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Welcome

Thank you for choosing to use VMO - a quick and easy way for you to do business
with us. You can use it to:

+ Create Mortgage lllustrations and submit DIPs and Full Applications.
+ Trackyour cases through our VMO Case Management screens — no need to call us.

+ Archive a completed case and store current cases to help you meet your
compliance needs.

VMO gives you the flexibility you need to provide the best possible service to your
customers.

Whether you're using VMO for the first time, or looking for a refresher, this guide
gives you a quick overview, plus step-by-step instructions on the main features and
functionality.

You don’t have to read it all

We recommend reading the first couple of sections, including our quick start guide and
our section on navigating your way around. These will get you up and running.

Afterthat, just use this guide as a reference if you get stuck using specific features. The
FAQs at the back are based on real questions our support team are regularly asked by
VMO users. Chances are you'll find the answer you need here.

We hope you find the guide useful.

The team at Virgin Money



VMO at a glance

Screens

Main menu Case management

Access to dropdown menu. Move a case to the next stage.
Create a Mortgage lllustration or DIP. Print forms.

Access to other VMO functions. Request a DIP.

Submit applications and review results.

Steps
Mortgage Full
lllustration DIP Application
(optional)
Tips
Create a Mortgage You can use You can use

llustration for your
customer.

Inahurry? Use an
existing Mortgage
lllustration or DIP to
create another for
your customer if you
need to — instead of
starting from scratch.

Mortgage lllustration
data to pre-populate
a DIP rather than
re-input it.

You will need an
accepted DIP to be
able to progress to a
Full Application.

the successful DIP
to pre-populate the
Full Application.

Complete the
remaining data
and submit.




Your quick start guide

Registering

You can register to use VMO 24 hours after you
receive your panel registration confirmation
email. To register, please call your dedicated
Service Team. We will walk you through the
registration and login screens and give you
your registration ID (see page 8).

Navigating
There are two key screens in VMO:

+ Main Menu screen - this is where you start
amortgage application for new cases by
creating a Mortgage lllustration or DIP (see
page 15).

- Case Management screen - this is where
your existing cases are saved. You can
review and track them (see page 18), or
create a Mortgage lllustration, DIP or a Full
Application using existing data.

Making a mortgage application

1. Creating a Mortgage lllustration

Although you don't have to create a Mortgage
lllustration to submit a case through VMO, if
you'd like to create one, you can do this from
the Main Menu screen or pre-populate it with
the data from an existing case via the Case
Management screen.

Once you've created the Mortgage lllustration,
it will be saved and you can access it for

review at any time via the Case Management
screen. From here you can print the Mortgage
llustration or save it as a PDF (see page 20).
You can also use the data stored within the
Mortgage lllustration to create an additional
Mortgage lllustration orto get a DIP.

2. Getting a DIP

You can create a DIP from the Main Menu
screen oryou can pre-populate it with the
data from an existing Mortgage lllustration or
DIP via the Case Management screen.

Once the DIP screens are complete, you can
go ahead and submit. You'll see the decision
usually within a few minutes, and at the most
within 15 minutes. The DIP will be saved and you
can access it for reviewing and monitoring via
the Case Management screen.* From here
you can print the Mortgage lllustration or save
itas a PDF (see page 20). You can also use the
data stored within the Mortgage lllustration to
create an additional Mortgage lllustration or to
geta DIP (see page 2D.



3. Submitting a Full Application
A Full Application can only be created by

pre-populating it with the data from an existing
DIP. The DIP needs to have an ‘Accept’
decision before you can create

a Full Application.

Once the Full Application screens are
complete, you can go ahead and submit. The
Full Application will be saved and you can
access it for reviewing and monitoring via the
Case Management screen (see page 12).

4. Application review

The application will be transferred to your
dedicated Service Team for review.t We'll

aim to contact you within 24 hours of receipt
to update you on the progress of your case.
Any further information requests or follow-
ups will be communicated to you via the Case
Management screen or by email.

5. Offerissued

The Offer will be produced and sent to you and
your customer. You can also print a copy of the
Offer from the Case Management screen.

**If you have not moved a case on to Full Application within the 90-day
period, a new Decision in Principle will be required.

T Your dedicated Service Team is here to help with any queries about
mortgage cases you have submitted.



Navigating
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Main Menu

The buttons on the right of the Main Menu
screen let you access different parts of the
VMO system. To return to the Main Menu

screen at any time, simply click ‘File’ and then

‘Close’ on the screen you're on. You'll be given

the option to save your progress (make sure

you save anything you want to return to) and

then taken back to the Main Menu screen.

Navigating from the Main Menu screen:

Case Management — Here you can
monitor the progress of your DIPs and
Full Applications, as well as print Decision
Certificates, Offers and copies of
applications for your compliance needs
(see page 12).

Register — This lets you set up Administrators
and their access levels (see page 1.

Document Upload — This lets you send
all relevant documentation related to the
application securely.

llustration — This takes you to the Residential
lllustration screens (see page 19).

Residential dip — This takes you to the
Residential DIP screens (see page 27).

Product Transfer — This will take you through
the Product Transfer process.

Documents — Here you can access paper
forms including:

— Residential Declaration

Product Information — This takes you to our
latest product update PDF, also available on
our intermediary website.

Help — This takes you to our Frequently
Asked Questions.

Navigation Menu

The Navigation Menu is available at the top of
all VMO screens. From here you can access a
number of the Main Menu options and switch
between any open lllustration, DIP and Full
Application screens. You can also use it to get
pack to the Main Menu and Case Management
screens.

The following options are available under
each heading:

- File — Save, Close, Save and Close, Exit VMO

- Actions - Log In, Log Out, Register, Account

Enquiry, Change Details, User Rights, Go to
(Main Menu, Case Management, Product
Information)

« Forms - lllustration, Residential DIP

« Window - This lets you go directly to an

open case

« Help - View our Frequently Asked Questions

& Virgn Meney Onlme Martgage Apphestion - {Case Management]
& File Actioms Forms Window Help




Registering to use VMO

& Vegin Money Online Mortgege Application - [Regnter) =
& Fee Acbons Forms Window Melp

Type of user to Register? O Swervser O Imermediary (@) Administrator
By registering 10 use the Virgin Money Online system you agree 1o follow Virgin Money Good

opplications within is for the sole purpose of applying for Virgin Money financial products.
Full Terms and Conditions governing the use of this system can be found within Documents.

Is thes user alieady topaiered? @ Yes ONo
Title v A User name
First Narme I ‘A

Surnome L, A

Dt of Bt EENER R | Oa

Emal Address [ ]

This emanl addsess wil recerve daly updstes on cases

that have been submitied by the Adeinestrator.

SHOAD Twd At R0 190 1ecerve emanl Lpastes I Co9es
scberatiod by
OYms ONe A
Accens 1 the ldllowing funconalty by an admetestratcr may be restnicted 10 only Bese sechons )
[ OIP funcacnality ] Merpage Blustration
(] Full &gp tuncaonality  [7] Cane Tencking ] Buy % Lat ncSonality

X Orhre —

Practics and Security Guidslines. You also confirm that the use of the system and all [71Agee

registration and logir @money

vS110

See how to register an administrator on the next page



For an Intermediary

You can register to use VMO 24 hours after you receive your panel registration confirmation

email. To register, please call your dedicated Service Team. We will walk you through the

registration and login screens and give you your registration ID.

1. Type of userto register

Please select “Supervisor’ so you get full
access to the VMO system.

2. Registration agreement

We'll ask you to read and agree to the terms of
registration.

3. Personal details

Please complete this section using the
same details you used for yourinitial panel
registration.

4. Email updates

You can choose whether you want email
updates about just your own cases, or for
those submitted by your ‘Administrators’ as
well. (We'll cover “Administrators’ in the next
section.)

5. Registration ID

One of our VMO Support Team will provide this
to you as we guide you through the process.

Once this screen is complete, the VMO
Support Team will ask you to click ‘Register’.
You will then be given your own USER ID and
ONE TIME PASSWORD.

Our VMO Support Team will stay on the line to
talk you through logging in for the first time, and
make sure you’re ready for business.



Registering to use VMO

@ Vegin Money Online Montgege Appication - [Regnter] -

& Fee Acbons Forms Window Melp - & xn
registration and logir -~ : money
a Type of usar 1o Registac? O Swervisr O Imermediory (@) Administrator
By registering 10 usa the Virgin Money Online system you agree to follow Virgin Money Good
Practics and Security Guidelines. You also confirm that the use of the system and all D1 Agse e
opplications within is for the sole purpose of applying for Virgin Money financial products.

Full Terms and Conditions governing the use of this systemn can be found within Documents.

elahm«dvo@s’tmw @ Yes OMo
o Title v A  VUsername ' |a
Firat Neme [ A
Sutna~e [ A
Date of Burth LI I Da
Email Address [ .|

lm.—lo“ul\;‘mﬂv“nm
that have been submitied by the Adeinestrator.

SHOAD Twd ASTIa® RI0r S50 1eTerve oMl pdates i C9es
sberatiod by yoursell?
OYms OnNe A
Accens 1 the lollowing funcboralty by an admetestrattr may be restncied 10 only Bese sechins )

[ OIF funcacnality ] Mertgage Blustration
] Full &pp funcacnality [[] Cane Tencking ] Buy % Lat ncSonality

¥ Ovlire Ca— v3110)
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For an Administrator

Once you're registered as a “Supervisor’, you can also register an account for another user
(we referto these as ‘Administrators’). These users can carry out specific tasks on cases on

your behalf.

To register an “Administrator’, simply log into the VMO system using your own login details,
click the ‘Register’ button from the Main Menu screen and complete the following screen.

We can talk you through setting up this additional user while you’re on the phone with us.

1. Type of userto register

Please select ‘Administrator’.

2. Registration agreement

Please also read and agree to the terms of
registration.

3. Already registered

Please answer ‘NO’ to this question.

4. Administrator’s details

Please make sure you complete this section in
full.

5. Email update

You'll also be asked whether you want the
‘Administrator’ to receive email updates for
the cases you submit as well. If you do, please

make sure you've entered their email address.

i

6. Administrator functionality

This section asks you what functionality you
want your ‘Administrator’ to have access to.

— DIP Functionality — allows them to submit
a Residential DIP.

— lllustration - allows them to produce
a Residential lllustration.

- Full App Functionality — allows them
to progress a DIP to a Full Application
(Residentiab.

— Case Tracking — allows them to track
a case from start to finish.

Once this screenis complete, click ‘Register.
You will then be given the USER ID and ONE
TIME PASSWORD for the ‘Administrator’.
Please make a note of these, shut down VMO
and ask the “Administrator’ to log backin
using these details. They can then set their own
password and security questions.



Case management

On this screen you can track the progress of your DIPs and Full Applications, as well as
print Decision Certificates and copies of any lllustrations, Offers and applications for your

compliance needs.

1.Search for cases

Search for cases using one or more of

the following: Case reference number,
Applicant surname or Applicant postcode.
The Intermediary’ and ‘Club or Network’

flelds don't need to be selected. Once you've
entered this information, click 'Search’ (17). The
more information you enter the more specific
the search results will be.

2.Date

Search for cases using the date they were
created or submitted. Once the date is
entered, click ‘Search’ (17).

3. Details

This button will give you the details of a
submitted Residential DIP. It's only available
for submitted DIPs which are showing as
‘Complete’ (10).

4. Edit

This lets you edit any cases not yet submitted,
which are showing as ‘Partially Complete;,
‘Ready to Submit’ or ‘Ready to Generate’ (10).

12

5.Pre-populate

From here you can pre-populate (transfer)
data from the selected case and use it for a
new one, saving you time and effort re-keying.
You can copy data in the following ways:
lllustration > lllustration

lllustration > DIP

DIP > lllustration

DIP>DIP

DIP > Full App (a Full App can only be created
by populating from a complete and
accepted DIP)

6. lllustration /Offer

From here you can access a copy of the
llustration or Offer.

7.Print

From here you have two options:

« Option1- App summary (this gives you a
summary of the case).

« Option 2 — Form (this gives you the
entire form for an lllustration, DIP or Full
Application).

Simply select one and continue.

8. Archive

Once a case is complete and you no longer
need to see it in the Case Management
screen, you can Archive it for future reference.
Simply highlight the case and click ‘Archive’
This willmove it from your Current Cases to
your Archived Cases. Archived Cases can be
viewed by clicking the ‘Archived Cases’ tab just
below the ‘Details’ button (3).



Case management

& Virgin Money Online Mortgage Application - [Case Management] - x
@ File Adions Forms Window Help - A x
Seach for Casen
’ Date
s | Do e 0O
Sranii . Ome IO
soviicert Sumere | ] Form  [pAm) v [ ]
s e — e o S Crme

B D D Peocedes [ Buvaion O | [§3 M| (3 drchve) B 1T

Comwrt Casas  Achived Cases

Results 7hound
Reteronce No. Club®et.  Namae ¥ oem State Status Updated Transachon “Ratus
» 736554-001 | Testers P _| Smuth Jane Hlusraoon Comgplete 27002024 112211 |Complete
Testers P... (i Parbally Comrplete [27032024 11 1839 |Not Scberwized
@ Tostars P Mm Parsally Compleos |27 07004 11 17 42 | Not Subereand
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Case management

DIPs and Full Apps for the same case ALWAYS have the same reference number.

9.View BTL

This button shows you details of a submitted
BTL DIP. This button will only be available for a
BTL DIP which has been submitted and has a
Transaction Status of ‘Complete’ C10).

10. Current Cases

This will show all your active and completed
cases.

A. Reference No - Specific reference
number for a Complete lllustration, DIP

and Full App.

Club/Net - This is the Club or Network the
business is being submitted through.

Name — Customer’s name.

. Form - Type of record created (for
example lllustration, DIP or Full Application).

Status - This shows whetherthe DIP/
Full App is ‘Partially Complete’ or ‘Ready
to Submit’. It also shows whether the
lllustration is ‘Partially Complete’ or ‘Ready
to Generate’.

Status Updated — This shows the last time
you saved any amendments.

Transaction Status — This shows whether
the lllustration, DIP or Full App is ‘Not
Submitted’ or ‘Complete’ (submitted).

1. Submit / Generate

Submits any cases with a status of ‘Ready to
Submit’ or lllustrations with a status of ‘Ready to
Generate.

14

12. Delete

Deletes any item from your Current or
Archived Cases. Once deleted, these items
can’t be retrieved.

13. Case Track

Once a case has been submitted, highlight the
case and select this option to track any updates
onit.

14. Main Menu

This will take you back to the Main Menu screen.

15. The status of VMO

The bottom edge of VMO will show the
following (from left to right):

A. Ifyou are connected to the internet it will
show as ‘Online’. If you are not connected to
the internet it will show as ‘Disconnected.

User ID.

w

Version number of the VMO system you
are using.

16. Navigation Menu

From here you can access a limited number of
the Main Menu options.

17.Search Form Type

Select the relevant ‘Form Type’ (llustration, DIP
or Full App) and ‘Status’ to view cases matching
this criteria on the Case Management screen.
Case management

To SUBMIT a case you must be connected to
the internet.



Creating an lllustration

You can create a completely new lllustration or pre-populate it with data from another

Illustration or DIP.

Creating a new lllustration

Start by clicking the Residential lllustration option on the Main Menu screen.

This takes you to the lllustration Screen. Here you can choose to link the lllustration to an
existing DIP or lllustration, or you can start a new lllustration. (Linking cases will also transfer

any data from the linked case.)

Once you have completed all of the required sections of the screen, click ‘Next step’.

& fie Actions forms Window Melp

& Virgin Money Online Mertgage Apphcation - [Vagin Money Online lustraben Form)

- X

mortgage illustration

Movwen I ot g

{Busyrawon |

e s @money

ILLUSTRATION DLTALS
Open Bustration
(O Base tus Nustrabon on easteg DF form

Sase Tus Mustrabon on ens
Olhn!uﬁmhm .

(@) Start new Hlustrabon foem

15
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On all the screens in VMO, the tabs will turn from pink to grey as you complete them, as
shown below. Any incomplete talbs will stay pink and the tab being completed will be white.

Grey White Pink
Completed Inprogress to be completed
& irgn Meney Onhife Mortgage Appheation - [ign Meney Online ustration Form| - X

@ e Actions T Window Melp

mortgage illustration ~ T @money

\J

borrowng B

BORROWING DETALS
Fleaso provde Bhe following detads 1o help choose 8 sutable morgage sroduct

\Which country is the propenty to 1
e purchased re-mortgaged in? L VJA
Putchase price of estmated [ v‘
ue |
[ Warning Plesse enter the amourt (with ne decimal places) |
mmwm OYes ONe A
Veboaton Type | ~ A
Oelire — vi11

You will also see red ‘warning’ triangles as you go through the screens. These triangles
highlight mandatory fields and missing or incorrect information.

Simply move your mouse over the red triangle to see the information needed to complete
that field.

16




Creating an lllustration

Once all the tabs are complete you can save the information to your Case Management
screen. Remember you can also save your progress using the Navigation Menu.

& Virgin Money Martgage Appheation - [Virgin Money Online Buttration Form]

Natute of Sdhvace (Advesed v
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To generate the lllustration, simply highlight the case, so the black arrow is visible to the left
hand side.
Then click ‘Submit/Generate’. (Remember; only fully complete lllustration can be submitted.)

& Vrgin Money Online Mongege Application - [Case Management] - b
@ e Actons Forms Window Melp - & x
Seavch for Casne
Reference No | hos y . g .
[ Creaed From | |1 | r | | B8
Irtmemeadiney v . . ’ l y | y | l C)
Chib ce Natwork - O co LT L
— | fem [ o ==
Acghcart Postcoce | | | ] Satus ey v Reset
B o D Bt ) Prepepdme B T 3 P &) Achive B ©
Curert Casens  Mredyved Cases
s 1found
Reforemce No.  ClubMNet. Nome Form Stotws Updated Transocton Sokn
» | |Tastere P | Tosser Tast | ihatrasicn |MT¢M|W1}2157 [Nt Scberittad |

¥ Oeline -

Creating an lllustration from an existing case

An lllustration can be pre-populated with data from an existing DIP or lllustration
by highlighting the relevant case in the Case Management screen and clicking
‘Pre-populate’. This will transfer the data from the existing case into the new lllustration.

18



Viewing and printing an lllustration

Step 1

Go to the Case Management screen in VMO. Highlight the lllustration and click
‘Submit/Generate’ (if this has already been done, move to step 2).

& Virgin Money Onfine Mortgage Application - [Case Management] - x
& e Actons Forms  Window Hep - OIN
SOIUIOUC..:; [ Date
Intermechary <] () Created From [ ] 7 |;] L1 B
Clud or Neswork = Osmmes  To [ ]/ | 18
Fevhcont Sumame | ] Fom A E
Fcolcort Postcode | | [ ‘ Swes v Reset

S @ B Prescodats MiMuerson /08a £ Pt £3 Achve T 0 0
Cumert Camee  Achived Casee

W Onlive v ¥3110

Click "Yes’ when you see the following screen.

Submit

Q Are you sure you want to genarate this lllustration?

GECES TS
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Step 2

The lllustration will show as ‘Complete’ (1) in the transaction status and you can now view/
print it by clicking the ‘lllustration/Offer’ button (2).

You will see the lllustration in a PDF format, which you can print or save. The lllustration will
be saved in the Case Management screen until you delete or archive it. To access it again,
simply click the ‘lllustration/Offer’ button.

Example lllustration:

Reference: 0000000000-001

Tha document was produced for e T Tosl and M T Test on 3 Apcil 20268

Thes document was produced on the basks of the information that you have provided e far and on the curment
financial market conditions

The informaticn below remains valid until 3 April 2028,
After thal gate, B may change in line with marke! condiions,

This document does not conshtube an obilgation for Viegin Money to gran you & loan,

1. Lender

Makicrmwide Bullcing Snuawi_nlu as Virgin Money)
Telaphono numbed: 0345 604 DES0

Jubiles House, Gosforth, Newcastie upon Tyne, ME3 4PL
WALV ITENITIErY COHT

2. Credit intermediany

Tosins PLG
0191 270 279
Julriless Housa
Gasforth

20



Submitting a DIP

You can create a completely new DIP or it can be pre-populated with data from an existing
lllustration or another existing DIP.

To create a brand new DIP, click the relevant DIP option from the Main Menu screen.

You can choose to link the DIP to an existing lllustration by entering the lllustration
reference (1.

Note

Selecting the 'DIP' option from the 'Forms' on the Case Management or selecting the DIP
from the Main Menu displays this message first

Important information - Decision in pnnciple

® L e n peops o "D b ooefeesibor of oo ellegress i soose 8
gD RO YT ey commearr hased oo e e esoeewpson
FOERET L SRR BOAOE I ROT T ERROI SRR T T B S
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& Virgin Maney Online Mortgage Application - [Virgin Money Online D% form)] - x
@ File Acioms Forms  Window  Help

decision in principle @ money

e - ' ol
. MOASAGe

Impottastinformoton  Decrsson in prewgde
¥ have » Virgin Mocey Blustration
Plasce nebact Intecmadocy vl mv?»uh::mmw-mumm
Which chvb or nebwark 308 you veing?. | <A l L]
Han arry apphcant for thes koan ever.
er'omrmwmmhoh*(mwﬂhmdwm. Oves ONo A
Is Ui & jowt appheation? Please seloct type of loan
Oves One A O Newilosen O Remorgage A
¥ Oriios ppomecn va11
"
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When you get to the ‘summary’ tab, please check all previous tabs are grey (this shows all
required information has been input).

If any of the previous tabs are still pink, simply click on the relevant tab to go back to that
section of the form and complete or amend the missing/incorrect information.

Incomplete:

& Virgin Money Online Mortgage Application « [Virgin Money Online DIP Form) - x
@ File Actons Formn  Window Help - 2

decision in principle oo money

| suTTary I
This 1s a Summary of your Roguwements

wa'nmamnmvwmuedmm“MMmeuMnmanm im
theradore important that you carmfully chack Tese details ste corract and complete Flaase amend any incorect detads before subetieng

S ———
- x

Complete:

& Virgin Money Online Mergage Application - [Viegin Money Online DIP Feem]
€ File Actions Forms Window Melp

decision in principle s one e o @ money

e e |
=1

This is a Summary of your Hegurements

Virgen Meney 19 commemied 1o ofiening you 00 excelient service snd Bese detaits ote crilicl 10 e groviding an accurete Decisecn in Princgle. It
Sacnforn important that you cacefully chack thess datals ace Correct and complets Pleste amend sy smcorrect detuils bedore submating
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Submitting a DIP

Once all the tabs are complete (grey) and you're happy to proceed,
click “Confirm and save’.

& Virgin Money Online Mantgage Applcation - [Virgia Maney Oaline DIP Form] - x
& File Acticrs Forms  Windew Help - = x

decision in principle @ money

This i3 a Summary of your Regueements
Virgen Meney is comrmtied 1o offening you an excellent service and these details are cniical 10 us providing an accurste Decisecn in Prmcigle. tis
Perefore imporiant hat you corehidly check Bese detads ore corredt bod comgiete. Flesse smend any indorrect dotails before submeling
Club/Network: Tastecs PLC
Product/l can Detals:

Purchase Price £ 100.000.00
Secured Lo £ 78.00000

Loon Termy: 25 yoors

Applicaton Detals:
Mr Toat Tostar

1 Test Rood

TESY TOWN

NE3 am,

Virgin Memey Online Information b s

DIP Foem successtilly syved
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Once the DIP is saved it will instantly show on your

Case Management screen, with the status ‘Ready

to Submit’ if complete and ‘Partially Complete’ if
information is missing.To submit the DIP, simply highlight
the case, so that the black arrow is visible to the left-hand
side and click ‘Submit/Generate’.

You'll usually get a response in just a few minutes and at most
we'll get a decision to you within 15 minutes of sulbmitting.
Once a decision has been made it will be displayed in the
Case Management screen using a traffic light system.

& Virgin Money Online Mengage Applcation - [Case Management) - =
e File Actiont Forme Wiadow Help - @ M
Seacch for Casen
Rafacance No | o ; '
. [ Creates Feom |7 [ |1 | | O
Intacrnadiary - — e, [
Sbere T J | /
Chub or Network » [_] - e e L_ [—J D
Apghicant Surmame | Form Ay} ~ Search
Loghcant Posteode | | | Sas (Al = s
B bewits O et §) Pemodae B - LR P B Acve 0
Cuvert Cases  Aechwved Coven

Besuls: 2tound
Refornocs No. ClebiNet Name

O |anax: Testers P |Test-app Tost
Testers P_|Testogp Test

¥ Ordee =) v9110

If for any reason the system can’t connect to our server and submit the case, an error
message will appear with the contact number for you to call so we can resolve the issue and
get the case progressed for you.
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Submitting a DIP

Examples shown below:

ACCEPTED

You'll see a green box to the left of the case reference

& Vegin Money Online Montgage Appheation - [Case Management] - >
@ File Actioms Forms Window Help - & X
Search for Cases Date
Reference No I ] (7] Croated From [—] F [—] P m ()
Irtetmediacy | vi (] Stned Y l ] : [ ]’ [ ] 0
Chib o Netavork { v
Apchcant Sumame | ] Fom  [Aey) -l Sesrch
Sochicent Posicode | | | Saas (Pl ¥ [_Reee

B OCewts [ (0 D) Pepopse M T @ P @ Ao B 0T
Cumert Cases  Archuved Canes

Resutts 2 found
@ Reforence No.  ClubNet  Name ¥ orm Stane Status U Transachon Ratus
i . e V2024 11 5826 |Ceme
OO0 732505001 | Tenters P | Srvth Jo avoson  [Complgte  [RAUSOMS 05310 [Lomplete 00 |

DECLINED

You'll see a red box to the left of the case reference.

B O (V5T ) Presotae] BITHTIOE G Pt G e DEET]

Cumert Cases  Adwved Cases
Rosks: 2found

REFERRED RESIDENTIAL DIP

Apchicant Serame | ] Form m | | m |
Asclicant Pearcoda | ] | ) sues [Pyl v | |

Cumert Cases  jrctwved Cases

Fanke: 2found
Q Reforence No.  ClubMet. Nome Form S1aem Status Updated Transackon Stn

26



Viewing the details of your DIP once submitted

Residential - ACCEPT
Highlight the case and click ‘Details’.

Av.i LTeEnT rlﬁﬁl_jl '_JI [ J

. Osamess 7o [ ]/ [ J/[] O
| Fem  peml o
] | | Suts  |poy) vl | Reset

(52 1 P DTRIEIIET @ e 9 e BIED

You'll see the following message, allowing you to view your Decision Certificate.
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This is another example of a Residential DIP certificate with required documents

& Birp=d

T r barmens n [ e v P =l s e sl

{1

R B TR o

B e L L T e e W B S P

ek wm s o e amran.

l—u-l—unp—-u-u-l--n—hm_-.hu_h b=y
i

T v B b byt

1l-ur" e L s

nm-lﬂ-#
gl

b o el -t e e

i g R DM LRI W

e Loedeoea. shoh sviaes

Tera
1 Pesiery L Sk e 1 Ry il sien v or e gy

T gy o b gy walin

Sy b sdoms Hellermren bard (157000

e b fo e
Pt Pl i

e Y P! e T I i [
Tewtm o ok e Y (T

MSNEY

iy
=TI a, L PR BT I T PR T QAT TR R
EAH TR T TR A PR LB WG P
i L1 > B
L fem ey marwi
T by
- r
I
* R - "
w;mm"mﬁ
T B J it L]
+ B nied ranpe—————
Tman w-w— b T8 emE——
g o
e ams ma aEa
mn by . ]
bm g i
Rl n ey
whe | g e e A - i R R
HI W B P L D o D i B
A e A T T N 1R BRRT T e e =i | DT e
e
a i il s i P
s
G-l o gl vy bl Lol e i
A

28




Making changesto a DIP

Not submitted
Highlight the case in the Case Management screen and click ‘Edit’.

This will open the DIP screens ready for you to make changes.

Submitted

The DIP can be amended up to three times without impacting your customer’s crediit file.
Please call your dedicated Service Team and tell us the change you need to make.

If you want to make a change to the name, address or date of birth, you will need to submit a
new DIP.

To see any amendments to the decision amount, once you've spoken to our VMO Support
Team, please highlight the DIP and click ‘Case Track’.

When you see the following message, click Yes’ and you'll see a response on the Case
Management screen, usually within a few minutes and at most we'll get back to you within
15 minutes.

Case Track by Apphcation ID x

o e you sure you want 1o subml & case Yock request for tha case”?

To view the response, highlight the case and click ‘Details’ (as you did for the initial
decision). The response will be shown as an initial decision (see page 25).
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Full Application

Creating a Full Application
Highlight the relevant DIP from your Case Management screen and click ‘Pre-populate’.
(Remember, Full Applications can only be pre-populated from an accepted DIP.)

Pre-populate from an lllustration or from a DIP

Search for Cases
Reference No

Ciub or Network

- e mhact the relere ard o00CH

Orlre i) v51.10

Pre-populate from an lllustration displays this message

& Pre populate new form >

Flease chocse ntat b gre-popuate hom
cane DO0QR27345710-007 (v asen).

O Hustretion
Q) o
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& Virgn Money Onfine Mortgage Apphcation « [Cace Management] - x

@ File Actons Forms Window Help - 2 x
Sanrch for Cases
Rafecocce No [ ] D‘E]Qw Fm'_],u,g 1 O
RO e S A =
Club or Neswork ~|
Accticant Surare | | Fom  Peyd v oo ]
zepucant Pearcose | ] [ 1 San o) vl [ Peset

ockoats Procn Inanm &cx oo S srievird oyler

’o'."‘ - w3110

You'll see the following screen. To go to Full Application, please make sure you view your
Decision Certificate, if you haven't already. Once this is viewed, the Full App button will
become available.

are stie ¥ procoed 10 o Full Apghicaton

Tre Decision Cartdcote must be viewed before you

& Pre populste new foem b & Pre-populate new form x
Mease choose what 10 pre-populate from Ploase choose what 1o pre-populate fom
c&.!:?u”ltﬂ'). - cane 24734500 (DIF

Oow Qor
O Busranon © Nlustration
O Fut oo ® Full Ao

The Decmion Cersficate must be viewed belfore you
are adle 10 proceed %0 8 Full Agphcaton
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Go through the screens in the same way as for the lllustration / DIP, making sure you

complete all sections, ensuring all tabs are grey (complete).

>

# Ve v

& e Actions forms Window  Melp AL
full application money
Apphicetion Ny | 27531523

irtermediay .‘z‘:“‘" ';:: 1“" 7&? } 'g;:{ bty feen Srodi debet  corkrmaton ; ‘

GENERAL INFORMATION

Please select ndwmachary

Zeprcascn Pelorerco Wurder 27091583 i‘ Tester " |
It you harve 3 \\rpin Noney Blastrason

You wish 10 wae with hid Yo o0 51945 Which Club or Network are you osing for Bus applicaton?
“ azghe: ’ y

irart the ref ruTSer have ' ' [Testers FLC vl
Is ¥9a a jort spphcaton? Plesse select type of loan Plasse corfern how you verfied the Apphcart i) dertty ?
Yes " No * New Loan Henorizage ® FaceoFace Non Face 10 Face

I #5a & Shared Ownenhe sppicaton?

Tes = Mo

B Ovirn O TTEY v0110

Important, please check the loan amount requested matches the Decision Certificate.
If it doesn’t, please contact our support team to discuss.
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Full Application

The final confirmation page of the Full Application will ask you to enter your most up-to-date
phone number and save a Required Documents checklist.

The Required Documents checklist will confirm what documents we need from you to
support the application. You can submit all supporting documents to us in one of four ways:

+ You will be prompted within VMO to upload your documents once you have submitted
your application.

+ You can upload supporting documents to VMO at any time once your application has
been submitted.

+ Use the Secure Document Transfer link which we will email to you following completion
of an application. Secure Document Transfer links are unique and case specific and
should only be used to upload supporting documents for the case referenced in the
email you receive.

Once all the tabs are complete and you’re happy to proceed, please click
‘Confirm and save’.

@ Virgin Money Online Morgage Application - [Viegin Money Online Full Apphication] - x
@ e Actoms lorms Window Help

full appa!:sgnon ot shod varra e o Akt o celovard e @ money
Applicotion Number | 24734538

I--- = I ---

We will send you and your regestered aaminesiraions reguiar case wackng vpaaies %0 Jet you know how your apphcation 18 progrossng. it
tareloce information

POt we hanve your correct
Usar 1D o ] Send us yOur JOCUMents Leirg the buon
Admiriavance(s) mal
User (D (1) [ctestimn | tester@vrgrmoney com ]
User 1D (2 [t | [rester@rpremoney com }
User D¢ | ] 1 )

Floase erter o prelertod telephone number 10 contact you 00 should we need 1o apesk 10 you about the sophication

Te [ la [ HeaindDcamarts JA

Betore confirming you must view B Ceciscn Certibicate This will indorm you of all the swpporting
WMM&NmMMQMM»WleMUW — —

& Online o vo11
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W vl Band you NG YOur MM AT BETWALY IS fagulir Cate YRCKIAD UDENIAS 15 Mt yOu Know how yOur A0SLCANSA i DEOSreasIng. it in
ol s wmpareant we hives your correct indoomasion

User O (ota= | Send us your documents Lsng the buston
Erat teser Svrgrmoney coem | @IS
Acmeinrator(s ) Urmal

User O (1) [chimmmn R e e

User ©(2) (bt R e

Usee 10 (3 ] L J

PMease enter the preferted telephone number 10 contact you on should we need 10 Bpeak 10 you about Tus apphcason
Tel Iy

Belore corfitmeng you must view the Decasion Cersficate This sall irform you of all the suppcrsng
gwmm\ouumc-cnmm apphcaton 10 bl you oot 4 Quacker mongage

Submitting a Full Application

The Full App will instantly appear in your Case Management screen with the status ‘Ready
to Submit’ if complete and ‘Partially Complete’ if information is missing (see page 12).

To submit the Full App, simply highlight the case, so that the black arrow is visible to the left-
hand side and click “Submit/Generate’.
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Full Application submitted
— what happens next?

Quicker, slicker mortgage applications.

Once you've submitted your application:

« We will give you a full conditional underwriting decision upfront. Even better, you'll get this
directly from the Underwriter.

« We will call you to discuss the decision for all cases, regardless of outcome, and talk you
through anything else we may need to support the application.

+ We will assess each document you send us upon receipt and confirm they meet our
lending requirements. If you fully package all the required documents straightaway, this
will fast track the application through the process.

- We will contact you at each stage to confirm the progress and the next steps, saving you
time and making sure you know exactly what is happening, without having to call us.

- We will honour our original lending decision subject to receiving all of the requirements
and issue an Offer as soon as we have assessed them.

« Ifyou need additional support with a mortgage application you have submitted you
can contact your dedicated Service Team. You can find their contact details on page 42.

+ You can also check on the progress of your case through the Case Management
screen within VMO.
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Freguently asked questions

Why won’t the red triangles disappear?

The red triangles highlight missing or
incorrect information. Simply move your
mouse over the triangle to see a message
explaining what's needed.

Why aren’t any of the buttons on the Main
Menu accessible any more?

This means your downloaded version of VMO
is out-of-date. The system should automatically
update a few minutes after you log in. You will
need to be online for this to happen.

Why aren’t the Residential DIP, BTL DIP
and lllustration buttons on the Main Menu
accessible any more?

This means the USER ID you've used to log in
is no longer valid. Please call your dedicated
Service Team.

I've forgotten my password, how do
I resetit?

Simply use the forgotten password option on
the initial login page of VMO.

I've locked myself out of VMO, and can’t
reset it using the forgotten password tool.

Please call your dedicated Service Team.

What is the manual fee override option
used for?

This is used to override the need to pay fees
on a Full Application. Please get agreement to

use this code from your Business Development

Manager or Service Team (see page 42).
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How do | update my contact details?

Simply go to the “Actions and Change
Details’ option in the top left hand corner
of the Navigation Menu.

Can | complete a Porting Application on the
VMO system?

Unfortunately not. Application forms for
existing Virgin Money customers moving home
should be downloaded from our welbsite and
posted to us. This includes porting and where
customers move home and take a

new product.

How can | see an update for an existing case
| have submitted?

Highlight the case and click the ‘Case

track’ button on the bottom of the Case
Management screen. Any updates will be in
the bottom left hand corner of the screen. Click
the ‘Details’ button to read the update (see
page 12).



How do | upload documents to a case? How do | retrieve a copy of the Mortgage

You can submit all supporting documents to us Offer?

in one of four ways: Highlight the relevant Full Application and click

- You will be prompted within VMO to upload the ‘Case track’ button on the bottom row of
your documents once you have submitted the Case Management screen. Any updates
your application. will be in the bottom left hand corner of the

screen. Click the ‘Details’ button to read the
+ You can upload supporting documents to

VMO at any time once your application has

update (see page 12).

If the update says the Offeris available, simply

been submitted. , . .
click the “lllustration/Offer’ button and you will

+ Use the Secure Document Transfer be able to download a copy of the Offer.
link which we will email to you following
completion of an application. Secure How do | print a copy of the DIP / Full
Document Transfer links are unique and Application?
case specific and should only be used to Highlight the relevant DIP/Full App and click
upload supporting documents for the case ‘Print’. This will create a PDF for you to print
referenced in the email you receive. orsave.
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Top tips

Input of existing BTL commitments

When declaring existing self-supporting

BTL properties, input the existing mortgage
payment as £0.00. If not self-supporting, only
include the shortfall.

Supporting documentation

- Photographs
We accept photographs of supporting
documents and you can submit them to us in
one of three ways:

+ You will be prompted within VMO to upload
your documents once you have submitted
your application.

+ You can upload supporting documents to
VMO at any time once your application has
been submitted.

+ Use the Secure Document Transfer
link which we will email to you following
completion of an application. Secure
Document Transfer links are unique and
case specific and should only be used to
upload supporting documents for the case
referenced in the email you receive.

- Templates
You'll find our supporting documentation
templates on our website using the following
link: http://intermediaries.virginmoney.
com/virgin/tools/useful-downloads/
Orifyou have access to the Virgin Money
Intermediary Portal (VMIP), you will find a link
on there.

- Help with packaging
To help us process your cases as quickly as
possible, we've outlined everything you will
need to send to us. You can find this here:
http://intermediaries.virginmoney.com/
virgin/service/help-with-packaging/
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Affordability calculator

To get an indication of what your customer
could afford based on their circumstances,
please use our online affordability calculator
before submitting a DIP. You can find it here:
https://intermediaries.virginmoney.com/
tools/affordability-calculator Orif you have
access to the Virgin Money Intermediary Portal
(VMIP), you will find a link on there.

Lending policy

This can be accessed from three separate
locations. Our lending policy is available on
the intermediary website, from the Main Menu
using the ‘Documents’ button and on VMO.
You can also download the A-Z Lending Policy
App to your phone or tablet from the App
Store (I0S) or Google Play Store CAndroid).

If you have access to the Virgin Money
Intermediary Portal (VMIP), you will also find
links to both on there.

Amending a submitted DIP

To amend a DIP that has been submitted,
please call your dedicated Service Team.

Printing your application

To print the relevant form (DIP / Full App),
simply highlight the case in the Case
Management screen, and click ‘Print’.

Once printis selected you'll be given two
options.

« Option1- App summary (gives a brief
overview of the case).

« Option 2 — Form (gives you the entire form).

Please select the one you want and continue.



Procuration Fees

If you have any questions about your
Procuration Fee, please contact us by emailing
procuration.fees@virginmoney.com

Live chat

Ourlive chat service can be launched from
the following link: http://intermediaries.
virginmoney.com/webchat/

Save your progress

You don't need to fully complete a case to save
it. Case information can be saved at any point
by clicking the ‘File’ menu and the relevant
option.

Pre-populating data

Pre-populating the data from one case to
anotheris a greattime saver and ensures the
exact same data is used.

& Vegin Money Oriine Mangage Application - [Vegin Money Ondne Ilustratics Form) - x
![‘_ Actions  Formn Wndow  Help

- &N

@ money

BORROWING DETARS

\Which country is the progenty B |-
be purchasedte-mongaged n7 | End

Purchane pnce of esomated Wﬂﬁ

Plaste pronide Ba ollowing detals 1 halp Chooss & sutable marigaos peoduct
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Useful contact information

BDM Finder

Here’s a link to the BDM finder on our
intermediary website: http://intermediaries.
virginmoney.com/bdm-finder/ You can
also access it by downloading the A-Z Lending
Policy App orif you have access to the Virgin
Money Intermediary Portal (VMIP), you'll find a
link on there.

Phone

Give us a call on 0345 601 0680* We're here 9am to 5pm
Monday to Friday (9:30am to 5pm on Wednesdays).

Post

Virgin Money, Mortgage Processing,
Jubilee House, Gosforth, Newcastle Upon Tyne
NE3 4PL.

Email

Procuration Fee queries —
procuration.fees@virginmoney.com

*Calls to 03 numbers are included in inclusive minutes and discount schemes. Calls may bbe monitored and recorded.

For professional intermediary use only.

Nationwide Building Society (trading as Virgin Money). Authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority
and the Prudential Regulation Authority under registration number 106078 Head Office: Nationwide House, Pipers Way, Swindon, Wiltshire, SN38 INW

Credit facilities other than regulated mortgages and regulated credit agreements are not regulated by the Financial Conduct Authority

VM13010V18
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