MortgageBrain

The Key v6.0

Customer Guide to Using the Client Portal

Customer Guide to using the Client Portal

Logging In

When your Adviser creates your Portal account, you will receive two emails — one with your user name with
the web link for the Portal, and a second one with your initial password.

Click on the web link to open the Portal (note that colours and logos may be different).

Username:

Username

Password:

Password

© Mortgage Brain All Rights Reserved 2019

Enter your user name and password and click Login.

The first time you log in, you will need to change your password. Your new password must be over seven
characters in length and contain at least one number. Note that your password is case sensitive.

n
the key Update password

For enhanced security, your password must be changed.

Your new password:
Mt be befween 6 and 16 chamcters long

Current password
Mow password

Confirm new password

Copynghl 2013 @ Morigage Bran. Al Faghts Reserved
Morigage Bran Lim#ed, registered in England and Wales, registered number 2085157
5 yard, B

e, Buntstord Drive, Bromsgrove, Worcestershire. BS0 30J

If you forget your password, please contact your Adviser who will issue you a new one.
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NOTE: If when you log in, your Adviser is working on your file at the same time, you will only have ‘read-
only’ access to the portal. To gain full access, please log in again a short while later.

Home Screen

The Home Screen will list any recent documents that have been added by your Adviser, show any recent
messages and your current mortgage or insurance cases.

Your Cases

Fiaaie ghemss paor e

Houkd Move, 67 Siver Troees Roed

All your dealings with your Adviser are organised by ‘case’, e.g. 'House Move'. If you have worked with your
Adviser previously, you may have multiple ‘cases’ so please select the correct one using the dropdown list.

Your Cases

Please choose your case:

House Move, 77 Lassells Road

Recent Documents
This section shows the most recently updated documents in the Client Portal.

Click 'View All" to display all documents available; alternatively, you can select ‘'Documents’ from the menu.
To open a document, simply click on the document name.

Recent Documents

KFI Leeds Building Society, 14/08/2017
Welcome Fixed till 31-08-22
Disclosure Document 14/08/2017
-_—
View All (02)
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Uploading Documents via the Client Portal

The Client Portal makes it easy to send documents to your Adviser electronically, and securely. If you want
to upload a document or a file for the Adviser to see, click on the 'Add Document’ button to open the

‘Upload’ screen.

Case: House Move, 77 Lassells Road

-

Type

& (parrie)

K (parrie)

Total Documents {(F)

Date

14/06/2017

14/08/2017

Y Name

@ KFI Leeds Building Society, Welcome Fixed till
31-08-22

@® Disclosure Document

Click the ‘Browse’ button to find the document that you wish to upload, give the document a suitable name,

and click 'Upload’ to complete the process.

Once uploaded, the screen will return to the list of documents with your newly uploaded file at the top of
the list. As soon as you upload a document, your Adviser is alerted.

Case: House Move, 77 Lassells Road

Name

Recent Products

The screen below shows all of the products associated with your current file. The screen will show the most

recently updated products.

To see all your products, click on the ‘View All’ button, or select ‘Products’ from the main menu.

Mortgage
Insurance
Mortgage
Mortgage

Morigage

= Recent Products

Purchase -

Purchase -
Purchase -

Purchase -

View All (D8)
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Your cases are divided into ‘Mortgages’, ‘Insurance’ and ‘Other products’. Clicking on each such heading will
display the associated products below: An example of the summary of product information (for mortgages
in this case) is displayed on screen as shown below:

Insurance @ Other products @
# Nottingham Building Sockety KFI Nottingham # Skipton Building Society KF1 Skipton Buikding # Coventry Buikding Society KFI Covenlry Building
Buikding Society CP-PC Fixed il 05-10-21 Sockely Fboed 1l 31-10-21 Society Fixed il 30-09-21
Sub type Purchase Sub type Purchase Sub type Purchase
Loan to value 30.T71% Loan to value 35.71% Loan to value 35.71%
Account Number AC123455 Account Number BB5TSTS Account Number 23423423
Initial menthly cost £551.00 Initial monthly cost £549.13 Initial monthly cost £526.88
Status Compleled Status Current Status Completed
Application date 05092016 Application date 05022016 Application date 05082016
Survey date 050972016 Survey date 0503/2016 Survey date 05092016
Offered date 050972016 Otfered date 050972016 Oftered date 05092016
Exchange date 05/09/2016 Exchange date 05103/2016 Exchange date 0510%/2016
Completion date 05/05/2016 Completion date 05/03/2016 Completion date 0509/2016
Society Fined il 31-12-21
Sub type Purchase Sub type Purchase
Sub type Purchase

Secure Messaging

The home page shows a list of the most recent messages (each of which can be viewed by clicking on the
message title), and you can open the ‘Messages’ area from the home page to see a full list of any existing
messages.

!
The key A Home b N ac [E Products E Documents M
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Reading a Message in the Portal

Secure messages are displayed on a single screen, in a manner similar to many phone based message
systems. You can scroll up and down the list of messages, and each message will have the title at the top (in
bold text), as well as details of when it was sent and if it has been read.

Case: House Move, 1 New Property Road

Appointment Confirmation D A Roberts
Unfortunately | cannot make nest Thursday at Jpm. Weuld 4pm be ok? Or | can make any time next Friday

1713 {unmead)

Appointment Confirmation O /A Robets
| heave attached the documents that you reguested

1715 {unread)

Documents
Adeon,
Many thanks hof the documenls

Coorubd | aesic you 1o resubimat the wiity bil a5 the scan has not comss through very cleasly &t cur end

HRegards,

Paul

Cocwments

Send New Secure Message

Sending a Message through the Portal

To send a message, simply click on the ‘Message’ area highlighted in the screenshot above. Write your
message and click ‘Send New Secure Message’ when ready.

Note that you can give your message a different ‘subject’ by overwriting any text already present, e.g.
overtyping ‘Documents’ in the above screenshot.

Contact Details

The Contact Details screen displays your name, address, phone numbers and email address. You can amend
this information; please remember to you click the ‘Save’ button to save your changes.
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The Fact Find

Your Adviser requires a certain amount of personal information in order to recommend the most suitable
products to meet your needs. Your information is stored in a document known as a ‘Fact Find'. Using the
portal, your Adviser can give you access to enter and review information in your Fact Find.

You access the Fact Find by clicking on the Home Screen and clicking the ‘Fact Find’ button.

|54
the key fArHome & ContactDetails B Products [ Documents & Add Documents 2 Secure Messaging  / Change Password

Your Cases

Please choose your case:

House Move, 77 Lassells Road

Once you have clicked on ‘Fact Find’, the screen will update to show the different areas where you can enter
and/or review information.

# Home I & save Case: House Move, 1 New Property Road

Personal Details Employment Financial Commitments Existing Mortgage New age Existing Plans Budget Planner

Personal Details

Applicant 1
Preferred Contact Method v
Nationality v
Current Residential Status Owner v
Date moved into your current 11 Jun 2014
address
Are you on the electoral roll there? ® Yes O No
Are you in good health? ® Yes O No
Do you have any religious beliefs that could affect @ Yes O No
mortgage planning?
During the last 12 months have you smoked any @ Yes O No

cigarettes, cigars, a pipe or used nicotine
replacements?

Do you have any dependanis? @ Yes (O No
- DoB Parent / Guardian Financially Dependent?
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The sections to add information are listed across the top of the screen - ‘Personal Details' as above. You can
go directly to an area by clicking on its name, or by using the ‘Next’ button at the bottom right.

In each section, you can enter your information by typing into the section on-screen, selecting from a
dropdown list of options, or by answering a Yes/No question. In some cases, you can add multiple pieces of
information through buttons that start ‘Add...", as shown with the '‘Add Dependant’ button above. Clicking
this button will open the following screen:

Dependant (Add)

Parent / Guardian

Roberts, Alison

Month Of Birth
Year Of Birth

Financially Dependent?

@® Yes (O No

’ Save changes l Close

In this case, you can add the necessary information and click ‘Save Changes’ to add it to your record. If a
field is required, and not completed, it will turn red to inform you that it is mandatory.

At any point, you can save your changes by clicking the ‘Save’ button, or go back to the '"Home Screen’ by
using the 'Home’ button. You can revisit the Fact Find as often as you wish.
Changing your Password

You can change your password using the ‘Change Password’ option. Just enter your existing and new
passwords and click ‘Save Changes'.

the key. A Home

Password must be over 7 characters long and contain at least 1 number.

Current password

-urrent password

New password

Confirm new password

>onfirm new password

| Save Changes »

If you have any further questions about how to use the Portal account, your Adviser will be able to help you.
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