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9.2 Amending Recommendation Report Content 

The Content tab will provide you with access to create, remove and re-order any 
recommendation paragraphs. Each paragraph will have its own ‘Title’ and 
associated wording which is then displayed when producing the report within 
Online FactFind. Paragraphs can be set to show as ‘Once Only’ or multiple times 
for each submission item e.g. ‘For Each Mortgage’. You can choose which 
submission product(s) a paragraph relates to by ticking either ‘Mortgage’, 
‘Protection’, ‘Buildings & Contents’ or ‘No Products Sold’. Finally, you can choose 
whether the paragraph should be set as ‘Mandatory’, ‘Optional’ or ‘Conditional’ 
from selecting the relevant ‘Display Options’. Please note that where a paragraph 
is set as ‘Conditional’ the applicable ‘Conditions’ will then need to be set.  
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You can Add or Remove paragraphs and reorder by choosing Move Up or Move 
Down. This is the order the paragraphs will be displayed within Online FactFind 

 
• Paragraph Title – Paragraph name which will show in Online FactFind 
• Show – Either ‘Once Only’ e.g. Introduction paragraph or for each product 

entered in submission sheet e.g. ‘For Each Mortgage’ 
• Display Options – Tick Product(s) the paragraph relates to. Select if the 

paragraph is ‘Mandatory’, ‘Optional’ or ‘Conditional’. Where ‘Conditional’ 
then what ‘Conditions’ need to be met. Please note that Mandatory or 
Conditional paragraphs cannot be deselected when choosing Produce 
Report in Online FactFind 

• Paragraph Text – Wording which is associated to the paragraph and that will 
be pulled through to the Online FactFind Recommendation Report 

 
When amending the ‘Paragraph Text’ you can include merge fields and have 
access to various editing tools e.g. ability to choose font name, size and colour etc…. 
 

Choose ‘Save’ after making any changes 
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Merge Fields can be included by ‘right clicking’ within the Paragraph Text. ‘Insert 
Field’ provides individual merge items e.g. Mortgage Initial Rate. ‘Insert List’ will 
group multiple merge items and list together within the Recommendation Report 
(see below chart) 

9.3 Header and Footer 

You can include a Header & Footer within the Recommendation Report Template. 
Please note that you can paste images into the Template or choose the ‘Branding 
Image’ merge field. This will then display the uploaded image (found in Staff 
Members) of the individual who produces report. 

 

Choose Font Name, 
Size and Colour etc. 
via the ribbon with 
various editing tools. 
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9.4 Page Layout 

If desired the Recommendation Report margins can be 
altered within Page Layout. 
 
 
 
 
 

9.5 Amending Recommendation Report Content with the 
‘Report per FactFind Template’ Editor 

NOTE – if one of these templates is not populated, you will automatically get 
the report produced from the template edited above. 
 
The Content tab will provide you with access to create, remove and re-order any 
recommendation paragraphs. Each paragraph will have its own ‘Title’ and 
associated wording which is then displayed when producing the report within 
Online FactFind. Paragraphs can be set to show as ‘Once Only’ or multiple times 
for each submission item e.g. ‘For Each Mortgage’. You can choose which page in 
the FactFind configuration you are working with by selecting an entry from the 
‘Page’ dropdown. All paragraphs will be assumed to be ‘Mandatory’, unless you 
tick the ‘Optional’ tickbox, or add in a ‘Condition’ based on the page you are 
working against, e.g. Submission Sheet. 
N.B. some pages do have additional ‘Sections’ included (see FactFind 
Configuration for more detail) – meaning you can filter these further if required, 
e.g. Income ‘Page’, Self Employed ‘Section’ 
 
 
 
 
 
 
 
 
 
 
 
 

You can Add or Remove 
paragraphs and reorder by 
choosing Move Up or Move 
Down. This is order the 
paragraphs will be 
displayed within the Online 
FactFind 

Choose ‘Save’ after making any 
changes 
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• Paragraph Description – Paragraph name which will show in Online 

FactFind 
• Show – Either ‘Once Only’ e.g. Introduction paragraph or for each product 

entered in submission sheet e.g. ‘For Each Mortgage’ 
• Page – Select the page of the Online FactFind you want this paragraph to 

link to.   
• Section – this will appear if the Page selected has multiple sections. 
• Add Condition – here you can add conditions based on the page you are 

linked to, e.g. Page = Submission Sheet, Section = Mortgages, conditions will 
look at the fields on the Mortgages tab of the Submission Sheet of the 
FactFind 

 
When amending the ‘Paragraph Text’ you can include merge fields and have 
access to various editing tools e.g. ability to choose font name, size and colour etc. 
 

 
 
Merge Fields can be included by ‘right clicking’ within the Paragraph Text. ‘Insert 
Field’ provides individual merge items e.g. Mortgage Initial Rate. ‘Insert List’ will 
group multiple merge items and list together within the Recommendation Report 
(see below chart) 

9.6 Layout 

You can include a Header & Footer for all your trading styles (if applicable) within 
the Recommendation Report Template. Please note that you can paste images 
into the Template or choose the ‘Branding Image’ merge field. This will then 
display the uploaded image (found in Staff Members) of the individual who 

Choose Font Name, Size 
and Colour etc. via the 
ribbon with various 
editing tools 
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produces report. From here you can also edit the margins on your Report template. 
 

 
N.B. these templates are configured PER FactFind you have created within 360. 
This means if you want a template for each of these, they will need to be added 
in. If you require these to be copied from one template to another, please 
contact our Support team. 

10.0 FACTFIND CONFIGURATION 

Within 360 Lifecycle, you have the ability to configure your own versions of the 
Online FactFind. Within these versions, you can remove tabs and sections from 
within these, as well as re-order these where necessary. 
You can create as many versions of the Online FactFind as you need, and convert 
these throughout the Sales Process if circumstances do change. 

10.1 Adding, Amending and Removing FactFinds 

Within 360 Office, you have the ability to add new, amend or remove existing 
FactFinds. This section can be located in the Maintenance Tab, under the 
Compliance dropdown shown below. 
Once you click on this, you will greeted with the following screen, which will house 
all of the current versions of the FactFind you have created. 
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The options above the configuration screen itself allow you to do the following  
actions; 
 

• Add – this will create a blank configuration screen for you to create a brand 
new version of the Online FactFind 

• Save – this will save any amendments made to the version you have selected 
• Delete – this will remove the selected FactFind version. Please contact the 

Support team if you wish to do this 
• Clone – this will create a carbon copy of the selected FactFind version and 

create a new one under the same name, with a suffix on Clone. For example, 
if you were to clone the ‘Mortgage Advice’ FactFind, a new version would be 
created called ‘Mortgage Advice Clone’ 

 Each FactFind will have it’s own ‘Name’, which will be visible to those creating 
FactFinds via the Hotbox, the Online FactFind, or converting to a different version 
mid sales process. 
 
You then have the ability to tailor the ‘Product Discussion’ within that particular 
FactFind. This will allow you to pick a combination of ‘Mortgage’, ‘Protection’, ‘B&C’, 
‘Income Protection’, ‘Pensions’ and ‘Investments’. This also dictates the sections 
shown in the ‘Submission Sheet’ tab of the Online FactFind. You can have as many 
or as few selected as you want. Below is a run through as to what these pages will 
show; 
 

• ‘Mortgage’ – having this section ticked will make the Mortgage 
Requirements/Results, Secured Loan Requirements/Results pages 
available, along with the tabs to add Mortgage & Secured Loan policies on 
the Submission Sheet. This is also the only Product Discussion that will 
require a minimum of 3 Years Address History. 

• ‘Protection’ – having this section ticked will make the Life 
Requirements/Results pages available, along with the tab to add Life 
policies on the Submission Sheet. 
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• ‘Income Protection’ – having this section ticked will make the Income 
Protection Requirements/Results pages available, along with the tab to add 
Income Protection policies on the Submission Sheet. 

• ‘B&C’ – having this section ticked will make the B&C Requirements/Results 
pages available, along with the tab to add General Insurance policies on the 
Submission Sheet. 

• ‘Pensions’ – having this section ticked will show the tab to add Pension 
policies on the Submission Sheet. 

• ‘Investments’ – having this section ticked will show the tab to add 
Investment policies on the Submission Sheet. 

N.B. if you have ‘Protection’ and ‘Income Protection’ in the same FactFind, this will 
also open up the Multi Benefit Policies tab on the Submission Sheet. 
 
The ‘Status’ option, allows you to make amendments to FactFind versions without 
these veing made available immediately in the FactFind itself. The option for ‘In 
Design’ will allow you to make these changes, then once you are happy with these 
you can change the status to ‘Live’ so this is then available to all users. 
 
The screen will then allow you to tailor the sections and sub-sections you can see 
in the online FactFind. This is split between ‘FactFind Pages’ and ‘FactFind 
Sections’.  
 
The ‘FactFind Pages’ section outlines all of the options which will be displayed 
down the left hand tab of the Online FactFind, and the ‘FactFind Sections’ are the 
subheadings within that particular tab. For example, Income will be an option in 
‘FactFind Pages’, and a option within ‘FactFind Sections’ would be Employed 
Details or Self Employed Details. The pages in the Online FactFind Configuration 
screen will show exactly what the name suggests, i.e. ‘Income’ will allow for client 
income to be keyed, and ‘Existing Protection’ will allow for any existing client 
protection policies to be added in.  
 
Some pages and sections within this screen are mandatory to the Online FactFind 
and cannot be removed. These are notated by a * next to the name itself, such as 
Sales Process and Applicants. These can, however, be re-ordered where 
necessary. 
 
The upward and downward facing arrows give you the ability to re-order your 
FactFind. For example, putting Address History and Income pages above the 
Dependants page. This can only be done for tabs down the left hand side of the 
page and not the sub headings within these pages. 
 
The final piece of the FactFind you can configure is the type of Budget Planner 
available and whether you would like a Post Sale Budget Planner with this. 
You can select from one of the two options below; 
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• Comprehensive Mortgage Budget Planner 
• Wealth Budget Planner 

All of the above can have a Post Sale Budget Planner applied, which will allow you 
to advise of the incomings and outgoings once a policy has been recommended 
to the client. 
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