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Individual client
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Company details

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 create a client

Before creating a client,
( ) please search for the client to
T 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'.

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

A list of actions will appear. To create your
client, select 'Clients’, then ‘New client'.
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Add client
Select the client's adviser from the drop-down Client type
list.
Select 'Individual’ client type. Setup detatls Al clfent
, . . Assign an adviser 1. Client type
OnCe‘ you re hoppy Wlth G“ your .Cllent type zi mavindidze (JHPDAAAAC0000045) v ‘
details, select ‘Next: Client details'. 2. Client details
Client type ®

‘ @ Individual ! C Cancel >
Trust
O =

[ (O company }
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Enter your client's details into the required
fields.

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

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'.

Add client

Client details

Set up client

Title

First name

Jessica

Surname

Example

Date of birth

i £ 10/10/1970

Email address (optional)

Jessica.example@gmail.com

Phone (optional) Country

Add client

1. Client type v

2. Client details

C )
C )

Phone number (optional)

Mobile v

i UK (+44)

| 07000000001 l @ Add another
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The client has been created.

Add client
At this stage, you can create Confirmation
( ) a new illustration, start a new
T business application or return
to the client dashboard.

New client successfully created

Mrs Jessica Example

Client number: 2989

More actions

( Create a new lllustration ) ( Start new business ) Client doshboard
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Add client

Secrch‘for a networl‘< and a firm, then assign Client type
an adviser by selecting one from the drop-
down list. ) _

Set up details Add client
Select Trust' client type.

Search for a network 1. Client type
Once you're happy with all your client type ol il o] ——
details, select ‘Next: Trust details’ to move on Searchfor o firm
to the trust details page. Q0 M Test Network (JHPDAARAD ( Cancel )

Assign an adviser

Zi Mavindidze (JHPDAAAAIDDODOOS) -

Client type ()

(O Individual

(O) Company
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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
T business application or return
to the client dashboard.

Add client

Trust details

Set up trust Add client
Trust type 1. Client type v
‘ Private v |

2. Trust details

Trust namse

‘ The example trust | N
Previous

Unlgue tax payer reference (UTR) : N
| Cancel |
‘ 1124AYDDDY99997 | R g
UTR exemptlon reason
‘ Not Reguired ~ |
Add client
Confirmation
New client successfully created
The example trust 1
Client ID:1299
More actions
([ createanewilustration | ( Start new business ) (" client dashboard
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Add client

Search for a network and a firm, then assign an Client type
adviser by selecting one from the drop-down
list. Set up details Add client
Select ‘Company’ client type. o o S Eartine
Once you're happy with all your client type i i o' —
details, select ‘Next: Company details’' to move Search for a firm
on to the trust details page. Q 30 Test Network (HPDAAAAD ( Cancet )

Assign an adviser

2Zi Mavindidze (JHPDAAAAID00005) L

Client type (®

O Individual

O Trust
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Enter the company details into the required
fields.

Add client
If your client has an alternative Company details
contact number, select ‘Add
another'. Set up company Add client
Company name 1. Client type \/

Example Ltd
2. Company details

exampleltd@exomple.com C —_— )
The email address and phone number Fh;:::pmm) = CT::;) z Fh:::{,::?;:;epﬁm” -_mi e ( e )
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.

Next

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.

L

(T)

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

Add client

Confirmation

New client successfully created

Example Ltd

Cllent ID:1301

More actions

Create anewillustration | ( Start new business )

Client doshboard )
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