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The Client portal is one of a series of enhancements enabling Advisers to interact with their Clients

securely and remotely. This deployment offers a Client interface enabling the exchange of
documentation (from Adviser to Client and vice versa), messagiagecure environment, an
extended data capture enabling the Client to complete a Fact Find ahead of any meeting.
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Creatingan Account forClientAccess

EachClientrecord needs to be setp for online access individually. This ensures yloatcan easily
control whichClienswill be able toaccesghe portal, and not create a multitude of accounts if they
are not required.

Open aClientrecord, and navigate t€lienth ! RY A y ® ClieStf S R | {is@eShe Metveen( 2
displayed below (this shows a case with two applicants).

] Applicant 1 Mr Evan Mergen 1 The Road, Gloucester, GL1 THG  H:01452 555555 & 'mail.com DoB:15/05/1980 (Age 37
the key Applicant2 Mrs Lucy Mergen 1 The Road,Gloucester, GL1 THG ~ H:01452 555555  lucyi: lLeom  DoB:10/04/198

ﬁ Start Page [r—
Main I Contact History | Change History I Complaints I Client Portal I Lead Information I Tasks I Audit |
& New Client Applicant 1 Login details
4 M, Client User name: Mergen ¥ ’ Suggest a User name ] [] Block applicant access
Contact Matification Email: evan@mail.com - ’ Send login details I

Fact Find
Applicant 2 Login details

Qverview

User name:  LucyMergen ¥ ’ Suggest a User name ] [] Block applicant access

Personal Details

Notification Email: lucy@mail.com - ’ Send login details |
Products

Figurel: Enabling Access to th€lientPortal

This screen will allow User nane to be created (this will default o K S | LJledhall &ditrgss) Q a

FYR FfGSNYFGAGS dzaSNI yIlFYSa OFy 6S OK2aSy FTNRY |
'aSNI YIYSQ odziti2ayd® ¢KSNBE A& y2 YySSR lelby@WBLI S |
system.Theselogin details arehen sent to theemail address showhy clickingon the 8end login

R S (i Ibutténavigich will sendwo emailsper applicantthe firstwith the login details andecond

with the automatically generated password.

Note that when login details aremaieds || NBO2NR ¢gAft 06S 1SLIG Ay (GKS
on this page. This will record all online activity associated withGlésnt

Activity Log
Logged Date | Audit Activity

14411/2016 16:30 Advisor Izsued Login Details

Figure2: Activity Log Entry

SimultaneousAccess
As theClientportal links directly to the Key database, it is subject to the same restrictions of one
WLISNE2Y Q | O0SaaAay3a GKS NBO2NR i I GAYS O6AY 2NR

In order for theClientto log in to the portal for the first timethat Clientrecord must not be open in
the Keyc this is because the first action ti@ientwill take in the portal is to change their password
(see below), and this requires full access to the record.

If, after the initial loginthe Clientlogs into the Clientportal whilst the associate@lientfile is open
Ay GKS YSeéesx | YSaal3daS gAiaftf O2yFANY GKS LRNIFE Ay
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Sending Joint Login Credentials
If both applicants are to be sent login credentials each time a Portal account is created, this can be

Syrot SR

the key.

ﬁ Start Page

& New Client
I A, Client
I @ Admin

| IE'J Commissions

o0& asStSOlAy3I GKS 2LWA2Yy W EASyld t2NII €

| Company Details | Commission | Sales Process | Disciosure/RWL | General | Repots/Fact Find | Online |

MNew enquiry page
https Aithekeytest mbl.co.uk/CFS Test!MortgageEnguiny.aspx

Assign newweb leads to  Payl Chambers -

Branch Allocation Detz

Login page for clients and introducers for view case progress

!

I [:% Marketing https dthekeytest mbl.co.ukiCFS Test!Default aspx
L g Reports Prefix for Auto-Generated Product Case References CFg
4 [ Setup Template for Email to be sel
o Online Fact Find = Contacts > Online Access
General Enable m
Client Cont. o
vsers Financials
Letters Employment e
Worlkflow
Compliance
Network Automated Reports

Integration [ Check Version of Excel installed on server

Maintenance
[/] Enable

Client Portal
Enable Client Pertal Online Fact Find

| 7 Client Portal Joint Access |

Figure3: Portal Joint Login Settigs

If this is selected, the Client > Admin > Client Portal tab appears as below:

] Applicant 1 Mr Evan Mergen 1 The Road,Glou
the key Applicant2 Mrs Lucy Mergen 1 The Road, Glou

Start Page "
e ¢ | Main [ Cortact History | Change History | Complaints | Cient Portal | Lead Information | Tasks | Audit |
& New Client Applicant 1 Login details
4 gb, Client User name:  Mergen ¥ ’ Suggest a User name Elock applicant access
Contact Motification Email: - evan@mail.com -
Fact Find
Applicant 2 Login details
Qverview
- User name:  LucyMergen # ’ Suggest a User name Block applicant access
Personal Details
Products Motification Email:  lucy@mail.com -
Documents
| Send both applicants their login details |
Notes

Figure4: Portal Login Details to Both Applicants

Ly GKAa OlFasSz dKS W{SyR 020K I LLX AO!I y it

credential information each time.
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BlockingClientAccess to the Portal
It may be necessary to disable€CtienQd  00S&da G2 (GKS LER2NIFfd® LYy GK2a
OKSO102E ycCliand B OB .atanan]

Resetting theClientQa t I & & 6 2 NR

If the Client forgets their password, they will need to contaciuto have the password reset. To

NEasSiz Oft A0l 2y GKS WwSl@fyARmirf >2lignPgrtal I Bidivill seindt Q 6 dzi G 2
both the user name and password details to tBigent(in two parate emails)as when setting the

initial login details.

First Login
When theClientfirst logs into theClientPortal they will be required to change their password. It is
not possible to bypass thisquest

al
the key Update password

For enhanced security, your password must be changed. Password must be over 7 characters long and contain at least 1 number.

Current password

New password

Password

Confirm new password

Confirm Password

Update

Copyright 2016 @ Mortgage Brain. All Rights Reserved
Mortgage Brain Limited, registered in England and Wales, registered number 2085187
Registered office : 6, The Courtyard, Buntsford Gate, Buntsford Drive, Bromsgrove, Worcestershire, B60 3DJ

Figure5: Initial Login Change Password Screen

A new passwordnust consist oat least7 characters, and include at least 1 digit. After changing the
password, theClientis directedi 2 G K S LJ2 NJidnd te2&Zhamge of Sasswdirda8l appear in
0KS W2 GA208SH | 6020S @

Locked Message
If a client tries to login to the portal whilst the record is open in the Key, the messdge show

L
the key Account Locked By Advisor

Your account is currently locked as your file is currently being worked upon by your advisor "Paul Chambers” or their administrator. Please try again later.
Back

Figure6: Account Locked Message
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Home Screen

The home screen will list any recent documempdoaded a list ofrecentproducts and any recent
messagesnade through the portalA menu tasome of thesdtems will appear at the top of the

screen, alongideother functionality.

If the Clientonly has one sale, the portal will default to these dista

Case:House Move, 139 Larchfield Road

No documents No products

View All (00)

Figure7: ClientPortal Home Screen

View All (00)

No unread messages

Recent Documents fm Recent Products % Recent Messages

If there is more than one open sale, then tBentcanselect the appropriate salen the dropdown

list.

Your Cases

Please choose your case:

First Sale Description

Figure8: Selecting the Sale

To change the sale nanfeom the default used within the Keynavigate to the Sale Selection
arts

screen(Client> Fact Fing) NX 3K {

Of A 01

2y

This will open a dialogue box to amend the sale name.

iKS

g2

Products

ﬁ Start Page Please select the required sale record
& New Client Date Crested & | Description
A, Client
16/11/2016 12:05 Second Sale Description
Contact Re-Open
Fact Find Close Del
C
Overview Nid
New
Personal Details Open

Delete  Shift+Del

15052015135 | S Dt e S N
Open

| Status

| Adminis

Documents Re-Open Sale :1 I Description

New Sale

| [ Opensse

Figure9: Renaming a Sale

Note that any sales that are closed will automatically display that in the selection dropdown in the
portal, and the description does not need to be updated to show this.
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Home Screeig Recent Documents
This will show the most recently updated documents in @ientportal.

Recent Documents

Another Sample File 16/11/2016

Example File 15/11/2016

ESIS Coventry Building Sociaty, 14/11/2016

Fixed til 31-12-21

Figurel0: Recent Documents Section on Home Page

JtAOLAYT 2y W:Ads 1££fQ 6Aft RA oLdternativelysdectR2 OdzY Sy
W52 0dzY Sy (a4 Q . Fhs®réenilKrBlud¥ &y dicuments uploaded by tBéent(unless
that status is changed).

Case : First Sale Description

Add Document |

Total Documents ()

Type Date Y Name

[ (txt file) 16/11/2016 ® Another Sa mple File

B (ixt ile) 15/11/2016 @ Example File

[ (pdf file) 14/11/2016 ®@EsIs Coventry Building Society, Fixed til 31-12-

21

Figurell: Document List in the Portal
To open a document, simply click on the document name.
UploadingDocuments via the Portal

AClientOl y dzLJt 2+ R I R20dzySyid (2 G(KS tiddnNGel f G KNRdAK
W520dz2YSyYidaQ 6AYR262NI GKEKPURRIB2O&YSyiaQ 2LIGA2Y

Case : First Sale Description

Document name

| | Browse... I
Upload

Figurel2: Adding a Document Diajue Screen

User Guide ClientPortal & the Key August2018 6



Q 06 dzi {
Saaod h

{StSOG GKS FAES o0& OftAOlAYy3d 2y G(GKS W. NRga
FYyR Of A0l 2y W LX2FIRQ (2 02 Yujflod&dédihe dckeén wilUN.P
return to the list of documents with the newly uploaded file at the top of the list.

S
O

When aClientuploads a documenit isautomatically added to th€lient file. This will also create a
taskfor you, confirming that a new document hasén uploaded.

Managing Documents Appearing in the Portal
Within theClients 52 OdzySyda I NBI S | y$Sg

O«
N
—n
)
_<
<
A
QX
(@]
(p))
(p))
<

& New Client Sale  Second Sale Description -

| i Client
Contact

Fact Find

£14:32 TXTfie Document Uploaded From Portal

Overview
Personal Details
Products

Documents

Figurel3: Client> Documents Portal Option

A tick in this column indicates thtte associated document is visible and accessible ifCtlent
LR NIOIFfd ¢KAA gAff RSTLF dzZ G G elieyBuboih€ doEdnbdtsicaneé R 2 O dzY
be made visible in the portal by placing a tick next to the relevant document in this kolum

When a document is made available in this manner,Glientwill be notified through an email.

If the tick is removed, the document will no longer be visible inGhentportal. As an example, a
Clientmay upload documentation relating to identitgrification or pay details, and these could
then be marked asot visible in the portal to remove any perceived risk.

Home Screerg Recent Products
This screen shows the most recently updated products associated with this sale. To see all products,

LA

cickzy G KS WxAXS g2 NJt& X SO (RtyNRP RdzOGAQ FNBY (GKS YSyd:

{m Recent Products

Mortgage Purchase -
Insurance

Mortgage Purchase -
Mortgage Purchase -
Mortgage Purchase -

Figurel4: Recent Products Section on the Home Page

Ly GKS &aONBSy (KF{i 2LSyaz LINRBRdzOGa I NB RAGARSR ¢
LINE RdzOG&aQad ! &dzYYIFNBE 2F LINBeRdzOG Ay F2NXNIGA2Y A& F
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# Nottingham Building Society KFI Nottingham
Building Society CP-PC Fixed til 01-10-21

Sub type
Loan to value
Account Number
Initial monthly cost
Status

Application date
Survey date
Offered date
Exchange date
Completion date

Address line 1

# Abbey

Purchase
35.71%
AC123456
£10,000.00
Completed
05/09/2016
05/09/2016
08/09/2016
05/09/2016

05/09/2018

Figurel5: Products Screen

Contact Details

The Contact Details screen displays @GienQ &

& Mortgages o Insurance @

A Skipton Building Society, KFI Skipton Building

Society Fixed til 31-10-21

Sub type Purchase
Loan to value 35.71%
Account Number 8657575
Initial monthly cost £54913
Status Redeemed
Application date 05/09/2016
Survey date 05/09/2016
Offered date 05/09/2016
Exchange date 05/09/2016
Completion date 05/09/2016

Address line 1

# Clydesdale Bank PLC

Other products @

# Coventry Building Society,KFI Coventry Building
Society Fixed til 30-09-21

Sub type
Loan to value
Account Number
Initial menthly cost
Status

Application date
Survey date
Offered date
Exchange date
Completion date

Address line 1

Purchase
3571%
23423423
£528.88
Completed
05/09/2016
05/09/2016
08/09/2016
08/09/2016

05/09/2016

# Coventry Building Society, KFI Coventry Building
Society Fixed til 31-12-21

Yy I Y S 3 hoheRiRrd@Bssatd>emailaddress,

as well as thosefcApplicant 2 if appropriateThis information can be amended, and the changes

al SR OAl

Secure Messaging
The home page shows a list of the most recgsturemessagese@ach ofwhich can be read directly
by clicking on thenessage titl whilst the top menu item will open th&ecure Messag&srea that
allowsthe Clientandyouto exchange messages through a secure server environment. Upon

2LISYy Ay 3

iKS W{I@SQ ocdziti2zyd

(i KS W{ $O daMBt okady@xishgihestayes wilbeHiSpayed.

Secure Messages

Sent

New Message

Received

16/11/2016 14:58:40

15/11/2016 12:25:23

Y Subject v

This is a new message to the
client

Message from the Key TO the
client portal

Figurel6: Secure Messaging Screen

Reading a Message in the Portal

I 00SaaAiy3
messagesire identifieddza A y 3

0KS WwW{ SOdz2NB

read, the envelope icon is replaced with a tick.

User Guide ClientPortal & the Key August2018
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¢CKS adliddza 2F GKS YSaal 3S cliént>WMésBageR Qeadfihe Key,l £ 82 0 S
along with the time and date the message was read.

Adding a Message in thBortal
/I tA01 WbSs aSaalasQ (2 2Ly + o6flyl YSaal3asS sAyF

Secure Messages
Inbox ()

Sent

Body
New Message (
Text to appear here]

Subject

Sample Message From Client to Advisor

Figurel7. New Secure Message Screen

Both the\®ubjecttand theWodyCbf amessagere completed & LISNJ I y2NXIf SYIFAf o
complete the messag@®nce the message has been sent, it will be availafilen the Key. In
addition,you receiveanotificationemailof a new secure message.

Viewing and Creating Secure Messages in the Key
Secure messages are managed in@tient> Messages area of the Key. However, messagexdl for
Cliens can be seen in the Admin > Messages area.

4 [, Client Show Only Unread Messages
Contact Secure Messages
et ind | Read | Sert Date Time | Subject | Message | Read Date Time
16/11/2016 15:13 Sample Mess_..  Text to appear here
Ouervisw Paul Chambers Mr J Mission 16/11/2016 14:58 | Thisis anew... | Sample text
Personal Details Paul Chambers MrJ Mission 15/11/2016 12:25 Message from th This is an example messa... | 15/11/2016 12:27
Products MrJ Mission Paul Chambers 16/11/2016 12:15 Sample Message . | This is a message sent fro . [ 15/11/2016 12:22
Documents
Notes
Admin
I Eﬁ Admin
I ’?51 Commissions
I |’_n£ Marketing
I Q Reports
[ ljf’ Setup Show Freview MNew Message View Selected Message

Figurel8: Client> Messages Window in the Key

|l A3Kf A3KG GKS YSaa
f

38 G2 06585
YS44l3S0d ¢KAA A i K

I.
Yl NJ

Toserd a messag# the Clientthrough theportal, click2 y
subjectandthe me$s3S o62Reé>X |yR Of A0l 2y WwWhyYyQ (G2 &a4SyR G(KS
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Subject o
From:  Paul Chambers
T Cient
Message:
]
[Ce)

Figure19: New Message Window

Once sent, the message will appear in the log, andientwill receive an email confirming that
they have a new message waiting for them on @ientPortal.

Fact Find

Theclient focused Fact Find is designedtmbleclients to complete certain information (generally
NEaGNROGSR (2 WKINRQ Tl OGa thez@komatidallyFransfifrede YSy G RS
into the client record in te Key.

Enabling the Client Portal Fact Find

Use of the client portal fact find is an option controliedi KS YSe& Qa aSddzl I NBF & ¢K
aS0i 6AGKAY {SildzJ B DSYySNIrf B hytAySs dzyRSNJ G KS
enabled.

nekey” [

{4 Start Page | Company Details I Commission | Sales Process I Disclosure,/RWL | General I Reports/Fact Find| Online [
& New Client
Mew enquiry page
I Jdi Client hitps Jthekeytest mbl.co.uk/CFS Test'MortgageEnguiny.as

R Assign new web leads to - :
i [E4 Admin e Paul Chambers Branch Allocation Detd

I I§J Commissions
- Legin page for clients and intreducers for view case progress

I E‘@.j Marketing https J/ithekeytest mbl.co.uk/CFS Test/Default.aspx
! Q Reports Prefix for Auto-Generated Product Case References rfg
4 [ Setup Template for Email to be se
o Online Fact Find = Contacts > Online Accesy
General Enable m
Users V] C_Ilent (;ont o
[¥] Financials
Letters (] Employment o
Workflow
Compliance
Networke HAutomated Reports
Integration ([ Check Version cf Excel installed on server
Maintenance
[7] Enable
Client Portal

Enable Client Portal Online Fact Find

Client Portal Joint Access

Figure20: Enabling the Client Portal Fact Find
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If this checkbox is left blank, tletientwill not be able tausethe fact find

Locking/Unlocking Client Access

At the bottom of the Sale Selection screen, a new button Willi€iSNJ adl 46 S W[ 201 hyft Ay
Wi yt201 hyfAyS CILOG CAYRQ® ¢KA&a O2y(iNRfa GKS Of A
the data.

Applicant 1 Mr James Barksdale 1 The Road,Gloucester GL1 1TG ~ H:01452 767676, M:07771 678876,

the key.

ﬁ Start Page Please select the required sale record

jﬂ' New Client

. 3 Client 2 :58  House Move, 17 Cowleigh Road Mortgage/Loan + Insurance

Contact
Fact Find
Overview

Personal Details

Products
Documents Delete Sale | | Re-Open Sale | I Cloze Sale ] I Copy Sale ] I I
Notes S
Initial Contact Made 22/05/201711.00  « <Today Identity verified: App1 Werify 10}
pamin | ZAATUR |- T
Disclosure 22/05/201711:00 <Today Type of Sale In Person|
Messages = i
Oral Disclosure UL
i [ Admin Fact Find Started 22/05/2017 11:01 n
| I??.J Commissions FactFind Complete 22/05/2017 D0:00 L <Today
) Source & Select 15/06/201710:20 - <Today
[, Marketi e non |
b Igh Tarketng Produce lustraion  19/06/20171020 +  <Todsy
v 4 Reports Completed Application [19/06/2017
[ vL_’/,_’ Setup Advice status Advised -

Last Updated 2/0520171101 | =] <Today
e Lock Online Fact Find

Last Modified Date 22/06/2017 14:29 j

Figure21: Lock/Unlock Online Fact Find

z

To clarify, tiis button controsi KS &G+ 4GS 2 7F
to make updates.

FTILOG FAYR IyR (KS

[arN
Py
(V)

T w[201 hytAyS ClF Ol CAYRQ
o This means that the cliemanedit the fact find through the portal, and clicking the
odzit2y eéAfft wi201Q GKS FIFOG FAYR
T W yi20CHIDYif CXFRQ
0 This means that the client currentbannotedit the fact find through the portal, and
Ot AO1AYy3 GKS odzidiz2y oAttt Wdzyt201Q GKS FIO
LG Aa LkRraaraoftsS G2 KFEGS | wWCFOO CAYR {ylLaAaK2GQ Gt
is enabled by default. The status can be changed in Setup > General > Sales Process.
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| Company Details | Commission | Sales Process | Disclosurs/RWL | General | Reports/Fact Find | Online | DPA | Tasks/Alets/Reviews | Lists | 0tH

Mortgage Options
Allow access to mortgage sourcing from fact find  Always -
Take a snapshot of the fact find when entering mortgage sourcing tools Take a snapshot of the fact find every time its changed

Take a snapshot of the fact find when mortgage app date entered

I . Take a snaps hat of the fact find each time the Lock/Unlock Fact Find button is clicked (client po ortal aocess!l

Show mandatory indicators

Figure22: Online Fact Find Snapshots

Tracking Client Activity on the Portal Fact Find
The Sale Selection screen will also detail when the last update to the fact find was made by the client

Em FactFindLast  30/06/2017 145521 Lock Online Fact Find |

Figure23: Online Fact Find Update Date

A

Any activity by the clientthatupdaS a G KS FI Ol FAYR gAff | faz2 0SS NI
in Client > Admin > Client Portal.

Activity Log
d Date

2017 14:56:36 Applicant 1 Logged Out
30/06/2017 14.55:21 Applicant Updated FactFind

Figure24: Activity Log

A record of the changes will also be stored in the Client > Admin > Audit tab.

Client Screens
TS Ot ASyid sAtt y2s 4SS I WwClFOG CAYRQ odzitizy YySE(

u
the key fAHome & Contact Details ElProducts W Documents & Add Documents = Secure Messaging ~ /Ch

Your Cases

Please choose your case:

‘ Second Sale Description

Fact Find
Recent Documents 1 Recent Products

No products

Document Uploaded From Portal  16/11/2016

View All (00)

Figure25: Client Portal Home Page
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Clicking the Fact Find button will take the user into a set of screens for completion.

oo Jan]

n
’[he_key Personal Details Employment Existing Credit Existing Mortgage New Mortgage Existing Plans Budget Planner

Personal Details

Applicant 1
Preferred Contact Method Telephone v
Current Residential Status Owner v
Date moved into your current dd mm yyyy

address

Do you have any dependants? @ Yes (O No

Test Dependant 18 Sep 2011 Mission, James

Figure26: Client Portal Fact Find Screen

The screens form a subset of the fact fin@ O LJGi dzNB WKI NR FI O aQ LINA 2 NJ ¢
of potential needs. The client can complete the screens to the best of their ability with thisom

of mandatory fields, with all data immediately uplaagto their record in the Key. For the few

mandatory fields that do exist, any error in the data is shown in red, with an explanation.

Dependant (Edit)

First name

Test
Surname
Dependant

Parent | Guardian

Mission, James W

Date Of Birth

23 Sep 2717

The date is not within the allowed date range.

Close

Figure27: Portal Error Message

I W{I@SQ odzit2y Aa F@FrAtlLoftS 2y SIOK aONBSy:> | &
main portal page. The user can navigate between screens either by clicking on the heading, or by
dzaAy3a GKS WbSEGQ odziizy o
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Change Password

TheClientcanl f a2 OKlFy3S GKSANI LI aag2NR GKNRBAdAK GKS W/ K
and new passwordareentered, clickl{ | @S /tofupdgt@iBe&l@nQ & LI TEsadrksind

the same way as the initial password change required wherCttentfirst logs into the portal.

Password must be over 7 characters long and contain at least 1 number.

Current password

Current password

New password

New password

Confirm new password

Confirm new password

Save Changes ¥

Figure28: Change Password Screen

Client Portal Branding
New functionality allows users to amend the appearance of the Client Portal. This allows
customisation of the primary and text colour (for menteadings etc.), logo and banner images.

There is also support for firm level customisation where the Key has been setup as an AR network
(as shown in Setup > General > Company Details). The initial details below will cover changing the
Portal appearancéor all users, followed by firm level settings.

Accessing Client Portal Branding
' ASNBE NBIdzZANSE | ALISOATFTAO LISN¥YAaAA2Y G2 YIS OKLy
YEYF3aS /§ASyd t2NIFf . NIYRAYIQ 2LIA2Yya SAGKAY (F
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| Main Details | Roles | Restrictions | Pemissions | Training & Competence | Logins | Doct.ln'lerﬂsl

|||~ Restrictions
User can edit system settings Edit product details after application date is entered
User can view / edit / add users Useris a Compliance Officer
User can view / edit /add letter templates Edit Compliance Setup
Can view / edit / add network control templates User can edit case accounts
| User can delete information Attach documents when client data is readanly
User can delete / edit notes User can use ad-hoc reports
User can enter commission management Can use reports / queries
User can edit contacts after creation User can configure Widgets and select for others
User can reassign work Can issue disclosure orally
Client Data is read only Can camy out Bxecution-only sales
User can access complaints User can edit RWL settings
User can edit Status Actions User can re-open closed sales
User can setup integrations lUzer can delete secure messages
User can delete multiple clients/sales
User can export client data
User can manage Client Portal Branding

Figure29: User Permission Client PortBranding

Launching Client Portal Branding
NI YRAY3A FdzyOlAz2yltAte Aa f1dzyOKSR FNBY G(GKS W/t A
Online tab. Clicking this will open a web page to allow changes to be made.

| Company Details | Commission | Sales Process | Disclosure/RWL | General | Reports/Fact Find | Online | Consert | T

Mew enguiry page [ Client Portal Branding ]

Figure30: Client Portal Branding Launch Button

NOTEIt is not possible to make the changes withihe Internet Explorer due to limitations of that
application. Please amend your default browser to Google Chrome, Mozilla Firefox or Microsoft
Edge before changing the Client Portal branding.

L¥ G4KS YSeé Aa aSiadzl a WS5KRBQiUtA D&M EZNMAERKROE 2 UE
CKSYS0UQ O2yFANY GKIFIG GKAA gAff 0SS GKS | LILISE NI yOS
LT GKS YSeé Aa &aSiddzd ra W wk5! bSig2N] Qx GKSy GKS

Yol SFR hTTAOSVOQ thédefault geRingQded by siirdbehés/finin& thad have &ot
setup their own branding.
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a
the key @ sample Menu [E sample Menu I sample Menu & sample Menu % Sample Menu / Sample Menu

™

Portal Themes Setup

(Site Theme)
Change Colours Change Logo files Edit Banner Files

. W h i 2 y 4 ixels.
Primary - Background Colour ‘e recommend these to be 162 by 60 pixels. We recommend these to be 2000 by 400 pixels.

_ Logo - Company
N | Select Colour

Choose file | No file chosen

- = X
T S e
Primary - Font Colour

— ‘, <

1| Select Colour
Logo - Login Screen

ChOOSe file | No file chosen

- — = X
the key — —

Load Default Theme

Figure31: Default Portal Branding Setup Screen (Directly Authorised Screen)

Colours can be changed by clicking on the coloured buttonthext W{ St SO0 / 2f 2 dZND® ¢ K
colour picker, allowing changes to be made. Select the colour (or enter the specific values as

appropriate).

Tl '\
Color

&lsiccolors

e A R

HMFEFNEEN

ENENEEENEN

ENEEEENEN

EEEEEEEN

EEEENT N

Custom caolors:

EEEEEEEN T e
EEEEEEER Sat: 240 Greenﬁ
| Define Custom Colors =3 | Colornghd I:um_ﬁﬁ Blge:ﬁ

[ ok ][ cancel | [ Add to Custom Colors

L A

Figure32: Colour Picker Dialogue Window

Changes made will be displayed on screen.
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Portal Themes Setup

(Head Office)
. 1 i h 400 pixel:
Primary - Background Colour We recommend these to be 162 by 60 pixels. We recommend these to be 2000 by 400 pixels.

Logo - Company

(| select Colour -
Choose file NO file chosen
lthe key
Primary - Font Colour
Logo Login Screen -

Choose file | No file chosen

ETa =
e

Figure33: Example Branded Client Portal (AR/DA Network Screen)

Logos and Banners Considerations
[ 2324 OFy 06S OKIFIy3aSR o0& aStSoOdiy3 mage K22aS TA
dimensions to maintain the best performance.

New banners can also be added, with up to 9 banner images supported. Please note the
recommended image dimensions to maintain the best performance.

Restoring Default Values
If required, default valuescamS NB A G2 NBR dzaAy3d GKS W[ 2FR 5STFI dz

Saving Changes
/I tA01 GKS W{I @SQ odzitizy G2 YI1S (G4KS OKIFy3aSa fADE

Branch/Firm Level Portal Branding

Accessing Firm Level Branding
Branch/Firm level branding is accessed from the relevant entry in thes Fidote, as shown in Setup
> Users > Firms.

{ St SOG GKS FLIINBLNARFGS SyaNBR:> FyR
WalAyQ (dFlood {SS o0St2g FT2N OFasSa oK
against a userecord.

w» O

b’) >
(@]
Cn —
w €
Z -
(p))
> <,
S Ne)
©

Ny
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Firm Detail

Main Detailz | Audits
Company Name Bromsgrove Office
| Branch Ref Bromsgrave

Network Reference

FCA Number

Last Audit None recorded

Contact Name Patrick Costner

Tel

Default Split of Gross Maortgage Commission ] % where introducer assigned ] %
Default Split of Gross Insurance Commission ] % where introducer assigned ] %
3 Advisar(s)
Use Sub Domains to identify theme. (The default will use the fim name)

Client Portal Branding I

Figure34: Firm Level Client Portal Branding Launch

When launching from this screen, the name of the branch will be displayed for confirmation. As an
SEFYLX S (GKS W. NPY&A3IANRODSQ FTANY KIFI& 6SSy &St SOGSF
highlighted below.

Figure35: Example @nt Portal Branding Screen (AR/DA Network > Firm)

When a client is associated with an advisor from this firm, this Client Portal screen will be presented.
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