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Toolbox Firm Guide 

Lead Source  

 

• Select Branch details  
• Lead source  
• Edit  
• Add all the information  
• This will now appear on the drop down on the main client details  
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Compliance Summary  

 

• Select branch details  
• Select compliance summary  
• Choose product catergory   
• Select view  

 

• Select Edit  
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• Add a new section  
• choose if you want a section mandatory or not  

 

• Delete and sections not relevant to your business  
• Change the order of the documents  
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Sales Tracking  

 

 

• Select this policy sales trackting  

 

• Add stages  
• updates stages  
• Add new task to yourself or colleagues  


