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How to use this document

@ Useful info will look like this.

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 process a JSIPP regular payment
top up application

To start the JSIPP regular top up application,
you first need to find your client. Please refer to
the guides on our website to search for a client
or create a new client.

Once you've located your client, you can refer
to this guide to proceed with submitting the
JSIPP single payment top up.

If you're adding an employer
payment, the client's employment
details must be on the clients
account to proceed with setting
up the regular payment.

If your client doesn't have existing
employer details, please complete
the add employer details offline
process detailed in the ‘Change of
employment details' guide.

© Mr Sam Example

Client number Date of birth Firm Address
120 © 14-October-2010 47 Duddon Close, West
End, SO18 3GB

ABR Test Network
Phone Adiviser

N/A IM Test Adviser Residence
UK

Primary tax residency
N/A

Overview Investments Transactions — Profile ~ Commercial property ~ Documents — Workflow

& Accounts |~ Valuation [ Latest documents
Accounts owned £5,077.31 £6K ] E:::::"em Notfication email
A& s Example £507731 % @y Document Notification Email
£4K Listed
Junior SIPP NJ1000110-001©  £507731
. Document Notification Email
Junior ISA NJ1000110-002 © £000 % o Listed
£2K
Document Notification Email
&)
. Listed
® Top investments 0
@y Document Notiication email
9993% £5073.82 Listed
JsTEST —— 13785 £2000
May24 Sep2t Jon25

Document Notification Email
. I &)

Listed
(m) (3m) (em ) (vio) (@) ("utetme )

View documents >

007% £349

GBPCash # £000

310ct 24

300ct 24

290ct 24

280ct 24

270ct 24

260ct 24

= Recent transactions

Account
S Example (NJ1000110) v/

Date  Description
01Nov  Bought 77600 JSTEST
01Nov  Bought 77600 JSTEST

Cash transferred from NJ1000030-
OTNov o

01Nov  Bought 77600 JSTEST

Cash transferred from NJ1000030-
O1Nov O

show cash transactions >

Amount

-£776

-£776

£776

-£776

£776
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From the client home page, find the relevant
account and select on the vertical ellipses ® Mr Sam Example D i
(three dOtS), Client number Date of birth Fim Address

120 © 14-October-2010 ABR Test Network 47 Duddon Close, West
End, SO18 3GB

A list of actions will appear. To create the top prene e e
up application, select ‘Regular payment'.

UK

Primary tax residency
N/A

Key messoge Overview Investments  Transactions  Profile ~ Commercial property — Documents — Workflow

£ Accounts # |~ Valuation O Latest documents & Recent transactions

At any Stage of the top up Opplicotion' Accounts owned £507731 £k D DocumentiotficotionEmal 100tz g, fezemi

S Example (NJ1000110) v
you can save and exit the application. A seiomple o b Dosumentlotfcotanemal ;o

$
£4K Listed
Junior SIPP NJ1000710-001 @ £507731

To resume the application, go to the e oceument otatn i orMov  sougn: 77600 57EsT

Junior ISA NJ1000110-00¢, - O lcted 290ct2h
H H H L} 01Nov  Bought 77600 JSTEST -£776
workflow tab within the client's account.
Document Notification Email
Buy D cted 280ct24 o1Noy  COsh transferred from N1000030- J—
@® Top investments ol £0 001
o
Switch &} E:C:JE e Notification Email 270ct24 Y, 01Nov  Bought 77600 JSTEST -£776
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Payment in

Confirm if advice has been provided to the
client.

dd regular paymsnt

POy ment in Cliere ID- 120

Product: NJ1000110-001)

Financial advice Add regular payment
You can select multiple regular
( ) . Did you give financlal advice to your client In relation to this Instruction?
payment in types when @ ver O Mo
completing the application.

Payment In

r

Adviser charges

Regular payments in

3. Investment selection
Regular payment 4 Review
. ' . ' , \ . , 7] Mone "] Client [ Employer "] Thirc-party
Select either 'Client’, 'Employer’ or ‘Third-party'. 5. Document and Declaration

o

. Confirmation

Save & exit

Caoncel

Continue
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Client payments in

Enter the regular payment amount, payment
frequency, first collection date and the
duration.

The collection date can be any
date from 1 - 28 of the month.

Please note, there's a minimum of
10 working days required to set up
the Direct Debit instruction.

The payment method will be automatically
selected to Direct Debit.

Confirm if the pension contribution is eligible
for tax relief.

Select the bank account from the drop-down
list.

If you need to add a new bank account, please
select ‘Add new bank account'.

Add regular payment
Payments in

Financial advice

Did you give financial advice to your client in relation to this instruction?

@ Yes O Ne

Regular payments in

Regular paymsnt

[] Mons B clisnt [] Employsr [T Third party
Client

Regular payment {nst) Payment frequency

|£‘ 250 | ‘ Monthly ~

I your clisnt sligibls for tax relisf on pansion contributions?
@ Yes O Ne

£312.50 including tox relief (groas)

First collsction dats

| 19/01/2028 B

(1) The dats sslsctad is the sarlisst dats th first payment could be collested. We'll nesd to receive a aigned
Direct Debit Instruction confirming the payer's bank details before we're able to start collecting
paymenta_ If it's nat possibls to collect the payment an this dats, the first collsction date will roll forward
based on the frequency selscted. The first payment date will continus to roll forward at the frequency
aslsctad until all outstanding requirsmenta ars met.

Continue

Until further notice ~

Payment method

Dirsct Dabit -

Bank account

| 20-20-20 | 438537131 | notwest v ‘

@ 22dd new bank occount

Sam Example

Client ID: 120

Product reference: NJ1000110-001
Product: Junior Nuclsus SIPP

Add regular payments

1. Payments in

2. Adviser charges

3. Investment selection

4. Review

5. Documents and declarations

6. Confirmation

( Save and exit )
( Consal )
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Complete your client's bank details.

Select 'Direct Debit instruction’, and then
'‘Save’, to submit the bank details.

Bank account dstalls

Owner

| Individual

Bank name

Santander

[o ||o [[o |

Account number

| 12345478

Building society roll number (cptional)

Account name

| Mr S Example

Address line 1 (optional)

Address line 2 (optional)

Address line 3 (optional)

Postcode (optionol)

‘ Direct Debit instruction )

|:| Mominated account for withdrowals

Add regular payment

1. Payment in

o

. Adviser charges

[

Investment selection

L. Review

5. Document and Declaration

o

. Confirmation

( Save & exit |

| Cancel |

ntinue
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Employer regular payment

Select either 'Employer (gross)' or 'Employer (net)'.

The 'Employer paying client (net)
contributions' option should only be
selected where the employer is making
a payment on the customer's behalf
from their net salary, which is subject to
additional tax relief being claimed from
HMRC.

Enter the regular payment amount, payment
frequency, first collection date and the duration.

The collection date can be any date from
1- 28 of the month.

Please note, there's a minimum of 10
working days required to set up the
Direct Debit instruction.

The payment method will automatically set to Direct
Debit

The employer's name and address will be prefilled. If
the employer's details have changed follow the process
shown in the ‘Change of employment details' guide.

Select the bank account from the drop-down list.

If you need to add a new bank account, please select
'‘Add new bank account'.

Employer
‘ Employer (gross) [ | Employer paying client (net) contribu(ions)
Regular payment (gross) Payment frequency
£ 100 Monthly v
First collection date Continue
01/11/2024 (] Until further notice v

Payment method

Direct debit v

Employer name

Nucleus

Employer address

@ Dunns House
St. Pauls Road
Salisbury
UK
SP2 7BF

Bank account

Please select v

’ @ Add new bank account '

Add regular payment

1. Paymentin

2. Adviser charges

3. Investment selection

4. Review

5. Document and Declaration

6. Confirmation

Save & exit

Cancel

Continue
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Enter the employer’'s bank details. Bank account detalls

Add regular payments
Select 'Direct Debit instruction’, and then onnet
‘Save’, to submit the bank details. ’ I Paymentsin
Bank name 2. Adviser charges
| Santonder
3. Investment selection
Sort code
4. Review
oz || |[[o |
5. Documents and declarations
Account number
6. Confirmation

| 57654321 |

Bullding society roll number (ogtional) F \
| | | Save and exit |

ACCOUNT Name

| | Continus

Address Une 1 optional)
Address ne 2 (ooticnal)
Address Une 3 (cpticnal)

Postcode (optional)

‘ Dirsct Debit inatruction ) |

|:| Neminated account for withdrowala

| Caonesl
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Third-party payments in

Enter the regular payment amount, payment
frequency, first collection date and the
duration.

The collection date can be any
date from 1 - 28 of the month.

Please note, there's a minimum of
10 working days required to set
up the Direct Debit instruction.

Confirm if the pension contribution is eligible
for tax relief.

The payment method will be pre-selected to
Direct Debit.

Select the bank account from the drop-down
list.

If you need to add a new bank account, please
select 'Add new bank account'.

10

Add regular payment Sam Example

Poyment in Client ID: 120

Product: NJ1000110-001

Financial advice Add regular payment

Did you give financial advice to your client In relatlon to this Instruction? 1. PaymentIn
@) ves O no

2. Adviser charges
Regular payments in 3. Investment selection
Regular payment 4. Review
["] Nore ] ctient [ Employer Third-party

5. Document and Declaration
Third-party
Regular payment (net) Payment frequency 6. Confirmation
| £ | 250 ‘ ‘ Monthly v |

Save & exit

First collection date Continue
| 01/11/2024 B ‘ ‘ Unril further notice v | Cancel

Is your client eligible for tax rellef on pension contributions?

Continue
Ak G

£312.50 including tax relief (gross)

Payment method

Direct debit v

Bank account

| Please select

€ Add new bank account
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Complete your client's bank details. Bank account details Add regular payment
Select 'Direct Debit instruction’, and then e  Paymentin
1 ' . . Third-party ~ .
Save', to submit the bank details.

Bank name 2. Adviser charges

‘ santander 3. Investment selection

sort code 4 Review

‘ o1 ‘ ‘ 02 || 03 |

5. Decument and Declaration

Account number

‘ 12345678 Confirmation

o

Bullding soclety roll number (cptional)

Account name

‘ Mr J Bloggs ‘

Address line 1 (optional)
Address Une 2 (optional)
Address Une 3 (cptioncl)

Postcode (optional)

Direct Dsbit instruction ) ‘

( Save & exit |

( Cancel )

|:\ Nominated account for withdrawals

L
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Enter the third-party's personal details.

Confirm the source of wealth from the drop-
down list. This will only appear if there's a third-
party payment.

Once you're happy with your payment
preferences, select ‘Continue’ to move on to
the adviser charges page.

12

Third-party details

Third Party Type  Individual

Title

|Mr v

First name

e

Surname

| Bloggs

Date of birth

|DT ‘|01 |‘1991

@ Dunns House
St. Pauls Road
Salisbury
UK
SP2 7BF

Source of wealth

Source of wealth

P

Savings/investments

Add regular payment

1. Paymentin

2. Adviser charges

3. Investment selection

4. Review

5. Document and Declaration

6. Confirmation

Save & exit
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o A

If you're applying for a regular adviser charge,

Add regular payment Sam Exomple
please enter the amount. : jont 0
. AdVIser Chorges Product reference: N;:IMDD'.;WIW?];';
Select the required frequency and number of I
payments.
Adviser charges Add regular payments

If there are no adviser charges to be deducted,
enter '0' into the fields.

Regular adviser charges 1. Payments in v

@ If you want to collect the initial adviser charge in full, you'll need to record the adviser charges here as ‘0" 2. Adviser charges
and then process an ad-hoc adviser charge.

3. Investment selection

Fee payment
4. Review
Charge amount should be gross of VAT

( For more information about
T adviser charges, please visit our .
rocency

website.

Number of fee payments ( Save and exit )
Total fee amount: £24000

%

5. Documents and declarations

6. Confirmation

I

Projected end date: 2027-12-23.

Once you're happy with your adviser charge
preferences, select 'Continue’ to move on to
the investment selection page.

13
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Investment selection

Confirm if the top up application will be invested
into current or new assets.

The current investment selection will appear at
the bottom of the page.

Enter the percentage to be allocated to each
investment. Ensure the totals entered equal 100%.

14

Add regular payment

Investment selection

Investment selection

Do you want to trade In Investments already held? &
(@) Use current assets (@

Funds  Exchange Traded Managed portfellos  Adviser portfolios

Investment
Investment name

Cash

© JsTEST

Total

Other investments

Agdvanced segrch
Allocation (%)
10 %
20 % (]
100%

Sam Example
Client ID: 120
Product: NJ1000110-001

Add regular payment

1. Payment in i
2. Adviser charges \/
3. Investment sslection

4 Review

5. Document and Declaration

6. Confirmation

Save & exit

Cancel

Continue
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If you're investing into assets not currently

held, select 'No'. R Sam Example
_ . Investment selection e 2
Select the investment type across the headings
shown.
Investment selection Add regular payment
Do you want to trade in In ents a¥ eld? & 1. Payment in ~
. () Use current oszers @ Pl
( ) Your client can now hold loose 2. Adviser charges v
T Ossets' mUItIple mOdel porthlIOS' Funds Exchange Traded  Managed portfollos  Adviser portfolios  Other investments 3. Investment selection
ETls, and other investments, —

4. Review

all within the same account.
Investments will be purchased

5. Docurnent and Declaration

when they're available for Q 6. Confirmation
purchase. S
Save & exit
Investment
. . INVESTMEnt name Allocation (%)
Enter the investment name into the search bar.
. sventurous € Ace
Select the investment from the search results. © s * N
& DIM jenSmoke 1007 30 %
Enter a percentage amount for each :
investment chosen. © sTEST 30 %
Cash 10 %
Ensure the totals entered equal Total T00%

100%, if they don't, the system
won't allow you to continue.

Once you're happy with your investment
preferences, select ‘Continue’ to move on to
the review page.

15
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o A 4

Review the application details for accuracy. Add regular payment Sam Example
Use the 'pencil’ icon to make any necessary Review e o
changes.
Once you're happy with the accuracy of the Review Add regular payment
oppllcot{on, select 'Continue’ to move on to the Financiol advice  Poyment n o
deClOrOtlon Ond dOCUmentS pcge. Did you give financial advice to your Yes
client in relation to this instrustion 2. Adviser charges vy
(including & personal ion)?
3. Investment selection \/
Junior SIPP 4. Review
Regular payments in 5. Document and Declaration
ThirdParty regular payment £ &, Confirmation
Frequency Monthly
Collection storts 1 Nov 2025 )
Continue until Until further notice Sove e
Poyment method Direct debit
Bank name Santander
Account nome Mr J Blogas
Bank account
Account number 12345478
Sort code 01-02-03
Investment selection ya
Investment Allocation (%)
Cash 0%
JSTEST 90%
Total @ 100%
Spread initial adviser chargs
Sprecd fee payment £10000
Sprecd frequency Monthly
Spread number of payments 3

16
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Declarations and documents

Wet signature is the only option that will be
available for junior products.

All relevant documents and illustrations will be
produced here.

Documents will be available to
(T) download from the documents
library.

Documents can't be amended once submitted.
If there are any amendments to be made to
documentation, you'll need to resubmit the
application to generate new documents.

17

Add regular payment

Documents and declarations

Documents

How do you wish for your client to sign?

Wet signature

After clicking 'Submit' please access documents that require signing, plus any supporting documents,
from the document library. Please arrange for these to be printed and sent to the client to be signed and
returned.

Sorry, we aren't able to offer a digital signature option for this application type. We require a wet
signature.

@ Please download and share these document(s) with the client(s) to be signed. Once signed, please send
us a secure message with these documents attached to proceed. If you have any concerns or wish to
amend the application, please contact us.

Documents to be sent to the client requiring signature

O adviser Chorges Confirmation (526837)

O Direct Debit Instruction signature) (526838)

Supporting documents to be sent to the client

O Junior SIPP lllustration (526836)

[ Target Market Information

Sam Example

Client ID: 120

Product reference: NJ1000110-001
Preduct: Junier Nucleus SIPP

Add regular payments

1. Payments in v
2. Adviser charges v
3. Investment selection v
4. Review v

5. Documents and declarations

6. Confirmation

( Save and exit )
( Cancel )
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Read through the declarations and tick to

. . Documents Add regular paymsnt
confirm completion.
N ez . How do you wish for your client to sign? 1. Payment in vy
SeleCt Smelt to SmeIt the top up (O Digital signature @ Wet Signature
Opplicqtion' 2. Adviser charges v

After clicking "Submit’ please access documents that require signing. plus any supporting documents,

from the document library. Then arrange for these to be printed and sent to the Client to be signed and 3. Investment selection v
returned.
4. Review v
Documents to be sent to the Customer requiring signature
[ Adviser Charges Confirmation (238058} 5. Document and Declaration
[ Direct Debit Instruction (238055
6. Confirmation

Supporting documents to be sent to the Customer

[ Junior SIPP lllustration (238054

Save & exit

Declaratlons

Information provided

| understand it’s my responsibility to complete ond send any additional information required to Nucleus in relation
1o this application, as shown in the previcus ‘Documents’ page or as otherwise required

| have appropricte consent from my client(s) (applicant) and from any third party referenced in the application to
share their personal data and make this application on their behalf.

Disclosurs
I've provided my client(s) with oll required regulatory disclosure documents including, os applicable, a key features

illustration. Key Information Documents (KIDs)/Key Investor Information Documents (KIIDs)/Key Investor
Information documents (NURS KII), and cost and charges decuments for the relevant product and/or investment.

| confirm that my client(s} is eligible, under the terms in occordance with opplicable law and regulation and the
terms of the relevant investment provider or issuer, to invest in the chosen investment(s).

| Confirm all.

18
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Confirmation

The top up application has been successfully
submitted.

From here, you can create a new illustration,
start a new business application or return to
the account dashboard.

19

nucleus®

Add regular payment Sam Exqmple

Confirmation Cllent ID- 120

Product reference: NJ1000110-001
Product: Junier Nucleus SIPP

Instruction submitted

Regular payment instruction submitted for

Mr Sam Example

Junior Nucleus SIPP:  NJ1000110-001

| @ You'll be able to view your changes once your request has been fully processed and any required paperwork completed and signed.

Other actions

Create a new illustration Start new business Back to account dashboard



% 03455 212 414 B3 ask@nucleusfinancial.com @ nucleusfinancial.com

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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