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BROKER PORTAL

Introduction

The Broker Portal is the new way to submit,
manage and receive updates for InterBay
mortgage applications. The mortgage
application process has been redesigned and
simplified, meaning applications only need to
be submitted once.

This guide will show you how to use the Broker
Portal, along with the steps you must take
when registering to use the system.
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How to register - new and existing brokers

If you are an existing Panel Broker, please contact the Registration team on 0345 878 700 who
will arrange the set up of an additional employee to your firm. If you are a new broker wishing
to join InterBay’s panel, please register online.

You will receive an email invitation to complete your registration on the Portal. If you have not
received an email inviting you to register, please call 0345 878 7000.

Once the Registration team have been notified, you will receive further instruction to complete
the registration process.

We will activate your account once your due diligence checks have been completed. You will
then receive a further email from us advising your account is activated and you can log in
using the credentials you supplied.

Once you have completed your registration, you must submit all future applications through
the Portal using the following link: https://brokers.interbay.co.uk/portal

Tip — use Google Chrome
as your browser.

‘Compatibility View Settings -

Rh Change Compatibility View Settings
)

If using Internet Explorer (IE) you may
experience difficulties with navigation

. Agd this website:

and view. However, you can change [ [ aw
your settings to the following and you Websites you've added to Compatibilty View:

will be able to view in |E: g com; [ Bemove

In the top right corner of the Internet Explorer
screen click the Gears icon.

From the menu select ‘Compatibility View Settings’
this will display the following screen. Uncheck the
option to ‘Display intranet sites in Compatability View’

|| Display intranet sites in Compatibility View
That should address the IE display. The Portal is [T]use Microsoft compatiily ists

. s , ding the Internet Explorer privecy statement
compatible with iPad’s and also Mac books. IR
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New Broker Registration

To register go to the InterBay website and click on the Broker You will be required to fill in your information on the registration details screen.
ortetenthe eithendside ofthe sereen ey
Company Name =

Is Company a Network
You will be presented with a Login screen — click Register
First Name
Last Name

Emall

Password

iInterBay

Commercid

Confirm password

Address Search

Address Number

Address Name

Address Line 1

Address Line 2

Address Ling 3

V1100 © 2018 Pewered by Target Greup

Address Line 4

Posteode

Mobile

Additional Info

FCA Number

ICO Number

1CO Explry Date
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New Broker Registration continued

For Brokers who are Directly Authorised or members of a Mortgage Club, please select Directly You will be taken to the following screen:

Authorised from the drop cown [t under Advisory Starus S

N.B. The Procuration Fee will be paid via the Mortgage Club that you submit business under.

For Brokers who are Appointed Representatives of a Network, please select Network from the
drop down list under Advisory Status and then select your Network from the drop down list under
Network Name.

FCA Number

Clicking “Click here to Log in” will take you to the Portal login page which you can reach via
the Website.

ICO Number
ICO Expiry Date

Advisory Status

Network Name

InterBay

Commercial

Please note that if you are a Broker registering under a Network you can only submit business
under the Network you chose to register under — you cannot register or submit business under
more than one Network.

N.B. The Procuration Fee will be paid via the Network you are registered under.

Once “Submit” is pressed you will immediately receive an email from InterBay asking you to
confirm the registration by clicking the link in the email:

Hi Mark,

Plege click here to compfite the registration process with Interbay.

If you have any queries whatsoever or would prefer to speak with one of our advisers please don't hesitate to contact Interbay on Tel: 0345 878 7000
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Logging in to the portal

Once you have logged in, you will be presented with your personalised home summary screen.

Here you will be able to see the “Number of Enquiries Submitted Year to Date” and number of
“Completed cases”.

Please note that you will be able to see all cases that your company has submitted. This is
unless you request us to limit your view to be able to just see your own cases that you have
submitted.

The “Current Pipeline” and “Current Status and value of loan Applications Submitted” charts
are not yet available. We will show you how you can view all your submitted cases in Section 7.

Number of Enquiries Submitted Year to Date

December 1

== vearto Date [ Last Year

20 21 Completed cases

View Details

Number of Loan Appication:

Current Pipeline Current Status and Value of Loan Applications Submitted

B Commission

Commission Value (£)

Status Reporting Group

Navigation

To view the menu bar, click on the E icon in the top right of the screen next to your name:

You will then be shown the sidebar menu.

mparrett@int

Appl cation -
Clicking the “Application” drop-down menu

gives the following three options:
To key a new application, select “New”
To view a pending/saved application, click “Pending”

To view a submitted application, click “Submitted”

The Useful Documents tab allows you to view our Product Guides, Fee scales,
Customer Declaration and other information that is available on our website.

Use the sidebar menu to select “Log off” when you have finished your session.

Number of Enguiries Submitted Year to Date

December

2021

;, : / View Details

Current Pipeline Current Status and Value of Loan Applications Submitted

Status Reporing Grou
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Keying a new application

On the Sidebar menu, select “New” from the application drop down menu. You will be presented InterBoy
with a choice of applications. Click the type of application that you wish to submit.

This will open up the application form for you to complete online. dividual

Bridgrg

Please complete all fields using the drop down boxes where appropriate.

Fields marked with a red asterisk * are mandatory; you will not be able to submit an
application if these fields are not completed. If you try to submit an application without all
mandatory fields completed, the system will prompt you to complete the missing information.

Click on the down arrow on the black title bar to open up each section of the application form.

Corporate

Individual Application

Loan Details

nal Information

Has any person named on this application ever applied for a mortgage with One Savings Bank Select

Notes

Individual Application

If you do not have all the information requested, you can save an application and complete _

it later. Go to the bottom of the application screen and press “Save”; the application will then

be in your “pending” folder, which can be accessed from the sidebar menu. You will not be LosnF em
allocated an account number until the case is submitted. Buy o et
Please note, InterBay staff members do not have access to Pending Applications. o At
Tip - Commitments — we only require details of the mortgage we are redeeming Lo
if applicable. He
Tip - The LTV and Total Property Values are automatically calculated and populated from the Femms e
property values, which are entered on the Security Properties screen. e ol s

Repaymant Trpe

Add Armangement Fee to Loan

Preferned Product Type

Total Praparty Valus
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Keying a new application continued

The first question we ask is the Source of the Business you are submitting.

Source of Business

If you are an existing Panel Broker and submitting your own referral, please select “Direct”.
How are you intreducing this spplication Mortgage Club

If you are an existing Panel Broker and submitting a Packaged case on behalf of another broker,
please select “Packager” and complete the Introducing Broker Details. (B

If you are a Directly Authorised Broker not on our Panel and submitting via a Mortgage Club,
please select “Mortgage Club” and then choose the relevant Mortgage Club from the drop
down list.

If you are an Appointed Representative and submitting via a Mortgage Network, please select Soutce of Businces

“Network” and then choose the relevant Network from the drop down list.
How are you Introducing this application

Network

rce of Business

. . N H int ing this icati Direct
Individual Application low are you introducing this application

Source of Business

.
romosibomaten ] Packager
Does this application have a referral Yes
source

Referral Contact

Contact Name

Company Mame

Telephone Number

Tusnchic Portsl V21110 8 7078 Powered by Targel Grous

Address Search

Bullding Name

Building Numbser

Address Line 1

Address Line 2
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How to submit a case

When you have completed the online application, you can

either save it if you need to go back later, or submit.
N

When submitting a case, a sidebar to the left of the screen will
open up if any mandatory information is missing. The sidebar
will inform you of the fields that need completing. If you click

on the item it will take you straight to it. The Previous Mortgage field is

required.

The Title field is required.

The First name field is
required

The Last name field is required
The Date of birth field is
required.

Please note that until an AIP has been issued, all of InterBay’s standard requirements will show on
the Portal until the AIP has been issued and the relevant requirements have been applied to the
application. When an AIP has been issued, only the relevant requirements will be displayed.

How to view a submitted case

Once you have submitted the application, it will move from your pending folder into your
submitted folder and will show an InterBay reference number. This screen allows a quick
overview of all submitted business from AIP through to completion.

You will be able to see all cases that your company has submitted unless you request us to limit
your view to be able to just see your own cases that you have submitted.

Applications Submitted
Introducer Company: Kt Mortgages
View: | All

Showing 1 to 9 of 9 results Perpage 10 v

nitial LW 2801172017 25

Clicking on the Case Reference number will reveal the Loan Application Summary and a record
of the application you have submitted on behalf of your borrower.

Loan Application Summary

Summary Detail

Reference

Application Date
Anticipated Completion Date
Status nitial UW

Sub Status

Vs
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How to upload documents

Once an application is in your submitted folder, you are able to upload documents to the case.
Select the application from your submitted case list and select “Outstanding ltems”. Please add
any documentation to the corresponding condition.

Loan Application Summary

Summa:

cant Details

Product

Communication

show on the Portal. Do not attach documents until the AIP has been issued and the relevant

e e oo o T e ot o N R I
3 . Description Requested Chased

documents, they’ll be reviewed by an underwriter. A full list of these documents can be
. . i Direct debit mandate in borrower name (If Limited company application must be a limited company account)
found on our website at interbay.co.uk/literature.

Interbay Declaration Form — All parties to the application to sign and date the form (iinclude full Ltd Company name
if applicable)
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How to upload notes

If you have uploaded a document you can also upload an accompanying Note, which will come
straight through to the application for your Lending Assessor and Underwriter to review. Go to
your Submitted folder and select the case reference you require (Step 6 of this Guide). Select the
Notes dropdown and add a new note “+ Note”.

NB — if you upload a note with a document we will get a notification. However, we will not be
notified if you update a note only, so you will need to email or telephone and let us know.

Type in the “Subject” of your note and details of the note under “Description”.
Add Note

Subject

Description

1

Where to find case notes

Here you will see any notes that have been added to the application by the Underwriter and/
or Lending Assessor. You will be able to see full updates on your application as and when they
happen. This is also an opportunity to see if any further information is required.

Date User .&ahh:t

B ]

11/12/2017 Karren Turner Underwriter update Tenant profile needed

Useful documents library

Here you will find documents such as the Customer declaration, which needs to be signed by the
borrowers and uploaded to their submitted applications. You will also find documents such as our
Terms and Conditions.



We hope that you find this guide beneficial, and feel
more informed on what you should do when using the
InterBay Broker Portal.

If you have any questions or if you require help when you
are using the Portal, please telephone the Broker Licison
Team on 0345 8787000

Head Office: PO Box 706, Fareham PO14 9PS. Telephone: 0345 878 7000. www.interbay.co.uk.
Registered in England number: 05595882. Registered office: Reliance House, Sun Pier, Chatham, Kent ME4 4ET. n er o
. Part of the OneSavings Bank plc group (company number 7312896)
Savings Bank  541/8mkT001702-007

An OSB Group lender




