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Setting up a Case 

 

ҧ hǇŜƴ aƻǊǘƎŀƎŜ YŜŜǇŜǊΦ /ƭƛŎƪ ΨƴŜǿ ŎŀǎŜΩ 

 

ҧ ¢Ƙƛǎ ǿƛƭƭ ƻǇŜƴ ŀ ƴŜǿ .ƭŀƴƪ ŎŀǎŜΦ /ƭƛŎƪƛƴƎ Ψ!ŘŘΩ ǿƛƭƭ ƻǇŜƴ !ǇǇƭƛŎŀƴǘ мΩǎ Řŀǘŀ 
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ҧ Filling in basic client details. Ensure there is an email address and that this is correct as you will be 

relying on this to send documents quickly and efficiently.  

hƴŎŜ ȅƻǳ ƘŀǾŜ ŀŘŘŜŘ !ǇǇƭƛŎŀƴǘ hƴŜ ȅƻǳΩƭƭ ōŜ ŀōƭŜ ǘƻ ŀŘŘ ǘƘŜ ǎŜŎƻƴŘ ŀǇǇƭƛŎŀƴǘΦ hƴŎŜ ȅƻǳΩǾŜ 

finished, Click Save and Close  

 

ҧ Adding advisor, select your name from the drop down box. Add your Admin using the box below 

as they will then receive tasks as you set them. 
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ҧ Add the lead source.   
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Creating Notes 

 

ҧ Adding note of lead source ς This should always be your first note. Click New Action, and a note 

box will appear. 

Everything you do, change, amend or add should be explained in note form. These notes will run in 

chronological order and explain to compliance what you were doing and why. Notes should tell the 

story of the case and make clear why you did what you did.  
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Recording the Mini Fact Find 

 

ҧ CǊƻƳ ȅƻǳǊ aini fact find, add basic details of what applicant is looking to do (right hand side)  

 

ҧ {ŎǊƻƭƭ Řƻǿƴ ŀ ƭƛǘǘƭŜ ŦǳǊǘƘŜǊ ŀƴŘ Ŧill in the 14 drop down boxes ς (compliance fail if not completed) 

¢ƘŜȅ Ǉǳƭƭ ǘƘǊƻǳƎƘ wŜŀǎƻƴǎ ²Ƙȅ [ŜǘǘŜǊ όw²[ύ ǿƻǊŘƛƴƎ ǎƻ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƘŜǎŜ ŀǊŜ ŎƻǊǊŜŎǘΦ 
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Trigold ς Sourcing Mortgages 

Ҩ Load Standalone Trigold, click on browse products to source a deal 

 

 

Ҩ Select the mortgage type by ticking the box 
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Ҩ Select how long you want the mortgage type for.  

!ǎ ŀƭƭ ǇǊƻŘǳŎǘǎ ƘŀǾŜ ŘƛŦŦŜǊŜƴǘ ŜƴŘ ŘŀǘŜǎ ŀƴŘ ŘƻƴΩǘ ǎǇŜŎƛŀƭƭȅ ŜƴŘ ŀŦǘŜǊ ŀ ŎŜǊǘŀƛƴ ƴǳƳōŜǊ ƻŦ ȅŜŀǊǎ 

ǎŜƭŜŎǘ ŀ ōǊƻŀŘŜǊ ǊŀƴƎŜ ƛƴ ǘƘŜ ΨŦǊƻƳΩ ŀƴŘ ΨǘƻΩ ǊŀƴƎŜΦ  

FƻǊ ŜȄŀƳǇƭŜ ŦƻǊ ŀ нȅŜŀǊ ŦƛȄŜŘ ǊŀǘŜ ǎŜƭŜŎǘ ōŜǘǿŜŜƴ ΨмȅǊ ŀƴŘ у ƳƻƴǘƘǎΩ ŀƴŘ нȅǊǎ ŀƴŘ с ƳƻƴǘƘǎΦ  

For a 3yr fixed rate select between 2yrs and 8 months and 3yrs and 6 months, for a 5yr fixed rate 

select between 4yr and 8 months and 5yrs and 6 months. 
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Ҩ Lender selection should be all lenders 

 

 

Ҩ Select the purpose of loan, repayment method, Buyer type. Then input property price, loan, term 

etc. 
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Ҩ Click ok. Then the search results will appear. Clicking an entry displays additional information on 

the left-hand side of the screen. 
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Ҩ To print source results. Click on the print tab.  

In this example, as there are 358 results in the sourcing all sourcing results need to be printed, so 

change the printing from 1 to 358. Otherwise as a default only 1-ол ƛǎ ǇǊƛƴǘŜŘ ŀƴŘ ǘƘƛǎ ǿƻǳƭŘƴΩǘ Ŧƛǘ 

compliance requirements 
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Ҩ Save the sourcing to the designated folder (Your Google drive) 

 

 

Ҩ Always ensure Trigold is updated daily as rates change constantly and you want to ensure youΩǊŜ 

recommending the right product. 
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Creating Documents 

 

ҧ ¢ƻ ǇǊƻŘǳŎŜ ŘƻŎǳƳŜƴǘǎΣ ŎƭƛŎƪ ΨtǊƻŘǳŎŜ 5ƻŎǳƳŜƴǘΩ 

 

ҧ /ƭƛŎƪƛƴƎ ǇǊƻŘǳŎŜ ŘƻŎǳƳŜƴǘ ǿƛƭƭ ƻǇŜƴ ŀ ƴŜǿ ǿƛƴŘƻǿΦ Tick appropriate boxes to produce 

documents. You can click multiple docs at a time if you want. Ensure the correct Disclosure 

Document is selected (as there are more than one). 
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ҧ Produced documents will appear in the document history section.   
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Sending a Recommendation Email/Document Shopping List 

 

ҧ /ƭƛŎƪ ǘƘŜ ŎƭƛŜƴǘǎ ŜƳŀƛƭ ŀŘŘress 

 

ҧ ¢ƘŜ ŜƳŀƛƭ ǎȅǎǘŜƳ ǿƛƭƭ ƻǇŜƴ ƛƴ ŀ ƴŜǿ ǿƛƴŘƻǿΣ ŎƭƛŎƪ Ψ{ŜƭŜŎǘ ¢ŜƳǇƭŀǘŜΩ 
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ҧ ¸ƻǳ Ŏŀƴ ǎŜƭŜŎǘ Ψ/ƭƛŜƴǘ wŜŎƻƳƳŜƴŘŀǘƛƻƴ 9ƳŀƛƭΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇŘƻǿƴ ƭƛǎǘ 

 

ҧ ¢ƘŜ ŘƻŎǳƳŜƴǘ ǎƘƻǇǇƛƴƎ ƭƛǎǘ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŀǘǘŀŎƘΣ ŀƴŘ ǘƘŜ wŜŎƻƳƳŜƴŘŀǘƛƻƴ 9Ƴŀƛƭ ǿƛƭƭ 

populate with the correct info 
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ҧ /ƭƛŎƪ Ψ{ŜƴŘ 9ƳŀƛƭΩ 
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Full Fact Find 

 

ҧ Fact Find Start up ς /ƭƛŎƪ Ψ9ƴǘŜǊ CŀŎǘ CƛƴŘΩ 

 

ҧ ¢Ƙƛǎ ǿƛƭƭ ǎƘƻǿ all the pages ς /ƭƛŎƪ Ψ{ǘŀǊǘ CŀŎǘ CƛƴŘΩ 
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ҧ Fill in this page first (should come up straight away) this makes sure the right pages are brought 

through to your fact find (E.g. adds x2 of everything for 2 applicants). You may then navigate using 

the top buttons.  

 

ҧ Personal Details 1 of 2.  

¶ 3 years address history needed 

¶ Full name, nationality & marital status 

¶ Contact Details 
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Pull as much info as you can from the customers credit report to save time. Remember to CONFIRM 

info with the customer if you have done this. 

 

ҧ Personal Details 2 of 2  

¶ Financial dependants 

¶ Age, relationship & if they live with you currently ς all counts towards expenditure. 

Pull as much info as you can from the customers credit report to save time. Remember to CONFIRM 

info with the customer if you have done this. 
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ҧ Existing mortgage page ς Ensure (if applicable) that this is fully filled in. 

Pull as much info as you can from the customers credit report to save time. Remember to CONFIRM 

info with the customer if you have done this. 

 

ҧ Existing credit ς Needs to be fully filled in and should correspond with what is being paid out of 

the bank statements. 

Pull as much info as you can from the customers credit report to save time. Remember to CONFIRM 

info with the customer if you have done this. 
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ҧ Occupation screen for employed applicants  

 

ҧ Occupation screen for Self-employed applicants  
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ҧ hŎŎǳǇŀǘƛƻƴ 5Ŝǘŀƛƭǎ - Different employment types need evidencing, any figures you put on this 

page will need to be evidenced with documents that you request. 

 

ҧ Income and expenditure ς 

¶ All figures must match bank statements  

¶ Credit commitments must match the monthly payments on the existing credit screen 

¶ Only mortgages to remain must be inputted (e.g. if they have a BTL, if they are selling their 

ǊŜǎƛ ŀƴŘ ƳƻǾƛƴƎ ǘƘŜƴ ǘƘŜƛǊ ŎǳǊǊŜƴǘ ƳƻǊǘƎŀƎŜ ŘƻŜǎƴΩǘ ƴŜŜŘ ǘƻ ōŜ ŀŘŘŜŘύ 
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¶ Income will be pulled through from occupation screen  

¶ The bottom boxes will work out the disposable income  

Pull as much info as you can from the customers credit report to save time. Remember to CONFIRM 

info with the customer if you have done this. 

 

ҧ ¢ƘŜ ŎǳǎǘƻƳŜǊǎ ōudget must be filled in ς (Straight compliance fail if not).  
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Sourcing Ideal World Protection 

 

ҧ !ǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ Ƴŀƛƴ ŀǇǇƭƛŎŀǘƛƻƴ ǎŎǊŜŜƴ ƛƴ aƻǊǘƎŀƎŜ YŜŜǇŜǊΣ ŎƭƛŎƪƛƴƎ ΨDŜǘ ŀ bŜǿ !ŘǾƛǎƻǊ vǳƻǘŜΩ 

will launch Assurance Keeper so you can source Insurances using the customer details.  

You will need to have completed a Mini Fact Find before you can accurately source Insurances. 

 

ҧ Each of the top tabs will source a different type of protection (Life and CIC, Income Protection, 

etc) 

Fill in the information on each tab before quoting to ensure the correct sourcing pulls through. 
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LŦ ȅƻǳ ǿŀƴǘ ǘƻ ǊŜƳƻǾŜ LƴǎǳǊŀƴŎŜǎ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ǉǳƻǘŜ ŦƻǊΣ ŎƭƛŎƪ ǘƘŜ ΨȄΩ ƻƴ ǘƘŜ ǘŀō ǘƻ ŘŜƭŜǘŜ 

ƛǘΦ ¢ƻ ŀŘŘ ƳƻǊŜ ǘŀōǎ ŎƭƛŎƪ Ψ!ŘŘ ¢ŀōΩ ƻƴ ǘƘŜ ǊƛƎƘǘΦ 

¢ƻ ōŜƎƛƴ ǎƻǳǊŎƛƴƎΣ ŎƭƛŎƪ ΨvǳƻǘŜΩ down at the bottom of the page 

 

ҧ The system will search, this can take a few seconds. 

 

ҧ Once the system has searched it will display the sourcing results in tabs. 

Each tab will then display the policies available. Clicking each policy will then reveal further info on 

that product on the right-hand side. 


