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Overview

Processing a top up payment for an existing client is a straightforward process comprised of the following
steps.

Subr_nit t_he online Top Up 1. Select the Client.
application 2. Select the appropriate product.

3. Select Top Up from the options along of the screen.

The pre-populated Payment Instruction form will generate at the
end of the application with all the information required for the
client to make the payment.

Save or print the Payment
Instruction

The Payment Instruction form will automatically upload to the
Document folder as well.

Client sends the payment to Client arranges for the payment to be sent to the details on the
Novia Global Payment Instruction.

On receipt of the payment, Novia Global matches the money
with the online expectation. The Cash Receipt Confirmation
is uploaded to the Documents folder online; this notifies the
adviser that the cash has been received.

The newly applied money will sit in the client’s cash facility until

Submit online Trade Instruction . . :
the adviser places a trade instruction.

Adviser logs into the web and submits a Buy Instruction to trade
the new money into the required assets or model portfolio.
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Processing a “top up” payment
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Clients = Repaets » Documents Secure Mall Support =

A tome After initially logging into the

Funds Under Administration Intermediary Charges Investment Sales platform, search for the I‘equn‘ed
client.
40,872,756 (ces 107,169 (e9) 4,270,972 ¢
Latest Status Updates Clients
Date Centid  Client Name Description  Status smar| a
1S/05/2020 302724 Investor # 302724 Smith TodeRequast  InProgress  View = A i;\.:;‘;mx‘:!c.r #301950 o= P =
VDA 2020 e EF) James Wilkkon New Client n Progrece View
09/06/2020 309287 James Davies Hew Client nPogress  View & i;}::;cnm-_s-.u 302450 o= P
04052020 309283 Client Mame Hew Client nProgress  View
040N 3021 Unknown TadeRequest  inPiogress  View Smiih Ivestor

207734 /=

03/0872020 209282 Michael Smith Hew Client n Progress View

) 2

# Home > Gerrard Steven - 308554

Portfalio Value

Select the required product.

Portfolio Breakdown

Global Investment Account: 173,251.60 as»
Product Name Product Value Reporting Value (GEBF]

Global Irvestmant Account (USD] - 704178 226,000.00 173.251.60 View

Portfolio Asset Allocation

Sector Weighting (%)
Ficed Intarest 55.80
B e Faciiey 2

) 3

By sel Switch TopUp CsshFX  AdHecCharge Transaction History Select “Top Up” from the process
# Homa > Gerrard, Steven - 308954 > Global Investmant Account (S0 - 704178 menu.
Assets

Asset Name Units Price. Value (USD) Reporting Value (GEP)
Cash 100000 000000 1.0000 100.000.00 76.560.00
Dodge & Cox Global Bond Az USD 10,000 000000 126000 126.000.00 P6.591.60

) 4

# Home > Gerrard, Steven - 308954 > Global Investmant Account [US0) - 704178 > Top Up

Product Detail:
= : Enter the appropriate tOp up amount

Produc Global investrment Accourt (USD) a nd source of wea |th .
Dwposit
Source of Wealth —Salact s Source of Waealth — W
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Charges
Client Charge Type Chasge Type ©
Initial Charges
@ Fercermage O Amount
Iniitial Charge Value our Initial Charge

Ongoing Charges - Annual

Ongoing Annual Charge 05w
Walue

Product Details

Product Gobal Investrant Account (USD
Designation

Depasit 1,000.000.00

Source of Wealth Savings From income

Intermediary Charges

Chert Charge Type Chuarge Type ©

Initial Charge Qe
Wahot

Ongeing Annual 05%
Charge Value

®  have accepted your Terms and Conditions

« are ehigible 2o hold an account with Nevia Global

are eligible for the imvestments that will be selected
hcwo.qhu«d mmlubﬂnhraw’u: ion on thedr behalf

- reguired subenis thi ion on their behalf

. hmubumruduwmomeGlnhnlxmmlqardthyund-mmmdmnummwmdmn 36t out in the pe policy

®  have given ma inf about their oy (inchuding a Taoe ich pplicablel and nationality
For the General investment Account ane not US Persons* (any US citizen, national or L any trust. h organised in the United States of Amaerica or under its
Lvws o those of sy States)*rry des TR PRI i i
¥youare o & Forgegn Account Tax Compliance Act Form available in the

diocurrent libeary.

Icanfirm the Applicantis) sutharise you tor

mknwmmudfusducwmﬂwnd\«mu$w-ﬁw Inthis Application on their behalf

. BooESt M a1 their appointed adhiser and your nomines

hold :Ash imestments, |mv!ﬂ.dmd|ndxand any other rights or md!m respect of their cash and irvestmaents

liguidate PR i 2% cash balance at your sole di . if | oo thay fall to ghe
mdmm‘wwm iion a3 the primary mathed of communication and 1o post all impartant docurnants in the documant Ebeary, whene they can ba retrigved it any time

The Applicant(s) declare that:

s The lied in this appl d any supponti s tru and complate to the best of the f the ) and Advisar, who unch dthatitisa
oFf knewingly provide fals “tleading inf i this Application fiorm. We must be infsemed no later than 30 days after s change 1o the Agplicantis) residency satus.
of name, or permanent residential sddress.
+ theyunderstand and accet that we are not responsibla for advice on the suitabily or zing the lokal Wealth Sarvice or any
* theyunderstand and that thesr teleph il with Us wall e wraining and MCUtY PUrpCEEs
» sl the information omrkdmu:mh«mm! Application or subsequently rray be thared with and used by, the group of companies to which we belong. any companies asiocated o You,
agentsin h Qur Data Pr Policy
o thay nd and accepet that any pe | b by Uss in relation to this : e hald and used by Us for any of the purposes set out in Our privacy policy
which is available at all times on Cur website, o & Third Party to enable th lication to be processed:
© toenable Us to service th I } Account and/or amy and
o tocommunicate with the Applicantis] directiy or i ndncﬂy!vlrwwd!p«m
»  they understand and sceept that We or nsocisted third parties rmay rake search agancies. f; purpates of verifying their identity. inf and st

Verification of identity

| zonfirm that the apeicant's name, addriss, and birth the-l hat the | Nuwdmlndu:odhﬂh i the appd ceained
by e | alas cordfiern the evic Tused and i this rega in h 1 by through the Terms of Busaness.
it ieation o are reguired before rading of  chient's assens can commance.

B confirm that the Applicantis) have read and accept the Terms and Conditions

Complete

Vout requent hat been successfully submired

[ Top Up Application Summary
B Paymentinstruction

4 novia-global.com

p 5

Enter the initial and/or ongoing
adviser fee charge.

2P 6

After clicking “next” a summary
is shown of the top up details you
have entered.

p /

Tick to confirm application details
are correct and accept declaration.

p 8

After submitting the case, the
relevant documents are generated.
These documents can be opened
and printed.

After reviewing the documents, click
“finish” to complete the process.
You will then be returned to the
homepage with the new client
information now being displayed.
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