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Welcome to GML Your Step-by-Step
Guide to Effortless Loan Processing

MLTrack is your go-to platform for managing the loan process
with speed and precision. This user guide will walk you through every
step, helping you navigate the interface smoothly and maximise its
full potential. Whether you're checking the status of a file, uploading
documents, or communicating directly with Mortgage
Lawyers, GMLTrack has you covered.

Alongside this detailed guide, we've also provided a step-by-step video
tutorial, offering a visual walkthrough to help you get the most out of the
platform.

With GMLTrack, managing your loans has never been easier.

Let’s get started!

Mortgage Lawyers
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How to Login

Don't have an account yet?

If you haven't preregistered your account
with us, please contact our IT team for
assistance in creating alogin account.

Simply email:

and include the following information:

Once your account is registered, you can
set up Multi-Factor Authentication for
added security.

A and are
available in the Brokers and Lenders
Resources Centre to assist you.

@ Client company name:
@® New UserInformation
a. FirstName:
b. Surname:
c. Emailaddress:
@© Otherinformation:
a. Isthisnew user to have fullaccess to the company profile?
b. Isthe new usertobe setup aBroker?

Brokers & Lenders
Mortgage Lawyers Resource Centre

MFA



https://drive.google.com/file/d/1abuyOlKGqEuU7rCC-m-tN-pkG-Cn7yjH/view?usp=sharing
https://vimeo.com/1008343778/f044815888?share=copy
mailto:support@greenmortgagelawyers.com
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New user Setup

You will receive an invitation from Microsoft
Invitations on behalf of Green Mortgage

Lawyers like the below example:

© Please only act on this email if you trust the individual and organization represented below In rare cases, individuals

may receive fraudulent invitations from bad actors posing as legitimate companies. If you were not expecting this
invitation, proceed with caution.

Sender:
Crganization: Green Mortgage Lawyers
Domain: greenmortgagelawyers.com

If you accept this invitation, you'll be sent to https://myapplications. microsoft. com/?tenantid=db56fc5e-f34c-4031-92bd-
G524faccdbbe.

Accept invitation

b

This invitation email is from Green Mortgage Lawyers (greenmortgagelawyers com) and may include advertising
content. Green Mortgage Lawyers has not provided a link to their privacy statement for you to review. Microsoft
Corporation facilitated sending this email but did not validate the sender or the message.

To start the activation process you click on
the “acceptinvitation” button and it will

take you to the login webpage

‘ reen

L] Mortgage Lawyers
jane.citizengml@gmail.com
Sign in

We'll send a code to jane.citizengml@gmail.com to
sign you in.

e
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To complete the login, it will Your Green Mortgage Lawyers account verification code ke
Send a Code to the nom'nated S‘r::nvMarlgage Lawyers (via Mi ft) it it p ountprotection.microsoft.coms

Green Mortgage Lawyers

Account verification code

email account

To access Green Mortgage Lawyers's apps and resources, please use the code below for account verification. The code will only work for 30 minutes.

Account verification code:

15899994
If you didn't request a code, you can ignore this email.

Privacy Statement
Microsoft Corporation, One Microsoft Way, Redmand, WA 98052

Enter account verification code
thensignin. N oo
A Sieen

Mortgage Lawyers
& jane.citizengml@gmail.com
Enter code
We just sent a code to jane.citizengml@gmail.com

15899994
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Once you have successfully completed the login stage it will take you to your apps dashboard where you will just
have to click onthe GMLTrack Login Application and it will take you to the GMLTrack Dashboard.

Agteen

My Apps

Apps dashboard

Apps

' Apps

AGML
Track

GMLTrack Login

&

£ Search apps

EF Addapps @ Create collection /% Customiza view

5t Settings
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GMLTrack Portal

Tologin, you will need to
access the portal from the below:

S

\ X )GMLTrackI;;:tal
(seMurrack, )

Forgot your password?

If you forgot your password, you can opt to
select the “forgot my password” link and that
will take to you the Microsoft help page where
you can request to reset your password.



https://gmltrack.greenmortgagelawyers.com/

OCTOBER 2024 EDITION Mortgage Lawyers

C MLTrack User Guide )

ML Dashboard

Homepage

Once you are logged in you will have access and see any current files

jane.citizengml@gmail.com  Log out

SGMlTrack Dashboard Matters

Dashboard @

Jane Citizen (GML Test User)

| Last 12 Months v
Current Matters Inactive Matters Instructions Received Booked Settlements Settlements Effected
Report Report Report

To search for an application, you select the matters heading at the top and it will display our search functions.
You will have the option to search based on the unique client ID, GML reference number, Party Name, or

Security address.
Matter Filter Matter Filter Matter Filter Matter Filter
202437721 202437721
Party Filter Party Filter Party Filter Party Filter
Jane Doe
Address Fiter Address Filter Address Filter Address Filter
123 Sample Road
Matter Class Matter Class MalienGlass Matter Class
Include Archived Matters Include Archived Matters

Include Archived Matters Include Archived Matters
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Searching a Matter

Searching for a matter current or archived, you now have a more powerful search function.
Wider searches allow you to search under, matter details, party details or address details.

1. Matter Details (Red) - Enter the particular details of the matter,

Matter Filter
loan account reference, or the Mortgage Lawyers 202437721

reference number. Enter the number and hit search. Party Fifter
Address Filter
Matter Class

Include Archived Matters

2. Party Details (Green) - Enter the name of the borrower or on i
the guarantor. Enter the details and hit search.

Party Filter
Jane Doe

Address Filter
Matter Class

Include Archived Matters

10



yfee
yreen
[ ) Mortgage Lawyers

OCTOBER 2024 EDITION

( GMLTrack User Guide )

3. Property Details (Blue) - Enter the name of one of the
security properties. Enter the details and hit search.

Matter Filter

Party Fiter

Address Filter
123 Sample Road

Matter Class

Include Archived Matters

Matter Filter
4. Archive Matter ( ) - Need to locate a previous 202437721
matter? Enter one of the fields, click ‘include archive Party Filter

matters’ and hit search.
Address Filter

Matter Class

Include Archived Matters

1
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Once you have found the file you are looking for you select the matter number and it will take you
to the full display.

&G TI’CICk Dashboard  Matters jane citizengml@gmail.com  Log out

Matter Search

1 results
Matter Filter Matter & Instructed By & ClientRef Title & Security Matter Class & Type
202439348 20243034801 Green Mortgage Lawyers Ply Lid  APP-88805 (Test) Sample, R (888882222) Advance of §1,150,000.00 Refinance - Sydney, NSW Residential Lending  Refinance

Party Filter @

Address Filter
Matter Class

Include Archived Matters

For quick status view of the file, you can see it displayed in the top right hand corner.

AGMITrack  Dashboard Matters

(Test) Doe, J (109876543) Advance of $543,000.00 Purchase - Brisbane, QLD

& nstruction Current Status
Instructed By: Green Mortgage Lawyers Pty Ltd
Client Reference: 100876543 °
Received: 09/10/2024 1359
Instructions R

Green Mortgage Lawyers
% gag £L Document Upload

Matter Title: (Test) Doe. J (109876543) Advance of $543,000.00 Purchase - Brisbane, QLD _

Matterr: 202437721 [Browse__| Na files selected
ClassiType: Residential Lending / Purchase

Office / State: Brisbane / QLD

GML Rep: Sophie Sheather / sophi m /+617 3223 4794

Urgent: No

Pexa: Yes

Est. Settlement:

49 Parties

Borrower 1 Jane Doe jane.dos@email.com
GML Representative  Sophie Sheather sophie_sheather@greenmortgagelawyers.com
Lender Green Mortgage Lawyers Pty Ltd

Mortgage Manager  Green Mortgage Lawyers Pty Ltd
Office Brisbane

m Securities
Address Title Ref
Security 1 123 Sample Road, BRISBANE CITY QLD 4000 55555555

12
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GML Representative

(Test) Doe, J (109876543) Advance of $543,000.00 Purchase - Brisbane, QLD

eSh i
&s [nstruction

Instructed By: Green Mortgage Lawyers Pty Ltd
Client Reference: 109876543
Received: 09/10/2024 13:59

& Green Mortgage Lawyers

Matter Title: (Test) Doe, J (109876543) Advance of $543,000.00 Purchase - Brisbane, QLD
MatterNr: 202437721
Class/Type: Residential Lending / Purchase
i {-H Brisbane / QLD
| GML Rep: Sophie Sheather / sophie.sheather@greenmortgagelawyers.com / +61 7 3223 4794
Urgent: No
Pexa: Yes

Est. Settlement:

Current Status

Instructions Received Complete

Document Upload

[Bromai] o ies stecten

Borrower Display

Parties

Borrower 1 Jane Doe jane.doe@email.com

GML Representative Sophie Sheather

Lender Green Mortgage Lawyers Pty Ltd
Mortgage Manager Green Mortgage Lawyers Pty Ltd
Office Brisbane
Securities
Address Title Ref

Security 1 123 Sample Road, BRISBANE CITY QLD 4000 55555555

5 Loan Details

Account Ref Nr Amount Product

sophie.sheather@greenmortgagelawyers.com

Rate

Term

Loan 1 109876543 Variable Rate Loan Product $543,000.00

ﬁ Event History

Date/Time Event Comment
= 09/10/24 1359 Insfructions Received
@ 00/10/24 1350 Instructions Received Complete
Add Comment |

13
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Loan Display

Class/Type: Residential Lending / Purchase

Office / State: Brisbane / QLD

GML Rep: Sophie I sophie greenmor yers.com / +81 7 3223 4794
Urgent: No

Pexa: Yes

Est. Settlement:

Parties
Borrower 1 Jane Doe jane.doe@email.com
GML Representative Sophie Sheather sophie.sheather@greenmortgagelawyers.com
Lender Green Mortgage Lawyers Ply Lid
Mortgage Manager Green Mortgage Lawyers Pty Lid
Office Brisbane

m Securities

Address Title Ref

Security 1 123 Sample Road, BRISBANE CITY QLD 4000 55555555

$ Loan Details
Account Ref Nr Amount Product Rate Term
| Loan 1 109876543 Variable Rate Loan Product $543,000.00

ﬁ Event History

Date/Time Event Comment
= 00/10/24 13:50 Instructions Received
@ 09/10/24 13:59 Instructions Received Complete

Add Comment |

Security Display

q@P Parties
Borrower 1 Jane Doe jane.doe@email.com
GML Representative Sophie Sheather sophie.sheather@greenmortgagelawyers.com
Lender Green Mortgage Lawyers Pty Ltd
Mortgage Manager Green Mortgage Lawyers Pty Ltd
Office Brisbane

Securities

Address Title Ref
| Security 1 123 Sample Road, BRISBANE CITY QLD 4000 555555558

S Loan Details

Account Ref Nr Amount Product Rate Term

Loan 1 109876543 Variable Rate Loan Product $543,000.00

ﬁ Event History

Date/Time Event Comment
= 09/10/24 13:59 Instructions Received
@ 090/10/24 1350 Instructions Received Complete

Add Comment |

14
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SGMITrack  Dashboard Matters

(Test) Doe, J (109876543) Advance of $543,000.00 Purchase - Brisbane, QLD

& nstruction Current Status

& Sreen Moftgage)l awyers Document Upload
MatterNr: 202437721 [Browse....| No files selected.
F th f II h' t fth f'I GML Rep: Sophie Sheather / sophie.sheather@greenmortgagelawyers.com / +61 7 3223 4794
or tne tull niIstory or the tile, urgone N

you willbe able to see that R

Borrower 1 Jane Dos jane dos@email com

u nd er the Event H i story GML Representative  Sophie Sheather sophie.sheather@greenmortgagelawyers.com
Lender Green Mortgage Lawyers Pty Ltd
Mortgage Manager  Green Mortgage Lawyers Pty Lid
Office Brisbane

sectionindescending

A Securities

order (oldest to newest) — L
. Security 1123 Sample Road, BRISBANE CITY QLD 4000 55555555
& Loan Details
Account Ref Nr Amount Product Rate Term
Loan 1 109876543 Variable Rate Loan Product $543,000.00
@ Event History
© 0910241359 Instructions Received Complete
—
Ad Comment

Jane Citizen - Comment

® 28/10/24 10:52 Comment (Jane Citizen (GML Test User)) Certificate of Currency for 123 Sample Road has been uploaded, please proceed to

settlement.

Event History - Comment

ity 2

BH Event History

Date/Time Event Comment

= 09/10/24 13:59 Instructions Received

© 09/10/24 13:59 Instructions Received Complete

<4 10/10/24 10:00 Docs Sent To Borrower Docs Sent to Borrower via DocuSign

B 28/10/24 10:00 Docs Returned Documents returned, checked

B 28/10/24 10:01 Docs Returned Incomplete Outstandings requirements yet to be provided-
- Certificate of Currency

® 28/10/24 10:52 Comment (Jane Citizen (GML Test User)) Certificate of Currency for 123 Sample Road has been uploaded, please proceed to
settlement.

® 28/10/24 11:44 Comment (System Admin) PEXA settlement pending 7th November

Add Comment |

15
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You can also add a comment to the file that will be sent to the file owner

m‘. G TrOCk Dashboard Matters

(Test) Doe, J (109876543) Advance of $543,000.00 Purchase - Brisbane, QLD

= |nstruction Current Status
Instructed By: Green Mortgage Lawyers Pty Ltd
Client Reference: 109876543 °
Received: 09/10/2024 13:59

Instructions Received Complete

Gi Mort 1]
& reen Mortgage Lawyers. Document Upload

Matter Title: (Test) Doe, J (109876543) Advance of $543,000.00 Purchase - Brisbane, QLD

MatterNr: 202437721 [Browse...| No fles selected
Class/Type: Residential Lending / Purchase

Office / State: Brisbane / QLD

GML Rep: Sophie Sheather / sophie. m / +61 73223 4794

Urgent: No

Pexa: Yes

Est. Settlement:

i$d Parties

Borrower 1 Jane Doe jane doe@email.com

GML Representative  Sophie Sheather sophie.sheather@greenmortgagelawyers.com
Lender Green Mortgage Lawyers Pty Ltd

Mortgage Manager  Green Mortgage Lawyers Pty Ltd

Office Brisbane

m Securities
Address Title Ref
Security 1 123 Sample Road, BRISBANE CITY QLD 4000 56555655

$ Loan Details
Account Ref Nr Amount  Product Rate  Term

Loan 1 109876543 Variable Rate Loan Product $543,000.00

ﬁ Event History

Date/Time Event Comment
S 09/10/24 1389 Instructions Received
© 09/10/24 1359 Instructions Received Complete

At the very bottom of the page, you have the ability to add comments and it will appear in the event history.

You can add any additional information required for the document you might have just uploaded or you can
simply use it as acommunication portal to our team.

16
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Instructed By:
Client Reference:
Received:

Matter Title:
WMatterNr:
Class/Type:
Office / State:
GML Rep:
Urgent:

Pexa:

Est. Settlement:

qgp Parties
Borrower 1
GML Representative
Lender
Mortgage Manager
Office

m Securities
Address

(Test) Doe, J (109876543) Advance of $543,000.00 Purchase - Brisbane, QLD

Green Mortgage Lawyers Pty Ltd
109876543
09/10/2024 13:59

& Green Mortgage Lawyers

(Test) Doe, J (109876543) Advance of $543,000.00 Purchase - Brisbane, QLD
202437721

Residential Lending / Purchase

Brisbane / QLD

Sophie Sheather / sophie
No

Yes

com [ +61 7 3223 4794

Jane Doe
Sophie Sheather
Green Mortgage Lawyers Pty Ltd

jane_doe@email com

sophie_sheather@greenmortgagelawyers com

Green Mortgage Lawyers Pty Ltd

Brisbane

Title Ref

$ Loan Details

Security 1 123 Sample Road, BRISBANE CITY QLD 4000 55555555

Current Status

Instructions Received Complete

Document Upload

\:Browse... | Mo files selected.

Account Ref Nr Amount  Product Rate Term
Loan 1 109876543 Variable Rate Loan Product $543,000.00
— -
B EventHistory
Date/Time Event Comment
09/10/24 13:59 Instructions Received
© 09/10/24 13:59 Instructions Received Complete
Add Comment
[-:‘W Documents
Uploaded By User Doc Type Filename File Size
28/10/24 10:39 Jane Citizen Adobe PDF Document Certificate of Currency - 123 Sample Road, Brisbane.pdf 25456

If you would like to upload a document relating to that file you can do so by utilising our Document upload option

located underneath the current status of the file on the top right hand side.

17
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Congratulations on Completing
the GML User Guide!

You're now ready to make the most of GML 's powerful features. With this guide, you've learned

how to navigate the platform, and track your files. Should you need further assistance, remember that
our step-by-step video tutorial is available to provide additional support.

If you have any questions or require further help, our teamis always here for you.

Simply reach out via email at support@greenmortgagelawyers.com,and we'll be happy to assist.

Thank you for choosing Mortgage Lawyers and GML —streamlining your loan journey
every step of the way!

21
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