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About this guide

This guide will provide you with an introduction to our
new Online Product Switch portal. It will explain how to
register, how to login, navigate the portal and complete
a Product Switch.

v' By using our Online Portal Switch portal, you can
quickly and easily apply for your client's Product
Switch online.

v You can apply online without having to contact your
local branch.

If you need any help using our Online Product Switch
portal, please call our Online Support Team on 0800
0294 997. Lines open Monday — Friday, 9am — 7pm,
and Saturday 9:30am — 12noon. This line is for help
with Online Product Switch only.



Eligibility

You won'’t be able to apply online for your client(s) if:

The client wants to borrow more money, change term, change repayment method, or
make a capital repayment

The client bought their home through NI Co-Ownership

The client’s remaining mortgage term at expiry date of current product is less than 6 years
The client is currently in arrears

The client’s property is a let or commercial property

The client’s mortgage has three or more parts

The term remaining on any parts of the mortgage differ by more than two months

How to submit a product switch that isn’t eligible for online

If your client falls into any of the exemptions above, please contact your local branch. After
any additional borrowing has completed, term or repayment method changed, or capital
repayment made, you can go back online the following day in order to complete the product
switch.



How to register - Step 1

1. We'll send you an emaill
Inviting you to register for

the Product Switch Portal.
Click “here”, to access the

portal and begin the
registration journey. \



Registration - Step 2

2. Once in the portal,
you’ll need to confirm
you have read our
online service Terms
& Conditions. To
accept, simply tick the
box and click “Next”.



Registration - Step 3

3. Please enter your
mobile number and
create a password.
Then click “Next”



Registration - Step 4

4. To verify your phone
number, we’ll send a 6
digit code to the mobile
number you provided (see
below). Please enter the
code and click “Next”. You
can request another code
If you didn’t receive it.



Registration
- Step 5

5. You have the option of
creating a login for an
administrator. If you'd like to do
S0, please enter their details,
click the blue slider at the
bottom, and click “Next”. If you
don’t wish to add an
administrator, leave all fields
blank and ensure the blue slider

is deselected. Click “Next”. You \
can add an administrator at a

later date.



Registration complete

Your registration is now
complete. You can now
login.
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How to login - Step 1

Step 1 - Enter your email
address and password. Click
“login”.
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How to login - Step 2

In order to login securely to our online Product Switch Portal, you’ll need to download an
authenticator app. The app is called Salesforce authenticator app. You'll need to use the app
each time you log in, so please keep it on your phone.

Step 2 — Download the app

1. Visit your App Store

2. Search “Salesforce
Authenticator app”

3. Click “Install”.
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How to login - Step 3: Connecting the app
to your account

1. In the app, enter the mobile number you 2. Click “Add Account”. The App 3. Back in your browser, enter
used to register for our online portal. The app  then generates a unique two-word the phrase into the field
will use your number to find your account. phrase. provided.
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How to log in - Step 4

4. You have now successfully
logged in. Each time you login in
the future, after you enter your
email address, password, and
select “Login”, you will be
prompted to check the Salesforce
Authenticator App on your mobile
device and on the screen simply
tap “Approve”.

If you need help logging in,
please contact our online support
team 0800 0294 997. Lines open
Monday — Friday, 9am — 7pm,
and Saturday 9:30am — 12noon.
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Welcome to the portal

On your home page,
you can view your
clients who are eligible
for product switches, a
history of
documentation they
have submitted and any
news or notifications.
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How to submit
an Online
Product Switch



Product Switch submission - Step 1

1. To begin your client’s Product
Switch, click “Mortgage Action”.

If your client(s) is eligible for an
Online Product Switch, you can
retrieve their mortgage.

You'll need to have the client’s
mortgage number, surname and
date of birth.

The Product Switch needs to be
completed 6 days before expiry
date of current product in order to
ensure new rate is applied to the
account.

Broker name

17



Product Switch submission - Step 2

2. Your client’s detaills

will now appear on AN. Other
screen. Please check
they are correct before
continuing with the
application.

You will need to tick to /

confirm that your

client’s detalls are

correct, and to confirm \
that you have consent

to act on their behalf.

A.N. Other

123456789
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Product Switch submission - Step 3

3. Click “Choose

New Deal”, then
click “Next”.
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Product Switch submission - Step 4

4. Please confirm
your fee. If you do
not charge a fee,

please enter £0. \

Using the dropdown
options, select what
level of service you
are providing. Tick
the box below to
confirm this. Click
“Next”.

/ —>
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Product Switch submission - Step 5

5 (a) You can view detalls
of your client’s current
mortgage product. 123456787
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Product Switch submission - Step 5

5 (b) By scrolling
down, you can see
the new products that
are available to your
client. Click “Further
Product Information”
to see further detalils,
Including their ESIS.
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Product Switch submission - Step 5

5 (c) Within the Further
Product Information

section, you can download
an ESIS.

The downloaded ESIS
document will appear in the
“My Documents” folder on
your homepage.
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Product Switch submission - Step 6

6. Select required
product by ticking the
box on the left, then

click “Next”. \
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Product Switch submission - Step 7

/. You can now
review the chosen
product. Please
check all detalls
are correct.
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Product Switch submission - Step 8

8. The Mortgage lllustration for
the chosen product can be
downloaded at the bottom of
this screen.

If you are not ready to submit
the product choice, click “ Save
Draft Product Switch”. This
will appear in the “Pending
Product Switch” on you home
page, where you can return to
it later.

If you are happy to confirm the
Product Switch, click “Submit”.
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Product Switch complete

The Product Switch is
now complete and you
don’t need to do anything
else.

Your client will receive
confirmation of this,
Including their offer letter,
via post.

Your Product Switch cannot be cancelled once it is submitted. If changes are required prior to the
new product starting, the borrower(s) should contact our Online Support Team on 0800 0294 997. Our
lines are open Monday-Friday 9am — 7pm, and on Saturday 9:30am — 12noon.
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Other portal features

Your Profile

You have a profile page, where you can view and edit your details, or add an administrator.
You can find this page by clicking your own name on the top right corner.

Broker name

You can contact us online

by visiting the “Contact Us”
Page.

Broker name

You can find useful articles
by visiting the “Help” Page.
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We hope you enjoy using our Online Product Switch portal.

If you need any help using our Online Product Switch portal, please call our Online Support
Team on 0800 0294 997. Lines open Monday — Friday, 9am — 7pm, and Saturdays 9:30am
— 12noon. This line is for help with Online Product Switch only.
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