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How to add a single payment/transfer

This process is the same for both a GIA and ISA. 
This guide follows the steps for an ISA product

Once logged into your account, you’ll arrive at 
your homepage page.

There are two ways to access the application. 

Option 1 – To make a single payment or 
transfer into an existing product, select the 
‘Actions’ button in the top righthand corner of 
the screen.

From the menu select ‘Payments’.

Then select ‘Single payments/transfer’.
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Select the account that holds the product you 
want to make a payment/transfer to. This may 
have multiple entries if you’re linked to other 
accounts. 

Next, choose the product you want to make a 
payment/transfer to.  
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Option 2 – You can select the vertical ellipsis 
(three dots) next to the product in the 
‘Accounts’ widget to go directly to ‘Payments 
in’. This route skips the account and product 
selection screens described above.
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Payments in

Select ‘Yes’ to add your payment.

Follow the details and add the amount into the 
‘Single payment’ box.

The ‘Payment method’ will automatically be 
pre-populated to bank transfer.
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If you’re simply adding a single payment, 
confirm the source of wealth from the 
dropdown list at the bottom of the page, and 
then select ‘Continue’.
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To add a transfer, select ‘Yes’ in the Transfers 
box.

Type the name of the ISA provider into the 
‘Transferring Scheme’ box and select the name 
from the dropdown list.

You can add the provider manually if it does 
not appear in the list.

Choose the ‘Transfer type’, ‘Cash’ or  
‘Re-register assets’. 

Continue to complete all fields of the  
Transfer section.

Key message

For each transfer, you must complete 
a transfer authority form available at 
the end of the application as well as 
in the ‘documents’ tab located on your 
overview page. This will need to be sent 
to us if the provider cannot make an 
electronic transfer. 

The system will confirm if the provider does not 
support electronic transfers.

Select ‘Add another transfer’ to add multiple 
transfers.
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The ISA allowance box will automatically 
calculate your remaining ISA allowance.

Select the source of wealth from the dropdown 
menu.

Once complete, select ‘Continue’ to move onto 
the Investment selection page.
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Investment selection

Select ‘use current assets’ for payments to be 
invested in your current choice, displayed at 
the bottom of the screen.

Or select ‘No’ to search for a new investment in 
the search box.

Enter the amounts in the ‘Investment choices’ 
section in percentages to equal 100%.

When you’re happy, select ‘Continue’ to move 
onto the review page.
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Review

Carefully review the details. You can use the 
pencil icon to make any amendments.

Then select ‘Continue’ to move onto the 
documents and declarations page.
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Documents and declarations 

Here you can download each supporting 
document using the respective links. 
Documents will also be available in the 
‘Documents’ tab back at your overview page, 
once payment/transfer is complete.

Please read the information and decide if 
you want to waive your right to cancel the 
application.
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Read and confirm your agreement to all 
declarations.

You can select ‘Confirm all’, which ticks all 
boxes at once.

If you’re happy to continue, select ‘Submit’ to 
proceed with the application.
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Confirmation 

A confirmation screen will appear to advise the 
application has been fully submitted.

You’ll receive an email with further instructions 
confirming next steps.
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