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Important notes
The new AJ Bell Investcentre onboarding journey has been designed around our advisers’ needs, bringing 
new efficiencies and outputs into the process. Our onboarding functionality allows you to:
•	 access a new client onboarding dashboard, where you can add new clients and access ongoing 

applications.
•	 enter all your client’s information once, rather than having to do so multiple times in order to submit an 

application, build a funds-specific illustration or create a pre-sale costs and charges disclosure.
•	 save and pause applications throughout the journey, then continue as required. The journey is also 

designed with a natural pause at the ‘client output’ step, where all forms and documents are provided in 
preparation for the application submission.

•	 use the journey to create an illustration, without having to fill in every section. You can then go back 
and complete the remaining fields to submit the application at a later date. There are useful prompts 
throughout the journey which tell you where this is applicable.

•	 retrieve important forms, and access key documents and literature items for your client’s attention, 
before the application is submitted. 

Onboarding User Guide
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Accessing the onboarding dashboard

From the V2.0 dashboard, select the ‘View the 
onboarding dashboard’ link.

Within the onboarding dashboard, you can 
start an application for a new client, continue 
with a saved application, or delete an 
application.

1 To add a new client press the ‘Add new 
client’. 

To continue with a saved application 
simply find your client and click 
‘Review’. You can find new product 
applications for existing Investcentre 
clients in the ‘Existing clients’ tab. 

To delete an application, simply press 
the bin icon.  

Please note when you select a saved 
application, you’ll be able to see all the saved 
applications assigned to your SCA reference. 
If your permissions allow, you’ll also see 
colleagues’ clients.

When adding a new client, firstly choose 
which adviser they should be registered to. 
You can do this by clicking the search box, 
which allows you to see a list of advisers. 
Alternatively, you can search by adviser name 
or SCA reference.

1
1

3
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Adding your client’s personal details 
and choosing your products

1 Enter your client’s personal details in 
this section.

1

Firstly, your client’s nominated bank 
account will be displayed.

Please check these payment details 
to ensure they are correct, and press 
confirm to continue.

Each time you save information, it will  show in 
a summary panel.

Under the summary panel, you’ll find an 
‘Edit’ button that allows you to amend the 
information you’ve provided. 
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2 Now choose which AJ Bell Investcentre 
products you would like to open.

This page shows the products that are 
available to your client, and includes useful 
links to further information about our product 
range and features.

To open a joint or designated GIA, or a GIA for 
a trust or other entity, please complete the 
relevant form, which can be found by following 
the links. An online application process for 
these accounts will be available in the future.

2
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Requesting transfers

Both cash and in-specie transfers can be 
requested within the onboarding journey. 
For SIPPs and RIAs, you can also request 
drawdown transfers.

1 Choose which of your products you 
want to request transfers in for. 

2 Tell us how you’d like the transfer to be 
made, along with any relevant transfer 
details.

Please note: All drawdown transfers produce 
their own illustrations. So, when more 
than one illustration is produced, any costs 
based on a £ value (as opposed to %) will be 
apportioned between the illustrations.

3 When you provide full transfer 
information the system will confirm 
whether we can submit the transfer 
request electronically via our STP 
system, or whether a transfer form will 
need to be completed and signed.

 Please note: Take care when choosing 
the transferring provider and telling us 
the policy number, as this information 
determines whether the transfer can be 
submitted electronically.

 
 
 
 

4 To submit another transfer for either 
the same product or a different one, 
just click ‘Add another transfer’.

1

2

3

4
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Payments in

The payments in section allows you to add 
details of any contributions or subscriptions, 
including whether they are ad-hoc or regular 
payments. These details will be used for 
illustration purposes, and so we can match any 
cheques received to your client’s request.

1 Select the product, and complete the 
payment details.

2 When making employer contributions 
for a SIPP or RIA, we will require details 
of the employer.

1

2
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3 If you input all the details of the 
payment, we’ll provide the unique 
payment reference your client will 
need to use for the electronic payment 
once their account is open. 

Please note: Some banks limit the amount of 
money that can be paid in one day. You may 
need to break up your client's contribution 
into separate payments to generate separate 
unique payment references. 

For regular payments, a Direct Debit 
instruction will be available to download at the 
‘Client output’ step. 
 

3

4

4 Once the application is complete 
and the account is open, we’ll email 
the unique payment references and 
bank details the client will need when 
making the payments specified in the 
application.
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Investment details

In this section, you can input details of your client’s investments, and proportion the portfolios between your client’s chosen products. 

You have the option of selecting any models your firm has access to, uploading a portfolio via CSV or selecting investments from the F&SS universe using the asset name, ISIN or SEDOL. 
If you don’t have details to hand, you can input the investment charges manually.

Entering your client’s investments allows us to:
•	 show you the investment costs of each investment, including the total cost of the portfolio;
•	 create a funds-specific illustration;
•	 create a MiFID II pre-sale costs and charges disclosure; and
•	 provide you with a consolidated KIID pack for each portfolio of investments, where applicable.

1 Choose whether you would like to add 
a portfolio of investments. 

2 Find your model, upload your portfolio 
details or tell us the investments 
individually. 

3 Tell us about any additional charges 
your client will pay.

4 Click the link to see the breakdown of 
the portfolio and the charges, which 
will be used in the illustration.

5 The blended rate shown is based on 
both the cash and asset allocation in 
the portfolio.

1

2

4

3

5
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1

Details of the portfolio will show in the 
summary panel.

If you want to add another portfolio of 
investments, click ‘Yes’.

Once you’ve added all your investment 
portfolios, you can select the products they 
will be invested into. 
 

1 You can allocate the same proportion 
of each investment portfolio across 
each product you want to open. 

2 Or you can individually assign the 
proportion of each investment 
portfolio to each product.

Once you’ve made your selection, click ‘Save 
portfolio allocation’.

This information will show in the summary 
panel.

2
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1

2

Benefits and withdrawals 

You can provide details of any benefit payments 
or withdrawals your client will be taking.  
 

1 If you want to set up a withdrawal, 
confirm the basis, frequency and amount.

2 Then click the ‘Save withdrawal 
information for illustration’ button.

3 If your client plans to crystallise their 
pension funds and take a PCLS or UFPLS 
(including regular UFPLS) straight after 
their account is open, select ‘Yes’. This 
information will then be used for the 
illustration.

4 For PCLS and drawdown, enter the 
amount or percentage of the SIPP or RIA 
you wish to crystallise, and we’ll calculate 
the PCLS amount.

If required, you can amend the PCLS 
amount, and the amount designated 
into drawdown will be amended 
automatically.

 

Please note: This information will only be 
used to produce the illustration. Before we can 
carry out the request, you’ll need to send us a 
separate online instruction once the account has 
been set up. You can watch our video or read the 
user guide for further information.

 

3

4
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1

3

2

If your client plans on taking taxable income 
payments from their SIPP or RIA, please tell 
us the amount and frequency, for illustration 
purposes.   

1 Select the type of pension income. 
You can select either ad-hoc or regular 
payments, or both.

2 Tell us on what basis regular income 
will be taken, if applicable.

3 Tell us the frequency of the income 
required.

Please note: This information will only be 
used to produce the illustration. Before we 
can carry out the request, you’ll need to send 
us a separate online instruction once the 
account has been set up.
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1

2

Adviser charges 

If you have an adviser charging agreement 
with your client, please tell us about it in this 
section.  

1 Tell us whether the same adviser 
charges will apply to all products.

2 Tell us the type and amount of adviser 
charges being taken.

3 You can select one of your firm’s tiered 
charging structures to use for your 
illustration. 

If you do not see the charging structure 
in the list, you will need to ask your 
firm’s nominated individual to create it 
for you.

Please note: Tiered charging structures 
are only added for the purpose of creating 
the illustration.

If you wish to take ongoing adviser 
charges using a tiered charging 
structure you will need to set it up via 
the Adviser charging dashboard once 
the account is open. 

For information on how to add adviser 
charging to your clients’ accounts via our 
website, please see our online adviser 
charges user guide.

Whether VAT will be applied on adviser charges 
will be confirmed on the screen and is based 
on your firm or branch setting. 

 

3
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Other charges

In this section, you can review all the product 
charges and illustration assumptions that will 
be used within your client’s illustration(s).

Simply click ‘Yes’ to see this information and 
amend it as required.

As an illustration is generated per product, and 
all transfer in drawdown transfers produce 
their own illustration, custody charges are not 
apportioned between illustrations. This means 
you may need to input a blended custody rate 
to get a more accurate illustration.

£ value charges are apportioned across the 
relevant product illustrations.
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Client outputs

The client outputs step is where you can 
create and download your client’s documents. 
It’s been designed so you can show your 
clients all the relevant documentation, and 
then continue with the final stages of the 
application once you have received their 
approval.

This section is split into two parts.  

1 If you provided funding information, 
you’ll have the option to create an 
illustration for each of your chosen 
products.

To do this, click the relevant tick box.

2 Now click ‘Create / update all selected’ 
and we’ll start to generate your 
illustration.

3 Once the illustrations are generated, 
the status will be updated to ‘Ready to 
download’.

Please note: If you create an illustration and 
then subsequently make a change to your 
client’s application, you’ll need to click the 
‘Create / update all selected’ button to reflect 
the changes in the illustrations.

 

4 To make the illustrations available 
for download, and to see the other 
documents that are available for 
download – such as transfer forms, 
benefit forms and KIID packs – click 
‘Select documents for download’.

1

2

4

3
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5

6

7

5 All relevant documents will now be 
listed and available for download.

6 You can select all the documents for 
download by clicking the main tick 
box next to the ‘Document name’ 
title, or you can individually add the 
documents you wish to download into 
a ZIP folder.

7 You can view and download all 
the illustrations produced as part 
of your client’s application within 
the ‘Illustration store’. A date and 
time stamp are provided for each 
illustration.

Please note: You must download any 
illustrations and KIID packs you require for 
your records at this stage, as they won’t be 
available once the application is submitted.
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Important client information

Please complete further information about your 
client in this step.

1 Please note, the email address is a 
mandatory field as we need it to send your 
client important information about their 
application and future account activity.

2 If you need to register an attorney or deputy 
along with the application, we’ll need the 
relevant information before the account is 
fully set up.

3 If your client is a national of another 
country, their National Client Identifier may 
be a mandatory field, depending upon the 
hierarchy. Further details can be found here.

4 If opening a SIPP or RIA, you have the option 
to provide details of your client’s marital 
status and information.

5 You can nominate either individuals or 
trusts / charities (or a combination of both) 
as beneficiaries for your client’s SIPP or RIA.

Providing bank details during client onboarding 
helps to avoid delays when making payments to 
your clients.

Please note: When providing bank details, an 
electronic verification check will be completed 
when the application is submitted. This is to 
ensure the bank details provided match your 
client. If we can’t verify your client’s bank 
account, we’ll need a bank statement. Further 
information about any information required will 
be provided at the ‘Next steps’ stage.

1

2

3

4
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Review your application

The ‘Review’ step is designed as a final 
place for you to check over your client’s 
information before submitting their 
request. Use this step to: 

•	 review the application details;
•	 edit information where required.
•	 download a PDF of the application 

information before submission, which 
can be passed to your client for review.

As a reminder, you can save the application 
and return to this stage at the relevant time 
to submit it.



AJ Bell Investcentre Onboarding User Guide 19

Declarations and application 
submission

This is the final step in the journey before 
submitting the application.

Please read each declaration section 
carefully before confirming your agreement 
on your client’s behalf.

When you’re ready, click ‘Submit 
application’, and we will start the process 
of creating your client’s AJ Bell Investcentre 
account.
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Once the application is submitted, we’ll 
complete an electronic identity verification 
check on your client. If they pass this, the 
following screen will be displayed, showing:
•	 any information we require from your 

client; and
•	 the next actions we will take in respect of 

the application.

1 A final link to any forms we require will 
be provided at this stage.

2 If we were unable to verify your client’s 
bank account, the information we need 
to process this manually will appear 
here.

3 If you have specified your client’s 
investments and / or told us about 
an ISA / GIA withdrawal, further 
information is provided on how to 
complete this action.

4 A transfer receipt will be available to 
download for any transfers we’ve  
instructed electronically.

5 If your client doesn’t pass our 
electronic identity verification, we’ll let 
you know what information we need 
before we can set up the account.

1

2

3

4
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Opening an additional account for 
existing clients

You can easily submit additional account 
applications on V2.0 for your clients. To 
open a new account for an existing client:

1 Navigate to the individual client’s page 
where you’ll see their current account 
types and any new accounts they’re 
eligible for. To start the additional 
business application, click Add.

2 The client’s personal details will 
be displayed. These details cannot 
be edited here – if any details need 
updating, go to the ‘Client information’ 
section of their dashboard before 
starting the application.

3 Review the client information 
displayed and click ‘Start application’ 
to proceed. 

Continue through the onboarding 
process by following the steps outlined 
in the rest of this user guide. 

If the client doesn’t have any bank 
details on their account, you’ll have 
the opportunity to add them during 
the onboarding journey. If bank details 
have been added to the account but 
remain unverified, you won't be able to 
update them during onboarding.

Please note: Only one additional 
application can be in progress at any 
one time.

1

2
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