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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 edit a non-SIPP regular payment

To start editing a non-SIPP regular
payment, 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 edit the regular payment.

Your client must have an existing
active regular payment to
proceed.

You'll not be able to view or add
third party and employer bank
accounts.

From the client landing page select the
account, by selecting the product name
e.g. in this example 'GIA".

B cuents > overview (@searcn) A@ @

©Mr David James

Client number

2251 ©

Dote of birth
03-July-1979

Firm
ABR Test Network.

Age
5

Address
Dunns House, St Pauls
ad, SP2 78F

Phone
, +44 7070780808

Emal B aduser
© Jamesoighotmail.com simon Thompson

_ Unvenified bank accounts,
Some bank cccounts could not be verified @

Overview Profile | property  Documents  Workflow
B Accounts Valuation Latest documents Recent transactions
Accounts owned £9986.70 oo DB Confirmation Schedule (Advised) oot 0 Jomes (N31002092) v
D Confirmation Schesule (Agvises) oot & Date  Description Amoy
A DJam £998670
s
A 131002062-001 © co0mer0 3 B GenerotInvessment Account llustration 08 0et2¢ 1y 040ct Sold 32818684 08 @ GEP1S2¢7 A FXI0000 €50
N b Drectds S 040ct  Sold 2517 88568 @ GBP19863 & FX10000  £50.
@ Top investments 040ct  Sold 9842 BFBLGB @ GBP15241& FX10000  £150
o oot
— a9 040ct  Sold 100,69 8F85.68 @ GSP19853 & FX10000  £200.
<08 :
7IM AAP Balanced C Acc c— D Torget Market Information 080ct2t &
v er82 010ct  Interest NJ1002092-001: 2.53 GBP £2.
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All current regular payments will appear on the
screen.

—
a Clients > Accounts Product > Payments and transfers in Jay o m ®

Overview Investments  Transactions  Profile ~ Commercial property  Documents — Workflow

Select the vertical ellipses (three dots) under

actions on the regular payment you wish to (Ot
H 1 H 1 ’ -
edit or cancel, then select ‘Edit’ or ‘Cancel’. B Account details
repos S
D James | GIA - N31002092-001 v |
Research
Payments and transfersin ~ Withdrawals  Charges  Accountinformation  Regular orders
@
| Transfers
Active
]
Secure
nessages
Current regular payments
"eg;jg’;'e Payer type Payment from Amount Frequency Next payment date Investment allocation Actions
Client st bl £300.00 Monthl 01Jan 2025
ien 18982005 onthly an View
View all deposits >
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Editing a regular payment

When editing a regular payment
the existing payment will be
cancelled.

Confirm if advice has been given to your client.

Enter the regular payment details that require

amending.

The collection date can be any
date from 1- 28 of the month.

Please note, there's a minimum of
10 working days required to set up
the Direct Debit instruction.

Select the bank account.

(T)

The bank account will be pre-
populated if your client only
has one authorised nominated
bank account.

Select source of wealth from drop-down list.

Once you're happy with your payment
amendments, select 'Continue’ to move on to
the adviser charges page.

Update regular payment

Payments in

Important information

|

@ payment in,
The 3 the future. Any regular paymente
jed.
Financial advice
Did you give: o your o
@ ver Ot
Regular payments in
Reguior payment
@ vee
(D) Youcan't view or ki bank accounta online for thid party or smployer paymenta. Pease contact us by
socure massage or on 03455 212 4 f acton i requlred
Client
Reguior payment Paymsnt ragqusncy
BE = ]

Naxt collsction dats untiLgats

[ sz 2] [omtrarroren

Paymant matrod G

Bank cccount

30-05-95 | 18982005 | Natwast ~

© it nser bonk accous

Source of wealth

David James

Ciiant ID: 2251

Proguct referance: NI1002092-001

Update reguler payment

1. Payments in

2. Adviser charges.

3. Investment selection

4 Review

5. Documents ond declarations

6. Confirmation

Continue

Product: G
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Adviser charges

Adviser charges are pre-populated and can't
be amended.

For more information about
( ) adviser charges, please visit
our website.

Select 'Continue’ to move on to the investment
selection page.

Update regular payment
Adviser charges

Adviser charges

Reqular initial adviser charge

® Hf you want to collect the Initiol odviser charge In full. you'll need to record the adviser charges here os 0
‘and then procese on ad-hec adviser chargs.

Fes paymsnt

Chargs omount should be gross of VAT

|£ 0 |

Fraquency

Number of fee paymenta
Totel fes amount: £240.00

Projsctad end dats: 24 Sep 2026

David Jaomes

Client ID: 2261
Product referance: NJ1002092-001
Product: GIA
Update regular payment
1. Payments in o
2. Adviser charges
3. Investment selection
4. Review
5. Documents and declarations

o

. Confirmaticn

Save and exit

N
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Update regular payment David James

Confirm if the top up application will be invested Investment selection P e RIS o1

Preduct: GIA
into current or new assets.
Investment selection Update regular payment
Current assets
Do you want 1o trade In Investments already held? @& 1. Payments in v
The current investment selection will appear at © e O 2. acuserchrges v

w

. Investment selection

the bottom of the page.

Funds Exchangetraded  Cashproducts  Managed portfolios  Adviser portfolios

- 4. Review
Add in the percentage to be allocated to each o o
investment. Ensure the totals entered equal 100%. il N
- ‘ onfimation
Advanced search C oo )
Investment ( Caneel )

Investment name Allocation (%)
Continue
Cash ‘ 20 %| @

© IIMAAPBolanced C Acc ‘ 50} : %l ® o
© 1M AAPBalanced C Inc ‘ 30 sr.l @ i

Total 100%
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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 here.

Enter the investment name into the search bar
and select the investment from the results.

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.

Enter a percentage for each investment choice.
Ensuring the totals equals 100%.

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

Update regular payment

Investment selection

Investment selection

Do you want to trade In I cady held? &
O Use curent osssts (I(@)  No

Funds  Exchangetraded  Cash products  Managed portfolios

Other investments

Q
Investment
Investment name
© IMBalonced € Acc L0
@© Baillie Gifford Ching B Ace L0
Cash 20

Total

Adviser portfolios

% Fovourites

Advanced search

Allocation (%)

100%

David James

Client ID: 2251

Product reference: N31002092-001

Update regular payment

Product: GIA

1. Payments in v
2. Adviser charges v
5. Investment selection

4. Review

5. Documents and declarations

&. Confirmation

( Save and exit )
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Review

Update regular payment David James
. Client ID: 2251
Review Product reference: NJ1002092-001
Product: GIA

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

Important information Update regular payment

, . (D) When eiting a regutar payment i, the existing payment wil be cancelied an a new payment creatsd. T Faymentsin v
The "Nes liection date” be inis f king de the fi Ar !
Once yOU re hoppy Wlth the accu rGCy Of the i t collctiondate” st be o minimum of tn working days n the future. A reguir payments . acer charges .

application, select 'Continue’ to move on to the 3. Invstrment slsction
declaration and documents page.  roviw

Review

Documents and declarations

o

Financial advice

Did you give financial adhice o your Yes
client in relation to this instruction?

o

Confirmation

( Sove and exc )

GlA
Regular payments in y
-
From
Regulor payment £80000 £70000
Frequency Monthiy Monthiy
Coliestion starcs 22apr2025 22 May 2025
Bank account 30-05-95 | 18982005 | Mr D James 30-05-95 | 18982005 | Mr D James.
Investment selection 7
Investment Old allocation (%) New allocation (%)
7IM A&P Adventurous C Ace 20% o%
7IM A&P Balanced C Ace 0% 45%
7IM AP Balonced C inc 0% 45%
Cash 20% 0%
Total @ 100% 100%
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Declarations and documents

All relevant documents and illustrations will be
produced here.

Documents will be available to
(T) download within the documents
library.

Please read through the declarations and tick
to confirm completion.

Select 'Submit’' to submit the changes.

Update reguiar payment

Document and Declaration

Documents

ba sent to th
O G luseronion (236418

u]

O Ciest Debnt § Confirmation (234817}

O ZosessMorker inforntion

Declarations

Infermation provided

B0 1 undorstend ivs my ressonsiblity to semplets ond send shy sdditionsl infermation requined 18 Nutleus i relstien
1o this opplication, a2 shown in the previcus Dacuments’ poge or o5 othersise required

Disclosure

1D rve provided my clontls) with o resured regulstory Sscloture Socumnts meluding, os cpplicsbile, & ey features

slustration, Key Infoemarion Documents (KIDs ) Key Investor Infoemation Documents (KIIDs )/ Key Investar
Information documents (NURS KIT), and cost ond charges documents for the relevont product ond/or investment.

1B 1 confiern that my cliertis) is eligible, undar the terms in accordonce with cpplicable low ond requlation and the
torms of the relevant investment provider of iSsuer. 10 INvest in the chasen investrment(s)

Ive tolel my cliona(s) abbour their conesliotion Aghts in relation 1 buying coliective invesements

B 1 hove oppropriate consent from miy client(s) o give this inatruction on their behalf,

Confirrm ol

David James
Chent ID: 2281
Product NM002092-001

Update reguler payment

1. Payment in v
2. adviser charges ~
3. Investment selection b
&, Review v

& Document and Decloration

&. Confirmation
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confirmation c AT

Update regular payment David James
Client IDx 2281

. Confi ti
The new regular payment has been submitted. ontirmation e 00t

Instruction complete

You can select 'Client dashboard’ to return to
the client's home page.

Updare reguiar payment Instruction submited for

Mr David James

GIA: NI1002092.001

If the original regular payment
was set up prior to the platform
upgrade, please review the
original buy instruction as this
process may duplicate the buy.
For information on how to do this,
please see our 'How to edit and
cancel a regular buy and sell'
guide.

L
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How to cancel a non-SIPP regular payment

To cancel the regular payment,
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 cancel the regular payment.

Your client must have an existing
active regular payment to
proceed.

Any payments scheduled in the
next eight business days will still
be collected.

From the client home page select the account,
by selecting the product name e.g. in this
example ‘GIA".

A_paam [LLL T
[ Top investments

P8 AP Bt € Ace

P —r—
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All current regular payments will appear on the
screen.

Select the vertical ellipses (three dots) under
actions on the regular payment you wish to
cancel, then select ‘Cancel'.

Ml and
reports

Research

&

Transfers

&

Secure
messages

View more
apps

a Clients > Accounts Product * Payments and transfers in

Qverview  Investments Transactions  Profile  Commercial property  Documents  Workflow

© Bock
Account details

D James | GIA - NJ1002092-001 v

Payments and transfersin ~ Withdrawals  Charges  Accountinformation  Regular orders

Active

Current regular payments

Payer type Payment from Amount Frequency Next payment date

Mr D James | 300595 |

18982005 £300.00 Monthly 01Jan 2025

Client

View oll deposits »

Goom) 0O B

Investment allocation

View

Cancel

@

Actions
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Review

Review the details to ensure you're cancelling
the correct regular payment.

Please read through the declaration and tick to
confirm completion.

Select 'Yes, I'd like to cancel' to submit the
cancelation.

Select 'No, do not cancel' to return to your
client account.

Cancsl reguler payment David James
7 Cllent 1D- 2261
Review Product: NJI002092-001

Are you sure you want to cancel all future regular payments?

Regular payment details

Amount £5000

Poyment trequoncy Monthly

Bank occount 30-05-9% | 18982005
Next poyment e D 2025 000000
Declarations

Dlsclosure

18 1 have appropricte consant from my client{s) to give this instruction on their beholf

Contirm all

Any payment scheduled in neat § Business doys will be atill coliected. All future payments will be conceiled

m kil
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confirmation B

. oI Degex Ppe David James
The regular payment has been submitted. Confirmation om0 2
You can select ‘Client dashboard' to return to sruction comptets

the client's home page.

Mr David James
GIA NIM02072-001

If the original regular payment
was set up prior to the platform
upgrade, please review the
original buy instruction as the
purchase may remain active. For
information on how to do this,
please see our 'How to edit and
cancel a regular buy and sell’
guide.
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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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