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How to use this document

Important information  
will look like this.!

i

Useful info will look like this.  

Key messages

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 create a client

A list of actions will appear. To create your 
client, select ‘Clients’, then ‘New client’. 

From the adviser landing page select the 
‘Actions’ button. 

!

Before creating a client, 
please search for the client to 
confirm they’re not an existing 
client. 

Once a client has been 
created, the record can't be 
deleted by either the user or 
Nucleus.

To find for your client you can 
use the ‘search bar’ or the 
‘clients app’.

3 

Guide    How to create a client



Individual client

Select the client’s adviser from the drop-down 
list.

Select ‘Individual’ client type. 

Once you’re happy with all your client type 
details, select ‘Next: Client details’.
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Key messages

The email address and phone number   
are optional at this stage of the 
application. However, if you want your 
client to have access to the platform, 
digital signatures and paperless 
correspondence, we’ll need their email 
address and phone number. 

The client’s contact details can be added 
at any time after the client has been 
submitted.

Once you’re happy with the client details, 
select ‘Next’.

Enter your client’s details into the required 
fields.

If your client has an alternative 
contact number, select ‘Add 
another’.!
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The client has been created. 

At this stage, you can create 
a new illustration, start a new 
business application or return 
to the client dashboard.
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Trust client

Search for a network and a firm, then assign  
an adviser by selecting one from the drop-
down list.

Select ‘Trust’ client type. 

Once you’re happy with all your client type 
details, select ‘Next: Trust details’ to move on 
to the trust details page.
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Confirm the trust type and remaining trust 
details.

Once you’re happy with the client details, 
select ‘Next’.

The trust has been submitted. 

At this stage, you can create 
a new illustration, start a new 
business application or return 
to the client dashboard.
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Company details

Search for a network and a firm, then assign an 
adviser by selecting one from the drop-down 
list.

Select ‘Company’ client type. 

Once you’re happy with all your client type 
details, select ‘Next: Company details’ to move 
on to the trust details page.
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Enter the company details into the required 
fields.

If your client has an alternative 
contact number, select ‘Add 
another’.!

Key message

The email address and phone number   
are optional at this stage of the 
application. However, if you want your 
client to have access to the platform, 
digital signatures and paperless 
correspondence, we’ll need their email 
address and phone number. 

The client’s contact details can be added 
at any time after the client has been 
submitted.

Once you’re happy with the client details, 
select ‘Next’.
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The client has been created. 

At this stage, you can create 
a new illustration, start a new 
business application or return 
to the client dashboard.
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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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0142NU.02

05/2025

 nucleusfinancial.comask@nucleusfinancial.com03455 212 414


