How to Submit eNBS with the Key

the key'I

The purpose of this User Guide is to provide users with guidance on how to submit Electronic New
Business Submission (eNBS) records via the Key. This has a number of benefits:

¢ |t avoids re-keying of data as no client details have to be entered onto the Sesame website. The
eNBS will automatically be received by Sesame and will be available for review within the Sesame
Website New Business area.

¢ The Suitability Letter can now be attached within the Key making the submission a seamless process.
The eNBS can still be sent without the letter and attached to the Sesame Website if required.

e Adraft eNBS can now be created within the Key which mirrors the functionality of the Sesame
Website eNBS process. This allows a record to be created on application and then submitted with the
Suitability Letter at a later date

e Where a case is to be reviewed by the Business Monitoring Unit, this can be remotely viewed by the
BMU following submission of the Key eNBS avoiding the need for advisers to manually submit the
required paperwork (see the separate user guides “Document Management” and “Document
Checklist Guide” at www.thekey.uk.com/sesame thekey.aspx )

This guide has been split into a number of sections for ease of reference:

Adding your Sesame Website Username into the Key
Submission of an eNBS by an administrator

Accessing Product Details

Submitting an eNBS through the Key

Saving a Draft eNBS

Attaching the Suitability Letter

Tracking the eNBS Submission

Tracking the eNBS Submission via the Sesame Website
Product amendments after eNBS Submission

External Submission of the eNBS

Adding your Sesame Website Username into the Key

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

If the Sesame Website Username is not stored in The Key then advisers will be unable to submit
business via The Key. Additionally, if the Username 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.
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 Website Username can be added into the
Sesame Extranet User ID field. Click on OK to save the details.

Main Details | Foles | Permissions | Training & Competence | Logins |
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|Tem|:|le Buildings

| Bazingztoke

|
|
|F|eug|key |
|

urnber |
Sezame Extranet User 1D
_HGB FrH
Title k1 “
First M ame |Ian |

Copy Address...
Surnarne | Fdurphy |

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 to the Client on the Create New Client screen.
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You can check whether the Adviser is correctly assigned in the Client > Admin area.
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This in turn will populate the Adviser details in the Product > Commission area as shown below.
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Product Details (New Business)

Product Twpe 110000 Sub Type | Fiemortgage v | Mew Business
Status | Proposed v | Provider | Skiptan BS v |
Clientz] | Capor, Dan v | Mest review date Case Reference I:I
Description |F|ecommended with Fees |

whork Lis Tasks and Diary | Maotes | Documents | Compliance | Mortgage Details |

Payment Schedules

Descipton  Gossémount  NetAmourt  DateDue  RerewslRegsr  PaidDate

[ Delete Transaction l [ Open Tranzaction l [ Mew Tranzaction ]

Advizordntroducer Details | Commiszion Split3|

Adwigor | lan Murphy 7 |

Administrators should not enter a Sesame Extranet ID into their own user set up area.

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. Double click on the
relevant product and the relevant Product details will be displayed (The Open Item button will also open
the product).
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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.

Product Details {New Buginess) &l

IF'mduct Type : Slb Type | Remortgage v |
| Froposzed w | R | g(lpton Bs ' |

Clientfs) Capon, Dan v|  Nestreviewdate [20/03/2013 || CaseReference | 1050505 |

Description |Recommended with Fees |

Wiark List Carnmizzioh Taszksz and Diary Motes Documents Compliance Muortgage D etails

Applica.tion Cost& d I.:;r-c-pe-r.tjl: .Ifont-ac:.ts Il h-iTE- d
3 ] Features
Yaluation/Frice | 2DDDDD|
Loan Amournt | 100000 | [lButoLet
LTy ol % []5elf Cert
[ Fast Track [Mo Income evidenced)
Term l 15| wears
[ Flexi - overpayments
Fepayment Method | Repayment w | ] Offset
[] 5elf Build
; []Cash Back Martgage
Businesz Type | w |
[ &dverse
Inzurance Links Martgage Software Links
ASUPPI ] [ Home ] [ Tem//Life/CIC ] [ Mortgage Sourcing ] [ MTE ] ’ Conveyancing ]

[] Submitted Extemalll Eezame sale ref |

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 (Hew Business) El

Product Type Sub Type | Remortgage b |

Status | Praposed v | Provider | Skipton BS ~ |

Client(z] | Capon, Dan w | Mext review date Caze Reference
Description |Hecommended with Fees |

ok List | Commiszion | Tasksand Diary | Mates Documents | Compliance Mortgage Details

td ain |ADD|iCBti0n|:Dsts Property | Contacts | MTE

L 1. JC‘*" D) | |

Application D ate 14114201 ~| <Today

m‘:uull T o I v

Lot
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Insurance Product

Product Details (Hew Business) rﬁl
Product Type | yone Sub Type | Tem Assurance v | Mew Business
Status | Proposed v | Provider | ala carte healthcare v |
Client(s] | Capon, Dan " | Mest review date _ Case Refersnce | 1060435
D ezcriptian | |

‘whork Li I = ieaion | Tagks and Diary | Mates | Documents | Compliance | I Inzurance

| Main || Gther Detals)| Replacement |

I #pplication Date 141042011 vl  Tods NotTskenUpDate [ |v| cTads
" T ¥| <Today Accepted Date T ¥ duk
L I ==

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.

Product Details (Hew Business) |z|
Product Twpe 1 0000e Sub Type | Remortgage “ | Mew Business
Status | Proposed - | Provider | Skipton BS v |
Client(z] | Capan, Dan v | Mext review date Caze Feference
Description |Hecommended with Fees |

whark, List |i Commiszion | Tazks and Diary | MHates | Documnents | Compliahce i tortgage Details |

Payment 5 chedules

Proc Fee 420,00 |g4z000 inotse) | | | [inat set)

pr—

l Delete Tranzaction ] ’_ Open Tranzaction ]I ] Mews Tranzaction I

Advizor/Introducer Details | Cornmission Splits |

Advizor | lam Murphy ! |

2nd Advizar |

|

Introduction Grade I:I

Introducer ‘ | Search Wigw/E dit

[] Submitted Extemally

b ezame zale ref I:I Cloze

When all mandatory information has been completed click on the eNBS button (from any screen within
Product Details) and the following box will be displayed.
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Mortgage Business
eMBS [Mortgage Details)

X

Appl i
Title Mame !Dan i Surname gEapDn i
Dob |02/m341970  |w|
Appd
Title Mame | Surname
Lok ! Iv |
Applicant [rate Business Written
ppt v | 1417200 \v|  <Today
Martgage Addrezz
Basis Of Advice [ iciieed = Band Lane |
Loan Armaunt | 1EIEIEIEIEI| i Eandy |
Procuration Fee Amount Due | 420.["]! | |
Client Fee Amount Due | EI| | |
Mortgage Term | 15i !HGE ETH |
Self Certification Oes @ No
High LTY Oes (3 Mo
Faoreign Currency Loan Cives (5 No
Congolidate Existing Debt Cives (&) No
Right To Buy OiYes (3 Mo
Submizzionz Suitability Letter
e | [ Browsze ]
Packager | Pleaze select... w I
Repayment Tupe | Muaormal - Capital & Interest
i - [ Subrnit ] [ Save Draft ] [ Cancel ]

eMBS Mortgage Data is ready For submision,

Special attention should be made to the following areas:

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.
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Insurance Business
eMBS [Insurance Details) (Draft)
Appl

Title MName |[Dan Surname | Capan

x]

Dob |02/03/41970

Appe

Title M ame Surname

Dab

Applicant [ate Buziness YWwrithen

Appl L 04201 “ <Today

Inzurance Addresz

Sl (Ll Slizi Advized A Band Lane

Cliert Fee amount Due 000 Bandy

Cornmizsion Amount Due 120000

Premium 12 00

Frequency Marthly 3 RGEETH

FPazzporting Ma (LK) 3

Subrizzions Suitability Letter

| FiLrer
Gl Metwork, Direct v
Product Type Mortgage Protection Termn Assurare

Subrnit ] [ Save Draft ] [ Cancel ]

eMBS Insurance Data is ready For subrision,

Special attention should be made to the following areas:

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). This can be pre-populated in the Product > Insurance > Other Details tab.

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.
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Saving a Draft eNBS

Click on the Save Draft box to save a draft of the eNBS submission. This may be useful if you wish to
complete the eNBS at the time of the application but submit the eNBS with the Suitability Letter at a later
date

Lender Skiptan BS | [ Browse ]

Wiew
FPackager | Pleaze zelect... w |

Repayment Type | Mormal - Capital & Interest

L Subrnit [ Save Draft ] Cancel ]

Any data entered will be saved and can be re-accessed by clicking on the eNBS button again.

The status of the eNBS as Draft will be visible in the Submission Status box in both the Product and
Pipeline areas as shown below
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Attaching the Suitability Letter

In order to attach a Suitability Letter to the Key eNBS record the Suitability Letter must be stored in the
Documents area of the relevant Product or Sale. This is completed in one of 3 ways:

¢ By using the Suitability Letter template held in the Key (Documents > Generate Document
Template > Create)

¢ By using your own Suitability Letter created in the Setup > Letters area

e By adding a Letter that has been created and saved outside of the Key through the Documents >
Add button.

Detailed guidance on each of these options can be found in the User Guide “How to Produce a
Suitability Letter”.

To attach a Suitability Letter to the eNBS record click on the eNBS button within the Product screen as
detailed above. On the eNBS (Mortgage Details) screen ensure that all mandatory areas have been
completed then select the Browse button.

Submizzionz Suitability Letter

Lender Skipton BS [ Browse ]
=T

Packager | Pleaze zelect... w |

Repavment Type | Maormal - Capital & [nterest b | . - v r \
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This will open up the Select Suitability Letter box which will list all documents associated with the

Product Sale.

E Select Suitability Letter

Docurnent Selection for eMBS Suitability Letter Attachment

|| FDF fil= 0111
] 1811/2011 1437 | PDF file KFl Skipton 2 we... [ 181172011 14:38
O 18/11/2011 1436 | Word file Suitability Leteer ... [ 18/11/2011 14:38
] 1841142011 11:23 | PDF file Final lender KFI 181720011 1210
] 18/11/2011 11:28 | PDF file Application bo len... | 18/1/2011 12:10 .
] 18/11/2011 11:21 | Word file Yerfication of Chi.. | 18/11/2011 12:10
| 16/11/2011 1538 | PDF file Scanned [D 181/2011 1210
[ 161/2011 15:34 | POF file Bark statements | 1871/2011 12:10
O 16/11/2011 15:34 | PDF file Payzlips 181120011 1210
] ANA0/2011 1239 | Word file Suitability Letter ... [ 3141042011 12:41 B
L] 271042011 1252 | Word file Suitability Leteer ... [ 2741042011 12:54
[ 271042011 1250 | PDF file Product List Skip... [ 16/11/2011 16:54
1 270011 1280 | POF fils EFl Skinbam Booild 1899 M1 1210 ] ¥

(&) &l Documents ) Product Documents Only

In order to only view documents held in the Product area select the radio button Product Documents
Only.

|:| Select Suitability Letter

Document Selection for eMBS Suikabilty Letter Attachment

18/11/2011 14:38

FDF file

Source results liz..

181172011 14:38

18/11/2011 14:37

18/411/2017 14

FDF file

KFl Skipton 2 we. .

Suikabity Letter ..

181172011 14:38

) &l Document:

{*) Product Documents Orly

’_ Save ]

Cancel

Al Document: relating ko this produck

Select the required document by placing a tick in the Selected column and click Save to exit the screen.
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The selected Suitability Letter will now be displayed on the main eNBS screen.

me e EE U
Submizsionz Suitability Letter
Lender
FPackager Fleaze zelect... W
Repayment Type | Mormal - Capital & [nkerest W
[ Subrnit ] Save Draft ] [ Cancel ]
eMES Mortgage Data is ready For submision,

Clicking on the View button will display a copy of the attached document which can be edited if required.
NB: the document is not editable once the eNBS has been submitted or a draft eNBS has been saved.

Click on Submit to send the eNBS

If the Submit button is pressed before a Suitability Letter has been attached to the eNBS record the
following message will be displayed.

eMBS [Mortzage Details) El

] You are atternpting to submit data without a Suitability Letter
“'\r‘/ attached. Do you wish to continue?

[ Subrnit without Letter ][ Add Letter and Subrmit ][ Cancel

If Submit without Letter is selected the eNBS will be sent and the Suitability Letter will need to be
attached to the eNBS record in the New Business section of the Sesame Website.

Select Add Letter and Submit and you will be returned to the Select Suitability Letter screen as
detailed above where the letter can be attached and the submission completed.

Tracking the eNBS submission

When the eNBS has been submitted click on Close to close the product screen. The Submission Status
of the case will be updated to show the current status of either Submitted or Success.

There are 6 submissions statuses:

¢ Ready to Submit — this means that the eNBS has not yet been submitted via The Key

e Draft — the eNBS has been created and saved but no submitted to Sesame

¢ Externally Submitted — this means that you have selected the option Externally submitted and this
business cannot be submitted via The Key

e Submitted — this means that the business has been submitted via the Key and it is waiting to be
received by Sesame. No further action is required.

e Success — this means that the eNBS has been successfully received by the Sesame 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.

NB: Data is sent to Sesame every 10-15 minutes therefore there may be a delay between the
status changing from Submitted to Success. A screen refresh may also be required by clicking
on the Start Page and returning to the Product area.

When successfully submitted the Product screen will display the Sesame Sale Reference number as
shown below.
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This number and the Submission Status will also be available to review in the following areas of the
system:

e Product Details screen when opening the product

e Client > Case Search

e Admin > Pipeline

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

Tracking the eNBS submission via the Sesame Website

Once successfully submitted the case can be viewed on the Sesame website in the New Business area.

As noted above data is sent to Sesame every 10-15 minutes therefore sufficient time should be allowed
before accessing the case on the Sesame website.

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.

] i | | §
Member Services Compliance‘ Products, Providers & Lenders | Training & Development | Communications | Marketin; |

5e5a

Logged on as Nr ian Murphy for Echo Mortgages Ltd Logoff Change password Gethep View your detais

You are here: Home

funchbrainess \ Enter new business

‘5@55”7’\9
Technol =
solutions . One

. View commission statements

Enter any relevant search criteria and click on Search which will display a list of sales for the relevant
client. Click Select to open the required Sale.

SaleS Register Logged on as Mr lan Murphy for Echo

Mortgages Ltd

[Create sales folder] [Submit suitability documentation|

Back to Member Home

Search

@ Personal Sales (Please use to change between different Sales Register views)
Q Corporate Sales

Rl Murphylan _|»

order by sot s
Search Results 1 of 3
Salesfolder Postcode RI Sales Drafts Date business written  Total commission/fee
Capon, D RGE 6TH  Murphy lan 1 a 26/10i2011 350.00 Select
Capon, D RGE 6TH  Murphy lan 1 a 01z 200.00 Select
—
J Capon D RGE&TH Hurphyjan 1 0 1411102011 42000 Select | |

11 Dec 11



Click on Select again to open the required sale.

PeI‘SOl’lal SaleS FO]deI’ Logged on as Mr lan Murphy for Echo
Mortgages Ltd
Back to Member Home

Client Details: Capon, D

Band Lane

Surname Forenames Title Dateof birth
Bandy
RG6 6TH Capon Dan Mr 02/03/1970 Select
Search Results 1 of 1

Date

Member  Sale Sale business
Product Provider/lender reference reference type written Commission/fee Status
Mermal - Skipton BS 401888679 Morigage 14/11/2011 420.00 Complete Select
Capital &
Interest

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. The Suitability Letter send with the eNBS via the Key will be recorded at the
bottom of the screen.

MOI’tgage Sale Logged on as Mr lan Murphy for Echo
Mortgages Ltd
Sale Context

Back to Member Home
Sales Folder Capon, D

Reference:
Sale Reference: 401888679 Entered Via: KEY Integration
Sale Status: Complete Referred by
Lender. Skipton BS Packager. Not applicable
Advice
Member Reference: Agency Code: SAR0010359

Basis Of Advice: Advised

Client Fee already 3§
submitted?

Procuration Fee: £ 420.00 andor Client fee (net of

VAT): £

Basic Sale Details

Date Bus
Written (dd/mmiyyyy).

14111i2011

Amount Berrowed: £ 100,000.00
Repayment Type: Normal - Capital & Interest

Term of Mortgage: 15 years

Suitability Document

Suitability documentation for this sale has been successfully submitted

File Name Date Uploaded
Third Party Integration 22M11i201112:03:08

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.
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Tick the box labelled Submitted Externally.

Product Details

X

Fraduct Type | Mortgage v | Sub Type | Remartgage v | Mew Business
Status | Submitted - | Provider IAdvantage Home Loans v |
Clignt(z) | Ford, Heny T‘ Hest review date IT Caze Reference | |
Descrption | |
Work List | Commission | Tasks and Diany | Notes Documents | Compliance | | Martgage Details
Main IApﬁIica.t-ion' Costs | Property 5_”t.on.t.ac.t.s I MTE |
Feat
Waluation/Price | 2DD’DDD| —_
Laan Amaount | 150,000 | L1BuytoLet
Self Cert
LTy 700 % O
] Fast Track (Mo Income evidenced)
Tem 20| vears
[ Flesi - overpayments
Flepayrent Method | Fiepapment v | [ Ofeet
[C]5el Build
. [] Cash Back Mortgage
Buziness Type | v |
[ Adverse
Insurance Links tortgage Software Links
ASLAPRI ] [ Home ] [ Term/Life/CIC ] ’ Mortgage Sourcing ] ’ MTE ] ’ Conveyancing ]
O eMBS | Sesame sale ref | Delete Close

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

Submit Externally ?

\‘_?() Are wou sure you wank to mark this as submitted externally ?

Yes ] [

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.

e FoLaa| e )
[ Fast Track [Ma Incame evidenced)

Term - years
[] Flexi - overpayments

Fepayment Method | Repayment w | [ Offset
[] 5elf Build

. [[] Cash Back Mortgage

Business Type | v|

[ Adverse
Inzurance Links Mortgage Software Links
ASU/PRI ] l Home ] [ Temmn/Life/CIC ] ’ Mortgage Sourcing ] [ MTE ] [ Conveyaticing ]

Sesame sale ref 407653121

Cloze
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