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1  Adding a new 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 has not changed and should be completed in the normal way:

CAPITA

FINANCIAL SOFTWARE

Holdings records

@ts = Holdings = Produc

Froduct

&llocation

Application status [In force
Contract halder |lC|iFI:r G H ¥ Changs
Contrack resson / objsctive [Provision for retirement
Schems |
Provider |James Hay Limited waf [ ¥ More

Product basis

|
Perzonal / Occupational [P
|Retirement
Product category |SEIF Invested Personal Pension
Product

Froduct display name for reports™

Full [k Motes
Self Invested Personal Fension

Iz thiz plan 2 trustee investment?

Contract number |E?6598?554
Application dated | 01/04/
Application recejved |01/

Effactive date

MNext contract review date Rezson

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
wholly or in part or used for purposes other than that for which the document is supplied without the prior written permission of Capita Financial Software. © 2009
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1.1 Adding the Initial Contribution (if money)

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:

CAPITA

Holdings records
FINANCIAL SOFTWARE

Gemma Clift > James Hay Limited = Self Invested Personal Pension = 8763987654 |_
Clients > Heldings = Self Invested Personal Pension > Contributions
—
Holdings ( Trustee zccount Bank accounts Directly held Contracts
D
Drate Event Drestination
Use the ‘Add
Contribution’ button for
all monies being added
into the SIPP.
! — Allocate Contribution
& Schedule of contributions to date Balance of regular contributions |
O, Schedule of contributions Balance of single contributions |
tax year beginning Balance of total contributions | I+ Adjust

Quit

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
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e ——

< New Trustee account detaily
I ——

Application status |
Provider |Jarnez Hay Limited ot O
Date account opened | -

Sort Code / Account Number |

Interest Rate |

Current Balance / Date

This section sets
up the Trustee
Account.

E]

Signatories

Bank account notes

This section adds

| . .
< Initial Contribution DetaiID the contribution
— into the Trustee

Status | Account.
Contribution Source |

Event | Initizl

Effective date -

- . . L :|— {l Insert from abowve
Contribution / Frequency | I_

Contribution notes

Trustee account

Current balance |

Update balance to | 4l Auto fill £

4l Cancel I+ Add Contribution

MNew Trustee account details

Application status |In force
Provider [Jzmes Hay Limited wy O
Date account opened | 05/04/2010 -

Sort Code / Account Mumber | |

Interest Rate

Current Balznce / Date | 100,000.00 [05/04/2010 [EF]
Signatories [Miz= Clift & Mr Rowan |
Bank sccount notes

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

Initial Contribution Details

Status [In force

Contribution Seurce |Persenal
Event | Initizl

Effective date [05/04/2010 [E]|

Contribution / Frequency | 100,000.00 |5 / o \
. . . \Gcntributicn notes Once initial
Use ‘Contribution contribution and
notes’ box to relevant
record relevant information are
information. T input click on ‘Add
Current balance | 100,000.00 Contribution’

Update balance to |

4 Cancel

The following series of pop up boxes will then appear:

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
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it Select the appropriate
Is this contribution Protected or Mon Protected? option. This can be
changed if an error is
made.
Protected MMan
Message Select the appropriate

option for the Trustee

Iz this contract being recorded as Mew Business or for Information Account.

Only?

Info. Only ] I Mew Bus.

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
wholly or in part or used for purposes other than that for which the document is supplied without the prior written permission of Capita Financial Software. © 2009
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Once the above boxes have been completed, the system will go to the ‘Trustee Account’ > ‘Product’
screens:

CAPITA Holdings records

FINANCIAL SOFTWARE

Gemma Clift > Jame=s Hay Limited > Trustee bank socount = |_
Clients > Holdings > Product ( [k Switch to full SIPR >
Broduct &llzcation
Co‘mplete the On the main menu
Trustee | i screens of this
! Spplication status | In force . .
Account fmtrad L e holding, there will
screens as : = S [
1 ontract reason / objective |l:'r-:-'.'izi-:--'| for retirement be a link back to
normal. Shara | the SIPP record.

Provider [James Hay Limited

Perzonal / Occupaticnal [Perzonal

Broduct basis |Retirement

Product category |Tru5tee bank account

Product |Depeosit account Ik Motes

Eroduct display name for reports*® | Trustee bank account

Iz thiz plan 2 trustee investment?

Trustes Eank 2ccount &ccount Number |
Aoplication dated
Loplicstion received

Effective date |03/04/2010

MNext contract review date Resson

Quit ‘ h= Jo it oispa 3TN S apDears o =nt 3040 : gament reports end csn bec

1.2 Adding an Initial Contribution (In-Specie Asset)

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 the
Status o

Stetus|Inforce . -
cntribution Socurce |TranEFer In-specie )\ COHtrIbU:[IOn

Event (el Source’.
Effective date [06/04/2010 [E]
Contribution / Frequency IWIS_ Selecting ‘Auto fill’ will

Contribution notes

update the balance of the
Trustee Account.

Trustee account

Current balance | 100,000.00

Update balance to | ESD,DDD.DKS Auto fill £250,000.00 A Once the screen has
— .

“ontribution and update Trustee account balance | been ComPIEtEd click

— on ‘Add Contribution’.

4l Cancel

add

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
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The following pop up boxes will then appear:

Message

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

Is this confribution Protected or Mon Protected?

-

Message
Select the appropriate

option for the Transfer.

Iz this confract being recorded as Mew Business or for Information
Only?

( Info. Only | | Mew Bus,

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

Holdings records

CAPITA

FINANCIAL SOFTWARE

Tima LAiTE = James 13 uirmiteqg -

Clients = Holdings = Self Investzd Personal Penzion = Contributions

Contracts

Diirectly held

Trustee account Bank accounts
[ + Add Cantribution
Source Destination Contribution
08/04/10 Initial Transfer In- Trustee Bank Account 150,000.00 5
05/04f10  Initial Personal Trustee Bank Account 100,000.00
If any amendments are needed
to this contribution, click onto
the ‘Notes’ icon.
O, Schedule of contributions to date Bzlance of regular contributions |
0o g Ezlance of single contributions |
Balance of total contributions |

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
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2  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:

CAPITA Holdings records

FINANCIAL SOFTWARE

Gemmea Clift = James Hay Limited > Salf Invested Personal Pension = 6765957654 |—
Cliegnts > Heldings = Dretails = Assets > Bank account
—
V= .y
Contract details < fAssets * > Income analysis
Eznk accounts Cirzctly held Contracts SIPE reports
Trustes sccount I Bank accounts |

Application status [In force

Erovider [James Hay Limited of (1 Ik Mars

Date sccount opened |05/04/2010

Sort code / Account number | |

Account type / Interest rate |Depc\sit account |
Current balance / Dats valued | 250,000.00 [09/04/2010 [E]|
Signatories |Miss Clift & Mr Rowan

MNotes E
Ik Switch to full |®

Value of all bank accounts 250,0008:00

Use this button to switch to
the full Trustee Account
holding record.

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
wholly or in part or used for purposes other than that for which the document is supplied without the prior written permission of Capita Financial Software. © 2009
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The following screen for the full Trustee Account holding will be displayed:

CAPITA

FINANCIAL SOFTWARE

Holdings records

t = 23232323

Clignts = Heldings > Product

Product Allocation

Holdings =

qmwitch to full 5@

A\

Application status

Contract holder

Contract reason / cbjective
Scheme

Provider

Personal / Occupational
Product basis

On the main

| In force

[clift, G H

menu screens

| Provision for retirement

of this holding,

there will be a

[12mes Hay Limited

{ link back to the

[Ferzonal

| Retirement

SIPP record. /

Product category |Truztee bank account
Product |Deposit account Ik Motes
Product display name for reports* | Trustee bank account
Iz this plan 2 trustee investment?
Trustee Bank Account Account Number |23232323
Application dated
Application received
Effective date [03/04/2010 [&]
Mewxt contract review date Reason |
Now that the full Trustee Account is displayed, complete the relevant screens as normal:
Gemma C ames Hay Limited = Trustee bank accoun 23232323 |_

Clients = Heldings = Administration

Administration Cessation

Holdings

Ik Switch to full SIPP

Administration Case source

Contract Mo,

Current position [ocutstanding action)
Proposal to Client

New Business lﬁ
Action [Initial
Status | In force
Business scurce |Client referral

| Avaiting acknowledgement

nia[

Application received
Application dated

Submitted date

Intended effective date
Service manager for this case

New business record complete

31/03/2010
31/03/2010 [&| n/=
31/03/2010 [&] nia

|

4 Complete 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.

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
wholly or in part or used for purposes other than that for which the document is supplied without the prior written permission of Capita Financial Software. © 2009
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3 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.

3.1 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.

CAPITA Holdings records

FINANCIAL SOFTWARE

» Aegon Scottish Equitzble =

Self Invasted Personal Pepsion = 53455456 |—

Cliznts > Haoldings = Self Invested Personal Pension = Contributions

Hﬁlﬁwgﬁ; - Trustee Bank Account Bank Accounts Directly Held Contracts

i x| i+ Add Contribution

= Date Ewent Source Destination Contribution Frag

04,/08/2009 Transfer Transfer In- Trustee Bank Account 100.000.00 S @

To purchase
assets within
the SIPP, use
this button.

Current regular contributions to date 0.00

Current single contributions to date | 100,000 'J/

Total contributions to date | '.IZ‘EI.I]IIIIZ'.?’

- 14
ions made to date < : = Allocate Cantribution

= schedule of contributions for tax year beginning | 2006

Create a schedule of
d

Quit

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

¥ b

Allccate to existing?

Allocate to an existing or to a new halding? Select that this is a ‘New’
Holding (within the SIPP).

| Cancel K Mew Existing |

Haolding type

Confirm which type of
Please select which type of holding you would like to create Holding (asset) needs to

T~ be created.
@u‘t HD'Lrev:tIy HEId| l Contract J

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
wholly or in part or used for purposes other than that for which the document is supplied without the prior written permission of Capita Financial Software. © 2009
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The following sections will look at setting up each of the new Holdings in turn, within the SIPP.

3.1.1 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:

</ —

MNew bank account W
\

Application status |In force

Provider |Lloyds TSE Bank

Date account opened |08/04/2010 -

wf O This section is

Sort Code / Account Mumber |3|:|2E=4]_

EEEEEESE

setting up the new

Account Type [/ Interest Rate | Current Account

T Bank Account.

| 1.50%

0.00 [08/04/2010

This section is also \

recording the
information as a

1]

decrement in the
Trustee Account on

Current Balance / Date | 15,00
Signatories | Miss Clift
Bank account notes
( Initial Euntributiun@
\ —
Status |In force

the SIPP.

Event | Initizl
Effective date [08/04/2010 [E]
Contribution / Frequency 15,000.00

Contribution notes

Trustee account

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

Trustee Account.

Current balance |

250,000.00

Update balance to | 235,000.

4 Cancel

Auto fill £235,000.00

Contribution

Cnly?

_—

<=

Is this contract being recorded as Mew Business or for Information

Mew Bus,

Once completed,
select ‘Add
Contribution’.

L

Select as appropriate.

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
wholly or in part or used for purposes other than that for which the document is supplied without the prior written permission of Capita Financial Software. © 2009
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The system will now go to the Bank Account ‘Product’ screens:

sy Complete the Bank Account

screens as normal.

Holdings records

&llocatien

Quitch to full SIPP

N

"o

n the main menu

Application ststus  [In force

screens of this

Contract holder [Clift, G H

holding, there will

Contract reason / objective |F‘rc'.'i5ic-'| for retirement

be a link back to

Scheme |

Provider |[Lloyds TSE Bank

" the SIPP record.

[r

Personal / Occupstional |Personal

Product basis [ Other

Product category |EE"|'H: account

Product

Product display name for reports™
Iz thizs plan 2 trustee investment?
Bank Account Number

Lpplication dated

Lpplization recei

Effactive date

MNext contract review date

Current Account

Bank current account

—

[ooss8277
=]

|

Reason |

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

CAPITA

FINANCIAL SOFTWARE

Holdings records

Clients = Holdings = Self Invested Personzl Pensicn > Contributions
~ —
Holdings < Trustee account >Ear|l-c accounts Cirectly held Contracts
% © + Add Contrib n
Destination
08/04/10 Decrement Llayds TSE Bank Current -15,.000.00 5 [&
08/04/10 Initial Transfer In- Trustee Bank Account 150.000.00 5 [
05/04/10 Initial Personal Trustes Bank Account 100,000.00 5 [#
L date Balance of regular contributions | 0.0
T Balznce of single contributions | 235,000.00
£ Balznce of total contributions | 235,000.00"|» Adjus

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
wholly or in part or used for purposes other than that for which the document is supplied without the prior written permission of Capita Financial Software. © 2009
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There will also be a record of this contribution in the ‘Bank Account’ tab within the ‘Contributions’
screen:

CAPITA

Holdings records
FINANCIAL SOFTWARE

Gemma Clift = James Hay Limited = E

3 > Self Invested Personal Pension = 8763987654 .

Clients > Heldings = Self Invested Personal Pension = Contributicns = Bank Accounts

— T
Holdings Trustss account < EBank accounts ) Diractly held Contracts
! = Re-allocate Contribution
Date  Ewent Account Name Contribution Freq.
08/04/10 Initial Lloyds TSB Bank Current Account 009398877 15,000.00 S [
Balance of regular contributions | 0.00
Show the contributions for: Balance of single contributions |
All Haoldings | ¥ |:| Balance of total contributions |

3.1.2 Setting up a new Directly Held Asset

Please refer to page 10 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:

-—

Haolding type Select ‘Directly

Held’

Please select which type of holding you would like to create J>

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
wholly or in part or used for purposes other than that for which the document is supplied without the prior written permission of Capita Financial Software. © 2009
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This section is also
recording the
information as a
decrement in the

/\ Trustee Account.

Select ‘Auto fill’ if you
wish to update the
balance of the Trustee
Account.

The following screen is then displayed:

Status [In force

Event | Cecrement

Effective date |07/04/2010 [E]
Contribution / Frequency 25,000.00 |5

Contribution notes

dl

Trustee account

Current balance | 235,000.00
Update balance to | 210,000.00

Select ‘Proceed to
select asset’ to
continue.

Is this asset being recorded as Mew Business or for Information
COnly?

Select as appropriate.

Info. Only

CAPITA Holdings records

FINANCIAL SOFTWARE

Select the relevant asset and

Clients = Holdings > Details > Assets > Position > Select asset the number Of LlnitS, as
» normal.
Paosition Select asset
Asset selacted:
Collectives Equities Fixed interest Other
Asset Asset type Date Current price

Show funds for Aegon Scottish
Click here to filter by fund type Search the collectives database

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
wholly or in part or used for purposes other than that for which the document is supplied without the prior written permission of Capita Financial Software. © 2009
Capita Financial Software Limited. All rights reserved. CCD v4.1 Complex Holdings v.2 — April 2010
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Navigate back to the ‘Contributions’ screen:

Clients = Helgings = Self Investec Personal Pensicn = Contributions

Trustee account Eank accounts Directly held Contracts

B _Cate Ewent Source Drastination
Lleyds TSE Bank Current

08/04/10 Decrement

07/04/10 Decrement Egypt Trust Shares

06/04/10 Initial Transfer In- Trustee Bank Account

(0410 Initial Personal Trustee Bank Account

% : + Add Contribution

Contribution Freq.
-15,000.00 5
-z5,000.00 5 [
150,000.00

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

ntributicn

(=]

Balance of regular contributions |

tributions to date
tributions Bzalance of single contributicns |

ing Balance of total contributions |

3.1.3 Allocating to a new Contract

Once again this section will start at the same point as the previous section. Please refer to page 10 of
this manual for guidance on starting the process for allocating money from the Trustee Account.

-

Halding type

Please select which type of holding you would like to create

[ Bank Acct HDlrer:tIy Hel [ Contract J
——— 4

Select ‘Contract’.

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
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New contract details

g

T —
Application status |In farce
Effective date [03/04/2010 &
Provider |[Standard Life g O] Ik Mors
Personal / Occupational |Perzcna|
Product basis |Retirernent
Product category |Truztee Investment Plan
Product |Truztee Investment Flan
Contract Notes
—

Initial Contribution d
[ —

Status | In force
Event | Initizl

Effactive date [09/04/2010 [E]
Contribution / Frequency IWIS_

Contribution notes

Trustee account

This section will set up the
basic details for the

Contract.
/\

This section is also
recording the information
as a decrement in the
Trustee Account.

—_

Select ‘Auto fill’ if you wish
to update the balance of
the Trustee Account.

Current balance | 210,000.00

185.000.

Update balance to |

4 Cancel Ik Add Contribution

Message

Select ‘Add Contribution’
to continue.

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

|.T.r1fo. only | [ Mew Bus, J

Select as appropriate.

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 SIPP will display the decrements from the Trustee Account:

CAPITA Holdings records

FINANCIAL SOFTWARE

Gamma Clift > James Hay Limited > Self Invested Parzonal Pension > 8765387654 | E2

Clignts = Holdings > Self Invested Personal Pension = Contributions

Holdings : Trustee account EBank accounts Directly held Contracts
g I —— ] é
Ewvent Dastination Contribution
08/04/10 Decrement Standard Life Trustes -25.000.00 5 [
08/04/10 Decrement Lloyds TSE Bank Current -15,000.00 5 [
07/04/10 Decrement Egypt Trust Shares -25,000.00 S [&1
0s/04/10 Initial Transfer In- Trustee Bank Account 150.000.00 ‘5 [}
05/04/10  Initial Perzonzl Trustee Bank Account 100,000.00 5 [&
— Allocste Contributiar
O Schedule o ns to date Balance of regular contributions |
L Balance of single contributions | 185
Balznce of total contributions | 185/

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

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

7—%

Trustes account Eank accounts Directly held ( Contracts >

v

oy Date Prowvider Contract type Contract no. Contribution Freq.

09/04/10 Standard Life Trustee Investment 25,000.00 S ]

Balance of regular contribution
Show the contributions for: Ezlance of single contributicn

All Heldings | ¥ |: Balance of total contributions

=
| 25 000,01

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
wholly or in part or used for purposes other than that for which the document is supplied without the prior written permission of Capita Financial Software. © 2009
Capita Financial Software Limited. All rights reserved. CCD v4.1 Complex Holdings v.2 — April 2010

19



CAPITA

FINANCIAL SOFTWARE

4 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:

CAPITA Holdings records

FINANCIAL SOFTWARE

Gemma Clift > Jsmes Hay Limited = S=lf Invested Personzl Pensior B7553987604 =
Clients = Holeings = Details » Assets > Bank account ‘ The tabs here glve
— access to the Holdings
Contract detzils < Szzsts ™ Income Analysiz | - within the SIPP.

_‘ﬂ add hot=
Bank accounts Dirzctly held Contracts SIPP report

Trustzs account I Bank sccounts |

Apnplication status |In force

Provider |Jarnes Hay Limited ,f O emar=
Date account openad |05/04/2010 -
Sort code / Account number | |23232323

Account bype [ Intersst rate |Dep05it account |
Current bzlance / Date vzlusd | 165,000.00 [0%/04/2010[E]
Signatories |Mi55 Clift & Mr Rowan

Motes E

value of z2ll bank accounts 180;800.00

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.

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
wholly or in part or used for purposes other than that for which the document is supplied without the prior written permission of Capita Financial Software. © 2009
Capita Financial Software Limited. All rights reserved. CCD v4.1 Complex Holdings v.2 — April 2010

20



CAPITA

FINANCIAL SOFTWARE

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

CAPITA Holdings records

FINANCIAL SOFTWARE

Gemma C ames Hay Limited = Self Investad Perscnal Pension = 8765987654 | 57
: : . Access the
Clients > Heldings > Details > fssets = Contracts . .
individual holding
Holdings = Cantract detzils Aszets v Incems Analysis record, by
selecting the
relevant contract.
Bank accounts Directhy held Contracts SIFP reports /\
="y Provider Contract type Contract no.
Standard Lifz Trustes Investment Plan 87 65445TIP 0s/g#/z010 24,622.67
35 Fer =g rfroms] msmi=rme Total value of contract based assets 24,622.67
Total borrowing recorded 0.00
Cliegnts = Holdings = Product Ik Switch to full SIPP
Holdings - Product Allecation
Application status |Prc\pc\5ed
Contract holder [Clift, G H Ik Change
Contract reason / objective | Provisien for retirement
Scheme |
Provider |Standard Life _Hf 0 i Mare

Personal / Occupational [Personal

As with a standard

Product basis [Retirement
Product category |Truztee Investment Plan new piece Of
Product |Trustee Investment Flan 13 business
l

Product display name for reports® | Trustee Investment Flan

,— complete all red
fields.

Iz this plan a trustee investment?

Contract number [2765445TIP

o

Effective date

Next contract review date Reasan

Quit
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Clients = Helgings = Administration I» Switch to full SIPP

Administration Cessatien
Administration Case source Contract Mo,
New Busin2sg |Yes
Action \ Initizl As with a
Status roposed standard new
Eusiness source \ piece of
Current ppsition {(outstanding action) |-'l.l. =iting acknowledgement business,

Proposal to Client ni= I_ complete all
Application received l_ red fields.
Application dated D4 -
Submitted date nia[
Intended effective date
Servica\manager for this cas

=]

Mew business record complete 4 Complete admin. checklist

Once the ‘Administration’, ‘Tasks’, ‘Commission’ and ‘Submission’ screens have been completed in the
‘Holding’ record they will be displayed in the SIPP record.
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5 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.
5.1 Adding to a existing Contract

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

CAPITA Holdings records

FINANCIAL SOFTWARE

imitad = =i

Gemma-Clift > Jsme= Hay L vestad

Clients > Holdings > Self Invested Personal Pension = Contributions

Trustes scoount Eank accounts Cirectly held Contracts

Use the ‘Allocate
Contribution’ button.

Event Source Dastination Contribution

03/04/10 Decrement Standard Life Trustes -25,000,
08/04/10 Decrament Lleyds TSE Bank Current -15,000.00
07/04/10 Dacrement Egypt Trust Shares -25,000.00
os/04/10 Initial Transfer In- Trustee Bank Account 150,.000.00

05/04/10  Initial Personal Trustee Bank Account 100, 000.00

¢ — Allocate Contributian

Balance of regular contributions |

b
o

Balznce of single contributions |

L en

b
o

Balance of total contributions |

o

Allocate to existing?

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

Cancel l | MHew
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Status i In force

Destination Type Select which type of Asset
Destination holding #'Bank Account will be having an increment
Bvenfl? Directly Held added to it.
Effactive date L —
Contract

Contribution / Frequency

Contribution notes

Current trustee account balance | 70,000.00
Update trustee account balance to | 4l Auto fill £70,000.00
1l Cancel I+ Add Contribution and update trustee account balance

Status i In force

Destination Type | Contract

Destination holding

Eve Aegon Scottish Equitable Trustee Investment Plan L
Effactive date Select the existing
Contribution / Frequency Holdmg to which
Contribution notes the increment is

being applied.

Current trustee account balance | 70,000.00
Update trustee account balance to | 4l Auto fill E70,000.00
1l Cancel b Add Contribution and update trustee account balance

Status |In force

Destination Type | Contract Complete the details of
Destination holding |Aegnn Scottish Equitable Trustee the increment and

| EE l;:jr:;;;;_q select ‘Auto fill' to
Effective date [04/08 =] update the balance of

Contribution Frequenq.rl 10,000.00 |5

Contribution notes 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 trustese account balance

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

Select as appropriate.

Info. Only ] l Mew Bus. J
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h';besﬁ_ =)

Would you like to add more details to this subasset?

s (=T

The following screen will then be displayed:

CAPITA

FINANCIAL SOFTWARE

Gemma Clift > A=gon Scottish Equitable = Trustee

If more assets need to be added, select

7

‘Yes'.

Holdings records

=tment Plan =

Clients > Haldings = Details

Ik Switch to full SIPP record

Contract details ‘ Assets Withdrawals Analysis / \
Overview 244 note(  Further details can be
e . added to the Holding
Contributions Details Maotes
. / \
Details record.
Administration Salf employed / employed <
Tasks Coes s plan have premium waiver cover? | Basis | Return to the SIPP b.y
Commission Return on death before retirement | SeleCtlng
SUBmESian Insured lump sum I» Switch to full SIPP rect
In trust / beneficiaries nominated? Ik View trustees |/ beneficiaries
Selected retirement date - 4l Auta fill To age at the tOP Of the
Commission administratar —\ screen.

Is = GAR zpplicable?
Spouse Pension - % of Salary

Valuations Valuation data
Date of current valuation

Next scheduled valuation

nic valuation available

/

l— GAR Rate (if applic)[
| |
Ii *
Ik View Notes
IF Valuation

ate Values Mow

reports

—

* Do you wish to record summary values or maintain 2 transaction history?
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5.2 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:

-

Allocate to existing?

Allocate to an existing or to & new holding?

Select ‘Existing’.

Cancel H Mew

Ciestination Type
Cestination holding

Even
Effective date
Contribution / Frequency

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

Contribution notes

Trustee account

Current balance | i85,000.00

Update balance to | 170,000.00

4l Auto fill £185,000.00

S Lloa U,

4l Cancel Ik Add Contribution and update trustee A

A

o]
[u]

unt balance

( Complete the screen and select
‘Auto fill' to update the Trustee
Account balance.

Status |In force
Destination Type |I3irect|',- Held
Destination holding |Eg-,-p|; Trust Shares

Event |Incrernent
Effective dats [09/04/2010 [E|
Contribution / Frequency 15,000.00 |5

Contribution notes

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

Trustee account

Current balance | 185,000.00

Update balance to | 170,000.00

Auto fill £170,000.00

4l Cancel < 2dd Contribution =nd update trustee Account balgps

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

Select as appropriate.
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To update the fund information, select

‘Yes'.
Gemma Clift
Clients = Heldings = Details = 2s552ts = Position
Fosition Selectasset

Owerview Asset selected: Egypt Trust Shares a
Product
Contributions Current number of units / unit type | 1000 |
Details Units current date [05/04/2010 [E|
Administration Criginal investment / Date of investment | 25,000.00 |
Tasks
Commission Sector | Equity - MENA
ErlimriestaT Asset type | Collective

Type of holding to which this asset belongs | Retirement

Current Mid price (USD]) IW
Frice date lm
Current value of position in Egypt Trust Shares (USD) 31,870.00
Exchange rate (as at 05/02/10) 1.51
Current value of position in Egypt Trust Shares (£] lm
Total current value of holding lm
Exposure of holding to this asset 100 9%
Return since date of investment -0.01%

I Update current price details

Fosition I Allacation | Aszzet brezkdown | Motes /[ Factsheet | Histaric |

Amend the number of units that this’ Directly Held’ asset now has.
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5.3 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:

o

Allocate to existing?

Allocate to an existing or to & new holding?

Select ‘Existing’.

Cancel H MHew wﬁdsﬁng ]

—
Status |IW
Cestinaticn Typ ank Account
Destination holdi

Select which type of asset
Event [ Lloyds TSE Bank Current Account 0055 will be havmg an increment

Effective date added to it.

Contribution / Frequency v
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 trustese Account balance
Complete this page.
Status [In force
Cestination Type |Ean|-c Account
Destination heolding |L|c',-dz TSE Bank Current Account
Ewvent | Increment .
=nt | — Select ‘Auto Fill’ to update
Effective date [08/04/2010 [E] the Trustee Account
Contribution / Frequency 10,000.00 |5 l
Contribution notes balance.
Trustee account
Current balance | 170,000.00 Select ‘Add
Update balance to | 160,000,084 Auto fill £160,000.00 Contribution’ and
1l Cancel b Add Contribution and update trustee Account balanc update trustee account

——— —

balance to update the
- . SIPP.

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

Select the relevant
option.

Mew Bus.
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Would you like to add more details to this subasset?

Confirm if more details
need to be added to the
Bank Account holding.

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

Gemma Clift > Llayds TSE Bank = Bank current account > 00992877 |_-

Clients = Helgings = Details Ik Switch to full SIPP

Account name | Clift, G H

Current value of deposit | 15,000.00
Current annuzl rate of interest 1.50%
Current income 223.00 p.a.
Sort code / Account Number | 202841 | 00998877
Account Type | Current Account

Interest Type |
Withdrawal notice period (if any) days
Signatories | Mizs Clift
Date information updated

Provider's Customer Number |

Contract Issue Number |
Motes

| Uz0001
| 40054CORE

6 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.
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CAPITA

Holdings records
FINANCIAL SOFTWARE

G=mmaz Clift = Jame=s Hay Limitad = 5elf 1

Clients > Holdings * Self Invested Personal Pension > Contributions > Bank Accounks

Holdings = Trustze accou

Bank accounts Aectly hela Contracts

Event

Account Name

ontribution
059/04/10 Increment

08/04/10 Initial

Lloyds TSB Bank Current Account 00338877 10,000.00 5 [&

Lloyds TSB Bank Current Account 00338877 15.000.00 5 &1

In the Bank Account tab,
select ‘-Re-allocate
Contribution’.

Balance of regular contributions
Show the cantributions for:

Balznce of single contributions I 25
IA” Heoldings | v | t| Balance of total contributions | 25
Status |In force !
Bank account to be decremented [Lloyds TSE Bank Current Account Complete the
Event |Decrement information required
Effective date [09/04/2010 [H| on this page.
Contribution / Frequency | 5,000,00 IS_ /\
Contribution notes

Vd

Trustee account

Current h@l

160,000.00 ] Omit from TE@

Update balance to P f 0 Select ‘Reallocate to

the trustee account’
Lloyds TSE Bank Current Account 009923377 bank account

Current balance | 15,000.00

Update balance to | Al Auto fill £10 II:%
1l Cancel

Ik Reallocate to the trustee Account

M
m

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:
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Clients = Holdings = Self Invested Persenal Pensien > Centributions > Bank Accounts

Holdings = Trustes account EBank accounts Dirzctly held Contracts

Contribution

Account Name Contribution
09/04/10 Incremegt [ PO P =] = = P S R Salul=1=1=1=lruir3 10.000.00 5 [
@"lﬂ Decrement James Hay Limited Trustee Bank Account -5,000.00 5 [0
08/04/10 Initial Lloyds TSB Bank Current Account DOSS8877 15,000.00 5 [

Balance of regular contributions |
Show the contributions for: Balance of single contributions |

All Holdings | hd |:| Balance of total contributions |

Clients = Heldings = Self Invested Personal Pension = Contributions

Trustee account Bank accounts Directly held Contracts

e + Add Contribution

Evant Source Dastination Contribution

03/04/10 Decrement Standard Life Trustee -25,000.00 5 [
09/04/10 Decrement Egypt Trust Shares -15,000.00 5 [&
09/04/10 Decrement Lloyds TSE Bank Current -10,000.00 S [
05,/04/10 Internal Trustee Bank Account 5.000.00 S &=
08/04/10 Decrement Llowyds TSE Bank Current -15,000.00 5 [
07/04/10 Decrement Egypt Trust Shares -25,000.00 5 [&
0&8/04/10 Initial Transfer In- Trustze Bank Account 150,000.00 s [
05/04/10 Initial Personal Trustee Bank Account 100,000.00 5 [&

— Allocate Contribution

of contributions to date Balance of regular contributions | 0.00

= mroilr s s Ealance of single contributions |

beginning Ealance of total contributions |

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

Contract details Scanned docs.
Add note
Application status  In force Marked for upload [
Contract holder Clift. G H Ik Change

Provider James Hay Limited
Contract type Self Invested Personal Pension
Contract number 8765987654
; End date

Bank accounts 180,000.00
Directly held assets 42,230.10

Contracts 24 .622.67
Total 246,852.75

Ik More

Intreducer Ik More
Ik Make this contract paid up / cancellad

& Print a file fact sheet for this holding

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.
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7.1 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 = Holdings » Dietails » Assets > Bank account

Contract details : Assets "’) Income Analysis

Add note
Bank accounts Directhy helg Contracts SIFP reports
Trustes account | Bank accounts |
Application status |In force
Provider |Jarnez Hay Limited wr 1 Ik Mars
Date account opened |IIIS_-"III4_-"2EI 10 - Information can be
c | Acc
Sort code | I. ocunt number I [z2zzz3z2 | recorded manua”y
Account type / Interest rate |Deposit account . ‘ )
__ into the ‘Notes
Current balznce / Date valuad | 165,000.00 [09/04/2010
Signatories [Miss Clift & Mr Rowan d
I+ Switch to full record
Value of all bank accounts 180,000.00

7.2 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 = Heldings » Details = Assets > Bank account

Ceontract details Assets W Income Analysis

Bank accounts Directhy held Contracts SIFP reports

Trustee account | C Bank accounts ) |

Account Number Date Valued Balance

00998877

Account Type

Current Account

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

I* View archived bank accounts Value of General bank accounts 15,000.00

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

Cliznts = Heldings = Details Ik Switch to full SIPP

Holdings

BArr Clift 5 o

Current value of deposit 15,000.00 >

Current annual rate of INLErest .00
O Current income 225.00 p.a.
Sort code / Acc 302841 | 00998877

Account Number

Update the ‘Current
value of deposit’.

Account Type | Current Account

Interest Type |
Withdrawal notice period (if any) days
Signatories |Miss Clift
Date information updated l—

Provider's Customer Number |

Contract Issue Number |
Notes Use the ‘Notes’ to
record any useful

information.

/

| Uz0001
| 40054CORE

i
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8 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 ‘Commission’ screens.

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

CAPITA Holdings records

FINANCIAL SOFTWARE

Gemma Clift = James Hay Limited =

Clignts = Heldings = Administration

Holdings =

SIFE Trustee account Bank accounts Directly held Contracts

MNew business Applic. date Submitted

O Initizl In force Yes 01/04/10 05/04/10 |k Select

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

8dd note

P
SIFP Trustes a::u:uunt(|r Bank accounts |\ Directly held Contracts

iy Event Status Mew business —Appiic. date Submitted Effect. date
Increment In force Yes 09/04/10 Ik Selec
Initizl In force Yes 08/04/10 v Select

Select the relevant tab and
choose the appropriate
checklist.

Show the admin records for:

All Holdings | i | :‘l

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:

Clients > Haldings = Administration Ik Switch to full SIPP

Administration Cessation

Complete all red
fields.

Administration C3se source Contract No.

New Business |‘r’e3

[1nitial

-

Status

Business source

Current positioff (outstanding action)

Proposal to Client
° Ensure that the

‘Complete admin
checklist’ is clicked
once all completed.

Application received

Application dated
Submitted date
IntApded effective date

Service mamsger for this cas

Mew business record complete | Complete admin

The ‘Tasks’, ‘Commission’ 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.
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9 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:

CAPITA Holdings records

FINANCIAL SOFTWARE

Gemma Clift = James Hay Limited = Self Invested Personal Pension > 8763987654 .

Clients > Heldings = Details = £s52ts = SIPP Reports

Holdings Cantract details Azzets ¥ Incems Analysis
Add note
- =
EBank accounts Dirsctly held Contracts SIPF reports
valuation date [03/04/2010 |
Contributions to date Valuations
Trustee account contribution balance 160,000.00 Trustee account 155,000.00
Allocated to other bank accounts 20,000.00 Other bank accounts 15,000.00
Allocated to directly held assets 40,000.00 Directly held assets 42,230.10
Allocated to contract based assets 0.00 Contract based assets 24 622,67
Total contributions inte the SIPE 250,000.00 Totzl lizbilities 0.00
Current value net of borrowing 245,852.76
B EEn: iresmrs o Total income drawn down 0.00
& Print valuati tat t T oeveen
Srint wEluEten sk=remen Last valuation date [03/04/2010 [&]
& Print SIPP breakdown report Last valuation 246,852.76
& Print sector analysis chart ual return since bombicaz =
\gﬂqt e e T There are a number of reports
——— | here which may be useful.
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C_SIPP Report
SIPP Breakdown report prepared for Mr M K Pound

5IPP Provider and Policy number Current Value

AXA S5IPP 123432233444
Trustee Bank Account

AXA Tnushes Bank Account 973672755 23500000
General Bank Accounts
Bank of Scofland Current Account 73628001 5,000.00
Directly Held Assets
Sicandla Jupler UK Spec SRs P 2592500
B2B3TS

ANA Rosenineng Amerizan inst
Contracts
AXA Trushes Inesiment Plan 873544456677

AN Sieding Steimgy Bond RetAcc
Total borrowing reconded
Tofal Income drawdown

Totalhalke of ks SFP

Total value of all 5IFPs

This report covers all of the assets held within the SIPP.
The SIPP will also show on the reports which be printed from the ‘Clients’ > ‘Reports’ section in CCD.
The SIPP will show as a single product on the ‘Retirement’ reports, unless the ‘SIPP Summary’ report is

selected:

Retirement contracts

Schedule of retirement contracts. Prepared for Mr Pound and Mrs Pound

Total
Comitract ! EMective FRewiew Fai Contracisd Regular gingle Totst
Provider Confract Trpe Hatus Palloy Numbsr dads dais dads out Cont. 5. imvesisd Wstustion
Mr Pound
Agties Durinar Group Money Purchase Fai BAIHEIIL wioess 312 [} 38087
A Set inesien Personal Persion n force 123432735444 050709 T 55.000 250,000 137513

Tiotail for M Pound ESSOO000 EISO0C0O0  E1TIESETS

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
wholly or in part or used for purposes other than that for which the document is supplied without the prior written permission of Capita Financial Software. © 2009
Capita Financial Software Limited. All rights reserved. CCD v4.1 Complex Holdings v.2 — April 2010

38



CAPITA

FINANCIAL SOFTWARE

10 Small Self Administered Scheme - SASS

A SSAS is entered in much the same way as a SIPP. Go to a corporate client’s holdings and go the
‘Scheme’ tab:

CAPITA

Holdings records

FINANCIAL SOFTWARE

Clients = Holdings > Schemes

Holdings Enquiries ]}

Contracts {} Schemes (2]

Scheme type Scheme Mo Started Members
The Carpet Group GPF Group Personal Pension =]
& Print client schemes schedule Click here to filker schemes [

Employee benefit scheme schadule

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

CAPITA

FINANCIAL SOFTWARE

Clignts = Heldings = Sch iew
Overview CU:I{EEEtS Advisers\ Scanned Docs

Scheme status [Curd \{
Clignt I‘I’he Cé\\\t Group
Scheme Name |Pen5i0r1
Product Provider |5tandard Li}\
Product basis |Retirerr|er|t
Product category |5rnE|II Self .&.dmiﬁ\ \:I Scheme
Product type |Fl.|||

display name for reports  Smazll Self Administen

Holdings records

Under contacts add the
principal scheme contact

Consultant

other scheme contacts and

|C|i\-e McDonough

Staff |
both member and other Scheme number [09876542
trustees. Start date [27/08/z008 &

N

Date scheme expired
Nesxt renewal date [20/08/2008 |E|| 8
Mext review date |20/08/2008 -

Add ‘Accountant’ and
‘Solicitor’ details here.
]
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10.1 Directly Held Assets

To add ‘Directly held’ assets, use the ‘+Add record’ button and then complete these pages:

CAPITA

Holdings records
FINANCIAL SOFTWARE

Clients = Holdings > Schemes > Owverview = Assets = Directhy held > Position

Holdings » Position Select asset
Asset selected: Agricultural property Add note
Acsa pe |'—-;-'i:l_|tl_'5| propert
Current Bid price {GBP 1
Address
=
This shows the screens if an
‘ ) .
Other’ asset is chosen. If an Zn market value
‘Equity’ or a ‘Fixed Interest’ asset ~ [narket valus dat=
. arket rental value
is chosen, the screens are rental value date
different. Rent review date
Lease start date
Lease end date
EE UK Pounds
Quit Holdings record marked for upload to client care hub D

CAPITA

Holdings records
FINANCIAL SOFTWARE

Clients > Holdings > Schemes > Owverview > Assets > Directly held

Holdings # Contracts Directly held Bank accounts Waluations

Contract type

Assat type

Agricultural property Agricultural property

Asset type

Property 27/o08/08 280,000

There is no contribution
screen in a SSAS, so enter
the amount used to
purchase ‘Directly held’
assets here.

Total value of funds applied to acquire direct assets held 250,000
Total value of directly held assets listed 380,000

Quit
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10.2 Contract Based Assets

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

Holdings records

CAPITA

FINANCIAL SOFTWARE

The Carpet Group Pension I_
m— e ——
% Haldings > Schemes > Owverview :@
1
Holdings 3 Contracts | Crirectly held Bank accounts Waluations
" Assets Borrowing Lean backs
I~
= % Provider Contract type Contract no. Effective Value )
Standard Life Unit Linked Bond 4567830 20/08/07
Total
Quit

Holdings records

CAPITA

FINANCIAL SOFTWARE

Clients > Haoldings = Schemes > Overview > Assets > Conkract

Contract Invastments Sub assets withdrawals Administration

ul
&l
1
o
i

Application status
Contract holder

Product Provider
Parsonal / Occupational
Product basis

Product category
Product type

Product display name for reports
Ezrmarked member
Contract number
Application dated
Effective date

Adviser

[in force

I'I'he Carpet Group

[standard Life

w0

|Cnrp orate

|I nvestment

[frvestment Bond

[Unit Linked

Unit Linked Bond

Ik More

[#s57830
[z0/08/z007 [E|

|C|ive McDonough

Switch to full re

cord. B

To enter full contract details and complete the remaining screen as for a

normal contract based asset.
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10.2.1 Contract Based Borrowing

CAPITA

FINANCIAL SOFTWARE

Holdings records

@ Holdings » Schemes > Owerview = Assets > @

Bank accounts

Waluations

1
Holdings Contracts | Dir=ctly nelg
Assets Borrowing

Loan backs

%y Provider Contract type

Add mortgages and loans
in the ‘Borrowing’ tab.

Contract no.

Effective

Total borrowing

/

CAPITA

FINANCIAL SOFTWARE

Holdings records

Contract Borrowing

Clients = Haldings = Schemes > Overview > Assets = Contrack

Application status
Contract holder

Product Provider

Parsonal / Occupational

Product basis

Product category

Product type

Product display name for reports

Contract numbear
Application dated
Effective date

Adviser

[In force

IThe Carpet Group

[abbey

w0

[commercizl

|M0rtgage

|Ir|tere5t only mortgage

|M0rtgage

l4567850

[Clive McDonough

Capita Financial Software Limited. All rights reserved. CCD v4.1 Complex Holdings v.2 — April 2010
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CAPITA Holdings records

FINANCIAL SOFTWARE

Clients = Holdings > Schemes = Owverview > Assets > Borrowing

Holdings » Caontracts Directly held Bank accounts “aluations

Assets Borrowing Loan backs

- Provider Contract type Contract no. Effective

Abbey Commercial mertgage {Interest 4567890 27/08/08 100,000

Total borrowing 100,000

Quit

10.2.2 Loan Backs

CAPITA Holdings records

FINANCIAL SOFTWARE

Clients = Holdings = Schemes > Owverview = Assets > Loan back

Holdings P Contracts Directly held Bank accounts Waluations
e
Assets Borrowing < Loan backs )

% Provider Reason

Any Member Repayment Car loan 15,000 10,000

Total loaned 10,000

Quit
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CAPITA Holdings records

FINANCIAL SOFTWARE

Clients > Holdings > Schemes > Overview > Assets > Loan back

Holdings » Loan back

Loan back Add note

Loan date [27/08/2007 |&]
Loan outstanding £10,000.00
Outstanding date [27/08/2008 |&]

Original amount borrowed lm
Repayment amount £450.00
Fregquency W

Loan type W

Borrower(s) IAn',r Member

Reascn |Car loan

Quit Haldings record marked far upload to client care hub IE‘

10.3 Bank Accounts

CAPITA Holdings records

FINANCIAL SOFTWARE

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

Holdings 3 Caontracts Directly held Bank accounts “Waluations

Contract type

Asset type

Bank account Dieposit account

Bank account Cieposit account 27/08/08 25,000

Add details of each
bank account.

Account notes

Total of all bank accounts is calculat_

or a manual over ride figure can be
entered.

Current value of Trustee's bank account *

Date of value recorded

* click on value field to manually insert figure

Quit
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CAPITA Holdings records

FINANCIAL SOFTWARE

Clients > Holdings = Schemes > Owverview > &ssets > Bank &ccounts > Account

Holdings » Bank Account

Bank account Add note

Account status  |Open
Date account openad
Current balance £45,000.00
Balance date [27/08/z008 [EH]
Account type |Deposit account
Sort code W
Account number [55432876

Signatories |an',r 2 trust=es

Bank
Bank address

Towm

I
I
I
I
County |

Post code

Quit

CAPITA

FINANCIAL SOFTWARE

Clients = Holdings = Schemes > Overvisw = Aszets > Bank accounts

Cantracts Directly held Bank accounts “aluations

Contract type Asset type Bank
Bank account Dieposit account 27/08/08 45 000
Bank account Deposit account 27/08/08 25,000

Add full details for each
bank account.

Total for all bank accounts will be
calculated but a manual override
figure can be input here.

* click on value field to manuslly insert figure
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10.4 Reports

The reports for the SSAS are found in the valuation tab and give a complete set of reports specific to
the SSAS.

CAPITA Holdings records

FINANCIAL SOFTWARE

The Carpet Group > Pension I_

Clients » Holdings » Schemes > Owverview = Assets = Valuations

Holdings 3 Contracts Directly held Bank accounts “aluations

valuation date [27/08/2008 [E]

Total investment applied to directly held assets ,m

Total investment applied to contract based assets held 50,000.00
Total investment ,m

Trustee’s bank account 70,000.00

Walue of directly held assets listed [(GBP) 280,000.00
Value of contract based assets held ,m
Walue of loan backs 10,000.00

Total of scheme assets ,m

Total borrowing recorded 100,000.00

Current value, net of borrowing ,m

L, Create a S5AS valustion report _
¥ Copy down
L Create valuation showing individual asset posititions® Last valustion date
2 Chart assets by investment sector® Last valuation (GBF) ,m
L, Chart assets by asset type® Annual return since this valuation ,w
Quit Ik Set renawal commission values

11 Adding a New Wrap

This section will take you through adding a new Wrap to CCD as well as recording the initial
contribution.
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CAPITA Holdings records

FINANCIAL SOFTWARE

Clients = Helgings = Product

Holdings Product &llocation

Application status |In force
Contract helder [Dent, G P I Change

Contract reason |

objective |In'.-eztrnent of lump sum

Scheme |
Provider |S|—candia _,.j’ O »More
Personal / Occupational [Persenal

Product basis | Inwestment

Product category | Wrap
Product
Product display name for reports*

Wrap Ik Motes

Wrap
Is this plan 2 trustee investment?

Contract number [g312341
Application dated |22/0%/2003 -
Application received
Effective date [22/03/2005 ||

Next contract review date Reason
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12 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:

CAPITA Holdings records

FINANCIAL SOFTWARE

(3]
ni
in
i
i}
e |
(ul
i

Clignts = Heldings = Wrap = Contributions

Cash account EBank accounts Directly held Contracts

Dastination

Ewvent Source

Use the ‘Add contribution’
button for all monies being
added into the Wrap.

date Balance of regular contributions |

Balznce of single contributions |

Balznce of total contributions | [k &diust
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Em—
< New Cash account details D
M —

Application status [In force

Provider | Skandia

Date account opened |22/09/2009 -

Sort Code / Account Number | |

—

Interest Rate

Current Balance / Date | |

Signatories

Ezank account notes ‘

Jmm—
Initial Contribution m@
e —

Status |In force

Contribution Source |

Event |Initial

Effective date -

Contribution / Frequency |

Contribution notes

Cash account

Current balance |

Update balance to |

/Frhis section sets up
the Cash Account.
e N

This section adds the
contribution into the
Cash account.

4l Cancel I+ Add Contribution
Mew Cash account details
Application status |I|-. force
Prowvider |Sl-c:anl:|ia -y O
Date account opened |22/09/2009 -
Sort Code / Account Number [ 122458 [27387987
Interest Rate 0.50%:
Current Balance [/ Date | 200,000.00 [22/08/2003

Signatories [Mr Dent

Bank account notes

Initial Contribution Details

Status |In force

Contribution Source [Fersonal

Event |Initial

Effective date [22/03/2003 [E]

|

Contribution / F e !.:_

Contribution notes

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

Use this ‘Notes’ box

i to record relevant

information.

Cash account

Current balance | 200,000.00

Update balance to |

4l Cancel

—_

Once this information
has been completed,

click on the ‘Add
Contribution’ button.
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The following series of pop up boxes will then appear:

-

Message Select the appropriate

Iz this contract being recorded as Mew Business or for Information option for the Cash
Only? account.

Info. Only | | Mew Bus, |

Once the above boxes have been completed, the system will go to the Cash account ‘Product’ screens:

Complete the Cash account
CAPITA screens as normal. Holdings records

FINANCIAL SOFTWARE

Clignts > th/ uct [ Switch to full Wrap >

Allocation \

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

i
o
i
£
ol
)
u
1]
~r
o
M
(5]
i
L
(s
I
I

Application status |In force
Contract holder [Dent, G P I+ Ch

Contract reason / objective |In'-eztrnEr|t of lump sum

Scheme |
Brovider [Skandia ot O e

o

Perzonal / Occupational |Der5c:l'|a|

Product basis | Investment

Product category |CaEh account

Product |Deposit account v Motss

Broduct display name for reports® | Cash sccount
Iz thizs plan & trustee investment?
Cash Account Account Mumber |8;’E|8?98?

Loplization dated
Aoplicstion received
Effective date |[22/05/200%5

il

Mext contract review date Feason
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CAPITA

FINANCIAL SOFTWARE

Holdings records

Clignts = Heldings = Wrap > Contributions

-

Cash account

Holdings

Bank accounts

Directly held

Contracts

Date Ewent Source

09/03/10 Initial

ingia]

ntributions
-

ing

Perzsonal

f contributions to date

Dastination

Cash Account

Balance of single

Balance of total

200,000.00 5

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

Balance of regular contributions |

contributions |

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:

Status |In foree

il

Enter the additional
contribution details.

Contribution Source |Persenal

Event |Transfer

Contribu = uency

Effective date [22/03/2003 |&)

30,000,

Contribution notes

Cash account

Current balance |

200.000.00

Update balance to |

230.000,00

m

4 Can

(Rl

Selecting ‘Auto fill’ will
update the balance of the
Cash account.
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Once the screen has been completed, select the ‘Add Contribution button’. The following pop up box
will then appear:

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

Select as appropriate. j

Info. Only J [ Mew Bus,

CAPITA

Holdings records
FINANCIAL SOFTWARE

Clignts = Heldings = Wrap > Contributions

=
Holdings = < Cash account > Bank accounts Directly held Contracts
S — —
! fx| : + Add Contribution
Date Ewvent Source Drestination Contribution Freq.
04/04/10 Increment Transfer Cash Accoun 50,000.00 5 [
09/03/10 Initial Perzsonal Cash Account 200,000.00 5 [&
The ‘Contributions’ screen will detail
the additional contribution into the
Cash account within the Wrap.
— Allocate Contribution
&, Schedule of contributions to date Balance of regular contributions | 0.00
2 Schedule of contributions Balance of single contributions |
tax year beginning Balance of total contributions |
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13 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.

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:

CAPITA Holdings records

FINANCIAL SOFTWARE

@} Hazldings > Details > &ssets = Bank@

—

Holdings Centract details | Assets w ‘ Inceme Analysis
Add note
Bank Accounts ‘ Directly Held Centracts Wrap Reports
Cash account I Bank &ccounts |
Application status |In force .
Provider |S|—candia f 1 Ik More Use th|5 bUtton to
Date account opened [22/05/20058 |&) switch to the full
Sort code { Account number [123456 [87987387 ‘Cash account

Account type / Interest rate |Deposit account | 0.50%g

. .
Current balance / Date valued | 250,000.00 | 22/09/2009 G holding record.
Signatories |Mr Dent

Motes E
(I) Switch te full record

\_‘mﬁl bank accounts 50,000.00
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The following screen for the full Cash account holding will be displayed:

CAPITA

FINANCIAL SOFTWARE

Holdings records

Clizntz = Hzl2ing= > Produoct

Product Allacatian

Application status
Contract holder

Contract reason / cbjective
Scheme

Brovider

Personal / Ocoupationsal

Product basis

Product category

Product

Broduct display name for reports®
I= thiz plan a trustes investment?

Cash Account Account Number

| In farce

On the main menu

[Cent. G R

screens of this

[1Avestment of lump sum

holding, there will

be a link back to

[skandia

[Perzonal

the Wrap record.

| Investment

~

| Cash account

| Creposit account

| Cash account

—

[e7287927

Lpplication dated
tpoplication received

Effective date

Mext contract review date

Reascn

Que

Now that the full Cash account is on show, complete the relevant screens as normal:

CAPITA Holdings records
FINANCIAL SOFTWARE
Clients > Holdings > Administration
Holdings b Administration | Cessation
Administration Case source Contract Mo,
— —
New Business |Yes
Action [Initial
Status |In force N
Business source \
urrent position (outstanding action) |:l_v.aiting acknovledgement
Proposal to Client | nia |
Applicstion received
Application dated | nfa |
Submitted Date | n/a |
Intended effective date
Service manager for this case | /’
iness record complete 4 Complete admin. chegl#
\ /
Quit

If further money needs to be added to the Cash account, use t

he same method as explained earlier,

select ‘Add Contribution’ from the ‘Contributions’ screen within the Wrap.

The information contained in this document is the property of Capita Financial Software Ltd. The con
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14 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.

14.1 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.

CAPITA Holdings records

FINANCIAL SOFTWARE

Clignts > Heldings = Wrap = Contributions

Holdings =~ Cash account Bank &ccounts Directly Held Contracts

Source Drestination Contribution Freq.
22/0%/0% Initial Perscnal Cash Account 200,000.00 S rﬁ
22/09/09 Transfer Personal Cash Account 50,000.00 S rﬁ

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

Allacate Contribution

Bzlance of regular contributions

Balance of single contributions

Balznce of total contributions

Quit

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

F b

Allccate to existing?

Allocate to an existing or to'a new halding? Select tha? thls is a ‘New’ Holding
(within the Wrap).

Halding type

Confirm which type of
Please select which type of holding you would like to create 1} 'Holding ‘(Asset) needs to be

%,,\ created.

Contract J

[ Bank Acct | lDlrev:tIy Held
—

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
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The following sections will look at setting up each of the new Holdings in turn, within the Wrap.

14.1.1 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 %/\ Account’.
Date account ocpened
Sort Code / Account Number | 1234356 |2|:|9348|:|29
Account Type / Interest Rate |Depczit Account | 1.50%
Current Balance / Date | 10,000.00 [22/09/2009 This section is recording a

Signataries | decrement in the Cash

account in the Wrap, as
well as the initial
contribution within the

/\ new ‘Bank Account’.
Status |In force

Event |Initial
Effective dat= [22/09/2003 [E| T 4 1nsert from above
Contribution / Frequency 10,000.00 |S o S

Contribution notes

Bank account notes

Initial Contribution Details

I~
X

Select ‘Auto fill’ if

you wish to update
the balance of the
Cash Account.

Cash account Once Completed,

click on ‘Add
Contribution’.

Current balance | 230,000.00

Update balance to |

o
L8

4 Can

The following pop up box will then appear:

-

Message

Iz this contract being recorded as Mew Business or for Information
Cnly?

Select as appropriate. j

( Info. Cnly | [ Mew Bus, D

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
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The system will now go to the Bank Account product screens:

CAPITA Holdings records

FINANCIAL SOFTWARE

= TSB Bank > Bank deposit scoount s chRaastan L= ’_

Switch to full Wrap

Cliznts = Holdingz = Product

Holdings =+ Preduct Allocation

On the main menu

Complete ) screens of this holding,
the Bank Application status |In force i i
Contract holder |Dr=nt, GP I+ there W||.l be a llnk baCk
Account  |ect resson / chjective [Investment of lump sum to the Wrap record.
‘Product’ skhmma | :
Brovider |[Lloyds TSB Bank g [ more

screens as
normal.

rzonal / Occupstional [Personal
Product basis | Other

Product category |Eanic account

Product |Decosit Account b Motes

Product display name for reports™® |Ea:'|!-c deposit account
I= thiz plan = trustes investment? l—
EBank Account Mumber |2E:9348029
lication dzated -
pplication received

Effective date | 22/05/2009

Mext contract review date Resscn

Quit

Within the Wrap > Contributions the decrement will be displayed:

CAPITA Holdings records

FINANCIAL SOFTWARE

Clientzs = Holdings = Wrap > Contributions

Cash account Bank accounts Directly held Contracts
i + add Cantrib N
Drestination
A fealiG = T z S0.000.00 5 [
Decrement Lloyds TSE Bank Current -lD,DGD.DDD
09/03/ 10 Initial B3 1m 0 - L 2y m = = 200.000.00 5 |_T),‘
— Allocata C ibutior
O sSchedule of contributions to date Balance of regular contributions |
L Schedule of contributions Ealance of single contributions |
Eax = Balance of total contributions | us

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
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There will also be a record of this contribution in the ‘Bank Accounts’ tab within the ‘Contributions’
screen:

CAPITA

Holdings records
FINANCIAL SOFTWARE

Clignts = Heldings = Wrap > Centributicns = Bank Accounts
e

— ~
Holdings = Cash account < EBank accounts > Dirzctly held Contracts
\/
! = Re-allocate Contribution
Date Event Account Name

Contribution Freq.

01/04/10 Initial Lloyds TSB Bank Current Account 98889958 10,000.00 S [&

Balance of regular contributions |
Show the contributions for:

All Heldings |' |:|

Balance of single contributions |

Balance of total contributions |

14.1.2 Setting up a new Directly Held Asset

Please refer to page 9 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:

-

Haolding type

Select ‘Directly j
Please select which type of holding you would like to create Held"

| Contract

A\

Bank Acct

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
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The following screen is then displayed: This section is recording

the decrement in the Cash
account in the Wrap.

Status |In force

Event | Initial
Effective date [22/03/2003 [E] —
Contribution / Frequency [ 20,000.00 [5 Select ‘Auto fill’ if
Contribution notes you wish to update
/ the balance of the

Cash account.

Cash account

Current balanc 240,000.00
urrent balance | Select ‘Proceed to

select asset’ to

} Proceed to ze% continue.

Update balance to | 220,000.08 Al Auto fill E200,000.00

Is this asset being recorded as Mew Business or for Information

Cinly?
I Infa. Cnly I [ Mew Bus, ] ‘

Select as appropriate. j

CAPITA Holdings records

FINANCIAL SOFTWARE

=2 [ Select the relevant
Cliznts > Heldings > Dietails » Azsets > Position > Select asset asset and the

Dasition Select asset — number Of UnItS, as
ﬁ normal.
Caollzctives Equities Fixed interest Other

[ ¥y TRy R 17

(T T R R

Show funds for Skandia

licke here to Filter by fund typs

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

CAPITA Holdings records

FINANCIAL SOFTWARE

(i}
11}
)
il
L1

f
11}
L
i1}
i1}
1

Clients = Holdings = Wrap > Contributions

Holdings 'F< Cash account >an|-c accounts Directly held Contracts
' kx| =+ Add Caontribution
Destination Contribution
10/04/10 Decrement Skandia Cazenove European 5P -1g.000.00 ‘s [#
04/04/10 Increment  Transfer Cash Account 50.000.00 5 [&
01/04/10 Decrement Lloyds TSE Bank Current -10,000.00 5 [
09/03/10 Initial Personal Cash Account 200,000.00 § [
This screen shows
which Directly Held
asset the money has
been spent on.
s Balance of regulsr contributions |
e Balznce of single contributions |
b3 Balznce of total contributions |

14.1.3 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 Cash account.

-

Haolding type

Please select which type of holding you would like to create

Select ‘Contract’.

[EankAcct |[Dlrev:t|y Held [ Confract J
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New contract datails >

Application status [In force This section will set
Effective date [22/05/2005 |&| up the basic details
Provider [Fidelity wf O b Mors | for the Contract.
Parsonal / Occupational |Perzcna| N

Product basis [Investment

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

This section will record the
decrement in the Cash

<- Initial Contribution detD . A(;COUI’Tt, a.S Weu as the
I initial contribution within

Status |In force
Event [Initiz
Effective date |22/03/2003 [E]
Cantribution / Frequency IWIS_

Contribution notes

Cash account
Current balance | 220,000.00

Update balance to | 170,000, Auto fill E170,000.0

%

the new Contract.

/

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

( Select ‘Add
Contribution’ to

fdd Contributic .

N

r'\.
m

Al Can

Message

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

Select as appropriate.

| Info. Only | [ Mew Bus, l

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:

CAPITA

Holdings records
FINANCIAL SOFTWARE

Clignts = Holdings » Wrap » Contributions

Bznk zccounts Directly held Contracts

Event Source Destination
10/04/10 Decrement Skandia Cazenove European SP -10.000:00 5 [
10/04/10 Decrement Fidelity Unit Linked Bond -50,000.00 5 [
04/04/10 Increment Transfer Cash Account so.000.00 5 A
01/04/10 Decrement Lloyds TSE Bank Current -ig.oo0.00 5 [
09/03/10 Initial Parzonal Cash Account coo.gomion 5 [

= Ealance of regular contributicns |

Balzrce of single contributions |

Balzrice of tota| contributions |

I+ Sdjust

CAPITA

FINANCIAL SOFTWARE

Clients > Heldings = Wrap = Contributions = Contracts

. b~
Dirsctly held ( Contracts

Holdings Cash account EBank accounts

Provider Contract no. Contribution

o Date

10/04/10

Figelity

Show the contributions for:

All Heldings

MES

Contract type

Unit Linked Bond

Balance of regular
Balance of single

Balance of total

Freq.
s50,000.00 S [

contributions |

contributions |

contributions |

Capita Financial Software Limited. All rights reserved. CCD v4.1 Complex Holdings v.2 — April 2010
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15 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:

CAPITA Holdings records

FINANCIAL SOFTWARE

e e e ] The tabs here give
Cliznts » Heldings > Details » As=z=ts > Bank account access to the Ho"dlngs

—_— — within the Wrap.
Holdings = Caontract details @ Incems &nalysi %

Bank &ccounts ‘ Diracthy Held Contracts Wrap Reports

Cazh zccount I Eznk Accounts |

Application status |In force
Provider | Skandiz wf O I More
Dzte account opened | 22/09/2005
Sort code [/ Account number | 123456 |8798?98?

Aecount type [/ Interest rate |Depc:5it account | 0.50%
Current balance / Date valued | 170,.000.00 [22/09/2009
Signatories ||'\‘|.r Dent

Notes g

Yalue of 2ll bank 2ccounts 180,000.00

Quit

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.
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Access the Holding:

CAPITA Holdings records

FINANCIAL SOFTWARE

& Clients = Holdings = Details > Assets > Contracts )

Holdings = Contract details | Assets ¥ Income Analysis

Bank Accounts Diirsctly Held Cantracts Wrap Reports

Effective

o
m

Contract no.

&y Provi der Contract Tvpea

22/09/2009

<:_ Fidelity Unit Linked Bond

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

I* View archived contracts Total wvalue of contract based assets
Total borrowing recorded 0.00

CAPITA Holdings records

FINANCIAL SOFTWARE

=ry Den Fraeli ink=d Bond I_
Cliznts > Helcings = Prodoct ¥ Switch to full Wrap
Holdings =+ Product Allocation
Application status |In force
Contract holder |Dr=nt, (== v Change
Contract reason / cbjective |In'.-e5tmer|t of lump sum
Scheme |
Brovider |Fidr=|it-..- f L1 I Maore

Fersonal / Occupationsl [Personsl

As with a standard
new piece of
business, complete

all red fields.

Product basis | Investment

Product category |In'.-eztmer|t Bond
Product [Unit Linked
Broduct display name for reports™® |Unit Linked Bond

I= this plan a trug

Lpplication dated

Application received

Resscn

Mext contract review date

Quit
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CAPITA Holdings records

FINANCIAL SOFTWARE

Gary Dent > Fidelity » Unit Linked Bond = l_

Clignts = Holdings » Administration

Holdings Administration Cessation
Administration Case source Contract Mo, As with a
standard new
NewrBwaness |ves piece of business,
ACEION Initial complete all red

Status force fields

Business source \

Current position {[outstanding action) |.'l_-.-.ai

Proposal to Client
Application received
Application dated

n/a
Submitted Date - n/a

Intended effective date
Service manager for this case |

New business record complete 4l Complete admin. checklist

NG P

Once the ‘Administration’, ‘Tasks’, ‘Commission’ and ‘Submission’ screens have been completed in the
‘Holdings’ record, they will be displayed in the Wrap record.

The information contained in this document is the property of Capita Financial Software Ltd. The contents of the document must not be reproduced or disclosed
wholly or in part or used for purposes other than that for which the document is supplied without the prior written permission of Capita Financial Software. © 2009
Capita Financial Software Limited. All rights reserved. CCD v4.1 Complex Holdings v.2 — April 2010

65



CAPITA

FINANCIAL SOFTWARE

16 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.

16.1 Adding to a existing Contract

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

CAPITA Holdings records

FINANCIAL SOFTWARE

Clignts > Halzings = Wrap > Contributions

Holdings =~ Cash zccount Bank Acceounts Diractly Held Contracts

Source Drestination Contribution -
22/09/09 Initizl Perzsonal Cash Account z00.000.00 5 [
22/09/09 Transfer Perzsonal Cash Account s0.000.00 5 [
22/08/09 Decrement Lloyds TSB Bank Deposit -10,000.00 S E/T
22/08/09 Decrement Skandia Global Bond A2ZH EUR -20,000.00 S [l
22/03/03 Decrement Fidelity Unit Linked Bond -50,000.00 5 Use the ‘Allocate

Contribution’ button.

& Schedule of contributions to date Bzlance of regular contributions
R e et s B e Bzlance of single contributions
tax year baginning 2005 Balance of total contributions
Quit
r -

Allocate to existing?

Allocate to an existing or to & new holding?

Cancel H Mew h [ Existing ‘D/
7

Select ‘Existing’.
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Status |In force

Destination Type

Destination holdin Bank Account\
Evend | Directly Held }

FSelect which type of
Asset will be having an

Effective date @

Contribution / Frequency

Contribution notes

Cash account

Current balance | i70,000.00

M

4 Canc

Ik Add Contribution and update trustee account ba

Update balance to | 4l Auto fill £170,000.00

increment added to it.

Statuz [In force

Destination Type | Contract

Destination holding

E'.'en(

Umit Linked Bon

-//Select the existing

Effective date
Contribution / Frequency
Contribution notes

Cash account

Current balance | 170,000.00

Update balance to |

G
m

4 Can

Al Auto fill £170,000.00

Ik Add Contribution and update trustee account balance

Holding to which the
increment is being
applied.

Status |In force

Cestinaticn Type | Contract

Destination holding |Fide|it',- Unit Linked Bond
Event |In:rernent

Effective date [22/05/2003 |&]
Contribution / Frequency 10,000.00 |5

Contribution notes

Cash account

Current balance | 170,000.00

Update balance to |

4 Cancel

Complete the details of
the increment and select
‘Auto fill' to update the

balance of the Cash
/\ account.

A4

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

Select as appropriate.
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{

Would you like to add more details to this subasset?

If more assets need to be added, select
‘Yes’ and the following page will be
displayed.

CAPITA

FINANCIAL SOFTWARE

Holdings records

= 'Unit L

Clizntz > Heldings = Details

Q Switch to full Wrap
—1

D

Contract details Azzats Withdrawsls Anzlyzis
fdd note
Diztzils Maotes

Zommission Administratar
Fund Supermarket
Dizzretionary Fund Manager
Beneficiary

Benefits paid on

Provide walustions for this contract IE/Further details C&h

be added to the
Holding record.
Return to the

/i Income reinvested [ Wrap by SEIeCting
Investment - tax year end ‘SW|tCh to fUl.l.
Maturity date ,
Azsigned? In trust? PN iew trus WraP at the tOP
1= an MvA applicable?: [ pview details rlght of the screen.
Valuations Valustion dats li x /
= Date of currant valuation Ik View Naotes
MNewt scheduled valuation
Electronic valuation available? = Ik Updata Values Now
Qnﬂ “k‘ * Do you wish to recard summary values or maintain & transaction histary?

16.2 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).
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The following pop up box with then be displayed:

- .

Allocate to existing?

Allocate to an existing or to & new holding?

Cancel H Mew  ( Existing Ef

Status [In force

Select ‘Existing’. j

Select the asset which
will be having an

"\\ increment added to it.

Effective da
Contribution / Frequency

Contribution notes

Cash account

Current balance | i60,000.00
Update balance to | 1l Auto fill £160,000.00
Al Cancel I+ Add Contribution and update trustee account balance

Status |In force

Destination Type |Direct|',- Held Complete the screen and
Destination helding |S|—cand|a Globzl Bond AZH EUR select ‘Auto Fill’ to update

W Inc t
S E::t the Cash account balance
g and then select ‘Add

Contribution / Frequency 10,000.00 |5

Contribution’.

Contribution notes

Cash account

Current balance | 160,000.00
Update balance to | 150,000.00CJdl Auto fill £140,000.00

4l Cancel ¢ Add Contribution and update trustee account balance _ID
4/

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

Select as appropriate.

Info. Only ] [ Mew Bus. ]
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To update the fund information, select
‘Yes’ and the following page will be
displayed.

Would you like to add more details to this subasset?

CAPITA Holdings records

FINANCIAL SOFTWARE

Gary Dent
Clients = Holdings » Details > Assets > Position
Holdings = Positien Select assat
Overview tzset selected: Skandia Global Bond A2H EUR a
Product
Contributions Current number of units / unit type [2000 [ Initial
Details Units current date [22/03/2003 |&@]
Administration Original investment / Date of investment | |
Tasks
Secto : - Glob

Commissian Sector | Fixed Int - Global
Submission Asset type | Collective

Type of holding to which this asset belongs | Investment

Current Mid price (EUR] 11.6205

Price date 28/08/2009
Current value of position in Skandia Glebal Bond AZH EUR (EUR) 232,241.00
Exchange rate :as at 01,/09/09) ,7__4
Current value of position in Skandia Global Bond AZH EUR (£] ,ﬁ
Total current value of holding ,ﬁ
Exposure of holding to this assst ,7_':': %o
Return since date of investment
b Update current price details

Bosition Allocation Asset breakdown | Motes [ Factshest Histaoric

| Quit _E__ DAr:hi'.'e this asset

16.3 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:

}elect ‘Existing’.

o

Allocate to existing?

Allocate to an existing or to & new holding?

Cancel || New Q@
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Status |In foree I
Select the Asset which will be
having an increment added to

—__ it.

Destination Typsg
Destination hol

Contract

Effective dabs
Contribution / Frequency

Contribution notes

Cash account

Current balance | 150,000.00

Update balance to | 150,000.00 4 Auto fill £150,000.00

4l Cancel It Add Contribution and update trustee account balance

Complete this page.

Status |In force

Destination Type |Ean|-c: Account
Destination holding |L|-:',-ds TSE Bank Deposit Account

Event |Incrernent
Effective date [22/03/2003 [E]
Contribution / Frequency 20,000.00 |5

Contribution notes

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

Finally select ‘Add
Contribution’.

Cash account

Current balance | 150,000.00
Update balance to | 130,000.00

4 Cancel

Message.

Is this contract being recorded as Mew Business or for Information Select the relevant option.

Only?

Info. Only ] [ Mew Bus.

Select ‘Yes’ if more details
need to be added to the
Bank account holding.

Would you like to add more details to this subasset?
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If ‘Yes' is selected the following screen will be displayed:

CAPITA Holdings records

FINANCIAL SOFTWARE

Gary Dent > Lloyds TSBE Bank > Bank deposit account > 209348029 |—|

Clients = Haldings = Details [ Switch to full Wrap

Account name |Dent, G P

Current value of deposit 10,000.00
Current annual rate of interest 1.50%
Current income 150.00 p.a.
Sort code / Account Number | 123456 | 209348029
Account Type |Dep05it Account

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

Dzte informztion updated

Provider's Customer Humber |

Contract Issue Number |
Notes

uz0003
40058CORE
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17 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:

CAPITA Holdings records

FINANCIAL SOFTWARE

Clients > Heldings = Wrap > Contributions > Bank Accounts

Holdings =~ Caszh account Bank Accounts Diirzctly Held Caontracts

= Re-allocate Contribution >
Da

22/09/09 Initial Lloyds TSE Bank Deposit Account 209348029 i0,000.00 S5 [&

22/09/09 Increment Lleyds TSE Bank Deposit Account 209348025 20,000.00 5

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

Balance of regular contributions
Show the contributions for:

Ezlance of single contributions
All Heldings |'|:|

Balance of total contributions

Quit

 —

Status |In force
nk account to be decrementad |L|c',-dz TSE Bank Deposit Account

Complete the
information on this

— . __ Page and select.

Event |Decrement
Effective date [22/03/2005 [
Contribution / Frequency 10,000.00 |5

Contribution notes | Money being transferred to the cash
account to be spent on a ¢ =

Cash account

Current balance | 130,000.00

Select ‘Reallocate’

Update balance to | 120,000.00

4l Cancel [« I+ Reallocate to the trust
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The '‘Bank Accounts’ screem will show a decrement and the Cash account will show an ‘Internal
transfer’:

CAPITA Holdings records

FINANCIAL SOFTWARE

Clients = Heldings = Wrap > Centributions > Bank Accounts

Holdings = Cash account Bank Accounts Directly Held Contracts

Event Account Name
22/05/09 Initial Lloyds TSE Bank Deposit Account 209348029 i0.000.00 5 |1j]'
22/0%/0% Increment | |gwd=s TSE Baple Dlepoeit Accopnt 2059342075 20,000.00 5 |1_,;f
€C22/05/05 Decrement  Skandia Cash Account 87587587 -10,000.00_5 2

Balance of regular contributions |

Show the contributions for: Balznece of single contributions |

All Heldings | hd |:| Bzlznce of totzl contributions |

Quit

CAPITA

FINANCIAL SOFTWARE

Clients » Heoldings = Wrap = Contributions

Holdings Cash account Bank accounts Directly held Contracts

Event Source Destination
15/04/10 _Igtacgal e S.000.00 5 [&
€ | 10/04/10 Decrement Skandia Cazenove European SP -10,000.00
T ——
10/04/10  Derr=rrrem Dimelibe I loil o co = Pooowe =so.ouu.00 5 m
04/04/10 Increment Transfer Cash Account 50,000.00 5 [&
01/04/10 Decrement Lloyds TSE Bank Current -10,000.00 S rﬁ
03/03/10  Initial Personzl Cash Account 200,000.00 s [&

Balance of regular contributions |

Balance of single contributicns |

Balance of total contributions |

Once the money is in the Cash account it can be allocated to other investments within the Wrap.
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18 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.

CAPITA Holdings records

FINANCIAL SOFTWARE

Clients = Haldings = Owverview

Holdings Caontract details Scanned docs,
Add note
Application status  In force Marked for upload [
Contract holder Dent, G P Ik Change

Provider Skandia
Contract Type Wrap
Contract number Q312341
Eff e ohimmm LTy End date
Bank Accounts 140,000.00
Diractly Hald Assets 20,453.23
Contracts

Total 160,453.23

Advizer P —— » Mare

Introducer ¥ Mare

¥ Make this contract paid up / cancelled

& Print a file fact sheet for this holding

Quit

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.

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.
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18.1 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:

CAPITA

FINANCIAL SOFTWARE

Holdings records

Clients = Holdings > Details > Asz=ts > Bank account

Holdings Contract details Azzsts ¥

Inceme Anzlysis

Bank Accounts | Diiractly Held

Contracks Wrap Reports

Cash account | Bank Accounts |

Application status |In force

Erovider |S|-candia _nf O ¥ Mare

Date account opened |22/03/2003 -

Sort code [ Account number | 123455 |8?98?98?

Account tupstlak SRR =

/A

pumm—
[ Current balance / Date valued |

T L=

- = [ 0_=0Ch

130,000.00 [22/05/2009

=lar-ta=ig;

4 Information can be

recorded manually into

b full record =]

the ‘Notes’ section.

Value of all bank accounts S

Quit
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18.2 Updating the value of the Bank Account

The Bank Accounts are updated in ‘Details’ > ‘Assets’ > ‘Bank Accounts’ > ‘Bank Accounts'”:

CAPITA Holdings records

FINANCIAL SOFTWARE

Clients = Holdings = Dietails » Assets = Bank account

Holdings = Contract details Azssts ¥ Incems Analysis

Bank Accounts ‘ Directly Held Caontracts Wrzp Reports
— ——
Cash zccount q\Eank Accounts )|

Account Type Account Mumber Date Valued Balance

Lloyds TSE Bank Dizposit SAccount 20934802 22/0%/2009 10,000.00

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

¥ View archived bank accounts Value of General bank accounts 10,000.00

Quit

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

CAPITA Holdings records

FINANCIAL SOFTWARE

ccount > 209348029 L]

Clients = Holdings = Details Ik Switch to full Wrap

Holdings ~

A L = s
T

& Current value of deposit | 10,000.00
—

Current annual rate O eeTeet T Lo o e

<3 Currant income 150.00 p.a. Update |Current Value Of

e
Sort code / Account Number [ 123456 | 205348029 the deposit’.
Account Type |Depczit Account

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

Date information updated

Provider’s Customer Number

ract [ssue Number

Use ‘Notes’ to record any
useful information.

/

| Usooos

40068 CORE

Quit
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19 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’” Commission’ screens.

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

CAPITA Holdings records

FINANCIAL SOFTWARE

Clignts = Heldings = Administration

Holdings =

Wrap Cash account Bank accounts Directly held Contracts

MNew business Applic. date Submitted

Internal In force 15/04/10 I Select
O Decrement In force MNo 10/04/10 |k Select
Decrement In force MNo 10/04/10  Iv Selact
Increment In force Yes O4/04/10  |p Select
Decrement In force No 01/04/10 v Select
Initizl In force Yes 05/03/10  |» 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:
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The relevant screens can also be accessed from within the individual Holding record. All types of
assets will have this functionality:

CAPITA Holdings records

FINANCIAL SOFTWARE

Clients = Holdings > Administration

Holdings | — Add n

Wrap | Cash account Bank accounts Directly held | Contracts

i, Submitted
——

(&1

New business Appa

Internal In force Select the relevant tab and
Decremant In foree e choose the appropriate checklist.
Decrement In force No

Increment In force Yes 04/04/10

Decrement In force No 01/04/10

Initizl In force Yes 09/02/10

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.

CAPITA Holdings records

FINARCIAL SOFTWARE

Gary Dent = Lloyds TS Bank > Bank deposit sccount > 209348029 _LES ;

Cliznts = Holdings > Administration

Sdministrati Caszat
Administration sssation :
Complete all red fields.
Administraticn Cass source Contract Mo,
New Business  |Yes
Action  [Initial
T !1 : o=
Business source | \
|

rent position [outstanding action)

Ensure that the
‘Complete admin
checklist’ is clicked once
all completed.

Proposal to Client
Applicstion recsived
Application dated
Submitted Date |
Intended effective date |—|
erforthiscase | e

New business racord complete 4l Somplate admin. checklist

Quit

The ‘Tasks’, ‘Commission’ and ‘Submission’ screens all work in the same way. If a tab is selected from
within the Wrap CCD will navigate to the relevant screen in the individual Holding record.
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20 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:

CAPITA Holdings records

FINANCIAL SOFTWARE

@ = Heldings = Details > &ss2ts = SIPP RE@
Holdings Contract details | Assets * | Incems Analysis
Add note
Bank Accounts Dirzctly Held Contracts < Wrap Reports S
Waluation date
Contributions to date valuations

Cash account contribution balance 140,000.00 Czsh account 120,000.00
Allocated toe other bank accounts 20,000.00 Other bank accounts i0,000.00
Allocated to directly held asseats 20,000.00 Directly held assats 20,453.23

Allocated to contract based assets 80,000.00 Contract based assets
Total centributions inte the SIPE 260,000.00 Total lizbilities 0.00

Current value net of borrowing 160,453,223

T e e e e Total income drawn down 0.00

Copy down
& Print valuation statement

n HEHan men Lzst valuation date
& Last valuation
= Annual return since this valuation® 0.00%,

Print foreign currency

valuation

™

There are a number of reports here
which may be useful.
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@rap Report)

Wrap Breakdown report prepared for Mr G P Dent

Wrap Provider and Policy number Current Value
Skandia Wrap q312341
Cash Account
Skandia Cash Account 87987987 130,000.00
General Bank Accounts
Lloyds TSB Bank Deposit Account 209348029 10,000.00
Directly Held Assets
Skandia Global Bond A3H EUR 20,453.23
Contracts
Fidelity Unit Linked Bond 0.00
Tolal borrowing recorded ~ £0.00
Total income drawdown £0.00
Total value of this SIPP £160,453.23
Total value of all Wraps £160,453.23

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 inveliment comirach. Prépared foe Nir Ashbgs
Comirpof Efpetve valaaton Bsguisr Tiztnl W

Fronvider Contrpcd Tros lzrtan Poficy Wumber Ll ) ol dele Cond, repried * Wi CLEE Bpdum
Mr Ashbes

iamderd | F Wsa i foroe mlaianle - i ] ALTLEE L8800 m RH-- ] L
Total &f S5 I Tl Sl o LU ASSDS [ gl f o) R 00
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