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Introduction

The Client Portal is an interactive, web-based support tool to help
with communication and provide a secure way of sharing information
and documentation between Advisers and Clients.

This guide is designed to provide step-by-step instructions for Clients
on how to use the ConcertHub Client Portal. The Client Portal has been
designed to be intuitive; however, some Clients may prefer to work their
way through this guide when familiarising themselves with the system.
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How to register, create and validate an account

Before you can use the portal, you will need to register
and create an account. You will receive an email to the
address that you provided to your Adviser. The email
response that you receive will be dependent on initial
or previous registration to the portal. To access the
portal, click on the link in the email to take you
directly to the sign-in page.

If you are being given access for the first time
you will receive the following email;

If you already have portal access given to you by
another Adviser, you will receive the following email;
Please note, for the best functionality, please use
either an IPAD, tablet, laptop or desktop computer to
access, rather than a mobile phone.

buhjec'r: Openwark Client Portal Invite CRM:0159897

Dear Mr Chent,

As discussad, 1'd like to give you access to the Openwaork Client Porfal The portal will allow us to efficiantly exchange information in a
secure environment and approve documents as and when reguired.

Please chek the ink below o activale your chient portal

Openwork Chenl Porlal

You must ansure that you usa this amail address for your portal access. If you wish to use a different amall addrass, plaass lat

me know.

If you have any quasfions or problems accassing your Openwork Client Portal, please contact us

Shaily Goyal-Tesl
Patel Corporation
DA34 243 2432

Authorized amd regulated by the Financial Conduct Authority. If you wish to view the Openwork emall disclaimer, please lick here

Subject: Openwark Client Portal Invite CRM:01 59902

Dear Mr Client,

As dizscussad, you can now access our details on your Opanwork Client Portal The portal will allow us to efficiantly exchange information
in a secure environment and approve documents as and when required.

Plaasa log in to your Opanwork Cliant Portal via tha link balow and salact our datails from the "Advisers” page onca you are logged in

Openwork Chent Portal

If you can’t ramambaer your login details, please follow the instructions on the website to reset your password. If you have any questions or
problems accessing any information in your Openwork Chent Portal, please contact us.

Shaily Goyal-Tast
Palel Corporabon
0834 243 2432
patacorpi@amail com

Authorized and regulated by the Financial Canduct Autharity. If you wish te vicw the Openwork emall disclaimer, please ik here
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How to register, create and validate an account

THE
Openwork
1. To register, click on ‘Sign up now’. FNFARTNERSHIP

Sign in with your existing account

2. Enter your email address and click on
‘Send verification code’.

Don't have an account?  Sign up now

Forgot your Password?

Email Address

‘ businessreadiness@openwork.uk.com| X ‘

Send verification code <

New Password

Confirm New Password

Given Name

Surname
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How to register, create and validate an account

3. You will then receive a 6-digit verification code

sent to your email address. Verify your email address

Thanks for verifying your businessreadiness@openwork.uk.com account!

4. Enter the 6-digit code in the verification code box on
the portal, then click ‘Verify code’. The verification
box will then disappear, and you will need to create Sincerely,

a password which conforms to the following format; Spener- faure B2C - Reease

Your code is: 604544

The password must be between 8 and 64 characters.
The password must have at least 3 of the following:

Email Address

* alowercase letter o
e an uppercase letter Ff, code ¢
« adigit Send new coe

e J Symbo[ |N5w assword

Confirm Mew Passwaord

Once you have entered and confirmed your —
new password, complete your name fields |

then click ‘Create’. |5urlume
>
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How to register, create and validate an account

a
% Cancel

O[?eTﬁ\ENork
5. Once you have created your account, you will need Fesaney b om0
to complete further details to receive a verification Country Code
code to a mobile number. Select your Country Code v
from the drop-down menu and enter your rS——
preferred mobile number. N
6. If you click ‘Send Code’ you will receive a text message <
from SMSVGI’I]C)/ with a 6—C|Iglt code. Enter the code in _ <
Call Me
the free box in the new window which has opened,
then click ‘Verify code’
If you select ‘Call Me’, you will receive a call from
+1(855) 330-8653 and an automated voice with an s 3
American accent. Select option (2) on your handset Op_eTﬁ\ENork
and press pound key (which is the # key) — the voice FNFARTNERSHIP
will confirm that your sign-in was successfully verified, S LS
the call ends and you will be redirected to the main s
sign-in page for email and password. B

56238

>
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How to register, create and validate an account

7. When you select ‘Sign-in’ for the first time you may

see a pop-up message asking you to accept or
reject cookies. Please click ‘Accept’ to proceed.

8. You will then successfully be logged in to the Client
Portal where you will be presented with the home

page and you will see all the Advisers with whom
. Openwork uses necessary cookies to run our website and improve its
you have a connection. usability
- l.';r.
We may also place analytical cookies to collect information on how you

use our website.

We need your consent to set these cookies on your device. To learn
more, please read our Cookie Policy.

e | [Ces ]
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How to navigate portal content

1. Once you have logged onto the portal you will see
the following screen. Click on ‘Next’ underneath the
Adviser that you wish to view.

WELCOME TO OPENWORK

2. The first time that you carry out this procedure you
will be asked to verify your identity by entering your
date of birth. You will also need to tick the boxes to
say that you have read the Terms and Conditions and E

(]
Privacy Policy. Once you have done this click ‘Verify’. -~
W

Verification (2]

HELP

Yiou will only be asked to enter your date of birth once to complete the initial verification process.
Enter your Date of Birth *

> ¥ | confirm that | have read, understood, and agree to the Terms and Conditions, *

¥ | esnfirm that | have read, understasd, and agres ta the Privacy Palicy,
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How to navigate portal content

3. You will now be directed to your ‘About Us’ portal
page where you will be able to select further pages
to enable you to perform certain functions such as
approve documents, complete questionnaires,

and amend your personal details etc.

. Clicking ‘Advisers’ will take you back to the first page
where you can choose your Adviser see step 8 above.

Clicking ‘About Us’ will reload the page that you are
currently on.

Clicking ‘My Details’ will open a menu where you can
choose to update your ‘Personal Details’, ‘Address
Details’ and ‘Communication Preferences’.

1m/35
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How to update your
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How to update your details in the Client Portal

1. Use the ‘Personal Details’ page to update any changes ]
to your name, telephone and email address details. Personal Details ©
Once details have been entered you will need to click .
‘UPDATE’ to effect the changes. Your changes will be = ~
updated immediately, and your Adviser will be notified. o o
2. Use the ‘Address’ page to update any changes to = oo
your address. As before, once details have been . = oy
entered you will need to click ‘UPDATE’ to effect =1
the changes. Your changes will be updated
immediately, and your Adviser will be notified.
H
Address g
=3
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How to update your details in the Client Portal

3. Use the ‘Communication Preferences’ page to
update any changes to how you are contacted
and what marketing you are happy to receive.

As before, once details have been entered you
will need to click ‘UPDATE’ to effect the changes.
Your changes will be updated immediately,

and your Adviser will be notified. B

Communication Preferences

Q0

COMMUNICATION PREFERENCES MARKETING PREFERENCES

Comtact Methed Ay
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How to view and
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How to view and upload documents

1. Clicking on ‘Documents’ will open a menu where
you can choose to view documents that you have
uploaded, those which need your approval, all
documents loaded to your portal plus documents
within your ‘Document Library’.

2. ‘My Uploads’ lists out the documents that you
have shared with your Adviser via the portal. This

is also where you can upload any new documents.

To upload a new document, click ‘Add’.
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§ Uploaded By
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My Uploads 9
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How to view and upload documents

3. Enter the name of the document in the
‘Document Title’, select the ‘Document Type’
from the drop-down options, then click ‘Browse’
to select the document from your computer.

4. When diverted to your computer files select the
document that you want to upload and click ‘Open’.
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Upload Documents

Document Tithe «

File Uplaad *

BE3<

Open
T * ThisBC » ptiSZ234 » test documents
Organize = Mew folder

185t documents
™ This PC O Application Form
5 30 Objects B Client Portal Mock Lp
m Deskiop
+ Downloads
& Music
& Pictures
- pifdaid
B Videos
L3 Local Disk ()
e General (&)
we PHE2234 (Voper
w Application (P}
w» Reconciliations

File name: ||

™ Al files

Sow ]| o



How to view and upload documents

5. Make sure that the correct document name is showing
next to ‘Browse’ and if this is correct, click ‘Submit’.

Upload Documents

Document Titke Document Type®

6. The document will now be added to the o
portal and available on the ‘My Uploads’ page. L R

E Advise A I My Details = Documents =

My Uploads 2
HELP
oA
Document Tithe H Uploaded By : Document Type i Created On +
L] Application pll orm & Declaration M
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How to approve documents
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How to approve documents

E Advisers Abour Us My Derails - Documents * My Advice ~

1. On the ‘Approvals Required’ page you will find

any documents that your Adviser needs you to Approval Required e

approve. To approve a document, click on the

tick box to the left of the document. — o oS Bt B ot i R
N @ | ricorictrmar | et | oo = =

2. Choose ‘Yes’ from the drop-down menu under
‘Approved? and click ‘Submit’.

Document Approval

Privacy Notice

PUNSE FeA ANE APPatE This Priaasy Nahee

Download % Firm Brochure. pd
Decument cannor be previened
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How to approve documents

dvisers ‘"bout Us My Dictails = Documents ™

3. The document will then disappear from the list. &

4. The document will now appear in the list of

‘All Documents’, each document can be e e )| seinn R | ersimaee M|
viewed by checking the tick box to the left.

E Advisers  Abourlls  MyDemili=  Documents =

All Documents (2]

HELF

Dacurment Title: o Document Type £ Document Purpase  § Uploaded Dy  § Approved? i Date/Time Approved £
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How to approve documents

5. ‘Document Library’ displays a list of all the
documents which have been shared by your
Adviser on the portal. To view any of the
documents click the tick box adjacent to it.

E Advisers Ahaut L= My letails = [lacuments = My Adhice =

Document Library ﬁ

Openwork Documents

Document e 1 f Uacument Punpase H Document Type = Created Un

> @ Cipemwork Generic Doc Lib Servicing Event SE Supporting Document 101272019 10016 AM
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How to complete the Attitude to Risk questionnaire

1. From the ‘About Us’ portal page select ‘My Advice’ H s Moowls | MyDes = Duxumens = Myhie~
then ‘Attitude to Risk’ About Us o

2. The ‘My Advice’ tab displays advice-related tasks
and documents that require completion including
the ‘Attitude to Risk’ questionnaire for you to
complete. To complete the questionnaire click
on ‘Start Questionnaire’.

CONTACT Us OFFICE Q
e e rreeork Licd r b
13454 508 508 Owermwork Lid i g L Qe

Amitude To Risk
Attitude to Risk b
Mew Questiennalres
Status Motified On
m Mot Sxaned 090020
—
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How to complete the Attitude to Risk questionnaire

m a o . . " .
3. Answer the questions then submit the questionnaire,

you will then receive your initial ‘Attitude to Risk
Results’. Click on ‘Continue Questionnaire’ to be
directed to an additional five questions regarding
your ‘Capacity for Loss’.

2. Answer these five questions and click 1
‘Save and Submit’. @
oF
—
8
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How to complete the Attitude to Risk questionnaire

5. You will be directed to the following ‘Risk B B
Assessment’ page where you should click on ‘Finish’. Risk Assessment 2

HFLP

6. Your ‘Attitude to Risk’ result is available by
clicking on ‘Results’.

Thank you for answering both sets of questions.

our Adviser will be informed of your Attitude o iisk and your answers to the Lapaoty tor Loss guestions.

Thiey will sjaesc to you aboat it in rrore deteil when they discuss your inestment needs with you

E3<

ﬁ Advisers Abourt Us My Dazalls - Documents ~ My Achvice =

Attitude to Risk 2,

HELI"

Completed Questionnaires

Status Completed On

.
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How to complete the Attitude to Risk questionnaire

/. Here is your report.

Attitude to Risk Results

Artiturie to Risk Results

Thanic you for complecng the gu

RiGANaire. YouUr MERONTET SLEDETT an atio

risk of: Balanced
Thire i 2 <1% chance of Beng Mdventurous

is & AL chance of baing Cautious

i likwly e

zerm goais.

Ins gursral. yin
ImsprTnaneT, acce;

BRI 80 inweStors will Lsually BE JDIE 10 Make LD EREIr MINGS 0N IAVESTMENT MATTErs relatively Quickty. But 0 SHll Feel SOME LOACHrN When their investment

deciions fum out badly

Typical Asser Mix
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How to sign into the portal once you've registered
an account

1. Open the Openwork Client Portal sign-in page by
clicking the link or typing it into your browser
www.myadvicehub.com/ then bookmark the
page / save it as a favourite.

2. Enter your email address and the password that
you have already created, then click ‘Sign in’.

3. You will be redirected to the following screen where
you will need to carry out a second-stage verification,
either by requesting a code is sent to your mobile by
clicking ‘Send Code’ or by requesting a call back by
clicking on ‘Call Me’.
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Openwork
NP ARTNERSHIP
Sign in with your existing account
B Id <
F <
EEEI <
Openworko

We have the following number on record for you. We can
send a code via SMS or phone to authenticate you.

X0C-X(-91866

Send Code


http://www.myadvicehub.com

How to sign into the portal once you've registered

an account

4. If you click ‘Send Code’ you will receive a text THE
message from SMSVerify with a 6-digit code. Enter 0penWO I‘k
the code in the free box in the new window which NP ARTNERSHIP
has opened, then click ‘Verify code’. S iy, PR S ad B
If you select ‘Call Me’, you will receive a call from miboiogathacbaon:
+1 (855) 330-8653 and an automated voice with an e e

American accent asking you to press the pound key
(which is the # key). Do this and you will be told your

sign-in was successfully verified, the call ends and you >

will be redirceted to the Welcome page of the portal.

562386 |

Advisers

=
o

WELCOME TO OPENWORK
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What to do if you
forget your password

Other steps

e Introduction

» How to register, create and validate an account

e How to navigate portal content

» How to update your details in the Client Portal

* How to view and upload documents

* How to approve documents

» How to complete the Attitude to Risk questionnaire

» How to sign into the portal once you've registered an account

31/ 35



What to do if you forget your password

1. Select ‘forgotten your password’. O peTﬁ\ENO rk
N

PARTNERSHIP
2. Fill in the email address which you registered

Sign in with your existing account
with at the start and click ‘send verification code’.

|
3. You will receive an email with the code.

Aot it SN SC0Dung’

Verification is necessary. Please click Send button.
Cmail Address

| xxxxxxsxxxd@upenveork.uk.com b4

> Send venfication code
Continug Cancel

Verify your email addres

Thanks for verifying your businessreadiness@openworkul.com account!

Your code is: 797444

Sincerely,
Openwork - Azure B2C - Release
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What to do if you forget your password

4. Enter the verification code that was sent to your
email address and click verify code. If the code has
expired, you will need to click ‘Send new code’.

Verification code has been sent to your inbox. Please copy
it to the input box below.
Email Address

5. Once you have entered the verification key it will S ——— |
ask if you want to change your email address on Vermcation code

the account or continue to proceed to changing 197444 x|
the password.

E mail address verified. You can now continuc.
Cmail Address

businessreadiness{@openwork. uk.com
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What to do if you forget your password

6. You will then be sent a verification code to your
preferred contact number.

Ensure your preferred mobile number is shown

We have the following number on record for you. We can

and click ‘Send Code’, you will then receive a text T S—————— -
message with a 6-digit code, from SMSVerify.
If you select ‘Call me’, you'll receive a call from Phone Number - XXX-XXX-89429

+1(855) 330-8653 (2) You will then have to press

the pound key (which is the #) — You will then i senacoce | caiwe | cancer |

be told your sign-in was successfully verified
and the call will end.

7. It will then ask you to input the new password
and then confirm the new password again,
once you have done so click continue. New Paceword

> e
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What to do if you forget your password

8. Once you've pressed continue you will be redirected OpeTﬁ\ENork
to the sign-in screen where you will use the email ~
address you registered with and the NEW password. Sign in with your existing account

PARTNERSHIP

Email Address

9. You will then be successfully logged in.

Password

> I

Don't have an account?  Sign up now

lNorgot your Password?

Advisers 2]

WELCOME TO OPENWORK

Wie're one of the largest financial advice Networks in the UK. We've been ever.present in the financial advice market for ower 45 years, ghing us the experience to understand what
it takes to help advisers and clients achkeve their goats
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