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The SRBS Mortgage Hub

Version: October 2018

The easy way to submit a 
Mortgage Application.
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1. Online Registration 

In order to register online select the following hyperlink: https://intermediaries.srbs.co.uk

Then select ‘Register’

Select ‘New Registration’ or select ‘Advisor to 
existing Registration’ if you aware an individual 
has already registered to the Mortgage Hub with 
your firms FCA number.
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Complete the ‘Your Details’ section and 
then select ‘Next’ when complete. 

Please note your email address will be 
your username once registered.

Complete all relevant fields under 
‘Organisation Details’ and select ‘Next’. 

If the network you are part of is not 
listed then please advise us by emailing 
brokers@srbs.co.uk

You will be asked to confirm your marketing preferences, please leave the boxes blank if you do not wish to 
receive any. You will then be asked to confirm your details, if the information is correct then select ‘Create 
Account’. 

You will then be emailed confirmation that you are registered. Please click the link provided on the email and 
use your user name (email address you registered with) and password to sign in.
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2. Creating a Client 

Once logged in, the first page you will see is ‘Your Clients’. This will display a list of your current and 
previous clients. In order to create a client select ‘Create New Client’.

You will then be taken to the Customer Details screen. Enter all the relevant details and then select ‘Save 
Client Details’

When all the details have been entered 
a message will be displayed in the top 
right hand corner to confirm the client has 
been saved successfully.
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3. Notes 
Notes to support the application can also be added in the ‘Client Details’ section. In order to add a note 
enter the relevant text in the text box and select ‘Add Note’.

4. Creating an Application 
Once the customer record has been saved, you can then create the application. In order to do this you 
will need to select either ‘Single Application’ or ‘Joint Application’ in the Applications section. 

You will then need to select a submission route for the application. This will be either a Direct Application or 
the Mortgage Club/Network that you are affiliated with. Then select ‘Save’.
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To process the application click the ‘Application’ icon. 

If the application is joint then you can add the second applicant by selecting ‘Add’. You can then either select 
an existing client or create a new one.

Once all applicant details have been saved then click the ‘Application’ icon.

Please then select the appropriate application form to continue.
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5. Accessing a Partially Completed Application 
Any application that has been partially completed will be saved at the point it was left and can be accessed in 
order to complete the application. This will be shown as pending in the Application Process Status. 

In order to access a partially completed application simply select the relevant client by clicking on their name 
in the ‘Your Clients’ section.

Select the ‘Pending’ icon, this will display further details shown below. To continue inputting the application 
select ‘Details of Application’ which will take you back to the application page. 

If the client does not wish to proceed then you can select ‘Cancel Application’.
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6. Application Submission 
Complete each section of the application form using the ‘Next’ and ‘Previous’ buttons to navigate the 
pages.

When creating multiple applications you can alternate between the individuals by clicking their name 
located in the top right-hand corner of the screen.

Each section of the form will be highlighted 
either in Red, Yellow or Green on both the 
summary page and on the section pane at the 
top of the screen. 

If a section is highlighted Red then MANDATORY questions are incomplete (these sections are defined 
with a red outline. You can go to the relevant section via the summary page by selecting sections 
highlighted Red. 

Sections highlighted in Yellow are where not all questions have been answered but all MANDATORY 
questions have been completed and the application can be submitted. 

Sections highlighted in Green are where all questions have been answered and the application can be 
submitted. 
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If all mandatory questions have been completed you can then select 

‘Complete Application Form’.

The below message will now display. Please follow the link to see the supporting documents required. 
This page gives you the opportunity to upload any supporting documents (please make sure they are 
the correct file type such as jpeg, PNG, or PDF). Once you are happy with the document, insert a file 
description and document type from the dropdown box and then click ‘Upload’.

Note: If this is your first submission, you will be unable to use the ‘Submit Application’ icon until the Society 
has fully registered your firm. You will receive a separate email confirming you can submit applications from 
the Society when all the appropriate checks have been completed.

Please click anywhere on the shaded area of the screen to close the message.
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7. Printing the Application

In order to print a submitted application you will need to access the relevant client. Then click the plus 
icon next to the ‘Submitted’ icon in order expand the field. 

Select the ‘Completed’ icon to show the ‘Details of the Application’.

You can then either click ‘View’ the application on a web page ready to print or ‘Download’ as a PDF 
which can be saved for your records. 

Note: A signed declaration is needed before an Agreement in Principle can be issued. The Society also 
requires the original Direct Debit mandate.
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8. Case Updates
As the application is processed by the Society you will be updated on how the case is progressing via the 
SRBS Mortgage Hub.

Case updates are split into the below categories and show a green tick once completed by the Society.

When an update is added to the portal you will receive an email advising you to login in. 

In order to access the update select the relevant client by clicking on their name in the ‘Your Clients’ section.

Click the plus icon next to the ‘Case Update’ icon in order expand the field.

Click on one of the icons presented to locate what has been updated. Any stage with a green tick in the 
‘Completed’ section confirms this has been undertook by the Society.

Any stage showing ‘View’ in the Admin Document section means there is a communication from the Society 
waiting your attention. Click on ‘View’ to open the document.
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If you wish to upload any further documents to support the application, please use the ‘Client Documents’ 
section, which is further down the screen. Click ‘Save Client Details’ once all documents have been 
uploaded.

When a client’s Mortgage Offer is issued, you will again be notified the case has been updated. You will then 
be able to log into the SRBS Mortgage Hub and view the document through the Case Updates.

Note: These documents will only be available to view until the mortgage completes, after which time any 
documents will no longer be available on the hub.   
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9. Super User
If you have been allocated Super User function by the Society you will have the below additional functions.

Once you have logged in you will see the ‘Your Clients’ page, this is an overview of all cases in progress for 
your firm. 

Upload Documents-

If you wish to upload documents to 
an application, click on the clients 
name you wish to upload to.

Use the ‘Client Documents’ section 
to upload and click ‘Save Client 
Details’ when finished.

Click the ‘Clients’ tab on the side 
menu to return to the ‘Your Clients’ 
page.

Broker Maintenance-

Super Users can use this feature to activate new 
advisors in their firm to allow them to submit cases to 
the Society. This feature also allows you to decline or 
suspend advisors.

In the top right corner of the screen click the below 
icon to take you to the ‘Broker Maintenance’ page.

Use the drop down list under ‘Status’ to change the 
advisor’s permissions.

You can also use this feature to assign Super User 
status to other individuals with in your firm.
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10. Frequently Asked Questions

QQQ...   HHHooowww   dddooo   III   rereregggiiisssttteeerrr???
A. You can register to use The SRBS Mortgage Hub when you visit the site. This will allow you to register and

  create an application to ourselves. If you have not completed a full paper based registration form within
  the last 12 months, or your details have changed, we will require you to submit a new form to complete
  your registration with the Society before being able to submit an application, this can be obtained from
  the registration section of the Society’s website.

QQQ...   CCCaaannn   III   sssuuubbbmmmiiittt   aaannn   aaappppppllliiicccaaatttiiiooonnn   fffooorrrmmm   wwwhhheeererere   III   dddooonnn’t’t’t   hhhaaavvveee   aaallllll   ttthhheee   sssuuuppppppooorrrtttiiinnnggg   dddooocccuuummmeeennntttsss???
A. Yes, documents can be uploaded during or after submitting the application to the Society. 

QQQ...   WWWhhhaaattt   ssshhhooouuulllddd   III   dddooo   iiifff   III   aaammm   hhhaaavvviiinnnggg   tttrororouuubbbllleee   cccooommmpppllleeetttiiinnnggg   ooorrr   sssuuubbbmmmiiittttttiiinnnggg   ttthhheee   aaappppppllliiicccaaatttiiiooonnn???
A. Please contact our Mortgage Team on 01785 231 444.

QQQ...   WWWhhhaaattt   ssshhhooouuulllddd   III   dddooo   iiifff   III’’’vvveee   fffooorgrgrgoootttttteeennn   mmmyyy   pppaaasssssswwwooordrdrd???
A. Simply click on ‘forgot password’ on the login screen and you will receive an email with a link to reset your

  password.

QQQ...   WWWhhhaaattt   iiifff   III   aaammm   pppaaarrrttt   wwwaaayyy   ttthhhrororouuuggghhh   kkkeeeyyyiiinnnggg   ttthhheee   aaappppppllliiicccaaatttiiiooonnn   aaannnddd   III   hhhaaavvveee   tttooo   llloooggg   ooouuuttt,,,   wwwiiillllll   aaallllll   mmmyyy   wwwooorrrkkk   bbbeee   lllooosssttt???
A. No, once your client is set up and you are keying an application you can log out and all of your work will

  be saved.

QQQ...   WWWhhhaaattt   iiifff   III   hhhaaavvveee   aaannn   aaappppppllliiicccaaatttiiiooonnn   wwwiiittthhh   mmmooorerere   ttthhhaaannn   222   aaappppppllliiicccaaannntttsss   tttooo   sssuuubbbmmmiiittt???
A. You are able to submit applications for up to 4 applicants.

QQQ...   WWWhhhooo   iiisss   mmmyyy   BBBDDDMMM???
A. Please contact either Nisha Sahonta (07956866563, Nisha.Sahonta@srbs.co.uk) or our National Account 

Manager, Emma Parker (07506906525, Emma.Parker@srbs.co.uk).

QQQ...   HHHooowww   dddooo   III   eeennnttteeerrr   aaa   fffooorerereiiigggnnn   aaaddddddrereressssss   wwwhhheeennn   cccrerereaaatttiiinnnggg   aaa   cccllliiieeennnttt???
A. Please enter the clients country of residence in the ‘Postcode’ field, this will allow you to complete the rest

  of the address manually.

Q. Why have I not received your email?
A. Please check your Junk Mail to see if it has been place in there. If the email still has not arrived please con-

  tact the Mortgage Team on 01785 231 444.
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10. Frequently Asked Questions - cont’d.

Q. How to I amend or to add further information to an application once it has been submitted?
A. Please contact the Mortgage Help Desk on 01785 231 444. We will then re-activate the

  form so changes can be made.

Q. How do I get a KFI?
A. The Society currently does not provide KFIs for Intermediaries. The Society normally sources on Mortgage

  Brain, Trigold and 27Tech.

Q. How do I change my Firms/Network/Mortgage Club details?
A. Please contact the Mortgage Help Desk on 01785 231 444. We will then look to update your details for 

you.

Q. Where is the Society’s Affordability Calculator?
A. Please click the link below for access:

  www.srbs.co.uk/intermediaries/mortgage-calculator

Q. What if I want to set up a Super User or an Admin User to my organisation?
A. Please contact the Mortgage Help Desk on 01785 231 444, option 1 or brokers@srbs.co.uk.  Once you 

have been set up with Super User access, then additional Super Users or Admin Users can beadded.

https://srbs.co.uk/intermediaries/mortgage-calculator/
http://www.srbs.co.uk
mailto:brokers@srbs.co.uk
https://srbs.co.uk/intermediaries/mortgage-calculator/
mailto:brokers@srbs.co.uk

