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dealer/contact-us 
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our remote distance signing solution, 
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proposal to payout.
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software and covers areas including:

• Submitting a new finance proposal

• Managing proposals, leads and customers 

• Signing an agreement via e-sign 

If you need support completing a proposal or have 
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Logging in to 
Showroom
Showroom is built to work best on modern browsers, with the 
following currently supported:

  Google Chrome (latest three versions)

  Firefox (latest three versions)

  Microsoft Edge (latest three versions)

We recommend that if possible, you use Google Chrome to 
access Showroom. 

You should have received your login details from Codeweavers 
directly when you signed up as a Close Brothers Motor Finance 
dealer partner. If you haven’t, please speak to your Account 
Manager in the first instance.

Follow the four steps below to log in:
Step one:  Open your web browser (e.g. Chrome,  

Microsoft Edge, Firefox, etc.) and enter:  
https://www.closemotorfinance.co.uk/dealer

Step two:  Select the Showroom login

Step three:  Complete the ‘Email’ and ‘Password’ fields

Step four:  Click ‘Log in’ 

A feature of Showroom is the ability to reset your password, if 
you ever need to do this, just click ‘Forgotten your password?’ 
and follow the simple reset steps. 

PLEASE NOTE: Each user needs 
their own username and password. 
If more than one user logs in using 
the same username and password 
at the same time, the system will 
logout the first user.

If you can’t find your log 
in details, didn’t receive 

them from Codeweavers, 
or need help logging in, 
contact your Account 

Manager or your nearest 
Close Brothers Motor 
Finance partner hub.

Showroom dashboard
The first page you’ll see when you access Showroom is 
the dashboard. 

This is the page where you can access all of the 
features of the system and see real-time updates of 
your finance proposals. 
The following pages will walk you through all the features you can access from 
the dashboard. 

You can get back to the 
dashboard quickly and 
easily from anywhere 

within Showroom, simply 
hit the ‘DASHBOARD’ 

button in the top left hand 
corner of the screen.

If you already have a finance 
calculator from Codeweavers on your 
website, they will be able to plug the 

calculator into Showroom so that 
these leads are pulled through to your 

dashboard. Speak to Codeweavers 
directly to arrange this service.

Multiple site dealers
Multiple site dealerships can also tailor the dashboard by selecting 
one or more sites from the left hand column.

If your dealership operates across multiple sites, in Showroom you 
can access all of your sites from a single log in. To set up multiple 
dealerships, simply speak to your Account Manager. 

Once set up, to toggle between dealerships select the drop down in 
the right hand corner, next to the cogs. From here you’ll be able to 
choose the relevant dealership. 

Once selected, all activity you carry out, such as proposing business 
to us, will be under the chosen dealership until you switch to another. 
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For more information 
about different customer 

types, please refer to 
page 19.

Starting a new  
finance proposal
Step one:  To begin a new finance proposal, select ‘QUICK QUOTE’ from 

the main navigation

Step two:  You’ll be asked to select the type of customer from the drop 
down menu. Choose from: Private individual, Self-employed, 
Limited company, Partnership or PLC 

Step three:  Once you’ve selected the customer type, you then need to 
specify the type of vehicle they are looking to finance, this can 
be: Car, Bike, LCV or Other

Step four:  Once you’ve chosen the type of vehicle click the ‘Continue to 
Quote’ button

Quote: Completing the 
proposal details
Finding the vehicle
Usually the first stage of the proposal is looking up the vehicle, 
however for non-residual value products, such as Conditional 
Sale and Hire Purchase, it is possible to get a quote without 
selecting a vehicle. 

This is the 
first screen 
you will see
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Follow these steps to complete this section 
of the proposal (except for non-residual value 
products where you want to get a quote without 
entering a vehicle):
Step one:  Press the ‘NO VEHICLE – Please select a vehicle’ button at 

the top of the screen. You now have the choice of entering the 
vehicle in one of three ways: VRM, Selection or Description. The 
quickest and easiest way to find the vehicle is by the VRM 

Step two:  Once you’ve found the vehicle, you need to enter its current 
mileage and then select ‘Confirm Vehicle’

Step three:  Once completed, the vehicle details will be populated in the 
proposal and it will display as follows:

If you’re not sure what 
products the code names 
in Showroom correspond 
to, please speak to your 

Account Manager.

Please note that 
following the release 

of the FCA Policy 
Statement in July 2020, 
the customer rate and 
corresponding APR are 

now read only fields 
and will reflect your 

starting interest rate.

Look out for the arrow button
We’ve included handy product videos you can show your customers 
to explain the different products available to them. Simply select a 
product and then click the arrow button. To show a different product 
video, simply change the product and click the arrow again.

Completing the finance proposal details
You now need to add the details regarding the product, 
OTR + VAPs, deposit, part exchange, outstanding finance, 
term and annual mileage.
  Product: Here you should select, from the drop-down list, the type of product you and 

the customer have discussed as most suitable for their needs

  OTR + VAPs: Enter the on the road price (OTR) also referred to as the cash price of the 
asset plus any value-added products (VAPs) or added extras that will enhance the value 
of the asset for example alloy wheels, parking sensors etc 

  This should not include any items that are not attached to the vehicle such 
as, but not limited to, warranties, service plans, vehicle repair (scratch and 
dent, alloy or tyre) or loss protection (GAP) insurances or any vehicle usage 
products such as motorcycle operating apparel (helmets, leathers, boots) or 
car tow bars or roof boxes.

  Cash deposit (optional): Enter the deposit the customer will be paying

  Part exchange (optional): Enter any part exchange amount the customer will receive

  Outstanding finance (optional): Enter the value of any outstanding finance 
agreement on their current vehicle

  Term: Select the term, in months, from the drop down list

  Annual mileage (PCP only): For PCP, you need to enter the annual mileage the 
customer realistically expects to do during the agreement including commuting and 
allowance for change in circumstances

The way in which you calculate a quote can be achieved in 
a number of different ways.
You always need to select a product and add the OTR + VAPs price, then you need to add 
at least two of the following:

Once you’ve added two of the above, you simply need to click the calculator icon next to 
the blank field and it will populate the missing information. 

As an example:

  The OTR + VAPs is £15,000

  The customer has a £5,000 deposit

  They would like a regular payment of around £250.00

Cash deposit Term Regular payment

Once the above has been entered, click the calculator icon next to the 
term and it will be populated based upon the other information.
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You now have a number of options available to you:
  Dealer accessories: Here you can add accessories to the vehicle. Simply enter 

the accessory description and price, inclusive of VAT, and the other fields will 
automatically populate

  Cost breakdown: This will show how the customer price is made up. It includes 
the price as inclusive of VAT, the VAT and exclusive of VAT

  Comparison: This is a handy tool to compare multiple products at a glance. It’s 
a great way to show the customer how a Conditional Sale product compares to a 
PCP product, helping them to make an informed decision about the most suitable 
product for their needs

  Print: By selecting this button you can quickly print a quote confirmation for the 
customer that details how their finance agreement is made up 

  Email: This button enables you to email the quote to a chosen email address

  New quick quote: Here you can create a new quote if you decide not to proceed

  Save: This will save the quote so it’s available at a later date. You simply need to 
give the quote a description and click ‘Save Quote’

Use the comparison 
tool to compare multiple 

products and discuss with 
the customer the most 
appropriate product for 
their budget and needs.

Once you’re happy with all of the 
information, select ‘Continue’

Continue

The next screen that will appear is the Privacy 
Policy. It’s important that you allow customers 
time to read through this. 
They will need to scroll down to read the whole policy. When they have 
done so and are comfortable with it, the customer will need to click 
‘agree and proceed’ to continue with the proposal. 

Customers must agree to sharing their data with us to process their 
finance agreement. It’s important that they understand what we intend 
to do with their data before inputting any personal information into 
Showroom.
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Proposal: Completing the customer details
It’s now time for you to complete all of the customer details.  
This section is broken down into six sub-headings:

Where there is a question mark, if you hover 
your mouse over it, it will provide you with 
a description of what’s required. As you 
complete the proposal, a green tick will 
appear next to the field to show that the 
information has been entered correctly. If a 
red cross or an orange exclamation mark 
appear next to a field, you will need to amend 
the information as it will not be accepted.

Affordability

Address  
history

Notes

Employment  
history

Bank details

Personal  
details

Personal details
For a customer to sign their finance agreement via e-sign, they must input both their mobile  
phone number and email address.

Address and employment history
Within these areas you can use the postcode look up to find the correct address. 

Joint hirer
If the customer wishes to have a joint hirer on their agreement, this information should be  
added after you have completed the employment history for the first hirer. You will need to  
answer the same questions for the joint hirer as you have the first hirer.

Remember: You can only have two hirers on an agreement.  
If you enter more than two hirers the proposal will not be accepted.

Bank details
Here you will need to complete the bank details for the customer. It’s important that these are entered correctly  
as this is where payments will be taken from. Only the bank details belonging to the customer will be accepted. 

Affordability
Before you can proceed to the next stage of the proposal, you will need to enter the customer’s monthly financial information. It’s 
important the information entered here is complete, true and entered accurately as this will be used by us to assess whether the 
customer can afford the credit commitment. Entering values of £0 are not acceptable. The information that’s needed is:

The system will then automatically calculate income and expenditure.

Notes
Please enter into the notes section any extra information that could help our underwriters make a decision.  
This could be any extras fitted on the vehicle or the customer receiving a second income.

  Take home pay per month 

  Rent/mortgage payments 

  Credit cards/loan payments

  Utilities/household payments, including council tax 

  Insurance/subscriptions, such as Sky, Netflix and motor insurance 

  Total expenditure, which is the sum of the optional fields above

If you get a red cross 
next to information 

you enter, it could be 
because you’ve entered 
text into a box that can 
only contain numbers.

At the bottom of the proposal form, there are several boxes for the customer 
to tick to opt into hearing about additional products from us and our third 
party partners. 

It’s important that the customer chooses which of the additional products they 
would like to hear more about, so you should allow them to read through each 
and decide which are relevant to them.

Broker referral service
  The customer should tick this box if they would like their details to be passed to specialist companies if Close Brothers Motor 

Finance are unable to provide finance for their vehicle

Protecting your vehicle 
  A-Plan are a well-known insurance broker who can offer your customers an insurance quote for their new vehicle over 

the phone

  If your customer opts in to hearing more from A-Plan, our specialist insurance partner, they may receive a call as soon as the 
motor finance is in place, meaning they could have their insurance sorted on their new vehicle before they leave the forecourt
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Dashboard: Submitting the proposal
The final stage of the proposal submission is agreeing to send to Close 
Brothers Motor Finance. If you’re happy with all of the information you 
and the customer have entered, simply click ‘Submit’ on the proposal 
within the ‘Requires Action’ column.

The proposal is then sent to us. Each proposal is given a unique 
ID made up of numbers, so that it can be easily tracked within 
Showroom. 

The final screen will update when the status of each proposal 
you have submitted changes. Proposals will move from ‘With 
Underwriter’ to ‘Complete’ 

On the right hand side of the screen you can see a live message 
area which displays real-time information regarding the status of 
your in-progress proposals. 

PLEASE NOTE: Within the live 
updates area you are able to 
add messages, but these will not 
be sent to us and are for your 
reference only.

As the status of each proposal 
changes, there will be updates 
within the live text area so you can 
keep track of the proposal’s latest 
status.

Proposals
You can keep track of all your fully completed finance proposals from the ‘Proposals’ 
tab, located within the main navigation.

Similar to the dashboard, the Proposals area can be tailored to your needs by using 
the various options available within this page. 
  Using the ‘Last 7 Days’ drop down you can select the time period for the proposals you wish to display

  You can also display proposals by status, including: Accepted, Proposed and Declined

  Alternatively you can search for the proposal by surname, VRM, Postcode or location

Beneath the ‘Product & Status’ column you will be able to see the latest status of 
each proposal you have submitted.

Within each individual 
proposal you have a 
number of options that 
can be accessed by 
clicking on one of the 
following three buttons:

This button will  
duplicate a 
proposal.

This button will set the proposal 
to not taken up (NTU). You will 
need to provide a reason why 
the proposal is not taken up in 
the dialogue box that appears.

This button 
takes you to the 
latest messages 

regarding the 
proposal.



16  |  User guide for Showroom User guide for Showroom  |  17

The proposal will be in one of the following statuses:

To access the 
documents and status 

of each proposal, 
click this button to be 
taken through to that 

proposal.

 Approved
If the proposal has been accepted you will be presented with a screen like above, 
where you will have a number of options available to you:
1.  E-sign document: Clicking the drop down option ‘Show More Info’ will bring up the e-sign links for the customer to 

electronically sign the documentation in your dealership. We will explain these links later in the guide 

2.  Lender Document: Here you will be able to access the proposal document and print this for the customer to sign 

  If your customer does not wish to sign their documents via e-sign, you will need to download, print and ask them to wet-sign 
the documents, before scanning these in and sending them across to us.

Unable to  
assist

If a proposal has been 
declined, you will be able 
to access the reasons for 

this from the updates panel. 
Within the ‘Completed’ 
column there will be a 

‘Lender Document’ that 
explains to the customer 
that their proposal has 

been declined. You must 
provide a copy of this to 

the customer.

Awaiting further 
information

If a proposal is pending 
you will be able to access 

the reason for this from the 
updates panel. There are 
a number of reasons why 
a proposal is pending, this 
will usually be because we 

need further information from 
yourself or the customer.

Referred to 
underwriter

If a proposal is in this 
status, one of our regional 
underwriters is reviewing it 
and will update the status 

to one of the above options 
in due course. This will 

usually take place within 20 
minutes of a proposal being 

submitted.

Referred to  
broker

If a proposal is in this status, 
unfortunately Close Brothers 
Motor Finance is unable to 

help, but we have referred this 
to our specialist companies 
who may be in a position to 
help your customer. Further 

updates will be available 
shortly. This will only apply if 
this customer has agreed to 

their information being shared 
with specialist companies.

Customers
You can keep track of all your customers with a finance 
agreement from the ‘Customers’ tab, located within the 
main navigation.
This area is a great place to track where each customer is within the lifecycle of their 
finance agreement.

Re-quoting customers
To re-quote for a customer, if none of their details have changed, you simply need to click the 
‘Quick Quote’ button and follow the proposal journey. This means you don’t need to add all of the 
customer information again as this is saved from the previous agreement meaning it’s quicker and 
easier to generate a quote on a new vehicle. If any of their details have changed, these can be 
updated within this section and a quote can be quickly generated.

Searching
Just like the proposals area, you can search for customers by surname, VRM or postcode.

Proposals will 
remain viewable 

in Showroom 
for 90 days after 

completion.
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Leads
Within the leads area you can keep track of customers 
that you begin to create a proposal for, save from within 
the quick quote section, but do not send to us.
Similar to the proposals area, you can search in a number of ways, including by day, 
week and month and also by customer surname, VRM, Postcode or location.

Leads will be available for 90 days, after which they will be deleted and you will need to 
start the process again.

If you want to continue with a lead, you can do so by clicking this icon. This will 
return you to the quick quote section where all of the details you had entered will be 
populated. You simply need to complete the remaining sections.

Business proposals
If the customer that you’re submitting a proposal for is not a private individual, the 
information required and proposal journey will be different.

Once more, the first screen that will appear is our privacy notice. It’s important that 
customers are given time to read this.

1.  If you select Limited Company or PLC, you will need to look up the vehicle before 
any other information can be input. This can be done in the same ways as the Private 
Individual journey, either by VRM, Selection or Description

2.   As opposed to entering individual details, you will need to add details regarding 
the Limited Company or PLC. This includes the Organisation Details, the address 
and Directors

PLEASE NOTE: You can 
only add up to two company 
Directors, which are called 
Primary and Secondary within 
the proposal. If you try to add 
a third, the proposal will be 
rejected.

The company registration 
number is a mandatory field 
and must be completed in 

order to process a  
business finance  

proposal.
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Your admin area

Control panel
Within control panel you have a number of options that can be accessed by selecting from the three options on the left hand side:

  Username: Here you can make changes to your title, forename and surname

  Change password: Here you can update your password. To do so, you first need to enter your current password and then 
select a new one that meets the password criteria listed

  Notification: Here you can toggle the different notifications that you received between on and off

This will bring up a box where you 
have two options:

1.   Access and make changes to 
your account in control panel by 
clicking on your email address

2.   Sign out of Showroom so 
that somebody cannot gain 
unauthorised access

Within Showroom you have access to control and make changes to certain 
aspects of your user account. To access the admin area, simply click the 
cogs located in the top right corner of the screen.

Notes
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E-sign is an electronic remote distance signing solution which enables a 
customer to sign their finance agreement away from the dealership. The 
purpose of the electronic signature solution is to make the vehicle finance 
application process more convenient for the customer, allowing them to sign 
on their own device whilst in the dealership, on their laptop whilst at home or 
on their phone whilst they’re on holiday. 

Overview of how the whole process works:
 Finance deal proposed and accepted via Showroom 
 Automatic customer ID and fraud checks completed 
  The finance agreement is available for you to sign in Showroom, then your customer will be  

notified to sign their agreement
 Once signed by the customer, you’ll be able to review the progress of the agreement in Showroom 
 You will receive payment the same day, allowing the vehicle to be released

Introduction 
to e-sign

Once your proposal is showing as ‘Approved’ 
in the Showroom system, you can access the 
customer’s documents via e-sign. You’ll see a 
‘sign contract’ button once you’ve clicked on 
the customers proposal. 

It’s important to read this screen carefully.

If e-sign isn’t available, you’ll need to 
download the documents using the ‘download’ 
function, print and wet sign these manually 
and then scan these to send back to us.

You’ll need to read each page carefully before 
signing. Remember, the customer only sees 
the documents that you have checked and 
signed, so it’s important that you read through 
these thoroughly. 

View agreement
By you signing the declaration first, this 
enables you to check with your customer 
that their details are correct. By ticking the 
box at the top of the screen, this means 
you are agreeing to sign the document 
electronically. Now click on the continue 
button to review the document. 

To review each page, click on the ‘next 
page’ button and the screen will show 
each page of the agreement in order. Click 
‘select’ on all of the relevant pages.

Reviewing your 
agreement
Once you’ve reviewed all of the details 
on each page and you’re happy that the 
details of the sale are correct within the 
agreement, click the tick box to confirm. 
Now move to the ‘next page’ to see the 
finance agreement. 

2

3



Your agreement 
documents
After confirming the details of the 
sale, you’ll now be presented with 
the agreement documents. You 
can use the ‘next page’ button to 
navigate through each page. 

Supplier 
declaration
Your electronic signature has now been 
applied – you’re now just a few steps 
away from the paperwork being ready 
to be sent to your customer.

It’s now time to print your name 
and include the VAT details for your 
business such as the VAT %, amount 
of VAT and VAT registration number. 
Select the ‘fill in’ button, input your 
information and click on the VAT details 
to populate. Please note VAT does not 
apply to used cars, in this instance 
please enter 0% in the percentage box 
and £0 to the cash box. 

Signing the 
agreement
E-sign will auto produce a 
prepopulated signature on behalf 
of your dealership which you can 
change the style of, draw your 
own, or upload a signature by 
clicking on the buttons above 
the preview. You can use the 
automated version if you wish. 
Now click on the ‘adopt and 
sign’ button to sign the supplier 
declaration.

Confirmation
Once you’ve checked and signed 
the document, click on the finish 
button where you’ll see a page 
with the message ‘Thanks – the 
agreement is ready for your 
customer to review and sign’ to 
confirm that this has now been 
completed.

Here you will also see some FAQs, 
so it’s worth taking a look at these 
for your reference. Once you’ve 
read, click the X at the top right of 
the screen to close the window.  

4
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Email 
confirmation
Your customer has just arrived back 
at home, after a trip away, or they’re 
now sat in a cafe with a cup of coffee. 
They receive an email asking them to 
‘sign their agreement’ for their vehicle.

Authentication
The first thing they will see is an 
authentication page. They will 
remember that you checked 
their email address and phone 
number back at the dealership 
which is important for this next step! 
They must now click on the ‘send 
text’ button which will send a code 
to their mobile.

2

3
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Customer journey
You will now need to launch the remote customer signing journey, which you can do either in the dealership via 
Showroom, or via the email the customer will have received from us. To start the signing journey, your customer will be 
asked to confirm their phone number, then they will be sent an SMS code. Once they’ve received this, they’ll need to 
input the code. Once they’ve done this they will be able to access their documents for signing. They have 30 days to 
sign before their agreement becomes invalid. 

You can now focus your efforts on your next customer, meaning you’re kept in the driving seat for the next sale. 

Remember, if your customer wants to sign their agreement using your device in the dealership, click on ‘sign contract’ 
on the Showroom overview tab and this will start the e-sign journey for them to complete their part of the agreement 
there and then. 

Back to your homepage
If you go back to the Showroom homepage, under the ‘overview’ tab you will now see that the screen  
reads ‘dealer signing’ complete. 

All you need to do now is check back into Showroom later and see if your customer has signed their documents.  
If they have, the customers section of the agreement will be marked as complete. 

If this is a joint application, you’ll also need to wait for ‘joint hirer’ to show as complete.

Next steps



Entering their 
code
The code appears on their phone, 
they should then type this into the 
‘enter your code box’ and then 
click on the confirm code button.

The authentication lasts for 20 
minutes, if they don’t enter the 
code within this space of time, 
they can click the link in the email 
again to generate another code. 

Checking their 
agreement
They will be presented with the 
‘select’ button if they have an 
action on this page, They must 
tick the relevant boxes on the 
page, review each line, then click 
the continue box once they’ve 
confirmed all of the details.

Marketing 
preferences
The page will now look similar to 
the one you signed earlier for the 
customer. This will ask them to review 
the document, and by ticking the box, 
they will be consenting to receiving the 
document electronically. Click continue 
to proceed. They can now navigate 
through the agreement by clicking on 
the ‘next page’ button. 

They will be presented with a question 
around marketing preferences, which 
they should review and choose if 
they’d like to hear from us by several 
different methods of communication. 

Signing the 
agreement
They will then see a ‘your finance 
summary’ page which summarises their 
finance agreement. They must check 
this information, then click the ‘next 
page’ button, to continue. Just like with 
your journey, the customer will now be 
prompted to sign their agreement. 

They will be prompted by a coloured 
box for all areas that they need to sign. 
For example, here the customer needs 
to sign the original agreement, the 
customer copy of the agreement and the 
direct debit mandate. 

4

5
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Click on the ‘adopt and sign’ 
button to apply the signature

Confirmation
They will now see a landing 
page informing them that 
they’ve successfully signed their 
agreement. They can also access 
FAQs if they wish to find out any 
further information. 

Submitting their 
agreement
Once all of the required signatures 
are applied, click finish.

They will then be given the option 
to create a DocuSign account, this 
is entirely optional. The benefit is 
that they can revisit their documents 
online at any time. Either way, Close 
Brothers Motor Finance will send 
paper copies to their address as 
usual in the welcome pack.

Receiving their 
documents
As well as this information, they’ll 
also receive a confirmation email 
providing them with information 
around the next steps and how  
they can access the documents 
they’ve signed. 

8
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Completed 
proposal in 
Showroom
Selecting the ‘Complete’ button takes  
you to the screen shown on the left. This 
is the end of the proposal process, and all 
of the signed paperwork is sent to us for 
processing. You must hand a copy of the 
paperwork to the customer.

When we have completed the process, 
Showroom will show the status of the deal 
as ‘Completed’. At this point the customer 
can drive the car away. We pay out 
completed deals four times a day and you 
will receive an email to confirm when this 
has been completed.

Notes

Still have questions?
Either speak to your 
Account Manager  

or contact your 
partner hub.

12
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closemotorfinance.co.uk

Contact our partner support team.

Giving you more, so you can do more. 
We’re stronger together. 

This is a business-to-business communication.  
User guide for Showroom and e-sign - December 2021.

Compliance  Insight  Funding  Finance   

together
Let’s do more




