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Navigating your homepage
Wherever you are in the portal, a set of icons stays at the top of your screen.
Here’s what they mean and where they take you.

HOME

DIP

CASE SEARCH

USER PROFILE

Whenever you need
to return back to the
homepage, this is the
button to use.

Here you can complete a Decision in Principle (DIP). This
only leaves a soft footprint on
your client’s credit profile and
gives you an instant decision.

Quickly find a previous or ongoing application here. Enter
an item of search criteria and
hit ‘search’.

Manage your account
here. You can change
your password, address,
contact details and submission route.

ILLUSTRATION

DOCUMENTS

PRODUCTS

Click here to produce a quick
standalone illustration for your
clients. This doesn’t conduct a
credit search and only takes a
couple of minutes.

This takes you to a menu of criteria
guides and documentation you’ll
need for your client’s application.

This takes you to a list of all
our available products.
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Setting up your preferred
submission routes

3.

Select ‘add or remove submission routes’.
N.B. You can also change other account details from here.

If you’re not part of an approved distribution network, you need to set up
your submission routes before you can submit business.

1.

2.

Log in with the username and password you created when you
registered, and accept the Terms of Business.

Go to ‘user profile’ in the main menu bar.

4.
5.

The left column shows a list of the Clubs and Packagers we partner with. Click to select as many of these as you like, then move
them to your list with the arrow buttons in the middle.

When you’ve finished, re-enter your password to confirm your
changes.
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Producing an Illustration
You can produce multiple illustrations based on your client’s loan requirements before you submit a DIP. We don’t run credit searches on illustrations,
so our whole product range is available to you at this stage. The products
offered at DIP may be different from the ones you choose here.

1.

2.

Submission details

3.

Loan details

Next indicate the level of advice and whether you are submitting
the application through a Mortgage Club. You have to specify a
Mortgage Club if you’re not a packager or part of an approved
distribution network.

Applicant and loan type
The first page asks for some basic details about the structure of
the application and how the applicant(s) are classified. The navigation bar on the left keeps track of where you’re up to.
NB It’s not possible to save incomplete illustrations.

Enter the basic details of the application and, if applicable, add
any fees you are charging to your client(s).
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Producing an Illustration (cont.)

4.

Product selection
On the products page, you initially see all the products we currently offer. To filter them, select the range that best suits your
client(s) from the ‘product category’ list and hit ‘find products’.
This filters the list to the products available in that range.

5.

Applicant details
Enter some basic details about your client(s). This is what appears
on your illustration.
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Producing an Illustration (cont.)

6.

Fees and features
The last step before we produce your client(s) illustration is to
choose how the Completion Fee and the Funds Transfer Fee are to
be paid. These can be either added or deducted from the loan.

7.

Illustration summary
This screen shows the summary for your illustration. From here,
you can view your illustration, proceed to DIP, or select a new
product. You can produce another illustration if you want to, this
won’t overwrite the one you have just completed, and will appear in
your illustrations summary with the same three options next to it.
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Decision in Principle
To start a DIP, select ‘DIP’ at the top of any page or, choose an existing illustration to progress. If you progress to a DIP from a saved illustration,
the details you’ve already entered will be copied over. Please ensure these details are correct once transferred over.
Then follow the below steps to complete your DIP:

1.

Prerequisite questions
A series of eligibility questions about your client.

2.

Applicant and loan type

3.

Submission details

4.

Loan details
Here you enter more specific loan information relating to the
application.

Enter the basic details about the structure of the application, how
the applicant(s) are classified and how the sale was made.

As in the illustration, we need to know if you’re submitting
through one of our partner clubs. You have to specify a Mortgage
Club if you’re not a packager or part of an approved distribution
network.
TIP: Click ‘add new’ to add multiple sources of deposit or loan
purposes (depending on the loan purpose). To delete them, select the box next to the item and click ‘delete selected’.
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Decision in Principle (continued)

5.

Applicant details
Here you enter information relating to the applicant including
address, employment, commitments and any portfolio they
currently own.

6.

Household expenditure

7.

Property details

8.

Declaration and decision
The decision runs after you accept the declaration.
• A decision should be returned almost instantly
• If your application is an ‘accept’ you’ll be able to pick a product
and carry straight on
If your application fails for affordability, the decision shows you
the maximum you can borrow with fees added. To reduce the loan,
navigate back to the ‘loan details’ screen using the menu on the left.

For residential applications you need to complete the household
expenditure. If you would like to know how Pepper Money defines
these, simply click on the ? icon.

If your client(s) application is a remortgage, you need to enter the
property details. If not, entering the details into the DIP is optional, depending on whether you have the information to hand and
whether your client(s) have found a property.

9.

Fees
Once you’ve picked a product, choose how the Completion Fee and
the Funds Transfer Fee are to be paid. These can be either added or
deducted from the loan.
N.B. If you are at the maximum loan to value we offer, you can
only deduct the fees; the add option will be greyed out.
Click next to continue to the Application Summary.

Application Portal Guide | 9

Uploading application
requirements

From here you can:
• Download the documents you’ll need to provide to your client(s)

Full Mortgage Application
Once you’ve submitted a DIP you’ll be able to proceed to Full
Mortgage Application. This will ask for extra information that
we’ve not already collected. Nothing too stressful. Any fee(s) payable (such as the valuation fees) will be collected at the end of the
application so please have a payment card ready.

• Upload the documents we require to process the application
• See a snap shot of the application details and fees
• Send us secure messages
• Track the progress of the application
You can minimise or maximise any of the panels by clicking the plus and
minus icons.
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Documents produced for you
The documents section is where you’ll find documents that you need to
give your client(s) or keep for your own compliance.

Uploading application
requirements
This is a list of what we need from you to progress an application. It’s tailored for your client(s) based on the information you give us.
To supply an item:

1.

Click ‘upload’

At the right stage, the Valuation Report and Mortgage Offer will be available
here.

2.

Select a document and document sub type. We can accept
PDF, DOC, DOCX, and TIF files; the maximum file size is 10Mb.
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Sending a message

Instructing a valuation

You can send us a message any time in the messages section. This is the
easiest way of getting in touch with us if you have any questions relating to
the process.

We’ll instruct the valuation once we’ve received and reviewed all the important documents we need for underwriting.

We’ll respond in the same way and send you an email to let you know
when we have.

However, you’ll have the option to instruct the valuation yourself once
we’ve conducted an initial review of your application (we’ll let you know via
email).
The option to do so will be in the ‘proceed options’ section once the status
of the application reaches ‘application reviewed’.
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