THE HUB
BACKGROUND

The Hub is an easy, safe and secure way for your clients to see the progress of their deal, or deals if
more than one, access all their correspondence, communicate with their conveyancer and verify
their bank account details securely.

To use this facility, there are now 2 additional Icons on the screen adjacent to the PEXA Icon as
shown below:

Current Company
Matter Overview

The Current Matter icon will provide access to all the relevant information pertaining to your current
active file while the Company Overview icon brings up a list of the files that have been made Hub
Ready for your to select the file you wish to work on.

The Hub uses 2 methods of communication with your clients being email and SMS, thus providing a
better level of security for all parties.

Additionally, emails that are sent to your client DO NOT come from YOUR computer and their email
address will not be recorded in your email address book. This is because the emails are sent from a
secure server. External access to that server will be restricted to your clients who will receive an
access code via SMS.

MAKING THE FILE HUB READY

For the Hub to be effective, it needs to have the file details put into it. Once activated, while this
happens automatically when loading a new file, for files that are already in your system, you will
need to get the relevant information transferred but this will only need to be done once for each
OLD file.

The process to transfer the information is to open the Property Details screen and hit the OK button,
then open the Agent Details and Contract Details screens in turn and again hit the OK button.

Transferring your client’s details is slightly different in that you will need to open the Seller/Buyer
Details screen and highlight each of YOUR CLIENTS INDIVIDUALLY, select the EDIT button and then
Edit Client Details. When that page opens, hit OK and save the entry then proceed with the
remainder of your clients.

Now that the necessary information has been loaded into the Hub, click on the Current Matter icon
and a whole new world will be opened for you.

METHODOLOGY

INVITING YOUR CLIENTS TO THE HUB

Having clicked on the Current Matter icon, the following dialogue box will appear
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! Making The Matter Hub-Ready

- First, we have to make this matter/file hub-ready. This tells the
||| hub that it exists and allows you to then invite your clients to view
l’-J various parts of the settlement like:

- Progress of the settlement.

| - Messages you send them directly from SettsPlus.
- Documents you wish for them to view.
- Lotz more!

Maybe Later Sure, Let's Go

™n T
and to start the process, click on the Sure. Let’s Go button. NB. This screen only appears the first

time you want to make any file Hub-Ready.

When you click on the Current Matter icon on a file that has already been made Hub-Ready, the
following screen will appear. You could consider this screen as the Home page for the Hub.
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The next thing you will need to do is to INVITE the clients to access the Hub. This is done by clicking
on the Hub Users button and the list of CLIENTS attached to the Current Matter will appear under
the heading of Not Invited.
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All Parties >

Mot Invited

Mark KINGHAM James JACKSON
mark@csolutions.com.au bg@csolutions.com.au

James CLIENT CHRIS ELLIS
client @csolutions.com.au chris@settsplus .com.au

— B
Close @ [NGEITE S : |esszges <\ Invite / ;}
v

You now need to INVITE the clients to the Hub by clicking on the client to invite and then the Invite
button as shown below:

This will trigger an email being sent from the secure server to the client advising them of the
invitation.

Before the notification is sent, a screen with the clients details as shown on the file will appear which
at this point MUST include their Mobile number and email address. Check to ensure the details are
correct, tick the box to signify the details are correct and select the Send button as illustrated below

Invite a Client oo

Before we invite the client to use the SettsHub, let's just
confirm the details we will use the contact the client with.

|dertity

Given Name: Surname:

|James | |CLIENT |
Mabile Mumber: Email:

|+61 421087110 | |client @csolutions.com au |

e checked over the entered details.

clude FastConnect Referral Cancel e
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The notification will now be sent and you will get a confirmation as shown below then click OK.

1 Invite Sent.

The result of this will be that the All Parties screen will now be split into 2 sections, if required, the
top one called Pending Hub User which will have icons for the parties that have been invited and the
bottom section having icons for the parties that have not been invited yet. NB: it should be noted
that the system will not send a second invitation to an email address that has already received one,
ie, if your clients, Mr & Mrs Smith have the same email address, the invitation can be sent to either
party BUT the other party will not receive an individual invitation.

If you have not received a response from your client within a few days or the client loses his email,
you can resend the invitation by selecting Current Matter, Hub Users and RIGHT CLICK on the client
which will bring up a button to resend it.

Please note there are two ways for you to get information about your file FROM the Hub. Most
commonly you would select the appropriate file and go through the Current Matter icon which will
provide you with access to ALL the information on the Hub regarding that file.

If, however, you wanted to look at your interaction with only a selected client, select the appropriate
file, then bring up the client’s page in the Seller/Buyer Details screen and select the View on Hub
button which will strip out information on that client only. NB. Please note the View on Hub button
will only appear on the Seller/Buyer Details screen if you select an individual entry, are acting for
that client and it is not the main party entry.
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Seller's - Buyer's 7 x
View Sellers
|Or... Name Client D |ID'd Phone# | DOB Main
View Buyers |n ELLIS, CHRIS & CLIENT, Jarnes |m03437369 |m,mmgsa True
ELLIS, CHRIS ELLODT 0403437869 | 01/01/1958 |False

1
2 CLIENT, James

Is Company

SURMAME, Given

r

0421087110 0170171960 False

CLIEMT, James

Capacity |l I
Dear Greeting | Mr cLzEnT DOB |01/01/1960  Main Seller?]  Mum IZ—
Postal Name | Mr CLIENT
—Prior Address
Address Type IStandard Address j * Edit Address Home Tel I
Addressline 1 | 166 Coogee Street Fax Number I
Addressline2 [ MOUNT HAWTHORN WA 6016 BusinessTel | |
Address Line 3 I Mobile Im
e-Mail I dient@csclutions.com.au Pager I
— After Address
Address Type IStandard Address ;I " Edit Address
Address Line 1 I
Address Line 2 I
Address Line 3 | Home Tel I
Motes
On Title As | =l i’ Clear Client D Pexa Client ID |
¥ validate @Sag& csv|| M Delete | | ofAddjsearch || 7 Edit

1

Foreign ::4 CAF

R s

If you had sent an invitation to a client and were looking to see if they had acted on the invitation
but the client has not yet logged into the Hub to do whatever was required, by clicking on the
client’s icon again, you would get the following response from the system:

This user has been invited to the hub but has not yet accepted the
invitation.

>

OK

FORWARD DOCUMENT AND INVITE

A nice feature of the Hub is that you can prepare documents and send documents to the client as
part of the invite so that when the client registers/logs in they will see that there are pending

documents waiting.

So once you have invited the party send documents as explained in DOCUMENTS on page 17.
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WHAT THE CLIENT SEES

At this point, assuming the client has received the invitation email and clicked on the link, the
following screen will open where they will be required to log into the Hub and register their details:

Register
Sign up to the hub!

Email
Mobile
Password

Confirm Password

The client now needs to complete the screen by putting in their email address and mobile number
thus confirming the details that you already have. They also need to put in a PASSWORD OF THEIR
OWN CHOOSING, confirm the password and hit the Register button. The Hub will now take note of
the password as an identifier.

NB. THEY WILL NEED TO REMEMBER THE PASSWORD THEY USE AS THIS WILL BE REQUIRED ON
ANY OCCASION THEY NEED TO GET INTO THE HUB.

Not only will the client now be registered but he will receive an SMS confirming the registration
containing a code to link him to the file, this code needs to be inserted in the Verification Code field
on the following page and then select confirm. (SECURITY FEATURE)

SMS Confirmation

We've now sent an SMS with an invitation code to the mobile number provided by the
conveyancer. Please enter this code below.

Once they have entered the correct verification code, the client will be presented with the Terms
and conditions page.
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As you will see there is a waiver to you in the event that the client does not want to use the Hub.

Welcome to the SettsHub, a Secure Communications
Portal

Please read the following in full

Thank you for registering with SettsHub, a4 secure transmission channel for you to send and receive
correspon fence and messages from your conveyancer r sther than usi g em yil
pur canveyancers have asked you to consider using this facility, as it gives you far better security compared to
ail whact n b mpromiised
In accepting these terms and conditions , ALL correspandence with your con / via SettsHut
Should you receve an email that purports to have pen
181l and IMMEDIATELY contact your conve be a
ushing attempt.
Shouid you not agree to the terms and conditions , then in the event that ¢ v your
eyancer nas intercepted and/or compri then your conve claim

that may be made against them in relation to any loss 13/OF 3amages occasioned 3
nfarmation and/ar commumncation being Inter epted oy thirg parties

REFUSE

Assuming the client only has one Matter on the go with you at the time, the system will
automatically link the client to that file and give them access to anything you send them and they
will see a screen similar to the following

B Oun Codetioe o ' -, e } & Darh Vot

00 Pstistaan Settiwment Detaily

B Nars Vert
. Addesss
s 2 rich

@ Sevtlenant Agency (1

which will show ALL their deals currently known to the Hub in the menu at the left side of the screen
under the heading of Deal List plus icons to take them to the Bank Account verification screen and
the Account Settings page described in greater detail below.

Additionally, the screen will provide them with information on the SPECIFIC deal the invitation
relates to by showing the property address and the name of the settlement agency who sent the
invitation under the large heading of Settlement Details and provide Tabs along the top of the
screen for them to navigate to the various functions of the Hub which are beside the settlement
agency name duplicated on the top menu bar.
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When the client has accepted your invitation to Register on the Hub and completed their initial
details, you will receive an email advising which client has completed their registration and the file
that invitation pertained to.

Ei'_ Reply TQ_I Reply All EZ‘, Forward
Thu 17/01/20019 11:57 AM

S SettsHub <donotreply@staging.settshub.com.au>

A client has accepted your invite for 2018/3082.
To User

One of your invitations for file 2018/3082 has been accepted by a party (Sifu Feng).

Sent by SettsHub.

This is likely to be their initial contact and if no messages or documents have been sent (described in
more detail later) they can then Logout of the Hub by selecting the button in the upper right hand
corner.

FUTURE CONTACT

As the matter progresses and you wish to send documents or messages to your client, they will
receive a further notification requesting them to log into SettsHub which will bring up the following
screen:

SettsHub

Your Online Settlement Destination

Welcome back

The client completes the page by clicking on the Hub line as shown and inserting their email address
and the password they previously set and Login.

ACCOUNT SETTINGS

After the client has logged into the Hub, he will be able to see three areas that he can navigate to,
being his Deal List, Bank Verification and Account Settings.
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Account Settings

Username

The Account Settings page allows the user to modify their mobile number and to change their
password. It also allows the user to select how they are to be notified and which events should
trigger a notification.

Having arrived at this page, they can modify their provided mobile number that they wish to use for
their notifications and tick the boxes to signify their preferred Method of Notification for both
Messages and Documents. These will default to notification by email for both Messages and
Documents but can be changed by the clients.

Additionally, should the client wish to change their password, there is also a button on this page
where they can do so.

Once the details have been confirmed by the client, they simply press the Save button.

BANK ACCOUNT VERIFICATION

To commence the bank account verification, from the letter library search and send via the Hub the
document titled (BAV) Bank Account Verification Buyer or (BAV) Bank Account Verification Seller.

For the client to go through the verification process, they will need to login to the Hub and from the
Home page, select Bank Verification.

Obviously, upon first contact with the Hub, there will not be any accounts verified so the screen will
appear as below.

To begin the process, they simply need to select the button entitled Verify New Account.
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Bank Valldation

vea Accounts that have been verified are listed below, To validate a new account and link it 10 ane of your

2 settlement, select the 'Venfy New Account’ button. Once verified, a document can be downloaded
Bank Verification
from that specific deal page. Thas letter must be sent 10 the conveyancer when reguested

Validated Accounts + Verify New Account

No Verified Accounts

This will then open a page called Deposit Verification which will provide information on what
happens during this process. They will then need to select Start Verification.

Deposit Verification
Takes 2-3 Business Days

¢ We will make one deposit into your bank account.

® These credits will be visible within 1-2 working days, or immediately if your bank is connected to the new National
Payment Platform.

e Credits will be visible on your online banking statement from C Solutions PTY LTD.
e The description provided will contain a short 10-digit code which you will be required to give to your conveyancer.

o Please retain the bank account informaticn that you have entered (exactly as entered), as you will be required to provide
this to complete the Disbursement Authority form which your conveyancer has/will send to you.

The next page to open is titled Your Details which they will need to complete and then select Submit.
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Your Details

The provided details are not stored or shared with any third parties.
Account Holder

The entity that the account belongs to.

Account Name

The name of your actual account.

BSB Account Number

Your six-digit BSB number. Account number known to the bank.

Include Optional Account Description

The client will then get a page open on their screen explaining they have received a small deposit
into their nominated account and when they should be able to see the deposit on their statement
and click on Back to Hub.

The code attached to the deposit on their bank statement will be a 10-character code starting with
HC which they will need to write on the Bank Account Verification Form you have sent to them
along with the remainder of their instructions for the disbursement of their funds at settlement.

From your perspective, the client account information will now appear in the Hub as Pending
Verification and upon return of this signed form you will need to validate the account from the
buyer/seller screen.

Select the client you wish to validate his bank account and then press “validate acc”.
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Seller's - Buyer's 7 >
View Sellers l - -
Or...| Name Client ID | ID'd Phone # DoB Main
View Buyers

2 CLIENT, James

CLI001

0421087110

ossees ovorss e

01/01/1960 False

Is Company |l
SURMAME, Given CLIEMT, James
Capacity r I
Dear Greeting I Mr CLIENT DOB I 01/01/1960 Main Seller?]”  Mum |2—
Postal Name I Mr CLIENT
—Prior Address
Address Type IStandard Address j # " Edit Address Home Tel I
Address Line 1 | 166 Coogee Street Fax Mumber I—
Addressline 2 | MOUNT HAWTHORN WA 6016 BusinessTel | |
Address Line 3 I Mobile lm
e-Mail | dient@csolutions.com.au Pager I—
— After Address
Address Type IStandard Address ;I ; " Edit Address
Address Line 1 I
Address Line 2 I
Address Line 3 | tHomeTdl I—

Motes

On Title As

E.’ Clear ClientID | Pexa Client ID I

| =]
| ¥ vaidate Acc | @ viewontub || ¥ savecsv|| WDelete | |dfaddfsearch| | SEdt |
—

N—

(X Forcon | | 2ocar | [Fok | [ Kcan |

A list of accounts for this client will appear (if there are any) as the system allows you to validate
multiple accounts for the same client.

Validated Client Accounts X
# Name BSB | AccountNum |HubCode |Validated By Validated On
There are no items to show.
| & Validate New Account || fi Delete Account |

Upon Selecting Validate New Account the following screen will appear.
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Account Details -

BSB “

Account Mumber I

HUE Code I
Account NOT Validated!

Validate Account | x Cancel

Now enter the BSB, Account Number and HUB Code that appears on the signed form that you would
have received from the and press Validate Account.

If the account details match to those that we have for the client then the account name screen will

appear.

Client-Verified Accounts X

@

Close ® Select Account ;‘

Select the account name for this client as per the signed form and press Select Account.

Press OK and the account will be validated.

Account Details %
BSB 735308)
Account Number I 552512
HUEB Code |3LHKTHNG
Account Validated
' OK x Cancel
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Once the account has been validated and details provided are correct this account is now ready to
be used in the balance sheet.

Validated Client Accounts >
#| Mame B5B Account Mum | HubCode Validated By Validated On
1 |CLIENT, James 736306 |552512 BLHKIJTWG  |JOEITALIANO 08/07/2019
| 5 Validate New Account i ﬁ’ Delete Account OK, ﬁ Cancel

Assuming there is only one deal on the go for that client at the time, it will automatically link the
account to that file. If there was more than one file for that client, he would have selected the file
that the account would link to when doing the verification.

MESSAGES

To use this part of the Hub, if you wish to send a message to one of your clients, you can do either of
two things. Either click on the Current Matter, select Hub Users, highlight the client and select
Messages and compose the message. Alternatively, with the relevant file as the active file, go to the
Seller/Buyer Details screen and select the client, select View on Hub and click on Messages and
compose the message by selecting Compose New. The following screen will open for you by either
route.
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Direction  Sent On Subject

o O G 25

T LI LF g R ) Ll

Using either method, when you hit the Send button at the bottom of the screen, the client will
receive an email notification that there is a new message waiting for them on the Hub. They will
then need to login with their credentials, (REMEMBERING THEIR PASSWORD), so they can pick up

the message.

When the message has been sent, you will get confirmation of same on the following screen:

Direction  Sent On Subject
‘ 24407 ... Settlement

NB. This is only part of the screen. Then press Close to exit the screen.

The client will then receive notification that there is a new message waiting for them on the Hub
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5} Reply fI:‘:{i Reply All (=} Forward
Thu 17/01,/2019 1:53 PM

S SettsHub <donotreply@staging.settshub.com.au>

New Message
To User

Your conveyancer has sent you a new message to SettsHub in relation to your settlement.
Please visit SettsHub to view the message.

Sent by SettsHub.

When the client then next logs into the Hub and highlights the deal in the Deal List, the following
screen will appear and they will be able to see there is a message waiting for them signified by the
number 1 in the little RED square beside the Messages tab.

B8 Chris Codebase B Document
Settlement Details

A  Addrass On Record

M Settiement Agency CHRS

By clicking on the Messages tab, they will then see there is an unread message waiting for them as
shown below and by clicking on View, the message will open on screen.

500 Nicholson

B Bank Venficatior

o Send Message

They will now be able to read the message, an example of which follows and the time and date it
was sent appears in the top right-hand corner of the message.

Having read the message, if they do not wish to do anything else, they simply click on the Back to
Deal button to return to the home page. The RED dot on the message line will disappear and the
envelope will be opened to show the message has been read
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Message ¢ Backto Deal

Subject: 500 Nicholson Road

atter, We will be sending your documents out s

Should the client wish to respond to the message, he can select the Send Message button shown in
GREEN in the screenshot above the message, compose the message and select Send. An example of
the reply is shown below:

Compose Message to A1CO2 test

Subject
>ettiement
Message

hanks for that. | will action them as soon as possible upon receipt

The result of this will be that the client can see the string of messages that have been received and
sent on the subject matter and the labelling will clearly show whether the message was received or
sent as shown below:

i Send Message

7* 500 Nicholson Road

500 Nichalson Road

As can be seen, both messages appear on the message list with clear indications as to the source of
the message and whether they have been read.

You, as the conveyancer, will also receive an email notification that you have received a message
from one of your parties/clients and the file that it relates to similar to that below.
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2 Reply 2 Reply All 3 Forward
Thu 17/01/2019 3:45 PM

S SettsHub <donotreply@staging.settshub.com.au>

A client has sent you a message for 2018/3082.
To User

One of your parties for file 2018/3082 has been sent you a message.

Sent by SettsHub.

and be able to see and read the string of messages that have been sent in either direction by clicking
on the Current Matter icon and selecting Messages and the following is an example of the
information that will appear on the screen. By double clicking on any of the messages, they will open
on screen for you to read.

Direction ~ Sent On Subject

‘ 17/01/2019 500 Nicholson Road
‘ ‘ 17/01/2015 500 Nicholson Road

This information can also be found by having the relevant file active on your screen, select the
Seller/Buyer Details icon, highlight the client, click on the View on Hub button and select Messages.

DOCUMENTS

The process of getting documents to your clients is very similar to the method many of you are using
at present.

Having processed the necessary documents and saved them as PDF’s in your Notepad, open the
Notepad and select the entries you wish to send by ticking the selection box at the end of the line,
click on the Open button to bring up the expanded list of documents, i.e. the documents plus the
attachments that you processed.

At this point you can tailor the list and remove any items you do not wish to send by unticking any of
the items on the list and rearrange the order as you wish by highlighting any of the listed items and
use the Up or Down arrow to get them into a more reasonable position.
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Once you are happy with what is to be sent to the client, click on the Generate button to create a
single PDF of all the selected documents and they will open in plain text on the screen, the list of
documents will appear in the left-hand column.

Then select the Save to Hub button.

- 2o
S
=" \I)

Save Print  Email

Options
Apartment_11_72_Api_Access_AB...

@‘ Typewriter‘ E]‘ @;‘ T‘

Bookmarks &S

XY New
CEdit |, e

 (ACTV1) APPOINTMENT
k+ TOACT LETTER TO
VENDOR.pdf

(ACTV2 OCTOBER 2016)
. NEW APPOINTMENT TO
R ACT FORM FOR

VENDOR.pdf

. FORM2-2016

R¥ DISCLOSURER FORM.pdf _

 (GUIDEV1) GUIDETO List of docu:en:s to be sent to

k'+ YOUR REAL ESTAI< the client
SALE.pdf

. (STATV1 2016)

W+ STATEMENT TO
VENDOR.pdf
(TAXINVV1 2016) COST

k' DISCLOSURE OR TAX
INVOICE VENDOR.pdf

. (PRIVACY ACT) PRIVACY
W® ACT NOTICE pdf
_ (TRANV1) SEND
W& TRANSFER TO
VENDOR.pdf
DISBURV1
. DISBURSEMENT

R AUTHORITY TO
\ VENDOR.pdf /

A client list will appear.
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Client Selection — O >

Select the clients that vou wish
to view the document.

T
First SHARLANDS )
I~

/
Cancel ® Upload ‘4

In this example, there was only the one client. Should you have multiple clients that you want to
send the document, provided they have separate email addresses, their names will appear on the
list for you to select from as required. Any clients listed that are not ticked on the list will not be able
to see the documents. This can also be changed at any time.

Before the documents upload to the Hub, you will be prompted to name the PDF file so the client
will be able to see that it is a real entry.

You will also be able to type a message for the client to view.

Document Mame -
Chogses-remefortietocoment——7w—___
| >

During the uploading process, the documents will be encrypted as a security measure.

This will then trigger a message to the client, (as shown below), that there are documents on the
Hub ready for him to action and requesting him to Login and print them off as necessary.

In time to come, we envisage an ability to sign the documents within the Hub as well as upload.
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5 Reply @{iﬂepl}fﬁll £ Forward
Thu 17/01/2019 4:46 PM
S SettsHub <donotreply@staging.settshub.com.au>

Your Conveyancer Has Uploaded a New Document For You
To User

Your conveyancer has uploaded a new document to SettsHub in relation to your settlement.
Please visit SettsHub to view the document.

Sent by SettsHub.

When the client does log into the Hub again, as shown previously, selects the matter in question if
they have multiple deals on foot, they will see there are Documents for Download, signified by the
number in the RED square on the Documents tab.

Settiement Details

w Addrem

B Seriement Agandy

When the tab is selected, they will see a screen similar to the following and by then selecting the
Download button, the documents will be opened in plain text on their screen.

Once the client has completed what he wants to do at this time, he can then hit the Logout button
to exit the Hub.

As the conveyancer, you will be notified by email to alert you that the documents for a particular file
have been downloaded similar to that shown following
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£ Reply @Replyhll £ Farward
Fri 18/01,/2019 %30 AM
S SettsHub <donotreply@staging.settshub.com.au>

A document has been read for 2018/3082.
To  User

One of your uploaded documents for file 2018/3082 has been downloaded by a party.

Sent by SettsHub.
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