
1   
   

  

Broker Portal Payment Process   

Keystone Property Finance Limited 42 Kings Hill Avenue, 

Kings Hill, West Malling, Kent ME19 4AJ  



2   
   

Payment Process - The Cardholder is Present to Complete the Two-Factor Authentication   

When paying the outstanding fees at FMA with the cardholder present, follow the steps below:   

1. Push the FMA through to the Submission Tab and select the ‘Submit FMA’ button:  

 

2. Agree to the Declaration and select the ‘Pay Fees and Submit’ button on the right-hand side of the 

screen. You will be presented with the initial payment screen:   

 

   

On this screen you must confirm two things:   

• Confirm that the Applicants are aware that the applicable fees are payable on submission of the full 

application and is non-refundable.   

• How are the fees to be paid?   

   

3. When you confirm ‘The cardholder is present to complete the two-factor authentication’ and select 

the ‘Continue’ button, the below screen will display:   
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4. Select the card type of card and enter the details prompted on the screen. Once the card details have 

been keyed, select the ‘Yes, I confirm my payment’ button.    

Please Note: On this screen you do have the option to go back or cancel the payment.   

5. Once the payment has been made and is successful, the below screen will display:   

 

6. If the Payment is unsuccessful, please ask the card holder to contact their bank to resolve.   

7. Once the Payment has been successfully made the FMA will be automatically submitted.   

   

  

  

  

  

Payment Process – Send Payment Link to the Applicant   

  

   



4   
   

  

When paying the outstanding fees at FMA via a link to the Applicant, follow the steps below:   

1. Push the FMA through to the Submission Tab and select the ‘Submit FMA’ buton:   

 
2. Agree to the Declaration and select the ‘Pay Fees and Submit’ button on the right-hand side of the 

screen. You will be presented with the below initial payment screen:   

 

On this screen you must confirm two things:   

• Confirm that the Applicants are aware that the applicable fees are payable on submission of the full 

application and is non-refundable.   

• How are the fees to be paid?   

   

3. If you confirm the payment link is to be sent to the Applicant, a new screen will display for you to 

confirm which Applicant on the case the link should be sent to.   

   

4. The next step is to confirm if the payment link should be sent via email, text, or both:   
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5. Once you have confirmed how the link is to be sent, the Applicant will have 48 hours to pay the 

outstanding fees. Please Note: The Applicant will see the same screens as the Broker if the fees were 

paid with the Applicant present.   

6. If the link expires before the Applicant can make the payment, log into the Portal, open the 

Application, select the ‘Submit FMA’ button and you will have the open to ‘Resend Payment Link’.   

7. If the payment is unsuccessful, please ask the Applicant to contact their bank to resolve.   

8. Once the Payment has been successfully made the FMA will be automatically submitted.   

   

Payment Process – Paying Outstanding Fees after FMA Submission   

If you need to pay an outstanding fee(s) attached to the Application after the FMA has been submitted, for 

example, Valuation fee or Completion fee, log into the Portal and follow these steps:   

1. Select/search for the associated Application.   

2. Select the ‘Pay Fees’ button displayed on the Application Summary.   

3. Follow the payment process (the same as when you paid the Application Fee when submitting the 

FMA).   
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