
How to submit an application form? 

Step 1 

Provide the relevant details about your adviser firm in Section 1 of the online form. Questions with 

an asterisk indicate a required field. 

 

Step 2 

In Section 2 complete the details about the application form you are submitting and the email 

address of the customer it is being submitted on behalf of.  Upload the application form in the 

highlighted area of the form shown below. 

 

 

 

Step 3 

If you are submitting an unsigned application form in Step 2 then you will need to upload the 

confirmation email from the customer in the ‘accompanying documentation’ section of the form as 

shown.   



 
 

The unsigned application form must be an attachment in the email that you upload and the legal 

wording that we have provided must also be in the email from the customer.  Here’s an example of 

what the email that is uploaded should look like: 

 

To be able to upload the email to the portal you will need to first save the email to your desktop.  

This can normally done by selecting ‘Save as’ from the ‘File’ menu or by right clicking the mouse 

when the email has been selected in your inbox. This may vary for different email systems. 
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Step 4 

Read the declaration section and then tick the relevant box if you agree to the terms.  Confirm that 

you are not a robot and then submit the application to us by clicking on the’ Submit’ button at the 

bottom of the form. 

 

 

 


