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How to use this document

Important information 
will look like this.!
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Useful info will look like this.  

Key messages

Key messages will look like this.

We recommend using the zoom function to view the details on the platform screens in this guide.

3

4

6

8

	







 9

Investment selection	 16

Review 18

Documents and declarations	 19

Confirmation 	 22

2 

Guide    How to add a product – SIPP



How to add a product – SIPP

Once you've logged in to the platform, you'll arrive on 
the overview  page. To start the application, in 
the ‘Accounts’ section, either click on the 
vertical ellipsis (three dots) to the right of 
the account name . Then select ‘Add 
product’.

Or select ‘Actions’ at the top right of the 
screen, then select ‘Add product’, then click 
on the account in the drop-down list.

Key message

You’ll need to complete an illustration 
before proceeding. 
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Illustration

You’ll need to complete an illustration 
before proceeding. 

If you need to complete a new illustration, 
select ‘Create a new illustration’, and 
follow the steps within our ‘How to create a 
new Illustration’ guide found on our 
website.

f you’ve already completed the illustration, 
choose the correct one from the drop-
down list, and select ‘Continue’.
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https://www.nucleusfinancial.com/customers/support


Please read the information before selecting 
‘Continue’.
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Client details 

Full details will be pre-populated from your 
profile.

Confirm if you are an undischarged bankrupt, 
then select 'Next: Product selection'
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’.
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Confirm if you are an undischarged bankrupt, 
then select 'Next: 'Product selection'



Product selection

Select ‘Nucleus SIPP’.

Confirm ‘SIPP options’ and provide the 

information required, then select ‘Next: 

Payments in’.

8 

Guide    How to add a product – SIPP



Payments in

Information entered on the Illustration will 
be pre-populated on the ‘Payments in’ 
page.

Make any changes if required.

These can also be amended later at the 
‘Review’ stage.
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Confirm if you are subject to the Money 
Purchase Annual Allowance (MPAA).  
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Payments in

Information entered at the Illustration 
stage  will be automatically pre-
populated on the ‘Payments in’ page.

Make any changes if required.

These can also be amended later at 
the ‘Review’ stage
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Confirm if you wish for payments to continue 
until further notice or select a date from the 
drop down.

Add details of the third party payer.

You’ll need to add new bank 
details for the third party 
payer, along with a Direct Debit 
instruction.
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Select ‘Add new bank account'

Complete all bank account 
details.

Tick ‘Direct Debit instruction’.

Then select ‘Save’ to complete.

The third party payer bank account is now 
saved on the system.
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Transfers

If you wish to add a transfer, details will pre-
populate from the Illustration.

You can make any changes or add another 
transfer, if required.
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Confirm the transfer questions.



Confirm ‘Source of wealth’ and then select 
‘Next: Investment selection’.
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Investment selection

Please read the information for non-advised 
pension customers.
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Details of your chosen ‘Investment’ will pre-
populate. 

You can make any required changes.

Select your ‘Distribution preference’ and then 
select ‘Next: Review’.
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Review

Carefully review all the details and make 
any changes using the pencil icon.

Then select ‘Next: Documents and 
declarations’.
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Only wet signatures can be 
accepted.!

Download and print all necessary documents.

Documents and declarations
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Read the information and confirm if you wish 
to waive your right to cancel.
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Read the declarations carefully. 

To confirm acceptance, select each 
checkbox, or choose ‘Confirm all’ to select all 
options at once.

Select ‘Submit’ to complete the SIPP 
application.
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Confirmation 

A confirmation message will appear to 
show that your  application has been 
submitted.

Read the information and complete any 
actions required.
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For literature in alternative formats, such as Braille, large print, audio or E-text, please call us on 
03455 212 414, or via the Typetalk service on 18001 03455 212 414.
“Nucleus” is the trading name for Nucleus Financial Platforms Limited (NFPL) (registered in England, number 06033126), Nucleus Group Services Limited (NGSL) (registered in England, number 02538532); James Hay Services Limited (JHS) 
(registered in Jersey, number 77318); James Hay Administration Company Limited (JHAC) (registered in England, number 04068398); James Hay Pension Trustees Limited (JHPT) (registered in England, number 01435887); James Hay Wrap 
Managers Limited (JHWM) (registered in England, number 04773695); James Hay Wrap Nominee Company Limited (JHWNC) (registered in England, number 07259308); Nucleus Financial Services Limited (NFS) (registered in England, number 
05629686). NFPL, NFS, NGSL, JHAC, JHPT, JHWM, JHWNC have their registered office at Suite B & C, First Floor, Milford House, 4355 Milford Street, Salisbury, SP1 2BP. JHS has its registered office at Aztec Group House, IFC6, The Esplanade, St Helier, 
Jersey, JE4 0QH. JHAC, JHWM and NFS are authorised and regulated by the Financial Conduct Authority. NFPL, NGSL, NFS, JHWM, JHPT, JHAC and JHS are members of a VAT group with VAT registration number 514 0358 80. All companies are wholly 
owned subsidiaries of NFPL. Further details of the Nucleus Group can be found at nucleusfinancial.com. (12/25) 
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