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Introduction SEARCHES. SIMPLY. SOLVED.

Our online ordering system allows customers to:

Order searches for any property in England and Wales.
View and download completed searches.

Review the status of any outstanding orders.

Raise and respond to queries about completed and outstanding searches.
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Amend your firm’s preferences.

Accessing the system

To access the system, visit our website www.severnirentsearches.com and click the ‘Order searches’ button in the top right corner of the screen.

Downloads ~ Apply t an account holder ~ Register to pay by card

SEARCHES

TRENT

Sign in to your account

This will take you to a login screen. Enter your username and password to access the site.

If you don’t know your username or password, either click the ‘Forgot your passworde’ link or call us on 0115 971 3550.


http://www.severntrentsearches.com/
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After logging in,
you'll be taken fo
the Overview
Page. This allows
you tfo access your

DuE

open orders,

queries, recent
quotes and
preferences.
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The mapping tool is the latest feature to be added into our ordering system. It will allow you to provide us with @
plan, which will help us to return your searches more quickly. There are various features within the mapping tool
which are all detailed below.

Mapping Tool

Opens additional search box
where we can search by
» UPRN(Unigue Property Reference
Number), Partial Addresses,
Eastings and Northings, Title
numbers and Ordnance Survey

Toggle satellite view mode

Zoom in by one level

Gecmetry
s - W

Zoom out by one level

Toggle full screen mode Generated Polygon

Move marker
Switch Flood Fill Tool On/Off

Manual polygon draw tool

Delete Polygon

Additional Features

Undo action
* A property marker is

automatically added with the
polygon if property is registered

Redo action

» Scroll to Zoom in/out, click and
drag to move the map

Marker Grids <

Calculated Polygon Areas » Click any of the boxes to copy
: grids or the calculated area
Coordinates of mouse

pointer
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Order template .

On the Overview Page, select

‘Create New Order." This will

take you to the order creation
screen.
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Order template

B
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The system will automatically
recommend products, based
on known hazards in the
vicinity of the selected
postcode.
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Order template UIRIENT

Using the postcode finder when entering addresses enables the system to verify the address and create a map, which in
turn will help the system locate products for you and can assist us in completing your search more quickly.
You can switch between residential, commercial and discount packages (where you'll receive a 10% discount on a
range of searches) at the top of the products section.
By switching between product categories, you can access the full range of products. Alternatively, the search function
will allow you to locate any product quickly.
By selecting the star next to any product, you can add it to your favourites. These will show up at the top of the product
section, enabling easier ordering.

BASKET (3]

CON29DW Residential

Coal Mining CON29M Residential

OneSearch Direct LLC1 & Council
Search _ [iT

TOTAL EXC. VAT £156.79

SUBTOTAL £156.79
£31.36

TOTAL INC. VAT £188.15
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Order Wizard

An alternate way to create orders is through the Order Wizard. To select this order
method, visit preferences (page 16) and your firm’'s primary contact can switch
between the two.

When you create a new order, it will now be labelled ‘Create New Order — Wizard’

I Create Mew Order - Wizard I
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Creating an order - SEARCHES. SIMPLY. SOLVED.
Order Wizard

Instead of all the information being on one page, it will be split over three pages, for
address, products and a summary screen.

When you create a new order, it will now be labelled ‘Create New Order — Wizard’
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Order Wizard
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Order Wizard
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The Orders Screen [EEGEEE
allows you to search
for, and edit any
outstanding order, as .-
well as accessing

completed orders.

Selecting an order allows
you to view it, add
products, upload plans, or
cancel the order. You can
also copy the ordered
products fo add to a new
order.
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Order Screen SEARCHES. SIMPLY. SOLVED.

To access completed orders, select ‘Closed Orders’ at the
top of the Order Screen.

Open Orders

On the Closed Orders screen, you can search for and
access any order, as well as download receipfs.
SRR

Closed Orders
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Quotes Screen SEARCHES. SIMPLY. SOLVED.

SEARCHES

The Quotes Screen allows
you to search for a quote,
and either order it, edit the
products, or cancel the
quote. Quotes remain on
the system for 30 days.
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Selecting a quote will take you to the order
screen (page 5), where you can edit or place
your order.
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Queries Screen SEARCHES. SIMPLY. SOLVED.

SEARCHES

The Queries Screen allows you
to search for, read responses to
and reply to
queries. Selecting ‘Reply’ will
show the query, and allow you
to respond and upload
documents. When it shows
‘Details’ this means the query is
now closed.

You can also
see the open
queries
received on the
overview page

(page 3)
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The Preferences Screen allows you to edit the details of

Preferences

both your firm and individuadl You can add new
staff members. If you need to change the primary contacts or edit existing
contact, you will need to contact our customer service ones.

team.
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Contacts

The address screen allows
you to edit your firm’s postal,
invoice and DX addresses.
Please note, these will
change for all contacts for
the firm.

The settings screen shows your billing
frequency and allows you to change
your mail preferences (email, post or
both formats), whether you'd like email
confirmation of orders and allows you to
turn receipts on or off. Please note, these
settings affect all users at your firm. If you
have any queries about using this site,
please calluson 0115 971 3550 or
email
enquiries@severntrentsearches.com
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packages

If you purchase a CON29DW alongside either a local authority search,
Chancelcheck, Coal mining, Onesearch, CDS local authority search or Flood+ with @
local authority search, we can offer a range or further searches with a 10% discount.

When placing an order, instead of choosing the Residential tab, select ‘Discount
Packages.’

TOTAL INC. VAT




Appendix 1: Discount
packages

Selecting ‘More products’ will
allow you to add further
searches with the 10%
discount.

SEVERN
SEARCHES. SIMPLY. SOLVED.

Select the two core products
you require, you'll be offered a
range of searches at
a 10% discount.
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order - non-account TRENT
customers

If you haven't got a monthly account with ourselves, you are still able to access the
system to place orders and pay by credit card. Alternatively, if you want a standard
account, where we invoice you monthly, you can apply here.

On the Homescreen, select ‘Register to pay by card’.

SEVERN TRENT

SEARCHES



https://my-account.severntrentsearches.com/register

: . : SEVERN
Appendix 2: Placing an SEARCHES. SIMPLY. SOLVED.
order - non-account TRENT

customers
Complete the registration form. The first page After YPU’VG placed your order (pages -
asks you to create a username and 7). you'll be faken fo the payment screen.
password, the second will ask for some address Enter your details and click ‘Pay Now.

information, as well as an email
address.
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