/10/2011 03:45_|28/10/2011 0346 [1an Murphy
o e

oo ™

Products Feview Letter

‘word file 161172011 15:41 [16/11/2011 16:02 |\ar’\ Murphy

Echo Motgage

Echo Mortgage

Documents

MNotes

Admin
=-Admin

NianATasks
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In order to access the saved templates for a particular client navigate either to the Client > Documents
or Product Documents area.

NB: Where product information is required the template must be opened from the Product > Documents
area

In this example we will use the Product > Documents area.

Click on the drop down box next to Templates in the Generate Document area which will display a list of
documents held within the system including the newly created template. Click on Create to open up the
template which will now be populated within any relevant client and (where relevant) product data.

Product Details {New Business)

Product Type 14 10o0e Sub Type | Purchase v |

Status |Eompleted v| Provider |Skipton BS v |

Client(s] |cap0nfnan vl Mest review date | 01/10/2013 ~|  CaseReference [1050434 |

Deseripion ~ [£50,000 deposit |

Wwork List | Commission | Tasks and Diary | Notes Documents | Compliance | Mortgage Details |

All Documents relating to this product

011 15:37 JF fi Scanned D 1641142011 16:07

0 |

16/11/2011 15:34 | PDF file C:\Documents and Settingsimwest\bp DocumentsiMy .. | 16/11/2011 16:07 O

16/11/2011 15:34 | POF file C:\Documents and Settings‘mwest\bMyp DocumentsiMy ... | 16/11/2011 16:07 O

2102001 1252 | Wword file Suitability Letter Mortgage 27102011 1254

270/2011 1250 | PDF file Product Lizt Skipton Building Society 2 Year Tracker EB... | 16/11/2011 16:07

271042011 1260 | PDF file KFI Skipton Building Society 2 ear Tracker BBR plus 1.... | 16/11/2011 16:07
Delete ] ’ Email ] ’ Scan ] Open / Edit Open Read Only ] [ Add

Generate Documert

Template ! Fewiew Letter w Create

SELS Client Undertaking E
Shortfall Calculation PHI and PRI

Shortfall Calculation Term and Cl Yy
Suitability Check Form Mortgages E Sesame saleref | 401838674

Cribmhilibn Dhanle Carrn Drmbnebio 21

This document can be converted into Word for full editing by clicking on the Edit in Word button and
when finished it should be Saved and Closed to return the document to the Document area of the
relevant client.

Subject

[ P | [(EmaiDocument | [ EmaiTew | Review el 1 | W Edtinwad
Administrator : <
Advisor _
Client : i o I v s B o o [ [ [ ® [ [ i e, n '
Client2 =
Comritments —
CunentMortgage
CurentMortgagel
Curentortgagel Details
CunentMortgageDetals
FactFindNotes
ffinsurance
iMargage
ffPraperty Ir D Capon
Irtroducer Band Lane
MorgageCosts Bandy
MorgageDetails RG6 6TH
MyDetals
Previous_Address_Appl
Product 16th November 2011
Salssinfo
System
Dear D &
Your Morigage at Band Lane
I am writing in conmertion with your mortgage which is dusto expire on 1 st January 2014
Vours sincerely
Tan Murp hy
Sesame Test Dev
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The name of the document can be amended by highlighting the document, “right clicking” in the
Description column and selecting Rename

Product Details {New Business) X
Product Type Mortgage Sub Type |Purchase v| Mew Business
Status | Complated - | Provvider | Skiptan BS - |
Clier(s) [Capan, Dan v | Mestreviewdate |m1/10/2013 Case Reference | 1050434
Description | £50.000 depost | I

Wik List | Cornmiggion | Tazks and Diary | MHaotes ||Documents | Compliance | Mortgage Detail: |

All Documents relating to this product I

16/1142011 15:37 | PDF file 1/2011 16:07
1641142011 15:34 | PDF file C:\Documents and S ettingshmwestubdy Dol 142011 16:07
1641142011 15:34 | PDF file C:\Documents and Settingsmwestihy Dg 142011 16:07

| E|EOOOL]

2702011 1282 | Word file Suitability Letter Mortgage 2710/2011 1204
27042011 12580 | PDF file Praduct List Skipton Building Society 2 Year Tracker BB... | 16/11/2011 16:07
271042011 12580 | POF file KFI Skipton Building Society 2 Year Tracker BBR plus 1.... | 16/11/2011 16:07

Enter a new name and then select OK to save

X

Rename File

Fleaze enter new name

(]
|

Review Letter izsued 16.11.11

There are a number of other options available at the bottom of the Letter template screen as follows:

[ | The Key ¥3.7.15 (KCODOO)
- Start Page

= New Client Letter templates
Create

= Client
~Contact
-FactFind
Qverview
Personal Details
~Products
-Documents
MNotes
Admin

[=-Admin
-DiaryiTasks
Pipeline
Compliance
~Reviews
~Complaints
Contacts

= Commissions
~Receipts
-Recontiled
Amounts due
Split Payments

- Marketing

@ Repots

= Setup
General
~Users
=m
Workflow
Compliance
~Integration
- Network

aCustomer Due Dilgence Mge [ppl) Word fil 01/11/201112.26 | 01/11/2001 1226 [lanMuphy | Inone) | Echa Mortgage
IDD ‘web Combined IDD Template Standard M_|Word fil 268/10/2011 09:44_|28/10/2011 09:44_[lan Murphy__|Inane] Echa Mortgage
1DD ‘wieb Gil & Pure Protection DD July 11 Word fle 28/10/2011 03:46_|28/10/2011 05:45_[1an Murphy | inone) Echa Mortgage

10D Web Mortgage 0D Oct 11 Word e 26/10/2011 0348 | 28/10/2011 0348 [1an Murphy | irione) Echo Motgage
Fleview Letter Word e 16/11/2011 15:41 |16/11/2011 1608 |lan Murphy | Inane) Echo Mortgage

[ Delete ] ( New ] ( Edit ] [ AddEsiingFie |
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Access Settings
e Name: Displays the current name of the document and allows the document to be renamed
Visible to Firm: This should always list your own firm’s name
Visible to single user only: If ticked permits use of the document to a single user within the firm
Read Only: If ticked the template cannot be edited within the Client Documents area
Include template in Generate Document drop down: if unticked the template will not be
displayed in the Generate Document Template list
¢ Include template in Marketing Mail Shot drop down: if unticked the template will not be
displayed in the Marketing area as an available template

Template Settings ﬁl

M ame

Yigible to Firm name

[ ] Wisible ta single user anly
[] Read Onily

Include termplate in Generate Document drop down

Inchude template in Marketing Mail Shot drop down

Delete: If clicked permits letter templates to be deleted if no longer required. A warning will be displayed
to confirm that the document will be permanently deleted. This option is only allowed if the User has the
relevant Delete permission.

Edit: Allows existing letter templates to be amended as required
Add Existing File: Allows an existing Word or PDF document held outside of The Key to be copied into

the system to avoid the need to retype information. Merge fields can be added to existing word
documents as detailed above.
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