Using Multi-Sale

the key'I

The Multi-Sale function enables more than one sale to be recorded within the Key simultaneously. This is
particularly useful for mortgage and insurance business where a client may have more than one
mortgage and insurance need at the same time. Any fact finds, product details and other documentation
can be stored against the specific sale they relate to rather than in a single list.

This function also assists users when revisiting a client for repeat business as any historic information can
be retained separately for any new sale.

This guide will cover the following areas:

Recording the audit trail

Creating an IDD

Opening a Sale

New Sales — Repeat Business

New Sales — Simultaneous Business
Closing a sale

Deleting a Sale

Recording an audit trail
The Fact Find Summary screen enables an audit trail of dates to be recorded against an individual sale.

A number of these dates are automatically created by the system however can be manually amended to
record the correct date sequence of the advice process.
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The following dates can be recorded:

Field Name

Description

Initial Contact Made

This is the date that the client was first contacted in
relation to the sale and is the date that is recorded
on the front of the printed fact find when using the
Print Preview button. Examples of contact would
include an email from the client, an initial telephone
conversation or meeting

Produce IDD This date can be manually input or is automatically
created when the Create IDD for Sale button is
used. Further details of the IDD creation process
are detailed below

Fact Find This is the Fact Find completion date and can be

manually input or is automatically populated when
all mandatory items within the Fact Find have been
completed

Source & Select

For Mortgage sales this date can be manually input

client

Produce KFI or is automatically populated when mortgage
sourcing is completed via the Key.
For Insurance sales this date can be manually
input

RWL This date can be manually input once a suitability

letter / reason why letter has been issued to the

Completed Application

This is a read only field and is pulled from the
Product area when an application date is input for
an item of new business

Creating an

IDD

The Setup > Letters area can be used to add IDD/CIDD templates into the Key which can then be
accessed from the Client > Documents area. Further guidance on adding document templates into the
Key can be found in the How to add an IDD Template User Guide.

The Create IDD for Sale button enables any previously created IDD/CIDD templates to be opened,
amended and saved when the client and sale record is first created. NB in order for the IDD templates

to be displayed they must be pre-fixed with the let

ters “IDD” or “CIDD” in the Setup > Letters area.
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Click on the Create IDD for Sale button and a list of available templates will be displayed.
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Select the appropriate template and click OK and the IDD template will be displayed
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1. The Financial Services Authority (FSA)

The FSA is the independent watchdog that regulates financial services. It requires us to give you
this document. Use this information to decide if our services are right for you.

2. Whose mortgages do we offer?

We offer morigages from the whole market.
[] we only offer mortgages from a limited number of lenders.

[ ] We only offer morigages from a single lender.

3.  Which service will we provide you with?

We will advise and make a recommendation for you after we have assessed your needs.

[ ] You will not receive advice or a recommendation from us. We may ask some guestions to
narrow down the selection of products that we will provide details on. You will then need to
make your own choice about how to proceed.

Amend the template as required e.g. by selecting the agreed remuneration method and then click on
Save and Close. The template will then be saved in the Client > Documents area of the relevant sale.
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An issue date will be recorded against the IDD however this date can be manually amended if the IDD
has already been issued to the client.
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The IDD Issued? radio buttons can be selected to confirm whether or not the IDD has been issued.

Opening a Sale

Click on Open Sale and the fact find relating to the sale will be opened. Where client data has previously
been entered into a fact find for the client this information will be retained and certain data will be shared
across other sales for the client as detailed below:
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Current Mortgage — where a client has a current mortgage this can be added to the Fact Find by clicking
on the Add another current mortgage  tab which will create an associated mortgage within the Product
area.

The Current Mortgage tab will also allow mortgage Products created in other sales with a status of
Completed or Current to be added into the Fact Find. Click on the Add existing product button and a
list of Completed and Current Mortgages which can be included into the current sale will be displayed.

NB: where the required product is not listed in the Add existing product list  this will be due to the
product status not being recorded as Current or Completed in the Product area. In this case open the
relevant product, update the status to Current or Completed, close the product screen and the product will
then be available to Add in the Add existing product screen. Refer to the Closing a Product User
guide for further details on updating products on completed cases.

Highlight the product to be included as a Current Mortgage and click on Add. Click on Save to save the
change which will also close the Add existing product box. The mortgage will now be listed in the
Current Mortgage tab together with other mortgages previously added as shown below.
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Any Current Mortgages that are displayed in the Current tab that are no longer current can be removed
from the current Fact Find. Click on the Remove existing product button and a list of Current
Mortgages from the Fact Find will be displayed.

NB: the status of any products to be removed should also be updated by opening the Product, updating
the status e.g. to Redeemed, and closing the Product screen. This will ensure the product does not get
displayed in future sales. See the Closing a Product User guide for further details of this process.

Highlight the product to be removed and click on Remove. Click on Save to save the change which will
close the Remove existing product box. The mortgage will now be removed from the Current Mortgage
tab.

Preferences, New Mortgage, Insurance — these tabs are unique to an individual sale and information is
not carried through to other sales. This allows specific details of different sales to be recorded at the
same time.

Existing Plans - this tab works in a similar way to the Current Mortgage tab. Where a client has an
existing protection plan this can be added to the Fact Find by clicking on the New button which will create
an associated insurance product within the Product area. The Existing Plans tab will also allow
insurance Products created in other sales with a status of In Force to be added into the Fact Find through
use of the Add existing product button. Any existing protection plans that are displayed in this tab that
are no longer in force can be removed from the current Fact Find through the Remove existing product
button.
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Notes — notes can be added onto the Fact Find and can be restricted to the specific sale or can be made
available for all future sales. The options are as follows:
Private — tick this box to ensure the note does not appear on the printed fact find via the Print
Preview button. If left unticked the note will appear on the printed fact find
Sale — select Sale to display the note only within the current sale. Any previous or future sales
created will not display the Sale note
Client — select Client to display the note only within all previous and future sales.
Delete — allows any selected Notes (Client, Sale or Product) to be deleted

Once the appropriate options have been selected click on Add Note and the note will be displayed in the
Notes area.

New Sale — Repeat Business

The following section details the process for completing repeat business with a client e.g. when revisiting
an existing client, and assumes that there are no current sales in progress.

Basic client details and details of existing mortgage/policies already entered into the Key will be carried
forward into the New Sale as detailed in the Open Sale procedures detailed above e.g. Client Cont.
Employment, Financials, Current Mortgage and Existing Plans. Click on New Sale.
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Where any existing sales are open for the client a box will be displayed to confirm whether any existing
sales are to be closed before proceeding.

Click Yes to close any existing sales where the sales process has been completed e.g. commission has
been paid. This will display an additional box showing any open sales.

Click No if there any products which are ongoing and need to remain open e.g. simultaneous process.

Click on Edit to open any relevant products which can then be updated as appropriate and closed by
updating the status or via the Product > Worklist tab.

NB: it is important that the status of any open products are correctly recorded to ensure the new fact find
only displays active products

Any products no longer current/in force should be amended to Redeemed/Cancelled
Any products not proceeding should be amended to Not Proceeded With/Declined
Any current/in force products should be amended to Current / Completed / In Force

Please refer to the Closing a Product User Guide for further details on closing products

When all products have been closed a confirmation box will be displayed.

Click OK to close the existing Sale and the new sale can then be started and the fact find updated as
appropriate.
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New Sale — Simultaneous Business

The section above details the process for completing repeat business with a client. This section details
the process when two or more sales are due to run at the same time e.g. re-mortgage and buy to let
enquiry or where mortgage and protection sales are to be recorded separately.

Click on New Sale.

In this scenario there are likely to be existing sales that are open and the following box will be displayed
to confirm whether any existing sales are to be closed before proceeding.

Click No to keep any existing sales open and to run the new sale concurrently with an existing sale.
Click Yes to close any existing sales where the sales process has been completed. Where any products
are to be closed the procedures detailed above under New Sale — Repeat Business should be followed.
See also the Closing a Product User Guide.

The new sale can then be started and the fact find updated as appropriate.

Closing a sale

The Close Sale button gives the option of manually closing a sale prior to any new sale being started.
Click on the Close Sale button
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Where there are no new business products associated with the sale a message will be displayed
confirming that the sale status will be set to Abandoned. Click OK to Abandon the sale.

Where there are existing products associated with the sale a list of products will be displayed.

Click on Edit to update and close the relevant product(s) by updating the status or via the Product >
Worklist tab. See the Closing a Product user guide for further details on closing products.

Where none of the existing products have an effective start date the sale will be set to Abandoned and a
relevant message will be displayed. Click OK to Abandon the sale

Where an existing product has an effective start date/completion date the sale will be set to Closed .
When all associated products are closed the following message will be displayed. Click OK to close the
Sale which will then be updated in the Fact Find Summary screen.
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Deleting a Sale

It is only possible to delete a sale when no new business products are associated with the sale. Where
there are new business products the Delete Sale button will be greyed out and disabled.

Click on Delete Sale and a confirmation box will be displayed.

Click Yes to delete the sale.
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