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This guide is designed to assist financial advisers and their support staff with using

the arcus for adviser’s portal.
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1. Setting up your Firm, Principal Firm or Network

Please Note: When you set up a Firm, Principal Firm or Network for the first time you will become an ‘Administrator’ or
‘Firm Manager’ for that account, so please ensure that you have the appropriate authorisation from within your Firm
before you do this.

If you are personally authorised to provide advice, you can create your ‘Adviser’ user profile at the same time as your
Firm Administrator profile.

Additional users may be added for each user type once you have completed the initial set up.

1. Go to www.arcusforadvisers.com.
2. Select‘Login’
3. Select appropriate Registration option depending on your Firms Structure.

4. Enter your Firms FCA details (and, if applicable, your own personal individual FCA reference number if you are
personally authorised to give advice). Please do not use another person’s FCA reference number. If you are not
personally FCA authorised you can proceed without completing this. Click ‘Next’.

5. Enter your Firm’s business details and click ‘Next’.

6. Enter your personal details and click ‘Next’. Note: The authentication telephone number that you select will
be used for security purposes when you log in. Your mobile number is recommended so you may login in
anywhere rather than just at your desk.

7. Check the summary information that you have supplied. If any amends are needed press the ‘Back’ button or
click ‘Register’ to continue.

8.  You will now receive a verification email. Click on the link in the email to create a password and complete your
registration. Once complete, you will be redirected to a log in page.

9. Afterlogging in for the first time, you will have to accept the Platform Terms and Conditions.

Once the Platform Terms and Conditions have been accepted, you will see the following screen:

O r '0 ll S 3 Contact @ Products B Fim | mark.allan+testi@arcus.partners @) v

Welcome to Arcus For Advisers

Firm Management - Example Firm Limited

Fom users orders Gllnt Accounts Documents

Onboarding chocklist
Ploase complete the below to gain full access to the platform

Submit Onboarding Terms of business
Details

© Complete the other
© Complete the other steps first
steps first

Fee bank account auyz e

Account name ¥ Account number Sort code Use for fee payments

No bank sssounts
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There are 4 outstanding Onboarding Checklist items to complete:

1.1 Due Diligence Questionnaire

If you are a Firm that is already set up to do business with Dura Capital, we do not initially require you to complete
a due diligence questionnaire. If this is the case, please call our Support Team on 0204 582 2798 so that we can
verify this and skip the DDQ process for you.

If you are a new Firm that has not done business with us, you are required to complete and submit a due diligence
questionnaire for review.

1.2 Provide Bank Account Details for Fee Payments

Here you will be asked to specify your Firm’s bank details, for receipt of fee payments.

1.3 Submit Onboarding Details

Once steps 1and 2 have been completed, the onboarding checklist will be updated:

Welcome to Arcus For Advisers

Firm Management - Example Firm Limited

Onboarding checklist
Ploase complete the bolow to gain full access to the platform

Bank account Submit Onboarding Terms of business
@ Bank account added © Complete the other
© Clict Jbmit steps first
Fee bank account
Aocount namo ™ Account number Sort codo Uso for feo payments

12045677 00-00-01 ©ves

Click ‘Submit onboarding details’ for the DDQ to be submitted for review

Once your DDQ has been submitted the onboarding checklist will be updated:

y
O r <0 'I S £ Contact @ Products M Firm  mark.allan+test1@arcus.partners @) -

Welcome to Arcus For Advisers

Firm Management - Example Firm Limited

Onboarding checklist
Please complele the below 1o gain full access 1o the platform

Bank account Submit Onboarding

nairo © Bank account addod
completed @ Onboarding Details
have been approved

Fee bank account

Account name ¥ Account number Sort code Use for fee payments

00-00-01 @ves

Once approved, you will receive an email to advise your firm has been authorised. Click the link in the email to log
back in and complete stage 4.
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1.4 Digitally Sign our Terms of Business
To use the Platform your firm is required to sign our Terms of Business.
An electronic ‘DocuSign’ copy of the Terms of Business will be emailed to the authorised signatory details

you provide.

Digital Signature Required

Arcus <noreply@sociustest.com>
To © Mark Allan

Areceus

Dear Mr Test,

A document requires your signature. Click here to review the document. If it is correct, follow the instructions on the DocuSign
portal to complete the signing process.

Yours sincerely,

Arcus

Arcus Partners (AR) Limited (FCA FRN 979771) is an Appointed Representative of Dura Capital Limited. Dura Capital Limited is authorised and regulated by the Financial Conduct Authority FRN
786640. Dura Capital Limited is a limited company registered in England and Wales at Companies House with registered address Dura Capital Limited, 6th Floor, 2 London Wall Place, London,
EC2Y SAU and the registered number is 10778261

This document requires an electronic signature that can be completed via a ‘click’ on a PC or mobile device.
Press the ‘click here’ link to open the DocuSign portal and sign the document.

Click ‘Sign’ and then ‘Finish’ to complete the process.

Select the Sign field to create and add your signature. m MORE OPTIONS
t and
B d & b ] "
Sign
SIGN
L2
JATE 03 october 2022 | 13:21 BST
You can use Adobe Sign to add a signature to this document electronically. For a step-by-step guide on how to use this feature, please
k here
»n you have completed this questionnaire, please return via email to admin@support.duracapital.co.uk or post to Dura Capital, P
Box 1233, AL1 9HU
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Firm onboarding is now complete. An email confirming this will be sent to the Firm Administrator. When you log in,
the portal will have been ‘unlocked’ to permit setting up additional Firm Users as necessary, onboarding clients and
purchasing products:

Firm Management - Example Firm Limited

fim e Oroer Clont hecounts Dosuments

Firm details

Firm Name Tracing Name Reguistor
Example Firm Limited
Phone number Authodsation number

+447775020845 786640

Network

requesting approval

ords per page

Clients without a designa

Name SA Assets Direct Assots Pratiorm Assets Total Assets Status Onboarded *

areéus Queckstartguide  Terms & Condiions  Privacy polcy

2. Setting up Advisers, Support Users and Additional
Firm Administrators

Two methods are available to set up a Firm’s staff on the Portal
1. The Firm Administrator can set up all types of staff on the Platform.

2. Advisers can also set themselves up on the Portal, although they will require approval from a Firm Administrator.

Please Note: If you have a number of advisers and / or firms (if you are a Network or Principal Firm) you would like us
to set up for you, please contact us to discuss how we can assist with bulk uploading these into the portal.

6 | ARCUS FOR ADVISERS START-UP USER GUIDE, VERSION DATE APRIL 2023



How to Set up your Staff
By default, the Firm Administrator is the person that initially sets up the Firm on the Portal (see Section 1).

A Firm Administrator can set up three types of Firm staff:

Firm Admin

Also known as ‘Firm Managers’, additional Firm Administrators can be added to the Platform if required. This is the
highest level of permission that can be granted on the Portal and includes the ability to add/remove Advisers and
Support Users.

Support Users

Also known as ‘Paraplanners’, can also be added to support a Firm’s Advisers. Furthermore, the Administrator can
grant two distinct types of permission to Support Users:

Read Access will allow the Support User to view all of a Firm’s staff, clients and client investments but the Support
User will not be allowed to take any actions on the Portal (for example, adding a client or submitting an application
form on behalf of an Adviser).

Write Access will also allow the Support User to take actions on the Platform (for example, adding a client or
submitting an application form on behalf of an Adviser).

Advisers

To enable Advisers at your Firm to submit business via the Platform, each Adviser will first need to be set up and / or
authorised on the Platform by the Firm Administrator.

1.  To set up a member of your Firm on the Platform, log in and navigate to the Firm Management section by clicking
‘Firm’ in the top navigation toolbar.

O r \\‘ L] l I S B Contact 5] ontuclarK.a\lanﬂesﬁ@arcus.oamwersQv

Welcome to Arcus For Advisers

2. Then navigate to the ‘Firm Users’ tab. You will see a summary of the Firm Users that have already been set up.

Welcome to Arcus For Advisers

Firm Management - Example Firm Limited
Firm users

25 v records per page Search:

Name User type Clients Status

Me Mark Test Firm Manager o Authorised
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3.  You will also see three blue boxes.

Firm Iivianagement - EXxampie Fim umiea

Firm users

&+ Setupanadviser | & Setupafirm admin || & Set up a support user

25 v |records per page

Clicking on each of these boxes will allow you to set up the relevant Firm User.

Once you have set up the Firm User, they will receive an email requesting them to set up a password.

How Advisers Can Set Themselves Up

Advisers from your Firm can also set themselves up on the Portal but will be subject to approval from the Firm
Manager. The Adviser can visit www.portal.arcusforadvisers.com, select ‘Register as an Individual adviser’.

G Login

Welcome to Arcus For Advisers

Our platform has been created to enable you to do business with us online, giving you instant access to your clients’ investments and
digitising our application and on-boarding process. The platform allows you to submit, sign and track your clients’ applications online, as
well as administering your clients’ existing and maturing products.

If you haven't yet signed up to Arcus For Advisers

It takes less than 15 minutes to register. You'll need your firm's FCA number and Companies House number to hand.

To begin your registration, click on one of the following options:

Register as a Principal Firm or a Register as an Adviser Firm (applicable Register as an individual Adviser (only
Network (applicable if you will have if you are an Adviser Firm, an applicable if you are an individual
other firms operating under your Appointed Representative of a Adviser whose Adviser Firm has
terms of business) Principal Firm, a member of a Network, already registered on Arcus For

or a single-adviser Firm) Advisers)
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When an Adviser has applied to be set up as part of your Firm, they will receive a confirmation email explaining they
need to be authorised.

Welcome to Arcus For Advisers

Arcus <noreply@sociustest.com>
To © Mark Allan

Arceus

Dear Mrs Tester,
Thank you for registering for an account with Arcus For Advisers.
Your application has been sent to your firm's authorised representative for approval.

We will email you to let you know when your account has been approved.

Yours sincerely,

Arcus

Arcus Partners (AR) Limited (FCA FRN $79771) is an Appointed Representative of Dura Capital Limited. Dura Capital Limited is authorised and regulated by the Financial Conduct Authority FRN
786640, Dura Capital Limited is a limited company registered in England and Wales at Companies House with registered address Dura Capital Limited, 6¢h Floor, 2 London Wall Place, London,
EC2Y SAU and the registered number is 10778261

The Firm Manager will see the Adviser appear in both the ‘Firm Users’ tab and the ‘Summary’ tab of the Firm
Management dashboard.

Firm Management - Example Firm Limited
Firm users

O CReT PRy

25 v/ records per page. Search:
Name User type Clients Status
® Firn Maager 0 Authorised
Adviasr o Dot Authorined

The Firm Administrator will need to ‘Authorise’ the Adviser before their account is activated, and ‘Make signatory’ if the
Adviser is to be granted permission to sign investment applications. This can be accessed by clicking on the blue circle to
the left of the users’ name with the plus sign in the centre:

o v IveuIue pur payy

Name User type
® Mr Mark Test Firm Manager
Mrs Anita Tester ) Adviser

This will load an expanded view where distinct options are available, including ‘Authorise’ and ‘Make Signatory’.

Firm Management - Example Firm Limited
Firm users

oD
Name User type Clients Status

Adiase o Aot Authorised

Mobile number
47775020815

Once authorised the new user will receive an email inviting them to verify their email address and set up their password.
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3. Onboarding your Clients

This section describes how to set up a client and submit the client’s application for a structured product.

1. In the Firm Dashboard select the ‘Client Accounts’ tab.

2. Click the ‘Set up a new client’ button.

Firm Management - Exarmple Firrn Limited

Summary Firm users

Name. Adviser ISA Assets Direct Assets

Orders

Platform Assets.

Client Accounts Documents

Total Assets Status Onboarded ¥

Please Note: The ‘Create a joint account’ button allows you to link two clients to allow a joint application.

3. Input the client’s details, check the information is correct on the summary page and click ‘Submit’.

areus

New Client Onboarding

i Onboarding Information

Tax details

Please complete the following form to onboard a new client.

Adviser *

Title

First name(s) @

Last name

Gender

Date of birth

Business/occupation

Nationality

Passport Number (optional)
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Choose an adviser...

Choose a title...

First name(s)

Last name

Choose a gender...

dd/mm/yyyy

Enter occupation

Choose a country...

Summary



Please Note: The client’s own unique email address must be entered. Please do not enter an email address specific to
your Firm when onboarding a client, or a shared email address.

4. You will now be prompted to add the clients bank account (for income and maturity payments).
Note: The client can amend this as necessary once the application has been submitted.

ATINEC US cow oo n K allans tost1 Garcus.partners @) v
Welcome to Arcus For Advisers
Mr Ethan Veedder ARC187733
Total account value: ISA Drect
£0.00° 2022/2023 allocation: £0.00 / £20,000.00” Invested: £0.00°
Unaliocated cash: £0.00 Unallocated cash: £0.00
Inckcatne oty
Oy appiicate for orders placed on or migrated to this platiorn
People 1SA Direct Portiolio History Documents
y bie to apply for a F t's bet
Account name Account type

M Ethan Vedder Incividual

5. Once you have completed the client (‘investor’) onboarding, the Client will appear in the ‘Client Accounts’ tab of
the Firm Dashboard.

G r ‘/\‘ \J u S £ Contact © Products A rim mark.allan+test1@arcus.partners @) ~

Welcome to Arcus For Advisers

“irm Management - Example Firm Limited

Summary Firm users Orders Client Accounts Documents

Al accounts

a

1SA Assels Direct Assets Plationm Assels Tolal Assels Status Onboarded ¥

000 2000 NA 2000 | Active 041012022

6. Once the above steps have been completed, three new options appear on the client’s ‘Summary’ tab on
their dashboard.

Apply foraplan | % Transfer Existing ISA | €& Reinvest a matured plan

To apply for a To transfer an To reinvest a

. - isting | ;
Direct investment existing I5A from maturing Arcus

or a current years anotherA s Direct Investment
ISA Manager into an or ISA

Arcus ISA
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4. Submitting a Client’s Investment Application
(Direct and ISA)

1. On the client dashboard, select the ‘Summary’ tab and click ‘Apply for a plan’.

2. You will see a ‘Select plans’ screen. Enter the investment details, including any fee amount. Once you have input
the details, click the ‘Confirm order’ button.

arceus

Product application - Mr Ethan Vedder

O Information

Please complete the following to apply for a plan on behalf of your client.

Account type Product to purchase Fees Amount

No orders added

Total: £0.00
- _—
Account © . FTSE 100 2 Year Digital Deposit (4
Direct v Applications close: 09/10/2022
Maturity Initial Investment
Product FTSE 100 2 Year Digital Deposit 2 Years Protected
Pay out Return
Amount to invest ¢ 10,000.00 At Maturity This plan will offer a fixed

return at maturity if the FTSE
100 is equal to or higher than

Deduct fees from amount . . .
Yes v | No its starting level. Therefore, if

to invest A .
the underlying asset is equal

Fee type @ R . | = to or above this level at

S @ percentage value maturity, the investor will

receive a return of x% in

E " . R

ee amoun % 1.50 addition to their initial
investment.
Exit Next
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3. If you made an error and wish to remove this order, click the red ‘bin’ button.
aAQreus

Product application - Mr Ethan Vedder

O Information

Please complete the following to apply for a plan on behalf of your client.

Account type Product to purchase Fees Amount
Direct FTSE 100 2 Year Digital Deposit 1.50% 210,000.
Total: £10,000.00
Account
@ Choose an account... v
Product
Choose a product... v

Amount to invest

Deduct fees from amount Yes No

to invest

Confirm order

Exit Next

4. If you wish to add an additional investment, repeat step 2, otherwise click ‘Next’.

5.  You will be presented with the ‘Additional options’ screen. When complete, press ‘Next’.

Product application - Mr Ethan Vedder

Payment method @ Cheque

Source of funds x Employment related (e.g. Bonus)

Are the investments to be held on
behalf of a child? ()

Yes No v

Exit Back Next
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6. You will be presented with the ‘Compliance’ screen. When complete, press ‘Next’.

Product application - Mr Ethan Vedder

Does the investor fall within the target market established in the brochure? Yes No

Have you provided the customer with the Key Information Documents for Yes No
these products?
Have you assessed the suitability and/or appropriateness of the selected Yes No
Arcus plans for the customer?
Have you provided the customer with investment advice in relation to these  yq No
products in accordance with the guidance set out in the Plan brochures?
Signatol

9 i @ Mr Mark Test v

Exit Back Next

7.  You will be presented with the ‘Summary’ screen. If there are any errors, click the ‘Back’ button and amend
accordingly. When complete, press ‘Submit’.

Product application - Mr Ethan Vedder

i Review

Please review your selection and click Submit to create the application for the plan(s).

Product application for Mr Ethan Vedder

Account type Product to purchase Fees Amount to invest

Direct FTSE 100 2 Year Digital Deposit 1.50% £10,000.00

Additional options

Payment method Bank transfer
Source of funds Employment related (e.g. Bonus)
Avre investments held on behalf of a child? No

i What happens next

After pressing Submit an application form will be emailed to your client for their digital signature.
The signed copy of this document will later be made available in your client's document library.

Exit Back
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8. The client will now receive an email with a link prompting them to electronically sign a product application form
via DocuSign. For security, this includes a two-factor (2FA) process that will send a 6-digit code to the client’s
mobile device that they will need to key to confirm their ID.

Please Note:

° The signature process does not require the client to log into the Portal and can be completed on a PC or
mobile device.

° You (the Firm Adviser/Support User/Administrator) can verify the status of the signatures by expanding the
application in the ‘Orders’ section of the client dashboard (to expand the application, click the “+’ sign to the
left of the Product name).

Account name Account type Advised by
Mr Ethan Vedder Individual Mre Anita Tester
Example Firm Limited

Account Ordered ¥ Gross Amount  Not Amount | Status

041072022 11:01 £10.000.00 £9.850.00 | Pending signatures

Signed Date Signed
one
one

9. A welcome email will be sent to the client once they have digitally signed the application form, prompting the
client to set up a password to access their account on the Portal if they haven’t used the Portal before.

10. Once the client has digitally signed their application form, the adviser firms authorised signatory (Selected during
the application process) will receive an email with a link prompting them to sign the financial adviser section
of the application form. For security, this includes a two-factor (2FA) process that will send a six-digit code to
the signatory’s mobile device that they will need to key to confirm their ID. (Note — the authorised signatory
can select which phone number is used for security verification by selecting “My Account” from the drop down
options at the top of the screen where the login email address is shown).

0 r G U S 4 Contact & Products & Clients B Firm malk.allan+marksmith@ar'cus.partner's@

Welcome to Arcus For Advisers
My Details

Title  Mr g
Firstname  Mark &
Lastname  Smith '
Email address ~ mark allan+marksmith@arcus_partners &
Current password ~ *~ rd
Jobtitle  Adviser &£

FCA individual Reference  SRD00004

Landline phone number &
Mobile phone number  +447775020645 &
[ Security verification by (i) Mobile number r ]

Adrrace 24 Hink Qtraat rl
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Please Note: A Firm’s Administrator, Adviser or Support User can view the status of the client and adviser

signatures against an application, but only the authorised signatory selected during each application process
can sign the application.

11.  Once the Authorised signatory has signed the application form, the client will receive an acknowledgment email.
This email will inform the client that a copy of their signed application form and an acknowledgment letter has
been loaded into their document store (accessible by logging in to the platform).

12. You (the Firm Adviser/Support User/Administrator) can verify the status of the client’s investment via the client’s
dashboard. For example, if a direct or new ISA investment is awaiting payment this will be flagged under the
‘Status’ column.

Mr Ethan Vledder

Total account value: ISA

Once payment is received and matched, the status moves to ‘Awaiting Strike’, and ’Active’ once the plan has struck.
Note: This status also updates to reflect when a plan has matured.
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5. Making Payments

When the client and adviser are reviewing the application form, they will see there is a section detailing how to
make payment.

7. Payment Details

Please submit the TOTAL AMOUNT' (above) to Dura Capital Limited by bank transfer to the details below:

Bank Name: HSBC Bank

Account Name: Dura Capital Client Money Holding Account
Sort Code: 40-02-50

Account Number: 71426273

IBAN: GB85MIDL40025071426273

Payment Reference VEDE10040002

If paying by cheque, please make payable to Dura Capital Limited and include the above payment reference on the reverse of the

cheque.. Please send cheques to Dura Capital Limited, PO Box 1233, St Albans, AL1 9HU. Cheques should be received at least 5 working
days before the offer close date.

Please ensure the unique payment refence on the client’s application is quoted so we can match the payment
to the investment.

Please Note: The client’s investment (either a cheque or a bank transfer) must arrive with us before the offer close
date of the product, otherwise their application will be cancelled.
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6. Submitting an ISA Transfer

The ISA transfer process requires the transfer request to the ceding ISA manager to be printed and signed in Ink
before posting to the existing ISA Manager. The product application still needs a digital signature and is submitted
via the portal.

1. On the client dashboard, ‘Summary’ Tab, click the green ‘Transfer existing ISA’ button:

Total account value:

£0.00°

Peopie SA Direct Port y
[ oy | & g 5] 0 ot 53wt i
Accourt name Account type

Mr Ethan Viedder Individual

2. Select the number of ISAs that you are transferring (these instructions will assume that one ISA is being
transferred) and click ‘Next’.

Existing ISA Subscriptions Notice Transfer notes Allocations Declaration Summary

O Information

As well as being subject to the terms and conditions of the ISA receiving the transfer proceeds, the transfer will be undertaken subject
to the terms and conditions applying to your ISA. For example:

Some ISA products do not allow only part of an ISA to be transferred, or may place conditions on how such a transfer is
undertaken, e.g. when deciding which investments are sold to facilitate the transfer.

Your existing ISA provider may need you to give them specific information before the transfer can go ahead.

There may be outstanding fees to pay before the transfer goes ahead. If you are not sure what conditions apply please check with
your existing ISA provider before completing this form.

Please note — the ISA transfer forms produced by the platform process you are about to complete must be:
« Printed from the document store
« Signed in ink by the client
« Posted directly to the ceding manager(s)

Arcus will continue to contact the ceding ISA Manager(s) to chase up receipt of the ISA transfer funds

How many ISAs are you transferring?
Number of ISAs to transfer v

Exit Next

3. You will now be prompted to insert the details of your existing ISA provider.

4. Itis important that these details are correct as the information provided will be used to generate correspondence
that you need to send to the existing ISA provider. Incorrect information will likely cause delays. Insert the details
and click ‘Next’.

5. You will now be prompted to note how much of your previous or current year’s ISA you wish to transfer to us.
Insert the amounts and click ‘Next’.

6. You will now be prompted for instructions around notice for your existing ISA provider. Enter the information and
click ‘Next’.

7.  Add any instructions for your existing ISA provider in the ‘Transfer notes’ section and click ‘Next’.
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8.  You will now reach the ‘Allocations’ screen. In this section you will choose which products to invest the client’s ISA
transfer proceeds in to, and how much. You can allocate ISA transfer proceeds in percentage or cash terms (see
‘Allocation Method’). Each time you choose a Product and give it an allocation, click ‘Add order’. When you have
allocated all ISA transfer proceeds, click ‘Next’.

Information Existing ISA Subscriptions Notice Transfer notes Declaration Summary

Amount left to allocate: £15,000.00

Allocation Method (0 Percentage Value
Product to purchase Fees Allocation
No orders added
Total: £0.00 /€£15,000.00
Product
rodue @ Choose a product... v

Deduct fees from amount
to invest @

Yes No

Exit Back Next

9.  You will be prompted to provide some compliance information. One you have finished, click ‘Next’.

10. In the following two screens, you will be prompted to agree to a transfer declaration and review the transfer and
application information that you have provided.

Before you can proceed, you must also accept that you understand the ISA transfer form must be printed and
signed in Ink by the client before posting to the existing ISA Manager. The product application still needs a
digital signature and is submitted via the portal.

Information Existing ISA Subscriptions Notice Transfer notes i D i

© Review

Please review your selection below and click confirm to begin the ISA transfer process.

ISA Manager Ltd - UK987654EV

Current year transfer © No current year subscriptions to transfer

Previous years transfer @ All (£15,000.00)

Notice Depending on the terms and conditions, carry out the transfer as soon as possible — the
client must be willing to accept any consequential loss of income, capital or charges that
may be applied.

FTSE 100 2 Year Digital Deposit £15,000.00

In order for the ISA transfer to be successfully processed the ISA transfer form(s) must be
accessed via the “Documents” tab, printed, signed by the client in ink and posted directly to the
ceding ISA Managerf(s).

| understand
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1.

The client will now receive an email with a link prompting them to electronically sign a product application form
via DocuSign. For security, this includes a two-factor (2FA) process that will send a 6-digit code to the client’s
mobile device that they will need to key to confirm their ID.

Please Note:

° The signature process does not require the client to log into the Portal and can be completed on a PC or
mobile device.

° You (the Firm Adviser/Support User/Administrator) can verify the status of the signatures by expanding the
application in the ‘Orders’ section of the client dashboard (to expand the application, click the “+' sign to the left
of the Product name).

12. Once the client has digitally signed the ISA transfer product application form, the Authorised signatory selected
during the application process will receive an email with a link prompting them to sign the financial adviser
section of the application form. This does not require the signatory to log in to the Platform.

13. The client will now receive a second email, stating that attention is required on their account.

14. Important: Since this is an ISA transfer, the client or a Firm user will need to log in to the Platform and download
the application form from the Document Store.

15. The last two pages of the application form contain the instruction to the existing ISA manager.

The instruction must be printed (either by the client, or by a Firm user depending on your preferred process
for each client) and the signature box on the last page must be signed and dated in wet ink by the client. The
instruction must then be posted directly to the existing ISA Manager.

Arcus will continue to contact the existing ISA managers to check for receipt of the instruction and chase the
transfer proceeds.
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7. Reinvesting a Maturing Arcus Structured Product

1. Onthe ‘Summary’ tab of the client dashboard, click ‘Reinvest / Top up a matured plan’.

2. You will now see the ‘Matured plans’ section where you will be prompted to enter details of the maturing plan(s)
that you wish to reinvest, as well as how much of each maturity amount is to be reinvested and how much is to be
encashed (if applicable). You can also specify ‘New funds’, if the client wishes to add new monies to the maturity
funds that are being reinvested. When you have entered this information, click ‘Next’.

arcus

Reinvest a plan - Mr Ethan Vedder

New plans Additional options Compliance Submit

© Information

Complete the following to reinvest a matured Arcus plan on behalf of your client. Please ensure the plan numbers and amounts
to reinvest are entered accurately as inaccuracies may cause delays or a rejection of your application.

Please note that 100% encashments are not currently facilitated on platform.

Matured direct investments to reinvest

Matured Arcus plan number Matured amount Amount to reinvest Amount to encash @

= 2 e

Add another plan

Matured ISA investments to reinvest

Matured Arcus plan number Matured amount Amount to reinvest Amount to encash @

£ £ £

Add another plan

New funds

New payment amount (0

£

Exit Next
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3. You will now reach the ‘New plans’ section where you will be asked how to allocate the maturity funds (which you
specified in the previous section) to one or more new structured products.

Reinvest a plan - Mr Ethan Vedder

Matured plans Additional options Compliance Submit

© Information

Matured direct investments left to allocate: £10,000.00

Account type Product to purchase Fees Amount

No orders added

Total: £0.00

FTSE 100 2 Year Digital Deposit (&'

Fund f
und from © Matured direct investments v Applications close: 09/10/2022
Maturity Initial Investment
Account Direct v 2 Years Protected
Pay out Return
Product (0 At Maturity This plan will offer a fixed

FTSE 100 2 Year Digital Deposit v
return at maturity if the FTSE

100 is equal to or higher than
£ 10,000.00 its starting level. Therefore, if
the underlying asset is equal

Deduct fees from amount e to or above this level at
to invest maturity, the investor will
. ) o :
receive a return of x% in
addition to their initial

investment.

Amount to invest ()

Exit Back Next

4. Specify which type of funds to reinvest (direct or ISA), choose which product to reinvest into, choose the
amount to reinvest and specify the fee amount. Click ‘Confirm order’ and repeat if more than one new product
is required.

Fund from allows you to choose which type of available funds you are reinvesting (ISA or direct non-ISA
maturity funds, or New funds), depending on the types of maturity funds available (as you specified in the
previous ‘Matured plans’ section).

Account specifies whether the maturity funds or New funds will be reinvested as an ISA investment or a
direct investment.

Please Note: If you try and reinvest maturing ISA funds into a direct account, you will be prompted with a warning
that the ISA status of these funds will be lost.

If you reinvest maturing direct funds into an ISA account, this will be treated as a current year’s ISA subscription.
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5.  You will now be able to either choose another product in which to reinvest any outstanding maturity proceeds
(again, clicking ‘Add order’ when finished) or proceed by clicking ‘Next’.

6. You will now reach the ‘Additional options’ section. If you specified ‘New funds’ in the ‘Matured Plans’ section
(i.e. you are adding new monies to your maturity funds for reinvestment), you will be required to fill in this
‘Additional option’ section.

7. Otherwise there will be no questions to answer in this section and you will be prompted to click ‘Next’.
8.  You will now reach the ‘Compliance’ section. Once you have submitted your responses, click ‘Next’.

9. Atthe ‘Submit’ section you will be asked to review the information that you provided. Once you are happy,
click ‘Submit’.

Reinvest a plan - Mr Ethan Vedder

Matured plans New plans Additional options Compliance “

i Review

Please review your selection and click Submit to create the application for the plan(s).

Product application summary

Products to purchase
Account type Product to purchase Fees Amount to invest
Direct FTSE 100 2 Year Digital Deposit 0.00 £10,000.00

Matured plan(s)

Plan number Type Amount to reinvest Amount to encash

ARC1234566 Direct £10,000.00

i What happens next

After pressing Submit an application form will be emailed to your client for their digital signature.
The signed copy of this document will later be made available in your client's document library.

Exit Back

10. The client will now receive an email with a link prompting them to electronically sign their reinvestment product
application form via DocuSign. This does not require the client to log in to the Platform.

11.  Once the client has digitally signed the reinvestment product application form, the Authorised signatory selected
during the application process will receive an email with a link prompting them to sign the financial adviser
section of the application form. This does not require the signatory to log in to the Platform.

Please Note: If the client is adding new funds to their maturity funds, they will need to send us the new funds.
Instructions for how to send us the funds are specified on their application form.
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12. Once the Adviser has signed the application form, the client will receive an acknowledgment email. This email
will inform the client that a copy of their signed application form has been loaded into their document store
(accessible by logging in to the platform), as well as a PDF acknowledgment letter.

13. You (the Firm Adviser/Support User/Administrator) can verify the status of the client’s investment via the client’s
dashboard. For example, if a direct or new ISA investment is awaiting payment this will be flagged under the
‘Status’ column.

8. Reinvesting a Maturing Investec Structured Product

If you have existing Plans with Investec Structured Products, you are able to roll your client (or ISA transfer) into an
Arcus product using a seamless digital process.

Already Registered on the Investec for advisers platform? Your entire back book of clients and Plans (including
historic paper applications) are available.

Not yet registered on the Investec for advisers platform? Complete the registration and authorisation process using
Investec For Advisers. Once registered, if you are unable to see your client data, please contact Investec to arrange
for this to be made available to you. This should take no more than 5 working days.

There is a user guide available on the Arcus for Advisers website.

If you have any questions about any of this process please call our support line on telephone 0204 582 2798 or
Email: platformsupport@arcus.partners
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Contact us

If you are having any issues or have questions
about the Portal, please do not hesitate to
contact our Support Team:

Email: platformsupport@arcus.partners

Telephone: 0204 582 2798
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Arcus Partners (AR) Limited (FCA FRN 979771) is an Appointed Representative of Dura Capital Limited. Dura Capital Limited is
authorised and regulated by the Financial Conduct Authority FRN 786640. Dura Capital Limited is a limited company registered in

England and Wales at Companies House with registered address Dura Capital Limited, 6th Floor, 2 London Wall Place, London,
EC2Y 5AU and the registered number is 10778261.
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