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How to add a single additional 
contribution

! Before following this guide 
please ensure you’ve created 
an online account.  

This process is the same for both a GIA and 
ISA. This guide follows the steps for a GIA.

Once you’ve logged into your account, you’ll 
arrive at  the Overview page

To add a single additional contribution, 
select the ‘Actions’ button in the top 
righthand corner of the screen. Then select 
‘Payments’, 
then ‘Single payments/transfers’.

Select the account to add your single 
additional contribution or transfer to.
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Select the product you want to add your single 
contribution and transfers into.

Under the heading ‘Payments in’, go to 
‘Single payments in’ and select ‘Yes’

Payments in		

! You must sign a transfer
authority form for each
transfer.

Add the single payment amount and the 
‘Payment method’ will default to ‘Bank 
transfer’

! The single payment in should be
made by bank transfer using the
details shown here.

Please ensure the payment
reference number is included.

If no payment reference is used
or is incorrect this will delay the
cash being made available in
your account.
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Transfers in (cash)

Select ‘Yes’ if you want to add a transfer in.

Add the ‘Transferring scheme’ name and search for the 
provider or add it manually.

Check if an electronic transfer is supported for this 
transferring scheme.

Complete the ‘Transfer type’, either ‘Cash’ or ‘Re-register 
assets’.

For cash transfers add the ‘Estimated current value’.

Providing the account 
number will help to process 
the transfer

Select if this is this a ‘Full’ or Partial’ 
transfer.

Click the plus next to ‘Add another 
transfer’, to add another transfer.
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! You must sign a transfer 
authority form for each 
transfer. 



Transfers in (Re-registered assets)

If your transfer type is ‘Re-register assets' continue to 
add the transfer details and search for the ‘Assets to 
be re-registered.

Once the assets have been selected add the 
‘Quantity in units’.

For full transfers, if more units are held for this 
account number than specified, we’ll transfer 
all the units. 

! The ‘Total estimated transfer
value’ will pre-populate once
the assets and units have been
added.

Enter the ‘Cash portion of the transfer’. 
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Select ‘Source of wealth’ from the dropdown list.

Then select 'Continue'



Investment selection

Do you want to trade in investments already 
held? 

Key messages

Selecting ‘Use current assets’ 
will show your current 
investment holdings without a 
percentage allocation for each 
investment.

if an investment you hold can’t 
be purchased as part of this 
instruction, you won’t be able to 
enter a value against it.

If you want to ‘Use current assets’ these will 
show under the ‘Investment choices’ headings. 
Add the percentages for each investment, 
totalling 100%.

If you select, ‘No’ search for your investment 
choices under the relevant headings. Add the 
percentages for each investment, totalling 
100%.

Then select ‘Continue’.
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Review

Review the single payment and transfer details 
for accuracy. 

Use the ‘pencil’ icon to make any necessary 
changes.
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Once you are happy that the details are 
correct, Select 'Continue'.



Documents and declarations

Documents to be completed and sent to us by 
secure message and supporting documents 
can be downloaded here. 

Confirm the declarations by ticking ‘Confirm all’.

Then select ‘Submit’.

. 
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Confirmation

A message will appear confirming that your 
‘Single payment/transfer’ instruction has been 
completed.

! Your request will be fully
processed once we’re in receipt
of the completed and signed
paperwork.

From here you can go ‘Back to account 
dashboard’.

After submission, the supporting documents 
and illustration are under the ‘Documents’ 
heading on your account dashboard and can 
be downloaded here.

If you have any questions, please contact us 
on 03455 212 414.
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