Step By Step Guide:
Taking Pension Benefits
1.

Log on using your credentials ensuring you are logged on as a user who has “Read/Write” permissions.

2.

You now need to search for the client, this is done on the left-hand menu under “Existing Accounts” and
“Search”.

3.

You can search for clients by either the account number, name of individual adviser, or name of the
customer.

4.

Before starting the wizard you need to ensure client bank details are held on the systems and any
protection the member holds is also on the system. Bank details can be entered by clicking on Account
holders and Banking details.
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5.

Select “New Work” from the ribbon on the left-hand side of the page, and then click on “Crystallise pension
benefits”.

6.

This opens the taking benefits wizard, you will need to read through the declarations before ticking the box
at the bottom of the page to confirm you have read and understood the declarations, before clicking on
“Click to start process”.

7.

You have the option of FAD or UFPLS, select one of the options and click on next step, for this guide we will
click on “PCLS and Flexi-Access Drawdown”.
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8.

The screen will then ask you whether the customer has a pre-A Day crystallisation that has not previously
been disclosed. Please tick the relevant box, noting that if the answer is “yes” that you will need to
contact a member of the Embark Platform Team. The wizard will also show you the split of the fund
between crystallised and uncrystallised, you can select to crystallise a particular amount or the full
amount.

9.

It is important to note that the PCLS payable cannot exceed the available cash in the scheme, if there is
insufficient cash at the time of crystallising the PCLS cannot be paid at a later date. You will also be
required to confirm that advice has been given.

10. The next screen prompts you to confirm you have authority to proceed and confirm the protection status
that we have for the client is correct.
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11. The next part of the screen confirms the amount due to be transferred to drawdown as well as the Lifetime
Allowance (LTA) position. Under the section headed “Pension Commencement Lump Sum (PCLS)” you will
need to confirm the amount of PCLS that the client wishes to take.

12. You then have the option to confirm whether the client wishes to take any income from the plan. Confirm
the level of income, the frequency and payment date, along with the destination bank account details. If
income is not required then this section should be left blank and you should go straight to “Next Step”.

13. This will bring you to “Step 3 Income Payment Strategy”, please note that this page is only relevant for
those clients taking taxable income, if the client is taking PCLS only, please click “Next Step”.
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14. If the client is taking regular income this page gives you the opportunity to confirm how the payments
should be funded. You have the option of selecting either a proportional sell across the portfolio or the
opportunity to select particular assets.

15. The final screen requires you to accept each of the declarations before clicking on submit. Please note
this screen also includes the drawdown illustration, based on the information provided. This document will
also be available in the customer’s “Reports & Documents” suite.
16. The process is now complete and the PCLS will be paid in accordance with our service turnarounds and
the income payment will be established as at the date specified.
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