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How to create a client?

Once logged in:
® Click on the ‘Create New Client’ button in the top left hand corner of the screen.
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® Complete the client details screen and click ‘Save Client Details’. Note, the first name, surname, date of birth, road,

town, postcode and home telephone number are mandatory fields.

¥ - I Pt sy g chers 1 Sty |4
0 e ot Cea iy -
E iy tams S v ] Mesgy
@ -~ e " b ¥ e Crwmadiy  Craited Oe
e s ]
s - [
Brany e
[Fri—— i
Chent Decunsems
- &
....... [P
-
o i
— it i b B L e, | T A e e
e e e . “
[ .
[
onkex L Gwcomuen |
[AP—
s

To create a Decision in Principle (DIP) you will have to ‘Create an Application’.

Please note that as soon as you click on the ‘Next’ button you are saving information. This means that you can

exit out of the client details and go back in at a later date to continue.



Creating a DIP

® Once you have created your client, select either ‘Create a New Single Application’ at top left of the screen.

e Or if itis a joint application, click on ‘Create A New Joint Application’ button at top right of the screen.
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® Once you have asked to create a single or joint application a pop up box will appear asking for details of the

submission route, either a ‘Direct Application’ or under Mortgage Advice Bureau Limited network.
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© Select appropriately and ‘Save'.
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® You will then be taken to a view of your clients and the application process status of the client you have just set up.
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® Go to client view and click on client to view application details.
® Click on the ‘Add’ button on the top right hand side.
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® This will then take you to your client list, click on the ‘Create New Client’ Button to create the new applicant to

be added to the application.
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e Complete all fields and click on ‘Save Applicant’. The additional applicant will then be added.
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® This will then take you to the ‘Application Process Status’ page.
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If your client is already showing on the client list but isn"t connected

o If the client is showing in the list, select the tick box to the right hand side and then click on the select button

to tick the box and then click on ‘Add Selected Applicant’ at the bottom of the page.

T ke dwnn o
=
8 « Active %15 june 2012 & SobetApclesten Addrisnal Applicans @
0 o
Wiour Agphicants
! P B Finrr Far i -1 Frvia A Lt v Bl Taweni Postidimt e L Tt
It dictha SR sursrne duchis@menbs com € road SRR & T 3 §ATRAAITD
E s it g Cramtia oy BuLrr il chshos Qs s ooamt L il T gt E i FIETEAATTR
(7] FUIETE D TR urErs dutieSmenks som ahin Freaz Souaes SwpoT WPD) ITR AIEIHRATIY
o an an ST PR ITENTTRg T [T L € Anai Birysiarie NN L A1 EXT dapasy
Cranes e ] sr et i Bmeadiy o € road e
Cobie VAR L dra vt dhrthes Bmoats ool To M
wirkiin, LT ir o it it ot iz i Buwr |
) [ [ET TR b dirtl e @il ot tefim B ¢
Oy L R Mrdae !
Tt Tt DT [P TEE R pehan Fogds Sgudre g wget
faits Tiite GLONTEER jeh Frgds My Vigwiert W L SRS CTE -

-~ LT + e sleond ke
I & ASFEA e Tl o Rietwans 0 Bhq Applesnes



How do | obtain a DIP?

® Once you have created your client click on the DIP icon.
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® Complete all sections ensuring all questions are answered and then review in the summmary screen.
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® Make sure the sections numbered 1-5 across the top of the screen are coloured green.

If any are coloured red, this means that essential information is missing and you will not be able to submit the

DIP. If this happens, click on the appropriate section and complete all highlighted fields.



® Once you are happy with the summary screen, click ‘Complete DIP Form’ in the bottom right hand corner.
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® A pop-up box will display to show whether the DIP is successful or not and you can either download the DIP or

proceed to the next step.
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® Please note Privacy Statement with link.

o If the DIP is unsuccessful please contact the Broker Sales Helpdesk for further information.

Telephone: 01633 844 380
Email: brokers@monbs.com



How do | submit a mortgage application?

® You cannot complete a mortgage application form until you have completed the DIP.
® Once you have completed the DIP,

® Click on the ‘Next Step’ button from the DIP confirmation box to proceed onto the application.
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® If you have logged out of the system and wish to complete details at a later stage, login,

select client from client view and click on the application icon.

® Then click on ‘Details of Application’, this will open the form for completion.
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® When you reach the summary screen, check that all sections are coloured green or yellow. If any are red,
click on the appropriate section at the top of the screen and make sure that all highlighted questions are
answered. If any sections are yellow, this means that non-mandatory information is missing, however,

application can still be submitted.
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® Once all the sections have been completed, click ‘Complete Application Form' in the bottom right hand corner

of the screen. At this point you have not submitted the application.
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® A pop-up message confirms you are ‘Almost Ready’ to submit your application. Please upload supporting
documents by clicking on ‘Choose File’ button, naming the document and select type of document from drop

down box. You must upload documents in order to submit your application.
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® Your uploaded documents will be listed in the pop-up box with a tick and confirmation that the upload is
successful.

® Once all the relevant documents have been uploaded, click on the ‘Submit Application’ button on the pop-up.
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® A pop-up box will appear to confirm you have submitted the application.
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How do | upload documents before | have completed application details?

® In the ‘Your Clients screen’, click on the name of the relevant client. Scroll down to ‘Client Documents’ and

click "Choose File'.
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® Select the document you wish to upload, then give the file a name in the file description box. Click on the drop
down menu immediately adjacent and choose the description which best suits the document. Click ‘Upload’

button. The document should then appear in the list of ‘Client Documents'’.
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14

Adding further documents after submission of application

® Use the same steps as shown in ‘How do | upload documents before | have completed application details?’

How to submit an application if documents not available to upload at the time

of completing information?

® Go to your client view and select relevant client.

® This will then take you to the ‘Application Process Status’ page.
e Click on the ‘Submit Application’ button.
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® A pop-up box will appear to confirm you have submitted the application.
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Thank you for your Application!

Thank you for using the Monmouthshire Bulidng Scoety. We have recened your
application and it will be reviewed by owr Case Management Team sharlly who will
prowide an initial decisian and request amy additional decumente




How do | print Documents off when submitted?

® If you wish to view the DIP’s, and applications connected with a submitted case, open the client then click on the green

'+" symbol at the top of the screen, which will open up the client view.
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® Now click on the ‘DIP’ or ‘Application’ icon to access the details you require.
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Monmouthshire
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Monmouthshire House, John Frost Square, Newport, NP20 1PX Tel: 01633 844 444 Fax: 01633 844 445

Telephone calls may be monitored and/or recorded for security and training purposes.

Monmouthshire Building Society is authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority
and the Prudential Regulation Authority. Financial Services Register Number: 206052. BG(06/18-1)



