CCD v4.0.1 overview of SIPP workflow

All contributions to a SIPP should be recorded against the trustee bank account. The trustee bank account
will show a positive entry for money received into the SIPP and a negative entry when money is transferred
out of the trustee bank account and allocated to either a bank account, directly held asset or contract.

CAPITA Holdings records

FINANCIAL SOFTWARE

imitead >

w

elf Invested Personal Pension > 3456783 I_

Clients = Holdings > Self Invested Personal Pension = Contributions

Holdings ~ Trustee Bank Account Bank Accounts Diractly Held Caontracts

i b 7T = Source Drestination Contribution

Current regular contribution

Current trustee bank account contributions |

: = Allocate Contribution

Quit

To add a contribution to the trustee bank account, click on +Add Contribution at the top right of the
screen.

If a trustee bank account has not been set up, the following diaglogue box will be displayed:

New trustee bank account details

Application status |I|-| farce
Provider | o 1 I» Mare
Date account opened |25/06/2005 -
Sort Code / Account Number | |
Account Type / Interest Rate | [
Current Balance / Date | |

Signatories |

Bank account notes E

Initial Contribution Details

Contribution Source |

Event |
Effective date

Contribution / Frequency

Contribution notes

-

4l Cancel b Add Contribution
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If a Trustee bank account has been set up, the following diaglogue box will be displayed:

Contribution Source |
Event |
Effactive date

Contribution / Frequency

Contribution notes

4l Cancel » Add Contribution

Complete the fields (under both sections if setting up a new trustee bank account) and click +Add
Contribution which will display the following selection message:

Is this contribution Protected or Mon Protected?

| Protected | |

Note: This detail will populate the field on the trustee bank account contribution notes screen.

Followed by the selection message:

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

Info. Only ] [ Mew Bus.

Note: This will set the trustee bank account as new business or information only in the background, which
will determine whether a checklist will be produced to complete under the administration area for new
business and compliance.
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This will display the trustee bank account screen where there will be a positive line entry against the
trustee bank account.

CAPITA Holdings records

FINANCIAL SOFTWARE

Terry Test = James Hay Limited > Self Invested Personal Pension > 3456783 .

Clients > Haldings = Self Invested Persanal Pension > Contributions

Holdings ~ Trustee Bank Account Bank Accounts Directly Held Contracts
I + Add Contributian
Date
25/06/2009 Initial Parsonal Trustee Bank Account 100,000.00 = rﬁ
23/06/200% Decrement Aviva Life Trustee Investment -45,000.00 s [
25/06/2009 Decrement Aviva Life Trustee Investment -10,000.00 = [
25/06/2009 Decrement JPM Europe A Inc -1,000.00 S @
25/06/2009 Decrement ING Direct Savings Account -500.00 = rﬁ
23/06/200% Decrement Aviva Life Trustee Investment -70,000.00 s [
25/06/2009 Initial JPM Europe A Inc -50,000.00 s I—;/T
25/06/2009 Decrement ING Direct Savings Account -100,000.00 = @
25/06/2009 Initial Parsonal Trustee Bank Account 1,000,000.00 = rﬁ
Current regular contribution 0.00
Current trustee bank account contributions | 823,500.00
= Allocate Contribution

CAPITA

FINANCIAL SOFTWARE

Terry Test = James Hay Limited > Self I

Clients > Haldings » Details > Assets > Bank account

Holdings ~ Contract details Assets ¥ Income Analysis

Bank Accounts ‘ Directly Held Contracts SIPP Reports

Trustee Bank Account I Bank Accounts |

Application status |Ir| farce
Provider |Abbe',r g 1 Ik Mare
Date account opened
Sort code § Account number ||31C|926 | 12345678
Account type [/ Interest rate |Savings/mnt\| 1.00%

Current value / Date valued | ( 1.000.005.00)[25/06/2009
Signatories |AccountW
Notes |Bank account notes for Abbey g
E} I+ Switch to full record

Value of all bank accounts
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The money will remain in the trustee bank account until invested elsewhere within the SIPP. To invest the
money from the trustee bank account, click on -Allocate Contribution at the bottom right of the screen, to
display the following selection message:

Allocate to existing?

Allocate to an existing or to a new holding?

Cancel ” Mew l [ Existing

Cancel will display the trustee bank account contribution screen
New will display another dialogue box to select the type of holding
Existing will display another dialogue box to select from the current list of holdings within the SIPP
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New holding

Holding type

Please select which type of holding you would like to create

Bank Acct ”IZJirvau::m-I Held] [ Contract

New bank account
The following dialogue box will be displayed:

New bank account details

Application status |Ir| force

Provider | ?.-:fD k Mare

Date sccount opened |

Sort Code / Account Number |

Account Type / Interest Rate |

Current Balance / Date |
Signatories |

Bank account notes

Initial Contribution Details

Event |
Effective date
Contribution / Frequency

Contribution notes -t

4l Cancel I+ Add Contribution

Complete the fields and click +Add Contribution which will display the following selection message:

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

Info. Only ] [ Mew Bus. ]

Note: This will set the bank account as new business or information only in the background, which will
determine whether a checklist will be produced to complete under the administration area for new business
and compliance.
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This will display the product section on the full bank account record to enable completion of the bank
account details. Click the button at the top of the screen Switch to full SIPP record (available under the
overview and product screens), to switch back to the SIPP.

CAPITA Holdings records

FINANCIAL SOFTWARE

Terry Test = ING Direct > Bank deposit account > 34567895876 |—

Clients > Holdings > Product

Holdings ~ Product Allocation

Mote: This heolding is part of a SIPP =t
F Switch to full SIPP record
Application status |In

Contract holder [Test, T I+ Change

Contract reason / objective |Provi5ion for retirement

Scheme
Provider |ING Direct g O I More
Personal / Occupational |Personal
Product basis |Other
Product category | Bank account

S

Product |Dep05it account Ik Mot
Product display name for reports* c

Is this plan a trustee investment?
Bank Account Number |3456?8998?6

Application dated -
Application received -
=

Effective date |25/06/2009

Next contract review date Reason

Adding contributions to a new or existing bank account will always be processed using -Allocate
Contribution within the trustee bank account.

Within the SIPP, there will be a positive line entry under the bank account tab for the amount received into
the bank account and a negative line entry against the trustee bank account.
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CAPITA

FINANCIAL SOFTWARE

Holdings records

s Hay Limited > Self Invested Personal Pension > 3456789
Clients > Heldings > Self Invested Personal Pensien = Contributions > Bank Accounts
Holdings Trustee Bank Account Bank Accounts Directly Held Contracts
ount Name
25/06/09 Initial ING Direct Savings Account 34567895876 100,000.00 = l—ﬁl
Current regular contribution | 0.00
Contribution Balance | 100,000.00
Quit

CAPITA

FINANCIAL SOFTWARE

Terry Test > James Hay Limited = Self I

Clients > Haldings > Details > Assets > Bank account

Holdings Contract details Assets ¥

Inceme Analysis

Bank Accounts Contracts

‘ Directly Held SIPP Reports

Trustee Bank Account I Bank Accounts |

Application status |Ir| forca
Provider [Abbey

Date account opened | 25/06/2009 -

Sort code / Account number [010526  [12245678

Account type / Interest rate |Eavings,‘rﬁnt\| 1.00%

Current value / Date valued | ( 1.000,005.00)[25/06/2009

Signatories [Account Frelder only—"

,:_1' O 1 More

Notes |Bank account notes for Abbey

¥ Switch to full record

Value of all bank accounts

CCD v4.0.1 overview of SIPP workflow v0.1




New directly held asset
The following dialogue box will be displayed:

Ewvent |
Effective date

Contribution / Frequency

Contribution notes

4l Cancel

Ib Proceed to select asset

Complete the fields and click Proceed to Select Asset which will display the following selection message:

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

Info, Qnly ] [ Mew Bus, ]

Note: This will set the asset as new business or information only in the background, which will determine
whether a checklist will be produced to complete under the administration area for new business and

compliance.

This will display the select asset screen to enable completion of the asset details. Click on the
Contributions section on the left of the screen to return to the trustee bank account screen.

CAPITA

FINANCIAL SOFTWARE

Holdings records

Clients > Haoldings = Details » Assets > Position > Select asset
Holdings ~ Positien Select asset
Asset selectad

Detail: Caollectives Equities Fixed interast Other

Asset Asset type Date Current price

Show funds for James Hav Limited

Click here to filter by fund type IELSE:-Irch the collectives database
Quit
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Adding contributions to a new or existing directly held asset will always be processed using Allocate
Contribution within the trustee bank account.

Within the SIPP, there will be a positive line entry under the directly held asset tab for the amount received
into the directly held asset and a negative line entry against the trustee bank account.

CAPITA Holdings records

FINANCIAL SOFTWARE

s Hay Limited > Self Invested Personal

Clients > Heldings > Self Invested Persenal Pension > Contributions > Directly Held

Holdings ~ Trustee Bank Account Bank Accounts Directlweld Contracts

Date Event Asset name Contribution Fregq.
25/068/03% Initial JPM Europe A Inc 50,000.00 s |
Current regular contribution 0.00
Current annualised contribution
Total contributions applied to directly held assets as at 25/05/2005%

Quit

Important note: Please remember to update the Current value on the trustee bank account.

CAPITA Holdings records

FINANCIAL SOFTWARE

Terry Test > James Hay Limited > Self Invested Personal Pension > 3456789 |—
Clients > Haldings > Details > Assets > Bank account
Holdings Contract details Assets ¥ Inceme Analysis
Add note
Bank Accounts ‘ Directly Held Contracts SIPP Reports
Trustee Bank Account I Bank Accounts |
Application status |Ir| forca
Provider [Abbey wf 1 I+ Mare
Date account opened | 25/06/2009 -
Sort code / Account number [010526  [12245678
Account type / Interest rate |Eavings/mnt\| 1.00%
Current value / Date valued | ( 1.000,005.00)[25/06/2009
Signatories [Account Frelder only"
Notes |Bank account notes for Abbey g
b I+ Switch to full record
Value of all bank accounts 2,000,022
Quit
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New contract
The following dialogue box will be displayed:

New contract details
Application status |
Effective date
Provider | wg O] I More
Personal / Occupational |
Product basis |
Product category |
Product |
Contract Notes -
Initial contribution details
Event | Initial
Effective date
Contribution / Frequency
Contribution notes -
4l Cancel I+ Add Contribution

Complete the fields and click +Add Contribution which will display the following selection message:

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

Info, Qnly ] [ Mew Bus, ]

Note: This will set the contract as new business or information only in the background, which will
determine whether a checklist will be produced to complete under the administration area for new business
and compliance.
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This will display the product screen on the full contract record to enable completion of the contract details.
Click the button at the top of the screen Switch to full SIPP record (available on the overview and product
sections) to switch back to the SIPP.

CAPITA Holdings records

FINANCIAL SOFTWARE

Clients > Holdings > Product

Holdings Product Allocation

Mote: This holding is part of a SIPP =t
¥ Switch to full SIPP record

Application status |Ir|
Contract holder [Test, T Ik Change

Contract reason /

objective |

Scheme |

Provider |Aviva Lifa ,:r O »Mare

Personal / Occupational [Personal

Product basis [Retirement

Product category |Trustee Investment Flan

Product [Trustee Investment Plan Ik Notes
Product display name for reports* Trustee Investment Plan
Is this plan a trustee investment?

Contract number |

Application dated
Application received
Effective date [25/06/2009 B

Next contract review date Reason

Quit

Adding contributions to new or existing contracts will always be processed using -Allocate Contribution
within the trustee bank account.

Within the SIPP, there will be a positive line entry under the contracts tab for the amount received into the
Contract and a negative line entry against the trustee bank account.

CAPITA Holdings records

FINANCIAL SOFTWARE

Terry Test > James Hay Limited > Self Invested Personal Pension = 2456789 |—

Clients > Heldings > Self Invested Personal Pension = Centributiens > Contrackts

Holdings ~ Trustee Bank Account Bank Accounts Directhy Held Contracts

Contract Type Contract no. Contribution

25/06/09 Awiva Life Trustee Investment Flan 70,000.00 s I—ﬁ

3

Total contributions applied to contract based assets as at 25/06/200% 70,000.00

Quit
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Important note: Please remember to update the Current value on the trustee bank account.

CAPITA Holdings records

FINANCIAL SOFTWARE

Terry Test = James Hay Limited =

Clients > Haldings > Details > Assets > Bank account

Holdings Contract details Assets ¥ Inceme Analysis

Bank Accounts ‘ Directly Held Contracts SIPP Reports

Trustee Bank Account I Bank Accounts |

Application status |Ir| forca

Provider [Abbey g O 1 More
Date account opened
Sort code / Account number [010526  [12345678
Account type / Interest rate |Eavings/ﬁnt\| 1.00%
Current value / Date valued [ ( 1,000,005.00 [25/06/2003
Signatories |A::ountW

Notes |Bank account notes for Abbey g

b I+ Switch to full record

Value of all bank accounts
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Existing holdings

When allocating money to an existing holding, the following dialogue box will be displayed:

Destination Type |

&7

Destination holding |
Ewvant |

Effective date -
Contribution / Frequency

Contribution notes

4l Cancel Ir Add Contribution

Complete the fields and click +Add Contribution which will display the following selection message:

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

Info. Only ] [ Mew Bus. ]

Note: This will set the contract as new business or information only in the background, which will
determine whether a checklist will be produced to complete under the administration area for new business
and compliance.

Depending on the holding selected, one of the following screens will be displayed to enable the value to be
updated on the existing holding:
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Existing bank account

CAPITA Holdings records

FINANCIAL SOFTWARE

Terry Test * ING Direct > Bank deposit

Clients > Haoldings = Details

Account name |TEstr T

Current value of deposit 1,000,020.00

Current annual rate of interest 5.00%
Current income 50,001.00 p.a.
Sort code / Account Number [ 674321 | 34567859876

Account Type | Savings Account

Interest Type
Withdrawal notice period {if any) days
Signatories [Account haolder

Date information updated

Provider's Custormer Number

Contract Issue Number
Notes

ING bank account notes

Quit

Existing directly held asset

CAPITA Holdings records

FINANCIAL SOFTWARE

Terry Test
Clients > Haoldings = Details > Assets > Position
Holdings ~ Positien Select asset
5 d: JPM Europe A Inc g
Current number of units / unit type [300 [ Initial
Units current date [25/06/2009 [&)

[ Europe Excluding UK

[ Collective

Type of holding to which this asset belongs | Retirement

Current M > 4

Exposure of holding to this 100 %
Income relnvested I_
Yield income realised Z.84 p.=
Position Allocation Asset breakdown | Notes [/ Factsheet
Quit b Update current price details Holdings
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Important note: Please remember to update the Current value on the trustee bank account.

CAPITA Holdings records

FINANCIAL SOFTWARE

Terry Test = James Hay Limited =

Clients > Haldings > Details > Assets > Bank account

Holdings Contract details Assets ¥ Inceme Analysis

Bank Accounts ‘ Directly Held Contracts SIPP Reports

Trustee Bank Account I Bank Accounts |

Application status |Ir| forca

Provider [Abbey g O 1 More
Date account opened
Sort code / Account number [010526  [12345678
Account type / Interest rate |Eavings/ﬁnt\| 1.00%
Current value / Date valued [ ( 1,000,005.00 [25/06/2003
Signatories |A::ountW

Notes |Bank account notes for Abbey g

b I+ Switch to full record

Value of all bank accounts
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Existing contract

CAPITA Holdings records

FINANCIAL SOFTWARE

Terry Test = Aviva Life > Trustee Investment Plan > |_

Clients = Holdings = Details

Holdings ~ Contract details | Assets withdrawals Analysis

Details Motes

Does this plan have premium waiver cover? | Basis |

Self employed / employed |

Return on death before retirement |
Insured lump sum

In trust / beneficiaries nominated?

=neficia
Selected retirement date To age

Commission administratar |
Is a GAR applicable? GAR Rate (if applic.)

Spouse Pension - % of Salary

Valuations Waluation data
Date of current valuation
Next scheduled valuation

Electronic valuation availabls

Within the contribution section on the SIPP, there will be a positive line entry under the appropriate tab for
the amount allocated to the existing holding and a negative line entry against the trustee bank account.

CAPITA Holdings records

FINANCIAL SOFTWARE

Terry Test = James Hay Limited > Self I > 3456789 |—
Clients > Haldings > Self Invested Personal Pension = Contributions > Directly Held
Holdings ~ Trustze Bank Account Bank Accounts Directly l:ild Contracts
Asset name
25/06/09 Increment JPM Europe A Inc i,000.00 5 =
25/06/09 Initial JPM Eurcpe A Inc 50,000.00 s =
Current regular contribution 0.00
Current annualised contribution 0.00
Total contributions applied to directly held assets as at 25/06/2003
Quit
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Viewing/updating existing holdings

To view or update the information held on existing holdings within the SIPP, navigate to the following
screen:

CAPITA Holdings records

FINANCIAL SOFTWARE

Terry Test = James Hay Limited -

Clients = Holdings > Details > Assets > Bank account

Holdings ~ Contract details Asi:!gs = Income Analysis

Bank Accounts ‘ Directly Held Contracts SIPP Reports

Trustee Bank Account I Bank Accounts |

Application status [In force
Provider |Abbe-,r g O I» Mare

Date account opened |25/06/2009 -

Sort code / Account number [0103926 [12245678

Account type / Interest rate |Savings Account | 1.00%
Current value / Date valuad | 1,000,005.00 [25/06/2009
Signatories |A|:|:0ur|t helder only
Notes |Bank account notes for Abbey E

Ik Switch to full record

Value of all bank accounts

Quit
Select the appropriate tab and click into the holding, which will display the following screens:

Existing bank account

CAPITA Holdings records

FINANCIAL SOFTWARE

Clients = Holdings > Owerview

Holdings ~ Contract details Scanned docs.
Note: This holding is part of a SIPP E
Ik Switch to full SIFP record
Application status  In force Marked for upload O

Contract holder Test, T
Life / lives assured Test, T
Lives Single I+ Change
Provider ING Direct
Contract Type Bank deposit account
Bank Account Number 34567899876

Effective date 25/6/2003 End date
Regular Contributions  £0.00 Singles 100,500.00
Total investment £ Current value £1,000,020.00

Adviser Cockle, Simon

Introducer

Ik Make this contract paid up / cancelled

& Print a file fact sheet for this holding

Quit
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Existing directly held asset

CAPITA Holdings records

FINANCIAL SOFTWARE

Clients = Heldings > Details = Assets > Position

Holdings - Position Select asset

Asset selected: JPM Europe A Inc a

Current number of units / unit type

Units current date

Position Allocation Asset breakdown MNotes [ Factsheet

|} Update current price details Holdings record marked for upload to client care hub IE‘

Existing contract

CAPITA

FINANCIAL SOFTWARE

=

Clients # Holdings > Overview

Holdings ~ Contract details Scanned docs,
Mote: This holding is part of a SIPP =t
Ik Switch to full SIPP record
Application status  In force Marked for upload [0

Contract holder Test, T
Life / lives assured Test, T
Lives Single I+ Change
Provider Awiva Lifa
Contract T'_.rpel:‘} Trustee Investment Plan
Contract number

Effective date 25/6/2009 End date
Regular Contributions £0.00 Singles 125,000.00
Total investment Current value

Adviser Cockle, Simon

Intraducer

Ik Make this contract paid up / cancelled

& Print a file fact sheet for this holding
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Additional notes

Overview section
The total values are displayed on the overview screen for each part of the SIPP.

Contributions section

If the contribution is ‘Transfer in-specie’, this can be recorded using the source field when adding a new
contribution to the SIPP. The contribution should be added to the trustee bank account in the normal way
and allocated out to the relevant holding.

Contribution notes have been included against each contribution to allow recording of specific detail
relating to the contribution. To record or update notes, click on the note icon and expand into the screen.
If notes have been recorded, the details will be displayed by rolling over the note icon with a mouse.

An Excel extract button at the top right of the screen will export the contribution history from the trustee
bank account, bank accounts, directly held and contracts into one document.

Details section
A snapshot valuation for the SIPP can be recorded if full details are not available. Select the snapshot
option in the valuation field and click on the snapshot valuation tab to enter the valuation.

Administration, tasks, commission and submissions sections
These areas have been split into four tabs, trustee bank account, bank accounts, directly held assets and
contracts for ease of administration.

Commission can be recorded against each part of the SIPP. A line entry will be created against the

appropriate tab when a contribution has been recorded as new business. The commission details can be
entered by navigating to the tab and clicking on the line entry to expand into the commission screen.
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