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How to add a regular payment

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 overview page.

There are two ways to access the application. 

Option 1 – To add a regular payment to 
your investment. You can select the vertical 
ellipsis (three dots) next to the product in 
the ’Accounts’ widget, then select ‘Regular 
payment’ to go directly to ‘Payments in’. This 
route skips the account and  product selection 
screens described below.

Option 2 – You can select the ‘Actions’ button 
in the top righthand side.

If selecting ‘Actions’, next select ‘Add regular 
payment’ from the dropdown menu
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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 are linked to 
another accounts. 

Next choose the product you want to make a 
payment/transfer to.  
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Payments in

Select ‘Yes’ to add your regular payment.

Follow the details and add the amount 
into the ‘Regular payment’ box. Select the 
payment frequency, and confirm the first 
collection date.
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You can add an end date to the regular 
payments.

All regular payments are collected by Direct 
Debit. You’ll need to download the Direct Debit 
mandate in this application. This can be signed 
digitally, or by wet signature.
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Tick to confirm you are the account holder.

Select the ‘Source of wealth’ via the drop down 
list.

Then 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, press ‘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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Here you can download each supporting 
document using the respective links. 
Documents will also be available in the 
‘Documents’ tab on your overview page.
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Documents and declarations 

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 
instruction has been fully submitted.

You’ll receive an email with further instructions 
confirming what to do next.
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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.
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(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 
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