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Accessing The Portal

• To access the portal you need to be registered with us 

• If already registered you can access the portal via this link 

• Metro Bank Broker Portal Login 

• Your user name is the email address you registered with 

• Your password is the one you created when your registered. It 
will be 8-12 characters long. It must contain one of each of the 
following: Upper Case Letter, Lower Case Letter and a Numeric 
Digit. It may also use the following special characters !#$’()*+.-
,/:;=?@[\]^_{`}~

• Your memorable word, you choose at registration and will be 
alphabetical characters only and non case sensitive. 

For use by FCA Authorised Intermediaries Only

https://intermediaries.metrobankonline.co.uk/MolSiteVisa/Logon/Logon.aspx?ReturnUrl=/MolSiteVisa/WhoAmI.aspx?SiteVisaReplyTo%3dhttps://intermediaries.metrobankonline.co.uk/FirstCharge/Logon/Logon.aspx?ReturnUrl%3d/firstcharge&_gl=1*1q7pfh4*_ga*NzAyMzgwODU3LjE2NTc3ODYwMTI.*_ga_FCWG49F2LL*MTY3Mjk5NzE0OS4xMzQuMC4xNjcyOTk3MTUwLjAuMC4w
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Home Page

The Home Page Provides:

• Our up-to-date timescales

• Details of how to Contact us

The message box will also give you any other 
important information such as if the portal will be 
closed for maintenance. 

You will also find a list of your recent cases for easy 
access. 

For use by FCA Authorised Intermediaries Only

YOUR NAME
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Submission Route

This is for Directly Authorised Intermediaries or if your 
Network uses a Club as a payment route. 

If you are an Appointed Representative paid directly by 
your Network this does not apply. 

From the Home Page click the User Profile Tab 

Under “What do you want to do?” select “Change my 
Submission Route List”

Select the club/s you want to add to your preferred list 
from the full list of clubs on the left 

Click         to move these to your preferred list which 
appears on the right

Enter your password to confirm the changes and click ok 

The clubs you have on your preferred list will now appear 
as options when you are submitting on application. 

For use by FCA Authorised Intermediaries Only
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Illustration
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Applicant and Loan Type

For use by FCA Authorised Intermediaries Only

Applicant type should be set to individual (we do not offer Limited Company Mortgages).

For Loan type choose Residential or BTL.
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Submission Details
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If you are Directly Authorised or you’re an Appointed 
Representative where your Network uses a Club to collect 
payments, please complete the Submission Route Details as 
below. You can add or remove Mortgage Clubs in the User 
Profile section of the portal. 

Please ensure the correct submission route is chosen, as it effects the procuration fee payment made to you. 

If you are an Appointed Representative where your Network 
receives the payment directly, please complete the 
Submission Route Details as above. Don’t worry we already 
have details of your Network under your User Profile. 
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Loan Details
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Here is where you can tell us about the loan 
your customer is looking for. 

Please ensure you have reviewed our Mortgage 
Lending Criteria so the case meets the 
requirements. 

Mortgage’s must end prior to the customers 
birthday in the year they reach our maximum 
age, or their retirement age (if you are intending 
for the loan to be cleared prior to retirement). 

https://www.metrobankonline.co.uk/intermediaries/lending-criteria/
https://www.metrobankonline.co.uk/intermediaries/lending-criteria/
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Applicant Details
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Here is where you tell us about the applicants, you 
can select up to 4 applicants and the information 
boxes will appear for each one. 

Please ensure that you have reviewed our Mortgage 
Lending Criteria with regards to the maximum 
number of applicants for the type of case required. 

It is very important that the applicant's names and 
date(s) of birth are keyed correctly as this 
information is used to pre-populate the AIP/FMA and 
could affect the credit score if incorrect. 

https://www.metrobankonline.co.uk/intermediaries/lending-criteria/
https://www.metrobankonline.co.uk/intermediaries/lending-criteria/
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Product Selection
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When selecting the product, you can use the filter 
boxes to narrow down your search for products in one 
of our specific ranges, such as Large Loan or 
Professional. 

Please refer to the intermediary website for more 
information on our current Residential or Buy To Let 
mortgage products. 

https://www.metrobankonline.co.uk/intermediaries/residential-mortgage/
https://www.metrobankonline.co.uk/intermediaries/buy-to-let-mortgage/
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Fees
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The fees page will detail the fees associated with the mortgage 
and ask you to confirm if the applicant would like to pay any 
arrangement fee upfront or if they want this added to the 
mortgage. 

If the fee is added this will change the overall cost of the 
mortgage. 

If paying upfront the arrangement fee and any valuation fee 
payable will need to be made when you submit the full 
mortgage application. 

You will then need to add any fee(s) you are charging the 
customer and select the fee type and when payable. This is so 
the information is shown on the Mortgage Illustration. We do 
not collect the fee(s) on your behalf. Don’t forget to add if all 
or part of the fee is refundable should the mortgage not 
complete for any reason. 
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Illustration Summary
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The mortgage illustration is now 
complete, and you will be directed 
to the summary page. 

You now have three options: 

View Illustration – this will also 
allow you to download or print a 
copy.

Proceed to Agreement in Principle  
– this will pre-populate the 
information already keyed. 

Or select a new product in case the 
applicant want to compare different 
rate terms or costs. 
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Agreement In Principle

For use by FCA Authorised Intermediaries Only
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Pre-requisite Questions and Declarations 
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This is the first page of the Agreement in Principle (AIP).

The Pre-requisite questions will filter out any cases where 
you will not be able to proceed. 

Where we ask, “Are all applicants 18 or over?” this is to 
confirm their legal ability to enter a contract, please 
confirm any minimum age relevant to the product chosen 
in our Mortgage Lending Criteria. 

As part of the Intermediary Declaration, we ask that you 
confirm you read Lender Terms of Business for 
Intermediaries.

https://www.metrobankonline.co.uk/intermediaries/lending-criteria/
https://intermediaries.metrobankonline.co.uk/MolSiteVisa/Documents/Metro%20General%20Terms%20and%20Conditions.pdf
https://intermediaries.metrobankonline.co.uk/MolSiteVisa/Documents/Metro%20General%20Terms%20and%20Conditions.pdf
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Applicant and Loan Type
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Applicant type should be set to individual (We do not offer Limited 
Company Mortgages at this time).

For Loan type choose Residential or BTL. If BTL is chosen you will be 
asked to confirm if the application is a Consumer Buy To Let.  
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Submission Details
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If you are Directly Authorised or you’re an Appointed 
Representative where your Network uses a Club to collect 
payments, please complete the Submission Route Details as 
below. You can add or remove Mortgage Clubs in the User 
Profile section of the portal. 

Please ensure the correct submission route is chosen, as it effects the procuration fee payment made to you. 

If you are an Appointed Representative where your Network 
receives the payment directly, please complete the 
Submission Route Details as above. Don’t worry we already 
have details of your Network under your User Profile. 
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Loan Details 

If Purchase is chosen, you will be asked if the application is 
for a First Time Buyer. You will also see options for Shared 
Ownership and Shared Equity, or if you choose Remortgage 
Shared Ownership will show. You will need to answer no to 
these questions as they are not options, we offer. 

For use by FCA Authorised Intermediaries Only

Any details you entered as part of the Illustration 
production will pre-populate throughout the AIP. 

The form will add questions based on the answers given 
to previous questions. 
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Loan Details Cont. 
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If Purchase is selected, you will be asked to provide details of 
the deposit. Please “Add” all deposit sources. If these include 
gift(s) from family members, please remember you will need 
to complete our Gifted Deposit Form.

For Interest Only or Part and Part the repayment strategy 
details are required. Please key the full values as the system 
will calculate the amount we accept. If there is no 
repayment plan cost you can enter £0, but you will need to 
choose one of the frequency options to move on, it doesn’t 
matter which is chosen, it will not affect the application. 

If you choose Remortgage, you will be asked for the 
breakdown of the loan, this should include any outstanding 
mortgage and details of all reasons for capital raising. 

For BTL applications you will need the monthly rent and to 
confirm occupancy.

https://www.metrobankonline.co.uk/globalassets/gifted-mortgage-deposit-form.pdf
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Applicant Details 

For use by FCA Authorised Intermediaries Only

This page will repeat for each applicant selected after all the 
sections for the previous applicant have been completed. 

Click the “From Birth” button for the system to pre-populate 
your customers age in the years and months boxes. 

If you are keying a Let To Buy you will be asked if the 
applicants know where they are moving to.
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Address Details

For use by FCA Authorised Intermediaries Only

The address page will show for each applicant. If 
the applicant has not lived at their current address 
for three years, previous address boxes will show 
until the last three years history has been keyed.  
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Employment Breakdown

The Employment Breakdown Page will ask you to complete 
what types of income the applicant has.

If Employed, Fixed Term Contractor or Self-Employed is 
selected as Primary income the Secondary Income box will 
show and show these options again.  

If Employed is selected as either the Primary or Secondary 
income, then you will be asked if the customer owns more 
than 25% of the business. If you answer “Yes” to this 
question, we will treat the customer as Self – Employed 
and you will see boxes that are relevant to that on the next 
screen. 

On BTL applications you will be asked to confirm if the 
applicant is a basic rate taxpayer. 

For use by FCA Authorised Intermediaries Only
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Employment

On the Employment screen you will be asked to key the 
breakdown of the employed income. Please key the full annual 
amount of any allowance, bonus, commission or overtime the 
correct percentage will be calculated. 

For use by FCA Authorised Intermediaries Only

If the applicant has not been in their role for at least 12 
months, you will be asked details of previous employment. 
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Fixed Term Contractor 

For use by FCA Authorised Intermediaries Only

On the Fixed Term Contractor Screen, you will be asked to key 
the breakdown of income, please key the full annual amount 
of any allowance, bonus, commission or overtime when the 
decision is run, the correct percentage will be used. Note, the 
total income box will show the full figure keyed. 

When keying the “Employed since” use the date the applicant 
started contracting, not the start date of the current contract. 

If the applicant has not been Contracting for at least 12 
months, you will be asked details of previous 
employment. 
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Self-Employed

For Self-Employed applicants you will need to select the 
companies ownership type and for those not sole traders the 
percentage ownership. 

Then key in the income being used with the most recent year 
first.  

For use by FCA Authorised Intermediaries Only
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Retired/Lending into Retirement 

If the applicant is already retired, input income currently 
received into the Other Income section. 

If the applicant is due to retire during the life of the loan, 
input their retirement income into the “Lending into 
Retirement” section. This will show on the employment 
summary. Input the figures based on current pension 
value, do not use projections.

For use by FCA Authorised Intermediaries Only
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Other Income 

Other Income is where you can add additional sources of 
income that the applicant receives now. Income that they 
may receive in the future should not be included here.

If the other income is not listed then it is not accepted, for 
more information on incomes we accept please refer to 
our Mortgage Lending Criteria - Employment/Income. 

Investment Income should be keyed at the accepted level, 
not the total value of the investment.

If the application is for a BTL then Net BTL Income should 
not be included. 

For use by FCA Authorised Intermediaries Only

https://www.metrobankonline.co.uk/intermediaries/lending-criteria/#Employmentandincomedetails
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Commitments

If the current 
residential mortgage is 
not being paid off on 
completion, you will 
need to select the 
reason for this from 
the dropdown list.  

For use by FCA Authorised Intermediaries Only

Add any other mortgages (excluding BTL’s) the 
customer has on any property in this section, 
remember to add if they are being cleared on 
completion and where the funds are coming from 
for this.
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Commitments Cont.

For use by FCA Authorised Intermediaries Only

For the remaining commitment section 
please enter all commitments 
separately using the          button to add 
more lines. Please ensure outstanding 
balances reflect the customers latest 
Equifax credit file. 

If the debt has less than 3 months to 
run, it needs to be added but it can be 
marked as repaid on completion 
selecting savings as the source of funds 
for repayment. 

The other commitments section is for 
items not included in normal household 
expenditure.  
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BTL Portfolio

This section is to be used on both residential and BTL 
applications to provide information on the BTL’s the 
applicant has in the background. 

Please answer yes to “BTL Portfolio?” if the applicant owns 
any, wholly or in part, BTL’s in their own name or in that of 
a Limited Company. 

In the BTL Portfolio section please complete the 
information based on the BTLs the applicant owns (or part 
owns) currently. If the application is for a BTL Remortgage 
include the subject property, if for a BTL Purchase do not 
include the subject property as it is not currently owned.  

A maximum portfolio size is only applicable to BTL cases 
please refer to our BTL Mortgage Lending Criteria for more 
information. 

For use by FCA Authorised Intermediaries Only

https://www.metrobankonline.co.uk/intermediaries/lending-criteria/#buytolet
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Household Expenditure

The household expenditure should be keyed as it is 
expected to be on completion of the mortgage, therefore 
if the application is for a purchase you will need to 
estimate the figures. If the application is for a remortgage 
the information should be copied from the applicant's 
bank statements. 

If the application is for a Joint Borrower/Sole Proprietor or 
where there will be two households on completion, you 
should add the expenditure for both households together 
to enter here. 

For use by FCA Authorised Intermediaries Only
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Property Details

The Property Details section is optional for remortgages based on 
the answer to the question “Has the applicant(s) found a 
property?” However, you will need to confirm if the intended 
property is in England and Wales or Scotland. The property address 
search will show if you answer yes, or the application is for a 
purchase.  

Following this you will be asked a series of questions about the 
property, its build, type, age, number of rooms and particular 
features such as ex-local authority. Follow on questions will appear 
depending on the information provided for example if flat is 
selected, you will be asked the number of floors and if there is a lift 
and are there any Incentives for purchases. 

If the application is a BTL then additional questions around the EPC 
and tenancy will be asked. 

For use by FCA Authorised Intermediaries Only
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Product Selection 

For use by FCA Authorised Intermediaries Only

Next is choosing the product required, you can use 
the filter option to select the type of product/product 
term required. 

You can change the product at the stage you fully 
submit the application. 
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Further Information and Declaration
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Loan Reason – in this section please add additional lines to 
select all of the relevant reasons for the application. So if you 
are doing a Joint Borrower/Sole Proprietor Purchase, you will 
need to add a line for Purchase and an additional one for Joint 
Borrower/Sole Proprietor. This section is particularly 
important if doing a Post Contract Variation (PCV).

Applicant Details – You will need to add a line here for each 
applicant on the mortgage and choose which household in 
which they reside and if they are going on the deeds. So, if 
doing an application for a son and his mum who is a joint 
borrower, you would have son Applicant 1, Household 1 and 
yes, mum Applicant 2, Household 2 and no. 

Financial source, is to confirm which country the money to 
pay the mortgage, and provided the deposit is coming from. If 
the application is for a remortgage, please choose the N/A 
option available for the deposit question. 

Additional Details Question should be answered as No. As we 
do not currently offer these types of mortgages. 
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Decision Result

For use by FCA Authorised Intermediaries Only

A soft footprint search is 
conducted, and our decision 
returned. If the case is 
declined or referred the 
reasons will be detailed on 
screen. If referred, you will 
have space to add a note for 
further information. Please 
note, from this page you 
can scroll back if you think 
you have made an error on 
your application and change 
it. 
Once you leave this page 
the reasons for 
refer/decline will not show 
so please ensure you have 
the information you need. 
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Fees

For use by FCA Authorised Intermediaries Only

The fees page will detail the fees associated with the mortgage and 
ask you to confirm if the applicant would like to pay any 
arrangement fee upfront or if they want this added to the 
mortgage. 

If the fee is added this will change the overall cost of the mortgage. 

If paying upfront the arrangement fee and any valuation fee payable 
will need to be made when you submit the full mortgage 
application. 

You will then need to add any fee(s) you are charging the customer 
and select the fee type and when payable. This is so the information 
is shown on the Mortgage Illustration. We do not collect the fee(s) 
on your behalf. Don’t forget to add if all or part of the fee is 
refundable should the mortgage not complete for any reason. 
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Application Summary
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Great your Agreement In Principle (AIP) has now been submitted from here 
you have three options Proceed to FMA, Edit or Copy the AIP. 

The screen gives details of the loan summary which gives details of the 
product chosen. The product validity will be validated when you proceed to 
FMA. 

In Documents you will find the ESIS and AIP letter for your customer. 

You will also be given details of the documents we require for the 
application. Any Pre FMA-Submission items need to be uploaded at the end 
of FMA, though you have up to 30 days to do this, we do not look at the 
application until these documents have been uploaded, so any timeframes 
we have start from when all of these have been uploaded. 

You may also have FMA checklist items, we recommend where possible 
these are uploaded at the same time to prevent delays in underwriting. 

You can add any supporting notes to the case from this screen. The note 
function is not live, these will be added to the case to be reviewed by an 
underwriter as part of standard timescales. 
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Full Application

For use by FCA Authorised Intermediaries Only
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Product Validity
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The first thing that will happen when you 
proceed to FMA is that the system will check the 
product you chose is still available. 

You will then be asked if you want to change any 
of the loan details, if not this page will not 
appear when you proceed. 

Similarly with the property details, however if 
the application is for a purchase and you didn’t 
submit the information as part of the AIP, then 
you will not be asked this, and the property 
details page will automatically appear. 
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Loan Details 

For use by FCA Authorised Intermediaries Only

This page will only appear if you have selected that you 
want to change the loan details. The additional sections 
relating to deposit, repayment strategy and loan amount 
breakdown will also appear as required. 
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Applicant Details 
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For the applicant details section, you will need to confirm 
which country(ies) the applicant is a tax resident of and 
their Tax Identification Number, for the UK that would be 
their NI Number. You will also be asked for their contact 
details please ensure we have an accurate and unique 
mobile number for every applicant as this will be used to 
send them a password to access their offer via DocuSign. 
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Employment/Fixed Term Contractor 

Further details will be asked about the 
applicant's employment such as job title, 
company name and contact details. 

You will also need to select the nature of 
business from the dropdown list. 
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Self-Employed 

For use by FCA Authorised Intermediaries Only

For self-employed applicants you 
will be asked if an accountant is 
used to prepare accounts. If yes, 
you will need to provide their 
details and their qualifications. 

Please refer to the Mortgage 
Lending Criteria for further 
information on which 
accountant's qualifications are 
acceptable. 

https://www.metrobankonline.co.uk/intermediaries/lending-criteria/
https://www.metrobankonline.co.uk/intermediaries/lending-criteria/
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Applicants Commitments
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If the applicant has a current mortgage the 
name of the lender and account number will be 
needed. 

If you have stated that commitments are to be 
repaid by/on completion, then the account 
number will be required for each of these. 
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BTL Portfolio 
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If during the AIP you stated the applicant has a BTL portfolio 
then the FMA will ask for the address, lender, purchase date, 
price, balance, value, monthly payment and rent charged. 
This will be repeated for up to 3 properties. If your applicant 
owns more than 3 properties, this section can be left blank.

If the applicant has more than 3 BTL properties and the 
application is for a residential mortgage you will need to 
complete the BTL Pack - Non Portfolio Landlord form. 

If the application is for a BTL and more than 3 properties 
with mortgages are held please complete the Portfolio 
Landlord Document Pack. 

https://www.metrobankonline.co.uk/globalassets/documents/customer_documents/intermediaries/buy-to-let-customer-property-portfolio.pdf
https://www.metrobankonline.co.uk/globalassets/documents/customer_documents/personal/buytolet-doc-stack.pdf
https://www.metrobankonline.co.uk/globalassets/documents/customer_documents/personal/buytolet-doc-stack.pdf
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Property Details

The Property Details section will appear if not completed on a 
purchase as part of the AIP or you confirmed you wanted to amend 
the property details.  

Following this you will be asked a series of questions about the 
property, its build, type, age, number of rooms and particular 
features such as ex-local authority. Follow on questions will appear 
depending on the information provided for example if flat is 
selected, you will be asked the number of floors and if there is a lift 
and are there any Incentives for purchases. 

If the application is a BTL then additional questions around the EPC 
and tenancy will be asked. 

For use by FCA Authorised Intermediaries Only
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Access Details

For use by FCA Authorised Intermediaries Only

You will need to enter the details of who to contact to 
book the valuation should a physical valuation be 
required. 

If the applicant is chosen but the case is a purchase, 
please add a note to explain why. 

Other occupants over 17 need to be added, they will 
be provided a waiver to sign from the solicitor. 
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Solicitor Details

For use by FCA Authorised Intermediaries Only

The solicitor section will show on cases where a Legal 
Assist product has not been chosen. 

Just key the first 3 letters of the solicitor's name or the 
postcode of the firm and click search to find the 
solicitor. If the name of the firm is not listed, then 
unfortunately they are not on our panel.  

Select the solicitor from the list and add the name of 
the person dealing with the application. 



50

Direct Debit
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Once you have added the 
sort code and account 
number you will need to 
click           , the account will 
then be verified and the 
bank details will pre-
populate, you will just need 
to add the account holders 
name and the date the 
customer wishes to make 
the payment.  

A copy of the direct debit guarantee will be available for you to 
download to give to the customer if requested, after the pre-submission 
checklist items have been uploaded. However, we will send a copy to the 
customer with the offer (when issued) via DocuSign.
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Product Selection 

For use by FCA Authorised Intermediaries Only

The product selected at AIP will still show, however if you 
wish to choose an alternative product you can do so here. 
Please ensure this if from the same range selected in the 
AIP.
  
For example, if you have chosen from our core range, but 
want to change this to our professional range, you should 
amend the AIP rather than changing at this stage. 

If you however chosen a 5-year product but want to 
change this to a 2-year product within the same range, you 
can do so here. 
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Declaration

For use by FCA Authorised Intermediaries Only

We need you to consent on the applicant's 
behalf to run a credit search, it is important 
that the applicant has agreed to this. A hard 
footprint will be left on the applicant's credit 
file once you have clicked on the “Next” 
button. 
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Decision Result

For use by FCA Authorised Intermediaries Only

This page will confirm if the application has been accepted 
and the product chosen secured, if you want to change the 
product before paying any related fees you can do so here. 
Please ensure this if from the same range selected in the 
AIP.
  
For example, if you have chosen from our core range, but 
want to change this to our professional range, you should 
amend the AIP rather than changing at this stage. 

If you however chosen a 5-year product but want to change 
this to a 2-year product within the same range, you can do 
so here. 
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Fees

For use by FCA Authorised Intermediaries Only

This will ask if the applicant wants to add 
any arrangement fee to the loan, or to pay 
this upfront. You will not be able to 
proceed until the fees are paid.  

You can also amend or add any broker fee 
you maybe charging. This is for 
information only; it will show on the ESIS, 
but we do not collect this for you. 
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Payment Details

For use by FCA Authorised Intermediaries Only

To proceed you will need to pay the fees 
due, including a standard mortgage 
valuation fee.  
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Full Application Summary

For use by FCA Authorised Intermediaries Only

You are now taken to the 
application summary page, from 
here you can add notes to the 
case and upload documents. 

Please remember you need to 
upload the pre-submission 
checklist items to progress the 
application and instruct the 
valuation. Once done, we will 
acknowledge the application 
and progress to underwriting. 

The underwriter will need the 
items on the FMA submission 
checklist to fully underwrite the 
application and to issue an offer, 
so upload these as soon as you 
can. 



57

Additional Information
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Uploading Documents
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To upload a document for a particular checklist 
item, use the upload button next to the item. 

You can upload more than one document to each 
checklist and will be able to see how many and 
when they were uploaded. You can also view any 
uploaded item by clicking on the view button.

To add any additional documents, you can use the 
general upload button at the bottom of the 
documents section. You will need to add in the 
document type and sub-type such as 
Document>Income or Form>Identification. 
Documents uploaded this way will not be visible on 
the portal. 

Lastly but probably the most important you need to 
complete the Document Description no matter 
which way you upload, please ensure this is an 
accurate description of what is being uploaded. 
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Instruct Valuation 
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Once submitted and any pre-
submission checklist items 
uploaded you will see the 
“Instruct Valuation” button 
appear on the case summary 
page. To instruct the valuation 
click on the button and accept 
the declaration on the 
following page.

This is the only stage you can 
instruct the valuation. If you do 
not instruct the valuation, you 
will need to wait for the 
application to be fully 
underwritten for the valuation 
to be instructed by us.  

The valuation instruction request will go 
straight to our panel surveyors to get the 
valuation booked in. Please remember once the 
valuation has been done the fee (if any) is non-
refundable.
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Pay Fees (PCV’s) 
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Sometimes there maybe additional fees to pay for an application such 
as on a Transfer of Equity or when the property value means the 
valuation falls outside our standard fee scale. When this happens, we 
will add the bespoke fee to the case and you will be able to use the 
“Make a Payment” function on the portal, to save you having to call us 
to take the payment manually.  
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Case Search
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The case search function is accessible via the 
navigation bar at the top of the screen of the portal it 
allows you or your administrator to search for cases 
using a variety of search parameters. 

Particularly useful for admin users who look after 
multiple advisers as they can search under all or a 
particular individual. If they search under case status, 
they can see which applications need documents 
uploaded, such as those at “Application Pre-
Submission”. 
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Forgotten Password
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If you have forgotten your password, you can 
simply click on the forgotten password link on the 
login page. This will ask for your email address and 
one of the security questions you answered when 
you registered. We will then instantly send you an 
email with a temporary password enabling you to 
log in and change your password. You must have a 
live registration with us for this function to work.
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Forgotten Memorable Word
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If you have forgotten your memorable word, you can 
simply click on the forgotten memorable word link on 
the login page. This will ask for your email address and 
password. We will then instantly send you an email 
with a reminder of what it is enabling you to log in.

Of course, if you still can’t remember you can Get In 
Touch for some more help.  
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User/Company Profile
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Under the user profile tab, you can change your 
password, memorable word or Submission 
Route.

If you are looking to change you contact details 
or access rights, please Get In Touch and we will 
help you with that. 

This also applies to any details you need to 
change under the company profile.
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Top Hints & Tips

• If the case is for a Post Contract Variation, such as Mid Term Rate Switch or Transfer of Equity please ensure you get in touch to 
discuss this first. by emailing pcvenquiries@metrobank.plc.uk or calling the helpdesk on 0203 427 1019 and asking for the PCV 
Team. 

• Ensure information is keyed correctly into the system – if full names, DOB’s or address history is incorrect this can affect the 
credit score on the case or even if we are able to obtain credit file information. 

• Please only progress the application to fully submitted once you have all of the documents, for what’s required you can refer to 
our Residential Packaging Checklist or BTL Packaging Checklist. 

• If your customer has failed Electronic ID checks then certified ID and 2 x Proof of Address are required. Please refer to our ID 
Requirements Guide on the helpful documents page for details and the correct wording for certification. 

• It is important that a separate email and mobile number for each customer is provided, as this is needed for them to receive a 
copy of the offer, via DocuSign. 

• Please upload documents under the checklist allocated for that item. If you are adding additional documents, please ensure you 
clearly mark what these are. Please be aware our timescales run from the last document uploaded, so each time you upload a 
document that is classed as day 1. 

• If there is information you want to provide us on a case to explain something, please add a note in the portal for our 
underwriters to review. This is not an instant answer function and should not be used to chase cases. 

• If the case is a Joint Borrower/Sole Proprietor, ensure you have added together both households' expenditure to key into the 
application. 

For use by FCA Authorised Intermediaries Only

mailto:pcvenquiries@metrobank.plc.uk
https://www.metrobankonline.co.uk/globalassets/documents/customer_documents/personal/residential-documentation-guidelines-packaging-criteria.pdf
https://www.metrobankonline.co.uk/globalassets/documents/customer_documents/personal/buy-to-let-documentation-guidelines-packaging-criteria.pdf
https://www.metrobankonline.co.uk/globalassets/id-for-mortgage-customers.pdf
https://www.metrobankonline.co.uk/globalassets/id-for-mortgage-customers.pdf
https://www.metrobankonline.co.uk/intermediaries/
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Useful Links

Metro Bank Broker Portal Login 

Intermediary Website

Lenders Terms of Business for Intermediaries 

Mortgage Lending Criteria

BTL Mortgage Lending Criteria

Residential Mortgage Products 

Buy To Let Mortgage Products

For use by FCA Authorised Intermediaries Only

Mortgage Calculators

Packaging Guides

Gifted Deposit Form

Budget Planner

Helpful Documents

BTL Pack - Non Portfolio Landlord 

Portfolio Landlord Document Pack

https://intermediaries.metrobankonline.co.uk/MolSiteVisa/Logon/Logon.aspx?ReturnUrl=/MolSiteVisa/WhoAmI.aspx?SiteVisaReplyTo%3dhttps://intermediaries.metrobankonline.co.uk/FirstCharge/Logon/Logon.aspx?ReturnUrl%3d/firstcharge&_gl=1*1q7pfh4*_ga*NzAyMzgwODU3LjE2NTc3ODYwMTI.*_ga_FCWG49F2LL*MTY3Mjk5NzE0OS4xMzQuMC4xNjcyOTk3MTUwLjAuMC4w
https://www.metrobankonline.co.uk/intermediaries/
https://www.metrobankonline.co.uk/intermediaries/lending-criteria/
https://www.metrobankonline.co.uk/intermediaries/lending-criteria/
https://www.metrobankonline.co.uk/intermediaries/lending-criteria/#buytolet
https://www.metrobankonline.co.uk/intermediaries/residential-mortgage/
https://www.metrobankonline.co.uk/intermediaries/buy-to-let-mortgage/
https://www.metrobankonline.co.uk/intermediaries/calculator/
https://www.metrobankonline.co.uk/intermediaries/helpful-information/find-out-more/packaging-guide/
https://www.metrobankonline.co.uk/globalassets/gifted-mortgage-deposit-form.pdf
https://www.metrobankonline.co.uk/globalassets/documents/customer_documents/intermediaries/mortgage-budget-planner.pdf
https://www.metrobankonline.co.uk/intermediaries/helpful-documents/
https://www.metrobankonline.co.uk/globalassets/documents/customer_documents/intermediaries/buy-to-let-customer-property-portfolio.pdf
https://www.metrobankonline.co.uk/globalassets/documents/customer_documents/personal/buytolet-doc-stack.pdf
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Getting in touch…

67
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Intermediaries

To discuss an application, or if you are experiencing any problems using the Mortgage Product Switching Portal please get in touch;

mortgagebrokerhelpdesk@metrobank.plc.uk

0203 427 1019

metrobankonline.co.uk/intermediaries

Customers

For all matters relating to Mortgage Accounts, customers can contact our Mortgage Servicing Team;

mortgageservicing@metrobank.plc.uk

0345 319 1200

metrobankonline.co.uk/mortgages

Mortgage Admin team, 
Metro Bank Plc, 
PO Box 1130, 
Uxbridge UB8 9XX

The Information in this document is intended to be of a general nature and given without responsibility.
Metro Bank PLC is registered in England and Wales, company number 6419578. Registered office: One Southampton Row, London, WC1B 5HA.  We’re authorised by the Prudential Regulation Authority and regulated by the Financial Conduct 
Authority and Prudential Regulation Authority. ‘Metrobank’ is the registered trade mark of Metro Bank PLC.

To register, or have a question about your registration 

mortgage.brokerregistrations@metrobank.plc.uk
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