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WORKFLOW GUIDE

Workflow is designed to support you in your work by providing best practice procedural models for various topical
areas. To access workflow select Workflow from the navigation toolbar.
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Each subject area has two components; Navigation Schematic and Workflow Tools.
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Terms & Connectors

To access a navigation schematic, browse the table of contents by clicking the plus sign. The navigation schematic
provides a contextual overview of a subject area, broken down into steps. Each step will provide a more detailed
graphical outline of the key items from which the user can link to relevant legislation, cases, commentary, or
interactive tools such as decision trees, flow charts or checklists. While all Workflows contain these tools, some
precedents are only available with an upgraded subscription.
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WORKFLOW GUIDE

Workflow Tools

To access Workflow Tools, browse the Table of Contents by clicking the plus sign to expand the contents and locate
the required workflow tools. The Workflow Tools component provides time saving tools to help you find and organise
information, forecast and manage business scenarios. You have the ability to save and export tools and customise

them for specific clients.
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There are also a number of icons used throughout the navigation schematic. The key for these can be accessed at any
time from a link in the contextual help located in the right hand pane.
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Icons and conventions used across Workflow diagrams

Icons are used extensively in our workflow diagrams. Below is an explanation of their
meaning
Icon Name When it's used
% Tool Indicates a link to a relevant tool in the 'tools' tab.
Tip Highlights a useful or practical tip.
Trap Warns about a tricky, unintended or unforeseeable aspect
Alert Warns to be aware of a specific situation in regard to the workflow
Commentary Links to further commentary.
Definition  Indicates that the information displayed is a definition.
See Also Highlights alink to anather step in the workflow.

Task Highlights actions required to complete the step
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WORKFLOW GUIDE

There are several supporting features which will aid in navigating around Workflow. These features are made
available once you click through to a navigation schematic or workflow tool and include:

1. Document in Context - Displays the relative location of the document in the Workflow Table of Contents.
2. Workflow Tools - Provides direct access to all the tools available in the subject area.
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Other Search Templates
~ " ~ This workflow provides a step-by-step guide through the residential conveyancing process when acting for a vendor. The following procedure is provided as a guide only and does not
Document in Context constitute legal advice. Please note that some of the steps listed in a workflow step may work concurrently in practice (eg in Step 1 - Instructions to act may happen at the same time as
opening the client file).The workflow includes checklist tools, tips, alerts and further commentary to assist you in understanding and acting on each step of the conveyancing process.

You are in: The workflows also contain precedents (letters, guides and other documents) and links to relevant law society documents.
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¥ workflow For an instant overview of the steps involved, refer to the Quick guide [&). For more information see Conveyancing Workflow Guide [ For an overview of the conveyancing
¥ Australia transaction, see Flowchart of Conveyancing Transaction
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