Adding Vendor and Purchaser Solicitors
to Property Record

@ property

This guide offers a straightforward walk-through for adding solicitors to property

records, via the Progression and the Chain.

By following these steps, users can efficiently manage their property records and
maintain accurate information, which is crucial for smooth dealings. Whether you're a
real estate professional or a homeowner, this guide simplifies the process, saving you

time and reducing potential errors.
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1 Navigate to the Property Record.
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If the Vendor Solicitor has been instructed. Click here to mark that the Solicitor has
been instructed and the the date instructed.
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4  Click Solicitor and select from your pre set solicitors.

@prbperty My day Lettings ~ Sales ~ Accounts ~ Reporting ~  Communications HH . e Q
= ! e Price/Instructed Date ( currency
8 Viewings
5 Offers £352,000
Prefix Price (GBP)
A Details Solicitor/Conveyancing +Add Solicitor E
@ Checklist Solicitor Instructed insimcted Dets
O 17/07/2025 Dsfault - 350,000
#5 Appraisals Solicitor Contact +
Close Thornton | Duke Streef, Darli..> John Edgar -
Instructed Date
< Compliance Address
Duke Street, Darlingf Durk
o Information E
z 15 Fees/Contract
3
G stats Mobile phone Fax
[ Contract Type [ Contract Expires

. Marketing

ki }
Fee Amount % Commission %
B Medi £0.00 £000
;o edia

Property Marketing Fees
£000

[ Solicitor Referral Fees

&, Rooms £000

5 Click here to pick the Solicitor contact.
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6 If the contact is not in the list click the + and add the new contact.
Click and add all the required information.
Click "Add Contact"
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7  Ifthe Solicitor practice is not in your CRM click "Add Solicitor"
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8  Click the "Company Name" field and continue to complete all the information..
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9  Click "Add Solicitor"

AQQ New dOlIcITor

Adding Purchasers Solicitor



10 Once there has been an offer made that is Pending or Under offer then the
Solicitors for the Purchaser can be added to the Progression Chain. Before this
they can be added as a Contact in the Purchasors 'Applicant’ record.
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12 Click here.
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14 If it is a Solicitor that has been used before click here. Type the name and select
from the drop down list.
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16 Ifitis a new solicitor practice click "Add Solicitor"
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17 Click the "Company Name" field. and continue to complete all the fields you have
information for.
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18 Click "Add Solicitor"
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19 Click here to add a new Contact.

Click the "Forename" field and continue to complete all the fields.
Click "Add Contact"
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