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3. Locate this email from notifications@hansard.com and enter the code into the ‘Secondary Verification
Code’ field shown below, and click ‘Verify Code’.

Secondary Verification Code

Verify code

Send new code




Once verified, you will be able to enter a password of your choice. Ensure this password is kept safe as you

willneedittologinto the portalin future.

Once you have chosen your password and confirmedit, press ‘Create’.

New Password O
Confirm New Password O

You will then be prompted to download the Microsoft Authenticator App (or other authenticator app of your

choice.

If you already have one installed you do not need to download again.

Once downloaded proceed to scanthe QR code on screen.

@ HANSARD

Dosariload th Microsoft Authenticaton using the download
finks for B35 and Androld or use any other authenticator
pp of your choice

Once you've dovwnboaded the Authenticator app. you can
use any of the methods below to continue with enmliment.

Scan the OR code

Using your app scan this QR code and cick “Contini

Click Continue.

The password must be
between 8 and 16 characters
long and contain 3 of

the following: lowercase

characters, uppercase
characters, digits (0-9) and
one or more of the following
symbols: @#$%"&*-_[1(
)02~}

You will then be prompted to enter the verification code from your authenticator app.

Click Verify.

HANSARD
INTERNATIONAL

Enter the virificaticn cade frem your sulhenticalon app

This completes theregistration process.

Existing User - Change of
Verification Method

For existing users, once you login as usual, you will see the following screen.

< Cancel

HANSARD
INTERNATIONAL

Verification Method
. Authenticator App

O SMS or phone call

We recommend loggin in with an Authenticator App for a
smoother experience and to avoid any connectivity issues.

;;;;
‘‘‘‘‘

You will then be prompted to download the Microsoft Authenticator
App (or otherauthenticator app of your choice.

If you already have one installed you do not need to download again.

Once downloaded proceed to scanthe QR code on screen.




Click Continue. Using the email address and password that you used to register for the portal, enter these detailsin
therelevant fields and click ‘Signin’.
You will then be prompted to enter the verification code from your authenticator app.

Click Verify.

Loggingin

Forthe best userexperience, itisrecommended that you access the user portal via the www.hansard.com

homepage.
Forgot your password?

Tologin, go to www.hansard.com

Signin

Onthe home page, in the top right corneris two buttons, . .
one for ‘Adviser Login’ and another for ‘Policyholderlogin’. Adviser Policyholder

Select ‘Adviser Login’ to continue. Login Login VERIEICATION

After clicking ‘Signin’, you will see the following screen:

LOGIN SCREEN

You will be directed to the login screen pictured below.

< Cancel
Please use the email address that we have onfile for you, which is the same email you received your @ HANSARD

registrationinvitation on.
INTERNATIONAL

Enter the verification code from your authenticator app.

‘ | Enter your code.

Email Address
Verify

Forgot your password?

Signin

Enter the verification code from your Authenticator App into the box.
Click Verify.

You willthenbe taken to the landing page.

th Sept 2022.




CLIENT ONBOARDING

From the Welcome Screen, you caninput

Welcome screen

WELCOME SCREEN ‘Client On-boarding’.

To ensure a smooth onboarding process

SEARCH

&

lient On-boarding

Once you successfully login, you will be directed your Welcome Screen.

SEARCH

forclients, it’'simportant to have all the required information

To switch between Hansard International and Hansard Worldwide, simply click on the first tab located available at each step of the application. If any information s
in the top right-hand corner labelled 'HWL' (this corresponds to your EOU number). If you find that missing, you can pause and save your progress. Towards the end of your application, you will be prompted
youonly have access to one of these entities when you should have access to both, please informus. toinput the client’s credit card details. Additionally, you will need to upload the following documents:

If you're submitting forms signed online, please remember to include the DocuSign certificate. This helps
to streamline the document submission process.

Toreturn to your Welcome Screen, simply click on the Hansard Worldwide logo in the top-left corner of the
application.
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APPLICANTS * Agent HWL-20032 - TEST PP SALES AGENT1
Hansard Worldwide Limited

PRODUCT
*Type Individual

Applestionbate _

CONTRIBUTIONS

APPLICANT DETAILS

Located on theright-hand side of the Welcome Screenis the orange ‘Quick Quote’ bar, where you
cancreateillustrations for Hansard products using either a premium or a target fund value. Below,

you'll find the beginning of theiillustration process.

BENEFICIARY DETAILS

FUNDS

SOURCE OF WEALTH

*Please keep inmind that there is only space for one client’s details here. If you have ajoint policy,
you can enter both names in the space provided but only use the client who is the oldest.

PAYMENT DETAILS
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COMPLETE

Hansard Worldwide Limited

CLIENT SCREEN

o 2 3 From the Welcome Screen, you can view your client’s contracts. Use the search bars below to search by
QUOTE OVERVIEW CONTRIBUTION DETAILS ILLUSTRATION the Client’s name Or their policy nu mber'

Quick quote allows you the opportunity to quickly create a mock illustration. Please note that

s ustraioncannot e taken ntoNew Busiess and ill o bestored i the system. 1 you Once you have searched for the contract you’d like to view, click ‘View’ under the action bar on the right
P ] hand side as shown below.

Broker
Name HWL-20032 - Test PP Sales Agent 1

Client (mvcuents v ) Q Bloggs
My Clients

Name

NATIONALITY CLIENTOVERVIEW

Age
PeterBloggs

Product
Joe Bloggs

Product Capital Builder Worldwide - Capital Redemption

LeanneBloggs

Showing 1to 3 of 3rows



n From the menu on the left of screen, select ‘contract [policy number]’ The client screen will give you a
snapshot of the client’s policy, including the following information:

Commencement Date Maturity Date

( 8 ACCOUNTvK:]

/ 123456X

123456X

123456X

VANTAGE PLATINUM WORLDWIDE - LIFE ASSURANCE

CONTRACT 123456X
Start date 20/01/2023  Contract Owner Joe Bloggs
Contract Term 25years  Clientof Test Adviser Ltd

DOCUMENTATION N B
Maturity 20/01/2048 Retained Interest No

TRANSACTIONS

BENEFICIARY & ROLES

WHATDO YOU WANTTO DO

Edit Contribution > Valuation > Withdrawal > SurrenderValue > Future Allocation > llustration > Switch >

n To ensure your client’s key functionality is accessible, navigate to the toolbarlabelled ‘What do you
wanttodo’. Itis essential to have the followingitems in place on the system for a fully functional tool-

bar, as they are crucial formanaging policies online:

Verified identification and verified address

Fund Adviser Form

Updated bank details, identification &
verification of address

ID & address verification

To checkif the aboveisin place foryour client, follow these steps:

VERIFICATION OF IDENTIFICATION AND ADDRESS

Select ‘Client Overview’, and you’ll notice that both ‘Address’ and ‘Identification’ are marked green,
indicating they are valid. If they were to become invalid, a ‘verify’ button would appear next to them,
allowing you to upload the necessary certified document. It’'s important to note that even after
uploading, these fields won’t turn green automatically. Approval from Hansard is still required, which
typically takes approximately 5 working days.

Address @ VERIFIED Identification @ VERF

Expiry Date 04/01/2025 Expiry Date 17/05/2028

Contracts
conTRacT NAME CURRENCY VALUE

Vantage Platinum
123456X Worldwide - Life Active 29,964.63
Assurance

Showing 1to1of 1rows

SWITCH / FUTURE CONTRIBUTION

To become the fund adviser or mandated agent for fund redirection on behalf of your client, please
complete the Fund Adviser Form and upload it in the designation documentation space below.

- Simply click on the documentation bar within the contract screen,

n choose the ‘Upload Document’ tab on the right-hand side, and

u select the relevant formand

n select ‘Submit’.

Documentation

9 UPLOADDOCUMENT L,

DOCUMENT NAME UPLOAD DATE ACTION

No matching records found

Upload Document

Drag your file here or click in this area.

SUBMIT &




WITHDRAWALS ONLINE

Foronline withdrawals, please ensure that the client’s ID and address verification are valid as outlined above.
Additionally, the client should update their bank details online. You can verify if the bank details have been
updated by following the steps below:

EENEIENS

Account Holder
Name

Now that everythingisin place, return to the ‘Contract’ screen and you can utilize the functionality
available within the ‘What do you want to do’ tool.

What do youwanttodo
functionality

EDIT CONTRIBUTION

You canuse the ‘Edit Contribution’ feature formanaging all aspects of your client’s contributions. This
includes making missed payments, reducing payments, taking a premium pause (holiday), and updating your
client’s card details. No forms are needed for these actions, but please ensure the ID and address verification
are valid to access the ‘Edit Contribution’ button. Otherwise, this function will not appearin the toolbar.

WHAT DO YOU WANT TO DO

EditContribution >| Vahuation >  Withdrawal »  SumenderVake

VALUATION REQUEST

Within the ‘What do youwant to do’ toolbar,
select ‘Valuation’. At the bottom of the page, you
will have the option to ‘Save PDF’ which you can
emailto the client.

Initial Units 23299588 16228 USD3781.05 30/04/2024 USD3.78105

HIL(S2)Fidelity

Global Special Offer Units  973.0000 16228 UsD157898 30/04/2024 USD1578.98

WHAT DO YOUWANTTO DO

SAVEPDF

Edit Contribution > Valuation » = Withdrawal >

ONLINE WITHDRAWAL REQUEST

Navigate to the ‘What do you want to do’ toolbar and choose ‘Withdrawal’. From there, you’ll have the choice
toinitiate anew instruction for either a full surrender of the contract or a partial withdrawal. Select the option
that suits your needs, and follow the on-screeninstructions accordingly.

Withdrawal

TO TAKE MOMNEY FROM ¥ NTHACT?

1 Tk ol vt ] i A B e
Edit Contribution> ¥

SURRENDER VALUE

Navigate to the ‘What do you want to do’ toolbar and choose ‘Surrender Value’. From there, you can
view how much the client will be able to fully surrender, and any charges that are applicable.

WHAT DO YOU WANTTO DO SURRENDER VALUE

EditContribution > Valuation >  Withdrawal » | SumenderValue »  Future Alocation = Contractvalue: USD28,996.16

Estimated Surrender Value (notincluding USD0.00
withholding taxwhich may be deductedif
applicable):

Please be aware that the actual Contract Benefit received may vary depending on the Unit Price at the time:
of the transaction, the Foreign Exchange Rate applied, and any applicable charges

Charges
Payment Method Charge: USD15.00
Surrender Charge: USD0.00
Bonus Unit Charge: USD0.00
Initial Unit Charge: USD21,033.96
Special Unit Charge: USD7.962.20
Accumulation Unit Charge: USD0.00
Outstanding Charge USD99.91

Amount payable : USDO0.00

FUTURE ALLOCATION

Navigate to the ‘What do you want to do’ toolbar and select ‘Future Allocation’. This feature allows you
to view the funds and their respective percentages to which premiums will be allocated. If you wish to
redirect these assets, simply click ‘Next’ and serch for the funds you want to allocate to.

WHAT DO YOU WANTTO DO ° = 2 = 3

CURRENTFUNDS REDIRECTION INSTRUCTIONS

Edit Contribution > 1 Withdrawal 3
Current Funds:

HIL(S2) US Stock Market (JPMorgan) USD 17% HILC02S52

HIL(S2) BlackRock Global Equity Income USD 16% HILMC14682

HIL(S2) Franklin India USD 3 HILMC228S2

HIL(S2) Invesco Global Healthcare Innovation USD 17% HILMC2252

HIL(S2)Fidelity Global Technology USD 3 HILMC243S2

HIL(S2) FSSA China Growth USD 16% HILMC29S2

X CANCEL NEXT ©



You can adjust the percetage of future premiums allocated to each fund using the sliders. To find a new
asset, simply use the search bar and select your preferred fund. For example, in the case below, 41% has
been allocated to the HIL (S2) FSSA China Growth USD, and 59% will be allocated to a new Canaccord asset.
Please make sure that the total allocation adds up to 100%.

Anew screen will appear, showing the fund(s)
that you selected to switch. Using the slider, or
the text box, enter the percentage of the fund(s) 0 S 2 — 3
you would like to switch and click ‘Next’. SWITCHFROM SWITCHTO INSTRUCTIONS

Switch Funds

fund name fund code Fund Value (Contract Switch Out %

Currency)

HIL(S2)US Stock Market  HILC02S2 USD4,906.31 —@ 100 |
HIL ($2) Hdelity Global HILMC24552 (JPMorgan) USD

Technology USD

HIL(S2) FSSA China GrowthUSD  HILMC29S2 , 'CANCEL NEXT

HIL (S2) Canaccord Genuity HILMB64S2
Balanced GBP

Search forthe fund(s) you wish to switchinto
using the search bar.

pccord Genuity HILMB64S2

Q Can

FundName Fund Code Factsheet

HILMB6452 Selectthe fUnd(S) you want touse.

Atick willappearin a circle next to the
selected asset. You can now complete this
instruction.

HILMC15682

HILMC220S2

HILMC220S2

FUND SWITCH REQUESTS

To switchyour client’s funds, navigate to the ‘What do you want to do’ toolbar and select ‘Switch’.

ILLUSTRATION

Navigate to the ‘What do you want to do’ toolbar and select ‘lllustration’. Your illustration will be displayed.
You can print the estimated maturity value and use this for your client reviews to show how they are
progressing towards their savings goals.

WHAT

Edit Contribution > Valuation » Withdrawal ) Surr > Future Allocation T

In this example, 100% of the HIL (S2) US Stock Market (JPMorgan) USD will be switched into the HIL (52)

Canaccord Genuity Balanced GBP fund.

n To do this, click on the HIL (S2) US Stock Market (JPMorgan) USD from the fund list to select it.

n Once selected, a tick will be displayed next to the asset.

u Then select the ‘Switch Now’ button at the bottom of the screen.

Name \l/ Code

+ HIL(S2) US Stock Market HILC02S2
(JPMorgan) USD

+ HIL(S2)BlackRock Global Equity HILMC14652
Income USD

+ HIL(S2)Franklin India USD HILMC22852

+ HIL(S2)Invesco Global HILMC2252
Healthcare Innovation USD

+ HIL(S2)Fidelity Global HILMC24352
Technology USD

X-RAY ~ COMPARE

Fund

Fund Value

USD4,906.31

USD4,554.94

USD5,492.72

USD4,844.67

USD5,360.03

2
£\ %

Fund Value (In Contract Currency) ~ Select

USD4,906.31

USD4,554.94

USD5,492.72

USD4,844.67

USDS,360.03

CANCEL

| ©}

ia

SWITCHNOW &

The data shown is provided by Momningstar andiis based on the underlying external fund(s) that your Hansard Unit-linked Fund(s) are notionally linked to. This
should be used in conjunction with the Hansard Unit-linked Fund factsheet(s), which detail any applicable charges relating to the Hansard Unit-linked Fund(s).

WHAT DO YOU WANTTO DO

EditContribution) Valuation »  Withdrawal »  SumenderValve »  Futwe Abocation } | llustration 3

Fund Value
High-6.00% | 77474813

Surrender Value
77474813

Fund Value
Medium - 3.00% | 519,68116

Surrender Value

51968116

FundValue
Low-0.00% | 358,360.53

Surrender Value
358,360.53

2026 2028 2030 2032 2034 2036 2038 2040 2042 2044

Contract Anniversary

800,000

600000 §

400000 &

200,000

o
8




Contract functionality

HISTORICAL CLIENT INFORMATION - PRE-MIGRATION

If youwant to review unit allocation statements or premium history before the
migration to the new system, you can find thisin

n ‘Contract’ > ‘Documentation’ under

n ‘Statement Output’.

Statement - Output 14/03/2024

w R

Statement - Output 22/01/2024

General processing - Output 13/01/2024

Premium Collection - Instruction 01/12/2023

CONTRAd \v General processing - Output 09/11/2023

General processing - Output 14/08/2023
TRANSACTIONS

BENEFICIARY & ROLES General processing - Output 14/08/2023

New Business - Output 20/01/2023

Showing1to 10 of 18 rows

Bl rows per page

TRANSACTIONS

To find recent premium history, and other transactions that have taken place post migration to our new
system, goto ‘Contract’ > ‘Transactions’.

/ Transactions

Transactions

Payments In

PAYMENT METHOD PAYMENT TYPE AMOUNT PAYMENT DATE STATUS

UsD0.00 22/04/2024 Reversed
CONTRACT 123456X

DOCUMENTATION
- L USD1,250.00 22/04/2024

BENEFICIARY &ROLES Card egular USD1,250.00

Showing1to 3 of 3 rows
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BENEFICIARIES

To find the noted beneficiaries on a policy, go to ‘Contract’ > ‘Beneficiaries & Roles’. If thereis no
beneficiary noted, the client will need to update this section on their own client site, Online Accounts.

Beneficiary & Roles

Beneficiaries

NAME EMAIL PHONE NUMBER PERCENTAGE EDIT
CONTRACT 123456X

DOCUMENTATION No matching records found

TRANSACTIONS

Reports functionality

REPORTS

Within the Reports functionality, you will be able to find your commission statements.

Navigate to this section by locating the clipboard icon from the menu bar on the left-hand side
of the screen.

2

\l/ Commission Reports

@ @ g ('8 account-)

\Z

Summary Payment Statement

perefrom _ perete S0t

BROKER PARENT DATE PAYMENT

Reports

Test PP Head Office HWL 20/09/2023 GBP1,250.00

Test PP Head Office 11/01/2024 USD700.00

As shown above, there are three tabs within this section that will provide you with different
information:

Summary Payment Statement

Detailed Commission Report

Commission Account Balances



Funds functionality

FUNDS
Within the Funds functionality, you will be able to find the internal fund centre.

Navigate to this section by locating the hand holding a coinicon from the menu baron the
left-hand side of the screen.

Investments

é_.

g
H
a
5

Search or Filter Investments

Vanagement (g Y Underlying Morningstar Sustainabilty Low Carbon Designated Underlying KID Risk Rating (SRI)

n As shown above, there are two tabs within this feature, these are outlined below:

Funds Management

Investments

Notifications functionality

NOTIFICATIONS

Within this section, you will find any communication fromus. It is also where
we will notify you of arrears, declines and any anotherimportant information.
Navigate to this section using the belliconin the menu on the left-hand side of
the screen.

Notifications

Communications

( aceNT v ) [ Q Pleaseenterage e UPLOAD DOCUMENT

AGENT NAME AGENT NUMBER CONTRACT CLIENT NAME DOCUMENT NAME ACTION

Notifications

Entity Documents

ENTITY DOCUMENTS

Within this section, you can upload any documents relating to your advisory firm

n From the menu on the left-hand side of the screen, select the documentsicon.

n Fromthere, you can select the ‘Upload Document’ button to upload your documents.

Documentation

UPLOAD DOCUMENT &,

DOCUMENT NAME EXPIRY DATE UPLOAD DATE STATUS

ACiciw
No matching records found ¢ .

1
\Z

Entity Documents
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Document Library

DOCUMENT LIBRARY

The document library gives you access to
allHansard literature that you may need. To
navigate to this section, simply select the
filesicon from the menu on the left-hand
side of the screen.

<

OB DO Fe RO

Once selected, simply scroll down and use
the search bar tolook forthe document you
require. Alternatively, you can search by entity T P
and then select the category of literature you [ e \
are lookingfor.

Category
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