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Buy to Let Hub User Guide

Introduction

The BTL Hub is a web-based desktop platform operated by CoreLogic that helps lenders comply with the
Prudential Regulatory Authority’s SS13/16 portfolio landlord underwriting standards. The Buy to Let Hub
speeds up the underwriting process and significantly reduces the administrative burden on brokers when

submitting buy-to-let portfolios to lenders.

We have designed this simple Buy to Let Hub User Guide to provide you with details of the steps you need to
follow to submit your clients’ portfolio cases, in addition to some useful FAQs to save you time and help you

improve your service levels.
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Registering

How do I register?

You canregister by using the link below. We recommend using a generic email address
forthe main user, such as enquiries@xxx.com orinfo@xxx.com,

This means a centralised login can be used with the ability to add secondary users.
https://btlhub.net/register/broker

I tried to register but my company is showing as already registered

>

If you are trying toregister your company but it shows it as already having been
registered, then someone in your firm may have registered your firm previously. In the first
instance, please check to see if any other brokers in your firm have registered already. If
thisis the case, it should be possible to add you as a secondary user.

If no one hasregistered your firm previously, then please call the CorelLogic Support
Teamon: 03331231417.

Iam the main user. How do | add my colleagues?

>

If you are the main user, you can add your colleagues as secondary users to enable them
touse the Hub. You would need to gointo the My Broker tab, theninto the user tab with
this (pictured).

To add the new user select the + buttonin the bottomright-hand corner, complete the

details and then save.

Fleet Credit Risk (broker)
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https://btlhub.net/register/broker

| do not want other brokers in my firm to be able to see all my cases and/or my clients’ details
» Ifthemainuseris adding any secondary users, the access view can be disabled to only

see what that specific brokerisimporting/uploading by calling the Fleet Broker support
teamon 01252 916 800.

Now that | amregistered, how do | link with Fleet?

Tolink with Fleet within the Buy to Let Hub once you have registered, you willneed gointo
the menu which can be navigated from the houseicon in the top left-hand corner.

You will thenneed to clickinto ‘Lenders’ and then find Fleet on the list. You can then
requesttolink withus.

Once thelinkis sent, we will action it within 24 hours and the broker will receive an email to
confirm this.

BTL Hub

Broker Dashboard

Jobs

Clients

Lenders

My Broker

If there are any issues, you will receive an email requesting furtherinformation.
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Uploading and Submitting a Job forus
How do |l create ajob? Why is there no job showing under ‘Jobs’?

» Tosubmitajobitisnecessaryforthe brokerto addthejobthemselves. Youwillneedto
gointothe ‘Jobs’ tab on the dashboard.

» Youwillthen needto click the grey circle in the bottom right-hand corner to add the job
and input the relevant details (pictured below right).

b00°0600000°0000

» Onceyou have started the process you willneed to add the address of the propertyin
question. Forexample, if the property being mortgaged is 12 Fleet Road, this will be the
address you add at this stage.

» Youwillthen proceedto the next step, which willbe to add the client’s details.

» Ifthereisalimited company, you willadd the details under ‘Companies’. If thereis more
than one applicant, use the ‘Add Applicant’ option on the right-hand side.

Create job [ Y S p——

ke ob sppicants

o

Please note: If there is more than one applicant and they are all linked to the same limited
company you will need to add the company under each applicant.

» Youwillneedtoinsert thereference number, thisis the same reference as our Fleet
application number starting ‘11000’ and select Fleet as the lender from the drop down.
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I have forgotten to add an applicant or a limited company. How do | go back and add them?

R

» Ifyouhave forgottento addaclient, alimited company orany otherinformation to the
Buy to Let Hub, you can go backinand add them by going to the applicant’s tab within
thejob.

test houss, 4, test strest, 1623 35t o

» Toamendaclient’s details, including adding a limited company, select the small pencil
ontheright-hand side which will bring up a box on the right-hand side to amend any
details you wish, as pictured below.

» Toaddanewclient, please use the + buttonin the bottomright-hand corner (as pictured
below) andinput the details as necessary.

of”
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What if my reference number is showing as already used?

R

Inthis case, we would recommend using the same reference number with an extra
characterattheende.g., 1100012345A

Please be sure to make a note on the Fleet portal detailing the new reference number
for our underwriters to see.

I have entered the wrong reference number - how can | amend this?

» If you have mistyped the lenderreference number, you canamend thisinthe

applications tab on the left-hand side.

» Click onthe penciland then amend the reference number.

Please note this can only be done prior to submitting the initial application.

1, Wallace Grove, Theee Mile Cross, Reading, Berkshie, RG7 1EZ

0D D

oo :

Edit application

pere—

How do | upload the portfolio?

» The portfolio can be uploadedin the form of a spreadsheet or can manually be uploaded,
property by property.

Job Portfolio
View and edt

s 0

Flagship House, Ground Floor Right, Reading Road North, Fleet, Hampshire, GU51 4WP [[oren X 1140 ]
et

Appl

oo @
e ch fol Q
0 Active properties  (DRemored)
-
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» Touploadourspreadsheet, please use the ‘Import properties’ button showninthe
middle of the page whenyou openthejob.
» Please note: You willneedto use our Property Portfolio Schedule, which can be found
within the Literature section of our website, within Forms:
o https://www.fleetmortgages.co.uk/literature/

» Touploadthe portfolio manually, please use the grey + buttonin the bottomright-hand
corner.

R

» Please be sure tofill out all details on the right-hand side (as pictured below), when
entering manually.
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How do | duplicate ajob for an existing client?

» Inthe dashboard menu, open ‘Jobs’. Under this tab you will see all jobs that are
active/submitted.

» Findtherelevantjoband gointo the ‘Details’ tab.

» Click on ‘Duplicate job’ then follow the steps of adding the security address, applicant

details and new reference number.

5, Wallace Grove, Three Mile Cross, Reading, Berkshire, RG7 1EZ D D
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Frequently Asked Keying Questions

My client has a property owned by a limited company where there is an additional director who
is not on this application

» Iftheclientowns propertiesin alimited company in which there are directors of the
company that are not on the application, thisisnot anissue.

» Wewouldrequire the company name but not the names of the individual directors. We
only need the individuals on the application to be on the BTL Hub and SPVs linked to each

property.

What do | need to key if the applicants aren’t currently getting rental from background
properties?

» Iftheclientcurrently has BTL properties which are not currently rented out but have a
mortgage against the property, this willneed to be keyed with arental of £0.

What if my client owns holiday lets?

» Wewillnotneed any other properties otherthanresidential Buy to Lets.
» Holiday lets and residentialhomes are not needed on the BTL Hub.

What if the BTL property has a bridging loan?

» Ifthe property has a bridgingloan, please key the bridging loan amount as the mortgage
value and therentalas £0.01if they are not currently receivingit.

How dol enter MUBs?

»  Wewillrequire each unitto be keyed separately on the Buy to Let Hub. When keying the
values perunit, we advise the broker to split proportionately. If all units are for example, 1-
bedroom flats then you should split the value evenly - if you had two 2-bedroom flats and
2 studios then you should enter a higher value for 2-bedroom flats.

How do | enter portfolio mortgages?

» Wewillneed eachbuy tolet property entered onthe Buy to Let Hub separately with the
mortgage balance that reflects thatindividual property. This can be done by requesting a
breakdown of the mortgage from the lender.

fleetmortgages.co.uk
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Do linclude the property we are bringing to you?

» Ifthe applicationisaremortgage, we willneed the subject property to be includedin the
Buy to Let Hub as they already own this. If itis a purchase, you willnot need to include it.

What if my client has commercial/semi-commercial property?

» Wedonotrequire commercial or semi-commercial properties to be keyedinto the Buy
to LetHub.

What if all the applicant has are properties that are unencumbered?

» Youcaninclude unencumbered propertiesinthe spreadsheet.

» Ifallproperties are unencumbered, we do not require documents so we can again email
Underwriting asking for these requests to be removed but DPR must still reflect
ownership correctly.

What do | do if my client’s portfolio is mostly new build houses and | cannot verify them to the
80% required?

» Inthis case, we would require the broker to contact our Broker Support teamon
01252 916 800 so we can make aninformed decision onhow to proceed.

I have red exclamation marks showing against my properties. What does this mean?

» Ifyouhavered exclamation marks against the properties on the left-hand side, this
means some information has either beeninputincorrectly orinformationis missing.

» Tofind outwhat thisinformationis, go to the ‘Applications’ tab on the left-hand side,
and you will see the below. Expand to show all errors.

» Propertyvalue must be entered

» Mortgage balance should be entered (if there is no finance on the property, then this
doesnotneedtobe entereq)

» Existing Lender name must exist on properties where there is a current mortgage
balance.

» Notalladdresses have been verified or manually entered (80% must be verified)

fleetmortgages.co.uk
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If all points have been checked, please call the Fleet Broker Support team on 01252 916 800.

Red exclamation marks for all properties must have an owner - how to allocate an owner

» Ifyouseeredexclamation marks against the address, this means you need to select the
ownership of the property as either ‘Personal’ or ‘Limited Company’.
To do so, tick the small square box on the left-hand side of each address and select

either ‘Privately owned’ or ‘Company owned’.
» Itwillthen give you the option to select which person/company owns the property.

Update portfolio property owners
Privatelyowned (O Company owned

fleetmortgages.co.uk
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How do | verify the address?

R

» Tothe verify the address, it needs to match exactly with the Royal Mail address. You
can use the link below to help verify the correct address format.
Royal Mail Postcode Finder: Postcode Finder - Find an address | Royal Mail Group
Ltd

» Inthe box for address, please type the postcode and then click on the ‘Search’
button to the right-hand side.

» This should bring up a list of addresses from which you should select the correct
address.

Why are red houses showing next to the address?

» If the smallhouseicon showing next to the addressis red, this means the address has not
verified by Royal Mail. Please note that 80% of the addresses on the client’s portfolio
must match the Royal Mail address register.

A green building icon means the address has been verified

An amber building icon highlights imported properties where BTL Hub has not been able to
verify the address

A red building icon highlights manually entered properties where the broker has not verified
the address.

How do | submit the job once every property is entered?

> Onceallthe properties are entered, and no error exclamation marks/red houses are
showing, you should see a grey box with ‘Please submit to the lender’ as pictured below.

i £2,500,000 2 £8,550 Y 22.40%
| = e | & e

(0] £560,000 — £5750 - 148.70%
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https://www.royalmail.com/find-a-postcode
https://www.royalmail.com/find-a-postcode

How do | edit the job once | have submitted?

» Onceyou have submitted the job, unfortunately you cannot edit the details unless the
underwriterrequests forit to be unlocked. Onceitis unlocked you can edit the details.

» Please note, this must be requested along with areason by adding a note to the Fleet
portal or emailing: underwriting@fleetmortgages.co.uk.
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Removing Jobs

R

Removing Jobs

» Whenremovingajob fromthe Buy to Let Hub you cannolongeruse the reference
numberused against the deleted job as it removes it from your account, not the system.

» Inthis case, we would recommend using the same reference number with an extra
characterattheende.g., 1100012345A.

» Please be sure to make a portal note with the new reference number for our
underwriters to see.

Removing a property

» Toremove aproperty, youwillneedtobeinthejob andinthe ‘Portfolio’ tab on theright-
hand side.

» Youwillthen needtolook to theright-hand side of the relevant security address and
select the dustbinicon.

» Itwillthen show the following:

test house, 4, te

Dezails

Applicants (1)

Partfolio (19) ’
Applications (1)

Attachments (0)

» Please make anote of the reason forremovalin the box. This will then remove the
property from the subject portfolio. You will then be able to see the removed properties
by clicking on ‘(Removed)’ next to ‘Active properties’.

i
Details U

Applicants (1)
Portfalio (18]

Applications (1)

Amachmems (0)

18 Active properties (1 Remaoved)
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How do | change areference number on aremoved job so that | can use it again?

R

» Thisapplies whenyouhave used a casereference number againstajob and thenremove
thejob.

» Youcaneditthereference numbertouseitagainagainst anewjob by reinstating the job
and going to applications.

» Clickonthe penciliconand amend the numberthenremove job again (as above).

1, Wallace Giove, Thiee Mile Cross, Reading, Berkshire, RGT 1EZ o D

B Fleet ’ o

|

Edit application
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Incidentals
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Canl export the portfolio to a PDF?

» Ifyouwishto exportthe portfolio, you can exportit asa PDF document.
» Whilstyou are in the ‘Portfolio’ tab, you will see three vertical dotsin the top right corner
>

Click onthose and a pop-up will appear. Click on ‘Export properties’

& Job cetais canno;

1 ¢ modlfied, application i progress.

11 Active properties 0 Remeved)

b
S e

mn v @

How longis the portfolio valid for?

» Theinformationisvalid for 3 months then they must update if needed.

I have clients | work with regularly. Is it possible to save their details?

» Ifyouhave aclient who often uses your services or your company, itis possible to save

their details as well as their portfolio within the Buy to Let Hub.

Using the main menu on the left-hand side, select ‘Clients’ and then click on the + signin the
bottomright-hand corner.

fleetmortgages.co.uk

17 of 21



» Now addthe clients’ details - as below:

R

Create client

» Onceyouhave saved and added the client’s details, click into the ‘Client’ and then add
the portfolio. You can do this by eitherimporting a spreadsheet or manually entering
using the + buttonin the bottomright-hand corner.

» Whencreating ajob, you cannow search for an existing client and it will bring up the
details.

Brokar Jobs
Select ajob o view

|&
(<]

Create job © ddess @ Applicons (1)

Enter job applicants

Add Applicant +
(o]

g W g
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Create job © hddress © o

Enter job applicants

a

Is there any way | can give my client access to the Buy to Let Hub so they can add their

properties?

» Ifyourclientissavedinyourclientlist, thenitis possible to give them access to the Buy to

Let Hub.
» Youcando this by goinginto the ‘Clients’ tab on the left-hand side and selecting the

relevant client.

You can then give them access under the details tab.

Miss Jessica Haddock

et

Contact details

Posteade

e haddackisDestmertoges.co.uk

» Thiswillemail the client alink to access the Buy to Let Hub. You willneed to set a
password.
» Theycanthenuploadthe portfolio themselves.
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» Theviewforaclientlooks like this:

L4

fleetmortgages.co.uk 20 of 21




Useful Contacts

CorelLogic Support: 03331231417
Fleet Broker Support: 01252 916 800

Useful Videos

CreatingaNew Job

Creating aNew User and Editing an Existing User
Importing a Spreadsheet

How to Amend an Applicationin the Buy to Let Hub

Helpful Documents

We have several useful documents available to download from our website:
www.fleetmortgages.co.uk/literature within the Forms section:

e Property Portfolio Schedule

e Portfolio Landlord Questionnaire

Key Pointers:
e The property schedule and questionnaire are needed for any client who owns 4 or more
mortgaged Buy to Let properties.
e Thebackground portfoliois stressed at125% @ 5%.
e TheBTLfiguresinputted onto the hub, must match the figures the client declares on
Question 11 of the Portfolio Landlord Questionnaire (the cashflow summary).

For more information, please contact our Sales team:
www.fleetmortgages.co.uk
sales@fleetmortgages.co.uk
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https://www.youtube.com/watch?v=93RiJNYn4b8
https://www.youtube.com/watch?v=V7VHH0JQXko
https://www.youtube.com/watch?v=fTyzM-Efz44
https://www.youtube.com/watch?v=ppqI1SVjiYU&t=13s
http://www.fleetmortgages.co.uk/literature
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