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1. Summary

This user guide gives you an overview of the Kent Reliance for Intermediaries broker portal. It’ll cover how to register, use the broker
portal home screen, how to track cases, as well as other useful hints and tips.

2. Registering as a new broker

o When you register on the new broker
KentReliance portal, start by inputting your FCA
number and clicking ‘Find Details’.

for Intermediaries

The hyperlinks at the bottom

of the screen will take you to our

Your Fim o General W(‘abs'Ate terms' on,d cond|t|o'ns
page, and ‘Privacy Policy’ page, which

can be found on our website, krfi.co.uk

Firm details

—

* Mandatory fields

- Please note that if you use Internet
< Cancel Next > B A s
Explorer, the registration pages won’t

format correctly.

—) [Telms&Cundhins Privacy & Cankies) © OneSavings Bank Pic 2019

Once you click ‘Find Details’, you’ll be

Firm details taken to the next screen to input your
,

Your i P company s.wel:? address cm_d telephone
ol number (this will be the registered head

office and not your local office number).
Firm Details If we already hold this information, it will

be pre-populated. You’ll also need to
confirm your correspondence address,
either by picking an address from the list
or by entering a new location. You should
r then click on ‘Next’.

Company web
address * @

Firm Name

Firm Address

Firm authorised status

Company telephone
number * @

Correspondence Address

@ Existing Location New Location

L J

* Mandatory fields

< Cancel
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Personal details

Title *

First name *
Middle name
Surname *

Date of birth
(ddmmiyyyy) *

Job title *

Direct telephone
number *

Meobile telephone
number *

Email *

Re-enter email
address ™

Preferred method of ~
contact *

Logon details & security questions

UseriD*

Your password should be between 8-12 characters, can include special characters, should have at
least 1 number and both upper and lower case letlers.

Password *

Confirm password *

‘Your answers to the following security questions will be used if you forget your password
Place of birth *

First school *

Mother's maiden
name *

‘Your memorable word must be of minimum 8 characiers and maximum of 8 characters and can only
contain letters(a-z)

Memorabie word * @

Memorabie word hint *

Terms and Conditions

—

Accept terms of business B

* Mandatory fields

You’ll then need to complete your
personal details, provide a password,
answer the security questions (we won’t
accept ‘birth’, ‘school’ or ‘mother’ for
the answers). You’ll also need to provide
a memorable word and memorable
word reminder.

Lastly, you’ll need to tick the

‘Accept terms of business’ box and then
click ‘Submit’. The hyperlink built into
‘Accept terms of business’ will take you
to our Group Introducer Agreement at
krfi.co.uk/distribution-partners

From: Underwriters

To: Broker Registrations

Ce

Subject: One Savings Bank for Intermediaries — Registration Confirmation
Hello Test,

Thank you for registering online with Kent Reliance for Intermediaries.
Cur online portal will enable you to:

Produce illustrations

Submit enquiries and receive an Agreement in Principle

Progress AlPs to full mortgage applications

Manage the entire application with us in your own dedicated workspace
Have access to your important application information 24/7

Next steps
We will contact you to confirm your access to our portals.
Many thanks

Kent Reliance for Intermediaries

You’ll get an email to acknowledge
the registration.

Your registration request will be
processed by Sales Support within two
working days. Once registered, you’ll
receive an email confirming that you
can log in.



3. Logging into the portal

Contact us
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Log-in Details

—> [Email ]
Address: ¥

R (o == ]

—’ Accept Terms & Conditions? F

—' Cancel Forgotten password?

Login details

Please provide the following letters of your memorable word *

1st v Znd v 5th v

Forgotten memorable word?

When you log into the new portal, you
must input your email address, password,
tick the ‘Accept Terms & Conditions’ box
and then click on ‘Login’.

The ‘Accept Terms & Conditions?’
hyperlink will take you to our
Group Introducer Agreement at
krfi.co.uk/distribution-partners

The “Terms & Conditions’ and “Privacy

& Cookies’ hyperlinks at the bottom of
the screen will take you to our ‘General
website terms and conditions’ page and
‘Privacy Policy’ page at krfi.co.uk

Once you click ‘Login’, you'll be asked to
enter three letters from the memorable
word you set up at registration. The letter
requested will vary each time you log in.

Pick your letters from an alphabet list
using the drop-down arrow next to each
box (or manually type by clicking directly
in the box). Then click 'Log in" and you'll
be taken to the portal home screen.

k. Forgotten password

Contact us
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Log-in Details

M Accept Terms & Conditions? *

On the portal login screen, there’s a
‘Forgotten password?” hyperlink that
you can click on.

Forgotten Password Details
Please provide all of the following to request password notification

Email Address *
Place of birth *

Mother’s Maiden name *

Clicking on this will bring up a new
screen, where you need to enter your
email address and the answers to two
of the three security questions you set
up when you originally registered.



Contact us
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Change Password Confirmation

We will now send you an email with a temporary password.
Use this when you next log-in and you will then be able to change your
password.

Home >

After clicking 'Next', the screen will
show an acknowledgment message
(see left), and you’ll receive an email
containing a temporary password and
a hyperlink to log in.

From: Underwriters

To:

Ce:

Subject: Intermediaries — Password Reset

Dear
We have received a request to provide you with a new password.
To create a new password, please use this temporary password when accessing our system : aDzebXc4

To assess the system click here : https://OSBNDPRWU01. osbdev.osb.co.uk/intermediary
You will then be asked to supply a more memorable password for you to use in the future.

If you have any questions, please call our Broker Liaison Team on 01634 835791.

Many thanks

Clicking on this will bring up a new
screen, where you need to enter your
email address and the answers to two

of the three security questions you set up
when you originally registered.

Click on the link in the email to go to

the ‘Login’ screen, enter your email,

the temporary password you were given
in the email, tick the ‘Accept Terms

& Conditions’ box, and then click ‘Login’.

Login details

Please provide the following letters of your memorable word X

st v 2nd v 5th v

Forgotten memorable word?

This will take you to the memorable word
verification screen.

Change Password

Temporary Password z

Your password should be between 8-12 characters, can include special
characters, should have atleast 1 number and both upper and lower case
letters

New Password *

Confirm New Password *

Once you’ve entered your memorable
word letters and clicked ‘Log in’, you'’ll
get the ‘Change Password’ screen. You
won’t be able to use a password that
you’ve previously used.

Once you enter the temporary password,
your new password twice and then

click ‘OK’, you’ll be taken to the portal
home screen.



5. Forgotten memorable word

Contact us
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Login details

Please provide the following letters of your memorable word %

st ~ 2nd v 5th v

—} Forgotten memorable word?

When logging into the portal, there’s
a ‘Forgotten memorable word?’
hyperlink on the memorable word
verification screen.

Memorable word recovery details

Please enter your email address and password

Email Address *

Password ™

If you've forgotten your memorable word
and click the hyperlink, it’ll bring up a
screen to enter your email and password.

Memorable word recovery details

An email containing your memeorable word hini has been sent to you.

Login >

Once you’ve entered these and clicked
‘Continue’, you’ll get an acknowledgment
message and an email (see below left)
with the memorable word reminder that
you set up when you registered. From
this, you should be able to click on the
‘Login’ button to log into the portal.

From: Underwriters

To:

Cc

Subject: Faorgotten Memarable Waord
Dear

Your memorable word reminder is:

If you did not request a memorable word reminder please contact Broker Liaison Team on 01634 835791.

If you still can’t remember your
memorable word from this reminder
email, you’ll have to call us to go
through security on the phone for us to
amend both your memorable word and
memorable word reminder (minimum of
six and maximum of eight letters).



6. Portal home screen

When you successfully log into the portal,
the home screen will show a navigation
toolbar, a ‘Contact’ button, a ‘Log out’
button, the most recent 10 cases you’ve
submitted, and a ‘Messages’ field where
we may enter any important information
you need to know about.

KentReliance

for Intermediories

A 3 v » g B a & @« o o
BTL Hub
Search Transfer Profile Profile

Home Iustration AlP Case Crteria Producis Calculators Product User Company

Home Messages

Welcome 1o your Broker Home page. From here you can produce an No new messages

illustrafion, complete an agreement in principle and apply for a mortgage,
and use our affordability calculator to check the maximum amount your
client can borrow.

Your most recent applications are listed below, if you wish to search to
check progress on an application that isn't displayed, please use the

Application Search function.

Recent Cases

Date Crested

11102019

11102019

11102019

1102010

110izne

1011012019

101102019

1011012010

10102019

08r10:2019

|
Product Property

KRES19F5 Iiustration Produced

KRES1801 Uiustration Produced
KRES1801 Ulustration Produced
KRES1801 liustrafion Produced
KRES1801 Wustrafion Proguced
KBTL17FS Applicstion Accept
KBTL17F5 Applicstion Acoept
SATL1702 Applicstion Accept
SBTLI702 AIF Refar

KRES1801 AIF In Progress

Alsn Grossmith

Alan Grossmith

Alan Grossmith

Alan Grossmith

Ajsn Grossmith

Alsn Grossmith

Alan Grossmith

Alan Grossmith

Alan Grossmith

Alan Grossmith

Firstly, we’ll go through the options on the navigation toolbar:

(3] ; all

(a

Company
Profile

& » &

Home Ilustration AlP Products Calculators BTL Hub Product User

Transfer Profile

Home: lllustration: AIP: Case Search: Criteria: Products:
Clicking this Clicking this Clicking this allows  Clicking this Clicking this Clicking this
takes you to the allows you to key you to key an AIP takes you to takes you to the takes you to the
home screen of an illustration. without the need the case search KRFI website. KRFI website.

the portal. for keying an screen, which is

illustration first. covered later.
Calculators: BTL Hub: Product Transfer:  User Profile: Company Profile:
Clicking this Clicking this takes Clicking this takes Clicking this gives This allows brokers
takes you to the you to the log in you to the KRFI further options to with certain portal
KRFI website. screen of the BTL website log in administer your permissions to

Hub website.

holding page.

log in, which is
covered later.

lock/unlock other
brokers registered
within the same

broker company.



Case Search

Clicking ‘Case Search’ will take you to a new screen where you can search by:

Case Search

Case 1D
Applicant sumame

Property postcode

Date created from Date created fo

Clear Search X

Case status Select v

«  Case number (Case ID)
«  Case status

*  Applicant surname

»  Property postcode

. Date created from

. Date created to

Case Search

Case ID Case status Select .

Applicant sumame Property postcode

Date created from Date created to

Clear Search X

Search Results

101102018 KBTL17F5 Applicstion Accept

101052018 SBTL170Z Application Acospt

Dste Crested Product Property Infroducer

User profile
On this screen, you have the following options:

Contacl

KentReliance
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Home Hiustration AP Case Products Calculators  BTL Hub Product
Search Transfer

Your Profile - What do you want to do?

Change my password Change my comrespondence address Change my contact details

@ Change memorable word

Memorable Word

We will require 3 characters of this memorable word sach time you log into the portal

“Your memorable word must be of minimum 6 characiers and maximum of 3 characters and can only contain letiers{a-z)

Memorable word * @
Memorable word reminder * @

Confirm password fo perform
*
change

* Information is compulsory

s

Company

Profile

Change my submission routs list

OK >

Enter the relevant search criteria and
click ‘Search’. The ‘Search Results’
then appear below the ‘Case Search’
criteria fields. You can then click on the
ID of the case you searched in order to
enter it.

Change my password: This option
will ask you to input your old and new
password, then click 'OK' to confirm.

Change my correspondence address:
This option lets you pick an alternative
available correspondence address
already held for the company, or enter a
new correspondence address, followed by
entering your password and clicking ‘OK’
to verify the change. Please note that you
cannot change your company registered
address. [f this is required please email us
at brokersupport@krbs.com

Change my contact details: This option
allows you to add or amend your landline
telephone number and mobile number,
followed by entering your password

and clicking ‘OK’ to verify the change.
Please note that you cannot change
your email address in this section. This
can only be done by us.

Change my submission route list:

This screen lets you add and remove
mortgage clubs that you submit via,
followed by entering your password and
clicking ‘OK’ to verify the change.

Change memorable word: This screen
allows you to change your memorable
word and memorable word reminder,
followed by entering your password and
clicking ‘OK’ to verify the change.



‘Contact’ option
Clicking ‘Contact’ will take you to the KRFI website.

‘Messages’ box
This area on the home screen is used by us to place important notices you need to be aware of,

such as a planned portal maintenance weekend where the portal will be taken offline on a specific date.

KentReliance

For Intermediaries
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Home: Ilustration AP Case Criteria Products Calculators  BTL Hub Product User Company
Search Transfer Profile Profile

Home —) Messages

Welcome to your Broker Home page. From here you can produce an THISISAVE UATTEST ENVIBOMMENT

illustration, complete an agreement in principle and apply for a morigage,
and use our affordability calculator to check the maximum amount your
client can borrow.

‘Your most recent applications are listed below, if you wish to search to
check progress on an application that isn't displayed, please use the
Application Search funcfion.

Recent Cases

Gase ID | | Prodsmt | | Introducer

Home screen

From the home screen, you can click on the ID of any of the last 10 cases in order to enter
them and carry out further actions.

KentReliance

For Intermediaries
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Home: Illustration AP Case riteria Products Calculators  BTL Hub Product User Company
Search Transfer Profile Profile

Home Messages

Welcome to your Broker Home page. From here you can produce an THISISTHE UATTEST ENVRONMENT

illustration, complete an agreement in principle and apply for a morigage,
and use our affordability calculator to check the maximum amount your
client can borrow.

‘Your most recent applications are listed below, if you wish fo search to
check progress on an application that isn't displayed, please use the
Application Search funcfion.

Recent Cases

Product

Date Created

Case ID

11102018 KRES10FS Ilustration Produced
117102018 KRES1901 Illustrstion Produced
117102019 KRES1901 Iustrstion Produced

10



7. Case tracking, including uploading documents and adding notes

Once a full application has been submitted, you need to upload additional documents.

Summary for case

BTL, Purchase

‘MName of agplicantis)
Loan amount (Gross)
‘Estimated vaiuation

Temm

Repayment type

LTV (Gross)

Product

—  Proceed Options

Copy AIP

—  Fees and Features

Admimistration Fee

Booking Fee

‘CHAPS bank transfer fea

Procuration Fes

Redempiion Adminisiration Charge

Solictors marigage charge

Valuation Fez (indicative ony; it may be higher)

—  Documents

Application status

Full Application Submitted

4+ Contactus

Appiication Form v1.0

ESIS (Hlustration)

<+  Essential Checklists

-+  Other Checklists

-+  Notes

£130

£1,500

Open the application on the portal to

go to the summary screen. Any items
that appear on the checklists, such as
income proof, would be uploaded by
expanding the ‘Essential Checklists” and
‘Other Checklists” sections and uploading
against the item required.

However, any other document you may
feel will support the application can

be uploaded by clicking on ‘Upload
Document’ in the ‘Documents’ section.

* Mandatory fiekls

Document Upload
Document type *

Document sub type ™

Selact ~

Document * [

Document dascription

Flesse note the following document types can be uploaded PDF, DOC, DOGX, ¥LS, XL5X, and TIF,

the masximum file size is 10Mb:

Browse...

Upload =~

This will take you to the ‘Document
Upload’ screen where the document
can be uploaded. Please note, the
maximum file size you can upload

is 10mb.

11



Unlike documents uploaded against
—  Other Checklists ‘Essential Checklists’ and ‘Other

_ o ) Checklists’ that you can view once
':'h.ﬁ.fedmrﬁsnilberequlredbnmleheﬁeq)phcahonandpruceedtolssl.nememorfgq;e uplooded, cmg document uplooded
under ‘Documents’ won’t show on the
Checkiist item Owner | Applicant Type Status i pOl"tOl for you to view.

Document

Any documents uploaded against

i‘::,d;:dw _ the checklist item under ‘Essential

Debit Mandate Sroker PISOREs: | Ao ey, Checklists” will disappear from that list

R and the checklist item, along with the

T uploaded document, will appear under

manths payslips and garnsg | Uplosd 3 ‘Other Checklists’.

where auailsble PE0 Broker Appl PreOffer  Active 1807 i ) )

L - If you wish to view a document you've
previously uploaded to the portal

Latest 3 montns . under ‘Essential Checklists’ or ‘Other

zi"m‘:’nr”:m Broker  fopl  FreOfer  Aoive 0 L:Z” : Checklists’, you can expand the ‘Other

asrios ra4za = Checklists’” section and click on View’

) against that checklist item. You have the
mmw option of uploading a further document
income inretrement  Broker  Appl  FreOffer  Acive Uglosd > against a checklist item you’ve previously
5 - uploaded; however, this means you’ll

only be able to view the latest document
:::::Tﬂﬁpm Boker | Appl | PreChie | Acive Ugisd > uploaded against that checklist item.
mdﬂﬁm Broker Appl Prelffer  Active EI?:.IT‘;ID il ]
DEHDS 1481 3 Miew >
i T N D R
You can track the progress of your
Application status application by expanding the ‘Application
- status’ section on the summary screen.
Full Application Submitted
AlP in Progress v
AIF Acoept v
AIF lllustration Produced v
Applcation in Progress -l
Application Accept v
Full Application Pending -l
Apphication Reviewed v
Full Application Submittd v

‘alustion nstructed
‘Walustion Recehed
Offer issued

COT Received
Completion Approved
Funds Releazed
Completed

12



— Notes

081/18 13:08 - Exxample note from the bank. [08:11:2010 13:08:34

To read any notes on a case, you

should expand the ‘Notes’ section on the
summary screen. Any note from the bank
will have a date stamp and name of the
staff member who added the note.

Add new
Add Note To add a note, you should click on ‘Add
new’, which will bring up the ‘Add Note’
Subject Example note i
screen where you can give the note a
Message: subject as well as mark it as important.
This is an example note
[T 15 importent]
* * pMandatory fields
Once the note is finished and you click
‘Submit’, that note will then appear
on the ‘Notes’ section with a date and
Sl time stamp.
011112 13:11 - Example note This is an example note If the application is submitted, it’ll also
0811415 13:06 - Example note from the bank. [08:11:2019 13:08:34 add a diorg task for the underwriter
Add e

assigned to the application to review the
note. If the application hasn’t been fully
submitted, a diary task won’t be created
for the broker note.

13



8. Copying to a new AIP

You may wish to submit more than one application for a client (such as a portfolio of buy to let cases). Once one AIP has been
completed to ‘AIP lllustration Produced’ status, or a full application has been submitted, you can click on ‘Copy AIP” under ‘Proceed
Options’, which can be found on the summary screen.

AlIP illustration produced.

—  Proceed Options

Procesd to FIdA ?
Edit AIP ?
Copy AIP >

Full application submitted.

—  Proceed Options

Gopy AIP >

By selecting this option, a new AIP will open and all of the applicant’s personal details, address details and employment details will
pre-populate into the new AIP.

14



Savings Bank

krbs, Kent Reliance Banking Services and Kent Reliance are trading names of OneSavings Bank plc. Registered
in England and Wales (company number 7312896). Registered office: Reliance House, Sun Pier, Chatham, Kent,
ME4 4ET. OneSavings Bank plc is authorised by the Prudential Regulation Authority and regulated by the Financial
Conduct Authority and the Prudential Regulation Authority (registered number 530504). We subscribe to the
Financial Services Compensation Scheme and the Financial Ombudsman Service.
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