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This guide shows you how you can request a new admin user as 
well as how an admin user can submit and track an application. 
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Requesting a 
new admin user



o Go to Introducer Internet > Tools > Request a new admin user.

o Complete the online admin user registration form.
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Step 1: new admin user request
Requesting a new admin user 



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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Step 2: admin user security details
Requesting a new admin user 



o To associate 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.
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Step 3: adding the admin user
Requesting a new admin user 



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 The admin user will then need to change their password and passcode –
Introducer Internet > Tools > Change password.
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Step 4: admin user first time log in
Requesting a new admin user 
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Submitting an 
application as 
an admin user
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Log on to Introducer Internet and choose the intermediary you’d like to work on behalf of.
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Step 1: logging on
Submitting an application as an admin user 



Admin users can create a new application, submit agreement in 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.
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Step 2: create a new application
Submitting an application as an admin user 

Before the application 
can be submitted by an 
admin user it’ll need to 

be approved by the 
intermediary from the 
‘Confirmation’ page.

FMAAIP

The intermediary can submit 
the case for a decision or 

approve the application which 
allows the admin user to 
submit the application.

or

Check the FMA
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Tracking an 
application as 
an admin user



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.
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Applications in progress and case tracking
Tracking an application as an admin user 

To access MATS simply click on the icon from case tracking.



Admin users can also access mortgage offers.
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Accessing mortgage offers
Tracking an application as an admin user 
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and is not a regulated company. Santander UK plc. Registered 

Office: 2 Triton Square, Regent's Place, London, NW1 3AN, 

United Kingdom. Registered Number 2294747. Registered in 

England and Wales. Telephone 0330 9 123 123. Calls may be 

recorded or monitored. Authorised by the Prudential 

Regulation Authority and regulated by the Financial Conduct 

Authority and the Prudential Regulation Authority. Our 

Financial Services Register number is 106054. You can check 

this on the Financial Services Register by visiting the FCA’s 

website www.fca.org.uk/register. Santander and the flame 

logo are registered trademarks.

http://www.fca.org.uk/register

	Mortgage administrator user guide
	Slide Number 2
	Requesting a new admin user
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Submitting an application as an admin user
	Slide Number 9
	Slide Number 10
	Tracking an application as an admin user
	Slide Number 12
	Slide Number 13
	Slide Number 14

