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Case Home

Building Society

NFI Online offers the facility for you to attach a
scanned document to a case, eliminating paper and
saving the time and effort involved with faxing or
posting proofs.

Scan your proof and save it to your computer as a
PDF, TIF or JPEG file (this must be under 9MB in size
to upload successfully. If your proof is over 9MB in
size, please split the document into smaller sections
and either submit each part individually or follow the
‘Faxing Documents’ process).

Click ‘Attach documents’ on ‘Case Home'.
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Attach Document to Case
Step 1 - Scan the document and save to your computer as a PDF, TIFF, TIF, JPEG, JPG or JPE file
Step 2 - Click on 'Browse' to find the saved document, then double dlick on it so that it appears in the file locationg
Attach File
You can only attach one document at a time

in PDF, TIFF, TIF, JPEG, JPG or PE file File Location Browsel
format, up to a maximum SMB

Step 3 - 'Select’ which case requirement the document is to satisfy
- If the reason for this document is not listed, dlick on ‘o matching requirement’ and provide the name

Step 4 - Click on 'Attach Document’

Case Requirements 2
Required

Requirement Type For Relating To Prior to Select

P60 (Primary Employment) Mr Colin Kandiah offer

Proof of Address Mr Colin Kandiah offer O

Proof of Name Mr Colin Kandiah Offer O

No matching case requirement

No matching case requirement e O Document Name |:°
If you cannot Scan

- 'Select’ the relevant case requirement and click on the 'Create Fax cover sheet(s)’
- These cover sheets must be used to enable us to attach the documents to the case
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Create Fax cover sheet(s) ©) Attach Document vage Id: ULOOL

Click ‘Browse’ to find the file you wish to attach and
double click on it to select. You'll now see the file
name in the file location box.

Select the ‘Case requirement’ this document is for, by
clicking on the appropriate tick box.

If the document you want to attach is not listed as a
case requirement, click in the box against ‘No
matching case requirement’, then enter the details in
‘Document Name'.

Click ‘Attach Document’ to attach the document to
the case.
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Document uploaded successfully

wN

Once the document is successfully attached, you'll
see the ‘Document uploaded successfully’
confirmation screen.

If you need to attach another document, click ‘Attach
Another Document’, or ‘Close’ if you're finished.
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MEEIEER| 1 To see the status of a document, go to ‘Case Home'.

Status: DIP Morgags fyps: New purchase

— ‘Case Origin: NFI Online Decision: Refer

Purchase price:

Attach documents

£100,000 Lozn requestad: £80,000
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M Case Home

Status: DIP Mortgage type: New purchase
Reserve Product v o & i
’

50 Ongo: NFI Online Decsion: Refer

Ty e 100,000 Loanrequested: £80,000
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Click on ‘Outstanding case requirements’ to see that
the case requirements you’ve already provided
documents for have been removed from the list.

Click on ‘Case History’, you will see; ‘<Document
Name> received and satisfactory’.

Click on ‘Case Documents’ to see the attached
document image.
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