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Introduction
The Severn Trent Searches Online Ordering system allows account customers to:

Place orders

Review the status and details of old orders or those currently in process
View and retrieve searches as they are completed

Send additional information or make enquiries about those orders

Accessing the system
Visit our website: www.severntrentsearches.com and use the link indicated below to
access the facility
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& Mews | % About Us | la Searchlight | § CPD events | l& Industry Links | pgContact Us

FOR RESULTS YOU CAN TRUST CALL
0115 962 7269

Click here to log into

The office will be closing at Zpm Fri 1 . .
ordering site

We apologise for any inconvenience.

Residential Searches , Welcome to LOG INTO
Severn Trent Searches ORDERING SITE

Looking to buy or sell a property? Severn Trent
. Searches is one of the largest providers of
Commercial Searches conveyancing searches and Home Information

Packs in the Midlands. Apply to become an account

holder and order Searches

We provide the official CON29DW drainage and online!
water enauiry. an extensive ranae of residential



http://www.severntrentsearches.com/
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Your Home page

Once you have logged into your account you will arrive at your Home screen. You can
track all your orders from here, reducing the amount of calls you have to make to
ourselves.

From here you can easily track what stages your current orders are at, view completed
orders, add additional information in to a search, and respond to and raise queries.

searches / o AN
AN OTHER Customer Information
Company Name: A N CTHER -
Account No: 300374
oraer G | s
Order Ref  CustRef Date Property Address Status Bhone 0115 962 7269
20140495 4 15/06/2009 | HUCKNALL ROAD, NOTTINGHAM, NGS 1FH ‘;wess Eiﬁns Primary Contact
39 SE ARN ] NGHAN. NG5 View Andy Worrall
20140209 | test S ;R‘I‘:'IOLLECLOQE RNOLD, NOTTINGHAM, N \;mgmss ﬁns o
- aworraH@se\femtrenlsearcnes‘com
20135293 | Test 050612008 2, KIRK ROAD, NOTTINGHAN, NG3 6GX I — LGN
Progress | Details
Address
flat house name
. 1 PO Box 6187
Queries S
Nattingham
NG5 LE
DX Address 6
DX Mumber DX 123456
8 DX Mame : Nottingham
1. Account Holder Name - Your company name will appear here
2. Logout — You may log out of the ordering system at any time using this.
3. Create A New Order - Use this to place an order. For details of how to place an

order, please see the separate ordering guide.

4. Page Selector Tabs - These tabs allow you to access pages of themed
information

5. Customer Information - This gives you a snapshot of current account and
contact information for your account.

6. Performance Indicator Tool - This allows you to view at a glance the status of
your orders placed over the last 30, 60 or 90 days.
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7. Order Detail Panel — Your most recent orders are shown here. You can switch
between open and completed orders, and use the search facility to locate a
specific order

8. Queries Panel - View your most recent queries here. This panel will default to

the Action tab to show you queries that require your attention but you can also
choose to look at open or closed queries.

The Order page

Selecting the Orders tab on the home page will allow you to look in more detail at orders
placed against your account details.

searches =l - 23

Order List- ANOTHER

Orders List - Open Orders(2) EXEmEl oeen | compietea [ an ]| search |
Order Ref  Customer Ref Date Property Address Status
20140495 4 15/06/2009 HUCKNALL ROAD, NOTTINGHAM, NG5 1FH In Progress Wiew Details
20135293 | Test 05/06/2009 2 KIRK ROAD, MOTTINGHAM, NG3 6GX * In Progress View Details
\ \
2 3

1. Amount Of Orders Displayed — With this you can set the number of orders you
wish to display at one time at 10, 20 or 50. If necessary you can move to the
‘Next’ or ‘Previous’ pages.

2. Order Summary - A summary of the order details will appear here.

3. View Details — Using this link will give you more information regarding a
particular order
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The Order Detail page

searches %
Order Details - AN OTHER o

Order - 20135293

Order : 20135293
Customer Reference : Test Customer Reference : Test

Address: 2, KIRK ROAD, NOTTINGHARM, NG3 GG
Contact

Cathy Hughes

Placement Date

Packages 2110742008 1:14 PM
Package Status Report Completion Date
21i07/2008 3:04 PM
Residential CON29DW Completed Report
Order Preferences
Mailing Preferences : Email

Order Acknowledgement  : Yes

eCrder Discount Yes
Queries eDelivery Discount :Yes
Receipt Suppression No
Customer Type Account
T 3
2

1.Product Details — Shows status of your searches. Clicking on the Report link
allows you to download searches.

2.List Of Queries - This panel will list any queries attached to that order and can
be filtered or added to using the Add New Query button.

3.Preferences — Shows your order and delivery preferences.

Raising a Query

If you need to raise a query on a particular order use the Add New Query link on the
Order Detail. Record the query subject and description in the text boxes provided.
Attach a file to support your enquiry if required using the Upload key.




The Queries page

This page will list all queries on orders raised against your customer account details.
Like the query panel in the Home page it will default to the Action tab to show you
gueries that require your attention but you can also choose to look at Open or Closed
gueries.

H\m-.:nm
Queries
Queries - AN OTHER
Queries 10 r”""sll-i.‘-ih- | Glosed |
Query Ref Order Ref  Cust Ref Date Property Address Query
R . . R
13272 20135293 Test 2082009 844 | 5 | RK ROAD, NOTTINGHAM, NG3 66X Qeeupier Details/Mew View Details

Al Developrnent

Use the View Details link to access the query detail page
Should Severn Trent Searches raise a query on a search, an email will be generated by

the system to the named contact for that search. Following the link in the email will allow
you to access the system and respond to the query.

The Query Detail page

Query Details - ANOTHER.

Order : 20135293

Customer Reference :300374
Address: 2, KIRK ROAD, NOTTINGHAM, NG3 6GX

Package
Package Status Report

Residential CONZ9DW In Progress Report

Query Details
Occupier Details/New

Date : 23/06/2009 8:44 AM Status : Require Action
Development

Query Reference : 13272

Could you please confirm the name of the current occupier, or, if this is a new build property confirm that it has not yet been

Andrew Worrall occupied?
Date: 23/06/2009 5:44 AM Attachment:
Reply : =l
Upload File : I Browse... [N

1. Order And Product Summary - A brief summary of the order details will appear
at the top of the page, also details of any products attached to the order
(including any completed reports).

2. Query Entries - The lower portion will list all entries attached to a query, starting
with the oldest so you can see who initiated the enquiry.

3. Response Fields — Record your response in the Reply box. The Browse and
Upload fields allow you to attach a plan or document. Once you are happy with
your response, send it by pressing Reply.
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