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1 Adding a New Self Invested Personal Pension - SIPP

This section will take you through adding a new SIPP to Client Care Desktop (CCD), as well as recording
the initial contribution.

The ‘Product’ page of a SIPP record should be completed in the normal way:

m > Heoldings > Product >

Product Allecation

Owverview Add note
uck Application status | In force
ntributions Contract holder | Smith, J Ik Change

Details Contract reasen / objective | Provision for retirement

Administration Scheme |
Tasks . Provider [33 KWS ‘L’:? J i More
Remuneration

Personal / Occupational [Personal

Product basis |Retirernent

Product category |SE|'F Investaed Personal Pension
Work (134]) Product | Full Ik Motes

Product display name for reports® |E‘ua|f Invested Personal Pension
Documents
On Platform? [O

m Is this plan a trustee investment? l—
Contract number [2005740456454
Application dated |0z/08/2010

Application received
Effective date [02/08/2010 [E|
Next contract review date [05/11/2009 |&]

1.2 Adding Initial Contribution

Submission

Any contribution or asset that is being transferred into a SIPP must come through the ‘Trustee Account’,
which will automatically get set up when the initial contribution is added.

To add the initial contribution or asset to a SIPP, select the ‘+Add Contribution’ button and complete
the following screens:
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Clients > Heldings = Self Invested Personal Pension > Contributions

Holdings = Trustee account Bank accounts Directly held Contracts

Source Dvestination

Date

Event

Use the ‘Add Contribution’
button for all monies being
added into the SIPP.

Balance of regular contributions |

Balznce of single contributions |

Balance of total contributions |

—
| New Trustee account details

Application status |

Frovider [1zmes Hay Limited g [
Date account openad -

—

Sort Code / Account Mumber
Interest Rate

Current Balance / Date

Signatories

Bank account notes

| 1nitial Contribution Details
Status |
Contribution Seurce |
Event | Initizl
Effective date - o

i .
I_ |— 4l Insert from ab

Contribution / Frequency |

Contribution notes

Trustee account

Current balance |

Update balance to |

This section sets up
the Trustee
Account.

This section sets up
the Trustee
Account.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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New Trustee account details

Application status |I|-. farce

Provider [James Hay Limited

Date account opened |05/04/2010 -

- O

Account Number | |

—

Current Balance / Date |

Sort Code /
Interest Rate

100,000.00 [05/04/2010

Signatories [Miss Clift & Mr Rowan

Bank account notes

Initial Contribution Details

Status |In force

Contribution Source | Personal

Event | Initial

Effective date [05/04/2010 [E]

Contributica=j=frequancy | 100,000.00 |5

1

Use ‘Insert from
above’ to pre-
populate the ‘Initial
Contribution’ details.

i S Al Insert from abowve

Contribution notes r

Use ‘Contribution
notes’ box to

‘urrent balznce | 100,000.00

record relevant

. . late balance to |
information.

I Al aliee]

Al Auto fill £1

Once initial
contribution and
relevant information
are input click on ‘Add
Contribution’

Ll
(=]
3
g
=
o
e
Er
[x]
3

The following series of pop up boxes will then appear:

Message

Is this confribution Protected or Mon Protected?

:Prntected ] [ Mon |

[

Message

Is this contract being recorded as Mew Business or for Information
Only?

LInfn. Only ] l Mew Bus. |

—

k.

Select the appropriate
option. This can be
changed later if an error
is made.

Select the appropriate
option for the Trustee
Account.

Once the above boxes have been completed, the system will go to the ‘Trustee Account’ > ‘Product’

screens:
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Jane Underlay = @SIPP = Trustee bank account = . | D

Overview
uck
ntributions
Details
Administration

Clients = Heldings = Product

Product Allgcation

Application status
Contract holder
Contract reason / objective

| In force

On the main menu

| Underlay, 1

screens of this

\

Scheme |
|@siFe

[Fersonal

holding, there will
be a link back to the
SIPP record. )

Tasks
Remuneration

Complete the

Provider

‘Trustee Account'

Submission

Documents

1.3 Adding an Initial Contribution (In-Specie Asset)

| Retirement

holding screens

[Trustee bank account

Product | Deposit account Ik Motes
or reports* | Trustee bank account
On Platform? [
Is this plan a trustee investment? l—
Trustee Bank Account Account Mumber |
Application dated

Application received

Effactive date [18/08/2013 |&|

Next contract review date

as normal.

F.eason

* The Product display name appears on client and management reports and can be overaritten.

As some assets can be transferred directly into a SIPP, via the In-Specie method, CCD can accommodate
these transfers. Once again, they must come into the SIPP through the Trustee Account, via the
‘Contribution’ screen. To complete this, use the ‘+Add Contribution’ button on the ‘Contribution’
screen and complete the following screen (as the Trustee Account is already set, only the contribution
details of the In-specie transfer need to be recorded):

[ Select ‘Transfer
In-Specie’ from

Cuntrlbutlun Source | Transfer In-specie . .
( !?p—2 the ‘Contribution
Event |1r||1:|a

’
Effective date |06/04/2010 - Source’.

Contribution / Frequency 150,000.00 i

Contribution notes

Selecting ‘Auto fill’ will
update the balance of the

Trustee account Trustee Account.

i00,000.00

250,000.0¢C 4 Auto fill £250,000.00>
<JF_Add Contribution and update Trustee account balanges

Current balance |

Update balance to |

~

Once the screen
has been
completed click
on ‘Add
Contribution’.

4l Cancel

J
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The following pop up boxes will then appear:

r

Message

Select the appropriate

Is this contribution Protected or Non Protected? ] ]
option. This can be

changed later if an error is

~

Message

Is this contract being recorded as Mew Business or for Information
Only?

Select the appropriate
option for the Transfer.

On the ‘Contributions’ screen in the SIPP the In-Specie transfer will be displayed:

Clients » Heldings = Self Invested Personal Pension = Contributions

Trustee account Bank accounts Directly heald Contracts

Overview F§_| : + Add Contribution

Prod Event Source Dvestination Contribution Freg,
Deta 17/04/10 Initial Transfer Trustee Bank Account 150,000.00 |
Administration 05/04/10 Initial Transfer In- Trustee Bank Account 100,000.00 s\
Tasks

Remuneration

Submission If any amendments are

needed to this contribution,
click onto the ‘Notes’ icon.

— Allocate Contribution

& Schedule of contributions to date Balance of regular contributions | 0.00
& Schedule of contributions up to EBalance of single contributions | 250,000.00

tax year beginning | 2012 Bzlance of total contributions | 250,000.00 I Adjust

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
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: Contribution details

Status |In force

Contribution | 150,000.00 Freg | 5
Employer's share of the contribution NRA [
Caontribution Event / Source | Initizl [Transfer In-specie
Protectad/Non Protected | Mon-Protected
Contribution association® | Trustee Bank Account g
Contribution notes | Xfer for PR with Zurich P12343-0528-
oL
Cwverall investment element 150,000.00 | 0.00 p.a.

Premium payment term (yrs) |

Amount oaid to date of reconciliation (23/10/2012)

Information in the white =ment of the contract |

. Premium effective | 23/10/2012
fields can be amended. Use NTU/MPW date
Return to come out of the Date Surrendered
screen. itions ceased (Paid up) ]

erereme——rrere e r—rr=itee account total figures [ Reallocation from bank account E

1.4 Setting Up the Trustee Account

The section above has explained how to set up the basic details for the Trustee Account, as well as
confirming the initial contribution into the SIPP.

When the initial contribution is added, CCD will navigate to the ‘Product’ screens for the Trustee
Account so that it can be set up in full. If the Trustee Account was not completed in full at that stage it
can be accessed at a later stage. This is done from the ‘Details’ screen of the SIPP and in the ‘Assets’
tab:

Clients > Haolgings > Details = &s5ets > Bank account

Holdings - Ceontract details fszets T | Income Analysis
L
Add note
Bank accounts Dirzctly held Contracts SIPP reports Cessation
Trustse account | Bank accounts |

Application status |I"| force

Provider |Jamez Hay Limited wf (1 I More

Date account opened | 05/04/2010 -

Sort code / Account number | [

Account type [/ Interest rate |Depczit account |
Current balance / Date valued | 250,000.00 [08/04/2010
Miss Clift & Mr Rowan

Signatories

- Motes -
Use this button to switch to
the full Trustee Account

holding record.

value of all bank accounts | 250,000.00

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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The following screen for the full Trustee Account holding will be displayed:

Contributions
Dretails
Administration
Tasks
Remuneration
Submission

Jane Underlay > @SIPP > Trustee bank account > | | D

Clients > Holdings > Product

Product

Allecation

Switch to full SIPP

Application status

Contract holder

Contract reason / objective
Scheme

Provider

Personal / Occupational

Product basis

Product category

Product

Product display name for reports®
On Platform?

Is this plan a trustee investment?
Trustee Bank Account Account Mumber
Application dated

Application received

Effective date

Next contract review date

[In force

/J/\Md

[underlay, J

[

[@sIpP

[Personal

| Retirement

| Trustee bank account

| Deposit account

On the main menu
screens of this
holding, there will
be a link back to
the SIPP record.

J

| Trustee bank account
O
l—

18/06/2013
Reason

* The Product display name appears on client and management reports and can be overerittan.

Now that the full Trustee Account is displayed, complete the relevant screens as normal:

Crrernview
Product
Contributions
Dretails
Administration
Tasks
Remuneration
Submission

Clignts = Holdings = Administration

Administration Cessation

Ik Switch to full SIPP

Administration Case source

Contract Mo,

Business source

Application dated

Submitted date

Intended effective date
Service manager for this case

New business record completa

New Business

Acticn i Initial

Status {In force

i Client referral

Current position (outstanding action)

Proposal to Client

Application received

{i0/08/z01z

4l Complaete admin. checklist

If further new money needs to be added to the Trustee Account use the same method as explained
earlier by selecting ‘Add Contribution’ from the ‘Contributions’ screen within the SIPP.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
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2 Allocating Contributions

Once there is money in the Trustee Account it can be allocated to various assets within the SIPP. For
SIPP reports to display correctly money must come into and out of the Trustee Account. This would
need to happen whether cash or an In-specie transfer is entered into the SIPP.

2.1 New Holdings (Assets)

This section deals with allocating money to new Holdings (assets) within the SIPP. Later in the guide it
will look at allocating money to existing Holdings (assets) within the SIPP.

Clients » Halgings > Self Invested Personzl Pensien = Contributions

Trustee account Bank zccounts Directly held Contracts

Chverview - E + Add Contribution
Product

Contributions
Details 17/04/10 Initial Transfer Trustee Bank Account 150,000.00 S [&

Source Dastination ontribution Freq.

Administration 05/04/10 Initial Transfer In- Trustee Bank Account 100,000.00 S IE
Tasks
Remuneration
Submission

To purchase assets
within the SIPP, use
this button.

: — Allocate Contribution

& Schedule of contributions to date Balance of regular contributions 0.00
& Schedule of contributions up to Balance of single contributions | 250,000.00
tax year beginning [ 201z Bzlance of total contributions | 250,000.00 |+ Adjust

There are a series of screens and pop ups which need to be completed:

-
Allocate to existing?

Select that this is a
‘New’ Holding (within
the SIPP).

\ )

Allocate to an existing or to a new holding?

Holding type

Please select which type of holding you would like to create

Confirm which type of
Holding (asset) needs
.. tob ted.
4 o be create

< | Bark Acct | |DirectlyHeld| | Contract |

The following sections will look at setting up each of the new Holdings in turn, within the SIPP.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
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2.1.1 Setting Up a New Bank Account

The following screen will show the fields that need to be completed when setting up a new Bank
Account:

—
| New bank account details

This section is setting
Application status |In force

up the new Bank

Provider [Lloyds TSE Bank g O
Date account opened | 08/04/2010 - Account.
Sort Code / Account Number |3|:|284]_ ||:||:|9988?? |
Account Type [/ Interest Rate |Current Account | 1.50%%
Current Balance / Date | 15,.000.00 |IIIS_-"I:I4_-"2I:I]_EI This section is also
Signatoriez |Mizs Clift recording the
Bank zccount notes | information as a
] decrement in the
| Initial Contribution Details Trustee Account on

the SIPP.

Stztus |In force
Event | Initizl
Effective date [08/04/2010 [E] _
Contribution / Frequency IWIS_ :|_ Ainsert fram

Contribution notes

a
I

Select ‘Auto fill’ if you

Pt

wish to update the

balance of the Trustee.

Trustee account I

Current balance | 230,000.00 ‘
= - — Once completed,
Update balance to | 235,000.04 Al Auto fill £225,000.00 I
| select ‘Add
4l Cancel I+ Add Contribution . .
i al Contribution’.

Message

Is this contract being recorded as Mew Business or for Information
Only?
Select as

appropriate.

LInﬁa. Only ] [ Mew Bus.d|

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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Jane Underlay = @SIPP = Trustee bank account = | EE | D

Clients = Heldings = Product (Ir Switch to full SIPP

Complete the Bank Account

£ | n force
Contributions screens as normal. JInderlay, J

Details Contract reason / objective |
Administration Scheme |

Tasks Provider [@SIPP
Remuneration

Personal / Occupational |Personal
Product basis |Retirement On the main menu
Product category |Tru5tee bank account .
m Product |Deposit sccount screens of this
Product display name for reports® |Tru5|:ee bank account holding, there will
Documents 0

On Platform? be a link back to
m Is this plan a trustee investment? l—
Trustes Bank Account Account Number | the SIPP record. )
Application dated
Application received
Effactive date [18/08/2013 |&|
Next contract review date FReason

* The Product display name appears on client and management reports and can be overaritten.

Submission

Within the SIPP ‘Contributions’ screen the decrement to the Bank Account will be displayed:

Clients » Heldings = Self Invested Fersonal Pension = Contributions
e ——

< Trustee account : Bank accounts Directly heald Contracts
Owverview

Product Event Source Destination Contribution Freq.

ibutians

@ + Add Contribution

Detai 10/10/10 Decrement Lloyds TSE Bank 87554378 -20,000.00
Administration 17/04/10 Initial Transfer Trustee Bank Account 150,000.00

Tasks 05/04/10 Initial Transfer In- Trustee Bank Account 100,000.00
Remuneration
Submission

— Allocate Contribution

= Schedule of contributions to date EBalance of regular contributions | 0.00
& Schedule of contributions up to Balance of single contributions | 230,000.00

tax year beginning | 201z Balance of total contributions | 230,000.00 I Adjust

There will also be a record of this contribution in the ‘Bank accounts’ tab within the ‘Contributions’

screen:

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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Clients = Heldings = Self Invested Persenal Pensien = Contributions > Bank Accounts

Trustee account /.El-anl-c accounts > Directly held Contracts

Overview Re-allocate Contribution

Product : Event Account Mame Contribution Freg.
Cantributions
Details
Administration
Tasks
Remuneration

10/10/10 Initial Lloyds TSB Bank 87654378 20,000.00 5 @

Submission

Balznce of regular centributions | 0.00
Show the contributions for: Balance of single contributions | 20,000.00
|A|| Holdings |7 |.e’| Balance of totzl contributions | 20,000.00

2.1.2 Setting up a new Directly Held Asset

Please refer to page 9 of this guide for details on starting the process for allocating money from the
Trustee Account.

This section will explain how to set up a new Directly Held Asset within the SIPP:

Holding type

Please select which of holdi ou would like to create
e e /[ Select ‘Directly Held’
—_

D"E‘:ﬂ"’ Held y This section is also \

recording the
information as a

decrement in the

Status |In force
Event |Decrement

Effective date [07/04/2010 [E]
Contribution / Frequency 25,000.,00 |5

Contribution notes / Select ‘Auto fill’ if you

wish to update the
/

—— balance of the

Trustee account /\Trustee Account. )
235,000.00

Current balance |

Trustee Account. )

Update balance to | 210,000.00¢ Auto fill £210,000.00>

— Select ‘Proceed to
4l Cancel Proceed to select ass

select asset’ to

continue.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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Is this asset being recorded as Mew Business or for Information
Only?

Select as appropriate.

Clients = Heoldings > Detzils > fssets > Pesition > Select asset

Pasition < Select asset ’

Owverview Asset selactad:
Product

Contributions
Details Cellectives Equities intersst

Administration
Tacks Asset As=set bype Current price

Remuneration

Submission
Select the relevant
asset and the number
of units, as normal.

Show funds for James Hay Limited
Click here to filter by fund type @. Search the collectives database

Navigate back to the ‘Contributions’ screen:

Clients » Heldings = Self Invested Personal Pension = Contributions

Trustee account Bank sccounts Directly held Contracts

Overview N ! [%| i + Add Contribution

Prod Source Destination Contri Dihes
Nl S

Devdils 10/10/10 Decrement Lloyds TSE Bank 87654378 -20,000.00

AAdministration 10/10/10 Decrement UK Fixed Interest -30,000.00
Tasks 17/04/10 Initial Transfer Trustes Bank Account 150,000.00

R (o
'_EI'HIJ!1EI'.E‘E| 4/10  Initial Transfer [n- Trustee Bank Account 100
Submission

This screen shows which
Directly Held asset the
money has been spent on.

— Allocate Contribution

& Schedule of contributions to date Balance of regular contributions | 0.00
& Schedule of contributions up to Balance of single contributions | 200,000.00
tax year beginning | 2012 Bzlance of total contributions | 200,000.00 I Adjust

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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2.1.3 Allocating to a New Contract

Once again this section will start at the same point as the previous section. Please refer to page 9 of this
manual for guidance on starting the process for allocating money from the Trustee Account.

-

Holding type

Please select which type of holding you would like to create

Select ‘Contract’.

Bank Acct ”Dire:’.ﬂ}' Held] | Contract I

|
| New contract details
Application status |In farce This section will set up
Effective date [09/04/2010 [&)] the basic details for
Provider [Stzndard Life e O 1wy the Contract.
Perscnal / Occupational |Perzcna|
Product basis |Retirement
Product category |Truztee Investment Flan
Product |Truztee Investment Flan This section is also
Contract Notes recording the
information as a
'~ decrement in the
| Initial Contribution details Trustee Account.
Status |In farce
Event | Initizl
Effective date |03/04/2010 [E| Select ‘Auto fill’ if you
Contribution / Frequency 25,000.00 |8 i
Contribution notes - wish to update the
balance of the Trustee
Account.
Trustes account I
Current balance | 210,000.00 | Select ‘Add
Update balance to | 185,000 €04l Auto fill £185,000.00 | Contribution’ to
Al Cancel I+ &dd Contribution : continue.
Message

Is this contract being recorded as Mew Business or for Information
Only?
Select as

appropriate.

| Info. Only ] [ New Bus. | !I

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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You will be taken to the ‘Product’ screens for the new contract that has been added. The Holding can
be completed in the normal way.

The ‘Contributions’ screen within the SIPP will display the decrements from the Trustee Account:

Clients = Holdings > Self Invested Persenal Pension > Contributions

C Trustee account ) Bank accounts Directly held Contracts

Overview - i [ § + Add Contribution
Product
Cantributians
Details 10/10/10 Decrement Lloyds TSE Bank 87634378 -20,000.00
Administration 10/10/10 Decrement UK Fixed Interest -20,000.00
Tasks >1EI)'1I3.-"1EI Decrement Standard Life Trustee -20,000.00
Remuneration

Submission

Source Drestination Contribution

17/04/10 Initial Transfer Trustee Bank Account 150,000.00
05/04/10 Initial Transfer In- Trustee Bank Account 100,000.00

— Allocate Contribution

L, Schedule of contributions to date Balance of regular contributions | 0.00
8, Schedule of contributions up to Balance of single contributions | 170,000.00
tax year beginning [ zo1z Bzlance of total contributions | 170,000.00 I Adjust

Clients = Haldings > Self Invested Personal Pension > Contributions > Contracts

—
Trustee account Bank accounts Directly held ( Contracts

Contract type Contract no. Contribution Freq.

Chrerview
Product
Caontributions -

10/10/10 Standard Life Trustee Investment z0,000.00 S [

stration

Remuneration
Submission

Balance of regular contributions | 0.00
Show the contributions for: Balznce of single contributions | 20,000.00

All Heldings |7 |.E*| Balance of total contributions | 30,000.00

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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3 Updating New Bank Accounts, Directly Held Assets and Contracts

Once a new Holding has been set up within the SIPP there will be details that need to be updated. This
is done within the ‘Details’ screen and ‘Assets’ tab in the SIPP:

Clients = Holdings = Details > Assets

—

Holdings Cantract detzils fzzets T Income Analysis

' The tabs here give

access to the Holdings
Bank accounts Diirectly held Contracts = L.
within the SIPP.

Asset Fund name Units [MNo.) Price Value % holding

UK Fixed UK Fixed Interest 20,000.00 i.00 20,000,000 100,00 »

I View archived assets Value of directly held zssets listed (£] 20,000.00

Each of the Holdings added within the SIPP can be accessed from the tabs displayed above. However,
this guide will only look at one of these, as each of them is completed in the same way as a standard

holding.

To access the individual Holding record from the ‘Details’ screen, go to ‘Assets’ > ‘Contracts’:

Holdings

-

Clients = Heldings = Dietails = £ssets = Contracts

Ceontract details fssets T Income &nalysis

0
0

il
(u]
mn

Bank accounts Directly held Ceontracts SIFP reports Cessation

&ty Provider Contract type Contract no. Effective

Standard Life Trustes Investment Flan 8765445T 10/10/2010 28,905.00

Access the individual
holding record, by
selecting the relevant
contract.

Total borrowing recorded 0.00

Total value of contract based assets 28,909.00 ‘

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. April 2013

18


http://www.capitafinancialsoftware.co.uk/

N
%@ SYNAPTIC

Jane Underlay = @SIPP > Trustee bank account > | | D

Clients > Holdings > Product Ik Switch to full SIPP

Product Allocation

Overview Add note
=] ok Application status |Ir1 force
Caontributions Contract holder | Underlay, J Ik Change
Details Contract reason / objective |
Administration Scheme |
Tasks _ Provider [@SIPP o O » More
Remuneratien
Personal / Occupational [Personal

Product basis [Retirement

Product category |Tru5tee bank account

Submission

T Y

Product |Deposit account

Product display name for reports* |Tru5|:ee bank account As with a standard
On Platform?

Is this plan a trustee investment? new piece of business,

Acomplete all red fields.

Next contract review date Reason |

* The Product display name appears on client and management reports and can be overaritten.

Clignts = Heoldings » Administration Ik Switch to full SIPP

Administration Cessatien

Crrernview
Product

Contributions Administration Case source Contract Mo,
BEEIEE As with a standard
Administration i -
Tasks New Business new piece of business,
Remuneration Action Initial

complete all red fields.

Submission Status |In force

Business source

Current position (outstanding action)

Work (0]
Proposal to Client

Application received
Application dated
Submitted date
Intended effective date

Service manager for this case

New business record complete Al Complete admin. checklist

Once the ‘Administration’, ‘Tasks’, ‘/Remuneration” and ‘Submission’ screens have been completed in
the ‘Holding’ record they will be displayed in the SIPP record.
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4 Adding Contributions to an Existing Holding

Once the Holdings have been set up within the SIPP, it is possible to add further contributions to each of
them when required.

4.1 Adding to an Existing Contract

To add additional contributions to an existing Directly Held asset, use the ‘Allocate contribution’ button
in the SIPP ‘Contributions’ screen:

Clients > Heldings = Self Invested Personal Pensien > Contributions

Trustee account Bank accounts Directly held Contracts

Crverview - @ + Add Contribution
Source Destination ontribution

10/10/10 Decrement Lloyds TSE Bank 87854278 -20,000.00

Administration 10/10/10 Decrement UK Fixed Interest -20,000.00

Tasks 10/10/10 Decrement Standard Life Trustee -30,000.00
Es:r::-leriaztrllun 17/04/10 Initial Transfer Trustee Bank Account 150,000.00
=1 S50

05/04/10  Initial Transfer In- Trustee Bank Account 100,000.00

Use the ‘Allocate
Contribution’ button.

(i — Allocate Contribution )

I  —
O, Schedule of contributions to date Balance of regular contributions | 0.00

£ Schedule of contributions up to Bzlance of single contributions | 170,000.00
tax year beginning [ zo1z Balance of total contributions | 170,000.00 I Adjust

-

Allocate to existing?

Allocate to an existing or to a new holding?

Cancel | [ new

Select ‘Existing’.
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Status : In force ;
Destination Type |_ |
Destination holding rganl{ Account |

Select which type of

Even! I Bl i Asset will be having an
Effective date\] _ increment added to it.
Contribution / Frequency
Contribution notes
Current trustee account balance | 70,000.00
Update trustee account balance to | Al Auto fill £70,000.00
1l Cancel Ik Add Contribution and update trustee account balance

Status (| In force

Destination Type | Contract

Destination holding |

Effective date
Contribution / Frequency
Contribution notes Select the existing

Holding to which the
T increment is being

applied.
Current trustee account balance | 70.000.00 PP
Update trustee account balance to | 4l Auto fill £70,000.00
Al Cancel Ik Add Contribution and update trustae account balance

Status |In force

Destination Type | Contract

Destination holding |Aegnn Scottish Equitable Trustes

Ewvent |In|:rement
Effective date [04/08/2003 [E] Complete the details
Contribution / Frequency 10,000.00 (S of the increment and

Contribution notes

select ‘Auto fill’ to
update the balance of
the Trustee Account.

Current trustee account balance | 70,.000.00
Update trustee account balance to | 4l Auto fill £60,000.00
4l Cancel Ik Add Contribution and update trustee account balance
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Is this contract being recorded as Mew Business or for Information
Only?

Select as appropriate.

If more details need to be
added, select ‘Yes’.

The following screen will then be displayed:

Clients Clients > Heldings = Details Ik Switch to full SIPP

Caontract details Azzets withdrawals Analysis

Overview Add note

Product
Contributions Details

e Further details can be
Administration Self employed / employed

Tasks Does this plan have premium waiver cover? added to the Holdlng

R tic .
'_EL”U!'IFEFF.H ion Return on death before retirement record. Return to the
SEIEHTIES S IS Insured lump sum .
In trust / beneficiaries nominated? Ik Wiew trust SIPP by selectlng

Selected retirement date To b Switch to full SIPP record
Remuneration administrator
Fund Supermarket atthe top of the
Discretionary Fund Manager screen.
Is a GAR applicable? GAR. Rate [

Valuation data |[Summary Ik Hint
Date of current valuation IFView Notes
Next scheduled valuation - Ik Valuation and reports

Electronic valuation available |Yes Ry Ik Update Values Now

4.2 Adding to an Existing Directly Held Asset

To add additional contributions to an existing Directly Held asset, use the ‘Allocate contribution’ button
in the Trustee Account ‘Contributions’ screen (as seen above).

The following message will be displayed:
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Allocate to existing?

Allocate to an existing or to a new holding?
Select ‘Existing’.

Cancel ” MNew ] [ Existing ]

Select which type of
Asset will be having an
increment added to it.

Status [In force

Destination Type !Directl',- Held

Destination holdig/g
Eveit B
Effective date
Contribution / Frequency
Contribution notes

Trustee account

Current balance | i85,000.00
Update balance to | 170,000.00 4 Auto fill £185,000.00
1l Cancel I+ Add Contribution and update trustee Account balance

Status [In force

Destination Type | Directly Held Complete the screen
Cestination holding |Eg',-|:=t Trust Shares and select ‘Auto fill’ to
Event |Incrernent d he T
Effective date [09/04/2010 [H| update the Trustee

Contribution / Freguency 15,000.00 5 Account balance.

Contribution notes

Select ‘Add
Trustee account Contribution and
Current balancs | 185,000.00 update trustee
Update balance to | 170,000.00 Al Auto fill £170,000.00 Account balance’ to

update the SIPP.

4l Cancel Ik Add Contribution and update trustee Account balance

Is this contract being recorded as Mew Business or for Information

Only?
Select as appropriate.

[ Info. Only Mew Bus._J
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Would like to add details to this subasset? . .
ouie yout A mere detals fo s subasse To update the fund information,

select ‘Yes'.

| Mo q Yes p
The following screen will be displayed:

n Clignts = Holdings » Details » 2ssets > Position

Faositien Select asset

Overview Asset selected®: UK Fixed Interest
Product
Contributions Current number of units / unit type |3I3I:II:II:I |

Details Units current date [10/10/2010 ||

Administration Original investment / Date of investmeant |

Tasks

Remuneration Sector | UK Fixed Interest
Submission Assat type | UK Fixed Interest

Type of helding te which this asset belongs | Retirement
Current Bid price (GBF) 1
Frice date li?
Current value of position in UK Fixed Interest (GEP) lm
Exchange rate (as at 13/05/11) lilﬂﬂ
Current value of position in UK Fixed Interest (£) 30,000.00
Total current value of holding 30,000.00
Exposure of holding to this asset lilﬂl:l G

Return since date of investment 0.00%

Ik Update current price details

Pasitian I Allacation | Asset breakdown | Meotes [ Factsheet | Histaric

Amend the number of units that this Directly Held asset now has.

4.3 Adding to an Existing Bank Account
To add additional contributions to an existing Bank Account, use the ‘Allocate contribution’ button in

the Trustee Account ‘Contributions’ screen (as seen above). The following message will be displayed:

u

-
Allocate to existing?

Allocate to an existing or to a new holding?

Select ‘Existing’. ]

Cancel || MNew |
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Status |In force

Ciestination Type |Ean|-<: Lseardfit
Destination holding [~
Event E Lloyds TSE Bank Current Account 00938577
Effective date ‘
Contribution / Frequency

Contribution notes

Trustee account

Current balance | 170,.000.00
Update balance to | 4l Auto fill £170,000.00
1l Cancel Ik Add Contribution and update trustee Account balance

Status |In force

Destination Type |Eanl—c Account

Destination holding |L|c',-dz TSE Bank Current Account

Event |Increment
Effective date [03/04/2010 [E]
Contribution / Frequency 10,000.00 (S

Contribution notes

Trustee account

Current balance | 170,000.00
Update balance to | 160,000,004l Auto fill £160,000.00
Al Cancel I+ Add Contribution and update trustee Account balance

Message

Is this contract being recorded as Mew Business or for Information
Only?

Select the

Select which
type of asset
will be having
an increment
added to it.

Complete this
page.

Select ‘Auto Fill’
to update the
Trustee Account
balance.

Select ‘Add
Contribution and
update trustee
account balance’
to update the SIPP.

— — relevant option.
| Info. Cnly Mew Bus, |

Message

Would you like to add more details to this subasset?

Confirm if more details
need to be added to the

— — Bank Account holding.
| Ma | Yes [

If ‘Yes’ is selected the following screen will be displayed:
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Gemma Clift = Lloyds TSE Bank = Bank current account = 00938877 | | D

Clients = Heoldings = Details Ik Switch to full SIFP

Account name | Clift, G H
Current value of deposit | 15,000.00
Current annual rate of interest 1.50%
Current income 225.00 p.a.
Sort code /) Account Mumber Z0ZE841 | 00998877
Account Type | Current Account

Interest Type |
Withdrawal notice period (if any) | days
Signatories |Mi55 Clift

Date information updated |

Provider’s Custormer Mumber |

Contract Issue Mumber |

-

System client reference | Uz000i
vstem contract reference | 40094 CORE

5 Allocating Money from a Bank Account

Any money allocated to the Bank Accounts may be spent in the future. Money from this account can be
allocated to the Trustee Account to enable the money to be spent on Directly Held assets and Contracts.

Clients = Heldings = Self Invested Persenal Pensien > Centributions > Bank Accounts

Trustee account : Eank accounts > Directly held Contracts
Creerview

Product e Date Ewvent Account Name Contribution
Cantributions

Details 10/10/10 Initial Lloyds TSB Bank 827854278 20,000.00
Administration
Tasks
Remuneration In the Bank Account

Submissian

= Re-allocate Contribution

tab, select ‘-Re-
allocate Contribution’.

Balance of regular contributions | 0.00

Show the contributions for: Bzlance of single contributions | 20,000.00
|A|| Heldings |? |.E*| Balznce of total contributions | 20,000.00
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Status | In force

Bank account to be decremented |L|D',rd5 TSE Bank Current Account

Event |Decrement Complete the

Effective date [03/04/2010 |&] information required
Contribution / Frequency 5.000.00 |5 on this page.

Contribution notes /\

—
Current bal@ 160,000.00 [&] omit from TEA totals —
Update balance to [ 165,000.00 41 Auto Fill £165,000.00

Trustee account

Select ‘Reallocate

Lloyds TSE Bank Current Account 00998377 bank account
to the trustee

Current balance | 15,000.00

7
Update balance to | 15.000.00 4 Auto fill £10,000.00 / Account

4l Cancel I+ Reallocate to the trustee Account

The ‘Omit from TBA totals’ will not add this £5000, which is being reinvested into the ‘Trustee Account’,
into the total contributions.

The Bank Account will show a decrement and the Trustee Account will show an ‘Internal’ transfer:

Clients = Heldings = Self Invested Personal Pension = Contributions = Bank Accounts

Trustee account Bank accounts Directly held Contracts

= Re-allocate Contribution
Da =

0/05/11  Decrement James Hay Limited Trustee Bank Account -3,000.00 5
10/10/10 Initial Lloyds TSE Bank 87654378 20,000.00 S IE

EBzalance of regular contributions | 0.00

Show the contributions for: Balance of single contributions | 15,000.00
All Haldings [ ] Ealance of total contributions | 15.000.00
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Clients > Heldings > Self Invested Personal Pensicn > Contributions

Trustes account Bank accounts Directly held

E + Add Contribution

Source Drestination Contribution
20/05/11 Internal Trustee Bank Account 5.000.00
10/10/10 Decrement Lloyds TSB Bank 876343278 -20,000.00
10/10/10 Decrement UK Fixed Interest -30,000.00
10/10/10 Decrement Standard Life Trustes -30,000.00
17/04/10 Initial Transfer Trustee Bank Account 150,000.00
05/04/10 Initial Transfer In- Trustee Bank Account 100,000.00

— Allocate Contribution

O Schedule of contributions to date Balance of regular contributions | 0.00
£, Schedule of contributions up to Balance of single contributions | 175,000.00
tax year beginning [ zo1z Bzlznce of total contributions | 175,000.00 Ik Adjust

Once the money is in the Trustee Account it can be allocated to other investments within the SIPP.

6 Updating Balances

Once money has been spent from the Trustee Account, or from the Bank Accounts, it is important to
ensure that the account balances are kept up to date. If not, the valuation on the ‘Summary’ page of
the SIPP holding and any valuation report will show incorrect values:

Clients » Holdings » Overview

Contract details Scanned docs.

Add note

Application status  In force Marked for upload [
Contract helder  Clift, G Ik Change
Provider James Hay Limited
Contract type  Self Invested Personal Pension
Contract number LSZ8776
Effective_datom—toa0l2 End date
ank accounts 265,000.00
Diractly held assets =0,000.00
Contracts 20,000.00
Total 315,000.00

Dance, Jonathan Ik Maore
Ik Maore

Ik Make this contract paid up / cancellad

& Print a file fact sheet for this holding
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It is therefore important to ensure that when any money is spent from the Trustee Account, or the Bank

Account, that the balance is amended.

This can be done automatically when allocating money from the Trustee Account, using the ‘Auto fill’
link, which has been referred to throughout this guide when either adding or allocating money within
the Trustee Account. However, this automatic update will not be taking into account any interest etc.

on the account.

If you wish to record a more precise balance of the Trustee Account, it can be updated manually.

6.1 Updating the balance of the Trustee Account

Updating the balance of either the Trustee Account or the Bank Account is done in the Details screen of
the SIPP.

The Trustee Account balance can be updated from the details shown in the ‘Assets’ tab:

Clients » Holgings = Dietails = &ssets > Bank account

Caontract details Azzets ¥ Income Analysis
~Add note
Bank accounts Directly held Contracts SIFE reports
Trustss account I Bznk accounts |

Lpplication status |IF| force

Provider |Jarnez Hay Limited f [1 I Marz
Date account opened |I:I§_-"III4_-"2I:I].I:I -
Sort code / Account number | |23232323 Information can be
Account type [ Interest rate |Depczit account | recorded manuaIIy in
Current balance / Date valued | 165,000.00 |':'9-"-':'4-".2':'1':' the ‘Notes’ field.
Signatories [ Miss Clift & Mr Rowan
Notes )
Ik Switch to full recard
Value of all bank accounts 180,000.00

6.2 Updating the Value of the Bank Account

The Bank Accounts are updated in Details > Assets > Bank Accounts > Bank Account tab:
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Clients > Holdings » Details » 2ssets > Bank account

—

Holdings Caontract details Azzets [ Inceme Analysis
Eank accounts Directly held Caontracts SIPP reports Cessation
Trustss acceunt I Bank accounts
Account Type Account Number Date Valued Balance
James Hay Limited Dieposit Account 00998877 08/04/2010 20,287.09
To update the value,
click on the Bank
Account to access the
Holding.
I} View archived bank accounts Value of General bank zccounts 20,987.09

Once in the Bank Account Holding, navigate to the Details screen:

Clignts = Helgings = Details

Ik Switch to full SIPP

valuation date [08/04/2010 |E

F
Account name L Clift-G
Current value of deposit | Z0,987.0
Current annual rate of interest i—
Current income 0,00 p.g.

Sort code / Account number |

00558877

Account type | Deposit Account

Update the ‘Current

Interest type |Varizble

Withdrawal notice period (if any) | days

value of deposit’ and

Signatories |

Date information updated |

the ‘Valuation date’.
Add ‘Notes’ if

Provider's custemer number |

reauired.

Contract issue number |
Maturity date
Notes

To navigate back to the SIPP, click Switch to full SIPP.
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7 Keeping Records Updated

When any asset is recorded into a SIPP, as well as the SIPP itself, it can either be recorded as ‘Info Only’
or ‘New Business’. Any record recorded as ‘Info Only’ requires only the appropriate fields to be
completed within ‘Product’, ‘Contributions’, ‘Details’ and, potentially, the ‘Remuneration’ screens.

If a piece of ‘New Business’ is entered, then all the screens above, plus the ‘Administration’,
‘Remuneration’ and ‘Submission’ screens need to be completed:

Clients = Haolgings > Administration

Add note

FrEmo Trustee account Bank accounts Directly held Contracts
Product
Contributions Status MNew business Applic. date Submitted Effect. date

Ceialls Initizl In force 23/10/12  |#Select
Administration
Tasis

Remuneration

Submission

Work (122)

These screens can either be accessed from within the SIPP (as shown above) or from within the
individual Holding record. All types of assets will have this functionality.
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Clients = Heoldings = Administration

SIPP Trustee account Bank accounts Directly held Contracts
&%y Event S New business Applic. date Submitted Effect. date
Increment In force Yes 09/04/10  |» Selec
Initizl In force Yeas 08/04/10 v Selec
Select the relevant tab and
choose the appropriate
checklist.
Show the admin records for: |-'l.|| Holdings | ¥ | F,|

Once a checklist is selected, the relevant Holding will be displayed with the checklist - in this example
the ‘Administration’ checklist of the ‘Bank Account’ has been chosen:

emma Clift = Lloyds T nk = Bank current account = 00998877 El |_

Ik Switch to full SIPP

Clients = Holdings = Administration

Administration Cessation

Administration Case source Contract Mo,

Complete all red fields.

Mew Business |Yes

Actian | Initial
Status | n fopZe
Business source

3

Current position [outstanding action Lvaiting ahl-c:nc.-iedgernent

Proposal to Cllent

Loplication received
n

JJI

Application dated
Submitted date

Intended effective date

o
N Ensure that the ‘Complete
o

admin checklist’ is clicked

J

once all completed.

|

Service manacder for this cade

New business record complete 4l Complete =
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The ‘Tasks’, ‘Remuneration’ and ‘Submission’ areas all work in the same way. If a tab is selected from
within the SIPP, CCD will navigate to the relevant screen in the individual Holding record.

8 SIPP Reports

There are a number of reports available to use which will either show the SIPP together with any other
Holdings the client has, or can show the valuation of the SIPP on its own.

To create a report which only shows the SIPP and what has been paid in and what the value is, navigate
to the SIPP Details screen, ‘Assets’ tab and ‘SIPP Reports’ tab:

Clignts = Helgings > Details > £zs52ts > SIPP Reports

Contract detazils Azzets T Income Analysis
Add note
Bank accounts Directlhy held Contracts SIPP reports Cessation
valuation date [23/10/2012 [H]
Contributions to date Valuations
Trustes account contribution balance 15,007.08 Trustee account i0,908.98
Allocated to other bank accounts 20,000.00 Other bank accounts 20,987.09
Allocated to directly held assets 100,000.00 Dire:tl'r' held assets 100,000.00
Allocated to contract based assets 25,000.00  Contract based assets 24,908,398
Tetatontriooteas into the SIFP 150,007.08 Total lizbilities 0.00
8 rint Income schedule Current value net of borrowing 155,805.05
Total income drawn down 0.00
& Print va = =
¥ Copy down
' & Print Last valuation date [23/10/2012 [E)
& Print Last valustion 155,805.05
O Print = Annual return since this valuation® 0.00%
ENFrint foreign currency valuatiopAtatement
There are a number of reports

here which may be useful.

Showing below is an example of the SIPP breakdown report:
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SIPP Report
SIPFP Breskdown report prepared for Miss Clift

Miss Clift

SIPP Provider and Pelicy number
James Hay Limited SIPP LO2884F77
Trustee Bank Account
James Hay Limied Trustee Bank Account 123343211
Generzl Bank Accounts

James Hay Limied Deposk Account 00935577
Cirectly Held Assets

L& EouRles

LB Flned Inferest
Contracts

James Hay Limisd Truses mvesiment Plan NUSEs54ss

Current Yalue

Tuokal barrowing necorded
Toial Income drawdown

Tofalwalue of ks PP

Total walue of all 5IFPs

This report covers all of the assets held within the SIPP.

The SIPP will also show on the reports which can be printed from the Clients > ‘Reports’ section.

The SIPP will show as a single product on the ‘Retirement’ reports, unless the ‘SIPP Summary’ report is

selected:

Retirement contracts

Scheduls of retirement contracts. Prepared for Miss Clift
Todal
Contract/ Contravied RAagular Eingle
o Cont. Conts.

Folicy Number valuation

Frowiser Contra fpe

Miss Clift
James Hay Limted Sat mpmgoed Sargooe) Samgian

Toral for Miss Cif
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9 Small Self Administered Scheme - SSAS

A SSAS is entered in much the same way as a SIPP. Go to a corporate client’s holdings and then select

the Scheme tab:

Clients > Holdings = Schemes

‘ Heldings ,l Enquiries [0)

Centracts [2)

Schemes [2)

& Frint client

Group Critical Illness

schemes schedule

Group Critical Illness

Scheme Mo

Started

’ =
: + Add record

Members

03/0%/09

Filter schemas by: [ Current schemes only

[*]

Employee benefit scheme schaduls

Use the ‘+Add record’ button to record details of the SSAS.

Clients » Heldings = Schemes > Overview

Chierview ¥

Sch. Assets
Administration
Tasks
Remuneration
Membership

Under contacts add
the principal scheme
contact other scheme
contacts and both
member and other

trustees.

pe—

——,
(Cu nta cts)

(Advisers)

Scanned Docs

Scheme status

Client

Scheme Name

Provider

Product basis

Product category

Product type

Product display name for reports

Adviser

Staff

Scheme number
Start date

Date scheme expired
Next renewal date

Next review date

L N
| Curre
[13ck 10 Ltd

Ik Change

[12ck JDHE\\EAE

| AN\

|Retirement

[small self Adm\ \ed Scheme

[Funl

Small Self Adminis cheme

A\

[Fzlmer Jon

[1znzthan Dance

A\

N\

[1u788753534
El

N\

Add ‘Accountant’ and
‘Solicitor’ details here.

Scheme reference 1234MN31658
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9.1 Directly Held Assets

To add ‘Directly held’ assets, use the ‘+Add record’ button within the ‘Sch. Assets’ screen of the scheme
and then complete these pages:

Clients > Holdings = Schemes = Overview » Assets > Directly held

Centracts Directly held EBank accounts “aluations

<‘ + Add record >

Administration Asset type Asset type Date valued Value
Tasks
Remuneration
Membership

work (0)

Ik View archived assets

Total value of funds applied to acquire direct assets held o]

Total value of directly held assets listed

Complete the screen as you would do for any directly held asset or fund and when you navigate back to
the ‘Directly Held’ tab, this will show:

Clients > Heldings = Schemes > Overview = &s5sets = Directly held

Contracts Directly held Bank accounts Waluations

Overview + 2dd record

. . ontract type Asset type Asset type Date valued Value
Administration

Tasks UK Fixed Interest UK Fixed Interast UK Fixed Interast 23/10/12 40,000
Remuneration
Membership

(T
screen in a SSAS, so enter

the amount used to
purchase ‘Directly held’

here is no contribution

\assets here.

Ik View archived assets

Total value of funds applied to acguire direct assets held i)
Total value of directly held assets listed 40,000
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9.2 Contract Based Assets

To add ‘Contracts’, use the ‘+Add record’ button and complete the following screens.

CAPITA Holdings records

FINANCIAL SOFTWARE

The Carpet Group > Pension I_

Clients > Holdings = Schemes > Owverview > Assets

Holdings 3 Contracts Directly held Bank accounts waluations
Assets Borrowing Laan backs
L g Provider Contract type Contract no.
Standard Life Unit Linked Bond 45678390 20,/08,/07
Total

Quik

Enter the details of the Contract:

Clients = Holdings > Schemes = Overview > Assets > Conkract

Holdings # Contract Investments Sub zszets Withdrawals Administraticn
Application status |In force
Contract helder [Jack Jones Ltd
Provider [Standard Life g ]

Perscnal / Occupational [Persenal

Product basis |Investment

Product categery [Investment Eond
Product [Unit Linked
Product display name for reports |L|nit Linked Bond

Earmarked member | Ik Maore
Centract number [24357250
Application dated
Effective date

Adviser |Dance, Joenathan

B

To enter full contract details
normal contract based asset.
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9.1.1 Contract Based Borrowing

Clignts > Heldings = Schemes = Owverview > Assets > Borrowing

Contracts Dirzctly held Bank accounts “aluations

< Barrowing > Lean backs

Remuneration ! 4 Add record

Membershi # -
embersnip ™ Provider Contract type Contract no. Effective VEINE

Work (0)

Add mortgages and
loans in the
‘Borrowing’ tab.

Total borrowing

Enter the details of the Borrowing or loan, you can use the Switch to full record to record more details:

Clients > Heldings = Schemes » Overview = &ssets > Contract

Caontract Baorrowing

Owverview Add note

Sch. L2 Application status [In force
Administration Contract helder [Jack Jonesz Ltd

Tasks Provider |N|:|r|.-n'|:h B Peterborough Building i:flﬁ
Remuneration

Perscnal / Occupational | Commercial
Product basis [Meortgage
Product category |Repa',rrnent muortgage
Product |Mu:|rtgage
Product display name for reports |Commer|:ia| mortgage [(Repayment)
Contract number [234567850
Application dated
Effective date

Adviser |

Membership

Mota: You are currently viewing a summary of the asset / liability of this scheme. To Switch to the
full details of this contract, click Switch to full record.
¥ou will need to return to this screen via the full navigation path. Switch to full record. B

Once completed, the ‘Borrowing’ tab the borrowing will show as follows:
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Clients » Holdings » Schemes » Owverview » Assets > Borrowing

Centracts Directly held Bank accounts waluations

Administration Barrowing Loan backs
Tasks -
Remuneration : ¥ Add record

Mmooy Contract type Contract no. Effective

Maorwich B Peterberough Commercial martgags [Repayment] 34557850 oifiz2/11 200,000

Total borrowing 200,000

£lE|8
& 3
i

9.1.2 Loan Backs

The facility for a SSAS to lend money back to the Company can provide an alternative and attractive
investment opportunity. They can be recorded on the SSAS record using the ‘Loan backs’ tab:

Clients > Holdings > Schemes > Overview > Assets > Loan backs

Contracts Directly held Bank accounts Valuations

Owverview

Administration Borrowing Qoan back‘s>

Tasks
Remuneration : * Add record

Membershi
P Amount Value

Jack Jones Repayment Purchase of equipment 35,000

Total loaned 30,000

o
g
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Clients Clients > Holdings > Schemes = Overview > Assets > Loan back

Loan back

<l Overview Loan back Add note
Administration Loan date [13/01/2012 ||
ISSEEE Loan outstanding (£) 30,000.00
Remuneration Outstanding date [30/10/2012 ||

Membership

Original amount borrowed (£) 35,000.00
Work (< <Clien Repayment amount (£) 1,000.00
Frequency | Monthly
L Loan type |Repayment
Calculators Borrower(s) |Jack Jones
Reason | Purchase of equipment

Reports
Complete the white

fields and once done,
click Overview.

The Loan back will now show:

Clients > Holdings > Schemes > Overview > Assets > Loan backs

Contracts Directly held Bank accounts Valuations

Overview

Administration Borrowing Loan backs
Tasks -
Remuneration : ¥ Add record
Membership

Amount Value

Jack Jones Repayment Purchase of equipment 35,000
Work (0) pay! quip i

Reports

Total loaned 30,000
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9.3 Bank Accounts

Clients = Heldings = Schemes = Owverview > Assets > Bank accounts

Caontracts Directly held Bank accounts Waluations

[ \
!+ Add record

Administration e Contract type Asset type < Date valued Balance
Tasks Bank account Deposit account Llayds TSE Bank 23/10/12
Remuneration

Membership
Add details of each

bank account.

Account notes

The interest rate for this account is variable and is currently 1.3%.

Total of all bank account balances is \\

calculated or a manual over ride Current value of Trustee’s bank account *
figure can be entered. Date of value recorded \[22/10/2012 [E

Complete the relevant fields ad then click back on ‘Bank Accounts’ on the breadcrumb:

Clients > Heldings = Schemes > Owverview = &ssets = Bank Accounts > Account

Bank Account

Owverview Bank account Add note

Administration Account status | Open
Tasks Date account openad | 14/01/2011 -
Remuneration Current balance (£]) 24,378.05

Membership Balance date |23/10/2012
Account type | Ceposit account

Sort code |200938
Account number |87654327

Signatories |MrJ Jones and Miss C Fryer

Bank |[Lloyds TSE Bank
Bank =ddress |13 High Strest
Town |[Harlow
County |EEEE>C

Post code |EL3 7YH

9.4 Reports
The reports for the SSAS are found in the ‘Valuations’ tab and give a complete set of reports specific to the
SSAS.
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Clients » Haldings = Schemes = Owverview > Sssets > Valuations

Centracts Diirectly held Bank accounts < waluations >

valustion date [23/10/z01z [EF]
Tasks Total investment applied to directly held assets 40,000.00
e Total investment applied te contract based assets held 50,000.00
Membership Total investment S0Q.000.00
value of Bank account(s) 24,378.09
value of directly held assets listed [(GEF) 40,000.00
Value of contract based assets held 150,000.00
Value of loan backs 20,000.00
Total of scheme assets 244,378.09
Totzl borrowing recorded 200,000.00
Current value, net of borrowing 44,378.09

¥ Copy down
Last valuation date

& Chart assets by investment sector® Last valuation (GEE)

O, Chart =ssets by z=sset type* Annual return since this valuation -100.00%

Administration

L, Create a S55AS valuation report

&, Create valuation showing individual asset posititions*

10 Adding a New Wrap

This section will take you through adding a new Wrap to CCD as well as recording the initial contribution. The
good news is that if you already add SIPP’s to CCD, then you will be very familiar with the screens that you will
see within a Wrap.

The Product screen should be completed as normal with the relevant information:

Clients = Holdings * Product

Product Allacation

Overview Add note
P ct Application status |Ir1 force
Contributions Contract holder [Smith, J Ik Change

Details Contract reason / objective |Investment of lump sum
Administration Scheme |

EEE . Provider |[1st Scurce Direct "E:? O »Morz €3
Remuneration .
Personal / Occupational [Personal

Product basis [Savings

Product category | Individual Savings Accounts
Work (134] Product [Cash I15A Ik Notes

Product display name for reports* |CE|5|'| 154
on Platform? [

m Is this plan a trustee investment? |[No
Contract number [14123123123
Application dated [21/07/2011 &)

Application received [21/07/2011 |
Effective date [10/08/2003 &
Next contract review date [05/11/2009 ||

Submission

Documents
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10.1 Adding the Initial Contribution (if money)

Contributions or assets that are being transferred into a Wrap, must come through the Cash account, which
will automatically get set up when the initial contribution is added.

To add the initial contribution or asset to a Wrap, select the ‘+Add Contribution’ button and complete the

following screens:

Clients > Heldings = Wrap > Contributions

Cash account Bank accounts Directly held Contracts

Crhwersiew N
Prod Source Destination Contribution Freq.

Cant
Dretails
Administration

Tasks Use the ‘Add

R - _—
e contribution’ button
Submission

for all monies being
added into the Wrap.

— Allocate Contribution

& Schedule of contributions to date Balance of regular contributions |

£, Schedule of contributions up to Balance of single contributions |
tax year beginning [ 2012 Balance of total contributions | I+ Adjust

Now complete the screen which is displayed. This screen is displayed the first time money is added to a Wrap.
With subsequent contributions, the screen does not contain the top section.
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| New Cash account details

Application status [In force
Provider |Nuc|eus Financial Services ot [
Date account opened This section sets up the
Cash Account.

Sort Code / Account Number | |

Interest Rate

Current Balance / Date | 200,000.00 [03/10/2012

Signatories

Bank account notes

 Initial Contribution Details This section adds the
Status [In force contribution into the
Contribution Source | Transfer Cash account

Event | Initizl

Effective date [03/10/2012 [F] T 41nsert from
Contribution / Frequency | 200,000.00 |5 -
Contribution notes | ¥fer from a Sterling Investment Bond|

[ Use this ‘Notes’ box to
H record relevant
- information.

Cash account |

Current halan:el 200,000.00 0 his inf i
Update balance to | 200,000.00 Al Auto fill £200,000.00 nce this information
| has been completed,
4l Cance I+ Add Contribution ‘ .
click on the ‘Add

The following series of pop up boxes will then appear: Contribution” button.

r

Message

Is this contract being recorded as Mew Business or for Information
only?

LInﬁa. Only I l Mew Bus.J

Once the above boxes have been completed, the system will go to the Cash account Product screens:
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a N o : —
licy Company Limited > Cash account > No policy number | =—3 J
Complete the Cash cnmee o=
Ik Switch to full Wrap
account screens as

normal.

uct Application status [In force On the main menu
Contributions Contract holder |Hal-cl-cim=_lr1, 1 screens of this
Details Contract reason / objective | . .
Administration Scheme | hoIdlng, there will be
:Z:'ll:neratiun Prnn_.rl'der [ 1st Policy Company Limited a link back to the
Submission Personal / Occupational |Curpurate
Product basis [Investment \
Product category [Cash account N
Product | Dieposit account Ik Motes
Product display name for reports® |Cash account
on Platform? [
Is this plan a trustee investment? l—
Trustee Bank Account Account Number  [Ne policy number

Application dated [18/08/2013 [H|
Application received [18/08/2012 ||
Effective date [18/06/2013 |

Mext contract review date Reason

‘Wrap’ record.

* The Product display name appears on client and management reports and can be overeritten.

If the Switch to Wrap button is used, you will be take back to the Details section. Click back to Contributions
to view and spend the contribution.

Clients » Heldings > Wrap > Contributions

Cash account Bank accounts Directly held Contracts

Crhverview - ‘J_‘ + Add Contribution .

Product Source Destination Contribution” Freg.
Cantributio

Details
Administration
Tasks
Remuneration
Submission If any amendments

03/10/12 Initial Transfer Trustee Bank Account 200,000.00

are needed to this
contribution, click
onto the ‘Notes’ icon.

— Allocate Contribution

& Schedule of contributions to date Balance of regular contributions | 0.00
& Schedule of contributions up to Bzalance of single contributions | 200,000.00
tax year beginning [ zp12 Balznce of total contributions | 200,000.00 I Adjust

Further contributions can be added to the Cash account by selecting ‘+Add Contribution’ once again at the top
right of the screen.

As the Cash account has now been set up, only the contribution details need to be recorded:
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Status |In force

Contribution Scurce |FPersonal
Event [ Initial
Effective dats [09/10/2012 [H)
Contribution / Frequency | 25,000.00 IS_

Contribution notes

Cash account

200,000.00
225,000.00 A Auto fi

Current balance |

Update balance to |

4l Cancel b Add Contribution and update

Enter the additional
contribution details.

Selecting ‘Auto fill" will
update the balance of
the Cash account.

Once the screen has been completed, select ‘Add Contribution’. The following pop up box will then appear:

Message

Is this contract being recorded as Mew Business or for Information
Only?

[_Inﬁ:-. Only ] [ Mew Eius.‘!

e ——
Clients = Heldings = Wrap > Contributions
Holdings - Cash account Bank accounts Directly held Contracts

Select as appropriate.

Date Event Source Dvestination

Initial Fersonal Trustee Bank Account

Initial

09/10/12
03/10/12

Transfer Trustee Bank Account

The ‘Contributions’ screen
will detail the additional
contribution into the Cash
account within the Wrap.

ol ! + Add Contribution

Contribution Freq.

25,000.00 5 [
zo0,000.00 5 [

f contributions to date Bzalance of regular contributions |

Bzlance of single contributions |

ontributions up

tax year beginning

Balznce of total contributions |

225,000.00 I» Adjust

10.2 Setting up a Cash Account

The section above has explained how to set up the basic details for the Cash account as well as confirming the

initial contribution into the Wrap.
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When the initial contribution is added CCD will navigate to the Product screens for the Cash account, so it can
be set up in full. If the Cash account is not completed in full at this stage it can be accessed at a later date.

This is done from the Details screen of the Wrap and in the Assets tab:

Cwerview
Product
Contributions
Details
Administration
Tasks
Remuneration
Submission

Clients = Holdings » Detzils » Ass2ts > Bank account >

Centract details Aszzsts ¥

Incems

analysis

Bank accounts

Directly held

Contracts

Add note

Wrap reports Cessation

Cash account I

Bank accounts |

Application status |Ir| force

Provider [Nucleus Financial Services

Date account opened |03/10/2012 -

wg O i Mars

Sort code / Account number |

EEEGEEEE

Use this button to

Account type [/ Interest rate |Depc|5it account

Current balance / Date valued |

225,000.00 [23/10/2012

switch to the full ‘Cash

Signatories |

account’ holding

I+ Switch to full record

record.

e ——
Walue of all bank accounts

225,000.00

The following screen for the full Cash account holding will be displayed:

Mika Hakkinen > 1st Policy Company Limited > > . | D

Contributions
Details
Administration
Tasks
Remuneration
Submission

Clients > Haldings > Product

Product Allocation

(v Switch to full Wrap )

Application status

Contract holder

Contract reason / objective
Scheme

Provider

Parsonal / Occupational

Product basis

Product category

Product

Product display name for reports®
on Platform?

Is this plan a trustee investment?
Trustee Bank Account Account Number
Application dated

Application received

Effective date

Next contract review date

/

[1n force

g

| Hakkinen, M

~

On the main menu

screens of this

| 1st Policy Company Limited

| Corporate

holding, there will be

| Investment

a link back to the

[Trustee bank account

| Deposit account

Wrap record.

I
O

—

J

\

18/06/2013

F.eascon

* The Product display name appears on client and management reports and can be overwrittan.

Now that the full Cash Account is displayed, complete the relevant screens as normal.
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Clients = Holdings > Administration

Administration Cessatian

Overview
Product

Contributions Administration Case EDUEE/GEM\

A Eraticn
Tasks New Business |Yes
Remuneration Action | Initial
Submission Status [In force

Business source |Referral from Introducer

urrent position (outstanding action] |Case in force

Proposal to Client - n/a

Application received |18/06/2013
Application dated [18/08/2013 [E] ni=
Submitted date [18/06/2013 [E&] ni=

I /

Mew business record complate 4 Completa admin. checklist

Work (0]

If further money needs to be added to the Cash Account, use the same method as explained earlier, select
‘Add Contribution’ from the ‘Contributions’ screen within the Wrap.

10.3 Allocating Contributions

Once there is money in the Cash account it can be allocated to various assets within the Wrap. For Wrap
reports to display correctly, money must come into and out of the Cash account.

10.4 New Holdings (Assets)

This section deals with allocating money to new Holdings (assets) within the Wrap. Later in the guide it will
look at allocating money to existing Holdings (assets) within the Wrap.
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n Clients = Heldings = Wrap = Contributions

Cash account Bank accounts Directly held Contracts

Orverview B EI + Add Contribution
Product Source Destination Contribution Freq.
Contributions

Details 09/10/12 Initial Fersonal Trustee Bank Account 25,000.00 S [&
Administration 03/10/12 Initial Transfer
Tasks
Remuneration

Trustee Bank Account 200,000,000 5 @

Submission L
To purchase assets within
the Wrap, select ‘Allocate
Contribution’.

( — Allocate Contribution
O schedule of contributions to date Bzalance of regular contributions 0.00

&, Schedule of contributions up to Bzlance of single contributions | 225,000.00
tax year beginning | 201z Balance of total contributions | 225,000.00 I+ Adjust

There are a series of screens and pop ups which need to be completed:

-

Allocate to existing?

Allocate to an existing or to a new holding? Select that this is a ‘New

) Holding (within the Wrap).
/ ——

[

Holding type Confirm which type of

Please select which type of holding you would like to oreate ‘Holding’ (Asset) needs to be

/_/\created.
qga.-km:t Directly Held )| Contract | _

The following sections will look at setting up each of the new Holdings in turn, within the Wrap.

10.4.1 Setting Up a New Bank Account

The following screen will show the fields that need to be completed when setting up a new Bank account:
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| Hew bank account details I
Application status [In force This section is setting up
Provider |[Lloyds TSE Bank ot [ the new Bank account.
Date account opened |09/0%9/2012 -
Sort Code / Account Mumber |209841  [S56787654 I
Account Type [/ Interest Rate | |
Current BEzlance / Date 30,000.00 (09/09/2012 i . X i
. - | | = This section is recording a
Signatorias |

Bank account notes

=~ decrement in the Cash

E account in the Wrap, as
well as the initial

{ Initial Contribution Details i X L

contribution within the

Stztus |In force

new ‘Bank account’.
Event | Initizl

Effective date [05/05/2012 [E] T 4 1nsert from sbove |
Contribution / Fregquency 30,000.00 [5 B
Centribution notes Select ‘Auto fill’ if you
wish to update the
balance of the Cash
Cash account account
Current balance | 225,000.00
Update balance to | 195,000.00 Al Auto fill £195,000.00
5 Once completed,
4 Cancel I+ &dd Contribution | A .
— click on ‘Add

The following pop up box will then appear: Contribution”.

Message

Is this contract being recorded as Mew Business or for Information
Only? I
Select as appropriate.

!ﬂﬁ:. only Mew Bus._]

The system will now go to the Bank account product screens:
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Mika Hakkinen = Lloyds TSB Bank > Bank Deposit account > 56787654 | EH | [

Clients = Holdings = Product

Product

Allacation

Ik Switch to full Wrap

Complete the
Bank account
screens as
normal.

Application status
Contract holder
reason [ objective
Scheme

Provider

nal / Occupational
Product basis
Product category

[1n force

[Hakkinen, M

[Lloyds TSE Bank

[Personal

[other

| Bank account

On the main menu

screens of this

A
/ Add note
/

_\

holding, there will be

a link back to the
Worap record.

Product | Deposit account
Product display name for reports® | Bank Deposit account )
On Blatform? [
Is this plan a trustee investment? l—
Trustee Bank Account Account Number | S6T787654

Application dated [18/08/2013
Application received
Effective date

Next contract review date

Reason

* The Product display name appears on client and management reports and can be overwritten.

Within the Wrap > Contributions screen the decrement will be displayed:

Clients = Heldings = Wrap > Contributions

Cash account Bank accounts Directly held

Overview ! fx%| | + Add Contribution

Product

Contributions

Source Destination Contribution Freq.

11/10/12 Decrement

Details \
Administration 09/10/12 Initial

Tasks 03/10/12  Initial
Remuneratien

Submission

Lloyds TSE Bank 567875354 -30,000.00 S L&
o%,000.00 S [21

200,000.00 5 [&

FETsoTdn TTOSTE = oETTR Hocoarie

Transfer Trustee Bank Account

— Allocate Contribution

= Schedule of contributions to date

& Schedule of contributions up to
tax year beginning [ 201z

EBalance of regular contributions | 0.00
185,000.00
195,000.00 I Adjust

Bzlance of single contributions |

Balance of total contributions |

There will also be a record of this contribution in the ‘Bank accounts’ tab within the ‘Contributions’ screen:
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Clients » Holdings = Wrap = Contributions > Bank Accounts

—
Bank accounts Directly held

Holdings - Cash account

Contracts

Date Ewent Account Name

0s/05/12  Initial Lloyds T5B Bank 56787554

Show the contributions for:
|-'l.|| Holdings

Balance of regular contributions |
Balance of single

Ealance of total

Contribution Freq.
30,000.00 S [

contributions |

contributions |

10.4.2 Setting Up a New Directly Held Asset

Please refer to page 54 of this guide for guidance on starting the process for allocating money from the Cash

account.

This section will explain how to set up a new Directly Held Asset within the Wrap:

b

Haolding type

Flease select which type of holding you would like to create

Bank Acct i|Direcﬂy HEId| [ Contract ]

The following screen is then displayed:

Select ‘Directly Held'.

This section is recording
the decrement in the
Cash account of the
Wrap.

Status

Event

Effective date
Contribution / Frequency
Contribution notes

Cash account

Update balance to

4 Cancel

[1n force

[ 1nitial

18/10/2012 [E]
30.000.00 [5

| -

Current balance |

Select ‘Auto fill’ if you
wish to update the
balance of the Cash

[~ account.
195,000.00 Select ‘Proceed to
| 165,000.00 41 Aute fill £165,000.00 select asset’ to
¢ Froceed to select asset ; continue.
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Is this asset being recorded as Mew Business or for Information
Only?

Select as appropriate.

Clients = Heldings = Dietails » Assets = Position > Select asset

Select the relevant

Pasition Select asset

asset and the number

Crhrerview

Product of units, as normal.

Contributions
N Collectives Equities Fixed interest \/—
Aszet

Administration
Tasks

Remuneration Aurum Skandia Strategic Bond UK Insurance Fund 1.1120 4I5elect
Submission Skandia Lcl Cur Emg Mkt Dbt C Inc USD Offshere FSA 3.4043 AlSelect
Aurum Hndrsn Inst Jpn Enhed Eq UK Insurance Fund 0.9480 J4|Select
Skandia Managed Futures A USD Offshere FSA 9.1596 +ISelect
Skandia Managed Futures & Hgd GEP Offshore FSA 324,1800 4H5elect
Skandia Lel Cur Emg Mkt Dbt C USD Offshore FSA 10.8410 JISelect
Skandiz Total Rtn USD Bd A Hgd SEK Offshare FSA 10.8558 JISelect
Skandia Managed Futures A Hgd SGD Offshore FSA 8.7834 AI5elect

Asset type Current price

Aurum OF Tuottchakuinen UK Insurance Fund 0.9350 AIselect

Show funds for Skandia
Click here to filter by fund type @ Search the collectives database

Navigate back to the ‘Contributions’ screen within the Wrap:

Clients = Holdings = Wrap = Contributions

C cash account ) EBank accounts Directly held

Overview B @ + Add Contribution

_ Source Destination Contribution
Deta”:utlc:ni 18/10/12 Decrement Skandia Managed Futures A -30,000.00 5 @
Administration 11/10/12 Decrement Lloyds TSB Bank S6787654 -30,000.00
Tasks . 09/10/12 Initial Personal Trustee Bank Account 25,.000.00
SEMERSESE. 03/10/12 Initial Transfer  Trustee Bank Account 200,000.00

|

|

|
This screen shows which J

Submission

Directly Held asset the
money has been spent on.

— Allocate Contribution

& Schedule of contributions to date Balance of regular contributions | 0.00
& Schedule of contributions up to Balznce of single contributions | 165,000.00
tax year beginning [ 201z Bzlance of totsl contributions | 165,000.00 Ik Adjust
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10.4.3 Allocating to a New Contract

Once again this section will start at the same point as the previous section. Please refer to page 54 of this
manual for guidance on starting the process for allocating money from the Cash account.

k|

Haolding type

Flease select which type of holding you would like to create
Select ‘Contract’.

Bank Acct I IDirecﬂy Held] | Contract 4|

I—
|| new contract details This section will set

Application status [In force up the basic details
Effective date [22/09/2005 |E| for the Contract
Provider |Fidelity wf O I More

Personal / Occupational [Personal

Product basis [Investment

Product category |In'.-eztrnent Bond
Product |Unit Linked
Contract Notes

This section will

record the decrement
in the Cash account,
as well as the initial

contribution within
|| Initial Contribution details
the new Contract.

Status |In force
Event |Initizl
Effective date |22/03/2003 [E]
Contribution / Frequency IWIS_ Select ‘Auto fill’ if

Contribution notes you wish to update

the balance of the

Cash account.

Cash account

Current balance | 220,000.00

4l Cancel I+ Add Contribution

Contribution’ to

Update balance to | 170,000000 4l Auto fill £170,000.00 | Select ‘Add
|
|

continue.

Message

Is this contract being recorded as Mew Business or for Information

Only? Select as appropriate.

Bus. ]

=

| Info. COnly I [ Mew

You will be taken to the Product screens for the new contract that has been added. The Holding can be
completed in the normal way.
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The Contributions screen within the Wrap will display the decrements from the Cash account:

Crhrerview
Mruduct
tributions
Lrcians
Administration
Tasks
Remuneration
Submission

Work (0]

)

Clients » Heldings = Wrap = Contributions

Bank accounts

( Cash account )

Directly held Contracts

Source
19/10/12
18/10/12
11/10/12
09/10/12
03/10/12

Decrement
Decrement
Decrement
Initizl Farsonal

Initial Transfer

Destination

Fidelity Unit Linkasd Bond
Skandiaz Managed Futures A
Llayds TSE Bank S&787654
Trustee Bank Account
Trustee Bank Account

E + Add Contribution
Contribution
-40,000.00
-30,000.00
-30,000.00

25,000.00
200,000.00

— Allocate Contribution

& Schedule of contributions to date
& Schedule of contributions up to

tax year beginning [ zo12

Balance of regular contributions |

0.00

Balance of single contributions |

125,000.00

Bzlance of total contributions |

125,000.00 I+ Adjust

The ‘Contracts’ tab will detail the initial contribution into the new Contract (Holding):

Clients

Creerview
Product

tribu
Details
Administration
Tasks
Remuneration
Submissian

Clients » Heldings = Wrap = Centributions > Contracts

Cash account Bank accounts

19/10/12 Fidelity

Unit Linked Band

Contract no.

9876543

~
Directly held ¢ Contracts

Contract type

Contribution Fregq.

40,000.00 s [&

Show the contributions for:
|A|I Holdings

ME

Balance of regular contributions |

0.00

EBalance of single contributions |

40,000.00

Balance of total contributions |

40,000.00
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11 Updating New Bank Accounts, Directly Held Assets and Contracts

Once a new Holding has been set up within the Wrap there will be details that need to be updated. This is
done within the Details screen and ‘Assets’ tab in the Wrap:

The tabs here give

Clients = Heldings = Details > Assets > Bank account

access to the Holdings

Contract details Aszssts w Incoeme Analysis o
C_ _) within the Wrap.

Overview /\

Product
antributives Eank accounts Dirzctly held Caontracts Wrap reports Cessatien

Caszh zccount I Eank accounts |

Remuneration Application status |Ir| force

Submission Provider [Hucleus Financial Services "E:i' O ¥ Mare

Date account opened |03/10/2012 -

Sort code / Account number | [s8765a22

Account type / Interest rate |Depu5it account |
Current bzlance / Date valued | 125,000.00 | 23/10/2012
Signatories |

Notes E

I+ Switch to full record

value of all bank accounts 155,000.00

Each of the Holdings added within the Wrap can be accessed from the tabs displayed above. This guide will
only look at one of these, as each of them is completed in the same way as a standard holding.

Access the Holding:

Clients > Heldings = Details = 2ssets = Contracts

Centract details Inceme &nalysis

Owverview Add note
Product
Contributions Eank accounts Directly held Contracts Wrap reports Cessation
Cretails

Administration
Tasks

Remuneration
I Fidelity Inwvestment Band 98765432 19/10/2012

Contract type Contract no. Effective Value

Access the individual
holding record, by
selecting the relevant
contract.

Totzl value of contract based assets 0.00

IbView archived contracts Total borrowing recorded 0.00
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Complete relevant information:

Mika Hakkinen = Liverpool Victoria Portfolio Managers Ltd > Bank Deposit account = 56787634 | | D

Clients > Heldings = Product Ir Switch to full Wrap

Product Allocation

Add note

t Application status |Ir1 force
Contributions Contract holder [Hakkinen, M Ik Change
Details Contract reason / objective [ Investment of lump sum
Administration Scheme |
-Rr::'llf.lzneratiun Provider [Liverpool Victoria Portfolic Managers Ltd ";:? [ I More 9
Personal / Occupational |[Personal
Product basis | Other
Product category | Bank account
Product | Deposit account Ik Motes
Product display name for reports* | Bank Deposit account
on Platform?
Is this plan a trustee investment?
Trustee Bank Account Ac

Submission

Application dated
Application received
Effective date

* The Product display name appears on dient and management reports and can be ovenaritten.

Cliznts » Heldings > Administration I Switch to full Wrap

Administration Cessatien

Crrersiew
Product
Contributions Administraticn Case scurce Caontract Mo,
Dretails
Administration
Tasks MNew Business

Remuneration Action iInitizl

Submission Status ilIn force

Business source Referral from Introducer

Current position (cutstanding action] As with a standard
Proposal to Client : i

new piece of business,

Application received
spplication dated {15/05/201% complete all red fields.

Submitted date [13/03 niz i
Intended effective date

Service manager for this case |

New business record complete 4l Complete admin. checklist

Once the ‘Administration’, ‘Tasks’, ‘/Remuneration” and ‘Submission’ screens have been completed in the
‘Holdings’ record, they will be displayed in the Wrap record.
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12 Adding Contributions to an Existing Holding

Once the Holdings have been set up within the Wrap, it is possible to add further contributions to each of
them when required.

12.1 Adding to an Existing Contract

To add additional contributions to an existing Directly Held Asset, use the ‘Allocate contribution’ button in the
Cash account, Contributions screen:

Clients > Heldings = Wrap > Contributions

Cash account EBank accounts Directly held Contracts

Overview B FE + Add Contribution
Source Destination Contribution
Deta 15/10/12 Decrement Fidelity Unit Linked Bond -40,000.00
Administration 18/10/12 Decrament Skandia Managed Futures A -30,000.00
Tasks 11/10/12 Decrament Llayds TSE Bank 58787554 -30,000.00
Remuneration "

09/10/12  Initial Parsonal Trustee Bank Account 25,000.00
03/10/12  Initial Transfer Trustee Bank Account 200,000.00

Submission

Use the ‘Allocate
Contribution’ button.

C — allocate CnntribuE

& Schedule of contributions to date Balance of regular contributions | 0.00
& Schedule of contributions up to Ezalance of single contributions | 125,000.00
tax year beginning [ 201z Bzlznce of tetal contributions | 125,000.00 Ik Adjust

-
Allocate to existing?

Allocate to an existing or to a new holding?

Select ‘Existing’.

Conce | (st ) Qiiotos D
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Status | In force

Ciestination Type I_Cn'".trm.::
Cestination holding/§ Eank Account d

Even % Select which type of
Effective date M

Asset will be having an

Contribution / Frequency

increment added to it.

Ceontribution notes

Cash account

Current balancel 125,000.00
Update balance to | 100,000.00 A Auto fill £125,000.00
4l Cancel Ik Add Contribution and update cash account balance

Status [In force

Oestinaticn Type |Ccntract
Destination holding [L234B247 75 | Select the existing
— T —

............. T Holding to which the
increment is being

EventElEEED

Effective date
Ceontribution / Frequency

applied.

Contribution notes

Cash account

Current balance | 125,000.00
Update balance to | 100,000.00 A Auto fill £125,000.00
4 Cancel Ik Add Contribution and update cash account balance

Status | In force

Cestination Type |Ccntract
Destination holding |Fide|it',- Unit Linked Bond
Event |Increment
Effective date [23/10/2012 [H|
Contribution / Frequency | 25.000.00 [5 Complete the details

Contribution notes - of the increment and

1]

select ‘Auto fill’ to

update the balance of
Cash account
the Cash account.
Current balance | 125,000.00
Update balance to | 100,000.0@ Al Auto fill £100,000.00
1l Cancel I+ Add Contribution and update cash account balance
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Is this contract being recorded as Mew Business or for Information
Only?

Select as appropriate.

{ Info. Only

— -~ B _W If more assets need to be added,
Would you like to add mare details to this subasset? select ‘Yes’ and the following page
will be displayed.

Cliznts = Heoldings = Details @h to ful@

Contract details Aszzets withdrawals Analysis A\

Overview Add note
Product

Contributions Further details can

Cretails
Administration be added to the

Remuneration Administrator
Tasks

Remuneration - F“"dFSUEE;mEFRE’c Holding record.
Iscretionary Fun anager
Beneficiary Return to the Wrap
Benefits paidon | by selecting ‘Switch

Income reinvested ,
Investment - tax year end to full Wrap at the

Maturity dats top right of the
Assigned? In trust? |_
Is an Mva zpplicable? b View data cheen. )
Valuations Waluation data |[Summary Ik Hint

Date of current valuation |19/10/z012 Ik View Notes
Mext scheduled valuation

Electronic valuation available? |Yes Py Ir Update Values Now

Submissian
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12.2 Adding to an Existing Directly Held Asset

To add additional contributions to an existing Directly Held asset, use the ‘Allocate contribution’ button in the

Cash account ‘Contributions’ screen (as seen above).

The following pop up box will then be displayed:

i

Allocate to existing?

Allocate to an existing or to a new holding?
Select ‘Existing’.

Cancel ” MNew } l Existing J

Status [In force

Destination Type i:irectl-,- Held
Destination holding Iﬁ:andia Manzaged Futures & USD

Event | Select the asset which
Effective date . .
Contribution / Frequency will be havmg an
Contribution notes increment added to it.
Cash account
Current balance | 100,000.00
Update balance to | 100,000.00 A Auto fill £100,000.00
Al Cancel Ik Add Contribution and update cash account balance
Status |In force
Destination Type |Direct|',- Held
Destination holding |Sl-candia Managed Futures A USD
Event |In:rement
Effective date [23/10/2012 [EF]
Contribution / Frequency | 20,000.00 |5
Contribution notes Complete the screen and
select ‘Auto Fill’ to
update the Cash account
Cash account balance and then select
Current balance | 100,000.00 ‘Add Contribution’.
Update balance to | 80,000.00 4l Auto fill £80,000.00
Al Cancel I+ Add Contribution and update cash account balance
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Is this contract being recorded as Mew Business or for Information
Only?

Select as appropriate.

To update the fund information,
select ‘Yes’ and the following
page will be displayed.

Clients = Haldings = Details > Assets > Position

Pasition Select azset

Overview tzset selected®: Skandia Managed Futures A USD
Product
Contributions Current number of units / unit type |4CII:II:I | Initial

Dretails Units current date [18/10/201Z |

Administration Original investment / Date of investment | |
;Z:nt:neratiun Sector | Hedge/Stru Prod -

= imrEsrao Asset type | Collective

Type of helding to which this asset belongs | Investment

Current Mid price (USD) 9.1596
Price date 22/10/2012

Current value of position in Skandia Managed Futures A USD (USD) 26,6328.40

Exchange rate (a=s at 13/05/11) lil.EB
Current value of position in Skandia Managed Futures A USD (£] lm
Total current value of holding lm
Exposure of holding to this asset lilﬂﬂ B
Raturn since date of investment li

b Update current price details

Peosition I Allocation | Aszzet breakdown | Motes [ Factsheet | Histaric

12.3 Adding to an Existing Bank Account

To add additional contributions to an existing Bank Account, use the ‘Allocate contribution’ button in the Cash
account Contributions screen (as seen above). The following will then be displayed:

-
Allocate to existing?

Allocate to an existing or to a new holding?

Select ‘Existing’.
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Status |In force

Destination Type |_El-a b2
Cestination holding E
Directly Held
Contract

Event
Effective date
Contribution / Frequency

Contribution notes

Select the Asset which
will be having an

increment added to it.

Cash account

Current balance | £20,000.00

Update balance to | 80

4l Cancel

20,000.00 A Auto fill £80,000.00

Ik Add Contribution and update cash account balance

Status | In force

Ciestination Type |Ean|-c Account

Cestination holding |L|c',-n:|3 TSE Bank S67876354
Event |Incrernent
Effective date [23/10/2012 [B|
Contribution / Frequency IWIS_

Complete this page.

Contribution notes

Cash account

Current balance | 20,000.00

Update balance to |

4l Cancel

60,000.00 Al Auto fill £60,000.00

Ik Add Contribution and update cash account balance

Select ‘Auto fill’ to
update the cash
account balance.

Finally select ‘Add
Contribution’.

Message

Is this contract being recorded as Mew Business or for Information
Only?

LInfo. Only ] [ Mew Eus.J

Message

Waould you like to add maore details to this subasset?

If ‘Yes’ is selected the following screen will be displayed:

Select the relevant
option.

Select ‘Yes’ if more details
need to be added to the
Bank account holding.
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Clients > Holdings = Details Ik Switch to full Wrap
F

Account name [Robson, 5 C

Overview Current valus of deposit | 30,000.00 Valuation date [05/05/2012 [H)|
Current annual rate of interest

tions Current income 0.00 p.a.
Sort code / Account number | 305841 | 567876554
Y nstration Account type
Tasks Interest type

EEE-IUFIEF.EUW Withdrawal notice period (if any) days
Submission

Signatories |
Date infermation updated

Provider's customer number

Contract issue number
Maturity date

13 Allocating Money from the Bank Account

Any money allocated to the Bank Accounts may be spent in the future. Money from these accounts can be
allocated back to the Cash account to enable the money to be spent on Directly Held assets and Contracts:

Clients = Heldings > Wrap > Centributions > Bank Accounts

Cash account Bank sccounts Directly held Contracts

—

Owverview i = Re-allocate Contributio
Da =

23/10/12 Increment Llayds TSE Bank 567876854 z0,000.00 S [

Administration 05/0%/12  Initial Lloyds TSE Bank 56787654 30,000.00 5 @
Tasks
Remuneration

Submission In the ‘Bank Accounts’
tab, select ‘Re-allocate
Lo 2 Contribution’.

Balance of regular contributions | 0.00
Show the contributions for: Bzalance of single contributions | 50,000.00
All Holdings [ ] Bzlance of total contributions | 50,000.00
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Status |In force

Bank account to be decrementad |L|D',rd5 TSE Bank 56787654 Complete the

Event | Cecrement

information on this
Effective date |23/10/2012 [E]
Contribution / Freguency 20,000.00 (5 page.

Contribution notes

Cash account

Current balance | 60,000.00 @ Omit fram TEA totals
Update balance to | 20,000.00 Al Auto fill £80,000.00

Lloyds TSE Bank 56787654 bank account

Current balance | 30,000.00
Updste balznce to | 10,000.00 4 Auto fill £10,000.00 Select ‘Reallocate’

4l Cancel ¢ Reallocate to the cash account D

There is a button to confirm if you want this amount omitted from the cash account totals. Use if required.

The ‘Bank Accounts’ screen will show a decrement and the Cash account will show an ‘Internal transfer’:

E Clients » Heldings = Wrap = Contributiens = Bank Accounts

Cash account EBank accounts Directly held Contracts

Crrarview = Re-allocate Contribution
Product i Account Name Contribution Freq.
Centributions
Details 23/10/12 Increment L|D£|:|s TSB Bank S6787654 20,000.00 5 IE
Fr e e~ 25/ 10/12 Decrement Nucleus Financial Services Cash Account -20.000.00 5 [ 5

Tasks 05/09/12 Initial Lloyds TSB Bank 56787654 30,000.00 5 IE
Remuneration

Submission

Balance of regular contributions | 0.00
Show the contributions for: Bzlance of single contributions | 30,000.00
|A|| Holdings |T |.$| Balance of total contributions | 30,000.00
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Creerview
Product
tributions
Details
Administration
Tasks
Remuneration
Submission

Clients » Heldings = Wrap = Contributions

Cash account Bank sccounts

Contracts

Directly held

Source
23/10/12
23/10/12
23/10/12

Ciecrement
Ciecrement

Decrament

Dastination
Fidelity Unit Linked Bond

Skandia Managed Futures A
| lmwds TSR Rank SE7R7E54

@ + Add Contribution
Contribution Freq.
-25,000.

-20.000.
-20,000.

<ZE10f12

Internzl

Trustee Bank Account

20,000.00

13/10/12
18/10/12
11/10/12
09/10/12
03/10/12

Decrement
Ciecrement
Decrement
Initizl

Initial

Perscnal

Transfer

Fidelity Unit Linked Bond
Skandia Managed Futures A
Llayds TSE Bank 58787654
Trust=e Bank Account

Trustee Bank Account

-40,000.00
-30,000.00
-20,000.00

25,000.00
200,000.00

— Allocate Contribution

= Schedule of contributions to date
=& Schedule of contributions up to

tax year beginning [ zo12

Balznce of regular contributions |

0.00

EBalance of single contributions |

20,000.00

Bzalance of total contributions |

20,000.00 I+ Adjust

Once the money is in the Cash account it can be allocated to other investments within the Wrap.

14 Updating Balances

Once money has been spent from the Cash account, or from the Bank Accounts, it is important to ensure that
the balances of the accounts are kept up to date. If not, the valuation on the ‘Summary’ page of the Wrap
holding and any valuation report will show incorrect values.

Clients > Holdings > Overview

Contract details Scanned docs,

Product
Contributions
Details
Administration
Tasks
Remuneration

In force
Robson, S C

Application status
Contract holder

Markead for upload [
Ir Change

Frovider Nucleus Financial Services
Contract type
Contract number

Effective da

Wrap
987634321

Submission

End date
ank sccounts
Directly held assets
Contracts

Total

S0.000.00
22,330.34
0.00
112,535.34

Adviser I» Maore

Intreducer Ik Marz

The Company

Ik Make this contract paid up / cancelled

& Print a file fact sheet for this holding

It is therefore, important to ensure that when any money is spent from the Cash account or the Bank Account
that the balance is amended.
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This can be done automatically when allocating money from the Cash account using the ‘Auto fill’ link that has
been referred to throughout this guide when either adding or allocating money within the Cash account.
However, this automatic update will not be taking into account any interest etc. on the account.

If you wish to record a more precise balance of the Cash account, it can be updated manually.

14.1 Updating the Balance of the Cash Account

Updating the balance of either the Cash account or the Bank Account is done in the Details screen of the Wrap

The Cash account balance can be updated from the details show in the Assets tab:

Clients = Holgings = Details = Assets > Bank account

Contract details Asssts ¥ Incems Analysis

Creerview

Add note
Product

Caontributions Bank accounts Directly held Cantracts ‘Wrap reports Cessation

Cretails

Administration Foch fesrmrE | Bank accounts |

Tasks

Remuneration Application status |Ir| force

Submission Provider |Nl.||:|eu5 Financizal Services i:f Ik More
Date account opened |03/10/2012 -

Sort code / Account number | EECETEE

Account tupslleb S

= [

I -
(EER——

(_Current balance / Date valued | 82,035.00 |23_-"].D.-"20
SO TTE—— Information can be

Notes

recorded manually in

the ‘Notes’ section.
I+ Switch to full record

Value of all bank ancuur113| 92,0329.00
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14.2 Updating the Value of the Bank Account

The Bank Accounts are updated in Details > Assets > Bank Accounts > Bank Accounts:

Clients

Chverview
Product
Caontributions
Det
Administration
Tasks
Remuneration
Submission

Clients = Heldings = Details = 2ssets > Bank account

Contract details Azzets ¥

Income

Analysis

Bank accounts Diirectly held

Add note

Contracts Wrap reports Cessation

e —

Cash account

Account Type
Lleyds TSE Bank

I ‘ Eank accounts , |

Account Number

D6787634

Date Valued Balance

23/10/2012 10,000.00

To update the value, click
on to the Bank Account to
enter into the holding.

b View archived bank accounts val

ue of General bank accounts 10,000.00

Once in the Bank Account Holding, navigate to the Details screen:

Creerview
Product
Contributions
Is
Administration
Tasks
Remuneration
Submissian

Clients = Heldings = Details

F
Account name
Current value of deposit
Current annual rate of interest
Current income
Sort code / Account number
Account type
Interest type
Withdrawal notice period (if any)
Signatories
Date information updated
Frovider's customer number
Contract issue number
Maturity date

Ik Switch to full Wrap

|Ru:||:|5u:|r|, 5C

[ 10,000.00 Valuation date [23/10/201z [

0.00 p.a. >

305841 | 5¢ Update ‘Current value of the

deposit’.

|
,— days

Use ‘Notes’ to record any
useful information.
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15 Keeping Records Updated

When any asset is recorded into a Wrap it can either be recorded as ‘Info only’ or ‘New Business’. Any record
recorded as ‘Info Only’ will only need the appropriate fields completed within Product, Contributions, Details
and, potentially, the Remuneration screens.

If a piece of ‘New Business’ is entered then all the screens above, plus the Administration, Remuneration and
Submission screens need to be completed:

Clignts = Haldings > Administration

Holdings - )] mras
Wrap Cash account Bank accounts Directly held Contracts
&%y Event Status MNew business Applic. date Submitted
Decremeant In force No 23/10f12 | Selec
Decrement In force No 23/10/12 | Select
Diecrement In force No 23/10/12 v Select
Internzl In force 23/10/12 | Select
Diecrement In farce MNo 19/10/12  |» Select
Decrement In force No 18/10/12  |p Select
Decrement In force No 11/10/12  |p Select
Initial In force No 09/10/12 v Select
Initizl In force Yes 09/08/12 09/08/12 03/10/12 b Select

These screens can either be accessed from within the Wrap (as shown above).

The relevant screens can also be accessed from within the individual Holding record. All types of assets will
have this functionality:

The relevant screens can also be accessed from within the individual Holding record. All types of assets will
have this functionality — this is showing the Cash Account:
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Clignts = Haldings > Administration Ik Switch to full Wrap

Add note

Cverview . Status New business Applic. date Submitted Effect. date

Product Decrement In force 23/10/12 | Select
Contributions
SOEREEES Decrement In force 23/10/12 |k Select

Cetalls
administration )V IREEEEUED In force 23/10/12 1 Select

I'asis Internzl In force 23/10/12  |p Select

Remuneration Decrement In force 19/10/12 ¥ Select

Submission
Decrement In force 18/10/12 b Select
Decrement In force 11/10/12 b Select
Initizl In force 08/10f12 | Select
Initizl In force 0g/09/12 03/09/12  03/10/12  |p Select

Ik Select

work (0]

Once a checklist is selected, the relevant Holding will be displayed with the checklist. In this example the
Administration checklist of the Bank Account has been chosen.

Cliznts » Heldings = Administration Ik Switch to full Wrap

Administration Cessation

Creernview
Product
Contributions Administratien Czse scurce Contract Mo,

Details |
Administraticn
Tasks MNew Business |Yes

Complete all red fie

Remuneration Action |Ir|itia|
Submission Status | In force V

Business source |Referral from Introducer

Current position (outstanding action) |CE|5E in force

Froposal to Client nia l_ Ensure that the
Application received
Application dated nfal ‘Complete admin
Submitted date a2 | checklist’ is clicked
Intended effective date l—l
|

Service manager for this case
New business record tﬁmplete > Complete admin. checklist

The Tasks, Remuneration and Submission screens all work in the same way. If a tab is selected from within

once all completed.

the Wrap CCD will navigate to the relevant screen in the individual Holding record.
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16 Wrap Reports

There are a number of reports available to use which will either show the Wrap, together with any other
Holdings the client has, or can show the valuation of the Wrap on its own.

To create a report which only shows the Wrap and what has been paid in and what the value is, navigate to
the Wrap Details > Assets > Wrap Reports tab:

Clients > Heldings = Details = 2ssets = SIPP Reports

Ceontract details Azzets Income &nalysis

Overview Add note

Product
Contributions Eank accounts Directly held Cantracts ‘ Wrap reports > Cessation

Cretails
Administration Valuztion date |23/10/2012 -
Tashs Contributions to date valuations
Remuneration Cash account contribution balance m Cash account m
Submission Allocated to other bank sccounts 30,000.00 Other bank accounts [ zo0,9309.00
Allocated to directly held assets 50,000.00  Directly held assets [ 45,070.67
Allocated to contract based assets | 63,000.00 Contract based assets 75,849.00
ibutions into the Wrap 245,000.00 Total liabilities 0.00

Print Income schedule Current value nat of borrowing 223,867.67

Total income drawn down 0.00
¥ Copy down
Print Wrap breakdown report Last valuztion date [23/10/2012 |E@]

Print asset allocation chart Last valuation 223,B67.67

Frint valuation statement

Print sector analysis chart \milfmtum e 0.00%
I
rint foreign currency v ion statement
\&“K - - N There are a number of reports

L here which may be useful.

Below is an example of the Wrap Breakdown Report:

Wrap REPDFI
Wrap Breakdown report prepared for Mr Robson

lr Robson
Wrap Provider and Policy number Current Value
Nugleus Financial Services Wrap 987654321
Cash Account
hcleus Financlal Sendces Cash Account SET55452
General Bank Accounts
Liopds TSE Bank S6TE7ES4
Directly Held Assets
Shandla Managed Futunes A USD
Contracts
FidelRy Unk Linksd Bond SETE543

Todal bonrowing reconded
Tofal Income drawdown

Totahalse of Tl 5FP

Total value of all Wraps
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This report covers all of the assets held within the Wrap

The Wrap will also show on the reports which be printed from the Clients > Reports section in CCD.

The Wrap will show as a single product on the Investment reports, unless the “Wrap Breakdown’ report is
selected.

Investment contracts
Schedule of investment contracts. Prepared for Mr Robson

Provisar Candracd fps
Mr Robsan

Nuzlevs Financlal Bervizes irap

Contrast! Efteciive Rsguisr Tadal Valoe
[Polizy Kumber Cont. Irwasisd = WERITAWR valuation [Redurn

Tosal of conracs In e name of My Robson
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