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Premier Miton's no-cost multi-asset portal

Connect is a no-cost online service, enabling advisers to hold and manage their clients’ investments in a range of  
Premier Miton funds.

In brief:

 —  Lower costs: no costs for using the Connect portal, which means 
lower total costs for your clients; only the usual fund costs to pay.

 —  Look through reporting: access to client-personalised investment 
reports including full look through to all underlying funds held in 
our multi-manager funds.

 —  Different investment products: access to an investment account, ISA 
and third party investments held within external product wrappers. 

 —  Re-registration: option to re-register existing holdings in our funds  
to Connect.

 — Natural income option: facility for dividends to be reinvested,  
held as cash from which fixed withdrawals can be made, or paid 
directly to a client’s bank account or third party product provider 
(if applicable).

 —  Customer agreed adviser remuneration: facility to pay adviser 
remuneration when agreed by your client.

 —  Wide choice of managed funds: access to a range of  
Premier Miton funds including our range of multi-asset funds  
and multi-manager funds.

 — Customer access: clients have access to online valuations and 
transactions 24 hours, 7 days a week via the Connect Client Portal.

Connect is designed to be an intuitive and easy to use online 
administration service; this user guide aims to guide you through 

some of the key processes and services available

For Connect queries

0333 456 1122

investorservices@premiermiton.com

premiermiton.com

Connect
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REGISTRATION01

Adviser firm registration

Your adviser firm must be registered to use the portal before 
you can start using the service.

 —  Complete the Connect adviser firm registration form. Please read 
the Connect Adviser Terms & Conditions & Terms of Use. These 
documents are available on the Premier Miton website.

 We recommend you nominate at least 2 ‘administrators’ within your 
firm. Your administrator will set-up all users within your firm.

 —  If your firm is an appointed representative, we will need to have 
received the completed network registration form prior to setting up 
the firm registration. This form is also available to download from the 
Premier Miton website.

 —  Return the completed form along with a hard copy of the authorised 
signatory list.

 — Alternatively, we can accept Docusign electronic forms. Please speak 
to your Connect Consultant if you wish to know more.

 — If you are a sole trader, please tick the sole trader box on the registration 
form, so we can set you up with the appropriate access. Please also 
complete your details as the "First Administrator" in section 5.

Please read the 
Connect Adviser Terms 
& Conditions & Terms of Use
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REGISTRATION01

Network registration

Any related network must also be registered on the portal 
before your adviser firm registration can be processed.

 —  Forms can be downloaded from the Premier Miton website.  
You must confirm that you have read and agreed to the Connect  
Adviser Terms & Conditions & Terms of Use. This document, and  
the registration forms, are available to download from the  
Premier Miton website.

 — We recommend you nominate at least 2 ‘administrators’.

 —  Return the completed form with a hard copy of the authorised  
signatory list.

 — Alternatively, we can accept Docusign electronic forms. Please speak 
to your Connect Consultant if you wish to know more.

Please read the 
Connect Adviser Terms 
& Conditions & Terms of Use
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REGISTRATION01

Where to return completed forms

Completed forms should be posted to:

Investor Services 
Premier Fund Managers Limited,  
Eastgate Court, High Street 
Guildford GU1 3DE.

We will normally process registration applications within one business 
day of receipt of your completed form, unless further information is 
required.

Your nominated administrator/s will receive their Connect user-
name and link to set their password by email. The password must be 
changed within 24 hours of receipt of this e-mail. The administrator 
can then set up different users of the portal within your adviser firm.

Please return the completed form with your company's authorised 
signatory list. The list must be printed on your company headed paper 
and signed by the authorised signatories.

We would recommend  
that you nominate two or 
more administrators within 
your firm

New users will be required to set answers 
to 5 security questions when logging on for the 
first time; each answer must be a minimum of 5 
characters long

Once we have set your Connect account, we will 
send an activation email. This will expire after 24 
hours. Click on the link contained in this email to 
set up your password and security questions
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02

Types of user

Administrator/Superuser only:

Responsible for setting up adviser access and new users. Your firm’s 
administrator can edit adviser details, re-set user passwords and 
restrict access rights should an adviser leave your firm.

The administrator cannot access, view or edit any client details or  
transact client business on behalf of an adviser.

Access levels:

When setting up new users, the administrator will allocate access 
levels to each new user within their firm as below;

 —  Adviser, read & write: can create, view and edit client details and 
transact business on the portal for clients.

 —  Adviser, read only: able to view client information and transactions  
but unable to create or edit information or transact business.

 —  Non-adviser, read & write: typically a paraplanner who will have  
the same full functionality as the adviser and is able to transact on  
behalf of all the advisers within a firm.

Administrators will receive an e-mail with their 
user-name and link to set their password and 
security questions following receipt of the 
completed registration form. (This link expires 
after 24 hours)

Administrators only have the ability to set up and 
maintain users within the firm. If the administrator 
is also an adviser/paraplanner, they will need to set 
themselves up as a new user and assign access levels. 
This means they will have 2 log on details.
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02

Key functions

Key functions available to each user-type. 

Please note that the administrator only has the ability to set up and 
maintain users so will not have any of the below functions unless they  
set themselves up as an adviser/non-adviser user.

Adviser Non-adviser1

Function: Read & Write Read Only Read & Write

Quote – create & view

New application – create

New application – view

Transaction history – view

Client details, reports & correspondence – view

Client details, reports & correspondence – create & edit

Client bank account – add

Upload documents

View & edit charges and remuneration

Buy & sell shares

Contributions & ad-hoc/regular withdrawals – view

Contribution & ad-hoc/regular withdrawals – add & edit

Income settings – view

Income settings – edit
1For example, a paraplanner
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02

Setting up new users

1. This is completed by administrator/superuser 
profiles only

2. Select Business management from the menu  
bar and New User from the drop down menu.

3. Select whether the individual you are setting  
up is an adviser or a non-adviser, for example,  
a paraplanner.

4. Select read & write access, or read-only access.

2

3
Your nominated 
administrator is responsible 
for setting up new users and 
will assign user access levels

1

These steps will need 
to be followed for each user 
being given access to Connect
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02

Setting up new users

1.  Enter the user’s contact details.

2.  Add the adviser’s individual FCA number.

3.  Enter the user’s personal information including 
date of birth and address (this can be different 
from the firm address).

4. Select next step to proceed.

3

4

2

1
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02

Access levels

Select the level of access that each user should have and 
click next step.

Access levels explained:

Network (if applicable) – the user will be provided with 
access to all client information for all advisers within 
the network.

Firm – provides the user with access to all advisers and 
all client information within the firm.

Adviser – allows the administrator to select the relevant 
advisers and their respective client information they 
wish to allow the user to see. Please note: the default 
option enables advisers to view their own clients only, 
and not those of other advisers.

Click submit to proceed. An email will be sent to the 
new user confirming their user-name with a link to  
set-up a password to access the portal.

Network access should be 
used for users who need  
to view information at 
network level.

The password link will expire 
after 24 hours. If expired, the 
administrator will need to 
reset the password.
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02

Editing users

 To edit user details, select Edit User from the main 
menu bar.

1.  To find the user details you wish to edit, enter  
the user’s details in one or more fields and  
click search.

2

1

Your nominated administrator 
can reset your password and 
edit user details

If an adviser leaves 
your firm, please ensure that 
their access to the Connect 
portal is removed
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02

Editing users

1.  Click on the user-name to edit the user account.

2.  Select next step until the account control screen 
is displayed and tick the box for the fields you 
want to edit. Click on next step.

This section enables you to:

Lock password – if a user inputs their password 
incorrectly three times, their password is 
automatically locked. By unticking this box,  
the user can re-enter their original password.

Expire password – forces a user to reset their 
password. You should ensure that advisers in your 
firm reset their password on a regular basis. To do 
this, you will need to activate this function for each 
adviser and set it at intervals of your choosing.

Lock account – removes the user’s access to the 
portal, for example, if an adviser leaves your firm.

Reset password – if a user has forgotten their 
password.

Reset security questions - if a user has forgotten 
their security questions.

2

1
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03

Summary

You can create an initial quote for your client for any ISA or Investment 
account new business into Premier Miton funds. If you have 
administrator (super user) access, you cannot create a quote.

Creating a quote will generate the following documents:

 — Key Investor Information Document

 — Fund fact sheet 

 —  Illustration (detailing costs and charges associated with investing  
into a Premier Miton fund, including any adviser charges) 

Alternatively, you can proceed directly to the application process. 

Please note, quotes cannot be created for joint accounts, trusts 
or corporations.

The information provided 
in the completed quote 
can be used to pre-populate 
an application 
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03

1

Adding client details for ISA and Investment accounts

1.   From your homepage, select new quote.

2.  Choose a product – Individual Savings Account 
(ISA), Investment account, or both.

3. Add regular withdrawals if needed. 

4.  If you are a paraplanner/administrator with read/
write access and linked to a number of advisers, 
please select which adviser the client is to be 
linked to.

5.  Add client details. You will need your client’s date  
of birth.

6. Click continue.

2

3

4

5

6

To create a quote you will 
need your client’s full name 
and date of birth
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03

Add single contributions and adviser charges

  Choose single payments, regular payments or 
transfer in an investment.  

1.  Enter your ongoing advice charge either as %  
or monetary amount.

2.  Single payments: enter the initial investment 
amount. Minimum investment is £1,000 per fund. 

3.  Any agreed adviser initial fee will be taken  
from the single payment amount before  
being invested. 

4.  This section shows how much of your client’s ISA 
allowance has been used for the current tax year. 
The ISA allowance indicator only applies to your 
client’s ISA investments through Connect.

If you have selected an ISA and an Investment 
account, you will first be asked to complete the 
quote for the ISA. Once this part of the quote 
is complete, you will be asked to complete the 
application for the Investment account

1

2
4

3
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03

Add regular payments

1. There is no minimum regular payment amount.

2.  Regular payments can be made monthly, 
quarterly, half yearly or annually and you can 
select a first collection date. 

3.  You can apply an initial advice charge to a regular 
payment. You can specify the frequency (monthly, 
quarterly, half-yearly or annually) and the number  
of advice payments.

2

3

1

The first regular payment 
date must be at least 10 
working days in the future 
from the quote date

Any regular payment initial 
advice charge will be 
deducted from the existing 
holdings and is not taken 
directly from the regular 
contribution 
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03

Transfers and re-registering assets

1.  Select contribution type as transfer and complete 
the details for each transfer.

2.  Connect is unable to offer a flexible ISA.  
If a flexible ISA is transferred in, it will lose its 
‘flexible’ status.

3.  You can re-register assets, but only for other 
Premier Miton funds that are available on 
Connect.

4.  If selecting re-registration of assets, residual  
cash is any element of the transfer that is in cash. 
Ensure that the correct fund and number of units 
to be re-registered have been selected.

4

2

1

3
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03

Choose your assets by sector

1.  Choose your fund. Type in the fund name in the 
search bar e.g. Premier Miton Monthly Income.  
For a full list of funds, type in the word Premier.  
Press Select to choose a fund.

1

Connect is only for investment 
into Premier Miton funds
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03

Choose your assets by sector

1.  Using the detailed search option generates a 
list of funds offered on Connect within each 
Investment Association (IA) sector.

2. Use the drop down menu for a list of IA sectors.

3. All Premier Miton funds are ‘Managed funds’.

4.  A list of funds in your selected sector will appear. 

5.  Click on the fund name for further details about 
the fund, including the latest fund factsheet and 
Key Investor Information Document.

2

3

1

4

5
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03

Fund confirmation

1. Select a % or monetary amount for investment. 

2. Enter the amount to be invested. 

3.  Any unallocated money will remain in cash. 

2

3

1
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03

Withdrawals and income

1.  Insert the withdrawal amount if required. 

2.  Choose the frequency of the withdrawals; 
monthly, quarterly, half-yearly or annually.

3. Select the first payment date.

4.  Confirm which assets the withdrawals are  
to be taken from.

4

If the withdrawal results in a balance of less 
than £1,000, you will need to close  the account.

The first regular withdrawal date must be 
10 business days in the future. This is only for 
the first payment date.

1

2
3
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03

Review your quote confirmation

1.  At the end of the process, a quote reference will  
be generated. 

2.  All the information entered so far is summarised  
on this page for your review.

3.  Select Apply to pre-populate the application with 
the information provided in the quote.

4.  Copy this quote will pre-populate a new quote  
with all the information previously entered.

1

2

3
4

The application is not 
submitted until ‘apply’ is 
selected

For existing clients, quotes 
will be saved in their 
document library
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04

Summary

 —  Connect enables you to apply for ISA and Investment account new 
business in Premier Miton funds.

 — You can also apply for joint accounts.

 —  You can create a quote first or go straight to the apply process.

Applications can only 
be processed if the client 
has received financial advice 
and is  a UK tax resident 

For trust and corporate 
applications, please use the 
application forms available on 
the Premier Miton website
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Connect does not offer a 
flexible ISA product wrapper

Choose a product

1.  From the home page, select new apply if not 
applying directly from a quote.

2.  Choose a product – select Individual Savings 
Account (ISA), Investment account or both. If you 
select both, you will be asked to complete the 
application for the ISA first.

3.  You can choose to designate the Investment 
account (name your Investment account).

4.  If you are a paraplanner/administrator with read/
write access and linked to a number of advisers, 
please select here which adviser the client is to  
be linked to.

4

2

3

Adding a new product for existing clients: click 
on the client’s name to get to portfolio view. 
Under the portfolio action menu, click on  
new application 

1
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Adding client details

The original details you supplied during the 
quote process can be used to pre-populate the 
application. You will also need to supply the 
following additional information for your client:

 — National insurance number

 — Telephone number

 — Client email address (this email is used to access 
the Client Portal)

 — Residential address (this will only add the address 
linked to the postcode)

 — Employment status and occupation

 — Income before tax

 — Origin of funds for investment

 —  Bank account details (details of how to add  
a bank account can be found on page 65)

 — Nationality

Bank account verification – Bank account 
details are automatically verified. If any of the 
information provided is incorrect, or cannot 
be verified, we may need to conduct manual 
checks, which could delay the application.

All fields are mandatory
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Add contributions and advice charge

1.  Add your ongoing advice charge; this can be 
selected as a % or £ amount. You can add 
contributions and advice charges for each 
product. You can apply an initial advice charge  
to a single or transfer payment in isolation.

2. Confirm contribution type.

2

1

Investment in Premier Miton 
funds via Connect is only 
available to clients who  
use the ongoing services  
of an adviser
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Add your single payment

Single payments

1. Insert the amount to be invested.

2.  You can see how much of your client’s ISA 
allowance is remaining. Remember, the ISA 
allowance indicator is only for your client’s 
investment in Premier Miton funds via Connect.

3.  Payments can be made by cheque or direct 
credit.

4. Add initial advice charge.

We recommend 
payment by direct credit 
to help mitigate the risk of 
potential cheque fraud and 
to ensure speedier payment

For payments made by 
cheque, investments cannot 
be made until the cheque has 
been cleared, which could 
take up to 5 business days

21

3

4
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Regular payments in

1.  Insert the amount of each regular payment.  
There is no minimum amount.

2.  Payments can be made monthly, quarterly,  
half-yearly or annually.

3.  The first regular payment needs to be at least  
10 business days after the application date.  
This is for the first payment date only. 

4. Select or add new bank account details.

5. Add your advice charge if applicable.

1

2

3

4

5
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Add a transfer/re-registration of assets

1.  Add details of the transfer and transferring 
scheme.

2.  You can transfer in an ISA from the current tax 
year and/or from the previous tax year.

3.  If selecting re-registration of assets, residual cash  
is any element of the transfer that is in cash.  
Ensure the correct fund has been selected and  
the correct number of units to be re-registered  
has been entered.

Book cost for re-registered units will need to be 
added manually once the transfer is complete.  
(See page 60 for further details).

1

2

3

Please disregard the last 
2 pages of the generated 
Transfer Application (Stock 
Transfer) unless the client is 
the direct owner of the units

Original transfer forms should be signed and 
dated by the client and returned to the address 
stated within the transfer form
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Choose your assets

1.  Choose a fund. Type in the fund name in the 
detailed search bar (starting with Premier) or 
simply press quick search for a full list of funds. 
Don’t forget to press Select.

2. Select % or monetary amount for investment. 

3. Enter the amount to be invested. 

4.  If the investment amount in a fund is less than 
100% of the total amount to be invested, the 
balance will remain as cash in the client’s account. 1

2
34
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Natural income

Premier Miton's range of income-focussed funds pay 
natural income, which means that the income paid 
is generated from the underlying investments held 
and not through unit/share encashment.

Income is paid as dividends, or interest depending 
on the fund you select, please see the individual 
prospectus if you wish to know more. 

1.  Confirm how distributions and dividends are to  
be treated. They can be re-invested, left as cash in  
the client’s account or transferred to the client’s 
bank account.

2. The pay date of each fund is included in the 
prospectus (typically around the end of the 
month). The payment will be credited to your 
Connect account the same day as the fund pay 
date, providing all information is received and 
processed timely by the administrators of the fund 
and Connect.

Remember: the amount of income 
that investors can expect to receive is not 
guaranteed and will fluctuate

1
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Withdrawals

1.  Enter withdrawal amount. 

2.  Enter the first payment date (this must be 10 
business days after the application date). 

3.  Select a bank account for withdrawals to be paid 
to, or add a bank account (see page 65 on how to 
add bank details).

4.  Select how and from which assets the withdrawal 
should be made.

5. Take into consideration any pending transactions, 
otherwise the withdrawal may not be processed.

6. Please ensure that all verification checks have 
been completed on the client's account; 
for example if there is outstanding AML 
documentation or bank verification checks, the 
withdrawal will not be processed.

Remember: please leave enough time for 
investments to settle before attempting to 
withdraw, otherwise there may be insufficient 
funds to support withdrawal

1

2

3

4
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Review your summary and submit application

 Review the application. Please ensure all the details 
are correct before submitting the application.

1. Your client should be provided with the relevant 
documents listed and been given the opportunity 
to read them and sign the Charges Information 
Document.

2.  Complete the adviser declaration section and 
submit the application.

3.  If making an application for both an Investment 
account and individual savings account, you can 
click between the 2 tabs to review each product.

1

2

3

Before submitting the application you should 
have read and agreed to the Connect Adviser 
Terms & Conditions & Terms of Use
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Confirmation

1.  You will see on-screen confirmation that your 
application has been submitted and your  
client will be allocated an account number  
eg. PM2002527.

2.  Step 1: print, complete and upload the 
documents listed, including the Charges 
Information Document. The Charges Information 
Document should be scanned and uploaded 
using the Upload box or via the client’s document 
library. This needs to be uploaded before we can 
release your adviser fees.

3.  Step 2: if applicable, print and post the 
documents provided to your client. Your client 
should read, complete and return the documents 
to the address provided on the documents. 

Once submitted, your client will have up to 14 
days to cancel their application if they change 
their mind. Please refer to the Connect client 
terms & conditions.

1

2

3
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 In order to submit a trust application on Connect a trust application 
form needs to be completed (these cannot currently be input online). 
You can find the Trust application form on the Connect Literature page 
of our website. 

The last page of our trust application form includes a checklist which 
will detail what you need to send alongside the application form, this 
is summarised below. To support you, we also provide Tax residency 
guidance notes, which can be found in the Connect Document Library.

 — Trust Document or Will (depending on the nature of the Trust)

 — Connect Trust application form

 — Connect self certification tax residency for entities form  (this is to be 
completed in relation to the trust)

 — The form must be signed by all of the trustees

 — Certified Anti-Money Laundering Documentation for all parties, 
including any beneficiaries.

 — We also require Proof of the bank account in the form of a bank 
statement, original void cheque, or paying in slip

We will also require the following details for any other beneficiaries or 
remainderman noted on the Trust Deed/Will that are not part of this 
application form:

 — Name

 — Address

 — Date of Birth

 — Once we have received the application form, we create the online 
Trust account on Connect and confirm back to you by providing 
the account number and payment details. Payment can only be 
accepted if it originates from the Trust or a named Trustee. 

Trust application
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 In order to submit a Corporate application on Connect, a paper 
Corporate application form should be completed (these cannot 
currently be input online). You can find the corporate application form 
on the Connect Literature page of our website 

 — Please complete all sections and sign and post the application form 
to our Guildford address

 — We will also need the signatory list for the firm to be sent to us

 — Please include AML for all named officers of the company and send 
to us with the application form (for more details please refer to the 
Connect AML guide)

 — Please also send us the completed Tax self-certification form, which is 
also available in the Connect Literature page online  

 — To support you, we also provide Tax residency guidance notes, which 
can be found in the Connect Literature page online  

Once we have received the application form, we create the online 
corporate account on Connect and send you a welcome letter. This 
letter provides the client account number and Premier Miton’s bank 
account details. Please do not send Premier Miton any payment 
(cheques or bank transfer) with the paper application form. Please 
submit the payment once you can quote the client account number as 
the banking reference.

Corporate Applications
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Third party product investment account

Summary

 — Third party investment accounts are investments held within an 
external tax wrapper, eg another provider’s SIPP or Bond account. 
This provides your client with the opportunity to invest in Premier 
Miton funds within an existing arrangement they may hold elsewhere

 — The third party product provider is the legal owner of the account, so 
all payments in, withdrawals out and distributions are paid via their 
bank account

 — After the initial application form, instructions on the account are 
provided online via Connect. There may be some occasions when the 
third party product provider may instruct Premier Miton directly  
(eg. for their product charges)

 — Connect can facilitate payment of adviser charges from the 
Investment account but these must be pre-agreed with the third 
party product provider, and stated on the initial application form     

 — Connect is a zero cost trading portal, with the client only paying 
for the funds they are invested in. However, the third party product 
provider may have its own associated costs, so please check with 
them in advance of applying.

 — The third party account is opened using a paper application form, 
called “Third Party Account Application Form”, please obtain this 
from the Connect Literature page online

 — The online Connect account name will show the third party product 
provider name first and the client name as an associated holder
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New client application process

All monies in and out of the Connect 
investment account go via the third party 
provider’s bank account (excluding Adviser 
charges which can be paid directly with  
pre-agreement from the third party)

The minimum initial single 
investment is £1,000 per fund 
(no minimum for top ups)

 — Please ensure you have completed the registration process for both 
Connect (see page 5 of this guide) and the third party provider

 — The third party will need to have signed Connect’s terms and 
conditions, please ask them if you are unsure

 — Please ensure your client has an account set up with the third party 
Product provider before completing the Connect application form 

 — Next, download the “third party account application form” from the 
Connect online Literature Library and complete SECTION A of the 
form only (first 3 pages)

 — Please be sure to include the third party’s legal name and the client’s 
existing account reference with them

 — Once SECTION A is completed with the client details and investment 
choices, please send the form to the third party product provider 

 — On receipt, the third party product provider links the new Connect 
account to your clients existing product wrapper with them, and 
instructs the Connect team to create their online account

 — If you want to create a regular contribution into the Connect 
investment account, please speak to the third party product provider, 
who will arrange to set up the Direct Debit with Premier Miton 

 — If you are requesting a transfer in to the Connect third party 
investment account, please speak to the third party product provider, 
so they can liaise with the ceding provider

 — Your client must be provided with the key investor Information 
document for the Premier Miton funds they wish to purchase and the 
Connect Supplementary Information Document, which is available 
on the Connect Literature Library

 — The Adviser remains responsible for verifying the identity of the client 
and the third party provider may wish carry out additional checks

 — Ongoing servicing of the Connect third party investment account, 
after creation, can be completed online and is explained in the next 
chapter of this user guide. Please refer to the blue boxes for third 
party investment account specific considerations
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Keeping track of your clients’ accounts

1.  Keep track of the status of your client’s application by clicking on  
My Clients and search for your client by name or account number. 
Then click on the client’s name, which provides a direct link to  
their portfolio.

2.  In your client’s account, you will see a snapshot of the key details for 
their overall portfolio.

3.  Select the account you want to view, from here you can access your 
client's Review and Actions menu and see specific details relating to 
that account/product, such as:

 — Pending transactions

 — Performance 

 — Funds invested in 

1

2

3

Adding a new product for existing clients:  
click on the client’s name to get to portfolio 
view. Under the portfolio action menu, click on 
new application. To top-up existing products, 
see page 55

If your client has a third party investment 
account, the third party provider will show as the 
first name on the account description, with your 
client displayed as an associated individual 
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Portfolio actions summary

Connect enables you to manage the administration 
and servicing of your clients’ accounts, including 
updating their personal details, such as change of 
address or bank accounts, instructing any switches, 
changing existing withdrawal instructions or setting 
up new instructions.

Please refer to the actions menu, which is in the 
top right corner of the screen, for a list of the key 
servicing actions. The following pages explain each 
of the actions within this menu.

The "Buy" action is to buy from available cash 
and the "Sell" action is to sell to cash. Please 
use "One-off payment/transfer" to invest using 
cheque or bank transfer.

Payments in and out of third party investment 
accounts go via the product provider's bank 
account, please do not send money to Premier 
Miton. Transfer requests should be made to the 
third party product provider directly.
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Buy

1. From the actions menu, select Buy. Choose the 
account that the buy order will be made from.

2.   Insert the monetary amount.

3.  Choose which assets to buy; select existing assets 
for details of all the Premier Miton funds linked to 
your client’s account.

4.  If multiple funds are selected, specify how much 
of the total investment is to be allocated to each 
fund, either as a percentage or monetary amount. 

1

2

3

4
Buy trades can take up to 5 
business days to settle

Buys can only be processed if 
your client has available cash
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Sell

 You can choose to sell a monetary amount, a 
percentage of the investment value or a specified 
number of units/shares.

 From the actions menu, select Sell. You will see the 
current number of units/shares held in each fund 
and the estimated value of your client’s investment. 
You can also select Sell All if you want to sell all 
holdings out of an asset. The monies will be placed 
into the cash holding within the product.

1

Buy & sell trades can take up 
to 10 business days to settle
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Switch

1.  From the actions menu, select Switch. Choose 
which assets to switch from, either as a 
percentage, monetary amount or number  
of units.

2.  Choose assets to switch into; the assets must  
be a Premier Miton fund/s.

1

2

To move your client’s investments between 
funds quickly, use the switch function.  
This function enables you to place the buy 
before the sell trade settles. Buys will always be 
placed the business day after the sell is actioned.
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One-off withdrawal

 —  Select Contributions and withdrawals from the actions menu;  
a new actions menu will appear. Select Add one-off withdrawal.

 —  This screen shows the amount available to withdraw from cash or 
from assets. If you select to withdraw the total balance or if your 
withdrawal means there will be less than the minimum holding 
amount in the account, we may close your client’s account. 

 —  If the withdrawal is to be taken from available cash, we will make  
the payment no later than the following day.

 —  If you choose a monetary amount of more than 95% of the total 
assets available, you’ll need to sell 100% to cover possible market 
movements. Payment will be made to your client once their assets 
have been sold. 

 —  You will need to monitor available cash in your client’s account. 
Withdrawals will not be made if there is not enough available cash.

 —  A bank account must be verified otherwise there may be delays  
in withdrawal payments.

Withdrawals may take up to 
4 business days to clear in 
your client’s bank account 
once assets have been sold.

Third party investment 
account withdrawals are 
always sent to the third 
party product provider on 
settlement 
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Closing accounts

If your client would like to close their Connect 
account, this can be done in a number of ways:

 — Full withdrawal 
To take a full cash withdrawal, follow the process 
for a one-off withdrawal which is shown on 
page 51 and tick the withdraw all button when 
confirming the amount to be withdrawn.

 — Transfer out 
It is possible to transfer out your client’s 
investment in a fund, subject to the receiving 
scheme’s requirements, who you will need to 
contact.

Any dividend payments due after the account has 
been closed will be paid directly to  
the client’s bank account.

Full withdrawals, cash transfer outs and residual 
dividend payments will be paid to the third 
party product provider, so please speak to them 
to release the monies to your client
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Regular withdrawal

 —  Select Contributions and withdrawals from the 
actions menu; a new actions menu will appear. 
Select Add regular withdrawals.

 —  Choose the amount, the frequency and the first 
payment date. Payments can be made on any 
business day between 1st and 28th of the month.

 —  Regular withdrawals are paid by BACS which can 
take up to 4 business days to clear.

 — There is no minimum regular withdrawal amount.

 —  Select which assets the regular withdrawals will 
be taken from; payments can be taken equally 
across all assets or you can select the assets. If 
there are insufficient assets available, withdrawals 
will be made on a pro-rata basis. You can set up  
a notification to alert you should this happen.

The first payment date must 
be at least 10 business days 
in the future.

Regular withdrawals from 
third party investment 
accounts will be paid via 
the  product provider's bank 
account.
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Add regular contributions

1.   Select Contributions and withdrawals from the 
actions menu; a new actions menu will appear. 
Select Add regular contributions.

2.  Add the amount, frequency, and first collection 
date.

3.  Confirm the bank details from which the direct 
debit will be collected.

4.  Add any spread initial adviser charge.

5.  Add funds to buy or confirm if you wish to add  
to existing assets.

The first payment date must 
be at least 10 business days 
in the future.

Regular contributions into 
a third party investment 
account should be set up 
with the product provider, 
to ensure the correct bank 
details are provided
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Add one-off payment/transfer (top-up)

Select contributions and withdrawals from the 
actions menu; a new actions menu will appear. 
Select Add one-off payment/transfer to make  
a one-off contribution.

 —  Tick the relevant box to add a single payment/
transfer, or both.

 —  Confirm the amount, payment method, your 
client’s occupation and income.

 —  For transfer requests, confirm the scheme name, 
policy number and if a full or partial transfer.

 — Add any initial advice charge.

 —  Add funds to buy or confirm if you wish to add  
to existing assets.

For transfers into a third party investment 
account, please request these directly from the 
product provider.

Following submission of an online top up, 
Connect will display Premier Miton's bank 
account details for sending payment. For 
third party investment account top ups please 
disregard these details and send the payments 
to the product provider.
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Bed & ISA

Bed & ISA is a way of transferring assets from the 
client’s investment account into an ISA account.

 Select Bed & ISA from the actions menu. This 
option is only available if your client has an ISA. 
Confirm which investment account assets are to  
be moved from.

 —  You will see available cash and the estimated 
value available.

 —  Choose when to start moving the assets into  
the ISA, the type of withdrawal and amount.

 — Choose the assets to sell, or use existing assets.

 — Choose the assets to buy, or use existing assets.

Buys will always be placed 
the business day after the 
sell for Bed & ISA instructions

ISAs cannot be funded from 
joint investment accounts 
or third party investment 
accounts
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Natural income

1.  Select Natural income from the actions menu. 
Select edit to change your client’s current  
income strategy.

2.  Income can be re-invested, left as cash in the  
client’s investment account or paid out to the 
client’s bank account or third party product 
provider bank account (if appropriate).

3. Pay date for the funds distributing income can be 
found in the fund's prospectus, income is paid to 
the Connect account on the fund's pay date.

1

2

Remember: the amount 
of income that investors 
can expect to receive is not 
guaranteed and will fluctuate
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Review client account information

1.  The Review menu option on your client’s  
account screen enables you to view various 
information and generate reports specific to  
their investment accounts.

2.  Once in the client’s account, the review menu  
is in the top right corner of the screen.
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Transaction history

You can access all client transactions by clicking 
on the Transaction history under the review menu. 
Within this section you can:

 —  Filter what you want to view by clicking on the 
relevant tab.

 —  Filter by product, date, transaction type and  
whether actions are completed or pending.

 — Generate and download excel reports.

11

2

3
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Book costs for CGT reporting

Book costs can be added once a re-registration of  
units has been completed.

How to add book cost

Go to the client’s transaction history which is 
located within the review menu of the client’s 
portfolio and follow the below steps;

1. Select investments from the menu bar.

2. Select transfer in from the transaction type list.

3.  Click on the reference for which the book cost  
is to be updated.

4.  Add the book cost to the pop up box  
Add off-platform acquisition details.

1

2

3

4
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Book costs for CGT reporting

What details do I add?

Ensure you have the correct book cost which can  
be obtained from the previous provider.

1.  Tax Book Cost (£): this is the total book cost, the 
system then calculates the cost per share.

2.  Date of Acquisition: this is the date on which  
the client originally purchased the shares.

3.  Tax Book Status: confirm if the book cost has  
been verified.

3

2

1
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Document library

Select Document Library from the review menu. 

Document library

Enables you to view documents associated with 
each client’s account. Any documents that have 
been automatically created by the portal are saved 
in your client’s document library.

Product library

Hosts information that is not client specific, such as 
the client terms and conditions and Supplementary 
Information Document.

Upload documents

You can upload documents by clicking add new 
documents within the right hand corner; this 
will allow you to upload documents such as AML, 
declarations and bank verification documents for 
example.

Please see the Adviser guide on client 
documentation, for information on what 
documents are posted to the client.  
This document is available from the Connect 
literature library on the Premier Miton website

Documentation for third party investment 
accounts can be viewed in the document 
library online but the paper copies are sent to 
the third party product provider.
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Adviser charges

Select Adviser charges from the review menu. 
Within the client’s adviser charges section, you can:

 —  Review (ongoing charges and historic fee 
payments)

 — Edit (frequency and amount)

 — Add (ad-hoc payment)

If changes are made to existing charges, a new 
Charges Information Document, signed by the 
client, will need to be completed and uploaded.

For ad-hoc payments, there must be available cash to 
fund the payment before submission. To ensure there 
is cash available, you will need to instruct a sell first.

We must receive a signed Charges 
Information Document before any fee 
payments can be made; this can be 
uploaded to the client’s document 
library

For further information on Connect 
facilitating these payments, please see 
"Adviser guide on fees and charges" 
available on the Connect literature 
library on the Premier Miton website. 

The Charges Information Document 
is not required for third party 
investment accounts, as authorisation 
is provided on the initial paper 
application form.
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Corporate actions

Select Corporate actions under the review menu  
or within the adviser services tab.

You can select the period to be reviewed and the 
relevant action.

This section also enables you to review any dividend 
payments paid out by the funds during the  
period chosen.
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Editing client information

Select Client details from the review menu to make any requested 
changes to your client’s personal information.

You can review and edit:

 — Contact details: Your clients should notify you as soon as possible 
if they change address as you will need to amend this information 
on Connect. Until you have updated Connect with your client’s new 
address details, we will continue to send any postal correspondence 
to the address you originally entered on the portal.

 — Banking details: Your clients should notify you as soon as possible 
of changes to their bank details as you will need to amend this 
information on Connect. Until you update any changes on Connect, 
we will continue to make payments to the original nominated  
bank account.

1.  To add or change bank details, click add bank account, add account 
details, confirm type of account and click Continue. Please note the 
account name is the client’s name or name of the account.

1

If you change a client’s bank account we may 
require bank verification documents to be 
uploaded to the client’s document library prior 
to any payments/withdrawals being released.

You cannot change the address or bank 
account details for third party investment 
accounts as these should always belong to the 
product provider.
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Generate reports

Select Request report from the review menu. 
Connect enables you to create ad-hoc client 
reports, including valuations, portfolio breakdowns, 
ad-hoc statements and illustrations:

1.  Select the Report you wish to produce from the  
drop-down list.

2.  Confirm the period you wish to run the report for 
and click Generate the report.

 The report is added directly into the client’s 
document library from where it can be 
downloaded.

1

1

2
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Personalised valuations with full portfolio breakdown

This tool enables you to create a personalised 
client valuation with a full portfolio breakdown for 
Premier Miton multi-manager funds covering a 
period specified by you. These reports provide:

 —  The value of your client’s investment at the start of 
the period and at the end of the period.

 — Details of any income paid out.

 —  Full portfolio breakdown of all the underlying 
investments held within our multi-asset funds if 
these are held.

 — Market review.

The portfolio breakdown for a third party 
investment account can not be amalgamated 
with other Connect accounts that the investor 
holds.
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Dashboard

The Adviser services dashboard provides at a glance 
data about the business you have processed on 
Connect, including an overview of assets under 
management, client-agreed adviser fees and a 
snapshot summary of all business placed  
through Connect.

The dashboard is interactive, allowing you to view 
over selected time-frames.

Adviser services provides a number of useful tools, 
some of which are listed below and are described 
in the following pages:

 — Business reporting

 — Transfer tracker

 — Bulk switches

 — Completed applications

 — Adviser fee statement
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Reports

Adviser charge agreement status report

Your fees will not be debited from your clients’ accounts until you have 
uploaded a signed Charges Information Document to the account’s 
document library. The status field on this report shows ‘not held’ if the 
document has not been uploaded or reviewed by Premier Miton.

Capital Gains Tax report

To assist with the calculation of your client’s Capital Gains Tax liability.

Cash Balances report

A summary of all cash balances for each of your client’s product 
wrappers.

Client assets

An overview of the cash and assets held, per client, per investment.

Clients by adviser

A valuation of your clients’ accounts generated per adviser, at a 
specified date.

Correspondence

Details of all documents issued to your clients.

Investment instruction

Pending investments on your clients’ accounts.

ISA allowance report

Clients’ contributions to their ISA. Regular contributions are 
annualised.
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New business

Details of all new deposits made and regular contributions set up on 
your clients’ accounts within the reporting period.

Overdue direct debit

A list of your clients’ regular contributions where the first collection 
date has passed but the Direct Debit Instruction hasn’t yet been 
received.

Spread initial adviser charge

All spread initial adviser charges set up on your clients’ accounts.

Summary assets

A summary of the assets held under an adviser.

Total holdings report

Details of your clients’ holdings at fund and sub-account level.

Trades outstanding

All transactions, between a selected date range, that are at the 
following status: placed, authorised, pooled, authorised switch.

Transactions

All transactions on your clients’ accounts.

Unused ISA allowance

Total contributions made to your clients’ ISAs and their remaining  
ISA allowance.

Reports
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Click on business reporting within the adviser  
services dashboard.

To generate a new report:

 — Select the type of report you would like to 
produce.

 —  If client specific, you will be asked to search for  
the client.

 — Add the dates you wish to run the reports over.

 — Generate and download report.

To find a previously generated report:

 —  Confirm the type of report and dates you wish  
to search. 

 —  Recently generated reports can be viewed by 
clicking on the status of the report in the report 
generation field.

Generating business reports
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Click on Transfer tracker within the adviser  
services dashboard.

Transfer tracker is an easy way to track your clients’ 
transfers in from other providers. You can add filters 
and view the status of each transfer.

Transfer tracker

We chase the transfer after 10 working days and 
then every 5 days thereafter, until the transfer  
is received.
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Click on bulk switch within the adviser services 
dashboard. To move multiple client investments  
into and out of funds, use the bulk switch 
functionality;

1.  Select assets to switch from and confirm 
allocation.

2. Select assets to switch to and confirm allocation.

3.  You can select all clients or exclude any client 
from the switch by ticking the relevant box.

4.  Check the details are correct within the summary 
page; only submit the trade once all details are 
correct as the action can not be reversed  
once submitted.

5.  Once confirmed, you can view details of the 
trades in the pending transactions section of your 
clients’ accounts. Once completed, the trades will 
move into your clients’ transaction history.

1

2

3

Bulk switches

To move your clients’ investments between 
funds quickly, use the switch function. This 
enables you to place the buy before the sell 
trade settles. Buys will always be placed the 
business day after the sell.
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Click on Completed applications within the adviser 
services dashboard. Completed applications is an 
easy way to view all client applications in one place.

 —  You can refine the search and filter by product,  
date submitted, search for a specific client or view 
all applications.

 —  This will produce a list of all applications based  
on your request.

 —  Click on application type for a summary and 
illustration/charges information document.

 —  Click on the client’s name to go to the client’s 
portfolio view.

Completed applications
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Click on Adviser fee statements within the adviser 
services dashboard. To view adviser fee statements, 
select the product you want to view by clicking on  
the drop-down box and filter by specified dates.  
The reports show:

Paid adviser fee statement

 —  All payments that have been paid to each  
individual adviser.

Adviser fee statement

 — All payments due to be paid.

All statements are broken down by client, product, 
payment type, date and amount.

Adviser statements

The payment dates within both statements 
reflects the date fees are pooled, payments are 
made the following business day. If the payment 
dates fall on a bank holiday, we will make the 
payment on the next business day.

When an application is submitted online, a 
Charges information document is produced. This 
will need to be signed by the client and uploaded 
to their document library before we can release 
your agreed fees.
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An email will be sent to you when you have a new 
notification to review. Notifications can also be 
found on the home page or within adviser services.

You can search and tailor notifications received 
including adding or removing from the  
available list.

You can choose the type of event you would like  
to receive notifications about.

Notifications

Please see our frequently asked questions for 
more details around notifications, which can be 
found on our website premiermiton.com

Mandatory notifications 
cannot be removed
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More information

For useful information including 
frequently asked questions.

premiermiton.com

How to contact us

Investor Services

0333 456 1122 

investorservices@premiermiton.com

For your protection, calls are recorded and monitored for quality assurance and training purposes.

Sales enquiries

0333 456 9033 

info@premiermiton.com

Issued by Premier Miton Investors. Premier Portfolio Managers Limited is registered in England no. 01235867. Premier Fund Managers Limited is registered in England no. 02274227.  Both companies are authorised and 
regulated by the Financial Conduct Authority and are members of the ‘Premier Miton Investors’ marketing group and subsidiaries of Premier Miton Group plc (registered in England no. 06306664). Registered office: Eastgate 
Court, High Street, Guildford, Surrey GU1 3DE. 
003336-040521

Connect Consultant - Alison Phillips

07717 484847 

alison.phillips@premiermiton.com






