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Requesting a new admin user

Step 1: new admin user request

& Santander

o Goto Introducer Internet > Tools > Request a new admin user. e . e o

Personal detalls

Deciration

Admin user - Personal details

o Complete the online admin user registration form.

Tite
Farst name +

Do you have & middie name? ¢

Yes Ho
Surname
Date of barth
D W, t
Has & prei e, misidlen mame or alies sver besn used?
ves H
Neticrality «

Dusa namaonaity -

ez Ho

Current resigentiss acdress «
Fosteode

o

Work SElepnGnE nUMBET (for ihe sdmin uzer) «

Work email address (for the admin user) -

Confirmation work emall address +

Hax the sdminiztrator received financlal crime prevention, fraud, briiery, carruption and antl money laundering

traning? +

ez Ho
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Requesting a new admin user

Step 2: admin user security details

% We set up and email the admin user directly with their company/Introducer ID and password.

@ We contact the admin user by phone to give them their one-time passcode.
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Requesting a new admin user

Step 3: adding the admin user

o Toassociate an intermediary with an admin user, an intermediary will need
to access Introducer Internet > Tools > Manage my admin users and then
click on the @ to add the admin user to their account.

o Admin users must be associated with at least 1 intermediary before they
can log on to Introducer Internet.

Youarein Tools = Administative Users = Manage my Admin Users

Manage my admin Users

Below are all the Admin users that are in your company. Click on the o button to enable an administrative user to work with your cases. Click

on the ° button to disable an administrative user from having access to you cases. Click on the e button to re-enable an administrative
user that has expired.

Admin User ID Admin User Name Email Address Current Status Last logon
adding new admin user °
admin user added Active Association N/A °
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Requesting a new admin user

Step 4: admin user first time log in

o Once the admin user has been added to a broker's profile, the admin user
will be able to log on to Introducer Internet for the first time using their
Company/Introducer ID and password which were sent by email, and the
one-time passcode.

o Theadmin userwill then need to change their password and passcode —
Introducer Internet > Tools > Change password.

Youarein Tools » User Tools> Change passward

Change password and passcode

To change your password and passcode enter your details below. You will need to change both. For assistance with good
password practice, click here.

Current password

Current passcode

New password

Confirm new password

Confirm new passcode
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Submitting an application as an admin user

Step 1: logging on

Log on to Introducer Internetand choose the intermediary you'd like to work on behalf of.

Introducer logon

Compary - Introcee 50 1

Administrator declaration

| confirm | have been nominated to access customer data for the purpose of on-line tracking and input of customer information in order to
create and progress mortgage applications.

| confirm the use case ‘fracking summary’ and "detailed tracking’ and the information contained therein, will be confined to use by me and
will not be shared with any other party, other than the nominating infroducer or other nominated administrators.

| confirm that all of the information input will be a true and accurate reflection of the data collected by the Introducer.

| understand that any misrepresentation of customer information is an offence.

Select introducer

Preasns Delsct a0 IToAs0er o T b Daiow TR yoU WEth 1 SCmniTte!

S of Togrbe Inki My b wnevalabin d Dy hive Aol bees yied 0 @ whils To rednalie & Wk pladis Conlic! T Foduces B gueriSion
ety
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Submitting an application as an admin user

Step 2: create a new application

Admin users can create a new application, submit agreementin principles (AIPs) and complete the full mortgage application (FMA) up to the Identity Verification and

Confirmation (IVC) screens. The intermediary will then need to check the application form, complete the IVC screens and either approve the FMA before an admin user

can submit, or alternatively the intermediary can submit the application form and upload documents.

Admin user

Confirmation

This sect

tor

FMA

n can only be completed by the broker.

Before the application
can be submitted by an
admin user it'll need to
be approved by the
intermediary from the
‘Confirmation’ page.

Request Application Approval

My applicatsons Canfirmation

i

* Amsidmntial applications in

Frogress .
» Iwsineank by o let nmﬁuﬁ:nE>
in prograes

» Corceemiet by b kil appdcations
in pmgrass

!-Emnumuwg apgdications | <=

>
—
i
S
@
£
—
@
dd
=

My applications

+ Residantal applications in

Progreee

» Investmant buy 1o let applications

i} Check the FMA

v Personal

Applicant details

In progress

+ Consumer buy 1o et applications v Contact details
In progress

+ Review applizations awalting .
approval v Address details

Approve Application

Full morgege spplcation dcision: Accept WBiREL 1 undenviting

e
FMA - Decision
Your eerence mumber ABIS63S3

Requirements:
These ar he documents we't need 1o suppor you appicaton
A48 doument

Bl Accountant’s certificate OR Latest two years' Self Assessment Tax Calculation forms | |

Hll (5A3025) plus Tax Year Overview (TYO) for each corresponding tax year

or
s )

The intermediary can submit
the case for a decision or
approve the application which
allows the admin user to
submit the application.
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Tracking an application as an admin user

Applications in progress and case tracking

Admin users can track applications in progress, view full case tracking after application submission and access the Mortgage Application Tracking System (MATS). Admin
users can also access mortgage offers.

i e A i i ¥ou are in Application = Tracking= Case tracking & Santand ety S e
| | . antander ase histo Supply case information
Applications in Progress s traCking

Use the list below to select the application that you wish to work with. You can click on the column headers to change the sorting of the list and you can
also use the arrows at the bottom of the list to move to the first, previous, next and last page.

Click on Ine.@-nuﬂon for pur Morigage Application Tracking System (MATS). Click on meo button for furiher tracking information on the selected Case history

Key:- @ resume Qmera [ [ = Q) vecision Details [s It e m Case histgry
- 2 3 4 st

Sort by Recetved Descending o
First - 2 3 4 5 - Next» Last

Useful links

> Ourservice levels

> Literature (forms)
> Additional property form
> Substitute property form

Sort by: Reference Descending ~

Useful downloads

[] Evidence requirement guide

Applicant Name(s) ~ Days Valid  Stage [ <] MATS user guide

(P02F) 60 Fma Provisional Accept 30-Nov-2016 ooee
Mr S User

Case Reference

ow-2016 AF © s

(P03 60 Fma Accept 30 Hov-2016 e
0o 201 A S User
s e 60600 30.How 2016 a .

Case reference: .

MES SaX% E65,000.00 Pending

View the full history of the case and all the messages we've sent.

(P-02-6) 60 F Accept 30-Hov-2016 Ak R Cpe ey i
m vt QOO0 —— F = 7500000 pnt

d - documents/information requested 30 Now

er 2016 2:23pm

000

(P-0-2F) 59 Fma- Complete  Accept subject to underwriting  29-Nov-2016 eoee 30-Mov-2016 AF 5 Uiser EE0,000.00 Perd

fing & ety 30 November 2016 2:4tpm
Mr S User

@ To access MATS simply click on the icon from case tracking.
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Tracking an application as an admin user

Accessing mortgage offers

Admin users can also access mortgage offers.

"¥ou are in Application = Tracking= My Offers
My offers

Use the list below to select mortgage offer that you wish download/print or view. The list details all mortgage offers issued in the last 180 days. Click on
the e to download/print the mortgage offer. Click on the e button for further tracking information on the selected case.

{8 Show all offers available

O Show all offers with a case reference starting with
© Show all offers with a customer name containing @

Sort by: Case Reference Descending ~

Case Reference Customer Name Offer Date
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