Processing Mortgage Business
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When you have completed your research and recommended the appropriate mortgage the Key can be
used to record progress of the case from application through to completion.

This is completed through use of the Worklist which is located in the Product area.
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From the Product screen select the required Product and click on the Open button.
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Click on the Worklist tab and then on the drop down box under Create new items from template . This
list will show the standard Sesame worklist and any additional worklists created by your firm. Select the
required worklist and then Create. (for the purpose of this guide we will use the standard worklist.

Items highlighted in yellow indicate an action that is immediately due for completion. Items in black,
indicate a completed task. Items in red indicate an incomplete action and any items in grey are not
required.

The Worklist can now be updated as each stage of the advice process is completed. Simply click on the
relevant entry and a new screen will be displayed. This will allow the task to be marked as Completed ,
Outstanding or Not Required .
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Where a case is outstanding a due date can be set which will create a diary entry within the system. The
task can also be re-assigned to another adviser or administrator within the firm. A corresponding entry
can also transferred to Outlook by ticking the Create entry in Outlook calendar  box .

When a task is marked as Completed an additional box will be displayed Date Completed which can be
completed with the correct date.

When you click on Close this will automatically highlight the next task for action within the Worklist.
However, if a task has not been previously highlighted and it is opened the following box will appear. The
task can be updated by clicking on the relevant radio button or alternatively click on the Create Task
button which will display the Diary Iltem screen shown above.
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All tasks whether Outstanding or Completed will be listed under the Tasks and Diary tab in the Product

area.
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Tasks can be updated in this tab by clicking on the Open button which will automatically update the
worklist. In addition the Tasks and Diary screen also allows ad-hoc tasks to be added by clicking on the
New button. This will display the Diary Item screen which can be updated with details of the specific

action required and associated diary date.

Where a task is set as Complete this will trigger certain dates in the system to be populated and also
change the status of the product within the Product screen, examples include:

Sent to lender (Status=Submitted)
Offer received (Status=Offered)
Exchanged (Status=Exchanged)
Completed (Status=Completed)

The Key

:I Mertgage Offer date has been set to 16/07,/2010

oK

These dates can be found in the Mortgage Details , Application tab. Any fields remaining blank in the
Application tab can be completed as appropriate e.g. survey date, account number etc. as shown below.
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There are a number of additional tabs within the Product area which are detailed below:
Commission

This will be populated through use of Mortgage Brain or Trigold when a KFl is returned to the Key. The
relevant commission amount will then be shown as due as detailed below. This area can also be
manually completed by clicking on the New Transaction tab when integrated sourcing has not been used
or where a client fee is being charged.
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Highlight the relevant entry and click on Open Transaction . From here you can enter the Due Date and
any deductions that should apply e.g. Network retention. You will re-enter this screen following
completion of the case to confirm when any commission is received by clicking on the Allocate Payment
button.

Notes

The Notes area should be used to record any Product notes e.g. phone calls with the client, contact with
lenders etc. Client and Sale notes can also be added from this screen if required.

Type the note into the Add Note box and then click Add. This note will then be available for any other
user to review where they have permission to view other advisers’ work. These Notes can also be
displayed within the Client > Notes and Fact Find > Notes sections of the system. The Delete button
can be used to delete any notes that are not required / have been entered in error.
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Compliance

The Compliance area should be updated to confirm whether advice has been given and whether the
product is a Regulated Product . Click on the relevant drop-down arrow next and select Yes or No as
appropriate.

NB: the Regulated Product field defaults to ‘Yes’ if a residential mortgage is sourced through Mortgage
Brain, and ‘No’ for a BTL mortgage. No entry is made for cases sourced outside of Mortgage Brain.
Insurance products sourced through Exweb default to ‘Yes'.

This area will also record if any high risk business has been transacted in the following areas:
High Loan to Value
High Commission
Term into retirement
Self certified cases
Adverse credit
Replacement business

This information should be used for your firm’s own Management Information and could identify if
additional checks or documentation might be required to be completed. A firm’s Compliance Officer /
Supervisior can be associated with an adviser within the Setup > User area in which case any high risk
cases are notified to them through their own Task/Diary .

Property

The Property tab will display property carried across from the Fact Find. In the event that the Property
Address is blank, click on Use Main Client Address to populate this screen with address details from
the Client > Contact > Main Details  area.

Here you can also add details of an associated Estate Agent and Surveyor if required. Click on Search
which will allow an existing contact to be selected or a new contact added using the Create New Contact

button.
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Contact

The Contact tab can be used to record any Lender, Solicitor and Packager details. Click on Search
which will allow an existing contact to be selected or a new contact added using the Create New Contact
button.

An Administrator can also be linked to the product by clicking on the Administrator drop-down arrow.
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MTE

The MTE tab will record any applications submitted via MTE from the Mortgage Details > Main tab.
Where an application is listed highlight the case and click on Edit which will re-open the application in

MTE.
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