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Complete Application Stage 
Once your DIP has been approved you will be able to complete the Mortgage Application and submit this 

together with any required documentation. 

You should access the case from the Your cases and select Continue. 

 

 

The status bar on your case will have been updated and the Application stage will  have turned dark 

BLUE. You should select this in order to proceed to complete all required information. 

 

 

You will then need to complete all steps for the application in the same way as you did for the DIP until all 

required steps have been fully completed. 

 

 

 

 

 

 



Select Mortgage Product 
The application will pre-populate with all products that meet the criteria for the loan you are submitting. 

You should select from the dropdown list the product that you have recommended. 

 

 

 

Upload Documents 
You should upload any documents or information that were requested in your DIP Acceptance Email by 

selecting Upload File 

 

 

You will then be able to select a Category for the document you are uploading from the dropdown list. 



 

 

The choose a file that you have saved to your device and type a description for the file in the File 

Description. Then click Upload in the bottom right-hand corner of the screen. 

 

You then add or remove as many documents as required. 

 

 



Declarations 
The next step requires you to view the Society’s Intermediary Privacy Policy and then click Confirm when 

this has been completed. 

 

 

 

 

 

Fees 
If you have recommended adding any fees to the loan you can select which fees are to be added in the 

Fees that can be added to the loan amount screen. 

Please Note: the Fees to pay now section is not applicable to Chorley Building Society as we do not 

collect fees via this portal. 

 

 



 

 

 

 

  



Submit Application 
The next step is to submit the mortgage application by clicking on Submit Application 

 

 

 

You will then get confirmation that the application has reached Stage 3 which means that the application 

is ready to be submitted to the Society for approval. You should review your application form details and 

then click Complete Full Mortgage Application 

 

 

 

 

 



 

The following message will then be presented and you should click Submit Case 

 

 

 

Then confirm by selecting Yes if you wish to proceed or No if you wish to return to the form. 

 

 

 

 

 

 

 

 

 



 

Case Information 
Once submitted, the Application will show as will show as Completed for the case. 

 

 

Once assessed the status will be updated and you will also receive an email notification to confirm this. 

 

 

 


