
 

TOOLBOX USER GUIDE 
You’ll find all the tools you need to grow your 

business in the All Checked Toolbox 
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Se#ng a Password 
To log in to your Toolbox for the first Sme click on the link in the acSvaSon email (Fig 
1). If you haven’t received this, please check your spam/junk folder in your email 
program. Other wise please contact support@allchecked.co.uk   

You will be asked to set your password (Fig 2). The password should have a mix of 
upper and lower case le]ers, at least 1 number and be at least 8 characters long. 

Once this informaSon has been entered you will be taken to your Toolbox.

FIG 1. EXAMPLE ACTIVATION EMAIL. 

 
FIG 2. SET PASSWORD 

mailto:support@allchecked.co.uk


Logging in 
To log in to your Toolbox visit h]p://allcheckedtools.co.uk (or select the ‘Toolbox’ link 
from h]p://allchecked.co.uk) 

Enter your email address and password that you set (Fig 3). If you have forgo]en your 
password, please click the “Forgot Password” link and follow the on screen 
instrucSons. 

If you Sck the “Remember me at this computer” box, you’ll remain logged in at your 
computer. 

If the login box shakes, this is because you’ve incorrectly entered your email and/or 
password. Please try entering the informaSon again. 

Once successfully logged in, you will see your home screen (Fig 4). 

FIG 3. LOGIN SCREEN 

http://allcheckedtools.co.uk
http://allchecked.co.uk


Home Screen 
When you've logged in you'll see the Toolbox home screen (Fig 4).  

From here you can access tools either from the menu on the lej column, or by 
selecSng the appropriate label from the main screen. Your name and company are 
displayed at the top of the central column and you’ll also find 4 useful toolbox alerts in 
the right hand column. 

Help - Select help for informaSon about how to use the tool you’re currently using. 
Tasks - Set a task for a colleague or view tasks colleagues have set for you.  
NoSficaSons - NoSficaSons (such as new leads) can be found here. 
InformaSon - Where applicable you’ll find extra data here. 

FIG 4. HOME SCREEN 



All Checked Profile 
This is where you can manage your Profile Page on the biggest independent home 
improvement review website in the UK. h]p://allchecked.co.uk 
 
FIG 17. ALL CHECKED PROFILE 

View Profile 
Select VIEW PROFILE in the top right hand corner to view your All Checked Profile 
Page in a new tab. 

Main Informa>on 
Click on each field to change your company name or postcode. 

Details 
Click on +ADD DETAIL to select a field to add to your Profile Page. 
Each field can be deleted using the DELETE bu]on and you can change the order in 
which they appear by using the green arrows. 

Logo 
Click on ADD LOGO to select a logo from your Photo Uploader. 

http://allchecked.co.uk


Background 
Click on ADD BACKGROUND to select a background image from your Photo 
Uploader. 

About Tab 

Use this secSon to add text to the 'about' tab on your All Checked profile. You may 
want to outline the history of your business and/or describe your unique selling 
points. 

Simply type into the Text Box below and click SAVE when you’re done. 



Offers Tab 

Adding offers to your All Checked profile page will boost your profile and a]ract more 
customers. 

Select ADD OFFER and then enter a Headline (eg. 10% OFF all products), followed by 
an explanaSon (BODY field). 

Then enter the terms of the offer, followed by an Offer Code (if required) and an 
expiry date. 

You can also select a background image from your PHOTO UPLOADER Tool. 

Finally, select the categories that apply to your offer so that when customers are 
looking for these services your offer will appear. 

Offers will automaScally be taken off the offers tab when they reach their expiry date. 
 
Click the icon on any offer to edit it, or the icon to delete it. 



Feedback Generator 
This is where you can manage your feedback. (Fig 18) 
 
FIG 18. FEEDBACK GENERATOR 

View Profile 
Select VIEW PROFILE in the top right hand corner to view your All Checked Profile 
Page in a new tab.  

Invite Customers to leave a Review 
Enter a customers email address and click “SEND INVITE” and we’ll send them an 
email asking for a review. 

Invites Sent 
This is a list of the invitaSons that you have sent in date order. 
You can change the order for most recent first to oldest by clicking the heading at the 
top of the Sent column.  



Search
You can search for an invitaSon by entering all or part of the email address in to the 
Search field at the bo]om of the list.  

Status 
The Review column will display a red cross to indicate that we’re awaiSng feedback. 
This will change to a green Sck when feedback has been received.  

Resend 
Select the yellow resend link to resend the invitaSon.  

New Reviews
This is where you can view your feedback pending moderaSon.  

• Select REPORT to report the review if you’re unhappy with it. 

• Select RESPOND to add your comments to the review 

• Select ACCEPT if you’re happy with the review. It will be published and removed 

from the New Reviews secSon.  

Old reviews
This is where you can view your published feedback. 

• Select REPORT to report the review if you’re unhappy with it.  

• Select RESPOND to add your comments to the review 



Feedback Shield 
Blocked Reviews 
Any obvious hoax, malicious or unfair reviews will automaScally be blocked by the 
Feedback Shield and you won’t be required to take any acSon. 

Reviews under inves>ga>on 
If a negaSve review is genuine you should contact the customer to resolve any issues 
privately to avoid later publicaSon. If the customer can prove their claim and you 
refuse to act, the review will be published. 

Remember: you can also use the Feedback Generator tool to add your comments to 
any review. If the review has already been moderated in the past, select the Old 
Reviews tab in the Feedback Generator to find it and then select RESPOND to add 
your comments. 



Showcase 
Use this tool to upload photos and descripSons of your work to the Showcase page 
on your website, as well as your All Checked Profile Page. (Fig 20) 
 
FIG 20. SHOWCASE 

To add a showcase 

• Select + ADD SHOWCASE to add a new Showcase Project 

• Click on the TITLE field to add a Stle to your Showcase Project 

• Click on the PROJECT DESCRIPTION field to enter a descripSon of the work. Try to 

use Products and locaSon keywords to boost your SEO 

• Select the photo(s) from your library to display in your Showcase Project 

• Select ADD SHOWCASE to finish  

To edit or delete a showcase, click the “EDIT” or “DELETE” bu]ons on next to the 
showcase you’d like to edit or delete. 



Add to your website 

• Click on the ENTER YOUR WEB DESIGNER’S EMAIL ADDRESS HERE to enter 

your web designer’s email address 

• Select SEND CODE to send the code 



Photo Uploader 
This is where you can upload images to your Toolbox. (Fig 19) 
 
FIG 19. PHOTO UPLOADER 

You can then use the News, Showcase, or Price Engine Builder tool to upload the 
image to the appropriate place on your website or All Checked Profile Page 

File Upload 
Either drag and drop a file from your computer in to the File Upload area or click on 
the File Upload area to select a file from your computer. 

All images must be .jpg format and have a maximum file size of 18MB 

Photo Library 
• Select the orange rotate symbol to rotate the image to the correct orientaSon. 

• Select the red dustbin symbol to delete an image. 



Your Leads 
This is your lead management area (Fig 9). All the leads generated via a Toolbox 
mechanism (e.g. Price Engine), or a Facebook Group will be delivered here 
automaScally. 

Use this area to: 

• Manage Your Leads 

• Manually Add Leads to your database 

• Monitor the performance of your sales people 

On the main screen you will see a list of your recent leads. You can sort your leads by 
status, name, date or source by clicking the headings at the top of each column. Click 
the heading again to reverse the list (e.g. Z to A instead of A to Z). 

AlternaSvely begin typing a customer’s name or address in the Search field at the top 
of the page to locate them. 
 
FIG 9. YOUR LEADS, LEAD LISTING 



To add a lead manually: 

• Select + ADD LEAD to add a new lead 

• Click on each field to add the customer details 

• Click POSTCODE to enter the postcode and then select FIND ADDRESS to add 

the address. 

• Click SOURCE to select the lead source from the drop down menu 

• Click STATUS to select the enquiry status from the drop down menu 

• Select ADD NEW LEAD to finish 

To view a lead in more detail click on the lead lisSng. You’ll then see the detailed lead 
view (Fig 10). 

FIG 10. YOUR LEADS, LEAD DETAILS 



At the top of the page you will find the enquirer's name and the date the lead was 
generated, along with bu]ons to print or delete the lead. Deleted leads can sSll be 
recovered by selecSng the “VIEW DELETED LEAD” bu]on in the right hand column 
on the Your Leads lisSng screen. 

The header of the lead contains the lead status, source and which user/office it is 
assigned to. Authorised users may select the edit pencil icon to change the status, 
source or assignment of the lead. 

When you the assign ta lead to another user/office they will get a noSficaSon email to 
tell them they have a new lead. 

Below the header are the lead details, where users can enter/correct informaSon, view 
any addiSon informaSon supplied with the lead and add notes if needed. To add a 
note, simply click the ADD NOTE bu]on. 

Lead SeLngs 
You can change or add new lead statuses and/or sources by clicking the ‘LEAD 
SETTINGS’ bu]on (Fig 11). 
 
FIG 11. LEAD SETTINGS (STATUS CHART) 



Statuses can be used to update and track the progress of each lead. Sources help you 
keep track of how you generated a lead and can help you measure the performance of 
your markeSng spend. 

To add a new status: 

• SELECT + ADD STATUS to set up a new lead status. 

• Click STATUS NAME to label the status (e.g. To Be Appointed) 

• Click DESCRIPTION to add more informaSon (if required). 

• Click SUB STATUS OF to assign the status to a group (e.g. Fresh). 

• Click COLOUR to easily idenSfy the new status. You may want to choose a colour 

to associate it with another status or to define it as a separate status. 

• Add a DEFAULT USER if you want to always assign a status to one person (e.g. 

when the status is changed to ‘Sold’ it can automaScally be assigned to the user in 

charge of order fulfilment and your Toolbox will automaScally raise a NoSficaSon 

for them to progress it). 

• Add a DEFAULT OFFICE if you want to always assign a status to one office (e.g. 

when the status is changed to ‘ To Be Appointed’ it can automaScally be assigned 

to all users in the Sales Office and your Toolbox will automaScally raise a 

NoSficaSon for them to arrange an appointment). 

• Click INSERT STATUS to select its posiSon on the Status Chart. 

• Select ADD STATUS to finish. 

Select the green arrows to move a status up or down the Status Chart, so that you 
can group statuses together and in the right order. 

To edit a status, click the “SETTINGS” bu]on next to the status you want to change. 

To add a source: 

• Select + ADD SOURCE to set up a new lead source. 

• Click SOURCE NAME to label the source 

• Click DESCRIPTION to add more informaSon (if required) 

• Click SUB SOURCE OF to assign the source to a group (e.g. you might assign The 

Express to your Newspaper group) 

• Select ADD SOURCE to finish 



To edit a source, click the “SETTINGS” bu]on next to the source you want to change. 
Delivery sources are automated and cannot be changed. 

Genera>ng Reports 
You can use the “YOUR LEADS” tool to generate reports. From the Lead lisSng screen, 
click the “GENERATE REPORT” bu]on in the right hand column. Then select a date 
range and report type. Click “GENERATE REPORT” to get the report requested. 



Price Engine Builder 
Use the Price Engine Builder tool to configure and manage your Price Engine. 

There are 4 tabs in this tool. 

Snap View - Giving you simple price adjustment for all your products. 

Products - To manage all the products you have in your Price Engine. 

Price Engine SeLngs - Where you can alter se>ngs such as currency. 

Add to your website - Use this tab to send the code to your website designer.  

Snap View (Fig 12) 
You can adjust your prices instantly by moving the slider by each product. A sample is 
displayed below the slider so you can see the effect of your adjustments. 
 
FIG 12. SNAP VIEW 



Products (Fig 13) 
 
FIG 13. PRODUCTS VIEW 

To add a Category: 
• Your PRICE ENGINE can price anything you like. Start by adding a category (e.g. 

windows, doors, garage conversions). Each new category will appear on your 

products list. You can add as many categories as you like. 

• Select +ADD CATEGORY to add a product category 

• Click CATEGORY NAME to enter the name of your product 

• Select ADD CATEGORY to finish 

To add a product: 
This is where you can add products to a category. New products will be displayed in 
your products list under the relevant category. 
There are plenty of template product ranges pre-installed in to your Toolbox and you 
can select and edit any of them, or you can create your own. 



• To add a product select the individual product from the drop down list and then 

select the category you want to a]ach it to. 

• Then select ADD NEW PRODUCT to finish 

• To add all template products within a category select the category name from the 

drop down list and then select the category you want to a]ach it to.  

• Then select ADD NEW PRODUCT TAB to finish. 

Arranging Categories: 
You can move categories up and down the Product List using the green arrows on the 
right of the Category Heading 

Category Se>ngs: 
• Select CATEGORY SETTINGS next to the Category Heading to change the 

category name.  
• Click PRODUCT CATEGORY NAMES to enter the new name of the product 

category.  
• Select SAVE to finish. 

Arranging Products: 
You can rearrange the products within a category using the green arrows on the right 
of each product. 

Product Se>ngs: 
Select PRODUCT SETTINGS next to the product you'd like to edit. This will take you 
to the product's se>ng page (Fig 14), where you can edit all the various element of 
the product and set individual pricing controls. 

FIG 14. PRODUCTS 



Price Engine SeLngs (Fig 15) 
This is where you can edit what the customer sees when they use the PRICE ENGINE. 
 
FIG 15. PRICE ENGINE SETTINGS 

CURRENCY: 
To change the currency select from the drop down list. 

DATA PROTECTION OPT IN 
You can choose to show an opt-in checkbox here. 

DATA PROTECTION OPT IN TEXT 
You can compose your message here. 

SHOW GDPR TEXT ON LOGIN FORM 
You can choose whether or not to display this informaSon. 



SHOW LOG IN FORM BEFORE ALLOWING CUSTOMERS TO GET A PRICE: 
If you turn this OFF, website visitors will be able to get an online price without leaving 
their contact details. THIS MEANS YOU WON’T GET ANY LEADS! 

INTRODUCTORY TEXT: 
Click HEADLINE to enter a new headline for your introductory text. Click BODY to 
enter new introductory text. 

REGISTRATION FORM TITLE 
You can compose your Stle here. 

REGISTRATION FORM SUBTITLE 
You can compose your direcSons to the customer here 

HIDE PRICES 
You can choose not to display the prices.  

SHOW INDIVIDUAL PRICES 
You can choose to display individual prices or just the grand total. 

PRICE BLUR: 
You can set your Price Engine to show a price range instead of a fixed price. Simply 
enter the required % shij either side of the fixed price. For example: if you enter 10 
and the fixed Price is £500, the Price Engine will display £450-£550 instead. 

QUOTE PREPEND: 
Quote prepend is the introducSon to the price (e.g. We can supply and fit for  Prices 
From  Maximum price  etc.). Click on TEXT to change the Quote Prepend. 

PURCHASE TAX: 
Click on TEXT to change the purchase tax wording. 

BUTTON TEXT 
You can decide what instrucSon to show on the Submit bu]on. 

FINISH BUTTON 
You can hide the Finish bu]on if you wish 

FINISH BUTTON TEXT 
You can decide what the Finish bu]on says. 

FINISH BUTTON URL 
You can choose which part of your website the  customer is directed to ajer clicking 
Finish. 



Add to your website (Fig 16) 
Click on the ENTER YOUR WEB DESIGNER’S EMAIL ADDRESS HERE field to enter 
your web designer’s email address. Select SEND CODE to send the code. This 
automated email will include all the instrucSons your website designer needs to add 
the price engine to your website. 
 
FIG 16. ADD TO YOUR WEBSITE 



Lead Forms 
Use this tool to add forms to your website to encourage customers to make an 
enquiry. Any leads generated via Forms will be delivered to “Your Leads’ in your 
Toolbox. 

To get started, select a form type (or create your own call to acSon) and enter your 
web designer’s email address to automaScally send them the correct source code. (Fig 
22) 
 
FIG 22. LEAD FORMS 



Toolbox Se#ngs 
This is where authorised users can manage the Toolbox Se>ngs. 

You (Fig 5) 
This is where you can amend your personal details. 

• Select a field to amend your personal details 

• Choose a Primary Colour to personalise your experience 

• Add a picture to your profile (if you like) by dragging an image in to the PICTURE 

area, or by clicking on the PICTURE area to select a file from your computer. 

 
FIG 5. TOOLBOX SETTINGS, YOU TAB 



Company (Fig 6) 
This is where the main contact can set-up and manage Toolbox users for your 
Company. 

This secSon is divided into two groups: Offices and Users. 
 
FIG 6. TOOLBOX SETTINGS, COMPANY TAB (OFFICES) 

Offices: Your Main office is already set-up on the Toolbox but you can set up extra 
offices to group users together. 

This is especially useful if you have mulSple branches within your organisaSon. 

To add an office: 

• Select + ADD OFFICE to set-up a new office. 

• Click OFFICE NAME to add a name. 

• Select THIS IS THE HEAD OFFICE to change your Head Office to this one. 



• Click POSTCODE to enter the postcode and then click FIND ADDRESS to add the 

address.  

• Select ADD OFFICE to finish. 

To edit an office: 

• Select the appropriate OFFICE SETTING link on the Office Chart to alter an 

exisSng office. Click OFFICE NAME to change the name. 

• Select THIS IS THE HEAD OFFICE to change your Head Office to this one. 

• Click PRIMARY USER to change the primary user 

• Click PRIMARY COLOUR to change the primary colour 

• Click PRIMARY ADDRESS CHANGE to change the address 

• Click POSTCODE to enter the postcode and then Click FIND ADDRESS to add the 

address  

• Select SAVE SETTINGS to finish 

Users: (Fig 7) Se>ng up accounts for each person in your company who uses the 
Toolbox keeps your Toolbox secure and help you organise and keep track of acSons 
within your Toolbox. 

FIG 7. TOOLBOX SETTINGS, COMPANY TAB (USERS) 



To add a new user: 

• Select +ADD USER to add a new user 

• Select the OFFICE where you want to a]ach the new user 

• Click on each field to add the user’s personal details 

• Click POSTCODE to enter the postcode and then Click FIND ADDRESS to add the 

address 

• Select ADD NEW USER to finish 

• The new user will receive an email asking them to set their password. 

To edit a user's details: 

• Select the appropriate USER SETTINGS link on the User Chart to change the 

details of an exisSng user. Click on the fields you want to change. 

• Select SAVE SETTINGS to finish. 

You can suspend users to log them out of the Toolbox and prevent them from logging 
back in. To do this Sck a user on the User Chart and select SUSPEND SELECTED. 

To reinstate a user: 
Tick a user on the Suspended Users Chart and select REINSTATE SELECTED to 
reinstate them. 



Permissions 
Here you can set which tools and acSons are available to which users. For example, a 
sales person will require access to fresh leads whereas an accountant may only require 
access to the billing tool. (Fig 8) 

Some tools have sub-permissions. For example, you may want someone to be able to 
see your leads, but not update, delete or transfer them. 

You can only set permissions for tools you have permission to access. 

To give a user a permission: 
Use the + bu]on to add a user from the drop down list of available users 

To remove a permission from a user: 
Use the x by a user’s name to withdraw a permission from a user. 
 
FIG 8. PERMISSIONS 
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