


Introduction
This comprehensive manual is designed to assist you in efficiently managing property, vendor and applicant / buyer details through our integrated system. Whether you're a new user or an experienced professional, this guide provides step-by-step instructions and best practices to streamline your workflow and enhance your experience with our platform.

Purpose of the Guide
The primary purpose of this user guide is to facilitate a seamless transition and integration of data between Reapit's Agency Cloud and movebutler. By leveraging our automated tools, you can significantly reduce manual data entry, minimise errors, and save valuable time. This guide will walk you through the entire process, from initial setup to advanced features, ensuring you have all the information needed to make the most of our system.

Key Benefits
Efficiency: Automate data transfers and reduce repetitive tasks.
Accuracy: Minimise errors by ensuring consistent data entry.
User-Friendly: Step-by-step instructions make it easy to navigate and utilise the movebutler app.

How to Use This Guide
Each section of this guide is structured to provide clear and concise instructions. We recommend starting with the basics and progressing through the sections in order. 

User guide video
Below is a link to a short video showing the full process
https://vimeo.com/manage/videos/999577168/a99508aa81








Section 1: Transferring Property and Vendor Details to movebutler
In this section, we will guide you through the streamlined process of transferring property and vendor details from Reapit’s Agency Cloud to movebutler. This integration eliminates the need for manual copying and pasting, ensuring a more efficient and error-free workflow. 
You'll learn how to seamlessly move data between these platforms, making the transition smoother and more reliable. 
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Load the Property in Reapit:
Begin by locating and loading the specific property within Reapit’s Agency Cloud. 
Complete Property Address and Vendor Details:
Verify and update the property address and vendor details. Ensure all relevant fields are filled out, as this will be crucial for a smooth data transfer to Movebutler. 
Send to movebutler
Select the movebutler app via the “Apps” button in Agency Cloud (top right).
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Log into movebutler

When you launch the movebutler app for the first time, you will be prompted to enter your movebutler username and password. This authentication step is required only once, as it grants the app access to your movebutler account. After successfully logging in, the app will securely store your credentials for future sessions.


Sending the property to movebutler.

The app will open with the page where you will send the property and vendors to movebutler.

Click the blue ‘Send to movebutler’ button.
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The page will now show the property information and the fields to be completed.
Please complete fields:
· movebutler branch
· Tenure
· Property type
· Method of sale
· Transaction type
Click the blue ‘Submit’ button at the bottom of the page[image: A screenshot of a computer
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The page will now update and show a trash can ‘Unlink’ button. 
This is confirmation the property has been sent to movebutler.
[image: A screenshot of a computer

Description automatically generated]








Sending the Vendor(s) to movebutler.
You will now proceed to send the vendor(/s) to movebutler.
Click the blue ‘Create contact’ button under the Vendor name
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You will now be prompted to complete the vendor details which will include adding the telephone number and selecting your movebutler branch. You are also able to add a middle name, if required.
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Click the blue ‘Send to movebutler’ button.
The page will update and show an ‘unlink contact’ button. This confirms the client details have been sent to movebutler. 

You can now repeat the process to send any additional Vendor details to movebutler
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Confirming the property has been sent to movebutler & adding Vendors to the transaction.

To confirm the property has been sent to movebutler, navigate to your movebutler account. 
The property will appear at the top of the “Property Audit” page.
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Click the address to open the transaction.



Ordering the Title Register
You can now proceed to order the Title Register for this property transaction.
On the Transaction Overview page, click on ‘Title Register Checks’ to open the menu then click the Order a Title Register button.
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Follow the flow to order the title register.
Once ordered, click on the address link at the top of the page to navigate back to the Transaction Overview page. 
You’re now ready to add the clients you have sent from Reapit.
Click the ‘Add new client’ button. Your client can be found using the ‘Find existing client’ search bar.
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Click on the client’s name and then proceed as normal to populate:
· Vendor
· Title
· County / Country
· Capacity
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You can now proceed as normal and decide whether you’re sending your client a digital invitation or going to continue in platform





Section 2: Transferring Buyer Details to movebutler
In this section, we will guide you through the streamlined process of transferring buyer details from Reapit’s Agency Cloud to movebutler. This integration eliminates the need for manual copying and pasting, ensuring a more efficient and error-free workflow. 
You'll learn how to seamlessly move data between these platforms, making the transition smoother and more reliable. 
Load the Property in Reapit:
Begin by locating and loading the specific property within Reapit’s Agency Cloud. 
Complete Buyer/Applicant Details:
Verify and update the buyer/applicant details. Ensure all relevant fields are completed, as this will be crucial for a smooth data transfer to movebutler. 
Send to movebutler
Select the movebutler app via the “Apps” button in Agency Cloud (top right).
The app will now load with the Buyer/Applicant details populated. 
The applicant with the pending offer will be populated into the ‘Other Applicants’ column. 
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We will now follow the same process as previously used for sending the Vendor to movebutler.
Click the blue ‘Create contact’ button under the Buyer’s name.
Populate all the fields on the page including:
· Telephone
· Email
· Movebutler branch




Click the blue ‘Send to movebutler’ button
[image: A screenshot of a computer

Description automatically generated]

The screen will now update to show the ‘Unlink contact’ button under the buyer name. This is confirmation the buyer details have been sent to movebutler.
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Now navigate to movebutler, into the property transaction to add the buyer into the transaction. Click the yellow ‘Add new client’ button and using the ‘Find existing client’ button
You are now in the normal flow of adding a client. Ensure you complete the relevant fields and then choose the preferred onboarding route for your client. 






Once you have completed due diligence on the applicant/buyer the status under the name will change to ID Verified.
[image: ] 
If you now Accept the offer in Reapit and save, the applicant will move to the ‘Associated Contacts’ column (from the ‘Other Applicants column’ and will be shown as the Buyer
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If that Buyer subsequently has their offer rejected and this is reflected in Reapit, this contact will move back to the ‘Other Applicants’ column and will show as Rejected.










Any new offers will be shown in this column, and you can follow process to send to movebutler.
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When this new offer has been accepted in Reapit and saved, these applicants will move to the ‘Associated contacts’ column as Buyers
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Description automatically generated]


2

image3.jpeg
Pl Remote Debugging

[ Properties  Compliance

A\ This property address is not linked - to ensure ID verification, please link this property with correct property address details from the movebutler database.Link property

Properties O Feather Close, Braintree, CM? 3LS

. 9 Feather Close, Braintree, CM7 3LS €D €IIZD

Associated contacts  Other applicants

Vendors

Mrs Steph Feather-Close
Vendor
A NotID Verified

Mr Steve Feather-Close
Vendor

A NotID Verified

Create Contact Create Contact

Buyers




image4.jpeg
Properties > 9 Feather Close, Braintree, CM7 3LS ) Send to movebutier

. 9 Feather Close, Braintree, CM7 3LS &P

Address
9 Feather Close, CM7 3LS

This address is auto-generated using the supplied details to ensure compatibility with movebutler

Price Tenure

Selecta branch... v £ 500000 Leasehold

Method of sale

Residential  Commercial ELED Auction Sale  Purchase





image5.jpeg
A\ 1D Verification status not verified - We've noticed 2 of the contacts have not been verified, to ensure ID verification, please match the correct movebutler details to these contacts.

Properties > 9 Feather Close, Braintree, CM7 3LS

. 9 Feather Close, Braintree, CM7 3LS ® Uniink

Associated contacts  Other applicants

Vendors
Mr Steve Feather-Close Mrs Steph Feather-Close
Vendor Vendor
A Not D Verfied A Not ID Verified

Create Contact Create Contact

Buyers




image6.jpeg
A\ 1D Verification status not verified - We've noticed 2 of the contacts have not been verified, to ensure ID verification, please match the correct movebutler details to these contacts.

Properties > © Feather Close, Braintree, CM7 3LS

. 9 Feather Close, Braintree, CM7 3LS

Associated contacts  Other applicants

Vendors

Mr Steve Feather-Close
Vendor
A Not D Verified

Create Contact

Buyers

Mrs Steph Feather-Close
Vendor

A Not ID Verified

Create Contact

® uniink




image7.jpeg
@ ooy Properties  Compliance

° Steve Feather-Close @IIED
S 9 Feather Close, CM7 3LS
L 07801000111 + ©@ steve@feathercloseseller.co

@ Please complete the form below to create this

lient in movebutler
@ Please ensure the contact details provided match the details on the contact's ID documents. If not please return to the Reapit contact record and update before sending client to movebutler

Send Individual Details

Title

First name Middle name
Mr Steve
Last name Telephone
Feather-Close 07801000111
Email Branch
steve@feathercloseseller.co Select a branch... v

Correspondence address

9 Feather Close, CM7 3LS

This address is auto-generated using the supplied details to ensure compatibility with movebutler




image8.jpeg
A\ 1D Verification status not verified - We've noticed 2 of the contacts have not been verified, to ensure ID verification, please match the correct movebutler details to these contacts.

Properties > 9 Feather Close, Braintree, CM7 3LS

. 9 Feather Close, Braintree, CM7 3LS @ uniink

Associated contacts  Other applicants

Vendors
Mr Steve Feather-Close Mrs Steph Feather-Close
Vendor Vendor
A Not D Verified A Not D Verified

k Contact Create Contact

Buyers




image9.jpg
p! 'gperty Dashboard

@

Dashboard » Property Audit

Property Audit

CRM movebutler iamsold

ismproperty

Client Onboarding | Property Audit

My Transactions

Branch Transactions All Transactions

Branch 1, Test again - NO CONVEYANCING, Billy's Test

Branch, Steve Owles movebutler test branch

From‘ dd/mm/yyyy ‘ To‘ dd/mm/yyyy

Financial commitment

Sale speed Purchasing on

‘ i . ‘ i . ‘ i . O suiteble for auction

Completed By Date Added " | Branch 7 | Transaction Address Title Plan Title Register Buyers Vendors
Steve Owles 310ct 2024 Branch1 9 Feather Close, CM7 3LS Request Request o 0o





image10.jpg
property Dashboard  Client Onboarding ~ Property Audit ~ Compliance Support »  Conveyancing v/ -

Title Register Checks~

Currently no Title Register listed

Order a Title Register

Clients

Date added - Added by Client Type  Correspondence address Onboarding Status Latest risk level Due diligence

No clients to display. Add client




image11.jpg
@ perty Dashboard ~ Client Onboarding ~ Property Audit ~ Compliance Conveyancing v -

About this property

Sale transaction:

9 Feather Closs, Braintres, CM7 3LS, United Kingdom

About your clients

Find existing client.

Steph Feather-Closs (9 Feather Closs)

Steve Feather-Closs (9 Feather Closs)

Correspondence address
§ ¢ T WIRTOTTNIUIN By v g W T LRI © T PRLAUAUTRT B | BN | & | @ 1 nevaew joRR ) T Gy




image12.jpg
@pr@perty Dashboard ~ Client Onboarding ~ Property Audit  Compliance \  Conveyancing v -

Or use the form below to create a new client

Client type Correspondence address

Vendor only Vendor and buying on [ ‘same as transaction address

Use postcods lookup

Legal type

Individual Company
Address Line 1 Address Line 2

“?Fea'he\c\ose ‘ ‘ ‘

First Name *
Address Line 3 Town/City
Steve
| | |
Middle Name (optional) Surname *
County Postcode
Feather-Close
‘ Please select an option ! ‘ CM73LS ‘
@ Please note: you will need fo complete both the felephone and email address defails if reme
You ntend on sending out a digital customer onboarding invite fo your client(s) and/or if you
have the Legal Preparation module enabled. ‘ England
Telephone Email Addrress *
Capacity *
07801000111 steve@featherclosesellerco
‘ Legal Owner / Beneficial Owner
Date of Birth (optional) Sex (optional)

[ [l (oo B

You must add all legal owners and conduct individual Risk assessments.




image13.jpeg
Properties > 9 Feather Close, Braintree, CM7 3LS

. 9 Feather Close, Braintree, CM7 3LS @&

Associated contacts | Other applicants

Pending

Mr Steve House-Buyer
Buyer
A Not D Verified

Create Contact

® unink




image14.jpeg
@ Please complete the form below to create this client in movebutler

@ Please ensure the contact details provided match the details on the contact's ID documents. If not please return to the Reapit contact record and update before sending client to movebutler

Send Individual Details
Title First name Middle name
Mr Steve
Last name Telephone
House-Buyer 07801777000
Email Branch
——
Steve@FCHouse-Buyer.de Branch 1 v

Correspondence address

18 Wellsbourne Road, BN24 5QX

This address is auto-generated using the supplied details to ensure compatibility with movebutler

Send to movebutler





image15.jpeg
Properties » 9 Feather Close, Braintree, CM7 3LS

. 9 Feather Close, Braintree, CM7 3LS ® uniink

Associated contacts  Other applicants

Pending

Mr Steve House-Buyer
Buyer
A Not D Verified

Unlink Contact




image16.jpeg
Properties > 9 Feather Close, Braintree, CM7 3LS

. 9 Feather Close, Braintree, CM7 3LS

Associated contacts  Other applicants
Pending

Mr Steve House-Buyer
Buyer
1D Verified

Uniink Contact

@ Unlink




image17.jpeg
. 9 Feather Close, Braintree, CM7 3LS

Other applicants

Vendors

Mr Steve Feather-Close.
Vendor

1D Verfied

Unlink Contact

Mr Steve House-Buyer
Buyer

1D Verified

Unlink Contact

Mrs Steph Feather-Close
Vendor

v 1D Verified

Unlink Contact

Steve House-Buper has had the offer accepted, s s now moved automaticlly from
“Other Applcantsta o b the suyer.

Ifthe offer s refected,the buyer will move back 0 the Other Appicant'tab until a
new applicant has been imported and sent to movebutler then had thei offer accepted

® unink




image18.jpeg
. 9 Feather Close, Braintree, CM7 3LS

Associated contacts  Other applicants

Mr Steve Newhouse-Buyer
Buyer
A Not D Verified

Create Contact

Rejected

Mr Steve House-Buyer
Buyer
v D Verified

Uniink Contact

Mrs Steff NewHouse-Buyer
Buyer
A Not D Verified

Create Contact

Steve House-Buye s now i the efecte section of ‘Other
pplicantsas the ofer was rejected, and the new applicants
who've made an ofer which s pending are now i the Pending.
secton,

‘Once they have had thir ID verified and offeraccepted they wil
move to the Buyeri the Associated Contact'tab

@ uniink




image19.jpeg
. 9 Feather Close, Braintree, CM7 3LS

Associated contacts  Other applicants
Vendors

Mr Steve Feather-Close
Vendor

1D Verified

Unlink Contact

Buyers

Mr Steve Newhouse-Buyer
Buyer
+ ID Verified

Unlink Contact

Mrs Steph Feather-Close.
Vendor

1D Verified

Unlink Contact

Mrs Steff NewHouse-Buyer
Buyer
1D Verified

Unlink Contact

& Unlink




image1.jpeg
© Mach B oumal @3 Offers  [EIMA @ Keys  eer
Flat or house name
Active
9 Feather Close
Braintree Status
Agency
Disposal
cm73Ls United Kingdom &
PN Enter U
Area Select . 9 | [Preimmetion
Vendor  Mr Steve Feather-Close & Mrs Steph Feather- Guide Price v
Mobile 07801000111 og|| ommisee
=
Home Add
Y Awibutes
Next call 1 setv

Relationsl

Main Office ~ Camberwell
KeyContact  Frank Manning

Click or drop to add pictures

@

* 4Bedroom(s)s

@ Sales v
Market Appraisal
Sole Agent | Sub agents

Private Treaty v

Checks Al Descriptions

£500000

1 %

* Double Garage.

* 2Reception Room(s)s ~ * Modem

« 2 Bathroom(s)
« House

« Detached

« Garden

Enter strapl

Enter brief descr

s « Town/City.
« Freehold

EPC

iption

Marketing

Financial

G}

Rooms.

Activity Feed ¥

Type to filter activity

5 Detsis [ Letters | @ Apps

a

5, Sales Property Registered: 9 Feather Close, Braintree, CM7 3L5; Status Market Appraisal

A moment ago by Frank Manning

Notes  Enter general notes

Referrals / Leads

& Mr Steve Feather-Close
@ Chestertons Dev.
@ Chestertons V1

© Financial Senvices: Mortgage Company

© LSLFS Dev
O LsLFS TEST
© MarketPlace Apy

& Mrs Steph Feather-Close
@ Chestertons Dev.
© Chestertons V1
@ Finandial Services: Mortgage Company
) LSLFS Dev
@ LSLFS TEST
© MarketPlace App

>




image2.png
stered 20/07/2024 - MKT241105

Activity Feed ¥ ®®

Type to fiteractiviy Q

[ 2 Whitehil Road, Croewborough, TNG 1J8: sale commission
changed from 0% to 2%

Yesterday by Frank Manning




