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How to use this document

Important information  
will look like this.!

i

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.
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How to place a one-off or regular sell

Key message

At any stage you can save and exit the session. 
To resume the session, navigate to the workflow 
tab within the client’s account.

To place the regular or one-off sell, you first need to find 
your client. Please refer to the guides on our website to 
search for a client or create a new client.

Once you’ve located your client, you can refer to this 
guide to proceed with placing the sell instruction.

From the client home page, locate the relevant account 
and select the vertical ellipses (three dots).

A list of actions will appear. To place the sell, select ‘Sell’.

All trades will take place at the next 
available trading point for the asset, in 
line with our order execution policy.!

This guide is demonstrated using an 
adviser user with master user role 
permissions. If you have a different user 
role permission, some functionality may 
not be available to you.

!
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Placing a one-off sell

Confirm if financial advice has been provided 
to your client.

Select ‘One-off’.

Select ‘Continue’ to move on to the sell 
investments page.
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Sell investment

Select ‘%’, ‘£’ or ‘Units’. 

If you wish to sell assets other 
than those that can be instructed 
as unit amounts (on platform 
funds and exchange traded 
investments), this will need to 
take place through a separate 
sale instruction after submission 
of the unit sells.

‘Sell all’ will be automatically 
selected if the order values equal 
to or greater than 95% of the 
value of the chosen investment.

!

!

Enter a percentage, monetary amount or units 
for each investment.

Key message

If a calculation was made on the Capital 
Gains Scenario Tool, select ‘Populate 
from CGST session’ to pull through the 
amounts to sell.

Select ‘Continue’ to move on to the review page.
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Review

Review the instruction details for accuracy. 
Use the ‘pencil’ icon to make any necessary 
changes.

Select ‘Continue’ to move on to the 
declarations page.
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Read through the declarations and tick to 
confirm completion.

Select ‘Submit’ to place the one-off sell.
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Confirmation

The one-off sell instruction has been 
submitted. 

From here, you can place another trade or 
return to the client dashboard.
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Confirm if financial advice has been provided 
to your client.

Select ‘Regular’.

Select a disinvestment date, frequency and the 
duration.

The disinvestment date should 
be the date which you’d like to 
the sell proceeds to be received. 
Different investment providers’ 
timescale to sell investments and 
pay the proceeds to us will vary. 
This could result in proceeds being 
received after the date you’ve 
selected.

The disinvestment date can be 
any date from 1 - 28 of the month.  
A regular sell can start the next 
working day. 

!

Placing a regular sell

Select ‘Continue’ to move on to the sell 
investments page.
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Sell investments

Select ‘%’ or ‘£’. 

Enter a percentage, monetary amount or units 
for each investment.

‘Sell all’ will be automatically 
selected, if the order values 
are equal to or greater than 
95% of the value of the chosen 
investment.

!

Key message

If a calculation was made on the Capital 
Gains Scenario Tool, select ‘Populate 
from CGST session’ to pull through the 
amounts to sell.

Select ‘Continue’ to move on to the review 
page.
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Review

Review the instruction details for accuracy. 
Use the ‘pencil’ icon to make any necessary 
changes.

Select ‘Continue’ to move on to the 
declarations page.
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Declarations

Read through the declarations and tick to 
confirm completion.

Select ‘Submit' to place the regular sell.
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Confirmation 

The regular sell instruction has been submitted.

From here, you can place another trade or 
return to the client dashboard.
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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 
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