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INDEPENDENT
LANDLORD
VERIFICATION
JOURNEY

How to add an Independent Landlord,
the Rental Property and the steps to
take to verify the Landlord using an
online biometric check.

...............................................

1. ADDING THE LANDLORD DETAILS
Begin by clicking the yellow ‘Add New

Landlord’ button from the Home menu, then

choose ‘Independent Landlord(s)’ .

Qe
< Welcome to iamproperty
@ Home

Let's get started. Which of these best describes your client?

@ @ ii
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2. COMPLETE RENTAL PROPERTY
ADDRESS AND RENTAL VALUE DETAILS

In the Property Overview page complete
the monthly rental value and the

address of the rental property. Enter the
property postcode in the relevant field
to populate the address detail. You

may need to add the house number in
Address line 1.

3. CONTINUE TO THE ADD
LANDLORD PAGE

On this page complete Landlord name,
email address and Landlord’s residential
address.

+ |If you are adding a DOB it will need to
be in format DD/MM/YYYY.

+ If you are adding a phone number it will
need to be a UK mobile beginning 07.

[ United Kingdom

@ O seoowe: @ L
]

4. CONTINUE TO THE LANDLORD
RISK ASSESSMENT PAGE

Answer the questions on the
Landlord Risk Assessment pag
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SECTION2 |

MULTIPLE
INDIVIDUAL
LANDLORDS
VERIFICATION
JOURNEY

How to add multiple Independent
Landlords, the Rental Property and the
steps to take to verify the Landlord using
an online biometric check.

& Landlond Verficatlon

Peovmaivip 10 Clessas

1. ADDING THE LANDLORD DETAILS

Begin by clicking the yellow ‘Add New
Landlord’ button from the Home menu, then

5. CONTINUE TO THE LANDLORD 6. CLICK THE ‘SEND VERIFICATION’ choose ‘Independent Landlord(s)’.
VERIFICATION PAGE BUTTON :

Check the details on this page are correct Clicking the ‘Send Verification’ button 8 @ G
and make any necessary changes. will generate an email to the Landlord

You can add a Reapit Property Reference requesting they complete their verification.
number to the verification on this page. You will be returned to the ‘My Tasks’ ‘ Lot's o oo Which ofthesa bes describes you cenf?

screen where you can see details of ool
the Property / Landlord / Dates / Risk owomiaasasl | coamiee
assessment / Verification status.

< Welcome to iamproperty
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2. COMPLETE RENTAL PROPERTY ADDRESS
AND RENTAL VALUE DETAILS ] € Landord Verificaticn

In the Property Overview page complete the
monthly rental value and the address of the
rental property. Enter the property postcode
in the relevant field to populate the address

detail. You may need to add the house number Check the details on this page
in Address line 1. are correct and make any

necessary changes.

6. CONTINUE TO THE LANDLORD
VERIFICATION PAGE

You can add a Reapit Property
3. CONTINUE TO THE ADD LANDLORD PAGE Reference number to the

On this page complete Landlord name, email verification on this page.
address and Landlord’s residential address.

+ |If you are adding a DOB it will need to be in

format DD/MM/YYYY.
+ If you are adding a phone number it will need

to be a UK mobile beginning 07. .
4. ADD THE ADDITIONAL LANDLORD(S) o , ik ] 7. CLICK THE ‘SEND VERIFICATION’
Add any other Landlord by clicking the ‘Add (&= ) BUTTON
Another Landlord’ black button at the bottom Clicking the ‘Send Verification’
of the screen. Click "Yes' when prompted. button will generate an email to the
Complete the name, email address and ~~ **" """ " NN Landlord requesting they complete
landlord’s residential details. their verification.
Repeat this process if there are any further You will be returned to the ‘My Tasks’
landlords to be added. screen where you can see details

of the Property / Landlord / Dates /

5. CONTINUE TO THE LANDLORD RISK ] Risk assessment / Verification st
ASSESSMENT PAGE

Answer the questions on the Landlord Risk
Assessment page for each Landlord.
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SECTION 3

LTD COMPANY
LANDLORDS
VERIFICATION
JOURNEY

How to add a Limited Company Landlord,
the Rental Property, and the steps to
take to verify the Directors / Significant
Controllers using an online biometric

check, and run an online Company check.

1. ADDING THE LANDLORD DETAILS

Begin by clicking the yellow ‘Add New
Landlord’ button from the Home menu, then
choose ‘Company Landlord’.

@

€ Welcome to lamproperty

Let's got started. Which of these best describes your client?

@ @ ii P
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2, COMPLETE RENTAL PROPERTY
ADDRESS AND RENTAL VALUE DETAILS

In the Property Details page complete
the monthly rental value and the
address of the rental property. Enter the
property postcode in the relevant field
to populate the address detail. You
may need to add the house number in
Address line 1.

3. CONTINUE TO ADD COMPANY PAGE

On this page complete Company legal
name, Company Reg. number, email
address & phone number if known, and
the Company’s registered address.

+ If you are adding a phone number,
it will need to be a UK mobile
beginning 07

+ An email address & phone number
are not mandatory

+ Company Type will default to ‘Ltd’

Click on ‘Company Landlord' to
proceed

(7}
o)
5)
o

€ Property Detalls

® i D

NE33W Enter the postcode into the field, select the |
awcasia oo Tre address and amend where necessary

€ Verified Company Details

Company Details

AAAAA

" Click on 'Company House' button to open
6ih Floor Arden House Regent Centre Newcastie UX screen to show all Company directors and
Significant Controllers

4. CONTINUE TO THE VERIFIED
COMPANY DETAILS PAGE
At the top of this page will be

confirmation of the company details
entered on the previous page.



€ Verified Company Details
Company Details

am-sold Lid e

To pull the list of Directors into the Directors F i e

H [1 H t]
field, click the black ‘Companies House e oor o o R v Hoveass 1 If an email address has been added in the previous page the Director
Button. will be pulled through. You can now toggle which Directors you

Directors

+ Company directors page opens i would like to verify o

+ Complete the email address fields for the
Directors and Significant Controllers that COOME, amie Parick ; F—
you wish to verify JOHNSTON Eoghan - A

RIDOWAY, Benjamin Thamas - Action Required

Click the Continue button once completed d

Intelligent Services Group Lid - ol Action Required

H Click the 'Company Risk Assessment' button next to

Company Dirsctors run the Company checks
Enter the email address for Significant Controllers and any directors that you want to verify

Name: COOKE, o director Appointed On

Mationality: British o ctor Data Cf Birth: 196

( Any directors that do not have an email address added will not pull through to the next page

Name: JOHNSTON Role: director

Nationaiity: Bltish Oceupstion: Chartered Accountant

The Director(s) & Significant Controller(s) will now be populated
in the Directors column of the Verified Company Details page.

e ey el Significant Controller(s) will be denoted with a tick under the
Nationality: Beitish Occupstion: Dirsetor Date Of Birth relevanf Column

L + Decide which Directors you wish to verify and click the
button(s) under the Verify Now column to turn them to a
green ftick.

Name: Intelligent Services | Role: hip-of-shares-75-10-101 ights=75-10-100-pr | Appoinied On: N/A

Nationaiity: N/ Occupstion: N/A Date Of Birth: N/&

This denotes a Significant Controller of a . - .
r Eorm Now click the ‘Company Risk Assessment’ button.




5. CONTINUE TO THE LANDLORDS RISK
ASSESSMENT PAGE

Answer the risk assessment questions
for the Directors / Significant Controllers
and click the Continue button.

¢ Landlord(s) Risk Assessment

) Risk Assasament 1 COOKE Complete the risk assessment for the Director(s) you
have chosen to send a verification

7. CONTINUE TO THE COMPANY
CHECK PAGE

On this page, please check the details
of the Company are correct, add a
Reapit Property Reference number, and
click the ‘Send Verification’ Button.

This will now order the Company check,
send the online biometric checks to the
Directors / Significant Controllers

and forward you to the Verification
Result page.

12 iamproperty | Lettings Compliance User Guide

6. CONTINUE TO THE COMPANY RISK
ASSESSMENT PAGE

Answer the Company risk assessment

questions based on your knowledge of the € Verfication Result
Company and click the continue button.

A3 Comrent

Click on 'Finish' and the company check will run and the verification
will be sent to the chosen Director(s) and Significant Controller(s)

On the Verification Result page, you
can upload any documents or add
any notes required.

€  Company Check

Please click the Finish button to
complete the process.

| Add a reference number if required

You will be returned to the Home: My
Tasks page.

PEPs and Sanctions Checks

Lettings Compliance User Guide | iamproperty 13



SECTION 4

PLC COMPANY
LANDLORDS
VERIFICATION
JOURNEY

In this section, we will guide you through
the process of adding a Company PLC
Landlord, the Rental Property and the
steps to take to verify the Company using
an online Company check.

1. ADDING THE LANDLORD DETAILS

Begin by clicking the yellow ‘Add New
Landlord’ button from the Home menu, then
choose ‘Company Landlord’.

2. COMPLETE RENTAL PROPERTY ADDRESS
AND RENTAL VALUE DETAILS

In the Property Details page complete the
monthly rental value and the address of the
rental property. Enter the property postcode

in the relevant field to populate the address
detail. You may need to add the house number
in Address line 1.

14 iamproperty | Lettings Compliance User Guide

3. CONTINUE TO ADD COMPANY PAGE

On this page complete Company legal
name, Company Reg. number, email
address & phone number if known, and
the Company’s registered address.

4. CONTINUE TO THE VERIFIED COMPANY
DETAILS PAGE

At the top of this page will be confirmation
of the company details entered on the
previous page.

+ If you are adding a phone number,
it will need to be a UK mobile
beginning 07

The ‘Company Status’ will show whether
the company is Active or Dissolved.

Click the black ‘Companies House’
+ An email address & phone number Button.

are not mandatory

+ Company directors page opens

+ Company Type will default to ‘Ltd’ )
+ This should be empty

Change Company Type to PLC
s PanYaih + Click the Continue button

Add Company

Company Details

-
L Shell Oil PLC

l

L Public limited Company

Registered Address

If there is a particular person that you need to
verify you can add them using the + Director
button and complete their details.

Ensure that once added you click the ‘Verify
Now’ toggle to make it green.

5. CONTINUE TO THE COMPANY
RISK ASSESSMENT PAGE

Answer the Company risk assessment
questions based on your knowledge of the
Company and click the continue button.

6. CONTINUE TO THE COMPANY
CHECK PAGE

On this page, please check the details of the
Company are correct, add a Reapit Property
Reference number, and click the ‘Send
Verification’ Button.

This will now order the Company check, send
the online biometric checks to the Directors /
Significant Controllers (if you have added any
manually) and forward you to the Verification
Result page.

On the Verification Result page, you can
upload any documents or add any notes
required.

Please click the Finish button to
complete the process

You will be returned to the Home: My
Tasks page

Lettings Compliance User Guide | iamproperty 15



SECTIOW In the Verification Result page you can:
Check or amend the risk assessment result

CH ECKI N G Download and view the Verification Report
RISK LEVEL & venoss ) Adress / pepeote
DOWN LOADI N G Upload documents

Add comments

TH E VE RI F I CATI o N From the Landlord menu, click on the landlord
RE Po RTS name to open the Landlord Details page.

In the Landlord Details page you can:
The risk level of a landlord can be Edit landlord details
checked from the Home / My Tasks
page & the Property details page
via the Property menu.

(GEENEREERENENENENENEE,

Check which properties are associated with
the landlord

Check when the last verification was
completed

Verification reports can be accessed
from the Home / My Tasks page and from

the Landlord menu. Download the verification report

From My Tasks page, click the property Upload landlord documents

or landlord name to open the Verification Add comments / notes
Result page. From the Property menu, click on the property
address to open the Property Details page.
In the Property Details page you can:
Edit the address details
View and change the risk assessment result
View and edit the landlord details
View the timeline of events
Upload documents
Add notes

16 iamproperty | Lettings Compliance User Guide




sECTioNs

MY TASKS PAGE, STATUS AND
DEALING WITH ACTION REQUIRED

When a landlord has been sent a verification to
complete, the view on the Home / My Tasks page
will look like this:

The Status will show as red ‘Incomplete’ and
the Action Required will be “Yes’

At this point you need to take no action until
the Landlord has completed the verification

My Tasks
Q, Sesich [e]
[C]  Property Name Landlord Date Added
[] 3caemarvon Close Steve Landlord 25/02/2025

When a landlord has completed their
verification, the Landlord will receive
email confirmation their verification
is now under review with you.

Now the verification is complete you will see the
following on the Home / My Tasks page:

The Status will show as green ‘Complete’
and the Action Required will be ‘Yes’

You should take direction from the Action
Required field and click Yes to enter the
Verification Result page

18 iamproperty | Lettings Compliance User Guide

Risk Assessment Status Action Required ?
0o -
My Tasks
Q, Search G
D Property Name Landlord
["] 3caemarvon Close Steve Landlord

D Verification  Verified &
Liveness Verification Verified @

Mortaiity Check Varified @&

The address check requires review - ... rio Upioss

Addross Chack Review I | o

PEPs Check Verifies & Click to Uplosd

‘Sanctions Check Verified @

A course of action could be as follows:
+ Download the verification report fo review

+ Review pictures of documents taken &
information from results in the report, and

This example shows the action required
is a review on the Address Check

-
Comment
i
| pownload verification Report Here |

+ Click on the ‘Address check’ o open
the pop up and change to Pass or Fail

+ Add any notes and upload any
documents to support your decision

review against address given by the landlord 4 Click the Finish button

Status ‘Completed’ d L

— R

available for review

completed their verification and it's

Action required "Yes' confirms there is
an action requiring your attention on
the Verification

Risk Assessment

Action Required 7

Yes




& Verification Result

1D Verification

Address Check

@ Pass

Risk Assassmont

Verification Report

Manus Fiie Uplosd

Steve Landiord

Verification Report

Manual Filo Upioad
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After clicking the Finish button,

you will be returned to the Home /
My Tasks screen where the Action
Required will change to No if you
have changed the Address Check to
pass and it is showing green Verified.

W ic s cy

G?.H
L]



SECT|ON 7 " 1 1 1 [ : @prwww

Begin

Begin

WKZ115512 |2 Identity Document
LANDLORD VERIFICATION AT | | | el
Check Choose the document type you

JOURNEY ON THE
IAMPROPERTY APP 55

Passport

The landlord will receive an email from iamproperty requesting
they download the app to complete their verification.

Confirm your Iden

Be|OW |S The Journey 1he Cl|en1' W|” Ter photo of yourself and s

government issued ID

Begin Verification

The Reapit Property Reference The user will be asked to

. . . = - : LY OUT RICTaT
number will be the client confirm that the details from : . oot
reference for their verification. their ID document are correct. = Upload a document that clearly

H : shows both your address and
To begin the process, user will it
click ‘Continue'. ' Addrass Document: 1 of '.'
Utility Bill
. . . . . ® SurNames s66 Bank Statement

For identity verification The user will then move onto orvooarvon close e

documents, the user can
choose passport, or other.
Other documents are driving
licence or residency.

The user will take a photo of
their ID in app, front and back.
Once the photos have been
taken and accepted, the user
will continue to next step.

22 iamproperty | Lettings Compliance User Guide

address verification where
they will be requested to
confirm their address details,
and correct if required.

The user will be presented
with a document list to select
from. The document needs to

be dated within last 3 months.

19000 1°

OWLEBEEALAL

2022:CE-00

202520008

United Kingdom

rmllarnl

hornchurch

United Kingdom of Great
Britain and Northern Ireland

Mortgage Statement
Driving Licence

HMRC Letter
Insurance Policy
Credit Card Statement
Local Authority Letter

Other

Add Next Document

Lettings Compliance User Guide | iamproperty 23




©

Camera

k]

Gallery Documents

(< @Pmperty

Upload a document that clearly
shows both your address and
name

Address Document: 1 of 2

Document uploaded

Confirm date of issue

Documents should be 3 or less months
old. A valid driv i

accepted.

Date of issue:  25/02/2025

[_____I Document issued within the last 3
months

N\ i—

N\

/<J @p‘mpel‘ty

Are these details
correct?

@ Door No: 3

® nddress: corono aon close

® Zip Code: 1l 2al

@ City: hornchurch

@ State:

@ Country: United Kingdom of Great Britain and
Northern Ireland

>

Grroverty

Address Verification
Complete

The user can choose to take a photo,
upload a photo or upload a document.

The user will then confirm document’s
date of issue using the calendar feature
and tick box.

Once the 2 documents are uploaded
the user will confirm address details.

The app will confirm that address
verification is complete.

The user must click ‘Continue’ until they
see confirmation that ‘You're all done’.

The user will click the ‘Continue’ button
on this page to complete the process.
The user will then receive an email
confirming their verification is under
review.

You can now refer to Section 6 as to
how you can proceed.
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