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New clients and new business

Introduction

This user guide describes how to add clients and new business to the platform, including how to:

e Add individuals, corporates and trusts to the platform.

¢ Add new business including lump sum contributions, regular contributions, fees, transfers, re-registrations, withdrawals and asset allocation.
e Download pre-populated forms.

e Store applications for later submission.

e Apply top ups for existing accounts.



Adding clients

New clients and new business

To add a client, select the ‘clients’ tab from the top-level navigation bar on the platform homepage, and click on the ‘search/add client’ button

to add an individual, corporate or trust client. For individual clients you'll see the screen below.
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New clients and new business

Note that:

UK citizens should have ‘British” input as their nationality.

If the client's employment status doesn't match any of the categories listed, you should use the ‘other’ category.

At least one phone number should be entered in the ‘contact details’ section.

Inputting a valid email address is optional. If an email address is entered, the client will be provided with access to Nucleus Go.

You're able fo create multiple addresses for each client and can assign one of those to be the ‘mail’ address where correspondence will be
sent. We must be provided with the client’s residential address in the first instance.

At least one UK bank account in the client's name must be added. We can't accept a third party bank account.

*  You should enter the full name of the holder registered at the bank, i.e. John Robert Bloggs and Jane May Bloggs - please do not
use initials.

e Ifwhat you've entered doesn't match, a message will appear to confirm.

e Ifthe name of the policy holder and the name on the bank account don’t match, you will be unable to create a client record,
or will be asked to supply evidence, i.e. a cerfified copy of a bank statement.

Client site access provides the client with additional online services within Nucleus Go. If you select ‘transaction history” this will be displayed
on the client platform for that client. If you provide online access a valid client email address must be provided.

The clients’ preferences for receiving information via post or email can be selected. Remember, by providing a valid email address for your
client you can select online correspondence options.

Once the client details have been completed the client will be created on the platform.

If the client is a corporate or trust, they can be added by clicking the ‘corporate’ or ‘trust’ buttons on the client's page and entering the relevant
information, as shown in the screenshot below.

Add Company client

Adviser* K Bellringer - 2453

Client category * ‘ Retail

Company defails

Company name = TEST Company

Company classification = ‘

Tax residencies * ‘ . @
United Kingdom

Country of residence United Kingdom

LEI [ | @

Company number *

Contact name

Salutation Dear TSTHame

Contact details

Home 0207 111 1111 |

Mobile: | !
|

Waork |

For corporate and trust accounts, a legal entity identifier (LEI) must be entered to trade in assets deemed reportable under MiFiD II.

Adding new business

To submit new business, you must complete between three and seven specific steps depending on the type.

Account Transfer Payment & Asset Immediate Account Confirm
Withdrawal Selection Drawdown Specific




New clients and new business

As you complete the steps, any required documentation that must be submitted along with the application is pre-populated into the document
store (which can be accessed by clicking on the (Xl icon in the top right-hand corner of the page). Documents are placed into the
document store as and when the necessary information is completed in the new business pages. This allows you to print relevant documents as
soon as the required information has been entered, so for example, client signatures can be obtained in advance of application submission.

Adding account types

For each account type to be added, select the type of account from the dropdown menu and click on the ‘add’ button to add that account type
to the wrap.

Home = Clients = Application

Application for Test Test m

Select account Next

New accounts

Select the account type you wish to open: ‘ General @ Add

For each account type, you can select multiple accounts, for example multiple General accounts. Each instance of an account enables you to
select a specific name, asset allocation, fees and account specific details. This can be used, for example, to set different investment directions
for contributions within an account type.

General
Account holder Give the account a name Contribution type Other account hoider(s) Annual advica fee
John Robert Bloggs Ganeral | Payments o L3 I\_]’x Ramene
| Re-regeter @
_| withdrarwal

Once you've selected the accounts fo be created, you can choose to provide a name for each account and then select the type of contributions to
be created. The name of the account will be used to identify the account on both the platform and on client statements. The default name will be
the wrapper type, i.e. General.

For each account type, where applicable, you can set up the following contributions:
e Transfers — for cash transfers to the platform.

e Re-register —for in-specie transfers to the platform.

e Payments — for cash contributions to the plafform.

e Withdrawals - for regular withdrawals from the platform.

Ifit's jointly held, use the ‘other account holder(s) field to add the name of the other account holder. If you type in the first few characters of the
name in the textbox, any matching clients should appear. Note that the joint account holder must already be an existing client on the platform
and that the ‘other account holder’ represents the secondary holder on the account.

The annual adviser fee can be entered as a percentage or a monetary amount in the column provided.

For pension applications, you must confirm the following before proceeding with the application; if the client has triggered their reduced money
purchase annual allowance (and if so, what was the effective date), and then if the client has applied for Fixed Protection after 15 March 2023.

Is the client subject to the Money purchase annual allowance? W

Has the client applied for Fixed Protection after 15 March 20237 v




New clients and new business

Transfers

The fransfers page is used to enter details of any account cash transfers to the platform.

Home = Clients = Application

Account Transfer Asset Confirm
Selection
Application for Test Test q
Transfers Back  Next
Isa - Isa
Ceding company Ceding company address Account/Plan number Current value
Wiliams Company |wa3 3ap | Find address [123456 | [0.00 |
28 Yuan Boulevard | Initial fee
Madeuptown ’D—E
|

@ Add another transfer

The following details should be entered:

e Ceding company firm.

e Ceding company’s product reference or policy number.

e Current value of account to be fransferred (this is an estimated amount of transfer value).

e |nifial fee for the transfer (as a percentage or value).

Documentation will be pre-populated to the document store (which can be accessed by clicking the (T3l icon in the top-right corner

of the page). A pension transfer form will not be pre-populated. If the scheme’s forms are to be provided there’s no requirement for the
Nucleus pension transfer form to be completed. If the scheme doesn't require the completion of their specific forms, you will be able to print a
pension transfer form (0021 on the platform library).

At any fime, you can add a new transfer using the ‘add another’ button. This can be for any application account type for the platform.

A default address will be displayed for the selected ceding company, however this can be overridden if appropriate.


https://nucleusnutshell.bethebrand.com/mb/Dgr1wf

New clients and new business

For pension transfers, you can also specify whether the pension is scheduled to go into immediate drawdown when the Nucleus account
is active. Ifit's to go into immediate drawdown, you must specify the amount of tax-free cash the client will take: either specify ‘max’, the
percentage, or the value using the dropdown menu beside the tax free cash field.

If selecting immediate drawdown:

Pension
Account holder Give the account a name Centribution type Other account holder(s) Annual advice fee
Test Test Pension (] payments 0 % v [3_(] Remove
O Re-register @
[l Transter
[ immediate
d jown
Is the chient subject to the Money purchase annual allowance? | v
Has the client applied for Fixed Proleclion afler 15 March 20237 v
If choosing to take income:
Application for Test Test ﬁ
Immediafe drawdown Back  Next
Pension
Drawdown type Flexi-aooess Designate funds to existing account =Mew=
LTA % 9,48
LTA % total
Drawdown details
Please select a drawdown opfion Please select a phased option if required
This will repeat the orystallisation on a regular basis
Dvawdown options | Full Frequency | Mone
Drawdown amocunt 100,000.00
S—
Please select a PCLS opfion if required
PCLS option Percentage .
PCLS income amount
PCLS % 2500
Adviser payment details
Annual advice fes 0.00
Initial fas 0.00 3
Income payment details -
Max income 74,872.50
Frequency [ Montrty [v]
Ameurt
First payment date 0140172020




New clients and new business

For any pensions that go into immediate drawdown we'll pay any tax-free cash upon receipt of the final transfer. Note that for immediate
drawdown you must choose to invest in cash - not in any investment asset. Once the account has been established you'll have to place buys into
the client's chosen assets.

A 30 day cancellation period applies to the income element of a pension holders first drawdown request only. During this time, they can choose
to cancel and return the SIPP income. However, please note the right to cancel does not apply to the tax-free lump sum, as this cannot be
returned.

Pension holders should consider carefully, with you, the tax implications of cancellation, as there are circumstances in which the lump sum
amount may become an unauthorised payment and subject to significant tax charges.

Re-registrations

The re-registrations page is used to enter details of any asset to be transferred in-specie to the platform.

Home = Clients > Application

Account > Reregistration Confirm

Application for Test Test

Reregistration Back  Next

Use the following spreadsheet to help complete re-registration autherity forms. This toel will inform you for which companies re-registrations are allowed and the nominee names for assets.

Re-reqistration helper tool

General - General

Ceding company Account/plan number
| wiliams Company 1234587 !
Ceding company oddress

g iy | Asset search !jnvesou | | Only listed securities Search
WA3 3AP | Find address
28 Yuan Boulevard | Asset name No of units Hat. income Action
| | Invesco Asian Equity Income (UK} Z Inc iiﬂ ! ™
| | Invesco Asian (UK} Z Acc i 100 i

Reset fund list Copy funds to all

D The assets are held in my own name.

D If ceding companies are unable to re-register my assets |
will accept cash without being notified.

T 1 wittincur any costs of re-registration without being
notified

@ Add another re-registration

Any re-registrations should be specified at the underlying asset level. For each asset you want to:
e Specify the product, plan number and institution associated with the asset.

e Specify the assets to be re-registered by entering the fund name or Isin code in the ‘search for asset’ option. If the asset you require is not
listed please contact us and we can check if it can be added to the platform

e Specify the number of units for that asset. We recommend this is taken from a recent valuation of the client's holdings.
Once these details are completed, the platform will pre-populate the relevant re-registration authority and stock transfer forms as appropriate.

If the client is instructing a full re-registration, you can download the Re-registration authority (0784) form from the platform library for the client to
sign. You'll still need to key all of the assets and units to be re-registered, however the client can sign the full authority form in advance.



New clients and new business

When cash forms part of a re-registration a separate commitment will be required as follows:
e For pension and Isa accounts please key a cash transfer commitment where the value of cash is more than £500.
e For general accounts please key a cash payment top up where the value of cash is more than £500.

There are three additional declarations:
e The assets are held in my own name.
e If ceding companies are unable to re-register my assets | will accept cash without being nofified.

e | willincur any costs of re-registration without being notified.

These are used to pre-populate the re-registration authority forms.

Payments, withdrawals

The ‘payments, withdrawals’ page allows you to enter all lump sum and regular payments across the accounts on the platform.

For lump sum payments, enter the amount, payment method and fees (as a percentage or value) for that contribution.

Multiple lump sums can be added using the ‘add a lump sum’ button. We require one to be keyed for each payment being made.

For regular payments, add by clicking the ‘add a regular payment” button. Regular payments require the amount, payment frequency, first date of

payment (note that the platform shows suggested dates of the 1st, 6th or 20th of the month, but the preferred date can be entered manually). For
further information on setting up regular payments, see the regular contributions user guide (0154 on the platform library).

For regular payments, select the amount, frequency and first date of withdrawal. Note any natural income requirements are specified in the asset
selection section of the process which is detailed below.

Asset selection

The asset selection page allows you to set up an asset allocation across a client's accounts.

Home = Clients = Application

Account Payment & Asset
Withdrawal S 0

Application for Test Test

Confirm

Asset selection Back  Mext

Pleaze aliocate the percentage of each azsset that you would like to add to each account. The overall percentage allocation must equal 100, and there must be at least a 2% cash allocation for
each account.

General - Test Test

Show

Asset search LJD;’@’EW | [ only ligted securties Search Model portfolio search |Name cae iucaitrilnn
E
Asset name Lumpsum Regular Transfer Nat. income Action
Cash Account General (Cash General) ‘ 200: | | | | O
Invesco Asian (UK) Z Inc (GB00BEN44Re3) Bl \ 4000 | | | | O
Invesco Summit Growth 4 (UK} Z Acc (GBEIUE!YZHLE16} ‘ 49.1}0! | | | | [
Tolal 100.00 @ View charges Reset fund fist

Print

Create favourite asssts list KIDs
Copy funds to all

Back Next

Asset allocation can be completed using individual assets, or by assigning accounts to model portfolios.

You can find individual assets using the asset selection tool. If you type in any part of the name of an asset or the Isin code and click on the
search button, a pop-up will display matching assets. If you want to also match on listed securities, the listed securities checkbox must be
selected. You can then select the required assets using the ‘add’ butfon.


https://nucleusnutshell.bethebrand.com/mb/C37Sjq

New clients and new business

To find a model portfolio, type part of the name in the ‘model portfolio search’ box and click on the search button, all models from your specified
range that match the search criteria will be displayed. Note that accounts using the model portfolio display the investment direction as read-only
and model portfolio asset allocations are also displayed as read only and so cannot be updated from this page. Any changes to models are
made using the model portfolio tool in the tools tab.

For any accounts not using model portfolios, select the percentage split of assets within the account. At least two per cent of each account should
be allocated to cash in order to pay ongoing fees. You should also specify this allocation for lump sum, regular payments and any transfers you
have specified.

Note that some assets are only available for certain account types, and if unavailable the asset will not appear when searched for.

If you would like to take natural income from any of the assets, select the ‘nat. income’ checkbox. This is only available from General, General
(gross) and Isa wrappers.

To see the charges associated with the chosen assets, click on the ‘'view charges’ button.

Application summary

The application summary page enables you to preview the entered new business details before submission. This is accessed by clicking ‘view
summary’ from the submission page.

You can correct any errors in the application by using the ‘back’ button or by selecting the relevant page from the new business navigation before
submitting the application.

Application for Test Test _‘

General summary

Badk Print

l General details = ]

Account number
Application type Mew business
Annual advice fee 0.00%

Adviser K Bellringer - 2453

Client details -

Test Test

Client reference 100248815
Date of birth 28/06/1960
Country of residence United Kingdom

NI number AB1234584

Mailing address
Greggs

128 Lothian Road
EDINBURGH
EH3 5BG

United Kingdom

Lump sum payments =
Test Test

Amount Payment method Initial fee  Commitment [D
£100.000.00 Chegue 0.00%

Fund selection

Asset name Assetsplit3%  Asset split amount {Gross}
Cash 2.00 £2,000.00
Invesco Asian (UK) Z Inc (GB00BEN44RE2) 45.00 £45,000.00
Invesce Summit Growth 4 {UK) Z Ace (GB00BYZHLE1S) 45.00 £45,000.00

10



New clients and new business

Application submission

The application can be selected for all accounts, or for specific accounts for that client.

The anti-money laundering declaration must be completed. lllustrations can be downloaded from the submission page.

Home > Clents > Application

Account Payment &
Withdrawal

Application for Test Test

Application summary

Account Status llustration Growth Rates (%) lustrate (Select all) Summary
General In Progress Low* !1.50 ‘ Medium* |4.53 | High* |?’.50 | to ally |:| View summary

lustrate

Anfi-money laundering declaration

~ Test Test
Iz your client a poltically exposed person (PEP}? ® no O ves
Verification method Onling
T
Verification service used Other
%) I'we can confirm that V'we have verified the source of funds

Select the accounts to be submitted and then click on ‘submit’. The screenshot below shows the page you will be taken to, which will state

whether the application has been successfully submitted.

You are then asked if you're happy the standard growth rates are being used on the illustration, if so you can proceed by clicking

‘ignore and submit’.

Home = Clients = Application

Account Payment &
Withdrawal

Application for Test Test
Application submitted
The following applications have been submitted:
General for Test Test, Account number N344310 e S Print summary
What do | do now? Print documents
If you havent already, print the declaration and any additional documents shown in the orange bar on the right-hand side of this screen. The signed doc ion and any cheg

—

should be

sent to:

Nucleus Client Relations
PO Box 26968

Glasgow

GT20 DY
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Once the application has been submitted, click on the “print summary’ button to produce the application form and the ‘print document’ button to
generate any supplementary forms. The following documents should be provided with all applications:

e Application summary*

e Declaration
Other paperwork will depend on the nature of the application.

* The application summary is not required for new business lump sums or top-up lump sums.

Stored applications

During the new business process, any applications not submitted will be stored in the ‘stored applications’ section of the platform. This allows
you to enter details but not submit the application, for example, in order to obtain client signatures.

To retrieve a stored application for a client, select the ‘stored applications’ tab.

Home > Clients
Search / Add client Stored applications
Search
Search by adviser- —Search by client
Select an adviser | select an adviser Surname | Test |
F
— [
Updated in the e i Forename st ]
Date of birth | |
Show quotes only O ) '
Wit testmonth[]
Show completed
o Show guotes only O
Search Show completed O
Search
Application groups
—Test Test
Account Account no Date created Last updated Status Action
General MiA 0710612019 0710612019 In Progress @

12
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The stored applications page lists any fully submitted and partially completed applications, including the name of the client as well as the date
created and last updated. From here you can:

@ View the current application and the information that has currently been entered.
Edit the in progress application, and from there submit the application.

Delete the existing in progress application.

Note that if you select a client and click on the ‘apply top up’ button, this will create a new application or top up rather than continuing with an
existing application.

Top-ups

Additional contributions for an existing account can be submitted using the ‘apply top up” button next to each client. The top up functionality
requires the same information as an initial contribution.

Please ensure you use the top up option as opposed to the option to add a new account.

Still got questions?

You should now be able to add clients and new business to the platform, but if you have any questions:

e Click on the Live chat button, this will enable you to have an online instant messaging conversation with one of our client
relations managers.

e Oryou can call your client relations manager, who'll be happy to help.

Both of these services are available during our normal business hours, 8.30am to 5.30pm Monday to Friday.

client.relations@nucleusfinancial.com www.nucleusfinancial.com @ 0131226 9535

“Nucleus”, “NFS” and “Nucleus Financial Services” are the trading names of Nucleus Financial Services Limited (NFS) (registered in England number 05629686); Nucleus Financial Limited (NF) (registered
in England number 05522098); Nucleus Trustee Company Limited (NTC) (registered in Scotland number SC312652); and NFS (Nominees) Limited (NFSN) (registered in England number 07621355). NFS,
NF and NFSN have their registered office at Suite B & C, First Floor, Milford House, 43-55 Milford Street, Salisbury, SP1 2BP. NTC has its registered office at 12 Blenheim Place, Edinburgh EH7 5JH. NFS

is authorised and regulated by the Financial Conduct Authority. NFS and NF are members of a VAT group with VAT registration number 514 0358 80. NFS, NF, NTC and NFSN are all wholly owned
subsidiaries of Nucleus Financial Platforms Limited (registered in England, number 06033126) whose registered office is at Suite B & C, First Floor, Milford House, 43-55 Milford Street, Salisbury, SP1 2BP.

All companies are members of the Nucleus Group. Further details of the Nucleus Group can be found at nucleusfinancial.com. (12/24) 0061.15
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