
 

 

  



 

 

  

 

How to process a top up payment for an existing client is a straightforward process comprised of 

the following steps:  

 

 

 

A video tutorial of this process is also available to watch in our online support hub.  

 

  



 

 

 

 

 

1) After initially logging into the platform, search for the required client 
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2) Select the required product 
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3) Select “top up” from the process menu 
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4) Enter the appropriate top up amount and source of wealth 

 

 

 

 

 

 

5) Enter the initial and / or ongoing adviser fee charge  
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6) After clicking “next” a summary is shown of the top up details you have entered 
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7) Tick to confirm the details are correct and accept declaration 

  

 



 

 

 

 

 

8) After submitting the case, the relevant documents are then generated 

 

 

 

 

 

 

These documents can be opened and printed. 

 

9) After reviewing the documents, click “finish” to complete the process. 

 

10) You will then be returned to the homepage with the new top up client information now being 

displayed. 

 

 

 

 

 


