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CREATE A NEW 
CLIENT

1
For adviser use only



From your homepage click on the 
‘Clients’ tab (1). 

Then ‘Create new client’ (2). 1

2



This screen details the information required 
for a ‘Prospective client’ and the additional 
information needed for an ‘Active Client’. 

Entering the details for a ‘Prospective client’ 
will allow you to undertake basic tasks such 
as produce an illustration. 

The extra information for an ‘Active client’ 
will allow you to undertake the full range of 
task such as submit a new investment. 

Tick to confirm you’ll make your client aware 
of our Privacy Policy and click ‘Start’. 



The next screen asks for all the 
information to set up a ‘Prospective 
client’. 



You can select ‘Complete Full Client 
Creation’ at this point to finish creating 
the client to then be able to input an 
application (Continue to page 10 after 
this page).

Alternatively, you can now produce an 
illustration and/or a Key Information 
Document for this prospective client, 
determine their risk profile or use the 
financial goal planning tool. 

You can convert to a ‘full client’ at any 
time by completing the remaining 
information:

• Proof of Identity 
• Contact details 
• Employment details 
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SUBMIT NEW 
BUSINESS

2
For adviser use only



The quickest way to navigate to the
Required policy is to enter the policy 
number in the search bar at the top 
of your homepage(1).  

Alternatively you can view a full list of 
your clients by selecting the ‘Clients’ 
tab(2) and selecting ‘View all clients’ 
(3). 

1

2

3



Before you can submit new 
business you need to complete 
the client registration.

You can either click on 
‘Complete registration (1), 

Or click on ‘New Investment’ (2) 
where this pop-up will open and 
click on ‘Complete registration’. 

Follow the directions on this page if 
you are creating a new application 
for client(s) whose details have been 
fully input onto the system. Then 
move to page 11



Once you have entered all the client 
details to complete the registration you 
will get this Confirmation screen.

Click on ‘Create New Investment’. 

You will need to tick to agree the ‘Privacy 
Policy’ statement on the new page that 
opens.

Registration details for 
Wealth Interactive are 
automatically sent to the 
client upon submission of 
new business.



If you have previously created an 
illustration / KID for the client that 
you want to turn into an application, 
select ‘Use illustration/KID’ as this will 
pre-populate the application with 
the details you had input for the 
illustration or KID. 

Otherwise, select ‘Do no use 
illustration/KID’ if one has not 
previously been created. 



Select the type of ownership. For example, 
‘Joint applicants’. 



For joint applicants the 
second applicant must also 
have been created before 
submitting the business.

Select the second applicant 
from your client list.  





Select the custodian who will hold the 
Assets. The default custodian is Utmost 
International. 



Select lump sum for a single premium 
investment 

Enter the investment amount in the policy 
currency that you have previously confirmed. If 
the premium is being paid in a different 
currency to that of the policy, you will be able 
to confirm the details at step 4 (Payment 
Details). 

Enter/Select the charge package code for 
your firm. Please contact us if you require the 
charge package code. 

Click on ‘Populate Charge Package’ for details 
to be reflected. 

Where your firm has provided you with the 
ability, confirm any fees and commissions in the 
boxes that will appear after you have 
populated the charge package. 

For certain products such as the European and 
International Select Bonds, you will have the 
option to phase investments here. Where you 
use that functionality and an initial fee is being 
facilitated prior to the premium being applied, 
ensure that you only choose to phase the 
premium less the value of the initial fee. 



To find assets, select the ‘New 
assets’ tab and enter the 
name/SEDOL/ISIN. 

You can click ‘Skip this step’ if 
you are not adding assets. 

Once you are happy click on 
‘Add asset(s). 

If you have chosen to place 
all assets with an authorised 
custodian, you will not have to 
complete this and the next 
page.



Enter the percentage or 
amount to be invested in 
each asset. Any unallocated 
funds will remain in the 
transaction account. 

Click ‘Save and continue’. 



Answer all relevant fields on this screen, including 
selecting the country the financial advice was 
given. 

You can edit the number of policy segments using 
the ‘Number of segments’ section. The default 
number will vary depending on the product. 

Select if a Fund/Investment adviser is required and 
whether they are being appointed on a 
Discretionary or Non-discretionary basis. If a 
Discretionary Asset Manager is being appointed 
you should answer ‘No’ to this question and upload 
the relevant appointment from at the end of the 
application journey. 



If regular withdrawals have been requested this section will 
expand for you to answer the required fields. 

If you choose ‘Self selected Assets’ to make the withdrawal 
from, the line ‘Specify assets to withdrawal from’ will 
appear. 

This will open a pop-up for you to choose the asset or 
transaction account to make the withdrawal from. There 
are two save buttons on this screen – please ensure you 
click on both. 



Click on ‘Enter payment details’ 

Choose the payment method and enter 
the amount. 

Then click on ‘Enter new bank details’. 



Enter the SWIFT/BIC code – press ‘Find Bank’.

Enter the account details and press ‘Save’. 



Select the bank account. 

Press ‘Save’. 



Check the summary of the payment and then 
click on ‘Source of funds’. 



Select the origin of wealth from the 
drop down options and complete 
all the required information. 

If the funding is from more than one 
source, click on ‘Add another 
source of funds’ to add the other 
sources. 



Click on ‘Upload of documentation’ 
to upload the required documentary 
evidence. 

Press ‘Choose file’ to navigate to the 
right document. Ensure you then press 
‘Upload’. 

File formats for uploads are JPG or PDF 
(version 1.4) and no bigger than 8MB.

Passport/National ID and residential 
proof are required if they have not 
been previously been provided. 



Read the declarations and tick to 
confirm your understanding. 

Click on ‘Save and Continue’. 

You will be presented with a full summary 
of the application. Click on any of the 
‘Edit’ buttons to change the information. 

Once you have reviewed the information 
you will be provided with one or more 
options to submit the application. You will 
be able to submit to all applicants for 
them to approve their application online 
or you may be able to submit the 
application directly to Utmost 
International. 

Where your firm has requested 
authorisation steps are put in place, you 
may first be required to submit the 
application for internal authorisation by 
an approver within your firm. 



You will see confirmation that the 
application has been submitted.

You will be able to see the status of 
the application in the ‘Recent 
transactions’ section for this client 
and in the ‘Latest Activity’ tab on 
your homepage.
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SUBMIT TOP-
UP BUSINESS

3
For adviser use only



The quickest way to navigate to the
Required policy is to enter the policy 
number in the search bar at the top 
of your homepage(1).  

Alternatively you can view a full list of 
your clients by selecting the ‘Clients’ 
tab(2) and selecting ‘View all clients’ 
(3). 

1

2

3



Select the policy to be topped up



Hover over ‘+ Manage premiums’ and 
select ‘Create lump sum premium’.



• Tick to confirm the personal data 
statement.

• Then click ‘Next’.



• If you have generated a top up 
illustration select 'Use illustration' to 
pre-populate the top up application 
with the illustration details. 

• If you haven't generated a top up 
illustration select 'Do not use 
illustration‘. 



• Enter the investment amount and 
asset transfer amount.

• Select fees and charges as 
appropriate. And click on ‘Save and 
Continue’ to proceed.

If you have used an illustration 
the premium details, select assets 
and application options sections 
will be pre-populated. Please 
double check the information 
before proceeding through each 
section. 



• If the investment choice isn’t decided 
during the top up application click on 
‘Skip this step’ (1) to allocate the new 
contribution to the cash account. You 
can then use Wealth Interactive to 
place a deal instruction once the top 
up has been issued.

• To invest in new assets enter the 
SEDOL/ISIN into the search box (2). 

Alternatively to increase an existing 
holding select ‘Existing assets’ (3) to 
view a list of the current holdings. 

• To select an asset, tick the box next to 
the asset (4). Once all the assets have 
been selected  click on ‘Add asset(s)’ 
and scroll down to input the 
allocation for each asset. 



• Enter the percentage or amount to 
be invested in each asset. 

Any unallocated funds will remain in 
the transaction account.

• Select ‘Save and continue’.



• Select the country in which 
advice was provided for the top 
up.

• And the reason for the 
investment.

• Then click on ‘Save and 
Continue’.



Click ‘Enter payment details’ to 
provide the banking details.



• Select payment method and enter 
the amount and currency (1).

• Select existing banking details if 
unchanged (2).

• If not, click on ‘Enter new bank 
details’ (3).

• Then click ‘Save’.



Select ‘Yes’ or ‘No’ depending on 
whether the origin of wealth has 
changed from the original 
application.

If it has, enter the new information.



• Upload any supporting information that is 
required.

• Confirm the declarations by clicking on the 
tick boxes. Then ‘Save and Continue’.



• You now have the chance to 
review the information you 
have entered.

• Click on any of the ‘Edit’ 
boxes if amendments are 
required.

• When you’re happy submit 
the application.

Depending on your region 
you may have the option to 
‘Proceed with wet signature 
submission’ (1). This option 
allows you to print the 
application form, obtain the 
client’s signature, and then 
upload the form to continue 
the submission online.



IMPORTANT INFORMATION
www.utmostinternational.com

Calls may be monitored and recorded for training purposes and to avoid misunderstandings. 

Utmost International Isle of Man Limited is registered in the Isle of Man under number 24916C. Registered Office: King Edward Bay 
House, King Edward Road, Onchan, Isle of Man, IM99 1NU, British Isles. Tel: +44 (0)1624 655 555 Fax: +44 (0)1624 611 715. Licensed by the 
Isle of Man Financial Services Authority. 

Utmost Wealth Solutions is registered in the Isle of Man as a business name of Utmost International Isle of Man Limited.

Utmost PanEurope dac is regulated by the Central Bank of Ireland. Registered No 311420. Administration Centre for correspondence: 
King Edward Bay House, King Edward Road, Onchan, Isle of Man, IM99 1NU, British Isles. Tel: +353(0)1 479 3900 Fax: +353(0)1 475 1020. 

Registered Office address: Navan Business Park, Athlumney, Navan, Co. Meath, C15 CCW8, Ireland. 

Utmost Wealth Solutions is registered in Ireland as a business name of Utmost PanEurope dac.
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