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How to use this document

will look like this.
( ) Useful info will look like this.
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 process a SIPP single and transfer 0@ @ o
payment top up application

© Miss Jessica Example

Client number Age Date of birth Firm Address

To start the SIPP single top up application, you i * oo,

Bishopdown, SP1 3QF
Phone Email Adviser

first need to find your client. Please refer to the o oo Femplagnatcom

guides on our website to search for a client or
create a new client.

Overview Profile  C property D ts  Workflow
. B Accounts Valuation @ Latest documents Recent transactions

If adding an employer payment,
the client's emplovment details Accounts owned £1,013.71 e O Transter form usep2 & P —

p y D Target Market Information 2uSep2s &

. Il A JExample £000
must be on the client's account o e P — sswa &
to proceed Wlth Settlng up the o o o D Target Market Information 23sep2s &
0 ment ° D Confirmation Schedule (Advised) 23Sep24 b, There are currently no transaction
SIPP N31001126-001 elo71 3 RS

pay o oot st &
If your client doesn't have existing @ Top investments seredesumens >

1 5995% £60774 P . (8] Commercial property
employer details, please complete s s | oy G o) (7 @ Fesuiar poyments and witherawals

e

the add employer details offline
process shown in the '‘Change of
employment details' guide.
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From the client home page, locate the relevant & cters  ovrve Qo) 2@ @ ©

account and select the vertical ellipses (three : .
dots) @ Miss Jessica Example  soters

Client number Age Date of birth Firm Address

A I|St of Gctions W||.|. Gppeor' To create the top 907 © 50 o1-January-1976 ABR Test Network 15 Stout Grove,

up application, select ‘Single payment'. Csconnononis o omampersogmatieom e

UK

Primary tox residency
uk

Overview i Profile  C ial property Dt ts  Workflow
Key message
B Accounts i Valuation Latest documents Recent transactions
Accounts owned £1,013.71 £12¢ O Transfer form %sep2s & 3 Example (NJ1001127) v
At any stage of the top up application, PYT—— wown &
A JExample £000 %
you can save and exit the GpplICthon. GIA NI100T127-001 © £000 i e B Terget Markatnformation Beep2t &
D Target Market Information 238ep2t &
. . A Pension £1,013.71 There are currently no transactions.
To resume the top up Qpp[|cqt|on, . q B Confimtion schecule (hdvised)  23Sep2i &
SiPp Na100TI26-001 A R
A cps S o . &
navigate to the workflow tab within the
. i SO Vi d its >
Cllentls account. Top investments o P ’ jew documents
wo2 Mg sep2  Sep2s
. 56 sel 7% P . Commercial property
ericbiMone & itch 72 (m) (3m) (em ) (70 ° Lifetime ) Regular payments and withdrawals
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. . . . . . single payment / transfer J N E 1
Confirm if financial advice has been provided Payments in me:c:mmpe

Product: SIPP

to the client.

Financial advice single payments/transfers

Confirm if your client is subject to the Money

Purchase Annual Allowance (MPAA). If yes, oy S s o oo R on?  Faymentsin
you'll be asked to enter the trigger date and
withdrawal type.

2. Adviser charges

Money Purchase Annual Allowance (MPAA) 3. Investment selection

Is your client subject to the Money Purchase Annual Allowance (MPAA)? 4. Review
Confirm if any transfers in are subject to O @ O et 5. Documents ond deciaravons
disqualifying pension credits. I 6 Confimtion

Are any transfers subject to disqualifying pension credits? ( ‘Sove and exit )

oo e ( )
Key message
single payments

Single payment.

o 0 o a a [ None [ Client [} Employer (] Third party
Disqualifying pension credit transfers are
an offline process - a paper application is Tronsters
required.
@ Mo Q rves

Your client must sign a transfer autherity form for each transfer.

Select a payment in option for each payment
type.

Key message

You can select multiple single payment
in methods within the one application
journey.

(3]
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Client Single payment Single paym, = single payments/transfers
Select ‘Client’ single payment. sroere f oot , v 1 Payments n

2. Adviser charges

Enter net single payment details. O gt e et e kg e 3 nvesumentseecton
The payment method will be automatically NS — o
Selected to ban trqnsfer. . m&:;;zﬁn;n:emw"?euwllvePr\muc(veferenwmmhevfvunﬂutmelnpngn(ulmesmeen. 5 Documents and declarations

Please ensure that the payer knows to include the payment reference when making the payment to us. & Confirmation

If no payment reference is used or an incorrect reference is used this will delay the cash being made.

Confirm if the pension contribution is eligible vGoe n e ctents occoun:
for tax relief. e ( B )

single payment (net) Payment method ( Gancel )

|£ 300 ‘ Bank transfer 5
tE

Is your client eligible for tax relief on pension contributions? ()

Key message @w o

£375.00 including tax relief (gross)

Single payments are to be made by bank
transfer, to the bank details displayed on
the page. These can also be found on our
website.

Your client's account number will be
shown at the end of the application and
must be used as the payment reference.
Failure to provide this reference may
delay allocating and returning payments.
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Employer single payment
Select 'Employer’ single payment.
Enter the gross single payment amount.

The payment method will be pre-selected to
BACS.

Key message

Single payments are to be made by bank
transfer, to the bank details displayed on
the page. These can also be found on our
website.

Your client's account number will be

single payments in

Single payment

] None [ client ‘ Employer ’ [ Third party

(i) The single payment in should be made by bank transfer using the following details:
* Bank account name: James Hay Pension Trustees Limited
* Sortcode: 09-02-22
* Account number: 11053565

* Payment reference: Please Use the Product reference number found at the top right of the screen,
under the client's name.

Please ensure that the payer knows to include the payment reference when making the payment to us.

If no payment reference is used or an incorrect reference is used this will delay the cash being made
available in the client’s account.

Employer

Employer (gross) ("] Employer paying client {net) contributions
single payment (gross) Payment method

[e] =0 | | sonkwronster o
Employer name

‘ Mucleus ‘

Employer address

[Q v | |

Nucleus Group Services Ld, Milford
House £3-55, Milford Street
Salisbury, 5P128P

Single payments/transfers
1. Payments in

2. Adviser charges

3. Investment selection

4. Review

5. Documents and declarations

6. Confirmation

C ‘Save and exit )
( Cancel )

shown at the end of the application and
must be used as the payment reference.
Failure to provide this reference may
delay allocating and returning payments.

Enter the employer's name.

Enter the employer's address into the search
bar, select the address from the results.

If the address can't be found, select 'Enter an
address manually' and complete the address
details.
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Third-party single payment
Select 'Third-party’ single payment.

Key message

Single payments are to be made by bank
transfer, to the bank details displayed on
the page. These can also be found on our
website.

Your client's account number will be
shown at the end of the application and
must be used as the payment reference.
Failure to provide this reference may
delay allocating and returning payments.

Enter the net third-party single payment
details.

Single payments in

Single payment
] None (] client ] Employer ‘ Third party '

(i) e single payment in should be made by bank transfer using the following details:
* Bank account name: James Hay Pension Trustees Limited
* Sortcode: 09-02-22
* Account number: 11053565

* Payment reference: Plsase use the Product reference number found at the top right of the screen,
under the client’s name.

Please ensure that the payer knows to include the payment reference when making the payment to us.

if no nce is used or an nce is used this will delay the cash being made
available in the client’s account.

Third party

Singls payment (net) Payment method
‘ £ 300 ‘ Bank transfer v

Is your client eligible for tax relief on pension contributions?

® Yes O Ne

£375.00 including tax relief (gross)

Third party details
Third party type  Individucl

Title

‘Mr -

First name

‘ Third ‘

Surname:

[ oy |

Date of birth

[ot [ o | [0 |

single payments/transfers
1. Payments in

2. Adviser charges

3. Investment selection

4. Review

5. Documents and declarations

6. Confirmation

( Save and exit )
( Cancet )

Confirm if the pension contribution is eligible
for tax relief.

Enter the third-party's personal details.

Enter the third-party's address into the search
bar, select the address from the results.

If the address can't be found, select 'enter an
address manually’ and complete the address
details.
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Transfer payments

Select 'Yes'.

Enter the ceding provider’'s name into the
search bar and select the provider from the
results.

Key message

If you're unable to locate the ceding
provider using the search bar, you can
add the details manually by selecting
'Add provider manually'.

Select the ceding scheme type from the
drop-down.

Confirm if the transfer contains any
safeguarded benefits.

We can't accept transfers that
contain safe guarded benefits
if advice and a personal
recommendation hasn't been
provided to your client.

Select '‘Cash’ or 'Re-register assets'.

Transfers

Transfer in

O ne @ ‘ves

Your & fer autharity form for sach transfer

Transfer 1

Transferring scheme.

Q 30mes Hay Pension Trustees Limice

(D |

Electronic transfer supported?
No

Transferring scheme type

Self-Invested Personal Pension v

Does the transfer contain any safeguarded benefits?

Q ¥es O MNe

We don't accept transfers which contain safeguarded benefits without financial advice.

f your transfer does contain safeguarded benefits you must seek financiol advice and make the
application via a financial adviser if you want to maks this transfer to Nuclsus.

If you answer "No to this question and we're informed by your current pension provider that the transfer
doss contain safeguarded benefits, we'll not be abls to accept the transfer.

QO Cash (O Re-register assets

single payments/transfers
1. Payments in

2. Adviser charges

3. Investment selection

4. Review

5. Documents and declorations

6. Confirmation

( Save and exit )
( Cancel )
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Cash transfer payment

If the cash transfer contains both
uncrystallised and crystallised funds, first
enter the amount of the

uncrystallised element in 'Estimated
current value'.

Enter all transfer details.

Then select 'Add another transfer' to add
the crystallised element.

Under Status of transfer, select
‘Crystallised’, and continue to enter all
details of the crystallised element,
including the amount.

Once all fields are complete, select
‘Next: Adviser Charges'.

You can add multiple transfersn one
application, by selecting ‘Add another
transfer'.

10

Transfer type

(® Cash (O Re-register assets

Estimated current value

‘ £ ‘ 12500 ‘

Status of transfer &

(® Uncrystallised (O Crystallised

Uncrystallised details

Account number

[ XXXXXXX0000001 ‘

Providing the account number will help to process the transfer.

Uncrystallised transfer value

l £ ‘ 125000 ‘

Full or partial transfer

(® Full (O Ppartial
Block transfer (@

QO Yes ® No

© Add another transfer

Single payments/transfers

1. Payments in

~

Adviser charges

Il

Investment selection

Ea

Review

@«

Documents and declarations

o

Confirmation

Save and exit

C — )
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Re-registered assets

Transfer type Sinal ts/t 5
O Cash @ Re-register assets el e el
' . Total estimated transf l 1. Payments in
Select 'Re-registered' under Status of the T SN
transfer. 2. Adviser charges
Status of transfer &
If the re-registered transfer contains ® Uncrystalised () Crystallsed 3. Investment selection
both uncrystallised and crystallised _ _ coviow
funds, select 'Uncrystallised' under Unerystallsad getals '
Status of transfer. Accaurthiiiier @ . Documents and declarations
KXXXXXX0000001
Enter all transfer details. . Confirmation

Providing the account number will help to process the transfer.

Enter the assets that will be re-registered Forp el
into the search bar and choose the

Gssets . Block transfer (& C Sl )
) Yes ® No

Save and exit

Assets to be re-registered @

Funds Exchange traded  Investment manager accounts

Key message

¥ Favourites

You can use the ISIN or SEDOL number to Advanced search
search for a fund. If any fund you choose
is suspended, please contact us.

Code Investment Quantity (units)

0GIZ.GB BlackRock Absolute Return Bond D Acc 010000 s @

1
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Assets to be re-registered @
Funds Exchange Traded  Otherinvestments Investment manager accounts Single payment / transfer
Enter the assets that will be re-registered e 1. Payments in
into the search bar and choose the assets. —
Q 2. Adviser Charges
Enter eOCh qsset's un|ts Advanced ssarch 3. Investment selection
E t th h t f th t f f Code Investment ‘Guantity (units) 4. Income withdrawal details { Transfer)
nter the casn portion o e transrter, |
GppliCGble. BFER.GE TIM AAP Adventurous C Acc 400 ‘ o] 5. Review
BFATGE TIM AAP Moderately Adventurous C Acc | 200 ‘ ] 6. Documents / declarations
Key messqge OHF3.GB 7IM Reol Return C Acc | 200 ‘ ] 7. Cenfirmation
( Save & sxit |
It more units are held than specified, we will transfer all units held for this account number. A 4
You can use the ISIN or SEDOL number to .. :
| Cancal |
search for a fund. If any fund you choose Cash portion of the transrer ' '
is suspended, please contact us. [£] 20 |

If there are multiple transfers, select 'Add
another transfer’.

Select whether to include critical yield on

drawdown accounts for illustration purposes.

Confirm the source of wealth from the drop- e

down list. This will only appear if there's a st
third-party payment. o e

Once you're happy with your payment in Source of wealth

details, select 'Continue’ to move on to the —

adviser charges page. saremesens :

12
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Adviser charges

If you're applying for an initial adviser charge,
please select '£' or '%' and enter the amount.

If there are no adviser charges to be deducted,
enter zero into the fields.

Estimated adviser charges will
(0)) be visible during the application.
T Accurate charges will be
deducted from the product upon
completion of the top-up.

Single payment / transfer
Adviser charges

Adviser charges

Initial adviser charge ®

Charge amount should be gross of VAT

(for cash transfers and single payments) Charge
E @ -

Estimated £1219

Initial adviser charge ®

Charge amount should be gross of VAT
(for re-registration transfers) Charge type @

S

Estimated £426.35

Jessica Example
Client ID: 907

Product reference: NJ1001126-001
Product: SIPP

single payments/transfers

1. Payments in v
2. Adviser charges

3. Investment selection

4 Review

5. Documents and declarations

6. Confirmation

( Save and exit )

Key message

For more information about adviser
charges, visit our website.

Once you're happy with your adviser charge
preferences, select ‘Continue’ to move on to
the investment selection page.

13
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Investment selection

The platform will calculate the amount available
for investment after any initial adviser fees.

You can choose to invest all available cash or
retain an amount.

Current assets

Confirm if the top up application will be invested
into current or new assets.

Key message

Your investment choices will only be
actioned on the cash portion received
from an in-specie transfer.

The current investment selection will appear at
the bottom of the page.

Enter the percentage to be allocated to each
investment. Ensure the totals entered equal
100%.

14

single payment / transfer

Investment selection

Investment selection

Total initial lump sum and cash tronsfers  £1,625.00
Initial adviser fees 1219

amount availabie for investment £161281

Would you like to invest all available cash transfers and single payments? ()
@ Yes O e
Do you want to trade in investments already held? &

@ Usecurrentasses () No

Funds  Exchangetraded ~Cashproducts  Managed portfolios  Adviser portfolios

Investment manager / stockbroker accounts  Other investments

% Fovourites

a |

Advanced search

Investment choices

Investment name Single (%) £1,612.81

Cash ‘ o ml ®
© ericDiMone ‘ s %l ®
© Mr Transfer Example ‘ 45 s wl @

Total 100%

Jessica Example

Client ID- 907
Product reference: NJ1001126-001
Product: SIPP
single payments/transfers
1. Payments in v
2. Adviser charges v

3. Investment selection
4. Review
5. Documents and declarations

6. Confirmation

( Save and exit )
( Cancet )
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New assets

If you're investing into assets not currently
held, select ‘No'.

Select the investment type across the headings
shown.

Your client can now hold loose
(T) assets, multiple model portfolios,

ETls, and other investments,

all within the same account.

Investments will be purchased

when the cash is available.

Key message

Your investment choices will only be
actioned on the cash portion received
from an in-specie transfer.

Enter the investment name into the search bar,
then select the investment from the results.

Enter a percentage amount for each
investment chosen.

The total must equal 100%.

Once you're happy with your investment
preferences, select ‘Continue’.

15

nucleus®

Single payment / transfer
Investment selection

Investment selection

Total initial lump sum and cash transfers  £1,625.00
Initiol aiser fees £1219
Amount availabe for investment s161281

Would you like to invest all available cash transfers and single payments? ()

@ Vs QO Mo
Do you want to trade in invs

O Use current assets

Funds  Exchange wraded

Investment manager / stockbroker accounts

Other investments

#ducts  Managed portfolios  Aduiser portfolios

7 Eovourites

Q

Investment choices

Investment nome.

@ IMAAP Adventurous C Acc

© Baillie Gitford China B Ace

Cash

Total

Emmnt
ERnnp
o Ide

Advanced search

100%

single payments/transfers

1. Payments in

Jessica Example

Client ID: 907

Produst reference: NJ1001126-001

2. Adviser charges

3. Investment selection

4. Review

5. Documents and declarations

6. Confirmation

Product: SIPP

C

Save and exit
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Income withdrawal details (crystallised
transfers)

Enter the gross income amount, payment
frequency and first payment date.

Enter the value to sell from each asset for the
gross income, ensuring the total equals 100%.

Select the bank account the payments should
be made to from the drop-down list.

Once you've completed the income withdrawal
details, select ‘Continue’ to move onto the next

page.

16

Transfer 1

Transfer details

Drawdown type
Flexi-occess

Account number
KNORX000002

Crystalllsed transter value
£5015.04

Puyment detalls
Gross Income required per payment

£ | 180

Payment frequency

Maonthly -

Payment date

2z2/11/2024

Choose assets to sell

Investment name

Cash

FIM AAP Adventurous C Acc

TIM AAP Medsrately Adventurous C Acc

7IM Recl Return € Acc

Total

Bank detaills

Bank Account 1

Avallable to sell 3

£250.00

£1.436.58

£1,82672

£1.502.64

Value to sell (3

%

L

100%
£160.00

Single payment / transfer

. Payments in

ra

Adviser Charges

Ll

Investment selection

Bl

Income withdrawal details ( Transfer)

=,

Review

L

Documents [ declarations

-

Cenfirmation

Save & axit
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Review

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

Once you're happy with the accuracy of the
application, select 'Continue’ to move on to the
declaration and documents page.

single payment / transfer

Review

Review

Financial advice

Did you give financial advice to your
client in relation to this instruction?

SIPP

Single payments in

Clisnt single payment £25000 Including tax relisf
Transfer 1
Ceding provider Aviva Life & Penslons UK Limited
Electronic re-registration supported No
Ceding scheme type Self-Invested Personal Pension
Dees the transfer contain any safeguorded benefits? No
Transfer type Cash
Estimated current valus £12,500.00
Status of transfer Uncrystallised
Uncrystallised details Account numbsr XXXXXX000001
Full or partial tronsfer Full
Block transfer No
Transfer value £12,500.00
Adviser charges
Initicl 0%
Investment selection
Investment Allocation
ericDIMone 50%
Mr Transfer Example 50%
Total @ 100%

£312 50 @

Jessica Example

Client ID: 07

Product: NJ1001126-001

Single payment / transfer

1. Payments in

2. Adviser Charges

3. Investment selection

4. Review

5. Documents / declarations

6. Confirmation

Save & exit

17
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beclarations and documents

Single payment / transfer ) Jessica Example
Select how your client wishes to sign their documents. DeEUu=iis el @ EElE R s e O 501
Documents and declarations Single payments/transfers
If you're selecting 'Digital signature' the How 8oy wih for your et s 1 Paymentsin v

@ Digital signature QO Wet signature

client's contact details will need to have 2. advser charges v
been completed and accurate. Client contact detalls 5 miestment seecton v

If the email and phone number are not correct. please update the details before proceeding.

& Income withdrawal details (Transfer) v
Name

Miss Jessica Example: 5. Review '
All relevant documents and illustrations will be A . Documents and dsclarations

Phane

produced here. This section indicates the documents ik sovnnnss 7 Confimasen
that will be sent to the client electronically if digital Posuments o be sentto the clentrequing nclure ( — )

D Adviser Charges Confirmation (389318)

signature is selected. Dociments t be completed and sent fo s by secure message C )

D Irensfer form (3893%)

Supporting documents to be sent to the client

D SIPP llustration (389315

D Torget Market Information

Documents will be available to
. . Once submitted, the documents for signing cannot be amended. If any updates are required on the.
(T) download within the documents B L e e ocesss e

. Decuments sent for e-signature will be valid for 60 days only. If there’s no activity after 60 days these will
library. e et e e Vvt st

Documents can't be amended once submitted.
If there are any amendments to be made to
documentation, you'll need to resubmit the
application to generate new documents.

18
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You'll be notified when beclerations b 7
2. Adviser charges v
documents are sent to your Information provided
3. Investment selection v

l i 11 l d I nave appropriate consent from my client(s) (applicant) and from any third party referenced in the appiication to
C Ient' Dlg ItG OC u m e nts G re share their personal data and make this application on their behalf.

avai l'G b le fo re-si g na t ure fo r 6 0 I understand it's my responsibility to complete and send any odditional information required to Nucleus in relation 5. Review v
days. After that, they're deleted

[ H | acknowiedge and accept that if any information supplied in this application form and/or asseciated
and you'll need to resubmit Goumeraton s noorent 1 e 3o oy ety e oy s et o it

the Product.

the application or use a wet bisclosure C )
s | g nature | nstea d ) Ive provided my client(s) with all required regulatory disclosure documents including, as applicable, @ key features

illustration. Key Information Documents (KIDs)/Key Investor Information Documents (KlIDs)/Key Investor
Information documents (NURS KIl). and costs and charges documents for the relevant product and/or investment

4 Income withdrawal details (Transfer)

4. Documents and declarations

7. Confirmation

1 confirm that my elient(s) are eligible, under the Platform Services terms and cenditions in accordance with

Read through the declarations and tick to e e e A et e s e
confirm completion. Y s

1 Y H I've told my client(s) that funds transferred in (re-registered) to the Nucleus platform, will automatically be
Select 'Submit' to submit the top up o b oo v o v o et e o et
application. Payments

1 acknowledge that any single payments into my product should not be made wntil my product is set up by Nucleus.
1 understand that Nucleus will notify me and my adviser once my oecount is created and single payments can be
made by bank transfer into my the bank detals by Nucieus.

Investments

1 Gonfirm that I've considered the target market for the investment selsction(s) made and that my client(s} fall
within this.

| @ confimall
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Confirmation
The top up application has been successfully [ Jessica Example
submitted. Confirmation  Cepow

From here, you can create a new illustration,
start a new business application or return to

the GCCOUﬂt dGSthGI’d. Regular payment instruction submitted for
Miss Jessica Example

SIPP: NJ1001126-001

Instruction submitted

Other actions

Create a new illustration Start new business Back to Account dashboard

20



% 03455 212 414 B3 ask@nucleusfinancial.com @ nucleusfinancial.com

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 025638532); 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, 43-55 Milford Street, Salisbury, SP12BP. 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. 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. (12/24)
0215NU.02
05/2025





