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Financial adviser — SIPP online services user guide

This guide explains how to log into new accounts, change passwords and view information on customer accounts.

If you need any help, including getting new users set up or to unlock or reset their account,

please email us at phoenix-access@sipp-phoenixwealth.co.uk

or call our dedicated support team on 0345 671 5507.
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Loggingin

Once we’ve registered you, we’ll send you two emails, one with your new user name and the other with alink to the screen below to set
your own password.

I PHOEMNIY WEALTH Change Password

Your password must be at least eight characters long and must contain at least one upper case character,
one lower case character, and two numbers.

Mew Password:

Confirm New Password:

Save
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Once you’ve created your password, you’ll be redirected within five seconds to the login page below.

Input your username and newly created password and select ‘Login’.
I PHOENIX WEALTH  Online services for self-invested policies

This page is to access online services for seli-invested policies only, once you've registered.
To access non seli-invested policies please click here.

I PHOENIX WEALTH

Usemame

Request a new password

Need help?

* Visit our suppon webpage
+ Email our dedicated team
+ Call us on 0345 671 5507

We're here 9.00am to 5.00pm, Monday to Friday. We may record calls for training and monitoring purposes and to improve our services.

Phoenix Life Limited, trading as Phoenix Wealth, is authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority and the Prudential Regulation
Authority. Phoenix Life Limited is registered in England No. 1016269 and has its registered office at: 1 Wythall Green Way, Wythall, Birmingham, B47 6WG
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You’ll then be directed to the 2-factor authentication registration page below, where you’ll need to follow the on screen instructions

I PHOENIX WEALTH  Qnline services for self-invested policies

Logout

I PHOENIX WEALTH

To log in, we now need you to complete some additional security steps. Just follow the easy steps below:

1 - You need a smartphone application to generate a second factor authentication code (known as a token). You'll need to generate a
token from this application whenever you login to our online services.

We recommend Authy (iOS/Android) but you can use any application compatible with RFC 6238 TOTP (you'll be able to
check this in the application’'s technical details on your appstore).

2 - Once you have the application on your phone, please follow the application's instructions to ‘Add Account’ and scan the QR code
below.

When account is added please continue to the token validation step.

Need help?
« Visit our support webpage

+ Email our dedicated team
+ Call us on 0345 671 5507

We're here 9.00am to 5.00pm, Monday to Friday. We may record calls for training and menitoring purposes and to improve our services

Phoenix Life Limited, trading as Phoenix Wealth, is authorised by the Prudential Regulation Authorty and regulated by the Financial Conduct Authority and the Prudential Regulation
Authority. Phoenix Life Limited is registered in England No. 1016269 and has its registered office at: 1 Wythall Green Way, Wythall, Birmingham, B47 6WG

Once registered, select ‘token valiation step’ and you’ll be directed to the 2-factor authentication validation page below
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I PHOENIX WEALTH  Online services for self-invested policies

Logout

I PHOENIX WEALTH

Please enter your token below and then click login (Fnz: Phoenix - Username)

HiEINNInn

Need help?

« Visit our support webpagg
+ Email our dedicated team
» Call us on 0345 671 5507

We're here 9.00am to 5.00pm, Monday to Friday. We may record calls for training and monitoring purposes and 10 improve our services.

Phoenix Life Limited, trading as Phoenix Wealth, is authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority and the Prudential Regulation
Authority. Phoenix Life Limited is registered in England No. 1016269 and has its registered office at: 1 Wythall Green Way, Wythall, Birmingham, B47 6WG

Enter a valid token and select ‘Login’, you'll then be directed to your online services start page.
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If you enter an incorrect or expired token, the following error message will appear.

I PHOENIX WEALTH  Online services for self-invested policies

Logout

I PHOENIX WEALTH

Please enter your token below and then click login (Fnz: Phoenix - Username)

mianinlnln

@ Invalid token. Please check your application and try again.

Need help?

+ Visit our suppori webpage
* Email our dedicated team
+ Call us on 0345 671 5507

We're here 9.00am to 5.00pm, Monday to Friday. We may record calls for training and monitoring purposes and 10 improve our services,

Phoenix Life Limited, trading as Phoenix Wealth, is authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority and the Prudential Regulation
Authority. Phoenix Life Limited is registered in England No. 1016269 and has iis registered office at: 1 Wythall Green Way, Wythall, Birmingham, B47 6WG.

Please note, each token only lasts for 30 seconds before it is replaced by a new one. So you may get an expired token scenario if you enter a
token but it expires before you select ‘Login’.
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If you enter an invalid token three times in a row the 2-factor authentication account will be locked with the following error message.

I PHOENIX WEALTH  Online services for self-invested policies

LDQBLIt

I PHOENIX WEALTH

Please enter your token below and then click login (Fnz: Phoenix - Username)

HiEEIEN

@ Your account has been locked. If you would like further assistance, please contact our Client Services Team.

Need help?

* Visit our supRort webpage
+ Email our dedicated team
+ Call us on 0345 671 5507

We're here 9.00am to 5.00pm, Monday to Friday. We may record calls for training and monitoring purposes and 1o improve our services.

Phoenix Life Limited, trading as Phoenix Wealth, is authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority and the Prudential Regulation
Authority. Phoenix Life Limited is registered in England No. 1016269 and has its registered office at: 1 Wythall Green Way, Wythall, Birmingham, B47 6WG

Please email us at phoenix-access@sipp-phoenixwealth.co.uk to request your account is unlocked. This can take three to five business

days in busy times
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When you login for the first time you’ll need to set your memorable phrase and security question answers. You’ll need these to reset your

password if you forget it. If you don’t complete this step, we’ll be able to reset your password for you — but at busy times it could take three
to five business days.

1. Click on the ‘Lock’ icon.

Create a memorable phrase and answers for at least five security questions.The memorable phrase must be a minimum of six letters,
and the answers a minimum of five.
3. Click ‘Save’ on the bottom right hand corner of the screen.

— O WEAITH

Change Logon Details

Change password Security questions
Changs Login Please choose a new password that meets the following conditions: Please enter your memorable phrase and aiso answers 10 at l2ast five of the following questions.
- Am ength of
Hige answers
» Doe succession
co

What is your memorable phrase?

o Lower case alphabetic

o Numeric Faiher's forename?
s I e 11 g
ace of bith?

« Is not one of the 13 most recently s
Current Password AOINEr'S MAIdEN name?

Wnatis the first of yo st friend?
New Password hat is the first name of your oidest friend
Confirm New Password What vias the name of your first school?

Wt is your favourite colour?

What is your favourite animal?
First street in which you lived that you can remember?

Wha was your favourite subject al school?
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4. A message will appear confirming your memorable phrase and security questions are updated.

=

Change Logon Details

(O Memorable phrase updated
Security questions updated
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Changing your password

If you want to change your password at any stage you need to:

Click on the ‘Lock’ icon.

Enter your current password followed by the new password and confirm your new password.
Click ‘Go’.

A message will appear confirming your password is updated.

P WNPR

You’ll only be able to do this yourself if you set your memorable phrase and security question answers (as explained on page 8), otherwise
you’d needto email us at phoenix-access@sipp-phoenixwealth.co.ukWe’d get back to you as soon as possible, but at busy times it could

take three to five business days.

55 Dashboard Change Password

Change Logon Details

stomes
m e e

Change Login Please choose 3 new password that meets the following conditions: Please enter your memorable phrase and also answers 10 al least five of the following questions

= Aminimum password length of &
Hide answers

What is your memorable phrase?

o Lo

 Numeric

+ Special characte:
g

Faiher's forename?
jace of birth?
Curent Password tolners maiden name?

What is the first of you st friend?
New Password. Vhat is the first name of your oldest friend

What wias the name of your first school?

What is you

o
What is your favourite animal?
First street in which you lived that you can remember?
Wha was your favourite subject al school?

What is yo

Confirm New Password

write colour?

vourite film?
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Change Password )

Change Logon Details

(@ Password updated

Page |
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Forgotten password

If you’ve forgotten your password and can’t login, you’ll be able to reset it yourself following the steps below but only if you set your
memorable phrase and security question answers (as explained on page 8):

1. Click on ‘Request a new password’.
2. Enter your username, tick box and complete the Captcha.
3. Once the Captcha verification is complete, click ‘Submit’.

Otherwise you’ll need to email us at phoenix-access@sipp-phoenixwealth.co.uk We’ll get back to you as soon as possible, but at busy
times it could take three to five business days.

I PHOEMNIX WEALTH Reset password

I PHOENIX WEALTH

Please enter your usemame and finish the captcha validation.

Usermname

I'm not a robot

reCAPTCHA
Privacy - Tem:

0

Request a new password

—

12
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A message will appear confirming you’ll be emailed shortly. The email will contain a password link to reset your password. If you don’t

receive an email within 20 minutes, please email us at phoenix-access@sipp-phoenixwealth.co.uk and we’ll get back to you as soon as
possible.

I HOENK WEALTH Reset password )
@ You will be emailed shortly f you do not receive an email within 20 minutes please contact us.

Please note,as part of setting your new password, you’ll need to confirm certain letters of your memorable phrase for security purposes.

I PHOENIX WEALTH Change Password

Your password must be at least eight characters long and must contain at least one upper
case character, one lower case character, and one number.

Mew Password:
Confirm New Passwaord:

Please enter characters 1, 2 and 5 from your memorable word:

1 2 3

Save
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Navigating your new login

When logging in for the first time, you’ll be presented with terms and conditions that you’ll need to accept by pressing ‘Submit’.

== Dashboard

. Terms and Conditions

aw Existing Accounts

Important legal notice

These are the terms and conditions which apply to your use of this website. Use of our site includes accessing, browsing, or registering to use our site. Any reference in these terms and

) conditions to this website shall include password-protected services available through this website. Please read them carefully before you start to use this site. By proceeding with access
Or  Admin to this website you are deemed to have accepted these terms and conditions and that you agree to comply with them. If you do not agree with these terms and conditions, then please
refrain from using this website.

Phoenix Wealth reserves the right at its discretion to amend, update, modify or replace these terms and conditions at any time without notice. Any such amendment, update,
modification or replacement shall be effective once the revised terms and conditions have been posted on this website. You are responsible for checking the terms and
conditions of this website each time you use this website as you are bound by these terms and conditions and your use of this website indicates your acceptance of the

terms and conditions applicable at the time you access the website.

These terms and conditions were last updated on 28 October 2019.

Please note that this website is intended for use by residents of the United Kingdom whilst in the United Kingdom only. It is not applicable to residents/ investors in other countries
because the law in other countries may restrict the distribution of the information and products on this website.

B Customer

« The adviser holds a current OSIS Individual Certificate;
- The adviser's Digital Certificate is verified against the Digital Certificate Revocation List;
= Phoenix Wealth accepts no responsibility for the authenticity of the Digital Certificate.

The adviser shall pay the costs and expenses incurred by it in obtaining and renewing its Digital Certificates.

Submit Do not submit
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Homepage - advisers

Once you’ve accepted the terms and conditions you’ll be automatically directed to your Homepage, which is the ‘Dashboard screen’. This
screen can also be access at any time whenneveryou click on the ‘Dashboard’ option on the left.

You’ll find most of the navigation on the left. If this isn’t displaying, click the three stacked bars on the top left of your screen.

The ‘Dashboard screen’ will give you a Business Overview and information about your customers.

bbbl —

== Dashboard
Business Overview

&% Existing Accounts
B Customer iy Company: Anon Company 8065 Adviser- All v

O Admin

A Asset Summary & Client Summary (B Product Wrapper Q) Asset Class

- 03-May- Go
Total Assets Asat: 09-May-2019 8
50,000,000
Client's Portfolios Value (GBP)
40,000,000 “——\__._______.—.__.
Assets 35,373,676 87
30,000,000
Assets Pending: Cash 0.00
20,000,000
Assets Pending: Re-regisiration 0.00
10,000,000
Total Assets 35,373.676.87
2018Q2 201803 201804 201901 am
1Year v

Q=Quarter QTD=Quarter To Date

@ only active client accounts are counted above
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You can view all the client records you have access tovia the Existing Accounts — Search screen.

Click on ‘Search’, this will return a list of all clients you have access to.

!: Dashboard

e« Existing Accounts
Search

B Customer

O+ Admin

Page |

Account search

Q, Search @ Advanced Search [= By investment

Search criteria

Platform Provider PHX v Account Holder First
Name

Enter Account Number: Account Holder Surname

Select Adviser: All

Account status: All
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Homepage — Paraplanners, administrators, etc.

Once you’ve accepted the terms and conditions you’ll be automatically directed to your Homepage, which is the ‘Existing Accounts - Search
screen’.

You'll find most of the navigation on the left. If this isn’t displaying, click the three stacked bars on the top left of your screen.

== Dashboard
Account search

an Existing Accounts

Search Q, Search @, Advanced Search [= By investment
B Customer
Search criteria
O+ Admin
Platform Provider PHX v Account Holder First
Name:
Enter Account Number: Account Holder Surname
Select Adviser: All v
Account status: All v
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You can view all the client records you have access to via your Homepage — Account Search.

Click ‘Search’, this will return a list of all clients you have access to.

The Customer search screen

Page |

Using the ‘Customer search’ screen you can search for customers using their identity information if you’re unsure of their account number.

Customers

Search by eustomer type

Customer Type ndividua

Advanced search criteria

Piatform Provider PHX

Date Of Birth: D1-Jan-1340

Account Numbsr. .

Customer I Customer Status

Active

Active

@

Deceased

External Customes ID

Customer ID:

Customer Status:

Nabonal Insurance

Account Role:

Number

Al

Customer Name:

Anon Customer 242750

Page

1ot

Click on the ‘Customer’ option. Then click on
‘Search’.

Enter the customer details into the ‘Advanced
search criteria’ section.

Click on ‘Search’.

Once the search results appear click on the
‘Customer ID’ of the relevant customer.

This will now bring up a ‘Customer Summary’
page.

Click on the ‘Account ID’ toaccess the
customer’s account.
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Customer Summary
Customer ID: 240400
Title: Mrs
First Name: Anen
Sumame: Customer 240400

Customer Accounts

ClAccountiD Account Status Account Role

Active Individual Account Holder
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The Existing Account search screen

If you know the customer’s account number click the search icon in the top right of the screen and input the policy number

« IO 6 0

I FHOEN WEALTH

== Dashboard

You can also go to the ‘Existing Accounts’ screen and search for the customer here if you know the account number. This will bring you
directly to the customer’s account.

PO —

28 Dasnboars
Account search

=L Existing Accounts
E— Q Search @ Advanced Search E By Investment
B customer
Search criteria
Or  Admin
Platform Provider PHX v Account Holder First Name
Enter Account Number. Account Holder Sumame:
Select Adviser Al
Account status: All
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Customer Account view - summary

Page |

Once you’ve located your customer you’ll be brought to the account ‘Summary’ page. As you can see on the screen shot, this will confirm
various details regarding your customer and their product wrappers.

There are five sub sections within the summary page you can view: Product Wrappers, Asset Class, Sectors, Geographical and Top 10.

—PHOENIX WEALTH

B8 Dashbosrs Anon Client 18048
£66.345 60
v Search Portfolio
FEHEE (B Product Wrappers ) Assat Class
Cash Account
Summary Breakdown by Product Wrapper

Account Holders
B cusiomer

O Admin

Client Details

Title

First Name
‘Surname

Date of Birth
Phone Number

Email

Work In Progress

Mrs Product Purchase / Transfer:

Anon
Transactions In Progress
Client 240400

01-Jan-1940 Payments

Transfers.
+44 01179000001
Deals

anonymous client@test.co.uk

AccountType  Account Cod Adviser
Individual
M Sectors @ Geographical = Topi0
AsAt D3May2019 @  Go
Product wrapper Location Portfolio % Value (GBP)
@ Retirement Wealth Account Wrap 100.00% 66,345.60
Total 100.00% 66,345.60

In

0/0ut D
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Customer Account view - Portfolio

If you’d like more information on what your customer is invested in you can click on the ‘Portfolio’ option. This will give you a detailed
breakdown of your customer’s investment holdings.

—PHOENIX WEALTH

28 Dasnboars Investments
& Existing Accounts Anon Client 18048 AccountType  Account Code Adviser
£66,345.60 Incividual
v Search
Portfolio Include External Assets:
Yes
Cash Account
Summary Wrap View v 09-May-2019 (3 Go
Account Holders
Protect from
B customer automatic
Investment Documentation Location i Market Value Market Value (%) Avg Cost Total Cost  disinvestment
O%  Admin to cover fees.

etc

Wrap View GBP 66,345 60 100.00% GBP 53,335.85

@ Cash GBP 53,335 85 80.39% GBP 53,335.85
GBP Cash Phoenix £3,335.8500 GBP 1.0000 GBP £3,335.85 80.39% GBP 1.00 GBP 53,335.85
@ Other ‘GBP 13,009.75 1961% GBP 0.00

Utmost Wealth Evolution Bond Phoenix 0.0911 GBP 142,821 4535 GBP 13,009.75 1961% GBP 0.00 GBP 0.00
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Customer Account view — Cash Account

If you’d like more information on the cash balance of your customer’s account you can check the ‘Cash Account’ option.

I PHOENIX WEALTH
2 Dasnooan

=h  Existing Accounts Anon Client 18048 Account Type  Account Code

Adviser
68 245 60 Incividual
Vv Search

Fortielo Portfolio - Cash Anon Client 18048 -

«Cash Account

— AsAt 03-May-2019 (3 Go

Account Holder:

ceount Reers Product % of Portfolio Cash Currently Available Cash Commitments Balance Unsettled Cash Accrued Interest Reserved™

B cusomer Phoenix Personal Pension 100.00% 53,335.85 0.00 GBP 53,335.85 0.00 409 GBP 0.00
O=  Admin Total 100.00% GBP 53,335,685 GBP 0.00

(@ * This amount s protected from disinvestment due to corporate action reversals

Page |
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Customer Account view — Account Holders

The ‘Account Holders’ section lets you access customer details like: product breakdowns, contact details, banking details and more.

I PHOENIX WEAITH =

== Dashboard Account Details Contact Details Banking Details Other Details Pension Details Account Structure
non it 16048 P —— This initial page confirms some account
£66.345 60 Individual
Vs and product details along with interested
Foriolo Client Details - Account Info Anon Client 18048 - . .
parties registered on the account.
Summary ©  Account Details

Account Holders.

Account Name: Anon Client 18048
B cusomer
Account Type: Individual
O Admin
Adviser.
Company Anon Company 6065
Account Status: Active

©  Product Details

Product Stalus Account Number Tax Year Notes Flexible ISA Legacy Account ID

Retirement Wealth Account Active No

©  Interested parties

CustomerlD Name Account Role Action

No Interested parties registerad

Add interested party




I FHOEMNIX WEALTH
Page |

25

Customer Account view — Account Holders — Contact Details

pescuntoeai Swinooesls  onerdsmls  Fersondsals  AccoiStuctse The ‘Contact Details’ tab confirms the
Ao e " — registered contact details for the customer.

Addresses

Residential address Postal address

Line 1 1 Test Road Line 1 1 Test Road

Line 2 Line 2

Line 3 Test Town Line 3 Test Town

Line 4 Testville Line 4 Testville

Line & Line 5

Line 6 Line 6

Postcode TE15ST Postcode TE15ST

Country UK Couniry UK

Contact Information

Preferred Phone Number +44 01179000001

Alternative Phone Number

Email Address anonymous client@test co.uk

Contact Preferences

Allowed Contact Methods

Email Yes
Phone Yes
Mail Yes
Preferred Contact Method Email
Is Correspondence Recipient No

Customer User Access

Customer User No Access
Access
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Customer Account View — Account Holders — Banking Details

ount Detsils  Contsct Datsils

Anon Client 15045
£66,345 80

Banking Detsils  [EStUS e ReRIS

Banking Details Anon Client 18048

@  Bank Accounts

Bank Account History
BANK ACCOUNT 1

Owner.

Country.

Account Name:

Account Number.

Sort Code:

Building Society Roll Number.

Bank Name

Address Line 1

Adaress Line 2

Address Line 3

Posteode:

Address Country

Direct Debit Instruction

Hominated account for withdrawals.

Individual

UK

Test Bank Account

Money Bags Bank

1 Bank House

Bank Row

Bankville

YARVYY

UK

No

s

Account Type
Individusl

Account Code

Adviser

Page |

The ‘Banking Details’ tab confirms the
registered bank account details for the
customer.
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Customer Account View — Account Holders — Other Details

The ‘Other Details’ tab lets you view
Anon Client 13048 ‘Account Type Account Code Adviser
e

miscellaneous information including
Other Details Anon Client 15048 -

regulatoryinformation.

©  Documentation

Terms & Conditions Agreed And Received: ves

Adviser Charge Agreement (ACA) Held

©  Other Pension Details

SLA used by benefits that commenced prior to 542008 0.00%
Dependant of a deceased pension scheme member Yes
Dependant pension commenced on or after 6 April 2015 Mo
Deceased pension scheme member below age 75 as at date of death Yes
Is this a BCESt event? No

©  Appropristeness Test

Appropriateness Test completed for Complex Direct Investments
Date of test completion

Test result
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Customer Account View — Account Holders — Pension Details

Page |

Please note that any Expression of Wish details submitted before May 2018 are not available to view online.

AccountDetsils  ContsctDetsils  Ba

Anon Glient 13048
£66,34560

nking Detsils  Other Detsils

Pension Details Anon Client 18048 -

©  Beneficiaries for SIPP

Do you want to setup an Expression of Wish?

Expression of Wish
Role

Mone registered

©  Employment Details

Relevant Eamings:
Selected Retirement Date* :

Pension Input Period” :

Drawdown End Date {for P45 issue):

©  Money Purchase Annual Allowance

Pension input period start date

Name

Pension input period end date:

Pansion Detsils [ EUIE e

Relationship

MPAA rules triggered?

No

AccountType  Account Code

000

31-Aug-2020

Start Date

06-Apr-2018

Inivicus

Proportion

End Date

05-Apr-2018

DB-Apr-2018

D6-4pr-2019

03-May-2018

05-Apr-2018

05-Apr-2018

05-Apr-2019

05-Apr-2018

Generate Notification to account holder

What date did the MPAA rules begin to apply?

What triggered the MPAA rules?

The ‘Pension Details’ tab lets you view
information on dependants/beneficiaries
for the pension along with other pension
specific information like Pension Input

Periods (PIPs) and Money Purchase
Annual Allowance (MPAA) trigger
information.
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Customer Account View — Account Holders — Account Structure

AgcountDetsils  ConisciDetsiis  Sanking Detsils  OtherDetails  Fension Details

Anon Client 13045

AccountType  Account Gode Adviser
£66,345 60 Individusl
Product wrapper Arrangement Type Pre.A-Day portion Identifier Armangement Value Arrangement % Date opened Date closed
Refirement Wealth Account Accumulstion Accumulstion 72747 1.10% 22-Apr-2018
Crystalised - Capped 0.00% Capped 532456882 65616 43 96.50% 22-Apr-2018

HMRC Arrangements

The ‘Account Structure’ tab confirms the
breakdown of any accumulation, flexi-access
drawdown and capped drawdown

arrangements held by the customer.
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Customer Account View — Reports & Documents

If you’d like to check for key documents produced for your customer’s account you can check this under the ‘Reports & Documents’ section
once you’re in a customer’s account. The documents available online are:

e lllustrations Under ‘Document’ (1) it will state the

e Portfolio Valuation type of document.

 Clienttransaction listing Under ‘Date Added’ (2), it will state the
e Contract Notes date it was generated.

o . I | vrer Report s ) il st

= Omisd ‘Complete’ with a hyperlink you can use

O .o Cra to open the document. The library will
only display complete documents.

. Loy

SR

— Under the search tool (4) you can search

el e ' for a particular document by ‘Document’,
B Goner : ‘Status’ and ‘Type’.

Type: All

1 RECORD

Document Date Added Report Status Archive Status Created By

Document Contract Note 08-Oct-19 8:00 pm Complete Created Phoenix Platform

Phoenix Life Limited, trading as Phoenix Wealth, is authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority andthe Prudential
Regulation Authority. Phoenix Life Limited is registered in England No. 1016269 and has its registered office at: 1 Wythall Green Way, Wythall, Birmingham, B47 6 WG.



