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Self-employed  
sole trader/partner
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In the Current income section, select “Self employed Partner” or 
“Self employed Sole Trader” as the “Current employment status”. 

After entering the net monthly income, select  
“Employment income” as the “Income type”.

Step 
one

Step 
two
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Click “Add”.

Then select either “Partner (Self Employed)” or  
 “Sole Trader (Self Employed)” as the “Employment status”.

If your client is self-employed with one year of accounts, please ensure you select a 
 1 Year Self-Employed mortgage product (If you do not do this your application could be delayed).

For applicants with 1 years’ worth of self-employed accounts:
1. Enter the same figure for the last full trading year in both of the “net profit” boxes.

2. Add time in employment accurately e.g. 1 year.
Important: The case may decline due to time in employment. You will need to contact the  

intermediary team to override this decline decision.
For applicants with 2 or more years accounts who wish to use the latest years accounts, enter the same 

figure for the last full trading year in both of the “net profit” boxes.
Alternatively, If your client has two years of accounts, enter net profit (or share of net profit) for the last 

two years.
For all applications, please complete any other mandatory information.

Step 
three

Step 
four

Step 
five

mailto:intermediarysales%40principality.co.uk?subject=
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Limited company  
director with more  

than 33% shareholding
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In the Current income section, select “Director or Shareholder 
greater than 33 percent share” as the “Current employment status”.

After entering the net monthly income, select  
“Employment income” as the “Income type”.

Step 
two

Step 
one
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Click “Add”.

Then select “Director/Shareholder > 33% share”  
as the “Employment status”. 

Step 
four

Step 
five

Step 
three

If your client is self-employed with one year of accounts, please ensure you select a 
 1 Year Self-Employed mortgage product (If you do not do this your application could be delayed).

For applicants with 1 years’ worth of self-employed accounts:
1. Enter the same figure for the last full trading year in both of the “net profit” boxes.

2. Add time in employment accurately e.g. 1 year.
Important: The case may decline due to time in employment. You will need to contact the  

intermediary team to override this decline decision.
For applicants with 2 or more years accounts who wish to use the latest years accounts, enter the same 

figure for the last full trading year in both of the “net profit” boxes.
Alternatively, If your client has two years of accounts, enter net profit (or share of net profit) for the last 

two years.
For all applications, please complete any other mandatory information.

mailto:intermediarysales%40principality.co.uk?subject=


7

If your client is self-employed with one year of accounts, please enter the same figure 
for the last year in the Previous year and Last but one year gross salary and dividends 

boxes and complete all other mandatory questions.

Please complete salary and dividends for the last 1 year and all other  
mandatory questions.

Step 
six
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Limited company  
director with less than 

33% shareholding
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In the Current income section, select  
“Director or shareholder less than or equal 33 percent share”  

as the “Current employment status”. 
N.B If using dividend income, please enter as bonus.  

This will be subject to underwriting assessment 

After entering the net monthly income, select  
“Employment income” as the “Income type”.

Step 
two

Step 
one
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Click “Add”.

Then select “Director/Shareholder <=33% share” as the “Employment status”.

Step 
four

Step 
three

Complete all other information as normal.

Step 
five
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Foster income
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In the current income section,  
select either homemaker or not employed.

After entering the net monthly income,  
select “Other income” as the “Income type”.

Step 
two

Step 
one
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Click “Add”.

Enter annual income as normal based on average  
of last six months’ remittance slips annualised.

Then select “Foster care allowance” as “Other income source”. 

Step 
three

Step 
four

Step  
five
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Day rate 
contractor
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In the Current income section, select “Director or shareholder less 
or equal 33 percent share” as the “Current employment status”. 

After entering the net monthly income, select  
“Employment income” as the “Income type”.

Step 
two

Step 
one



Step 
four
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Under “Employment contract” select “Fixed term contract”.

Then select “Employed” as the “Employment status”.

Step 
three



Step 
six

Step  
five
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Enter “Daily rate” which will bring up a number of days  
per week box. Enter the number of days per week contracted for.

N.B If the applicant has more than one contract with differing day rates,  
please enter a weighted average. A copy of all day rate contracts will be required. 

Click “Add”.



Step  
six
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Complete all mandatory information, leaving the “Daily rate” box clear. 
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Bank nursing
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In the Current income section, select “Employed”  
as the “Current employment status”.

After entering the net monthly income, select  
“Other income” as the “Income type”.

Step 
one

Step 
two



Step  
five

Step 
four
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Click “Add”.

Enter annual income as normal based on average  
of last six months’ remittance slips annualised.

Then select “Nursing Bank” as “Other income source”.

Step 
three
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Rental income  
as main income
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In the Current income section, select the relevant self employed 
status as the “Current employment status”.

After entering the net monthly income, select  
“Employment income” as the “Income type”.

Step 
two

Step 
one
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Enter the profit from land and property for the last 2 years in the net  
profit fields and complete any other mandatory information. 

Step  
five

Step 
four

Click “Add”.

Then select the relevant self employed  
status as the “Employment status”.

Step 
three
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Labour only  
sub-contractor
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In the Current income section, select “Self employed Partner” or 
“Self employed Sole Trader” as the “Current employment status”.

After entering the net monthly income, select  
“Employment income” as the “Income type”.

Step 
two

Step 
one
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Step  
five

Enter Net profit (or share of net profit) for the last  
two years and complete any other mandatory information.

N.B If the applicant only has one years’ income,  
key the same income in for the last two years.

Step 
four

Click “Add”.

Then select either “Partner (Self Employed)” or  
 “Sole Trader (Self Employed)” as the “Employment status”.

Step 
three
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Universal Credit, 
Working Tax Credits and 

Child Benefit



29

MSO PDF Update – March 2026 

PDF: How-to-Key-Different-Income-Types-into-MSO.pdf 

Also required: Contents & Cover Pages 

Section: Universal Credit, Working Tax Credits and Child Benefit 
Step Notes 
1 In the Current income section, select “Employed” as the “Current employment 

status” 

 
2 After entering the net monthly income, select “Other income” as the “Income 

type” 

 
3 Then select “Universal Credit/Working Tax Credits/Child Benefit” as other “Other 

income source”. 

 
4 Click “Add”. 

 
5 - TBC Enter income based on statements. For Universal Credit please use the 

Calculator [URL TBC]. 
 

In the Current income section, select “Employed” as the  
“Current employment status” 

After entering the net monthly income, select “Other income”  
as the “Income type”

Step 
one

Step 
two

MSO PDF Update – March 2026 

PDF: How-to-Key-Different-Income-Types-into-MSO.pdf 

Also required: Contents & Cover Pages 

Section: Universal Credit, Working Tax Credits and Child Benefit 
Step Notes 
1 In the Current income section, select “Employed” as the “Current employment 

status” 

 
2 After entering the net monthly income, select “Other income” as the “Income 

type” 

 
3 Then select “Universal Credit/Working Tax Credits/Child Benefit” as other “Other 

income source”. 

 
4 Click “Add”. 

 
5 - TBC Enter income based on statements. For Universal Credit please use the 

Calculator [URL TBC]. 
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Click “Add”.

Then select “Universal Credit/Working Tax Credits/Child Benefit”  
as other “Other income source”.

Enter income based on statements.  
For Universal Credit please use the Calculator. Enter annual 

income as normal based on average of the last three months’ 
remittance slips annualised.

Step 
three

Step 
four

Step 
five

MSO PDF Update – March 2026 

PDF: How-to-Key-Different-Income-Types-into-MSO.pdf 

Also required: Contents & Cover Pages 

Section: Universal Credit, Working Tax Credits and Child Benefit 
Step Notes 
1 In the Current income section, select “Employed” as the “Current employment 

status” 

 
2 After entering the net monthly income, select “Other income” as the “Income 

type” 

 
3 Then select “Universal Credit/Working Tax Credits/Child Benefit” as other “Other 

income source”. 

 
4 Click “Add”. 

 
5 - TBC Enter income based on statements. For Universal Credit please use the 

Calculator [URL TBC]. 
 

Enter annual income as normal based on average of the last three months’ 
remittance slips annualised. 
 

 
 

Section: Zero Hours Contractors 
Step Notes 
1 - 3 Duplicate page 19 & 20 existing 
4 Under “Employment Contract” select “Zero hours contract”. 

 
5 Click “Add”. 

 
6 Complete all mandatory information. Please enter basic annual salary based 

on average of the last three months’ remittance slips annualised. 
 
To avoid an instant decline, you MUST enter 0 into the “Daily rate” box.  
 

 
 

 

https://www.principality.co.uk/getmedia/bb9dd966-6076-4278-8e14-013184c75e29/UCCALC001-Universal-Credit.pdf
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Zero Hours 
Contractors
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In the Current income section, select “Employed” as  
the “Current employment status”. 

After entering the net monthly income, select  
“Employment income” as the “Income type”.

Step 
one

Step 
two



Step 
four
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Under “Employment Contract” select “Zero hours contract”.

Step 
five

Click “Add”.

Then select “Employed” as the “Employment status”.

Step 
three

Enter annual income as normal based on average of the last three months’ 
remittance slips annualised. 
 

 
 

Section: Zero Hours Contractors 
Step Notes 
1 - 3 Duplicate page 19 & 20 existing 
4 Under “Employment Contract” select “Zero hours contract”. 

 
5 Click “Add”. 

 
6 Complete all mandatory information. Please enter basic annual salary based 

on average of the last three months’ remittance slips annualised. 
 
To avoid an instant decline, you MUST enter 0 into the “Daily rate” box.  
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Complete all mandatory information. Please enter basic annual salary 
based on average of the last three months’ remittance slips annualised.

To avoid an instant decline, you MUST enter 0 into the “Daily rate” box. 

Step  
six
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Construction 
Industry Scheme (CIS) 

Subcontractors
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In the Current income section, select “Self employed Partner” or 
“Self employed Sole Trader” as the “Current employment status”.

After entering the net monthly income, select  
“Employment income” as the “Income type”.

Step 
two

Step 
one
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Step  
five

If your client is a CIS worker with 6 months of payslips, please ensure you 
select a CIS 6-month mortgage.

Important: If you do not select this product, your application could  
be delayed.

Use the following process and place the result in both net profit boxes:

1. Calculate the average monthly pay based on 6 months of payslips. 
2. Multiply this by 12 to annualise. 

3. Then divide by 52 weeks to get one week 
4. Finally, multiply by 48 weeks.

Step 
four

Click “Add”.

Then select either “Partner (Self Employed)” or  
 “Sole Trader (Self Employed)” as the “Employment status”.

Step 
three



CALL US

 
Desk BDM Team

0330 333 4021

ONLINE

 
principality.co.uk/intermediaries/MSO

This leaflet is available in large print, �Braille and  
audio tape on request �by calling 0330 333 4000• 

To help us maintain our service and security standards, telephone calls may be monitored and recorded. 
Principality Building Society is authorised by the Prudential Regulation Authority and regulated by the Financial Conduct 
Authority and the Prudential Regulation Authority, reference number 155998. Principality Building Society, Principality House, 
The Friary, Cardiff, CF10 3FA. principality.co.uk
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