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1.0 Self-employed Sole Trader/Partner 
Inside the current income section of an application, select either ‘Self-employed Partner' or 

'Self-employed Sole Trader’. 

 

 

 

 

 

 

 

 

 

 

 

 

Once the total net monthly income from all sources has been entered, set ‘Income type’ as 
‘Employment income’. 
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Then, select ‘Employment status’ as either ‘Partner (Self Employed)’, or ‘Sole trader (Self 
Employed)’. 

 

Once the options have been added, click the ‘Add+’ button.  

  

All the fields in this screen are mandatory, please enter all the necessary information. Once 
entered, click on the ‘Save’ arrow button.  
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2.0 Director or Shareholder with less than or equal to 
20% share 

Inside the current income section of an application, select ‘Director or Shareholder with less 
than or equal 20 percent share’. 

 

 

 

 

 

 

 

 

 

 

 

Once the total net monthly income from all sources has been entered, set ‘Income type’ as 
‘Employment income’. 

Then, select ‘Employment status’ as ‘Director of Limited Company. 

 

Once the options have been added, click the ‘Add+’ button.  
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The fields inside of the ‘+Add employment income-director or shareholder les than or equal 
20 percent share’ box are mandatory except for the source of income, only one source is 

needed. Please fill in the remaining fields accordingly. If there are multiple sources of income, 
please enter the information in the corresponding fields. 

 

Please complete the salary and dividends section for the last 2 years, if information is available 
for this section, please fill in the fields accordingly. Once all the information has been added, 

click on the ‘Save’ arrow button. If you want us to assess Salary and Dividends only, please 
leave the net profit blank. If you want us to assess Salary and Net Profit only, please leave 

the dividends blank. 
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3.0 Director or Shareholder greater than 20% share 
 

Inside the current income section of an application, select ‘Director or Shareholder greater 
than 20 percent share’. 

 

 

 

 

 

 

 

 

 

 

 

Once the total net monthly income from all sources has been entered, set ‘Income type’ as 
‘Employment income’. 

Then, select ‘Employment status’ as ‘Director of Limited Company. 

 

Once the options have been added, click the ‘Add+’ button.  
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The following fields are all mandatory, please fill in each field accordingly.  

 

Please complete the salary and dividends section for the last 2 years, if information is available 
for this section, please fill in the fields accordingly. Once all the information has been added, 

click on the ‘Save’ arrow button. If you want us to assess Salary and Dividends only, please 
leave the net profit blank. If you want us to assess Salary and Net Profit only, please leave 

the dividends blank. 
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4.0 Retired 
 

Inside the current income section of an application, select ‘Retired’. 

 

 

 

 

 

 

 

 

 

 

 

Once the total net monthly income from all sources has been entered, set ‘Income type’ as 
‘Other’. Then, set the ‘Employment status’ from the following options. 
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Once the correct options have been selected, click on the ‘Add+’ button. 

 

Put the ‘Current year income amount’ in the designated box and then click the drop-down 
menu to select the correct timing. The reference box is optional as stated. Once the information 

has been input correctly, click on the ‘Save’ arrow button. 
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5.0 Second Jobs 
 

If the applicant has a second job in the same type of industry as their main job, we can accept 
100% of the income from the second job, however if the second job is in a diƯerent industry 

from their main job, we can only accept 50% of the income. There is no way to log this in MSO 
so please enter the income accordingly.  

To add a secondary income, simply input another income type whilst already having an income 
type entered in the case. If the secondary income is not in the same industry as the main 

income type, only input 50% of the secondary income salary. 
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6.0 Day Rate/CIS Contractor 
 

Inside the current income section of an application, select ‘Employed’. 

 

 

 

 

 

 

 

 

 

 

 

Once the total net monthly income from all sources has been entered, set ‘Income type’ as 
‘Employment income’. 

Then, select ‘Employment status’ as ‘Employed’ and finally set ‘Employment Contract’ to 
‘Sub Contractor open ended’. 
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The fields inside of the ‘+Add employment income-Sub contractor open ended’ box are 
mandatory except for the source of income, only one source is needed. Please fill in the 

remaining fields accordingly. If there are multiple sources of income, please enter the 
information in the corresponding fields. 
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7.0 Rental Income as Main Income 
 

Inside the current income section of an application, select ‘Not employed’. 

 

 

 

 

 

 

 

 

 

 

 

Once the total net monthly income from all sources has been entered, set the ‘Income type’ as 
‘Other Income’ and then set ‘other income source’ as ‘Rental income from property’. 
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Once the correct options have been selected, click on the ‘Add+’ button. 

 

 

Input the current yearly income in the designated section and then select whether the income is 
guaranteed or not. A reference can be added but is optional. Once all information has been 

added, click on the ‘Save’ arrow button.  
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8.0 Bank Nurse (Last 6 Months) 
 

Inside the current income section of an application, select ‘Employed’. 

 

 

 

 

 

 

 

 

 

 

 

Once the total net monthly income from all sources has been entered, set the ‘Income type’ as 
‘Other Income’ and then set ‘other income source’ as ‘Rental income from property’. 
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Once the correct options have been selected, click on the ‘Add+’ button. 

 

Input the current yearly income in the designated section and then select whether the income is 
guaranteed or not. A reference can be added but is optional. Once all information has been 

added, click on the ‘Save’ arrow button.  

 

 

 

 

 

 

 

 

 

 

 

 

 



For Intermediary use only 

9.0 Zero Hour (Last 6 Months) 
Inside the current income section of an application, select ‘Employed’. 

 

 

 

 

 

 

 

 

 

 

 

 

Once the total net monthly income from all sources has been entered, set the ‘Income type’ as 
‘Employment Income’. Set the ‘Employment Status’ as ‘Employed’ and finally set 

‘Employment contract’ to ‘Zero hours contract’.  Once all the options have been selected, 
click on the ‘Add+’ button. 
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The fields inside of the ‘+Add employment income-Zero hours contract box are mandatory 
except for the source of income, only one source is needed. Please fill in the remaining fields 

accordingly. If there are multiple sources of income, please enter the information in the 
corresponding fields. 

 


