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Before you start

Cash held in account

There must be enough available cash to cover any PCLS you 
wish to make.

Updated client bank details

The clients bank details must be held on the system 
and up to date. You can check this by logging in to 
your clients dashboard and selecting client details  
on your navigation menu.

Before you crystallise money within your clients pension, please check these two things:

1 2
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Managing your clients pension

To crystallise a pension or instruct an income payment:

1. Search for and select your client

2. Select the pension product
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Managing your clients pension

There are a number of options within Pension 
Management, this guide will cover:

1. Crystallise pension benefits

2. Pension payments – Taking a single withdrawal

3. Pension payments – Amending regular income
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Crystallising pension benefits

When you click on crystallise pension benefits tile,  
you will be directed to a declarations page. Once you  
are happy with these declarations, tick the box to 
confirm and click to start process.
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Crystallising pension benefits

On the next screen, choose which payment type is 
required - Flexi Access Drawdown or an Uncrystallised 
Funds Pension Lump Sum (UFPLS).

Please contact customer services if you are looking 
to do an annuity purchase, serious ill health or 
standalone lump sum.
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Crystallising pension benefits

Indicate whether 
the client has 
pension benefits that 
commenced pre 6th 
April 2006 that we 
have not previously 
been informed of. 
If the answer is 
yes, information in 
respect of this should 
be in the lump sum 
allowance form that you 
completed at the start 
of the journey.

Specify the amount to 
be crystallised or click 
the box to indicate a 
full crystallisation.

Click Next step.

Add an annuity 
purchase age, this must 
be a minimum of 10 
years in the future for 
quotation purposes.
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Crystallising pension benefits

Indicate whether advice 
has been given and that 
the client has given 
authority to proceed.

Confirm that the 
protection details are 
correct, if they’re not 
you will need to contact 
customer services to 
provide us with the 
correct details. 

If any Lump sum 
allowance has 
been used off 
platform (excluding 
arrangements that have 
been transferred to 
platform) it must  
be entered here. 
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Crystallising pension benefits

Complete the income 
details, if no income  
is required move to  
the Payment Details  
section.

Anything keyed 
here will overwrite 
any existing regular 
income arrangements. 
If a regular income 
is already set up for 
policy, you will need to 
re-key details here to 
ensure it continues.

For example if current 
income is £500 per 
month, and you wish 
for this to continue, 
key £500 and select 
monthly. If current 
income is £400 and 
you wish to increase 
this to £450, key £450 
and select monthly.

Please confirm the 
value of the PCLS 
you wish to take, if 
this is lower than the 
entitlement, you will 
need to check the 
box to confirm you 
are aware this choice 
cannot be changed  
once the benefit 
crystallisation event 
(BCE) has been 
authorised.

Indicate the Destination 
Account, if the bank 
account has not been 
loaded on platform you 
will need to add it under 
Client Details.
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Crystallising pension benefits

If you input details of a regular income to be set up,  
you will need to select assets which should be sold 
down to generate regular income. You can choose 
individual assets or proportional sell. Once you have 
done this, or if no regular income is required, click  
Next step.
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Crystallising pension benefits

Click each box to 
confirm all declarations.

To view or print the 
client documents click 
on Complete.

To consolidate 
documents click the 
consolidate box and 
click the Consolidate 
documents button. 
Documents will also be 
uploaded to the client’s 
document library.Click Submit.
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Pension payments

Choose an arrangement.
Select the type of change you would like 
to make:

• Take a one-off payment – must be 
taken from available cash

• Change level of income/Payment 
details – start or change the amount  
of regular income or the bank details 
this is paid to

• Edit income payment strategy – 
change the assets that income is  
paid from. 

Click Go.

If a sale of investments 
is required to fund 
a pension payment, 
please ensure this 
is keyed and settled 
prior to instructing the 
pension payment.
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Pension payments - taking a single withdrawal

Input the gross amount 
you would like to take 
as a one-off payment.

Select the Destination 
Account.

Once you are happy to 
proceed click Submit.

If you select to 
Generate Document, 
this will produce an 
income illustration  
that will be uploaded  
to the client’s  
document library.
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Pension income – change level of income/payment details

Input the annual 
income required. 
Please note, this is the 
total amount customer 
will receive annually.

A summary of the 
chosen income will  
be displayed at the 
bottom of the page.

Select the Payment 
frequency, Start 
date and Destination 
account.

Click Next step.
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Pension payments - change level of income/payment details

Select the assets that 
the income is to be 
drawn from.

Click Next step.
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Pension payments - change level of income/payment details

Review the Payment 
details. 

An Income Illustration 
will be generated and 
uploaded to the client’s 
document library. Click Submit.
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