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1. Login 

__________ 

 

1.1 Forgot password 

If you forget your password, you can click on the ‘forgot password’ link to reset it. Simply enter 

your User ID and click on ‘Verify User’.   

 

Enter the One Time Password (OTP) you receive in the email, which will be sent to your registered 

email address and click ‘Verify’. 
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You will then see the screen to create a new password.  
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2. Landing page 

__________ 

When you log in, you will see your dashboard displayed as your home page (landing page). Here 
you will find all your clients’ details.  

If you do not see anything at first try clicking ‘see all clients’, as the home screen only shows 
recently viewed clients / accounts.  
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2.1 Dashboard 

The default dashboard contains several widgets summarising information about your clients, their 
accounts, and workflows. Widgets offer various filtering options, as well as links to other pages and 
dashboards. 

# Widget name Filter options 

1 Key numbers Various period choices 

2 My clients Recent, Frequent 

3 My accounts Recent, Frequent 

4 Pending tasks None 

5 Workflow task breakdown None 

6 Workflow status chart None 

The ‘See workflow dashboard’ link will open up the workflow dashboard. 

The top section of the default dashboard shows your important key numbers - total AUM and 
number of clients looked after by you.  Also displayed are Portfolio change, Net flows, Revenue etc 
for the period selected. 

 

When selecting a client via the ‘Search client’ link, it opens the Client information page.  

› In the Client information page, navigating to the ‘Dashboard’ will bring up the client’s 

dashboard.  

 

In this search box, you will be able to search by client name, email address, on Brooks Macdonald’s 

unique identifying number (11 characters).  

 

The ‘Add client’ link will add new clients, starting the onboarding process. 
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The bottom section of the dashboard shows the default widgets available as below: 

My clients 

By default, the ‘My clients’ widget shows the recent clients you have looked at, and you can change 

the filter to either recent or frequent.  

 

The ‘SEE ALL CLIENTS’ link opens the pre-populated contact page. Use the search option to choose 
a particular contact / profile. 

My accounts 

By default, the ‘My accounts’ widget shows the recent portfolios you have looked at. 

 

The ‘SEE ALL ACCOUNTS’ link opens the portfolios page. This shows the portfolio details of the 
account selected. 
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It should be noted that, when you search via an account number, rather than by a client number, it 
will only show you that account when navigating between the options on the left-hand navigation 
panel.  

To see the other accounts associated with your currently active client, navigate to ‘Dashboard’, and 
select the ‘refresh’ button after the account number.  
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Pending Tasks 

This widget shows the pending Workflow tasks.  Click the ‘New Workflow’ link to start a new 
workflow. 

 

The ‘SEE ALL TASK’ link will open up the ‘My tasks’ page, showing all the tasks as below. 
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Workflow Task breakdown 

This widget shows a breakdown of the workflows associated with your clients and prospects. It 
displays the workflow name, the average days it takes a workflow to complete and the number of 
pending and completed instances of the workflow. 

 

Workflow status chart 

This widget shows a pie chart representation of the workflows associated with your clients and 
prospects. The chart breaks down these workflows by status: completed and in progress. 

 

Click ‘SEE WORKFLOW DASHBOARD’ link to go to the workflow dashboard. 

Note: Click the dashboard menu or the Brooks Macdonald logo to bring up the default 

dashboard from any other page 
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3. Onboarding: Adding clients 

__________ 

To start the customer onboarding process in InvestBM, click the ‘Add client’ button in your 
dashboard.  

 

Once you have agreed an appropriate investment solution with your client, you can create a new 
client record and capture all required personal details, before initiating a digital application form 
for a new product. The following pages talk you through how to do this.  

Once the application is completed and verified, it is sent to your client to sign. Your client can sign 
digitally, or you can choose for them to be sent a pre-populated application which they can 
manually sign, scan and upload back into InvestBM.  

This will trigger a workflow for our back-office team to perform our internal checks.  

The onboarding process consists of three key components:  

1. Person/entity contact creation.  

2. Onboarding application workflow. 

3. Application pack generation and sign-off. 

The onboarding workflow varies depending on whether the investor is based in the UK or is 
International.  

Each of our Brooks Macdonald entities have their own investment approaches in which single or 
multiple investment wrappers/accounts may be requested during one onboarding flow.  
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3.1 Add client (Person/Entity contact creation) 

Clicking the ‘Add client’ button on the dashboard brings up the Contact page. 

 

In the ‘Contact Type’ drop-down, select either ‘Individual Investors’ or ‘Associated Party’. 

> Individual investors are end clients who are not entities/companies. 

> Associated parties are other parties such as Solicitors, Accountants, Employers, Power of 
Attorney holders, etc.  

If ‘Individual Investors’ is selected, then fill in the information within the five tabs at the top of the 
page. 

Click on the tab name to select it or go through the form flow and click  once each tab is 
completed to move to the next tab.  

If ‘Associated Party’, is selected, only the Personal Information tab is available as we only need to 
collect the personal information of the contact. 

The five tabs are: 

a) Personal Information – e.g. name. address and contact details 

b) Tax Information – e.g. tax residency and current tax year 

c) Income and Wealth – e.g. estimated total annual income and source of wealth 

d) Relationships – e.g. spouse, partner, child, etc 

e) Advisers - select who the client’s advisers are 

 

Note: The fields on the pages may change depending on the options selected in each page. 

In the ‘Import contacts’ drop-down, select an option for importing data from a source. Currently, 
the only source available is Intelliflo. When Intelliflo is selected, an Intelliflo login pops up.  

After logging into Intelliflo, the contacts list can be displayed by clicking the ‘Clients list’ link. 
Selecting a contact populates the form with all relevant data. 
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If Intelliflo is not used, all the details must be entered manually. 
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3.1.1 Personal information tab 

The ‘Personal information’ page collects Personal Details, Personal Status, and Additional Support 
as illustrated below. 

The ‘Personal Details’ section requires information about the client’s name, address, and other 

identifying details.   
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At the top of the Personal Details section, you must first select if the application is for a UK or 
International client. 

For UK clients, select Brooks Macdonald Asset Management (BMAM). 

For international clients, select Brooks Macdonald International (International). 

 

The ‘Personal Status’ section requires information about employment status. The options are: 

› Employed 

› Self-employed 

› Retired 

› Not Employed 

› Student 

› Partner/Director 

› Other 

 

Use the ‘Additional Support’ section to specify any additional services required by the client. 

 

After all the information is entered, click  to go to the ‘Tax Information’ tab. 
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3.1.2 Tax information tab 

The ‘Tax information’ page collects information on tax residency and US stocks and shares, 
current tax year, etc. Multiple tax regimes can be added for the contact.  

After all the information is entered, click  to continue to the next tab. 
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After all the information is entered, click  to go to the ‘Income and Wealth’ tab.  
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3.1.3 Income and Wealth tab 

The ‘Income and Wealth’ page collects information on Estimated total annual income and Source 
of wealth. Multiple sources of wealth can be added using the ‘Add another source of wealth’ link. 

Once this page is filled in, click the  button to continue to the Relationships tab. 
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After all the information is entered, click  to go to the ‘Relationships’ tab. 
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3.1.4 Relationships tab 

The ‘Relationship’ page allows you to add relationships (e.g. spouse, partner, child, etc) to the 
contact. This is where you would link a spouse if you wanted to set up a joint account. 

Multiple relationship types can be added using the ‘Add relationship’ button below. 

When you click add contact, you will automatically have a new window open, which will start the 
process of completing the five tabs again. Complete this, and save the contact, and close the 
window. When you navigate back to your original window and click refresh, you will be able to 
search for the client that you have just added.  

 

After all the information is entered, click  to go to the ‘Advisers’ tab. 
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3.1.5 Advisers tab 

Select who the client’s advisers are in this tab. More than one adviser can be added using the ‘Add 
Adviser’ link at the bottom of the page. 

 

Once all the required details are filled in on all the tabs, click the ‘Submit’ button to create the contact.   

You will be directed back to the ‘Client information’ page.  
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4. Onboarding: Application workflow 

__________ 

4.1 The client information page 

Upon saving a new contact, you are directed to the Client information page which shows the latest 
contact’s details you have just added. 

Note: To find and select a different contact select Contacts under Client menu. Then use Search 

contacts to bring in the client you are looking for. Click the ‘See client details’ icon to view the ‘Client 

information’ page. 

 

The option to add Contact relationships is also available in the ‘Client information’ page.  

The onboarding workflow will vary depending on whether the investor has a relationship with 
Brooks Macdonald UK (BMAM) or International.  This is displayed on the ‘Client information’ page.  

This page also displays Pending and Completed application status. You can continue working on a 
pending application from here or view completed applications details.  
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Click the ‘Add new application’ button to show the available plans. 

If the service selected for the client is BMAM, then plans available are Managed Portfolio Services 

(MPS) and Bespoke Portfolio Services (BPS). 
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4.2 Workflow for Brooks Macdonald UK plans 

If the service selected for the client is BMAM, then the plans available are: 

Managed Portfolio Services (MPS) 

Bespoke Portfolio Services (BPS) 

4.2.1 Applying for a Managed Portfolio Service plan (Brooks Macdonald UK) 

 

The service strategies available for Managed Portfolio Service (MPS) are: 

Managed Portfolio Service 

Managed Portfolio Service with RIS (Responsible Investment Services) 

 

More strategies may be defined later in the Investment Profile-related tables as required. 
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Choose the desired service strategy and click the ‘Start application’ button. This triggers the 

onboarding application workflow for BMAM/ Managed Portfolio Service clients. This workflow has 

several stages, depending on client type, plan and strategy. 

The BMAM/Managed Portfolio Service has the following stages.  

The initial stage is APP: Submit application. 

Stage Workflow description 

 

Submit application 

 
Generate documents 

 
Review documents  

 
Documents sign-off 

 

BM initial review 

 Create accounts 
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Fill in the following tabs (Mandatory fields are marked with a*): 

Guidance 

Accounts 

Account details (Note: Additional ‘Accounts details’ tabs gets added for each account added in the 

accounts tab above) 

Bank accounts 

Associated parties 

Supporting documents 

Fees and charges 

 

 
 

Note: The   button visible at the bottom in all the tabs can be used to save all the entries 

made so far in any of the tabs, to save as a draft and continue later. 
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Guidance tab 

The Guidance tab consists of a brief note to help you process a new application. 

 

 
 

The  button selects the ‘Accounts’ tab. 
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Accounts tab 

First, select the applicants in the Accounts tab page.  A maximum of two applicants are allowed per 

application.  

The choices for the second applicant are related parties that were added when the contact was 

created. The second Applicant is optional. 

Multiple accounts may be added for each applicant selected above. Accounts can be of ‘Individual 

Applicant / Joint Applicant’. A Joint Applicant is only possible if a second applicant is selected.  

Account types available for individual applicants are ISA, SIPP, or OnshoreGIA, etc. For a Joint 

Applicant account, only OnshoreGIA is allowed. 

 

The  button selects the ‘Accounts details’ tab. 
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Account details tab 

For each account added for the Applicants, a corresponding ‘Account details’ tab will be added to 

the page. The tabs are named with the applicant’s name and account type for the corresponding 

account. The tabs’ names section gets updated with each account added. 

‘Source of funds’ and ‘Investment strategy’ are required for each applicant irrespective of the 

account type (ISA/SIPP/GIA) selected. The ‘Investment need’ option appears only if the service 

strategy selected is ‘Managed Portfolio Service with RIS’. 

Source of funds is different to source of wealth. Source of funds is specifically the money that is 

being invested in this application, whereas source of wealth is how the client(s) acquired all of their 

wealth as a total.  

Depending on the risk profile chosen, objective and time horizon options will vary by investment 

strategy. Examples below: 
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If the account type selected for the applicant in the accounts tab is ISA, then ‘Flexible Stocks & 

Shares ISA’ title appears in this tab.  

If ‘Yes’ is chosen for ‘Do you wish to define a new ISA subscription’, additional fields appear to 

fill in. 
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If the account type selected for the applicant in the Accounts Tab is ‘SIPP’, then fill in the ‘SIPP 

Details’. 

 

For ISA and GIA, ‘Income Instructions’ appears. Please note that this is not available for SIPP 

account types. 
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Depending on the option selected under ‘Income instructions’, then ‘Payment details and 

frequency’ appears.  

Select the frequency, date of payment, payment starting date, etc. Payment amount may also be set. 

 

 

The  button selects the ‘Bank accounts’ tab. 
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Bank accounts tab 

Add bank account details for the applicants. Multiple bank accounts can be added. 

 

The  button selects the ‘Associated parties’ tab. 
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Associated parties ab 

An associated party can be a client or a professional associate. You can add multiple parties against 

each applicant. 

 

New contacts can be created from this tab using the ‘Click here to add a new contact’ link at the 

bottom. 

The  button selects the ‘Fees and charges’ tab. 
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Supporting documents tab 

Upload any additional supporting documents that may require signatures from the applicant. 

 

The  button selects the ‘Fees and charges’ tab. 
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Fees and charges tab 

The Brooks Macdonald fee, as well as Adviser/IFA fee for the service are defined in this tab. 

 

Click the ‘SUBMIT’ button to save and submit the application. 
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4.2.2 Applying for a Bespoke Portfolio Service plan (Brooks Macdonald UK) 

 

The service strategies available for Bespoke Portfolio Service (BPS) are: 

Bespoke Portfolio Service 

Bespoke Portfolio Service with RIS 

Decumulation 

Decumulation with RIS 

AIM Portfolio Service 
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More strategies may be defined later in the investment profile-related tables as required.  

Choose the desired service strategy and click the ‘Start application’ button. This triggers the 

onboarding application workflow for BMAM/BPS clients. This workflow has several stages. The 

available stages depend on client type, plan, and strategy. 

The BMAM/Bespoke Portfolio Service has the following stages. The initial stage is APP: Submit 

application. 

Stage Workflow description 

 
Submit application 

 
Generate documents 

 
Review documents   

 
Documents sign-off 

 

BM initial review 

 
Create accounts 

 

Fill in the following tabs (mandatory fields are marked with a*): 

Guidance 

Accounts 

Account details (Note: Additional ‘Accounts details’ tabs gets added for each account added in the 

Accounts tab above) 

Investment strategy 

Decumulation 

Bank accounts 

Associated parties 

Supporting documents 

Fees and charges 
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Guidance tab 

 

The guidance tab consists of a brief note to help you process a new application. 

 

 
 

The  button selects the ‘Accounts’ tab. 
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Accounts tab 

Applicants are selected in the accounts tab. A maximum of two applicants are allowed per 

application. The second applicants are the related parties that were added when the contact was 

created.   

Multiple accounts can be added for each applicant. If a second applicant is selected, you can choose 

to add a joint account. Otherwise, account types for individual applicants can be ISA, SIPP, 

OnShoreGIA, or OffShoreGIA. For joint accounts, either OnShoreGIA or OffShoreGIA are only 

allowed. 

As each account is added, a corresponding ‘Account details’ tab is added in the page. The tab is 

named with the applicant’s name and the account type of the added account. 

 

The  button selects the ‘Accounts details’ tab. 
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Account details tab 

As each account is added, a corresponding ‘Account details’ tab is added in the page. The tab is 

named with the applicant’s name and the account type of the added account.  

‘Source of funds’ is required for each applicant, irrespective of the account type 

(ISA/SIPP/OnShoreGIA/OffShoreGIA) selected. 
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If the Account type selected for the applicant in the ‘Accounts’ tab is ISA, then ‘Flexible Stocks & 

Shares ISA’ title appears in this tab.  

If the choice is ‘Yes’ in response to ‘Do you wish to define a new ISA subscription’, additional 

fields appear under this option. 

 

If the Account type selected for the applicant in Accounts tab is SIPP, then ‘SIPP details’ appears. 
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The ‘Income instructions’ title in Accounts details tab appears if the account type is ISA, 

OnShoreGIA or OffShoreGIA. Please note that ‘Income Instructions’ is not available for SIPP 

account types and Decumulation strategies. 
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If any payment option is selected under ‘Income instructions’, then ‘Payment details and 

frequency’ appears. Complete the frequency, date of payment, payment starting date, etc. The 

payment amount may also be set. 

 

The  button selects the ‘Investment strategy’ tab. 
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Investment strategy tab 

The ‘Investment need’ option appears only if the service strategy selected is ‘Bespoke Portfolio 

Service with RIS’ or ‘Decumulation with RIS’. 

Depending on the risk profile chosen, the choices under objective and time horizon options will 

vary for investment strategy. 
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‘Specific portfolio mandate’ is not required for the following strategies: 

Bespoke Portfolio Service with RIS 

Decumulation 

Decumulation with RIS 

AIM Portfolio Service 

Please note that, unlike Managed Portfolio Service plans, there are no separate investment 

strategies for each applicant in BPS plans. 

 

The  button selects the ‘Decumulation details’ tab. 
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Decumulation details tab 

This tab is available if the strategy selected is ‘Decumulation’ or ‘Decumulation with RIS’. Choose 

the payment details and frequency here. 

 

If ‘No’ is selected, the following titles appear: 
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The  button selects the ‘Bank accounts’ tab. 
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Bank accounts tab 

Add bank account details for the applicants. Multiple bank accounts may be added. 

 

The  button selects the ‘Associated parties’ tab. 
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Associated parties 

An associated party can be a client or a professional associate. You may have multiple parties for 

each applicant. 

 

New contacts can be created from this tab using the ‘Click here to add a new contact’ link at the 

bottom. 

The  button selects the ‘Supporting documents’ tab. 
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Supporting documents tab 

Upload any additional documents that may require signatures from the applicant. 

 

The  button selects the ‘Fees and charges’ tab. 
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Fees and charges tab 

Define Brooks Macdonald fees as well as Adviser/IFA charges. 

 

Click the ‘SUBMIT’ button to save and submit the application. 
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4.3 Workflow for Brooks Macdonald International plans 

If the service selected for the client is International, then the plans available are: 

Investment structure 

Discretionary portfolio 

 

 

 

Note: unlike BMAM plans, International plans have no strategy options. 

 

Choose the desired plan and click the ‘Start Application’ button. This triggers the onboarding 

application workflow for International/Investment structure. This workflow has several general 

stages. The available stages depend on client type and plan. 
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4.3.1 Applying for an Investment structure plan (Brooks Macdonald International) 

 

The International/Investment structure plan has the below stages.  

The initial stage is APP: Submit application. 

Stage Workflow description 

 

Submit application 

 
Generate documents 

 
Review documents  

 
Documents sign-off 

 
Create accounts 

 

Fill in the following tabs. Mandatory fields are marked with a *: 
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Guidance tab 

The guidance tab consists of a brief note to help you process a new application. 

Investment Structure details tab 

This tab has the following titles to fill: 

Individual/Joint application, first investment structure details, second investment structure details 

(optional), and bank account. There is no separate tab for bank account details for this plan. 
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Investment and withdrawal tab 

This tab has the following titles to fill: Source of funds, Income instructions. 
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If any payment option is selected under ‘Income instructions’, then ‘Payment details and 

frequency’ appears. Fill in the frequency, date of payment, payment starting date, etc. The payment 

amount may also be set. 
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Portfolio details tab 

Portfolio types can be either Multi-asset portfolios or Managed strategy portfolios.  

The Multi-asset portfolio details required: 

 

Managed strategy portfolio details required: 
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Associated parties tab 

An associated party is generally a professional associate. You may have multiple parties for each 

applicant. 

 

New contacts can be created from this tab using the ‘Click here to add a new contact’ link at the 

bottom. 
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Fees and charges tab 

Define Brooks Macdonald fees as well as Adviser/IFA charges. 

 

 

Upload documents tab 

Upload any additional documents that may require signatures from the applicant. 
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4.3.2 Applying for a Discretionary portfolio plan (Brooks Macdonald International) 

The International/Discretionary portfolio plan has the below stages. Initial stage is APP: Submit 

application. 

Stage Workflow description 

 

Submit application 

 
Generate documents 

 
Review documents  

 
Documents sign-off 

 
Create accounts 

 

Fill in the following tabs (Mandatory fields are marked with a *): 
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Guidance tab 

The guidance tab consists of a brief note to help you process a new application. 

Investment and withdrawal details tab 

This tab has the following titles to fill: 

Individual/Joint application, source of funds, and income instructions. 
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If any payment option is selected under ‘Income instructions’, then ‘Payment details and 

frequency’ appears. Fill in the frequency, date of payment, payment starting date, etc. The payment 

amount may also be set. 
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Bank details tab 

Add bank account details for the applicants. 

 

  



 

 
 
 

 Page 67 
 

Portfolio details tab 

Portfolio type can be either Multi-asset portfolio or Managed strategy portfolio. 

Multi-asset portfolio details required: 

 

Managed strategy portfolio details required: 
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Associated parties tab 

An associated party is generally a professional associate. Multiple parties against each applicant are 

allowed. 

 

New contacts can be created from this tab using the ‘Click here to add a new contact’ link at the 

bottom. 
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Fees and charges tab 

Define Brooks Macdonald fees as well as Adviser/IFA charges. 

 

Upload documents tab 

Upload any additional documents that may require signatures from the applicant. 

 

Once the application is completed, click the ‘Submit’ button to generate documents. 
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5. Onboarding: Application pack generation 

and sign-off workflow 

__________ 

5.1 DOC: Generate documents 

When the ‘Submit’ button is clicked after filling up the details for a plan, all the relevant documents 

are generated for signature. You can choose to either:  

• Manual Print - print the application form(s), which you can then hand to the client to sign 

manually, or you can load it into your own signature tool to have the client sign it along 

with any other documents you require signature for.  

• Digital signature – follow our digital signature process, which will send an email to all 

clients associated with the application for signature through Signicat – Brooks Macdonald’s 

chosen signature provider.  

The generated documents status can be viewed in the Workflows/My tasks menu. 

 

When the application is submitted, tax certification documents are also generated. 
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5.2 REV: Review documents 

Once the documents have been generated, the action/status appears in Workflows/My tasks as 

‘Review documents/Pending’ for you to review and approve. Once you have approved the 

documents, they are sent to the Applicant(s) for review and signature.  

The action/status in Workflows/My tasks appears as ‘Document sign-off/Pending’. 
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5.3 SGN: Documents sign-off 

Once the documents are approved and signed by the applicant(s), this will allow your action of final 

‘Documents sign-off’ in the workflow. 

This will generate an email to the designated adviser to sign and release it to Brooks Macdonald for 

processing.  

If you have chosen to have the client manually sign the documents, you will be asked to reupload 

the signed version as a PDF for Brooks Macdonald to process. 

 

The Comment history can be seen at the Review (REV) and Signature pending (SGN) pages. 
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6. Logout 

__________ 

Click on your username on the top-right corner of the page, to display the dropdown menu with the 

following options: 

> My profile 

> Dashboard config 

> Logout 

 

6.1 My profile 

You can modify your profile details. 
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6.1.1 Change password 

Select the ‘Password’ tab to change the password. 

 

6.2  Dashboard Config 

You can change some settings in your Dashboard Config, including the size and location of tiles. This 

will allow you to personalise to suit you.  

6.3  Logout 

Click on ‘Logout’ to exit the portal. 
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