
O N L I N E  AC C O U N T  G U I D E



Welcome!

This is your Online 

Account.



Tour

Let us take a look at some of the 

functionality on offer to you via your 
Online Account.



Notices

Notices are posted here for all your 

contracts and policies, and these will 

alert you to any events or actions that 
may require your attention.



Choose your contract

Select the contract or policy number to 

be viewed. The reports, actions, and 

the valuation displayed on this screen 

will be tailored to the contract or policy 
selected.



Valuation panel

This displays the total value per fund 

and total current value for the contract 

or policy selected in the selection 

panel. A full valuation, including unit 

holdings, can be produced by selecting 
the Valuation link below the total value.



Take control

The Report Options panel at the top of the 

report suite allows you to customise your 

report. Depending on the report type, the 

date can be changed and the subsections of 
the report can be added or removed.



Take control

Changing the date from today to a date in the 

past allows you to produce a historic version 
of the report.



Take control

You can add or remove report subsections.



Take control

Save or print your report.



Take control

Move your report view down to a 
specific subsection.



Reports panel

All other reports, apart from the 

Valuation, are accessed via the 

Reports panel. The reports are in the 
same format as the valuation report.



Transactions panel

Any actions that can be executed by 

you online are available here. If an 

action is missing from this list then it is 

not available to you. For example, this 

contract is missing the ‘Instruct a 
Withdrawal’ option.



Instruct a Switch

This allows you to change the funds 

that your contract or policy is invested 
in.





Current holdings

The funds currently held on your 

contract or policy. This is where you 
switch your holdings.



Switch

You can select one or more funds to 

sell by ticking the relevant boxes, or 

opt to switch all your funds by simply 
selecting ‘Switch all’.



Switch all

You can select a fund to buy by 

entering a fund code into the empty 

field and selecting the fund from the 
list. 





Agree

The ‘Agree’ button cannot be used until 

the percentage total is 100% and each 

fund field contains a code and name 
selected from the drop-down menu. 







Agree

The ‘Agree’ button can now be 

selected. This places the switch 
instruction into the instruction basket.



Premium allocation

At this point you could also enter a 

redirection instruction for your future 

premiums. This option wont be 

available if you have a single premium 

contract or policy. Your redirection 

instruction will also be placed into the 
instruction basket.



Current instructions

This area is your instruction basket. 

Both redirection and switch 

instructions for your contract or 

policy will be placed here for review 

before submission. When you press 

the ‘Continue’ button all of the 

instructions in your basket will be 
taken forward to the next stage.



Summary

This is a summary of your 
instructions for this contract. 



Password

If you are happy to proceed with the 

instruction above, enter your 
password here. 



Confirm

After entering your password, press 

the ‘Confirm’ button to submit your 
instruction to us.



Make a payment

This allows you to make a one-off 

payment online using a credit or debit 

card. An example for this would be that 

you are in arrears on your contract or 

policy. The card used for the ad-hoc 

payment can also then be saved as 

your default card for your regular 
premium collections.



Contract Details

The existing details of your contract 

are displayed here. You can make a 

one-off online payment and request to 

have your card stored for future 

payment even if your existing method 
isn’t card payments.



Amount

You can choose to pay an amount 

here to cover a full premium, multiples 

of a full premium, or a partial premium 

amount. Please note that partial 

amounts and overpayments may not 

invest. Please check the terms and 

conditions of your contract or policy 
carefully.



Card type

The card types available to you are 

listed here. These will dependant on the 

life company that your contract or policy 

is held with so you may see different 
options here.



Future payments

You may already have a card stored with our 

payment provider, Chase Paymentech, which 

enables us to take your regular premiums from 

you. If you wish to replace the stored card with 

the new card you are about to add then you can 
tick this box.



Special notes

There may be certain rules about paying 

into your contract or policy which are 

based on the current status. For 

example, if your contract is not currently 

live then you will need to agree 

reinstatement terms before making a 
payment. 



Start payment

If there are any card charges for making 

a payment on your contract or policy 

then they are displayed here under the 

button. Press the ‘Start payment’ button 
to proceed.



Terms and conditions

Any Ts & Cs related to your payment 

and any other transactions or 

instructions that you may have entered 

on the previous screen will be displayed 

here. Please read these carefully before 

proceeding.



Confirm

After carefully reading the Ts & Cs, 

press ‘Confirm’ in order to proceed to 

the secure Chase Paymentech portal 

to enter your card details.



Submit

Complete your card details and press 

‘Submit’.



Manage cards

Here you can amend or change the payment card details 

held for your regular premium collections. If you don’t 

currently pay by card you can use this tool to switch from 

your existing premium collection method. These screens 

work the same way as the payment screens and contain the 

same functionality. The only difference is that you are not 

making an ad-hoc payment at the same time as setting up 
the card.



Tools panel

The Unit Fund Centre is a tool for fund 
research and analysis.





Filter

The list of funds displayed below can be 

filtered using the extensive filter options 
available here.



Fund list

The list of funds can be sorted by numerical 

order, alphabetical order, currency, launch 
date, etc., by clicking the column headers.



Snapshot

An overview of the fund, its objectives, and holdings 
is available by clicking the fund code.



Factsheets

A full factsheet as a PDF is available 
by clicking this icon.



Add to basket

An asset can be added to your fund basket by 
clicking this icon.



Fund Basket

You can build up your basket, save it, and load 
previously saved baskets.



Fund Basket

Once there are funds in the basket, all the 
Fund Tools can be used…



Fund Tools

…The ‘Unit Price Download’ and ‘Fund 

Performance Bulletin’ tools can be used 

without funds in the basket, but the 

‘Performance Charts’ tool must have at least 
one fund in the Fund Basket in order to work.



Profile

Many of your personal details including your 

address and phone number can be managed 
here.



Profile

The various items which can be updated are 
listed in tabs along the top of the page.



Profile

The majority of your personal details can be 
updated under the ‘Personal’ tab.



Email & phone

The first section contains your phone and 

email contact details. You can change your 

primary email address here as well as in the 

‘Email’ tab at the top of the page. Remember 

though that your primary email address is 

used for both correspondence and as your 
Online Account username.



Address

Your address can also be updated on this tab.



Next

After making your required changes, press 
‘Next’.



Tax

Before you can save your changes you will be 
require to reverify your tax residency details.



Tax

After pressing ‘Next’ on the previous page you 

must read and agree the important information 

regarding tax reporting and regulations before 
you can proceed.



Confirm

You must enter your password and press the 

‘Confirm All Details’ button in order to submit 
your details to us.



History

This tab contains an audit trail of changes 
made under your login.





Thank you!

Thank you for 

choosing us.


