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Loan Settlements







propel-lc has been designed as an industry solution for property transactions

The current structure of propel-lc for Loan Settlements replaces the conventional method of communication  
by fax, telephone and email and specifically allows the Lawyer to:
 
•  Receive an instruction from the Lender which comprises basic data and pdf documentation 
•	 Review, assess and provide formal confirmation of acceptance to the Lender
•	 Communicate with the Lender by posting notes and uploading documents to the system
•	 Generate a deal based document
•	 Upload documentation required to satisfy special conditions and or other requirements
•	 Request funds by uploading the solicitors certificate and funds request 
•	 Send the signed loan documentation to the Lender
•	 Be notified when funds have been disbursed by the Lender
•	 Identify where registration is pending
•	 Send the registration confirmation to the Lender
•	 Store trust account details into the system
•	 Assign delegates within the law firm to view and transact
•	 Keep an electronic record of all communications with the Lender
•  Scan and retain an electronic copy of the client A & I and evidence of identity

Your suggestions, as well as the best international trends, will be used to  
transform propel-lc into a solution that drives improved efficiency,  
cost savings and customer service for property professionals 

For assistance, support and more information on the future of propel-lc  
please call our Help Desk on 0800 667 685 
or email help@propel-lc.net or visit https://propel-lc.net

introduction



stage one

new user registration If you are registered with propel-lc 
your client’s Lender will be able to 

make instructions and loan documents 
available to you securely via the Internet. 

ACTIONS
(1) 	Go to the propel-lc web site: https://propel-lc.net
(2) 	Click on Register
(3) Enter the first 2 characters of your Law firm name and click Search

(4) Locate your Law firm and click Select
(5) 	Select your Branch
(6)	Enter your User Information
(7) If you are a Conveyancing Practitioner you will be prompted to enter your Firm Trust Account Information
(8)	Click Register
 

Reminders
•	 Once you have registered, FMS will activate you as a user
•	 Your User ID and Password will be sent to you by email
•  Your Firm Trust Account Information will be used by the Lender to deposit loan funds
•	 Loan instructions will only be sent to those users identified as Conveyancing Practitioners
•	 Other users may transact on Conveyancing Practitioners’ deals if they are nominated as a Delegate



Once you have completed the registration process, 
FMS will activate your User profile and the Lender 
will email you to tell you the loan instructions and 

documents are available

stage two

log in to propel lc
ACTIONS
(1) 	Go to the propel-lc web site: https://propel-lc.net
(2) 	Click on Law Firm Login
(3) 	Login, change your password and accept the propel-lc Terms of Use

Reminders
• 	In most cases your user ID will be your first initial followed directly by your surname ie. ALawyer (not case sensitive)
•	 Your password should not be shared and is case sensitive and needs to be typed exactly e.g. PswrD1
•	 You will only be able to see your deals or those delegated to you by another user

(4)	Click Help and read the online training
(5)	Start working with propel-lc or
(6) 	Call the propel-lc Help Desk on 0800 667 685 if you are having difficulty signing in
(7) 	Technical and Training Support for propel-lc is available Monday to Friday between the hours of 8.30am until 5.00pm 
	 Call toll free on 0800 667 685 or forward an email to help@propel-lc.net



review my profile My Profile contains your unique details and must 
be completed to enable you to receive new deals 

and transact via propel-lc 

ACTIONS
(1)	 Click on My Profile 

Reminders
•	Ensure your email address details are always current to ensure you receive prompt notification from the Lender
• Assign another user(s) as your delegate(s) if you need another person to transact on your deals via propel-lc  
	 (either routinely or in your absence)
•	Set up your trust account details. This will allow Lenders to deposit settlement funds into your trust account
•	Regularly update your security questions and password and do not disclose your security questions and password to another person

stage three

(2) Click on Contact Information. Ensure that your details are correct. Change any incorrect information and then  
		 click Add/Update 
(3) Click on Trust Account Information. Check or enter details of the Trust Account that you will use for receipt of Lender settlement 
     funds.  
		 If you only have one Trust Account, check the box select all. Click Add/Update
(4) Click on Delegated Authority. If you wish to allow another user to access your deals enter their User ID and click Submit.  
		 We recommend that both your supervising partner and your secretary/PA have access to your deals. Once their details  
		 appear, click Continue
(5) Click on Notification Preferences. Check the box Post a Note. Insert the Email Address(es) to which you wish to receive notes from  
		 the Lender. We recommend that you insert both your personal email address and the email address of your delegate(s).
	  Click Save. Click Add to insert another email address
(6) Click on Security Questions. Insert your Questions and Answers. Enter your Current Password. Click Submit



ACTIONS
(1) Locate the new deal under Deals to Accept (2) Click on Accept/Decline (3) Click on View Deal Details (4) Click on Preview Deal and 
print if desired (5) Click on Return to Accept/ Decline a Deal (6) Add your firm’s File Number and click Accept (or Decline Deal from the 
menu bar) 

Reminders
• If this is the first time you have used propel-lc click on My Profile and first complete all fields before proceeding. Some details (such as  
	 Trust Account) are taken from the assigned Lawyers profile. So if you are a delegate for the Lawyer, they must also have completed their  
	 profile
• The Lender must load the deal into propel-lc before you can start. You will receive an email notification when they have done this
• If you are unsure about a particular deal you can View Deal Details and View Deal Documents before you accept
• You can get and install a free copy of the latest version of Adobe Acrobat Reader at www.adobe.com Get Adobe Reader

preview & accept  
a deal

stage four
New instructions and documents (a deal)  

are accessed via the Home Page in the  
section labelled Deals to Accept.



downloading documents
stage five

The Lender’s documents are 
downloaded via the Home Page 

in the section labelled Accepted 
Deals

Actions
(1) Locate the new deal under Accepted Deals 
(2) Click on Manage Documents
(3) Go to Documents Submitted by Lender

(4) Click on Download beside the document you want
(5) Click on Home to download documents for other deals

Reminders
• Download and print a copy of the disbursement note by clicking Preview Disbursement Note
• You can get and install a free copy of the latest version of Adobe Acrobat Reader at www.adobe.com Get Adobe Reader
• Save printing costs by emailing loan documents directly to your client with their consent



Use the Post a Note feature to 
communicate with the Lender  secure messaging

stage six

ACTIONS
(1)	From the Home Settlements page, under Accepted Deals, click on Borrower 
(2)	Click on Post a Note

Reminders
• Post a Note sends an email to the Lender and updates propel-lc with your request 
• Make sure your Note includes the same details that you would include in the body of a fax letter
•	When the Lender opens your note an email will be sent to you
• When a Lender responds to your Note an email will be sent to you
•	Notes are stored and are viewable within the View Notes page

(3)	Either click on Standard Notes and pick from the list or type a Subject heading and then enter the Note Detail and click on 
     Post A Note



A user may change the data within propel-lc.  
When a change is made to the data, the Lender is  

advised of the change. The Lender will consider the 
change and update their internal system.

changes to  
loan data

stage seven

ACTIONS
(1)	From the Home Settlements page, under Accepted Deals, click on the Borrowers name 
(2)	Change the data field for example the Settlement Date

Reminders
• Changing a shared data field creates an alert to the Lender to notify them of the change
•	Shared data fields are Settlement Date, Borrower Name, Guarantor Name, Security Property Address, Mortgagors Name,  
	 Mortgage Priority Amount
•	A change to the Borrower, Guarantor or Property detail is likely to require new documents to be prepared by the Lender
•	When changing a field other than the Settlement Date we recommend you Post a Note to explain to the Lender why the change  
	 has been made and request consent to the change. Changing a field does not mean the change will be accepted by the Lender

(3) 	Enter a new Settlement Date and click on Save 



generating documents
stage eight

Use the Manage Documents 
function to generate a document 

template from LiveDox.

Actions
(1)	From the Home Settlements Page, under Accepted Deals, click on Borrower
(2)	Click on Manage Documents
(3)	Click on Livedox. This displays a list of document templates that may be generated from Livedox

(4) Select the document template required from the Document Type list
(5) Click Generate Livedox. The document will show as pending until Livedox has created the document

Reminders
• A document only becomes visible to the Lender once it has been Submitted
• Make us aware of any additional templates that you would like to see added to Livedox by emailing help@propel-lc.net

(6) Once created, the document will be displayed under Documents Created/Uploaded by Lawyer
(7) Click Download to save the document to your PC, edit the contents, print and send to the recipient



To certify settlement and request funds, 
use the Manage Documents function 

to send the Solicitors Certificate and any 
supporting documents so they can be 

available to the Lender

requesting settlement
stage nine

ACTIONS
(1) From the Home Settlements page, under Accepted Deals, click on the Borrowers name 
(2) Click on Manage Documents
(3) Click on Upload
(4) Select LAW Signed Solicitors Certificate and Funds Request from the Document Type list 

Reminders
•	The types of files that may be uploaded to propel-lc is restricted to pdf, tif and word files. If a user attempts to upload another file type, 
   an error message will appear
• Remember to update the Settlement Date before uploading the LAW Solicitors Certificate and Funds Request 
• We recommend that you enclose all settlement documents as part of one file, uploaded as the LAW Signed Solicitors Certificate and  
   Funds Request. If the signed loan agreements are scanned separately use the document type Other to upload them 
• After uploading the LAW Signed Solicitors Certificate and Funds Request remember to click Submit. Only documents that are submitted            	
   to the Lender are visible to the Lender

(5)	Click Browse, select the document you want to upload and click Open 
(6) Click Upload and then click Submit 
(7) Repeat the process for any additional documents that you are required to send to the Lender prior to settlement by selecting  
	 Other from the Document Type list, naming the document then Browse, Open and Upload and Submit



The Lender will send the funds in the conventional manner via 
electronic Direct Credit.  The Lender will confirm funding within 

propel–lc and send an email to prompt you to sign in and 
retrieve the Notification of Funds Deposit document

receiving funds
stage ten

ACTIONS
(1) From the Home Settlements page, under Funds Disbursed by Lender, click on Borrower 
(2) Click on Manage Documents
(3) Scroll to Documents Submitted by Lender
(4) Find the document Notification of Funds Deposit. This document will contain full details of the loan funds deposited by the Lender
(5) Click on Download and, if required, print and place on your file

Reminders
•	The Lender will only confirm funding once you have completed all pre-settlement requirements
•	Post a Note to advise the Lender of any specific information that the Lender may require prior to settlement
•	24 hours after settlement, the deal will automatically move to the Settled and Registration Pending stage on the Home
   Settlements page
•	If you are required to return funds to the Lender, Post a Note to advise the Lender



To confirm registration to the Lender, use the 
Manage Documents function to send the Post 

Registration Search, View Instrument Details 
and any supporting documents so they can be 

available to the Lender

confirm registration
stage eleven

ACTIONS
(1)	Click on Borrower in the Home Settlements page
(2) Click on Manage Documents
(3) Click on Upload
(4) Select LAW Post Registration Search from the Document Type list 
(5) Click Browse, select the document you want to upload and click Open, Upload and Submit
(6) Repeat the process for any additional documents that you are required to send to the Lender to confirm registration by  
	 selecting Other from the Document Type list, naming the document then Browse, Open and Upload and Submit

Reminders
• After uploading the LAW Post Registration Search remember to click Submit 
• Once the LAW Post Registration Search has been uploaded, the deal will be removed from the Home Settlements page and can
   be located  
   via the Search and Advanced Search functions 
•	Upload your Client A & I and enter the LINZ eDealing number into the registration particulars area of propel-lc. FMS undertakes 	
	 to hold documentation within propel-lc for a period of at least 10 years for LINZ audit purposes



To notify the Lender that the transaction is 
no longer proceeding you must request a 

cancellation of the deal 

request cancellation

ACTIONS
(1)	Click on Borrower in the Home Settlements page
(2) Click on Request a Cancellation
(3) Select a reason for the cancellation from the Reason Type list
(4) Enter any additional text by way of explanation if required
(5) Click Submit

Reminders
• Requesting a cancellation sends an email to the Lender and updates propel-lc with your request
•	Make sure your additional text includes the same details that you would normally include in the body of a fax letter
•	When the Lender has updated their system with the cancellation they will update propel-lc and this will remove the deal from  
	 your Home Settlements page



The electronic record of communications 
with the Lender and action taken within 

propel-lc is viewed via View Deal History  

deal history

ACTIONS
(1)	Click on Borrower in the Home Settlements page  
(2) Click on View Deal History 

Reminders
•	All action taken within propel-lc is stored within the View Deal History
•	The Deal History records the user who completed the action, the activity completed and the date and time the action was taken 



Users may record a comment about a 
document sent or uploaded to propel-lc 

using the Lawyer’s Comments page 

lawyer’s comments

ACTIONS
(1)	Click on Borrower in the Home Settlements page
(2) Click on Update/View Deal Details
(3) Click on Lawyer’s comments 
(4) Enter the text of the comment into the Comments Box  
(5) Click Save

Reminders
•	All comments saved to the deal are stored and can be viewed in propel-lc within the View Lawyer’s Comments page
•	Lawyer’s Comments are not visible to the Lender



disbursement note The Law Firm will be charged a fee for 
each settlement that passes through 
propel-lc. The disbursement note is 

available for download and print using the 
Preview Disbursement Note page

ACTIONS
(1)	Click on Borrower in the Home Settlements page
(2) Click on Preview Disbursement Note  

(3) Select Print

Reminders
•	The fee for using propel-lc is a disbursement that may be passed  
	 onto a client
• We recommend you print the disbursement note when you accept a deal 	
	 and post to your client’s matter as a pending disbursement to ensure you 	
	 include in your invoice to your client
•	When the Lender confirms funding, an invoice will be raised to the Law Firm  
	 by First Mortgage Services Limited
•	A statement of invoices will be rendered by email to the Law Firm on a  
	 monthly basis
•	The method for payment of invoices is by monthly direct debit or by  
	 alternative method as agreed with the Law Firm


