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2. Introduction

As part of Sanlam Investments & Pensions’ online proposition, a facility to submit
applications online is available via our website.

This guide explains the process for illustrations and applications using the system and will
confirm the options and facilities available.

2.1 Process overview

Illustration/application process

Access website:
Select ‘Client hub’

Access client:
‘Existing’/‘Add new’

: '

[llustration Application/submit
(specialist and portal) (portal only)

Risk profiler

The above flow diagram gives a high-level view of the process:

1. The website is accessed and the username and password are entered. Once the details
have been confirmed the ‘Client hub’ link can be selected from the online service main
menu.

2. The required client can be selected or added if details have not been entered on the
website previously.

3. Illustrations can be requested and applications processed from the client record.
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2.2 lllustration and application overview

The chart below provides an overview of how to produce an illustration and submit an
application.

For a more detailed explanation of any of the steps, please refer to the relevant sections in
this guide.

Step 1: lllustration

Online Application Process

Enter website and log in
Select ‘Client hub’
Search ‘Existing’ or

‘Add new client’

Illustration Tab

y

New illustration

y

. Entgr basic . Illustratiory
illustration details produced/emailed

Step 2: Application
Enter website and log in
Select ‘Client hub’

Search ‘Existing client’

Illustration Tab

y

Select ‘Apply’ for
required illustration

y

Enter full
application details

y

Produce application Documentation
documents produced:
* » Updated illustration
* Completed
Client reads P

application form
» Client declaration
* Adviser declaration
» Direct Debit form
* Payment form

declaration and
adviser confirms
client acceptance of
declaration

y

Submit application  =—m——p» Documentation
produced:
* Emailed confirmation
of application
submission
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2.3 Online assistance

To help you with any areas you are not sure of when producing an illustration or application
online, we have included some additional markers:

o - provides information as to the next steps in the process

- Where applicable, these boxes appear at the bottom right of the screen and
when clicked on will bring up additional information that may help answer any questions in
relation to the section you are completing.

2.4 Additional help contact details

For further help concerning this process, either speak to your usual Sanlam Investments and
Pension representative, contact us on 0117 9266366 or email clientservices@sanlam.co.uk
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3. Accessing online functionality

3.1 Registration

 saniam == e @
‘Wealthsmiths

Sanlam Investments &
Pensions Portal

Sanlam Private Wealth

Sanlam 365

Wealthsmiths.

Whatever your dreams and ambitions, we help you achieve them by
making the most of your money. We'll craft your financial future

with skill, care and attention to detail

Individuals > Financial advisers > Asset management >

The Sanlam website is accessed at www.sanlam.co.uk

To register for online services (to, for example, produce illustrations, manage clients and
submit applications online) please click on ‘login’. A pop-up box will then appear as above.
From the pop-up box, select the link ‘Register for SIP Portal’.

This will then open a page that will require you to input some basic details. Upon completion
of the page, you will receive an email advising you that your account is now active.

Once your account is active, you are able to produce illustrations on our standard basis. In
order to prepare applications online and to access client details, you will need to upgrade
your account (as explained in section 3.1.1).
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3.1.1 Upgrade account

é} Sanlam Client Hub  Upgrade Account Tools My Profile  Contact Us Logout &

e

PR

Sanlam Portal for Online Services

CLIENT HUB TOOLS

Upgrade Account

Upgrade Account for access to full Online Services.

In order to gain full access to the online services, you will need to upgrade your account
after registering. This can be done by logging in and selecting the ‘upgrade account’ option
highlighted above and then completing the additional sections.

By upgrading your account, illustrations will reflect your specific terms and charges, you will
(if using the Sanlam Portal) be able to submit applications online, and you will be able to
access client details including valuations.

The upgrade process is usually completed by the end of the next working day after your
request has been submitted.
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3.2 Online services selection

‘% Sanlam Client Hub  Plan Tools Portfolio Manage Access My Profile  Contact Us Logout &

Sanlam Portal for Online Services

CLIENT HUB PLAN
TOOLS PORTFOLIO

|
Once logged in you are given a selection of options available on the website.

To access the illustration and application process, select the ‘Client hub’.

3.3 Client search

‘o} Sanlam Client Hub  Plan Tools Portfolio Manage Access My Profile  Contact Us Logout &

Alex Campbell

Find or add a client to work with

To find clients that you have previously illustrated for, either perform a specific search or alternatively select "Show All". —
If you have not produced an illustration for a particular client before, select "Add New". When results are displayed, click on the name to praceed.

I
vos: oYY 1

SEARCH SHOW ALL RESET

ADD NEW

Having selected ‘Client hub’, the client that is required now needs to be selected. Details of
clients previously added to the website are stored and can be accessed. If the client is new,
details can be added.

To select the client the following options can be used:

e Search - after adding the client details in the search fields (Surname, forename, DOB or
postcode) selecting ‘Search’ will display the clients that match the criteria entered.

* Show all - will display all the clients entered by the user.
¢ Reset - clears any values in the search fields.

* Add new - if the client has not been added to the web-site previously, selecting ‘Add new’
will allow the user to enter their details. See section 3.4 Add new client.

From the results of the various options, select the required client by clicking on their name.
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3.4 Add new client

"} Sanlam Client Hub  Plan Tools Portfolio Manage Access

My Profile  Contact Us Logout

Find or add a client to work with Alex Campbell

To find clients that you have previously illustrated for, either pe
if you have not produced an illustration for a particular client bef

Add new client details

NI

Please Enter Search Criteria:

Agent
Ccapital Tower

Surname :
Forenames*
Forename: |

DOB: [DD/MM/YYYY) ‘ Surname*

Postcode: Sex*

Please Select
SEARCH SHOW ALL
DOB*

(DD/MM/YYYY)

Your user account is configured so that you request illustrations on ADD NEW
behalf of other users.
Please select the user that you are creating this client for:

g

Following the selection of the ‘Add new’ option on the ‘Client search’ screen, the ‘Add new’ pop-
up window is displayed, where basic client details need to be added. If your online account is
linked to more than one agent, you will need to select the correct agent for the client.

The following options are available:
* Add - saves the client details.

» Cancel - exits the screen without saving details.

3.5 Client home

When a client has been chosen the ‘Client home’ screen is accessed. This is where all
illustrations and applications are processed.

The following options are available:

« Edit details - this allows for the details of the client selected to be amended by opening
the client record pop-up window. Please note that once an application for a client has

been submitted, existing details will only be able to be updated by Sanlam Investment &
Pensions and will therefore be greyed out.

« Change client - when selected this will return the user to ‘Client search’ so another client
can be selected or added.
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3.5.1 lllustrations

“) Sanlam ClientHub  Plan Tools Portfolio Manage Access My Profile  Contact Us Logout &

Online Services Home > Client Hub

N Alex Ci bell
Client Hub A

Ann Example REiarE CHANGE CLIENT

A RISKPROFILER | [S 7RIS GINTTES 5%) APPLICATIONS

Start with an Illustration

Once you have created an illustration you may modify it to produce a range of "variants" for your client. When you are ready to proceed Sanlam will use the
information you have entered to create an application record. You will receive an electronic copy of this beforeyou are given the option to proceed.

NEW ILLUSTRATION

Completed Illustrations - Application Ready
These may be modifed or used to create an application. lllustrations will remain displayed for six months.
Individual Savings Account

Retrieve Reference Requested Date/Time

® 1103880 18/01/2016 15:38:40 TV Cash/ReReg £25,000/£0; Conts S/R/R £0/£0/£0; Fees SI,RI/O £0,£0/£0 @

PDF files

IFyou da noch bat Readar installed. you i 5
. SR '3 ADVISER ASSISTANCE
Bl #0oue neacer

The ‘lllustration’ screen allows details to be input for clients to produce illustrations. This can
be done by selecting the ‘New illustration’ button.

Please note the submission of applications online are currently only available for Portal products.

3.5.2 Applications

"} Sanlam Client Hub  Plan Tools Portfolio Manage Access My Profile  Contact Us Logout &

Online Services Home > Client Hub

Client Hub

J‘.BI RISK PROFILER u .7 ILLUSTRATIONS @APPLICATIONS

Alex Campbell

Pending Applications

These applications have been completed and may now be submitted to our new business team. Client and Adviser Declarations need to be read and agreed, and any additional documentation
sentin as requested. Pending applications remain displayed for six months.

Documents Reference Requested Date/Time Product Status Modify Submit

@ 1103882 18/01/2016 16:07:21 Individual Savings Account Application Produced @ @

You have submitted no applications on behalf of this client.

PDF files

If you &0 nat have Acronat Reader installes, you can downioad it by clicking the image below.

B
P »oovereaver ISER ASSISTANCE

This screen shows the applications for the client that are currently being worked on or have
already been submitted.
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4. Illustration/application

Once an illustration has been selected, you will be taken through the same screens which
depend on the product chosen. The only difference is additional details are requested if an
application is being completed and these are set out in the box towards the bottom of the
screen, headed ‘Additional details/Instructions required to complete online application’.

If an existing illustration or non-submitted application has been selected, any of the policy
details can be changed as a new illustration matching the details entered is always produced
at the end of the process.

For information, a majority of the screen shots shown in the following sections are for an ISA.
4.1 Product selection
") Sanlam Client Hub  Plan Tools Portfolio Manage Access My Profile  Contact Us Logout &

Online Services Home > Client Hub > Illustrate and Apply
Alex Campbell

New lllustration

PRODUCT =

For illustrations on our standalone products (i.e. OneSIPP & Versatile Investment Portfolio) please select ‘Specialist, alternatively if you are looking to invest via The Sanlam Portal service please select |
Portal’.

Please select the illustration type, platform and product that you would like to illustrate for:

lllustration Type: Quick Quote ™

Platform: The Sanlam Portal v

Product: Please Select W

You are free to illustrate for this line of business but please note you must ensure that your agency has signed the requisite terms of business and 2 before
applying for any of these products or investments. If you choose to continue with this i ion, you are ing that you have and this requi
Please note that i i ications for the ing are not il on-line, so please call us on 0117 9752147:

« Top- itions to existing Acc icie:

+ Pension transfers already in drawdown
= Transfer Pension Portfolio

PREVIOUS ACKNOWLEDGE AND CONTINUE

You are initially taken to ‘Product selection’ and here the required platform and product is
chosen.
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The platform and products available under the selection requested are as follows:

Selection Platform Product

[llustration Specialist OneSIPP

Onshore Bond (external platforms)

The Sanlam Portal Onshore Bond

Individual Savings Account

General Investment Account

Personal Pension

Application/submit The Sanlam Portal Onshore Bond

Individual Savings Account

General Investment Account

Personal Pension

Important note: If you are accessing a Sanlam onshore bond via an external platform you
must proceed via the specialist platform.

Following selection of the required platform and product, the following options can be selected:

« Acknowledge and continue - takes you to the screens for adding illustration/application
details.

* Previous - not used.
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4.2 People

The '‘People’ screen is common to all products and is where the persons that are to play
a role in the application are recorded. The people that can be recorded depend on which
option has been requested and the product. The available selections are as follows:

lllustration Application
Product Mandatory Maximum Mandatory Maximum
OneSIPP One applicant | One applicant  n/a n/a
Onshore Bond One applicant One applicant n/a n/a

(external platforms) One life assured Four lives

assured

Onshore Bond One applicant Four applicants  One applicant Four applicants
(Sanlam Portal) One life assured | Six lives assured | One life assured Six lives assured
Two powers of
attorney

Individual Savings One applicant One applicant One applicant One applicant

Account One power of

attorney

General Investment One applicant Four applicants | One applicant Four applicants

Account
Two powers of

attorney

Two designated
persons

Personal Pension One applicant One applicant One applicant One applicant

Two
beneficiaries

The client originally selected will automatically be populated and any additional people
required can be added by selecting the appropriate role from the drop down and pressing
‘Add’. This will take you to the ‘Client search’ screen, where an existing client can be selected
or a new one added.

In ‘Application’ mode, all required details for each person will need to be entered before the
next screen can be accessed. See online screen wording for instructions.

Where the application is for a GIA or Onshore Bond, you will need to answer questions
about ‘non-UK Tax Residency’ or ‘US Citizen’ position. Please refer to section 4.2.1 for more
information.

After adding all the required details, the following options can be selected:
* Next - takes you to the next screen as long as all mandatory details have been entered.
* Previous - not used.

* Save for later - saves the record and returns you to ‘Client home’. The record can then be
selected again at a later date and proceeded with.
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4.2.1 Client citizenship/tax residency

My Profile

‘.) Sanlam Client Hub  Plan Tools  Portfolio  Man

Online Services Home > ClientHub > lliustrate and Apply > Life ustration / Application

New Application - Life Alex Campbell

Edit Client Details

Title* Country Town / City of Birth*

People : [rs x| [united Kinedom [~ [eristol |
Please enter up to 2 Applicants [ Jevant Supplementary form Ll

{see link on Documents screen) | Forenames® Address Search Country of Birth*

St. Bartholomews House , ) ,
Sex* _ Occupation / Previous Occupation

Lewins Mead

~

Mrs Ann - sk BRISTOL @
Example DOB* Income Band / Previous Income Band

Postcode*
01/01/1970 S Please Select
(DD/MMAYYY)

[] Client is tax resident outside

ADD [applicant || contactTel® [] Address has changed in last 3 S

months
01179123456 [[] Client is a US citizen, resident

[] client is unable/does not
agree to view/download
copies of the product
literature (including the
T&Cs) from the Sanlam
website.

E-mail* ‘or passport holder

Death Benefit

EE [First Deatn Y [ann Lcom |

Additional details / Instruc]

For each person associated with| lecting the "Edit”

UPDATE have been entered.

notepad icon next to the approg

Amaximum of two applicants a

e (Enter or 1st line of address) Ciatod Kl
Associated People Surname® Employment Status*
Example Address* Please Select
Remove

Portfolio  Mar

"} Sanlam Client Hub  Plan

My Profile  Contact Us Logout

Online Services Home > Client Hub > lllustrate and Apply > Life Hiustration / Application

New Application - Life

Alex Campbell

People :
Please enter up to 2 Applicants {or 4 if Tr
(see link on Documents screen) You have indicated that your client is a US Citizen and / or a tax resident outside of the UK, so please complete
details in the following table. Please note that details must include the USA (or US territory) if you are a citizen,
resident or passport holder of the USA (or a US territory).

Itis passible to recard up to 4 different tax residencies, however should there nat be enough space ta record all

e the relevant Supplementary form

Associated People

the details, please confirm any additional information to us when returning the Application documentation.

“ Country: | Please Select v
M R 01/01/1970 @

Example

Currently sel d Tax Resid

Dsath Bensfit  [opo ‘ No tax residencies selected.
payableon ;

Additional details / Instructions rd]

For each person associated with this ap Ine by selecting the “Edit
netepad icon next to the appropriate person have been entered.

If either of the 'non-UK tax resident’ or ‘US citizen’ boxes have been ticked on the ‘Client
details’ screen, you will be taken to this screen. Here details of the applicable country and tax
reference number (TIN) can be added, subject to a maximum of four.

If the ‘US citizen’ tick box is selected, a US territories location must be selected in order to
proceed.

The following options are available:
« Update - saves the citizen/tax residency details.

» Cancel - exits the screen without saving details.
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4.3 Subscriptions (ISA)/contributions (pension, GIA and bond)

"} Sanlam client Hub  Plan Tools Portfolio  Manage Access My Profile  Contact Us Logout S
Online Services Home > Client Hub > Illustrate and Apply > ISA Hlustration / Application
New Illustration - ISA AlScemE !
PRODUCT PEOPLE TRANSFERS ADVISER FEES INVESTMENTS VWTHDRAWALS ILLUSTRATE =
g
Please complete the investment amounts below. |

Regular subscriptions are calculated to apply on the next occuring 6th of the month after the next working day.
Please enter investment amounts to apply for this tax year (2015-2016).

single Subscription:(£)* l:l

Regular Subscription:(£) l:l

ey

* This should be the total investment including initial adviser fees.

If you wish to invest a different regular subscription amount in the next tax year (2016-2017) and subsequent tax years, then please enter the amount below. We will
assume the current amount for illustration purposes if this is left blank. This value will be used for illustration purposes only.

Regular Subscription:(£)

Frequency: None v

fl

PREVIOUS NEXT SAVE FOR LATER

This screen allows details of all payments (excluding transfers) being made to the product to
be entered.

After adding all the required details, the following options can be selected:
¢ Next - takes you to the next screen as long as all mandatory details have been entered.
¢ Previous - returns you to the previous screen.

* Save for later - saves the record and returns you to ‘Client home’. The record can then be
selected again at a later date and proceeded with.
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4.4 Transfers GIA, ISA and pension

"} Sanlam Client Hub  Plan Tools Portfolio Manage Access My Profile  Contact Us Logout &

Online Services Home > Client Hub > llustrate and Apply > ISA llustration / Application

. Alex Campbell
New lllustration - ISA lex Campbel

PRODUCT PEOPLE SUBSCRIPTIONS m ADVISER FEES INVESTMENTS WITHDRAWALS ILLUSTRATE

Complete only if your client is transferring from another ISA provider.

Transferring Fund Manager/Provider:

Transfer includes re-registration of assets : [
Tt vaiue 1) ]
ADD

Currently added Transfers

No transfers selected.

PREVIOUS NEXT SAVE FOR LATER

For GIA, ISA and pensions, transfer amounts can be recorded on this screen. You will need
to enter a separate record for each company that the transfer is to be requested from, as a
separate form may need to be signed by the client.

To add transfer details, please enter the transfer provider, policy/reference number and
transfer value. Where the transfer involves re-registering assets, please also tick the specified
box. Once all details have been input, select ‘add’. The transfer details will then appear in the
‘Currently added transfers’ section.
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"}Sanlam Client Hub  Plan Tools Portfolic Manage Access My Profile  Contact Us Logout &

Online Services Home > Client Hub > lilustrate and Apply > ISA lilustration / Application

" Alex Campbell
New lllustration - ISA x Campl

SUBSCRIFTIONS. TRANSFERS S INVESTMENTS WITHDRAWALS

Complete only if your client is transferring from another ISA provider.

Transferring Fund Manager/Provider: [ |

Transfer includes re-registration of assets : [

Transfer valve (6 I

ADD

Currently added Transfers

2 ® X

Another Provider £25,000.00 123456789

PREVIOUS SAVE FOR LATER

In ‘Application” mode, the transfer record will need to be accessed again so additional details
can be added. This can be done by selecting the ‘Complete details’ icon in the middle of

the applicable record. This will then allow you to input additional details such as provider
address and policy details where applicable. Where you have selected to re-register the
assets, you will also need select the ‘Specify assets’ icon in order to update the illustration/
application. Please note, if the transfers do not include re-registration, the ‘Specify assets’
and ‘Assets entered’ boxes will remain blank.

After adding all the required details, the following options can be selected:
* Next - takes you to the next screen as long as all mandatory details have been entered.
¢ Previous - returns you to the previous screen.

* Save for later - saves the record and returns you to ‘Client home’. The record can then be
selected again at a later date and proceeded with.
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4.4.1 Re-registering assets (portfolio builder)
(') Sanlam Client Hub  Plan Tools Portfolio Manage Access My Profile  Contact Us Logout &

Alex Campbell

Portfolio Builder

Select assets to re-register from Another Provider to a total value of £ 25000

For assets that cannot be re-registered their value should be added to either :
Retained Cash - Money to be held in the product cash facility pending investment
Investment Cash - Money to be invested in line with selected investment choice

ADD ASSETS

|

‘ Investment Cash

CANCEL SAVE AND RETURN

The portfolio builder section is specific to re-registering assets.
From this section, you can input details into three categories:
¢ Retained cash* - any amount that is to be held as cash pending investment instructions.

¢ Investment cash* - any amount that is transferred from selling assets (as they are unable
to be re-registered) and are to be invested in other assets on the Sanlam Portal.

* Selected funds - assets to be re-registered.
*You are only able to input amounts for retained cash or investment cash, not both.

To select assets to be re-registered click on ‘Add assets’. This will then take you to the Asset
selector section (refer to 4.4.2).
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Once all assets have been selected, you will need to input the split of the transfer value as
appropriate:

(’) sanlam Client Hub  Plan Tools Portfolio Manage Access My Profile  Contact Us Logout B

Alex Campbell

Portfolio Builder

Select assets to re-register from Another Provider to a total value of £ 25000
For assets that cannot be re-registered their value should be added to either :

Retained Cash - Money to be held in the product cash facility pending investment
Investment Cash - Money to be invested in line with selected investment choice

ADD ASSETS

T S AN
|

{
|

=

3
Investment Cash 2

=
‘ Sanlam FOUR Sanlam FOUR Multi-Strategy Class A Accumulation | :\l

SAVE AND RETURN

Select ‘Save and return’ to continue.
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4.4.2 Re-registering assets (asset selector)

Asset Selector

o

€ sanlam

Please add criteria and click 'Search’ to show matching assets. Tick the box on the left hand side of any required assets - they will
be stored at the top of the screen if you search again. Repeat the search until all assets for re-registration are listed; click 'Save
and Close’ to return.

Picas noee that the data availablc below 5 provided by chird partics and Saaiam accepes no Sability Far the aceuracy of ihls data. The dasa = made avatable for use oy Arancial

Portfolio Builder Alexc Campbil

acviccrr and may ot b altered ar wsod for 3y other purpose. Fiaasa 2 be aduised that the AM stated on the llkstration for iegacy share riasses docs nat take Jcaunt of 3
Febata received by Saniam and subisecuenty gassed on o the clont. As a result the charges shown an the flusration are overstated. Plese cantast our Head Dffke on DITT
S752147 for further Infarmation.

Sector: [ALL v] Type: [ALL v
For assets that cannat be re-regis
Reined Cosn-Moneysovanga] Aesethamecomanss [ ] wou[ ]

Investment Cash - Monsy 1o be

ADD ASSETS

Retained Cash

Select assets to re-registd

Investment Cash

SANE AND RETURN

=) (in)

From here you can select the assets to be re-registered.

You can search for an asset by using any of the four search tools available - sector,
investment type, asset name or SEDOL.
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Once you have found an asset you are looking for, place a tick in the box on the left and
this asset will then be stored. When you search again, the assets you have selected will be
highlighted in yellow and will move to the top of the search list, as highlighted below:

Asset Selector

€ sanlam

Please add criteria and click 'Search’ to show martching assets. Tick the box on the left hand side of any required assets - they will
be stored at the top of the screen if you search agsin. Repeat the search until all asssts for re-registration are listed: click 'Save
and Close' to return.

" 2 Please ncte that the dica avaabie below & Aravided by third parfies and Sanim aceepts na fabilhy far the accuracy of this data. The data i made avalatle far use by financiat
Portfolio Builder achtsors and may rot be altered ar used for any oiher purpose. Piease aisa be adwsnd that the AME sted o the llkstracion for iegary share tlasses does nat take accoun of 3
Saniarm and suseguenty passed an o the cent. As & result the charges shown an the flusiraticn are pversiated. Plesse congast our Head Dffice an DF1T
rdarmatian

Alex Campbell

rebate recened by
S7E2147 far further

Select assets to re-registe

Sector: [£ Corporate Bond v

For assets that cannot be re-resist
emmined Cn \ieneyoperci || AssethameComains [ ] o[ ]
Investment Cash - Money to be in

Fund Name E SEDOL

Sanlam FOUR

Retained Cash

Sanlam FOUR 1.25000
kel Multi-Strategy & Accumulation B4ONLR4
Investment Cash Class &
Accumulation

Alliance Trust

Monthly Income 0.65000
] Bond Class B %

Accumulation

Accumulation B352PZ8

Alfiance Trust
Monthly Income

O Bond Class B
Gross
Accumulation

m i
Monthiy Incame 0.65000
o Bond Class B % focome: ety
Gross Income

Accumulation B3Y38F6

0.65000
%

SAVE AND RETURN

Alliance Trust
(=] Monthly Income 0.65000
Bond Class B %
Income

® ® @ @ @®

Income B3X2MZ2

Alliance Trust
] Meonthly Income 0.35000 °r BIMITEN

2]
2

) (in)

Once you have selected all your assets, click on ‘Save and close’. You will then be taken back
to the ‘Portfolio builder’ screen.
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4.5 Adviser fees

"} Sanlam ClientHub  Plan Tools Portfolio Manage Access My Profile  Contact Us Logout §

Online Services Home > Client Hub > llustrate and Apply > ISA llustration / Application

New lllustration - ISA

Alex Campbell

PRODUCT Pz0RLE

TRANSTERS m INVESTMENTS WITHDRAWALS ILLUSTRATE g

Please complete your Adviser Fee details.
Agent: Sanlam Private Wealth

Initial Fees

single Premiums (or investment cash if re-registration)

Initial Rate (3): I:l
L]

or
Fixed Amount (£):

You cannot select regular premium fees as there is either no regular premium or there is a mix of multiple regular premium
frequencies.

Ongoing Adviser Fees

shage of fund value: | ]
e

PREVIOUS NEXT SAVE FOR LATER

This screen allows details of any adviser fees to be paid to be entered.

Where you are re-registering assets, initial fees can only be taken on investment cash and
any new monies.

After adding all the required details, the following options can be selected:
¢ Next - takes you to the next screen as long as all mandatory details have been entered.
e Previous - returns you to the previous screen.

* Save for later - saves the record and returns you to ‘Client home’. The record can then be
selected again at a later date and proceeded with.
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4.6 Investments

ﬁ sanlam ClientHub  Plan Tools  Portfolic  Manage Access My Profile.  Contact Us Logout B

Alex Campbell

Select type of investment

®Model / Preferred Funds - Model partfolios and preferred funds
O Select Funds - Access to full SIP investment universe

Please select your fund choice.

Model portfalios unavailable as transfer contains re-registered

Die i Fund M. 3 s f Oth
iscresionary Fund Manager: one / Other g

Model/Fund: [Please Select
Propartion{%) l:|{u-1oma]
Notianal Initial Charge:(%) [ o-3% Setect Fund Senice only)

Hleatoeial enitied e el [ o Select Fund Servics only)

Currently

No Investment Options selected.

PREVIOUS NEXT SAVE FOR LATER

The investment choice for the payments or transfers should be requested on this screen. You
have two options (where applicable) to select from:

« Model/preferred funds - this option is to be selected for model portfolios and also those
funds that have been added to Sanlam’s preferred list. This option is available to both
specialist and Sanlam Portal products.

* Select funds - this option provides access to the full list of funds available through the SIP
investment universe and is only available to Sanlam Portal products with the exception of
the Onshore Bond..

Where you are selecting model portfolios, you will need to select the discretionary fund
manager. Once selected, the relevant models will then appear in the dropdown. With the
appropriate model selected, input the proportion as 100% and click on ‘add’.

Please note, where you are re-registering assets and there is no investment cash, an
investment choice is not required.

If you select the select funds option, you will then be taken via the portfolio builder to the
‘Asset selector’ section (see section 4.4.2)

Important note: If you are accessing the Sanlam onshore bond via an external platform,
please ensure you also read section 4.10 of this guide.

After adding all the required details, the following options can be selected:
* Next - takes you to the next screen as long as all mandatory details have been entered.
¢ Previous - returns you to the previous screen.

* Save for later - saves the record and returns you to ‘Client home’. The record can then be
selected again at a later date and proceeded with.
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4.7 Withdrawals
‘.} Sanlam Client Hub  Plan Tools Portfolio  Manage Access My Profile  Contact Us Logout B

Oniline Services Home > Client Hub > lilustrate and Apply > ISA llustration / Application
Alex Campbell

New lllustration - ISA

PRODUCT PORLE SUBSCRIETIONS TRANSFERS ADVISER FEES NVESTMENTS WITHDRAWALS ILLUSTRATE

Complete only if your client wants to take withdrawals immediately.

withdrawal Type:
Frequency: Monthly ™

Annual Amount:(£)

or
Py |

PREVIOUS NEXT SAVE FOR LATER

If withdrawals are to be taken from the product, the details should be entered on this screen.
There are various options available depending on the product selected:

Selection Platform Options available

Specialist OneSIPP Flexi-access
Onshore Bond (external platforms) Regular

The Sanlam Portal Onshore Bond (Sanlam portal) Regular

Income sweep
Individual Savings Account Regular
Income sweep
General Investment Account Regular
Income sweep
Bed and ISA

Personal Pension Flexi-access

After adding all the required details, the following options can be selected:
* Next - takes you to the next screen as long as all mandatory details have been entered.
* Previous - returns you to the previous screen.

* Save for later - saves the record and returns you to ‘Client home’. The record can then be
selected again at a later date and proceeded with.
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4.8 Pension age (pension)

") Sanlam Client Hub  Plan Tools Portfolio Manage Access My Profile  Contact Us Logout &

Online Services Home > Client Hub > lilustrate and Apply > Pension Illustration / Application

. . Alex C; bell
New lllustration - Pension ex Campbel

PRODUCT PEORLE CONTRISUTIONS. TRANSFERS ADVISER FEES INVESTMENTS WITHDRAWALS

The selected pension ages must be based on the following criteria:

If your client is under 70, you may select up to three pension ages between 55 and 75 providing that these ages are at least one year in advance:
If your client is over 70, you may select up to three pension ages with the maximum age being 10 years in advance of your client’s age next birthday. The maximum age for illustration purposes is 100.

Currently added Pension Ages
|

No Target Pension Ages added.

PREVIOUS NEXT SAVE FOR LATER

For pensions using the ‘lllustration’ option, this screen allows up to three pension ages to be
chosen and illustrated on. In the ‘Application’ selection, the field cannot be amended as the
age selected on the applicant record is used.

Please note if regular withdrawals have been selected, the pension age will default to age 99
regardless of any age already entered.

The following options can be selected:
* Next - takes you to the next screen as long as all mandatory details have been entered.
¢ Previous - returns you to the previous screen.

* Save for later - saves the record and returns you to ‘Client home’. The record can then be
selected again at a later date and proceeded with.
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4.9 Final details (illustration)

(‘) sanlam ClientHub  Plan Tools Portfolio Manage Access My Profile  Contact Us Logout B

Online Services Home >

ClientHub > Niustrate and Apply > ISA llustration / Application

. Alex Campbell
New lllustration - ISA x Campl

INVESTMENTS WITHDRAWALS ILLUSTRATE =
]

PRODUCT PECPLE SUBSCRIFTIONS TRANSFERS

Final Details

Your Reference: ‘

If you have or are planning other Portal investments with us, please enter the approximate value of these investments below and we will adjust the charges accordingly.

Estimated value of other investments (£): l:|
Estimated value of annual investment 8 | |

PREVIOUS PRODUCE ILLUSTRATION SAVE FOR LATER

Having completed all other details, this final screen requests some general information
relating to the lllustration/application.

The following options can be selected:
¢ Produce illustration - produces an illustration for the details provided.
¢ Previous - returns you to the previous screen.

* Save for later - saves the record and returns you to ‘Client home’. The record can then be
selected again at a later date and proceeded with.
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4.10 Accessing the Sanlam onshore bond via external platforms

"} Sanlam Client Hub  Plan Tools Portfolio  Manage Access My Profile  Contact Us Logout

Online Services Home > Client Hub > lllustrate and Apply > Life lllustration / Application

New lllustration - Life

PRODUCT PECPLE CONTRIBUTIONS COMMISSION INVESTMENTS WITHDRAWALS ILLUSTRATE

Please select the investments required.

S ey i S
Model/Fund:

Proportion:(%) I:l(o-w(m)

Notional Initial Charge:(%) |:|(0'39°- Wrapper Fund only)
Notional Annual Charge:(%) l:|(0-396. Wrapper Fund only)

Withdrawal only:

withdrawal Proportion:(%) I:l((uoo%)

ADD

Currently selected Investment Options
No Investment Options selected.

PREVIOUS NEXT SAVE FOR LATER

If you are accessing the Sanlam onshore bond via an external platform, you will need to
select the name of the platform from the ‘Discretionary fund manager’ dropdown. This
appears on the ‘Investments’ tab.

Important note: The Sanlam fees applied to the illustration are dependent on the platform
selected. If you do not select the correct platform, the fees applied may be incorrect.

In addition, you will need to enter any other applicable ongoing fees in the box titled
‘Notional annual charge’. Such fees could include:

* Annual charge made by a discretionary investment manager.
« Annual management charge of underlying funds/assets.

* Indicative TER of the underlying funds held in a wrapper fund.
* Platform charges imposed by a third-party platform provider.
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4.10.1 Top ups to the Sanlam onshore bond held via an external platform

") Sanlam Client Hub  Plan Tools Portfolio Manage Access My Profile  Contact Us Logout

Online Services Home > ClientHub > lllustrate and Apply > Life lllustration / Application

New lllustration - Life

Final Details

Your Reference: [

If you have or are planning other Sanlam Onshore Bond investments with us, please enter the approximate value of these investments below and we will adjust the charges accordingly.

Estimated value of other investments (£): ]

PREVIOUS PRODUCE ILLUSTRATION SAVE FOR LATER

If you are making a top up to an existing policy, please enter the value of the existing policy.
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5. lllustration / application processing

Following the completion of the illustration/application process, an illustration will be
produced that matches the details entered. This will be emailed to the you, as well as
being stored on the website. If there is a delay in producing the illustration, a screen will be
displayed confirming and explaining that the email will be sent as soon as possible.

5.1 lllustration results

"} Sanlam Client Hub  Plan Tools Portfolio Manage Access My Profile  Contact Us Logout &

: Alex Campbell
lllustration Results ex Campbel

lllustration complete
Thank you for requesting an online illustration.

Your illustration document may be viewed by clicking on the icon below.

You will receive an email shortly containing this illustration, together with contact details and how to proceed to application.
‘We trust that this meets your requirements, but remember you can update it at any peint by clicking the ‘Edit’ icon next to your illustration in the Client Hub.

The full set of literature, including the Key Features document is available to download from our website by clicking the link below:
Sanlam Portal Literature

@ What's Next ? Begin the application process by adding additional i ion to this i

CLIENT HUB

PDF files

fryou do = L you it by clicking o

o -
i on READER

Where the ‘lllustration’” option has been selected, the illustration PDF is made available to
select. There are also links to the product literature pages on the website.

If the illustration is to be taken forward to an application, select the ‘Next step: Begin the
application process’ button. You will then be taken back through the screens, this time being
asked for the additional details required to submit an application.

The ‘Client hub’ button takes you to ‘Client home’.

5.2 Application / apply results

If the application is to be taken forward, then the ‘Next step: Begin the application process’
button should be selected on the ‘Final details’ (application) screen. This takes the details
entered and produces the application form and the other required documentation for the
client.

29 — Sanlam Investments and Pensions online user guide



5.3 Application documents

Application Documentation

You have almost completed your anlinge application!

BEcfore submitt ng the applicatian for processing please make sune the Client and Adviser Dedaration documents produced below nase been nead and pncersiood. To acknowiodge this has been
done, please complene the four questions towands the battom of the screen. Pinase be aware thar yow sl not be able w0 submit the appicanon untl chese guestions fowe been accepoed.

It b5 your nesponsibliny 1o ensune you Pawe prindded your ciemis) with all the applicable documenes and information prioe 1o submiting the apmlication and thae they ane eligible for the produce
Pleame remember:

= f regullar promimes are o be paid, your cients) will necd wo Sign the Direct Debe availabie Delow and reosm irm us.
= i Transfers are 30 be made from exixing polices and the provider s not signed up to Origo, we will neguire your dierss) o compleie and Sign 2 form that we will send them
= Mwennrawals ar 1o be taken fram @ penskon podcy, we will requine proaf of age.

Piase: make any chiques poyabie to-Sankam Financal Seraces LI Limited? and send shem o us using the Payment Form below. For Banicor Bulding Sotiety cheques, please ask for the bank ¢
building sodety to priet the: client’s name on the cheque ba contion the souroe of funds. For clectronic ransfer piease Inscroct the hank / building socdety o send e payment toc

Account Mame: Sanlam Financial Services UK Limiced CMA&
Sort Code: 20-13-42

ACcount Mumber: 70514543

Bank: Barclays

Eranch: Queens Sguare RMS, Bristol

Flease noke dhat dhe dustranian and JopAcadion cocameis e £ ey and yor ciendsl i Rokd 25 3 recand e s SRERCEANT 5 SLANTARRS W0 TRy e 10 COENT Vo of ol chends) e
Surrier informanion.

When completing/processing an anbne appiicatian, and making/soonng copies of necords of an cnline appdatian, you canfimm mat you shal comply with your obligatians uncer the Dat Protocion
Act, and in particular you agree that you shall take anpropriae cochnical and organisational messtres against unauthorised access to oF dischkosune to it parties of persanal infarmation conmined
in an oniine application, and accidental loss or destruction of, or damage 1o, such personal infommarion.

: Dwseription MerkruCHO T

atriwrs
@ Pra-Saka Wustraton
@ Paysmant Farm T ot nserrt writh dry paryrnaat il applcabie
@ Direct Dubit Indkrection To b used whin apgropeite
@ Sandam Portal 154 Applicstion For informaten anly
@ A (hant Detlaration T b e By b st
@ Arhiver Duclarstion To bu rmad by the Adviner

@mm!mmwu:mmﬂhntmnwﬂmmlh accept the four questions below and you will be able to submit the application.

[ 17 ctem Dieciaracion - General Declaration secion has been rea, undersood and agreed by your chentrz)
[ 2 Clent Deciaracion - Adwvicer Fees section has been: read, underscood and agreed by your ciens)
[ 2 Cinnt Deciaration - Data Protactian naticr has boen mad, understood and agreed by your diens).

[ & Ackimer Declararion has been read, undershood and agreed by you and ustfer, as adwiser i che applicanis), bpon submission of the application on their behal you wamant and oonfioem te
Spplicantsyunderstand, agroe and commie to all sttements concained in e Client Dedaration.

ARM DECLARATICH

The screen is accessed by selecting the following for the required application:
* Selecting ‘Produce client documents’ on the ‘Final details’ screen.

¢ Selecting ‘Documents’ on the ‘Client home’ screen, ‘Applications tab’, ‘Pending
Applications’ or ‘Submitted Application’ sections.

All client documentation relating to the entered application can be accessed from this
screen.

There is also a link to the website literature page, so any additional forms or information can
be obtained.

The documentation produced is as follows:
e |llustration - document with figures relating to the application.
* Application - this confirms the details that will be submitted and processed.

» Client declaration - these are the terms that the client will be agreeing to. Prior to
submitting the application, you must run through this document with the client.

* Adviser declaration - this document references the terms by which you are bound. Again,
you must read this before you submit the application.

¢ Direct Debit instruction - where a regular payment is to be set up, this form should be
printed, completed and returned to us.

*« Payment form - where a cheque is to be submitted, this form should be printed and
attached to the cheque.

The ‘Client hub’ button takes you to ‘Client home’.
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5.4 Application submission

B 1) Client Declaration - General Declaration section has been read, understood and agreed by your client(s).
F 2} Clien: Declaration - Adviser Fees section has been read, understood and agreed by your clientfs)
B 3) Client Declaratien - Data Protection notice has been read, understood and agreed by your clisnz(s).

I 4) Adviser Declaration has been read, understood and agreed by you and further, as adviser to the applicant(s} . upon submission of the application on their behalf you warrant and confirm the
applicants) understand, agree and commit to all statements contained in the Client Declaration.

NEXT STEP: SUBMIT THE APPLICATION

Once you have viewed/actioned (where appropriate) all the documentation and completed
all the necessary steps (including running through the declaration with the client), you are
ready to submit the application.

To do this you need to tick the four boxes to confirm that you have run through the
necessary steps.

Once you have ticked all four boxes the text on the ‘Next step’ button will change from ‘Next
step: confirm declarations’ to ‘Next step: submit the application’. By now clicking on the
button the application will be submitted and processed by the New business team.
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6. Processing from client home

From ‘Client home’, various selections can be made from the illustrations applications
already keyed.

6.1 lllustrations tab

“) sanlam Client Hub  Plan Tools Portfolio Manage Actess My Profile  Contact Us Logou{&
Online Services Home > Cllent Hub

; Alex Campbell
Client Hub

(SIS 65) 111 usTRATIONS £ APPLICATIONS

Start with an lllustration

Once you have created an illustration you may modify it to produce a range of *variants" for your client. When you are ready to proceed Sanlam will use the
information you have entered to create an application record. You will receive an electronic copy of this beforeyou are given the option to proceed.

NEW [LLUSTRATION

Completed lllustrations - Application Ready
These may be modifed or used to create an application. lllustrations will remain displayed for six months.
Individual Savings Account

Edit

estat Retrieve Reference Requested Date/Time Details Apply

@ 1103880 18/01/2016 15:38:40 TV Cash/ReReg £25,000/£0; Conts S/R/R £0/£0/£0; Fees SI,RI/O £0,£0/£0 @

PDF files

fFyou do . you y cliekir ge below.

Get X ADVISER ASSISTANCE
Vol 5o nenvere

(g rooeennr |

6.1.1 lllustration variant

Where an illustration is already in existence, by selecting the ‘Edit’ icon on the left of the
required record, the details can be accessed again and amended. At completion of the
screens another illustration is produced/emailed.

6.1.2 Previous illustration to application

If a previous illustration is to proceed to application, select the ‘Apply’ icon on the right of
the required record and the details can be accessed again. This time the additional fields
required to complete the application are also displayed. If the application is then taken
forward, the record will move to the ‘Applications tab’ and any variant illustrations linked to
the record will be removed.

6.1.3 Saved illustrations/applications

If an illustration was saved during completion of the details, the information can be accessed
again and processing continue by selecting the ‘Retrieve’ icon on the left of the required
record. Once in the record, to save it again, the ‘Save for later’ button must be chosen before
exiting the screen, or all details will be lost.
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6.2 Applications tab

Q Sanlam ClientHub  Plan Tools Portfolio  Manage Access My Profile  Contact Us Logout &

Online Services Home > Client Hub

- Alex C; bell
Client Hub e

Jf;j RISK PROFILER u;fr ILLUSTRATIONS

Pending Applications

These applications have been completed and may now be submitted to our new business team. Client and Adviser Declarations need to be read and agreed, and any additicnal documentation
sent in as requested. Pending applications remain displayed for six months.

Documents Reference Requested Date/Time Product Status Modify Submit

1103882 18/01/2016 16:07:21 Individual Savings Account Application Produced ® @

You have submitted no applications on behalf of this client.

PDF files

Ifyou do installed, you

g et ¥ 7
ADORE® READER ADVISER ASSISTANCE

6.2.1 Modifying applications

Prior to submission, if the application details have changed from those originally entered, the
application can be amended by selecting the ‘Modify’ button towards the right of the record.
The application details can then be accessed again and amended to match the changes
requested in the client documentation. At completion of the screens, another illustration is
produced/emailed.

6.2.2 Submit

Where a pending application is to be submitted, select the ‘Submit’ icon on the right of the
required record and the user is taken to the ‘Application documents’ screen where all the
documentation will be displayed. Once the application has been submitted, the record will
move to the ‘Submitted applications’ section.

Once you have ticked the four declaration questions and clicked on submit, you will no
longer be able to access the client declaration. Also, by clicking submit, this means the New
business team will start processing the application.

6.2.3 Submitted applications

Following an application being submitted, the record is moved to the ‘Submitted
applications’ section. You will be able to track the progress of the application by checking
the status.
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