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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 and suspend adviser, non-adviser
and client users

This guide will show you how to edit the type
and level of access for your adviser, non-
adviser and client users, as well as how to
suspend access for any advisers and non-
advisers who have left your organisation.

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'.

[@) Home > Dashboard

Dashboard

Firm:

ABR Test Network

B Top 5 Accounts

| By Highest Cash Belance v

Account Name

MPenny

2Example

2example

M Penny

2Example

Cash

£62716895

£45852136

£300528.96

£20079010

£12375000

B Adviser FUM And Number Of Accounts

Funds under management

| £12,368,546.22

Number of accounts.

|38

@=) 0@ ®_6

B AuM Movement

Last 12 Months v
FUMIN

| £1179980.00

FUM OUT

| £20,000.00

& Actions

Q

# dgancy

0 M&epons

Ediit users
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Enter any of the user’s details into the search
fields — then select 'Search'.

The search results will appear at the bottom of
the page.

Select 'User Details' for the user you wish to edit.

If an adviser, non-adviser or
client forgets their username,
you can also use this page to
retrieve it for them.

(T)

T

Users

Edituser  Actions

Edit user

select user for editing

Customer 1

Hmn

Hirst hame

Last name

G 2@ = ®

-

| (e

User Type.

Username

User ole

| [

Results

User Name

Fxempla7s0

First Name

Jane

Last name

Example

Emal

jexompla@nucleusfnanciol.com

Firm

1R Teot Netwerk

User Type. User roie

1User

User Details
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How to edit and suspend
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.

The access role will be automatically selected
and can't be amended.

Select the user access details that require
editing.

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

User Type

Adviser

Username
IJEampleT50
User can accaes bulk switching functionality:

Yes -

User can access to Remunerction Statement:

Yes M

External usor ID.

en2sns

Edit Adviser

1. User Dotails

2. User Accaunt Access

5. Account Control

4. Validate cnd Execute

Contact Information

Email®

\ J.example@nucleusfinancial.com \

Confirm email”

‘ jexample@nucleusfinancial. com ‘

Country® Phone number
‘ UK +44 ~ ‘ ‘ ‘
Ccountry® Mobile phone number
~—— (OTPonly-Please do
‘ UK -4t v ‘ not use to contact
T avisen@®
| 07500123456 |
Prefered contact method”
[ Business Phone v ]
Payment Points
Bank account reference Bank name Bank account number Bank sortcode  Entity name
Another Test Account Notarealbank 12345678 ABR Test Network
Test Bank Notarealbank 12345678 ABR Test Network

Entity type
Firm

Network

Edit adviser

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

4_Validate and execute

(onandcance ) (Csoveandresume )
Next step
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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

45611887

Registration number:

Personal information

Title

R/tracing status®

[ viss

. .
First name

| 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

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

Level of access to accounts Edit adviser

ﬁIM portal acce% 1. User details v
The access level selected will p‘

‘ 2. User account access
determine which clients the w
. . . 3. Account control
adviser user is able to view.
Network name Read only access Read / write access Remove 4 Validate and execute
‘ ABR Test Network v ‘ O O :

< Exit and cancel ) < ‘Save and resume )
Firm @)

N?w step
Branch

Adviser O
nucileus
. . , User account access
Confirm the adviser user's access level.
Level of access to accounts Edit adviser

An adviser user with read only i . e v
access won't be able to submit Nework & User account access

any changes, applications or © 3. Account control
tronsoctlons to Cllent GCCOUHtS Network name Kead only access Read / write access Remove 4 Validate and execute

ABR Test Network v O (O]

( Exit and concel ) ( Save and resume )

Firm @)

B h
renc!

Adviser @)
Duplicate from cxisting uscr (same o]
user group)
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nucleus®
Edit adviser

Firm level access User account access

I evel of access to accounts Edit adviser

Confirm the adviser user's access level.

DIM portal access

1. User details v
‘ Not required ~
2. User account access
An adviser user with read only e
. 3. Account control
access won't be able to submit ®
G ny Ch(] nges, O ppliCOtionS or 4. Vulidule and execule
transactions to client accounts. Fmten recenyeseer e seer e (enoncemea ) (Csoveomsrenme )
AR Test Network O ®
e
Duplicate ‘rom existing user (same O

user group)

Branch level access User account access

Level of access to accounts Edit adviser
Confirm the adviser user's access level.

DIM portal access

1. User details v
Select if you wish to add permissions from the fermee Y 7 beer oot cecoms
'Available Branch Permission’ box. e N
Firm @)
4. Validate and execute
An adviser user with read only ® (ranomtemncs ) (Csovm o renime )
access won't be able to submit Coves st s oo

. . this is a sensitive brench (Branchid 8)
any changes, applications or

transactions to client accounts.

Bronch Level Access

Bronch Read only access Read / write access Remove

Branch of ABR Firm (Branchid 4) O ®
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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.

e
Adviser

®

Avallable Adviser Permission

ABR Troining (J4PDAAAAC0200008)
IPDAAAACO000010)
HPDAAAAC00000TS)

Test (HPDAARACI000009)
Test 2M Acviser (JHPDAAAACO000002)
Tom Comfield (JHPIAAAACD000014)

Adviser Level Access:

Adviser Nome

Amy Hanna (JHPDAAAACO000016)

Example Adviser (CHPCAASACO000004)

Jene Example (JHPDAZAAC00C00T9)

IM Test Adviser (JHPDAAAACO000001)

Kerl Bryan: (JHPDAAAACOC00023)

Loretta Flack (JHPDAARACO000013)

Micchell Purscll (JHPDAAAACOC00015)

Reymond James (JHPDAAAAC00C006)

Sem Burns (JHPDAAAAC0020022)

Thomas Thorpe (JHPDAAAAC0000C20)

ZiManindidze (JHFDASAAC0000011)

Read Only Access

[©]

O

Read / Write Accass

®

Remove

Edit Adviser

1 User Detuils v

2. User Account Access

3. Account Control

4. Validate and Execute

Next Step
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Account control
The account control page will

. , Current access Edit adviser
show details about the user's

( ) current access, such as whether e e 1. User dotails v
their account is locked or the

Account status: Enabied ?.User account access v

date they last logged in.

Last logon date: User has never logged in 3. Account control

4. Validate and execute

Edit access

Select the access you wish to edit.

Expire possword: @)
Please be aware that users can't Reset password 0
be deleted. If a user has left your Rccountumber(s tone
organisation, use the Lock account
function to suspend the user's access.

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’ to move onto the
validate and execute page.

10 |



Guide | How to edit and suspend adviser, non-adviser and client users

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.

L

| (i) Aldato entered has been successfully validated.

1. Validation data

Page Field Reason

All duta entered has been successfuly validated,

2. Summary

Title Miss

First name Jans.

Surname Example

Email address Jjexample@nucleusfinancial com
User group Master user (adviser)

User level selected Branch

X-Hub Access Not required

1. User details

?.User account access

3. Account control

4. Validate and execute

| (1) User JExemple750 successfully updated

1. Summary

Title Miss

Hirst name Jane

Surname Example

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

User level selscted Branch

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 and suspend
a hon-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

User Details
Access information

Search firm name

Secrch firm FCA/trading reference

Search firm postcode

Search

Firm

ABR Test Network

Branch

Non-Adviser

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

( Exit And Cancel ) ( Sove And Resume )

Personal information

Tie™

| mr

Flrstname”

| 3ohn

surname®

\ Example

Dats of birth

| 01301990

8/

Contact information

Emall”

‘ 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 ) ( Save And Resume )
Next Step
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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 information

Edit Non-Adviser User

Trle: 1. User details v
% v
2. User account access
Firstname”
' 3ohn | 3. Account control
surname” 4 Validate and execute
[ |
( Exit and cancel ) ( Save and resume )
Date of birth
01-Jan-1990
= )
Edit Non-Adviser User
Contact information
. 1. User details Vv
Email
ohn.example@nucleusfinancial com |
‘ ! plee 2. User account access
.
Confirm email
3. Account control
‘ john.example@nucleusfinancial.com ‘
4. Validate and execute
Business phone
Country Exit and cancel ve and resume
‘ UK +44 v ‘
Phone number
| 01234567891 |
Mobile phone
Country™
| UK v

Mobile phone number (OTP only) ®"

| 07986319426
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User account access nucleus®

Edit Non-Adviser User

Confirm if DIM Portal access is required for the user. User account access

Level of access to accounts

Edit Non-Adviser User

DIM portal access

1. User details
Not required

2. User account access

Edit Non-Adviser User

Confirm the non-adviser user's access level. 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 (o . 2. User account access

access won't be able to submit o + rocount contro

any chor?ges, app.llcotlons or Network nome P — T — Remove 4 Validato and exectte
transactions to client accounts. . o o

( Exit and cancel ) ( Sove and resume )
Firm ©)

Next step
Adviser O —

Dupiicate from existing user (same.
user group)
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Edit Non-Adviser User

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

Level of access to accounts Edit Non-Adviser User

DIM portal access 1. User details

v
Notrequred .
A non-adviser user with read only _ q 2. User account access
access won't be able to submit 3. Account control
any changes, applications or e © 4 Valdate and execute
transactions to client accounts. . sty oceess ot e ceess

C Exit and concel ) < Save and resume )
@]

[y
Adviser @) —

Duplicate from existing user (same O
user group)

ABR Test Network (@] @
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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
. ) ‘ Not required v
A non-adviser user with read only . 2. User aceount access v
access won't be able to submit a < et control
Ony ChOn.geS' Gpp.llcgtlons or o 4. Validate and execute
transactions to client accounts. raver ®

Available adviser permission

Next step

.
Once you're happy with your user details,

select 'Next Step'.

Adviser level access:

Adviser name Read only access Read / write access

ABR Training (JHFDAAAAC0000008) 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

C
Firm O

Branch

O

Adviser

Duplicate from existing user
(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 canMecnd resume )

Next step
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. dit Non-Advi
The account control page will B —

show details about the user's

( ) Account control
T current access, such as whether

their GCCOUnt iS locked or the Current access Edit Non-Adviser User
date they last logged in. S ecies 1. User dotails v
r:::i::::::se: Enabled 2. User account access v
Terms and condltions version:
Select the access you wish to edit. tostlogon date: User has nover oggedtn 3. Account control

4. Validale and execule
Edit access

Please be aware that users can't )
be deleted. If a user has left your Lockaccount Next step
organisation, use the Lock account B— - ./
function to suspend the user's access.

Expire password:

Account number(s): None

Expire password Lock account Reset password

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'.
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e o AT M

The screen will confirm that the data entered
has been validated and provide a summary of
the user's details. . 1 User details <

| (D Audataentered has been successtuly validatsd.

2. User account access v

Once you're happy with the amendments s
select 'Submit'. At dota otrod s oon sty et

3. Account control v

4. Validate and execute

2. Summary (
Title Mr

First nome John

Surname Example

Email address john.cxample@nucleusfinancial. com

Username IExamgledts

User group Non-trading (non-adviser)

User level selected Adviser

X-Hub Access Not required

The changes have been successfully updated.

I (D) User JExample916 successfully updated ]

1. Summary 1. User details v
2. User account access v
Title v
Firstname John
3. Account control v
Surnare Examgle
Fmail address john example@nuclensfinancial com t
4. Validate and execute v
Username Jexample916
User group Non-trading (non-adviser) 2
User level selected Advser ( Exit )
X-Hub Access Not required
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How to edit client users

User details

User details
Access information Edit client

Frm*

Key informqtion ABR Test Network

Access level”

1. User details v

2. Account control

3. Validate and execute

( Client user v‘
The firm and access level for a client user T (omonacomcn ) (Csoveonsromme )
can't be amended. scxanplesso

Ne,v.v step

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

Client

‘Customer ID

19

Select and amend the user's contact phone

K . Contact information
number if required.

Select 'Next step'. Emal

Jessica.example@gmail.com

Mobile phone
Country

UK +44

Mobille phone number (OTP only) @

07923456789

20
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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.

Expire 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'.

21

nucleus®
Edit client

Account control

Current access

Password status:
Expiry date:
Memorable phrase:
Account status:
Last logon date:

Edit access

Expire password:
Lock account:

Reset password:

Account number(s):

Unlocked

Disabled
User has never logged in

[m]
0

NJ1000126
NJ1002510
NJ1000110

Edit client

1. User details v

2. Account control

3. Validate and execute

and resume

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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e - AT M

The screen will confirm that the data entered
has been validated and provide a summary of
the user's details. 1 Velidation data 1 User details v

| (1) Alldata entered has been successfully validated. ‘

Once you're happy with the amendments # pocountsertrel v

Page Fleld Reason

1 !
se l ect S u b mit'. All data entered has been successfully validated. 3 Validate and execute

ve and resume

2. Summary

Title Mrs

First name Amber

Surname Example

Emailaddress  Jessica.example@gmail.com
Username JExamplesso

User group Client user

The changes have been successfully updated.

| (1) user JExample580 successfully updated ‘

1. Summary 1. User details v
2. Account control v
Title Mrs
First name Amber
3. Validate and execute v
Surname Example
Emailaddress  Jessica.example@gmail.com
Username IJExample580 ( Exit )
User group Client user

22
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