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1 INTRODUCTION

1.1 AsouT MYPORTVIEW

MyPortView is a mobile enabled software application that allows users to access MyPortView from their
desktop PC, mobile phone or tablet devices. It:

e Delivers real-time information at a consolidated/portfolio view, on a persona-based privilege model
to provide a personalised experience

e Isused as a collaboration tool for Client Lenders, Brokers, FMS Operators and FMS Call Centre users
to instantly remediate deal matters, here and now.

e Progressively extends business capabilities according to evolving needs of the business and its
customers.

e Leads the way in delivering a first-of-its-kind Portal that is highly scalable.

MyPortView is used for all communications for all deals. It will replace the Message Centre and Notes
functions in docuPREP. It also introduces the following features:

e Chat functionality for all users of MyPortView.

e Real time dashboard reports for Brokers and Lender Clients.

1.2 How MYPORTVIEW WORKS WITH DOCUPREP

DocuPREP and MyPortView have been set up so that they can “talk” to each other. This means that items
that are created and/or updated in docuPREP are also automatically created/updated in MPV and vice versa.

All deal information available in docuPREP (for example, applicants, securities, loans, milestones,
settlements, outstanding items and so on) is sent to MPV in real-time (that is immediately)

Any system-generated notes and/or messages created in docuPREP are viewable in MPV.
Details of any Conveyancer details added or updated in MPV are immediately available in docuPREP.

Documents uploaded in MPV are available in docuPREP (it may take a couple of minutes for the documents
to be displayed in docuPREP via the Update).

Note: Any Notes and Messages created using MyPortView are not sent to DocuPREP.

1.3  AUDIENCE

The guide is a reference and learning tool for all brokers who are responsible for processing deals.

Note: This User Guide documents the screens and options available. However, the
screens displayed and the options available on those screens are depended on
your access level. You may not have access to all screens and options documented
in this manual.

1.4 Quick REFERENCE CARD

At the end of this manual, you will find a Quick Reference Card. You can print this and keep it on your desk to
assist you when using MyPortView.

MyPortView Broker User Guide
Version: 2.1 Issued Date: 28/05/21 Page 5 of 30
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2 ACCESSING MYPORTVIEW

2.1 LoGIN

1. Access MyPortView using the https://apps.firstms.com/

G FMS

Applications

The following screen is displayed.

Forgot / Change password?

LOG IN >

2. Type your email address into the field provided.

e If this is the first time you have logged into MyPortView, continue to the next step:
o If this is not the first time you have logged into MyPortView:

o Type your password into the field provided.

o Click on Log In > to display the FMS Applications Portal on page 9.

3. If you have forgotten your password, need to change your password or this is the first time you have
logged in:

e Click on Forgot/Change Password?

MyPortView Broker User Guide
Version: 2.1 Issued Date: 28/05/21 Page 6 of 30
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The Reset your Password screen is displayed.

*OFMS

Reset your password

SEND EMAIL >

e Type your email address into the field provided.
e Click Send Email >

You are sent a Password Resent email.

O FMS

Password Change Request

5 o subrmitted sword change regues!
2 hav $ DaABSY 3 change regu
I wasnl you phedse Saregard i el and Mmake sure you Can S8l login 10 your account

was you then confirm the password change click hers

Fiest Mortgage Services Py Lid

e Confirm the password change request by clicking on the click here link in the email.

MyPortView Broker User Guide
Version: 2.1 Issued Date: 28/05/21 Page 7 of 30
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The following screen is displayed.

& FEMS

Applications

Forgot / Change password?

LOGIN?

e Type your email address into the field provided.
e Type your password into the field provided.
Note: To comply with the password policy, your password must be at least 10

characters in length and contain at least three of the following four
characteristics:

Uppercase
Lowercase
Special character
Number

For example, Novemberl or Fmsingle&07

e Click Log In >.

MyPortView Broker User Guide
Version: 2.1 Issued Date: 28/05/21 Page 8 of 30
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The Applications available to you are displayed in the FMS Applications Portal.

) FMS Applications Portal

Applications

Select the application you want to log in to.

&;f’):gg?p

docuPREP MyPortView

4. Select the MyPortView option.

The Dashboard screen is displayed. Continue to the next section.

MyPortView Broker User Guide
Version: 2.1 Issued Date: 28/05/21 Page 9 of 30
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3 DASHBOARD SCREEN

3.1 DASHBOARD SCREEN EXPLAINED

The first screen displayed after logging in is the Dashboard.

Searchfeaturel | Notifications |

| ——
FMS First Title MP: DASHBOARD Q ‘ L] Q Hello, Benjamin

Dashboard | This tabs are used to access different features | Chat nuﬂﬂcaﬂungl | Profile

1 SETTLEMENTS SETTLEMENTS SETTLED THIS
YESTERDAY 1 TODAY MONTH
deal $650,000 ¥ (0%) deal $400,000 3K (0%) $1,600,000 3K (0%)

| Click on these options to view Settlement details

Deals On Hold - Requiring Action

DEALID BORROWER LENDER LOAN AMOUNT CURRENT STATUS TIME IN STATUS v DEALTYPE

& 2428846 Rachael Martin ABC Bank $200,000.00 23 hrs Purchase

Select the deal whose details are to be views/maintained |

Deals In Progress

DEALID BORROWER LENDER LOAN AMOUNT CURRENT STATUS TIME IN STATUS ~ DEAL TYPE

SETTLEMENT

Michael Wilson ABC Bank $300,000.00 BOOKED 23 hrs Purchase
08/07/2019

Joshua Light ABC Bank $550,000.00 23 hrs Purchase

NPS Over Last Customer Experience
6 Months Previous 3 Months to date
100 120
52 - = g
] [

NPS
"
8
a 5
v
g
SISNOJSIY 40 "ON

5
¥ ¥ & & & o o 4 4 4
EC A A A A A -
L T . A S .
Promoters 1488
B Promoters Passive @ Detractors -8 NPS
Passive 318
@ Detractors 362
285 784 78 21
CONVEYANCER 7 SOLICITOR BROKER LENDER CLIENT LENDER DPERATOR
Displays the Chat Customer Experience Survey Results | | Link to docuPREP | | Link to FMS home page

Figure 1 - Dashboard screen explained

The Dashboard screen displays tabs and icons at the top of the screen as follows:

Tab or Icon ‘ Description ‘
Dashboard Displays the Dashboard screen above.
Chat Refer to Communications Log — In-Deal Chat Option.

ﬂ Refer to Using the Search Icon.

Refer to Using the Notifications Icon.

MyPortView Broker User Guide
Version: 2.1 Issued Date: 28/05/21 Page 10 of 30
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Tab or Icon ‘ Description ‘
Refer to Using the Chat Notification Icon.
& Hello, National Refer to Using the Profile Icon.

Note: You also use this icon to log out of MyPortView

There are also Quick Links at the bottom of the screen that give you quick access to the Chat screen,
docuPREP and the FMS home page.

The screen is split into four sections as follows.

Top section The first section of the screen displays the number of settlements completed
yesterday, today and month to date.

You can view Settlement reports from this part of the screen and extract the
details as described in View Settlement Reports.

Second Section The second section of the screen displays all of your deals that are currently on
hold and require action to be taken.

Refer to Using the In-Deal View Screen for details on how to actions these deals.

Third Section The third section of the screen displays details of all of your deals in progress.

Refer to Using the In-Deal View Screen for details on how to actions these deals.

Fourth Section The forth section displays results from customer experience surveys as follows:

e The averaged results of the Net Promoter Score (NPS) survey for the last six
month.

e The results of the Customer Experience survey for the last three months.

3.2 USING THE SEARCH ICON

The Search icon (ﬂ) is used to search for a deal. To use the search icon:

1. Click the E icon at the top of the screen.
The Search screen is displayed.

Search

docuPREP ID Lender Loan ID Borrower Name

Figure 2 - Search screen
You can complete a basic search or an advanced search.
2. To complete a basic search:
e Type the docuPREP ID, the lender’s loan id or the borrower’s name into the fields provided.

o Click the button to display details of your search.

e Click on the deal number to display the In-Deal View screen.

3. To complete an advanced search:

MyPortView Broker User Guide
Version: 2.1 Issued Date: 28/05/21 Page 11 of 30
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e C(Click the Advanced Search option (in blue text, next to the button).

The Advanced Search screen is displayed.

Search . 1300 360 757

docuPREP ID Lender Loan ID Barrower Name

Deal Type Client
State of Loan Security Address

Seutlement Date Title Reference

From iz} To =

Date Created Last Activity

From & To =] From B To =)

Figure 3 - Advanced Search screen

o Type in or select details in the fields provided and click the S=EIge] button.

Details matching your search are displayed at the bottom of the Advanced Search screen.

e C(Click on the deal number to display the In-Deal View screen.

33 USING THE NOTIFICATIONS ICON

The Notifications icon (E3) displays notifications received. All users assigned to a deal receive a notification
when outstanding items are raised and/or resolved in a deal in docuPREP.

The number in the icon represents the number of new notifications received. If a number is not displayed,
either there are no new notifications to be viewed or you have set your Profile to not receive notifications
on-screen.

Notification settings can be updated in your Profile as described in Using the Profile Icon.

To view a notification:

1. Click the n icon at the top of the screen.

Any new notifications are listed and you have the option of displaying a specific notification all
notifications.

Q ‘-o ‘-«o "‘ Hello, Q ‘ ‘-«o ﬂ\ Hello

#2150963 - Outstanding it.. 15/02/2018 No new notifications

See All Notifications See All Notificatior

The next screen displayed when viewing Notifications is dependent on whether you select the individual
Notification or the See All Notifications option.

2. Select either the individual Notification to be viewed or the See All Notifications options.

MyPortView Broker User Guide
Version: 2.1 Issued Date: 28/05/21 Page 12 of 30



First Title FMS

Global reach. Local touch.

e If you select an individual Notification, the screen displayed is dependent on the type of Notification.
For example, if the Notification is to advise that documents have been uploaded, the Documents

screen is displayed.
e If you select the See All Notifications option, the Notifications screen is displayed.

Notifications

#2326698 - Document uploaded : TEST.pdf Bank Statemen 13 26/09/2018

#2326023 - New post 26/09/2018

Figure 4 - Notifications screen

3. Click on the Notification to be viewed. As with Individual Notifications, the screen displayed is
dependent on the type of Notification.

3.4 UsING THE CHAT NOTIFICATION ICON

The Chat Notification icon () displays all new Chats received.

The number in the icon represents the number of chats received. If a number is not displayed, there are no
new chats to be viewed or you have set your Profile to not receive chat notifications on-screen as described

in Using the Profile Icon.

To view a chat:

1. Click the icon at the top of the screen.

Note: This option only allows you to view new chats. To view a list of all chats, use the
Chat tab at the top of the screen.

Details of all the new chats are displayed.

Q ‘ ‘-—qo ﬂ\ Hello, wa

Mew Chat with Alfred Cooke 26/02/2018

New Chat with Alfred Cooke 26/02/2018

or Deal 26/02/2018

©)

The number displayed against each chat is the number of new chat messages within that chat thread.

2. Click on the New Chat link to display any new messages.

3.5 USING THE PROFILE ICON

You can update your profile to include a picture of yourself and determine which notifications you receive
and how (for example, on screen or by email).

You can also use this option to change your password.

1. Click the icon.

2. Select the Account option from the displayed list.

MyPortView Broker User Guide
Version: 2.1 Issued Date: 28/05/21 Page 13 of 30
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The My Info screen is displayed.

My Info

Benjamin Slater

04 9977 3743

Update image Notifications

Document uploaded
Outstanding item raised [] on-screen [ Email

Outstanding item resolved [ on-screen [V Email @

Figure 5 - My Info screen

3. To update your image:

o  Click the |[SJleEld= image\ button.
e  When prompted, click the [@lelelS=FE]g] image\ button.

e Find the required image on your hard drive and select the button.
o Click the [8Js[eEle| button.

4. To change your notifications:

e C(Click the or icons to hide or display notifications.

e Tick the On-Screen and/or Email checkboxes to indicate which notifications are to be received and
how (either displayed on screen or notified by email).

3.6  VIEW SETTLEMENT REPORTS

The Dashboard screen gives you the ability to print Settlement Reports for a selected period.

Click on these options to view Settlement details
Dashboard / i \
SETTLEMENTS SETTLEMENTS SETTLED THIS
1 YESTERDAY 1 TODAY MONTH
deal $650,000 5 (0%) deal $400,000 3 (09%) e $1,600,000 0%)

Figure 6 - Dashboard screen - second section

1. Scroll to the first section of the screen.

2. Click on the Settlement period required for the report (either Settlements Yesterday, Settlements Today
or Settled This Month).

Regardless of whether you select Settlements Yesterday, Settlements Today or Settled This Month, the
following screen is displayed for the period selected:

Broker Settlement Report

01/10/2018 10 24/10/2018 Download Source Data

Lenders Sum of Amount Count of Lender

$300,000 1

3. |If required, adjust/extend the reporting period as follows:

MyPortView Broker User Guide
Version: 2.1 Issued Date: 28/05/21 Page 14 of 30
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e Type the required dates into the start and end date fields.

e Click the button.

4. Click on the blue arrow (‘l") next to a Lender’s name to display a breakup of the deal types and loan

amounts settled during the selected period.

Details of the deal types and loan amounts settled/discharged during the selected period are displayed.

Broker Settlement Report

01/07/2018 to| 24/10/2018

Lenders
A nussie Home Loans

Purchase

Refinance
4’ Suncorp Retail
4’ St George Bank

W HsBC Bank Austratia Pty Ltd

In the above example, six deals had been settled with Aussie Home Loans as the lender.
deals, three matters were purchases with a total loan amount of $1,515,846.

To obtain information of the specific deals:

5. Click the D)l [eFTs Ble)¥[{el=NbBEl | button.

Sum of Amount

52,405,446

$1,515,846

$889,600

$748,000

$1,506,000

$1,601,700

A screen is displayed asking you to confirm the download.

6. Click the |OK button.

L. 1300 360 757

Download Source Data

Count of Lender

6

Of those six

The spreadsheet is now displayed showing details of the individuals deals settled for the reporting

period selected.

I‘l_—"ll H ) - |5 Settlement_Summary_Report_2018-07-01_to_2018-10-24 [Read-O osoft Exce = = =2
File Home Insert Page Layout Formulas Data Review View Add-Ins & o = @ £
= X 0 - =¢ General - [ Conditional Formatting ~ 5= Insert ~ ,AV L_?a

Ba - A A - 8 - % g% Format as Table ~ o Delete = E' z
Paste Lty Sort & Find &
- T A- = | @ %0 58 [ Cell styles ~ ElFormat~ | &2~ Fitter~ Select~
Clipboard Alignment Number Styles Cells Editing
110 - J v

A B c D E E H J i
1 |docuPREF Client Loar Deal Type State Loan Amount  Date Settled Client =
2 | 2211122 1 Refinance SA 276000 2018-08-28 ABC Bank
3| 211123 2 Purchase SA 155000 2018-07-16 YXY Bank
4 2211124 3 Refinance SA 381600 2018-07-26 YXY Bank
5 | 2211125 4 Purchase SA 739822.99 2018-07-31 YXY Bank
6 | 2211126 5 Refinance SA 414200 2018-08-17 YXY Bank
T 211127 6 Purchase SA 350000 2018-08-02 ABC Bank
8 | 2211128 7 Purchase SA 368500 2018-08-17 YXY Bank
9 | 2211129 8 Refinance SA 232000 2018-08-23 ABC Bank N
10 2211130 9 Refinance SA 333000 2018-09-05 YXY Bank r
11 2211140 10 Purchase SA 356100 2018-08-24 ABC Bank
12| 2211150 11 Refinance SA 664000 2018-09-06 YXY Bank
13| 2211160 12 Purchase SA 799900 2018-09-07 YXY Bank
14| 2211170 13 Purchase SA 476022.75 2018-09-24 YXY Bank
15| 2211180 14 Purchase SA 415000 2018-09-04 YXY Bank
16 2211190 16 Purchase SA 300000 2018-10-08 ABC Bank
17
18 L4
19
20 l
M 4 » H| Sheet1 ~ %1 4] [ | 0|
Reagdy | P2 | |[E@Em 100% &) Iy, ol

You can save or discard this report as required.

MyPortView Broker User Guide
Version: 2.1

Issued Date: 28/05/21

Page 15 of 30



\)

First Title

Global reach. Local touch.

3.7 View DEeAL DETAILS

The second and third sections of the Dashboard screen list all of deals that require action or are in progress.
To view details of these deals:

1. Scroll to applicable section of the screen (Deals on Hold — Requiring Action or Deals in Progress)

2. Access the required deal in one of the following ways:

Click on the required deal to display the In Deal View screen.

Click on the three dots (...) next to the deal to be viewed.

The following list of options is displayed.

DEALID BORROWER

Lisa Scott, John
Status
Details
Documents
o llival
Communications
Chat
Posts

Message Centre

Instructions

3. Select the required opting from the displayed list as follows:

Status - Displays the In Deal View — Status screen.

Details -Displays the In Deal View Details screen.

Documents -Displays the In Deal View Documents screen.

Communications - Displays the In Deal View Communications Log.

Chat -Displays the In Deal View - Chat screen.

Posts -Displays the In Deal View - Posts screen.

Message Centre -Displays the Message Centre screen. The Message Centre option displays all emails
and facsimiles (faxes) associated with the deal. It gives you the ability to view, in detail a selected
message.

Instructions - Displays the Contact Centre Instructions screen. The Contact Centre Instructions option
displays all instructions that have been added by the FMS Contact Centre or the Client.

Note: Always check this screen as FMS staff and clients will use this to record important

instructions for the Contact Centre.

Once the required deal has been selected, the In-Deal View screen is displayed. Continue to Using the In-
Deal View Screen.

MyPortView Broker User Guide

Version: 2.1

Issued Date: 28/05/21 Page 16 of 30
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4 USING THE IN-DEAL VIEW SCREEN

4,1 OVERVIEW

The In-Deal screen gives you the ability to view and maintain details for deals that have been assigned to you
in docuPREP (but have not yet settled) and view the Communications Log.

Note: To view a previously settled deal, use the Search function to display the deal details
in the In-View screen.

The In-Deal screen also gives you the ability to view any documents uploaded to date and upload any
required documents.

Note: The documents you can view are determined by the Client/Lender name and
whether you have permission to view all, some or none of the documents.

The documents are retrieved from docuPREP, based on the existing docuPREP
permissions.

1. Access the required deal from the Dashboard as described in View Deal Details.

The In-Deal View screen for the selected deal is displayed.

S .
FMS ‘ First Title MF'{ DASHBOARD ~ CHAT L P
In-Deal View Alice Scott, Lisa O'Brien aBece- 1300361525
docuPREP ID 2726562
Status Details Communications Documents

Real-Time Status

INSTRUCTIONS DOCUMENTS SENT DOCUMENTS SETTLEMENT SETTLEMENT SETTLEMEN DOCUMENTS DOCUMENTS DOCUMENTS TO
RECEIVED RNED READY TO BOOK BOOKED COMPLETED LODGED RETURNED FROM CUSTODIAN
o

Qutstanding Iltems
DATE CREATED REASON DETAILS ACTIONS

26/05/2021 8:39 AM Awaiting Outstanding Items 0/5: 1. CMS to upload e-signed mortgage. -]

I+
o

Refinance Booking Notes
DATE CREATED DETAILS

Ne refinance booking notes.
Figure 7 - In-Deal View screen

Note: The In-Deal View — Status screen is displayed by default. Refer to In-Deal View
Screen - Status Option for further details.

The In-Deal View screen has four options as follows:

Option ‘ Description

Status Refer to In-Deal View Screen - Status Option.

Details Refer to In-Deal View Screen - Details Option.

MyPortView Broker User Guide
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Option ‘ Description

Communications Refer to In-Deal View Screen - Communications Log Option.

Documents Refer to In Deal View Screen - Documents Option.

4,2  IN-DEAL VIEW SCREEN - STATUS OPTION

The Status option displays the status of the deals and gives you the ability to maintain outstanding items.

Note: When you first access a deal, the In-Deal View — Status screen is displayed by

default.

From the In-Deal View screen:

1. Select the Status option.

The In-Deal View — Status screen is displayed.

Dt COTRTILSI BTG Do usents
Real-Tame Siaius
-
- hd
- L L *
' S apur
Ohrtstarding e
DATT CRIATNG BN [T s TR
b
RArlnare + Bocking Hotr
BT CREATD T

Figure 8 - In-Deal View screen - Status option

The Status screen displays a Real Time Status section and an Outstanding ltems section.

Note: For Discharges, an additional Refinance Booking Notes section is displayed at the

bottom of the screen (following the Outstanding Items section).

Real Time Status

The top section shows the progression of the deal and the status of the deal. When a status has
been met, a green radio button is displayed and the date on which the status was completed is
displayed below the radio button. If a deal is pended in docuPREP with an Outstanding Item, a red
radio button is displayed to indicate that the deal is on hold, along with the date on which this
occurred and a comment of “Outstanding item identified”. When the outstanding item is closed in
docuPREP, the red radio button is no longer displayed. Refer to the description of the middle section
below for details of the Outstanding Item(s).

Outstanding Items

The middle section (Outstanding Items) displays details of any outstanding item(s) against the deal in
docuPREP. When all outstanding items are closed in docuPREP, it is no longer displayed in this
section of the screen. MyPortView gives you the ability to take action in relation to each of the
Outstanding lItems by using the following icons:
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This icon allows you to chat with the FMS Contact Centre using the Communications
Log described in In-Deal View Screen - Communications Log Option.

This icon allows you to add a new Post to the deal using the Communications Log
described in In-Deal View Screen - Communications Log Option.

This icon allows you to upload an outstanding document (this will be sent to
docuPREP).

Note: Use this option if the outstanding document does not need to be an original.

This icon is for mobile use only and dials the FMS Contact Centre

Note: Brokers are able to self-service and upload any required documents.
DocuPREP is automatically updated when documents are uploaded in the
same manner as when documents are Imaged and assigned to a deal in
docuPREP.

e Refinance Booking Notes
The bottom section (Refinance Booking Notes) displays any booking notes for Refinance and
Purchase/Refinance deals only. When a Refinance or Purchase/Refinance deal has been pended with
“Outstanding item: Awaiting Other Lender” in docuPREP, details of the latest Note added to that
pended item in docuPREP are displayed in this section of the screen.

Note: Only the latest note from docuPREP is displayed.

4.3 IN-DEAL VIEW SCREEN - DETAILS OPTION

The Details option gives you the ability to view, add, edit or delete conveyancer details and view any funds
for settlement bookings.

From the In-Deal View screen:

1. Select the Details option.
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The In-Deal View — Details screen is displayed.

Note:

Status

Details

DEML TYPE

DOCURTP D
CLBFNT | OuH 1D
BORROWTR
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LINGR
INTRODUCTR
CRItITOR

ACCOUNT
WUMETE

Commeyancer Details

AT

COMFANT

ADDRESS

PHONE

Setilement Booking Details

Figure 9 - In-Deal View screen — Details
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Type
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Documents

If the Conveyancer Details section of the screen is blank, you are given the ability to

add a Conveyancer to the deal.

There can only be one Conveyancer added to each deal.

2. To add a conveyancer:

e Scroll to the Conveyancer Details section of the screen and click the

The Conveyancer Details section of the screen now looks like this:

Conveyancer Details

NAME

COMPANY

ADDRESS

PHONE

EMAIL

FAX

MOBILE

o Type the details as required and click the FEIY{d button.

icon.

Note: You must complete the Company field. You must also supply either an email

address or fax number.

3. To update conveyancer details:

e Scroll to the Conveyancer Details section of the screen and click the

icon.

e Type over existing details with the new details as required and click the FENA button.

e To delete a conveyancer, click the PEIEE button.
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Note: Adding, updating and deleting a conveyancer updates docuPREP accordingly.
4. To view settlement funds/disbursements for a settled deal:

e Scroll to the Settlement Booking Details section of the screen.
e Click the icon.

You are taken to docuPREP and details of all Settlement Funds and Disbursements are displayed.

Settlement Funds

Amount Received From Type Purposs Confirmed Date Confirmed By Returned
$27 00 ™ Settlement Funds - Lender 28/08/2018 Carolyn Belcher
Disbursements
Payment Type Payes Particulars Printable Cheque No. Printed

Internal Payment Fess 1P2207
PEXA Third Party Beneficiary

PEXA

PEXA

PEXA Third Party Baneficiary

PP3446

Figure 10 - docuPREP Settlement Funds and Disbursements screen
Note: Funds and disbursements will only be visible once the deal is booked and funds are
loaded into the system.
4,4  IN-DEAL VIEW SCREEN - COMMUNICATIONS LOG OPTION

44.1 Overview

The Communications option displays a log of all communications to date for the deal, including any resolved
Chats.

From the In-Deal View screen:

1. Select the Communications option.

The Communications Log is displayed.

Seatus Details Documents

Communication Log
WAl s A (et CONEACT O AL MO RS
INSTROCTIONS
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N Sew Conmacy Conmon Chae for Desd

Mack Lok goodne

Mk Karrh MUk et b lefl e oA

Mark Kaerk Wal Terk b (e s P Comuact Comtre agent for this chn

Ml Bk baks 1

e e M
T e s e

DMINTS BRLETYRD b e

L

Figure 11 - Communications Log
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Note: The Communications Log — All screen is displayed by default. Refer to
Communications Log - All Option for further details.

You can use the options along the top of the Communications Log to view the various message types as

follows:

Option Description ‘

All Refer to Communications Log - All Option.

Chat Refer to Communications Log — In-Deal Chat Option.

Posts Refer to Communications Log - Posts Option.

Note: Posts that have been identified as important (using the Stick

icon) are highlighted in yellow on the Posts screen and on the
Communications Log — All screen.

Message Centre The Message Centre option displays all emails and facsimiles (faxes)

associated with the deal and gives you the ability to view, in detail a
selected message.

Messages initiated by FMS have a status of Sent and any incoming
emails from external parties have a status of Received.

Contact Centre Instructions | The Contact Centre Instructions option displays all instructions that
have been added by the FMS Contact Centre or the Client.

Note: Always check this screen as FMS staff and clients will use this
to record important instructions for the Contact Centre.

System Notes The System Notes option displays any automated docuPREP system
notes (for example, emails, Milestone updates, any notes against
pending items and so on).

Note: As with Posts, system notes that have been identified as
important (using the Stick icon) are highlighted in yellow on
the System Notes screen and on the Communications Log —
All screen.

4.4.2 Communications Log - All Option

The Communications Log — All is displayed by default when you first access the Communications log. It
displays a summary of all of the different communication types (that is, Chat, Posts, Message Centre,
Contact Centre Instructions and System Notes) received to date.

From the Communications Log:

1. Select the All option.

MyPortView Broker User Guide
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The Communications Log — All screen is displayed.
Seatus Desails Documents
Communikation Llog
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Figure 12 - Communications Log - All screen

Ticking or unticking the checkboxes gives you the ability to display all communications or specific
communications. For example, unticking the All checkbox and ticking the Posts checkbox ensures that only
Posts are displayed.

You can sort the communications by either newest to oldest or oldest to newest, using the Newest First (or
Oldest First) link ).

The screen is split into two columns. The left hand column displays a summary of the communications
received to date for the deal. Clicking on one of these messages causes the full details of the communication
to be displayed in the right hand column of the screen. You can expand or contract the columns as follows:

e Place the cursor on the scroll bar until it changes to a cross hair icon ( "”").

e Hold down the left mouse key and drag the column to the required width.
44.3 Communications Log - Chat Option
The (In-Deal) Chat option gives you the ability to view and initiate chats related to the selected deal.

From the Communications Log:

1. Select the Chat option.
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The (in-Deal View) Chat screen is displayed.

ALL CHAT POSTS MESSAGE CENTRE CONTACT CENTRE SYSTEM NOTES
INSTRUCTIONS

Search by contact Q. New Contact Centre Chat for Deal .
#2539880 i

4/16/2020

2:27:45 pm

. Your request has been submitted to the Contact Centre. A representative
will respond to you soon.

FMS Contact Centre 2:27:46 pm

Can you please assist me with this matter? !

Type a message here 4

® Leave Chat

Figure 13 - Communications Log — Chat

The left hand side of the screen displays all your current chats and gives you the ability to search for and
select a specific chat.

The right hand side of the screen displays details for the chat in which you are currently involved. The links at
the top right of the screen give you the ability to initiate a new chat as follow:

< New Chat Gives you the ability to initiate a new chat.
% FM5 Contact Centre Gives you the ability to initiate a new chat with the FMS Contact
Centre.

2. To search for a chat, type one of the following parameters into the search field provided.

e Lender Operator’s name (if assigned to the deal in docuPREP)
e FMS Contact Centre

3. To select a specific chat, click on the chat listed on the left hand side of the screen.
4. To create a new chat, click the New Chat link or FMS Contact Centre link.

The screen displays of the selected chat or new chat on the right hand side of the screen.

Status Details Communications Documents

Communication Log ) |

ALL HA POSTS MESSAGE CENTRE CONTACT CENTRE SYSTEM NOTES
INSTRUCTIONS

Selrcly by contact New Contact Centre Chat for Deal
New Contact Centre Chat for Deal - 04/12/2018 11:55

testing cc chat with rtoro 6 with

ben

#2343608

You, rtoro

New Contact Centre Chat for Deal  03/12/2018 3:01 P
#2343608
You, FMS Contact Centre

Figure 14 - New Chat screen
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Note: When initiating a chat to the Contact Centre, the following message is displayed.

8 Your request has been submitted to the Contact Centre. A representative
will respond to you soon.

5. To reply to or create a message:

e Scroll to the bottom of the screen to display the message field

e Type your message into the field provided at the bottom of the screen.
e C(Click the icon end the message.

6. To leave a chat, select the ® Leave Chat jcon.

e If the chatis unresolved, a prompt is displayed asking whether you are certain you want to leave the
chat. Click the button to confirm you want to leave the chat.

Note: Leaving a chat prior to it being resolved leaves the chat open. Do not leave a chat
until it has been resolved.

Once a chat has been resolved, it is no longer displayed on the Chat screen. Details of all resolved chats can
be found in the Communications Log — All screen.

4.4.4 Communications Log - Posts Option
The Posts option is equivalent to the Notes option in docuPREP.

From the Communications Log:

1. Select the Posts option.

The Posts screen is displayed.

Status Details Documents

Communication Log

ALL CHAT MESSAGE CENTRE CONTACT CENTRE SYSTEM NOTES
INSTRUCTIONS

New Post

Banjamin (Broker) - 19/02/2020 1055 AM

Figure 15 - Communications Log — Posts

To create a new Post:

1. Click the link.
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The screen now includes fields for you to complete.

Status Details Documents

Communication Log

ALL CHAT MESSAGE CENTRE CONTACT CENTRE SYSTEM NOTES
INSTRUCTIONS

“

Sticky Past || Check this box to 'stick' this Post (Used for important Posts)

Mo items to show..

Figure 16 - Communications Log — Add a Post
2. Type details of the Post into the field provided.
3. To highlight any important Posts, click the Sticky Post checkbox.
4. Click the button.

The Communications Log - Posts screen is displayed. All Posts are listed at the bottom of the screen with
the newly created Post being highlighted in yellow as shown below.

Status Details Documents

Communication Log

ALL CHAT MESSAGE CENTRE CONTACT CENTRE SYSTEM NOTES
INSTRUCTIONS

New Post 2

Benjamin (Broker) - 19/02/2020 10:57 AM

New Post

Benjamin (Broker) - 19/02/2020 10:55 AM

5. If required, click the UNSTICK icon to remove the highlighting.

6. Click the option to close the screen.

4.5 IN DEAL VIEW SCREEN - DOCUMENTS OPTION

The Documents option gives you the ability to view any documents uploaded to docuPREP to which you
have access and upload any required documents (documents are automatically uploaded to docuPREP).

Note: Only documents in PDF format can be uploaded.

From the In-Deal View screen:

1. Select the Documents option.
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The In-Deal View — Documents screen is displayed.

Status Details Communications
Documents
DOCUMENT NAME TYPE DATE CREATED v
blank (1).pdf Certificate of Currency 14/02/2020 4:20 PM
Other.pdf Other 13/02/2020 4:46 PM

blank (1) (1).pdf Cheque Directions 13/02/2020 4:41 PM

Figure 17 - In-Deal View screen - Documents
You can use this screen to view and save documents that have been uploaded and to upload documents.
2. Toview and save uploaded documents:
e Click the == next to the document to be viewed and/or saved.

A message is displayed at the bottom of the screen.

H Do you want to open or save Other.pdf (42.8 KB) from platform.firstms.com? Open Save | ¥ Cancel I

e C(Click the button to open the document (the document is displayed on screen).

e Click the down arrow in the button to save the document (you can save the document, if
required, to your hard drive).

e C(Click the button to cancel the operation.
3. To upload a document:
e C(Click the icon.

The Upload Documents screen is displayed.

Upload Document

Document Type

Bank Statement -

Choose File
Upload

Figure 18 - Upload Documents screen

e C(Click in the Document Type field and select the document type to be uploaded.

e Click the [elleJolS=RzI[E button.

e Find the required image on your hard drive and select the button.
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Details of the selected document and file path are displayed.

Upload Document

Document Type

Valuation A

Choose File

SAPLMS\Client Services\Training\All Work in ProgressiDocument

Examples for uploading to docuPREP\WALUATION.pdf

v

e Using the scroll bar, scroll to the bottom of the screen and click the [BJalleEls| button to upload the
document to MyPortView.
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MyPortView Broker Quick Reference Card

The Dashboard View and Maintain Deal Details
The Dashboard screen is the first screen The In-Deal screen givesyou the ability to view and maintain detailsfor docuPREP deals that have been azsigned to
dizplayed after logging into MyPortWiew. you, but have not yet settled. The In Ceal view screen isdisplayed by =electing adeal from the Dashboard screen.

Gew Settlements \ /‘u"ie-wfum:ls disbursements fora Settled I:|E'\a|\

Settlements Reports are available from the Dashboard screen. The In-Deal View - Detailsscreen gives you

* Click on the Settlement period required for the report [Settlements Yesterday, Settlements Today or crzzadlnizn e e et sxla s
Settled ThizManth) bookings. To view details
The details are displayed. You can click on the blue arrow [‘“If’:l next to a8 Lenders name to display a - S':m_” B E'D'.Jki"g Details
breakup of the deal types and loan amounts settled during the selected pericd. S'C.'lrtm" thhf“ SLEsrsisolis
iCom.
#  If you wish toview settlementsfor other pericds, type the required datesinto the start and end date
fieldsto obtain the result for the required peried. You are taken to docuPREP and detailsof all
= Eli:kthem Birttan. Settlement Funds and Disbursements are

-

displayed.
* To obtain information of the specific deals, click the [EETLIGES BTSN E <] button. -/ \ splay

)
[ i N

The Chat option gives you the ability to view and initiate chatsrelated to a selected deal. Thisoption is displayed by selecting the Chat option from the
Communication log. The Communications log isdisplayed after selecting the Communications option from the In-Ceal View screen.

* To create a new chat for the selected deal:

* (Click the FMS Contact Centre link [located at the right hand side of the screen).

*  Type your messaze intothe field provided at the bottom of the screen (the field is labelled “Type a message here”) and clickthe ¥ icon
# To add = messaze:

*  Lelectthe required chat.

* Type your message into the field provided [the field is |abelled “Type a message here”) and dick the ™ icon to send the message.

‘fou will receive a Chat Notification when FMS has responded. The chat will close automatically once the FMS Contact Centre hasresolved the chat.

\ * To leave achat, selectthe # Leave Chaticon. /
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To create a new Post:

> Clickthe link.

#* Type detailsof the Post into the field provided.

# Click the Post button.

* Clickthe opticn to close the screen.

~

The Posts option isequivalent to the Notesoption in docuPREP. This option isdisplayed by selecting the Post=option frem the Communication log. The
Communications log is displayed after selecting the Communications option from the In-Deal View screen.

/

Update Conveyancer Details

The in-Deal View - Detailsscreen givesyou the ability to view, add, edit
or delete conveyancer detail=.

* To add a conveyancer:
*  5Scroll to the Conveyancer Details section of the screen and
clickthe © icon.
. T\,rp-EthEl:IEtEliI5E|5rE|:|uirE|:|E|n|:|tlitkthembutm—n.
* To updste conveyancer details:

&  Scroll to the Conveyancer Details section of the screen and
click the # icon.

*  Type over the existing detailswith the new details as required
and :Iil:kthel::-uttl::-n.

* To delete aconveyancer, click the [ESEE button.

Upload Documents and OQutstanding [tems

The In-Deal View - Documents screen gives you the ability to view any
documents uploaded to docuPREP towhich you have acces= and
upload any required documents/outstanding items [documentsare
automatically uploaded to docuPREP).

* To view and save uploaded documents:

# Clickthe = next tothe document to be viewed and/or
saved.

*  When prl}mpted,l:lil:kthebuttuntuupenthefile.

*  You can now save the file, if required, to your hard drive.
* To upload a document:

*  Clickthe= icon.

#  Click in the Document Type field and select the document
type to be uploaded.

*  Click the [ERaaealE button.

*  Find the required image on your hard drive and select the

button.

®  Click the [lfdkEL] button to upload the document.




