How to Submit eNBS with the Key

the key

In order to submit an Electronic New Business Submission (eNBS) through the Key, advisers need to first
ensure their Sesame Web User ID is held in the Setup > User > Main Details screen on the Key.

If the Web User ID is not stored in The Key then advisers will be unable to submit business via The Key.
If the Web User ID is entered incorrectly the new business submission will fail and will result in corrective
action being required which may result in delay in payment of commission.

If you do not have access to this area of the system contact your in house Systems Administrator who will
have access to this area to enter the relevant details.

Adding a Sesame Web User ID into the Key
Click on Setup then Users. Highlight the relevant adviser then click on Open.
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This will display the User Details page where the Sesame Web User ID can be added into the Sesame
Extranet User ID field. Click on OK to save the details.

Main Details | Rales | Permissions | Training & Competence || Lagine|

- Address
User Mame |z Account Locked:  Falze
Pazsword Reset Pagsword

| |
| |
| |
Sezame Extranet User 1D l:| |

oY -~

1 v3.2.14 Nov 09



Submission of an eNBS by an Administrator

It is possible for an Administrator to submit an eNBS on behalf of an adviser, but you must ensure that the
Adviser in question is assigned as the owner of the Product.

Where an adviser creates the client this will occur automatically however where an Administrator creates
the client the Adviser should be assigned within the Client > Admin area.
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This in turn will populate the Adviser details in the Commission area as shown below.

Product Details il
Product Type im0 Sub Type | Remortgage w | Mew Business
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Administrators should not enter a Sesame Extranet | D into their own user set up area.
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Accessing Product details

The button to submit an eNBS is located in the Product area of the Key which can be accessed either
from the Client > Products area or the Admin > Pipeline area as shown below.

Client > Products : Click on Products and a full list of products will be displayed. To only display current
new business put a tick in the Show only Pipeline new business  box.

Highlight the relevant product, click on Open and the relevant Product details will be displayed.
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Admin > Pipeline: Click on Pipeline and a full list of products will be displayed. Highlight the relevant
product, click on Open Item and the relevant Product details will be displayed.
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Submitting an eNBS through the Key

The eNBS button will be displayed provided that the Product Type and Sub Type fields are completed.

Prior to clicking on the eNBS button the full product details should be checked to ensure all relevant data
has been recorded and that this reflects the recommendation that has been made to the client.

The following screens show where the mandatory information is held.

Adviser Sesame Extranet User ID - this is located on the Setup > User > Main Details screen and is
explained on page 1 of this User Guide

Application Date - for Mortgages this is located on the Mortgage Details > Application tab. For
Insurance this is located on the Insurance > Other Details tab . The date can be entered manually or
can be completed through completion of the Worklist .

Mortgage Product

Product Details fg|
Product Type Sub Type | Remortgage v |
Status | Submitted - | Provider |.f-‘n.bbe_l,l M ational w |
Cliert(s] |Ford, Herry v | Nestreviewdate | 09/07/2011 | v| CaseReference | |
D escription | |
“wiork List | Commizzion | Tasks and Diary | Motes Documents | Compliance [l Mortgage Details
Main | Application Iiosts Property | Contactz | MTE
A pplicationSubmizzion Beference | | MTE &vailable forms
|DSHD?£2DDE‘ I v | <Today KFI ] ’ AP ] [ Full &pplication ]
Application Method | w |
Survay Date | I - | <Today Yaluation Type | w |
Offered D ate | I w | <Taday T arget Offered Date |Dggng;2mg | w |
Exchange Date | I “ | <Today Target Exchange Date |03,.'|33,.'2|3|39 | “ |
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Insurance Product

Commission - this is located on the Commission tab. The Proc Fee will be populated from sourcing or
can be manually input by clicking on New Transaction e.g. to add an additional Client Fee.

When all mandatory information has been completed click on the eNBS button and the following box will
be displayed.
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Mortgage Business

Special attention should be made to the following a reas:

Applicant — Check to ensure that the appropriate applicant based on the business written is selected e.g.
APP1, APP2 or Both.

Mortgage Details and Address — check the details to ensure they match the business written. Any
incorrect details can be amended however following submission the Product screen should be checked
to ensure that this reflects the eNBS that has been submitted.

Lender — Where the product has been created from sourcing the Lender name will be populated
automatically and will be greyed out. Where the product has been manually created the Lender box will
be labelled “Please select” and the lender can be manually selected.

Packager — select the required Packager or if none leave as “Please Select”

Repayment Type - the repayment type must be selected which is based on the Sesame New Business
list.

When all information has been recorded click OK.
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Insurance Business

Special attention should be made to the followinga  reas:

Applicant — Check to ensure that the appropriate applicant based on the business written is selected e.g.
APP1, APP2 or Both.

Insurance Details and Address — check the details to ensure they match the business written. Any
incorrect details can be amended however following submission the Product screen should be checked to
ensure that this reflects the eNBS that has been submitted.

Insurer —Where the product has been created via the Exchange the Insurer name will be populated
automatically and will be greyed out. Where the product has been manually created the Insurer box will
be labelled “Please select” and the lender can be manually selected.

Passporting — select the appropriate country to confirm that the client has been advised in the UK or that
a passport has been applied for in another EEA state (see Compliance Manual section 5.5 for further
details).

Gl Network — when writing Protection business select “Direct”. For Gl business the appropriate Network
should be selected

Product Type - the product type must be selected which is based on the Sesame New Business list.

When all information has been recorded click OK.
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When the eNBS has been successfully submitted the Product screen will display the Sesame Sale
Reference number which will be displayed at the bottom of the screen as shown below.

By clicking on the eNBS button following submission this will show a summary of the information that was
submitted in read-only format.
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Tracking the eNBS submission

Following submission of the eNBS the status of the case will be recorded within the Client > Case
Search, Client > Product and Admin > Pipeline screens. An example Pipeline screen is shown below.

There are 5 submissions statuses:

- Ready to Submit - this means that the eNBS has not yet been submitted via The Key
Externally Submitted - this means that you have selected the option Externally submitted and this
business cannot be submitted via The Key
Submitted - this means that you have already submitted the business via The Key and it is waiting to
be received by Sesame. You do not need to do anything, this may take up to an hour before the
status is updated
Success — this means that the eNBS has been successfully received by our systems
Error — this means that an error has occurred with the eNBS submission. You will need to contact
POS@sesame.co.uk to establish the reason for the error.

Tracking the eNBS submission via the Sesame Website
Once successfully submitted the case can also be tracked via the Sesame website as shown below.

Please note there will be a delay between submission through the Key and the case appearing on the
Sesame website which will generally be around 30 minutes.

To view the case on the Sesame website logon to the Sesame website and navigate to the New Business
area. Select Enter New Business and you will enter the Sesame eNBS submission area.
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Enter any relevant search criteria and click on Search.

This will then display the Personal Sales Folder and list all relevant cases. Click on Select to open the
sale.

—

Full details of the sale will then be displayed which will confirm that the case has been submitted via the
Key in the Entered Via field.
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Product amendments after eNBS submission

It is not possible to re-submit an eNBS via the Key therefore in the event that there are any changes to
the product following submission, these changes should be advised to the Sesame Contact Centre. This
is the same procedure that is followed for web based submissions.

External Submission of the eNBS

It is still possible to enter eNBS manually directly onto the Sesame website however this will require data
to be re-input which has already been entered on the Key and is therefore not recommended. Where a
case is manually entered on the Sesame website the Product Details area of the Key should be updated
to confirm that an external eNBS submission has been made.

Tick the box labelled Submitted Externally

Once ticked a message will be displayed as shown below. Click Yes to confirm that the eNBS has been
submitted via the Sesame website.

This will disable the eNBS button ensuring that the submission is not duplicated and will also activate the
Sesame Sale ref box allowing the Sesame reference number from the Sesame website to be manually
input as shown below.
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Sending the Suitability Letter to Sesame

Following submission of the eNBS to Sesame it is a requirement that the associated Suitability Letter is
also attached to the eNBS record held on the Sesame website.

The first step will be to save the Suitability Letter into an appropriate place on your computer. This can be
on the Desktop or alternatively a specific folder created for holding of suitability letters.

Where the Suitability Letter is stored in the Key (Product> Documents or Client> Documents) select the
Suitability Letter and the letter can be saved in two ways:

Highlight the document, move the mouse away from the document then right click. Select Copy.
Locate an appropriate place on your computer and then Paste the document. The document will
need to be renamed to allow easy identification when adding to the Sesame website

Open the document in word then select File > Save As. The document can then be saved into the
appropriate place on your computer
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Attaching the Suitability Letter to the Sesame Webs ite

Once the Suitability Letter has been saved enter the New Business section of the Sesame website. Click

on the Member Services tab on the top of the page. (This can also be accessed by clicking on the ‘Enter
New Business ’ link under Quick Links on the homepage.

Click on Submit suitability documentation

This will display all cases where an eNBS has been submitted and a Suitability Letter has not yet been

attached (see below for an example screen). Click Select against the appropriate case which will display
the information submitted via the Key.
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Scroll to the bottom of the screen, click on the Browse button and locate the Suitability Letter that has
been previously saved. When the correct letter has been selected click on Submit and this will send the
letter to Sesame.
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