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Useful Information / Contacts

Logon details

If you have not received logon details then please contact your SBI Business Development Manager.

Lending Policy / Exceptions

If your query is about Lending Policy / Exceptions, please contact your SBI Business Development
Manager.

Cases in progress

For queries that are in progress (including valuations) please contact SBI Mortgage Services on 0844 967
1860 (8:30am — 5:30pm Monday to Friday).

Product Queries

If your query is regarding new or existing products, please contact your SBI Business Development
Manager.

Technical Issues

If you are having technical issues (i.e. if your account is locked or you’ve forgotten your password) please
email Capita Mortgage Services Technical Support Team (Support@capitamortgageservices.co.uk) or call
01473 283 888 (8:30am — 5:30pm Monday to Friday).

Data Input

Please be aware that the data you see on the screen will be populated onto documents so it is important to
make sure names, addresses etc. are capitalised correctly when input.
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Getting Started

1. Logging into the system: URL: https://sbi.mortgageportal.net
Enter your username and password:‘

: File Edit Vew Favorites Tools  Help

¢ ol Favorites  © 5l o Crown Intranet £ | Free Hotmail

_ré eFIRST Crigin

ﬁ - B =] Eé; ~ Page = Safety » Tools = l@v 2

Welcome

eFirst Origin 6.0 - UAT - Live RC3 - SBI cenfig

http: {fcrown-uat-lenderl. banctec, co.ukf

0 Internet

Yh v meswm -

Home screen: The "locate application” page helps you to search applications using different filters
and displays cases that you have initiated.

i File Edit Wiew Favorites Tools Help
¢ iy Favorites ¢ 5l% o Crown Intranet @ Free Hotmail
& =FIRST Crigin

C %y v Bl ) d= v page - Safety - Took v @hv

Powersd by BancTec ~

Logged On as Roji Samuel

Logout [1] | [Z]
<, Locate
Locate Application
Filters ¥
seeva | | suse | % Lonsins
Name [ | Pestcods | =
Company | | Start Date |_:: mm yyyy) |
Property Address

Crone

e Inkernet

Gn v Hesm v

SBI Broker System navigation guide Page | 4


https://sbi.mortgageportal.net/

C APITA o State Bank of India

United Kingdom

To start a new application: Click on ‘Application’.
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3. Main Application page:
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4. Pointing to the page tabs shows the pages available at that stage:
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United Kingdom

B Application

Lending Type Buy To Lat Lockout Time Remaining 5 mins
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Main | & Case Admin =¥ Fraud

¥ Main

Done
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Select Broker Details

Before enquiry can start you need to search and confirm your broker details

State Bank of India

United Kingdom

 § Application . %, Locate

| Application

ge Broker Details
@ Main  § Case Admin @ Calculators

Lending Type Buy To Let (Broker)

Logoed On as Broker Four

Save

Plzase select your details on this screen before entering the Loan and Fee Details

X Broker Details Submission Route:

Search to Select

Search

Clear
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Document Generation
Documents are generated from the Case Admin menu and Generate Documents (Broker) screen. Select
the document(s) to be generated and click Gerfergte Documents, they will be returned as a pdf for local

printing.

Powered by BancTec

Logged On as Broker Four

State Bank of India

United Kingdom

".ﬂ.pplil:atiu:un ®, Locate Lu:.gnutm E

ng Type Buy To Let (Broker)

age Generate Documents {

B Company Mortgage  8* Property Details | #% Case Admin
S—

| Application

& Main W Calculators  [§# Multiple Illustraons

Mr XYZ

El ocument Description Current Version Generate Documents

Tllustration for Application

New Document History - use the + to view previous issues

Document Descripto

There are no documents history to this application document
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Upload Documents

To upload documents use the “Upload documents” screen from the menu at any stage of the application

State Bank of India

United Kingdom

B Application

| Application Stage Enquiry
Page Upload Documents
= Main % Case Admin ™ Calculators

Mr XYZ

Case Ref 79 Lending Type Buy To Let (Broker)

Logged On as Broker Four

€ the + to view previous issues

[There are no external documents uploaded to this application

Document Description Date Uploaded

Browse and select document from PC/Laptop and give it a name and click “Upload”

Document Upload
Use this page to upload documents to Application 79

Document

New Filename
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After the document has been uploaded it can be accessed and viewed from the upload document screen
by clicking the document name

Logged On as Broker Four

 { Application &, Locate

= Ref 79 Lending Type Buy To Let (Broker)
Enquiry

74 Upload Documents

& Man ¥ Case Admin & (alculators

. Application

Upload Gene -al Document Document

VIEW previous issues

Date Uploaded  |Uploaded By m

. 24 November Broker Four E 1
2014

Document De -'ripticun
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Progress Case
When all information has been collected for any given stage the case can be progressed using the Case
Admin menu and the Progress case page

Logged On as Broker Four

F Application | * Locate Lu:ugu:uutm B
a E} Lending Type Buy To Let (Broker)

Enquiry
Progress Case

@ Main | & Ca:
v Main
v Task<
- Upload Documen.=

+ Progress Case

¢ Documel istory,

. Application - Level of
Service

Proceed to llustration

Customer Withdraws Case

Decline Case

Stage History
Stage Reached Moved By Authorised Authorised
to Enter By to Exit By
Enquiry 24 Nov 2014 Broker Four Broker Four
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Adding Broker Fee

To add a broker fee click Add in the Fee Payable by Applicant to Other section via the Fees Detail page

Charge Fees

Broker Advice Fee

Description

Amount
£0.00

Charge?

¥
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Then overtype the fee amount under the Broker Advice Fee

/

Logoed On as Broker Four

State Bank of India

United Kingdom

".ﬂ.ppliu:atiu:un . Locate

C Ref 79 ending

& Buy To Let (Broker)
Tllustration

Fee Details (Broker)
& Property Details

| Application

& Main B Company Mortgage # Case Admir & Calculators | [§# Multiple Illustrations

Mr XYZ

Please enter the fees for the application

Fees
1. Fees Payable by Description  Amount  Paymant Option Payment Payment Status Payment
Applicant Method Ref.
ey R B )
Booking F i Vi
Bﬂjdllﬂg ee |£ || ! ﬂ| ﬂ|0utstand|ng ﬂ| |
Inuslurlgrglce |£ || I ﬂ
Admin Fee I
Chaps/TT F ..
gl = Em—
edemption "
Admin Eee |£ 7 H ﬂ
Valuation Fee |£ I || ﬂ V”[]utgtanding ﬂ| |
v g [ ]
\
2. Fees Payable by Description  Amodnt  Payment Option Payment Payment Status Payment

Method Ref.

Broker Advice | ; o

h.ﬂﬂ ||Upfrunt ) ﬂ v |Uutstand|ng ﬂ| |
cing Fee ﬂ| ﬂ|0utstanding ﬂ| |
Total Add

3. Fees Payable by Description  Amount  Payment Option Payment Payment Status Payment
Lender to Broker Method Ref.

Procuration Fee |£ | ﬂ V”Outstanding ﬂ| |

0.45%

Applicant to Other
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Case Tasks
Tasks can be seen and completed from the Case Admin menu and Tasks screen

Tasks in the lllustration stage:

1. Mandatory tasks: These are always displayed and need to be completed to Proceed to the next
stage — these are automatically generated as you progress through the case

2. Optional task: These are optional but if selected , the user must complete the task to proceed to the
next stage — you select these on the screen below, you can see what optional tasks are available at
each stage by clicking the + box

3. Ad-Hoc tasks: tasks creatgd by the user , these do not need to be completed to proceed to the next
stage — these are added py ticking here and adding a name

Logged On as Broker Four

State Bank of India

United Kingdom

B Application | ® Locate

Logout m E

uy To Let (Broker)

| Application

& Main

B Company Mortgage & Proper y Details | $ Case Admir. @ Calculators [ Multiple Tllustrations

Mr XYZ

1. Application - New ta Enti
Tasks (by Task Type) 7

" Customer to Sign Agreement to Credit Search
[] Retail Team Referral

Chase To Complet

Ilustration [ssi

O |

Underwriting

TaskDescription 4 ¥ Group A ¥ Due 4 ¥
3¢ Ad- Hoc Broker | Data Entry In Progress 24 November 2014
«* Chase To Complete Illustration Data Entry Froceed 24 November 2014
3¢ Customer to Sign Agreement to Credit Search | Decisioning In Progress 4 December 2014
¥ Tllustration Issued Data Entry In Progress 24 November 2014
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