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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 an adviser, non-adviser and
client user

Key information

Please note adviser users can only be
created by individuals with either the
“Master User" or "User Maintenance" role.

you'll need to be either of these roles to
perform this action. If your firm does not
have a user with either of these roles,
please contact us

Please also note you can't amend your
own user account.

From the home page select the 'Actions’
button.

A list of actions will appear. To edit a user
select 'Users’' and then select 'Edit users'.

nnnnnn

reports.

[@) Home > Dashboard

Dashboard

Firm:

ABR Test Network

B Top 5 Accounts

| By Highest Cash Blance v

Account Name

MPenny.

2Exomple

exomple

MPenny

2 Example

@=) 0@ ®_6

N - JerTT

B Acviser FUM And Number Of Accounts i AUM Movement

uncts under managerment Lostzvionens |

| £12,368,546.22

A—— | £1179980.00

£458521.36 | 38

£30052894

£62716895

FUM OUT

| £20,000.00

£200,79010

£12375000

1| & Actions

Edit users
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Enter any of the user's details into the search © @ uen e @ @ o6

fields — then select 'Search'. A
. Users & Actons
The search results will appear at the bottom of L

the page. T

Select 'User Details’ for the user you wish to edit. 2., | Edituser

select user for editing

Customertd fum s ame Lostname
ABR Tese Newwork | [[erompe
man userype ussrname User ot
| (‘aovser [
Results
user Name st Name Lostname rm vserType vso role
oompiers 3one Somple S — Raioer Ao ole
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How to edit adviser users

User details

The firm will be automatically selected and
can't be amended.

You can amend the user's branch by selecting
the branch from the drop-down list.

You can select the question

( ) mark icon next to '‘Access

T level’ for further details about
the six adviser user roles.

Select the user access details that require
editing.

You can change the user role here, but not
the user type. In order to change a user's
type between adviser and non-adviser you
will need to contact us.

Select and amend the adviser user's contact
information that requires editing.

Select a new payment point, if the payment
point requires editing.

User Details

Access Information

FAm*

User Type

Adviser

Username

Jexample750

User can access bulk switching functionality:

[ver .

User can access to Remuneration Statement:

[ves v

External user ID:

[eses

Edit Adviser

1. User Details

2. User Account Access
3. Account Control

4. Validate and Execute

Contact Information

Emai®

‘ j.example@nucleusfinancial.com ‘

Confirm email

\ j.example@nucleusfinancial.com \

Country* Phone number

| UKt v |
Country® Mobile phone number
~—— (OTPonly - Please do

‘ UK=44 v ‘ not use to contact

adviser) ®°

| 07500123456 |

Prefered contact method™

[ Business Phone

Payment Points

Bank account reference Bank name Bank account number Banksortcode  Entity name
Another Test Account Not a real bank 12345678 ABR Test Network.
Test Bank Not a real bank 12345678 ABR Test Network.

Entity type
Firm

Network

Payment point]

Edit adviser

1. User details
2. User account access
3. Account control

4 Validate and execute
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Enter a new FCA code if the FCA number
requires editing.

Update the user's personal information that
requires editing.

Once the necessary amendments have been
made, select 'Next step’ to move onto the user
account access page.

FCA details

45611885

Registration number:

Personal information

Title

Miss

First name”

R/trading status®

Jane

.
Surname’

Example

Date of Birth

15-Nov-1990

Edit adviser

1. User details

2. User account access

3. Account control

4. Validate and execute

Exit and cance} - gve and resume

Next step
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User account access

Confirm if DIM Portal access is required for the adviser user.

The access level selected will
determine which clients the
adviser user is able to view.

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

Network level access

Confirm the adviser user's access level.

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

nucleus®
Edit adviser

User account access

Levelgfaccess to accounts

DIM portal access

Not required ~

P

Network name
ABR Test Network
Firm @)
Branch
Adviser @)

Read only access

@)

Read / write access

@)

Remove

Edit adviser

1. User details v
2. User account access
3. Account control

4. Validate and execute

( Exit and cancel ) ( Save and resume )
Next step

nucleus®
Edit adviser

User account access
Level of access to accounts

DIM portal access

Not required v

Network

Network name

ABR Test Network

Firm O
Branch

Adviser

Duplicate from existing user (same O
user group)

Read only access

O

Read / write access

®

Remove

Edit adviser

1. User details v
2. User account access
3. Account control

4. Validate and execute

( Exit and cancel C Save and resume )
jext step
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Edit adviser

Confirm the adviser user's access level. User account access
Level of access to accounts Edit adviser
An adviser user with read on[y DI‘Mpartulaccess 1. User details v
. Not required v

access won't be able to submit om0 2 User sccount access

any changes, applications or o + reeont ot
transactions to client accounts. Fim ® © Volore ot e

Firm Name Read only access Read / write access Remove

( Exit and cancel ) ( Save and resume )
ABR Test Network O ®
Branch

o

Adviser

Duplicate from existing user (same ©)
user group)

User account access
Branch level access

Level of access to accounts Edit adviser

Confirm the adviser user's access level. OIM portal access 1 User dotails o
Not required v

Select if you wish to add permissions from the 2 User aceount access
'Availdble Branch Permission' bOX. © 3. Account control

irm O

F 4. Validate and execute

Branch

@ ( Exit and cancel ) (Suve and resume)

An adviser user with read only Avalable Banch Permission

. this is not a sensitive branch (Branchid 7) a s
access Won’t be Oble to Subm|t this is a sensitive branch (Branchid 8)
any changes, applications or
transactions to client accounts. .

Branch Level Access

Branch Read only access Read / write access Remove

Branch of ABR Firm (Branchid 4) O ®




Guide | How to edit an adviser, non-adviser and client user

Adviser level access

Select the existing user to duplicate settings by
selecting the user whose settings you wish to

duplicate.

An adviser user with read only
access won't be able to submit
any changes, applications or

transactions to client accounts.

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

—
Adviser

Available Adviser Permission

(IHPDAARAC0000008)

o (JHPDAAAACO000010)

Crolg McTest (JHPDAARACO000018)

lle Test (JHPDAARACO000009)
er (JHPDAAAAC0000002)

Tom Camfield (JHPDAARACO0000T4)

Admi

Adviser Level Accss:

Adviser Name

Amy Henna (JHPDAARACO000016)

Example Adviser (JHPDAAAAC0000004)

Jone Example (JHPDAAAAC0000019)

IM Test Adviser (JHPDAAAAC0000001)

Korl Bryant (JHPDAAAACO000023)

Loretta Flack (JHPDAAAACO0000T3)

Mitchell Pursall (JHPDAAAACO000015)

Roymond James (JHPDAAAACO000006)

Som Burns (JHPDAAAAC0000022)

Thomes Thorpe (JHPDAAAAC0000020)

2iMavindidze (JHPDAAAACO000011)

Read Only Access

O

@]

@ O O ® O O

o

Read / Write Access.

Edit Adviser

1. User Details

2. User Account Access

3. Account Control

4. Validate and Execute

Next Step
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Account control

The account control page will
show details about the user's

(T) current access, such as whether
their account is locked or the
date they last logged in.

Select the access you wish to edit.

Expired password

Will prompt the user to
select a new password when
they next log in.

Once the necessary amendments have been
made, select ‘Next Step’ to move onto the
validate and execute page.

nucleus®
Edit adviser

Account control

Current access

Expiry date:
Memorable phrase:
Account status: Enabled

Terms and conditions version:

Edit access

Expire password:
Lock account:

Reset password: (

Account number(s):

Password status: Unlocked

Last logon date: User has never logged in

Edit adviser

1. User details v

2. User account access v

3. Account control

4. Validate and execute

e and resume

Next step

Locked account

Will suspend the user's
account and online access.
The user will receive an email
to notify them.

Reset password

Will send the user an email
that contains a link to reset
their password.
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Validate and execute

The screen will confirm that the data entered
has been validated and provide a summary of
the user's details.

Once you're happy with the amendments
select ‘Submit'.

The changes have been successfully updated.
This is confirmed at the top of the page.

1

| (i) Audata entered has been successfully validated.

1. Validation data

Page Field Reason

All data entered has been successfully validated.

2. Summary

Title Miss

First name Jane

Surname Example

Emoil address j.example@nucleusfinancial.com
User group Master user (adviser)

User level selected Branch

X-Hub Access Not required

1. User details

2. User account access

3. Account control

4. Validate and execute

Exit and can

| (0 User JExample750 successfully updated

1. Summary

Title Miss

First name Jane

Surname Example

Emailaddress  J.example@nucleusfinancial.com
User group Master user (adviser)

User level selected Branch

X-Hub Access Not required

1. User details

2. User account access

3. Account control

4. Validate and execute

C Exit
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How to edit a non-adviser
user

User details

The user's firm can be amended to another
firm within the same network. Enter the firms
details into the search bars, and then select
'Search’'.

If the user's branch requires amendment select
the branch from the drop-down list.

You can select the question
( ) mark icon next to ‘Access
T level' for further details about
the six adviser user roles.

12

IUser Details

Access information

Search firm name

Search firm FCA/trading reference

search firm postcode

Search

Firm

ABR Test Network

Branch

Username

Edit Non-Adviser User

1. User Details

Access information

Personal information

Contact information

2_User Account Access

3. Account Control

4 Validate and Execute

C Exit And Cancel ) ( Save And Resume )

Personal information

Titls™

| wr

First name®

| 30n

surname®

\ Example

Date of birth

| 0130n1990

8/

Contact information

Emait”

‘ john example@nucleusfinancial.com

Edit Non-Adviser User

1. User Details
Access information
Personal information
Contact information
2. User Account Access
3. Account Control

4. Validate and Execute

( Exit And Cancel ) C Save And Resume )
Next Step




Guide | How to edit an adviser, non-adviser and client user

Select the user access details that require editing.

Select and amend the non-adviser user's personal and
contact information that requires editing.

Once the necessary amendments have been made
select ‘Next step'.

Personal infermation

Edit Non-Adviser User

Title 1. User details v
| v
2_User account access
First name”
| John ‘ 3. Account control
Surname” 4 Validate and execute
[ ompte \
( Exit and cancel ) ( Save and resume )
Date of birth
01-Jan-1990
| )
Edit Non-Adviser User
Contact information
" 1. User details v
Email
ohn_example@nucleusfinancial.com
‘ J ple@! ‘ 2. User account access
*
Confirm email
3. Account control
‘ john.example@nucleusfinancial.com ‘
4. Validate and execute
Business phone
Country Exit and cancel gve and resume
‘ UK +44 v ‘ ‘

Phone number

‘ 01234567891

Mobile phone

Country™

‘ UK +44

Mobile phone number (OTP only) ®*

‘ 07986319426

Next step
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User account access nucleus®

Edit Non-Adviser User

Confirm if DIM Portal access is required for the user. LEET GRRRL EREesS
Level of access to accounts Edit Non-Adviser User

DIM portal access 1. User details

Not required

2. User account access

nucleus®
. . Edit Non-Adviser User
Choose the user access at either, network, firm or

branch level. User account access

Level of access to accounts Edit Non-Adviser User
Network level access e 1 User dotals y
Not required v

2. User account access
Network

Confirm the non-adviser user's access level. © 3. Account control

Network name Read only access Read / write access. Remove .
4. Validate and execute

ABR Test Network v ‘ O @) 0O

o O < Exit and cancel ) (Suveand resume)
A non-adviser user with read only Adier o
access won't be able to submit
any changes, applications or

transactions to client accounts.

Duplicate from existing user (same
user group)
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. nucleus®
Firm and branch level access B e e g

X X User account access
Confirm the non-adviser user's access level.

Level of access to accounts Edit Non-Adviser User

DIM portal access

1. User details v
Not required v
2. User account access
A non-adviser user with read only Network
1} . o 3. Account control
access won't be able to submit ®
any changes, applications or f Vatdate and execute
t rG n S O Ct i O n S tO C l i e n t O CC O u n t S . Firm Name Read only access Read / write access Remove ( I ) ( — >
ABR Test Network O ® O
Duplicate from existing user (same @]
user group)
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Edit Non-Adviser User

Select the user the permissions should reflect. User account access
Level of access to accounts Edit Non-Adviser User
DIM portal access 1. User details v
A non-adviser user with read only qu V 2. User account access v
access won't be able to submit © 3 Account control
any changes, applications or 4 Valdate and execute

transactions to client accounts. naviser
Available adviser permission Exit and Cune and resume

Once you're happy with your user details, .
select ‘Next Step'.
Adviser name Read only access Read / write access

ABR Training (JHPDAAAAC0000008) O ®
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Duplicate from existing user
(same user group)

To duplicate an existing user, add the adviser
name into the search box and make your
selection from the list.

Once complete, select ‘Next step'.

User account access
Level of access to accounts

DIM portal access

Not required v
Network

Firm O
Branch

Adviser O
Duplicate from existing user O]

(same user group)

Select user permissions to duplicate

Adviser name:

Selected user ID:

Selected Adviser code:

)

Edit adviser

1. User details v
2. User account access v
3. Account control v

4. Validate and execute

Exit and cance] ave and resume:

Next step
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The account control page will

( ) show details about the user's

T current access, such as whether
their account is locked or the
date they last logged in.

Select the access you wish to edit.

Expired password

Will prompt the user to
select a new password when
they next log in.

Once the necessary amendments have been
made select ‘Next step'.

nucleus®
Edit Non-Adviser User

Account control

Current access

Memorable phrase:
Account status: Enabled

Terms and conditions version:

Edit access
Expire password:

Lock account:

Reset password:

Account number(s): None

Password status: Unlocked
Expiry date: 30-Jun-2025

Last logon date: User has never logged in

Edit Non-Adviser User

1. User details v

2. User account access v

3. Account control

4. Validate and execute

A, N

Next step

Locked account

Will suspend the user's
account and online access.
The user will receive an email
to notify them.

Reset password

Will send the user an email
that contains a link to reset
their password.
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Validate and execute

The screen will confirm that the data entered
has been validated and provide a summary of
the user's details.

Once you're happy with the amendments
select ‘Submit'.

The changes have been successfully updated.
This is confirmed at the top of the page.

| (D Aldata entered has been successfully validated.

1. Validation data

Page Field Reason

All data entered has been successfully validated.

2. Summary

Title Mr

First name John

Surname Example

Email address john example@nucleusfinancial com
Username JExample916

User group Non-trading (non-adviser)

User level selected Adviser

X-Hub Access Not required

1. User details

2. User account access

3. Account control

4. Validate and execute

I (i) User JExample916 successfully updated

1. Summary

Title Mr

First name John

Surname Example

Email address john.example@nucleusfinancial.com
Username JExample916

User group Non-trading (non-adviser)

User level selected Adviser

X-Hub Access Not required

1. User details

2. User account access

3. Account control

4. Validate and execute

(
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How to edit a client user

User details

Key information

The firm and access level for a client user
can't be amended.

The only client details that can be
amended is the phone number.

Select and amend the user's contact phone
number if required.

Select 'Next step'.

20

User details
Access information

Frm*

ABR Test Network

Access level®

Client user v

Username

JExample580

User ID

User type

Client

Customer ID

9

nucleus®
Edit client

Edit client

1. User details v
2. Account control

3. Validate and execute

Contact information

Email

Jessica.example@gmail.com

Mobile phone
Country

UK +44

Mobile phone number (OTP only) &

07923456789
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Edit client

Account control
The account control page will

. Current access Edit client
show details about the user's

( ) current access, such as whether o 1 User detats v
their account is locked or the e 2 Account contral

Last logon date: User has never logged in

date they last logged in.

3. Validate and execute

Edit access

and resume

Expire password: 0O

Select the access you wish to edit.

Lock account:

Reset paseword: O

NJ1000126
NJ1002510
NJ1000110

Expired password Locked account Reset password

Account number(s):

Will prompt the user to Will suspend the user's Will send the user an email
select a new password when account and online access. that contains a link to reset
they next log in. The user will receive an email their password.

to notify them.

Once the necessary amendments have been
made select 'Next step'.

21
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The screen will confirm that the data entered |@ ‘
has been validated and provide a summary of
the user's details.

1. Validation data 1. User details v

2. Account control v
Once you're happy with the amendments =
s e l e Ct 1 S u b m it ’ All data entered has been successfully validated.

3. Validate and execute

e and resume

2. Summary

Title Mrs

First name Amber

Surname Example

Emalladdress  Jessica.example@gmail.com
Username JExamplesso

User group Client user

The changes have been successfully updated.
This is confirmed at the top of the page.

| (i) user JExamples580 successfully updated ‘

1. Summary 1. User details v
2. Account control v
Title Mrs
First name Amber
3. Validate and execute v
Surname Example
Emall address Jessica.example@gmail.com
Username JExample580 < Bt )
User group Client user

22
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