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IDD templates are not centrally stored in the Key however can be added by individual firms/users. 
 
Once an IDD template has been added into the Key this will be available to select when creating a sale 
andcan then be easily attached to a client record within the Client > Documents area. 
 
To add an IDD template click on Setup > Letters, permission to access this area is controlled through the 
Setup > Users area. 
 

 
 
Click on Add Existing File which will open a windows browser where your current IDD version can be 
located.  Highlight the required document and click on Open. 
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An Add Document box will be displayed where the document can be renamed. 
 
Important: The document must be renamed to begin with the letters “IDD” in order for the 
document to be correctly displayed within the Create IDD box on the Fact Find Summary Page. 
 

 
 
Click OK to save the document.  There will be a short delay between clicking OK and the document 
appearing in the Letter Template list. 
 

 
 
The Access Settings button can be used to rename the document or to amend who is able to view the 
document. 
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Adding an IDD Template to a Sale 
 
Click on the Client > Fact Find option and the Fact Find Summary screen will be displayed.  Click on the 
Create IDD for Sale button. 
 

 
 
This will display a list of templates that have been created in the Setup > Letters area which have been 
prefixed with the letters “IDD”. 
 

 
 
Select the required IDD template and click OK. 
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This will open the IDD template which can be amended as appropriate to reflect the specific advice being 
provided to the client.   
 

 
 
Once amended click on Save and Close which will save the document into the Client > Documents 
area of the relevant sale. 
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The Fact Find Summary Screen will be automatically updated to show the date the IDD was produced 
however this can be manually amended if the IDD document has previously been issued to the client e.g. 
during a previous client meeting.  The Create IDD for sale button will also be updated to show a green 
tick. 
 

 
 
The same process as detailed above can be followed to create additional IDD templates and to add IDDs 
to additional sales. 


