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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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A list of actions will appear.

To create a new user, select 'Users’' and then
select 'Add user'.

Select 'Set up a new non-adviser type user’,
then select 'Start'.

Clients

Ml and
reparta

Yimw mors.

appe

Edituser  Actions

Create new user

Selsct ons of the following

(@ 56t up @ new non-adviger Type uaer )

O st up o new adviser user

& Actlons

# Clients




Guide | How to create a non-adviser user

User details User details

Use the search bars to locate your firm. You Access information New non-adviser user
can search either by firm name, FCA/trading
reference, or postcode.

search firm name 1. User details ~

ABR
Access information

Search firm FCA/trading reference
Personal information

Contact information
search firm postcode

‘ 2. User account access

Search 3. validate and execute

Select the adviser firm from the search results
by selecting the 'Firm ID'.

Firm search results

Firm FCA/Trading Network FCA/Trading
Firm ID Reference Reference Firm Name Firm Type Postcode

112233

ABR Test App Appointed SP2 7BF
Rep

representative

ABR Test

AAAL
02255 Network

Directly authorised SP2 7BF

Results per page = 20 v
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The firm details will be automatically populated.

Once you've selected your network, if different
branches are available, you'll now have the option
to select a branch.

Select the access level for the non-adviser user
from the drop-down list to determine the role
required, and confirm if the user will have access
to bulk switching.

The User ID will auto-populate.

Selecting yes can override firm

level permissions. If the firm or
branch permissions don't allow bulk
switches, this adviser user will have
the ability to complete bulk switches.

search

Firm*

ABR Test Network

Branch

| Branch of AgR Firm v

Access level ®°

| Master user (non-adviser) v

User ID

User type

Non-Advisor

User can access bulk switching functionality

‘ves v‘

User can access Remuneration Statement

‘Ves v‘

New non-adviser user

1. User details ~
Access information
Personal information
Contact information

2. User account access

3. Validate and execute
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Confirm if the user will have access to
remuneration statements and reports.

Enter the non-adviser user's personal and
contact information.

Key information

The email address used must not be linked
to another non-adviser user.

All fields are mandatory excluding the
'Phone Number' field.

A mobile phone number will be required for
one time password (OTP) verification, when
the user first logs into the platform.

Once you're happy with your user's details, select
‘Next Step'.

Personal information

Title

wiss

First name*

sane

surname®

| Example

Date of birth

‘ 1-Mar-1990

8

New non-adviser user

1. User details ~

Access information

Personal information

Contact information

2. User account access

3. Validate and execute

Contact information

Email®

| miss example@nucleusfinancial com

Confirm email

| miss example@nucteusfinancial. com

Business phone
Country

UK +44

Phone number

1237894561

Mobile phone
country®

UK +44

Mobile phone number (OTP only) @"

1237894561

New non-adviser user

1. User details ~

Access information

Personal information

Contact information

2. User account access

3. Validate and execute

Exit and cancel Save and resume
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User account access

Confirm if DIM Portal access is required for the user.

The access level selected wiill
determine the clients the user
will be able to view.

Choose the user access at either, network, firm, or
branch level.

Network level access

Confirm the non-adviser user's access level.

A non-adviser user with read-only
access won't be able to submit
any changes, applications or
transactions to client accounts.

User account access

Level of access to accounts

DIM portal access

| Not required v

Network
Firm o

Firm Name Read only access Read / write access
TWS Network O O

Adviser @)

Duplicate from existing user (same @)
user group)

Remove

New non-adviser user

1. User details v
2. User account access

3. Validate and execute

User account access

Level of access to accounts

DIM portal access

| Not required v
Network
Network name Read only access. Read / write access
ABR Test Network v O ®
Firm O

Remove

New non-adviser user

1. User details v
2. User account access

3. Validate and execute

( Exit and cancel ) < Save and resume )
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Firm level access

Confirm the non-adviser user's access level.

A non-adviser user with read-only
access won't be able to submit
any changes, applications or
transactions to client accounts.

Branch level access

Confirm the non-adviser user's access at branch level,
if applicable.

A non-adyviser user with read-only
access won't be able to submit
any changes, applications or
transactions to client accounts.

User account access
Level of access to accounts

DIM portal access

New non-adviser user

1. User details v

‘ Not required v
2. User account access
Network
3. Validate and execute
Firm ®
Firm Name Read only access Read / write access Remove
- Next ste|
ABR Test Network o ®
Level of access to accounts New non-adviser user
DIM portal access 1. User details v
‘ Not required o
2. User account access
Network
3. Validate and execute
Firm O
(emandcanca ) (" savoonarosume )
Branch
Available Branch Permission
this is not a sensitive branch (8ranchid 7)
Add
this is @ sensitive branch (Branchid 8)
Branch Level Access
Branch Read only access Read / write access Remove

Branch of ABR Firm (Branchid 4)

®
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Adviser level access

Select the user the permissions should
reflect.

A non-adviser user with read-only
access won't be able to submit
any changes, applications or
transactions to client accounts.

You can choose to duplicate settings from an
existing user by searching the user you wish to
duplicate.

Once you're happy with your user's details,
select 'Next Step’' to move on to the review and
submit page.

Adviser

Available adviser permission

Zi Mavindidze (JHPDAAAACO0000021)

zi mavindidze (JHPDAAAACO000045)

zi mavindidze (JHPDAAAAC0000046)

ZiTest User (JHPDAAAACO0000007)

ZM Test Adviser (JHPDAAAACO000003)

Zi Mavindidze (JHPDAAAACO0000017)

Adviser level access:

Adviser name

Read only access

Read / write access

Duplicate from existing user
(same user group)

®

Select user permissions to duplicate

User name:

Selected user ID:
505964

James Admin

| (O, Search )
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Take a moment to check the user's details for |® — oo \
accuracy. Once you're happy with the accuracy
of the user's details, select ‘Submit’ to create the Radarioin e
non-adviser user.

1. User details v
2. User account access v

Page Field Reason

3. Validate and execute
Al data entered has been successfully validated

Once submitted, the new user profile will require
authorisation by another user in your network.
Please see the "how to authorise a user” guide for  summery

more information. Once authorised, a user ID will w

First name James
be created for the user.
Email address Jjamesh@gmail.com
User group Master user (non-adviser)

User level selected Branch

X-Hub Access Not required

Select 'Exit' to complete the action.

I (D) Please note that the request to set up a new user profile will require authorisation by another user.

1. Summary 1. User details v
2. User account access v
Title Mr
First name James 5
3. Validate an v
Surname Heaton
Email address jamesh@gmail.com

User group Master user (non-adviser) C' Exit D

User level selected Branch

X-Hub Access Not required

1
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