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Getting started 
 
 

From the client overview, click Start an Activity, then choose Switch Pensions. 

 

 
 

 
 

 
You can then select the pensions you want to switch (provided they’ve been added to the system) 

or start the switch and enter the pensions in later.  
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Navigation 

To successfully complete your pension switching analysis, you must navigate through the steps that 

constitute the hub. 

 

 

 

Attitude to risk (Optional) 
The first step allows you to enter the client’s risk level. Click Add risk level and complete the form to 

enter. 
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Existing Plans 

The second step gives you the ability to set your client’s retirement age and allows you to enter  

your client’s current pension valuations. If your client’s existing pensions were chosen when 

starting the switch, they will automatically appear in the ‘Existing Plans’ step of the hub. Click Add a 

plan to enter in other pensions. 

 

 
 

 

There are two ways to enter illustrations - Add details or click the ellipsis and then add plan using 

charges. 

 
 

Add details can be used when you have the full illustration and can copy over the details.  

Add plan using charges will create an illustration for you.
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  After clicking Add details a new screen will then load where you will be able to enter the provider’s   

corresponding pension illustration. 

The ‘Pension details’ section requires you to enter the date the illustration was obtained, along with 

the illustrations current value and transfer value. 

 

 

 
Note – if the transfer value is lower than the current value, the user will be prompted to select the 

reason for the reduction. 
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Under ‘Continued contributions’, you will be asked ‘Does the illustration contain continued 

contributions?’ If the answer is yes, select Yes, enter contributions. 

 

 

 
 

Then enter the value and frequency of the contribution, along with any annual percentage 

increase. It is important the information you enter the workflow exactly matches that of the provider 

illustration. 
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If the illustration does not contain continued contributions, leave the option set as No, this 

illustration is on a paid-up basis selected and move down to ‘Growth rates’. 

 

 

 
 
You now need to enter the given growth rates of the provider’s illustration. This can be done in two 

ways. The first and most common way is by entering the low, medium, and high aggregated 

growth rates the provider has given to the portfolio your client is invested in. 

 

 

 

Alternatively, the illustration may only contain growth rates based on individual funds. If this is the 

case, select Enter fund level growth rates and click either Add portfolio or Add Growth Rates. 

 

 

You can then enter the low, medium, and high growth rates for each fund. 
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Once you have successfully added and assigned growth rates to each fund, click Save. 

Once you have entered in the growth rates from your illustration, move down to the next section 

labelled ‘Projected maturity values’. 

 

 

 Now enter the low, medium, and high projected growth values from the provider illustration. Once 

 complete, you need to document the adviser charges your client’s pensions are subject to. 

 

Under ‘Adviser Charging’, you will be asked ‘Is the existing pension subject to an ongoing advice 

charge?’ If the answer is no, leave the option No, this pension is not subject to an advice charge 

selected. 

 

 
If the answer is yes, select Yes, this is subject to an advice charge. You are then required to confirm 

if you are the servicing adviser or if you are not providing advice on the pension. 
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You can then enter the charge that is being applied in the advice charge field. This can be added 

in as a percentage or cash figure. 

 

You will then be asked if you ‘Will you apply an ongoing advice charge if the existing pension is 

retained?’. If the answer is no, select No, I will not advise on this pension and move to the next 

section. 

 

 

 
If you will be applying an ongoing advice charge if the existing pension is retained, select Yes, I will 

advise on this pension. To project the maturity values with adviser charging, the system needs to 

know the full charge details of both the existing portfolio and pension. 

 

 

 

To add in the charging structure of the client’s portfolio, click Edit fund charges. Then confirm the 

fund’s ongoing charge and click Save. 
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If the portfolio has not been pre-loaded click Add portfolio. Then enter the name of each fund in 

your client’s portfolio, how much of the portfolio is allocated to the fund and the fund’s ongoing  

charge. Then click Save. 

 

Once the portfolio details have been captured, you now need to add the pension charges by 

clicking Add product charges. 

 

 

 
A new window will load where you will have to give the charge a name, set the charge type (Flat 

rate, Tiered – Cumulative, Tiered – Non-Cumulative or Regular Contribution Charge) and set the 

annual charge either as a set cash amount or as a percentage figure. Finally, a minimum or 

maximum charge can be set. 
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Once all your charge data has been entered, click Save. 

 

If the existing pension is not subject to an advice charge and an advice charge will not be applied 

if the existing pension is retained, the next section of the page asks you if you wish to add in the 

charge of the existing pension and portfolio. 

If the client has multiple existing pensions, to consider consolidating them into this pension, you 

need to add in the charging data of the portfolio and pension. 

If you do not wish to add in the charging data for this pension, leave the button set at No and 

move to the final section of the page. 
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If you do wish to add charging data to pension, click Yes, add charges data (see page 18). 

 

 
 

The final section of the illustration page allows you to capture any benefits that are linked to your 

client’s existing pension. To do so, click Add a benefit. 

 

 
 

 
By clicking into the field labelled Type of benefit, you will be able to select the benefit from the 

displayed dropdown. 
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Once selected, you will then be able to document the details of the benefit by entering text into 

the ‘Benefit details’ section. 

Once the benefit has been added, click Save. 

 

You have now successfully completed adding the illustration to your client’s pension. To return to 

the list of your client’s pensions, click Save. 
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Click the ellipsis and then and click Add plan using charges data. 

 
If the pension plan had been pre-loaded the valuation will show, if the pension plan had been 

added using ‘Add pension’ the valuation will not show. 
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Enter the valuation and transfer penalty (if applicable). The transfer penalty can be added as a % 

or as a value in £’s. 

 

 

If there any Ongoing Contributions these can then be added (see page 9). 

The Growth Rates can be applied, either at portfolio level or individual fund level (see page 10). 

The Advisor charging is applied as appropriate for the plan (see page 11). 

The Charges data needs to be assigned for both the investments and the product. 

 

 
 

If there is a portfolio already loaded, this will have the charges automatically assigned. If the section 

says “Add portfolio” you must add the fund or funds. then the % allocation and the ongoing charge. 
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Then click Save. 

For the Product (or platform charges click Add Product charges. 

 

 
 

 

 
There are four charge types, these can be accessed from the dropdown in the charge type. 
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To add tiered pricing add each tier and its price, then click Add tier. 

 

 

 
Once all charging information has been added click Save. 

The final stage is to click Calculate maturity values. 
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If there are any Benefits these can be added (see page 15). 

Finally click Save. 

 

 

Once all illustrations have been added, to navigate to the third step of the hub, click ‘Assets on 

platforms’ in the left-hand panel. 
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Assets on platforms (optional) 

The third step of the hub allows you to capture any additional assets your client may have on 

platform. It is important to document this information as it may entitle your client to additional 

discounts based on the tiered charging structure of their current platform.  

 

To add an additional asset to the workflow, click Manage assets. 

 

 

Then click Add platform. 

 

 From the ‘Provider’ dropdown you will be able to select your client’s platform and add how much 
they have invested on the platform in either a personal or family capacity. 

 

 

 
Once you have added additional platform assets to the workflow, click Save.
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Products, platforms and 

investments 

The fifth step of the hub allows you to start researching a possible new pension solution for your 

client. To get started, click Research solution. 

 

 

A research session will then load. 

 

 

 
Initially you land on the ‘Investment Solution’ screen where you can research Defaqto Risk Rated 

multi asset funds, DFM managed portfolio services and adviser-built model portfolios that match 

your client’s agreed risk level. 
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By clicking on the Products or Platforms box in the top right-hand corner of the screen, you can 

switch research modes to research personal pensions and platforms. 

 
It is important to note that whatever investment solution/pension/platform combination you decide 

to use, they are all linked together, so you should always have a route to market for your chosen 

solution. 

 

Choosing an investment first will then show which products (and platforms) have the investment 

available in RiY order. 

See separate guides for investment and product research. 

 

The investment research will be complete once the Choose button has been clicked. 
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For the Product research, at least one filter needs to be assigned, or a panel is being used. The 

platform research is optional, as any pensions that are linked to platforms will show, as well as non- 

platform-based pensions. 

 

 

 
Then click on Return to Switching. 
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Now your ‘Product, platform and investment’ research has been completed. 

 

 

 

To navigate to the sixth step of the hub, click Choose solution using charges data in the left-hand 

panel. 
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Choose solution using charges 

data. 

The sixth step of the hub displays the different switch scenarios available to your client. You can 

choose a possible retirement solution for each scenario. 

To do so, click Choose a solution next to one of the listed scenarios. 

The scenarios are for switching all eligible pensions and switching each one individually. 

 

 

 
A reduction in yield calculation will then be run. 

You will now be able to see a comparison of your client’s existing pension(s) against the new 

pension solutions you researched and a generic group stakeholder pension. Here you can click Edit 

assumptions to enter in adviser charging. 
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The results are sorted to show which solution has highest potential maturity value. 

You can expand any new solution to view a more detailed breakdown of the effect of deductions 

and how much the client could potentially earn in the remaining years leading up to retirement by 

clicking Show details. 

Once you know which of the showcased solutions you wish to select for your client, click the 

Choose button. 

 
Once you have click Choose you will return to the Choose Solutions using charges data tab. 

 
You now need to repeat this process until a solution has been selected for each of the other listed 

scenarios. 
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If there are three or more pensions, there will be an additional button which will allow you to make 

personalised scenarios. 

 

 

 
Once a solution has been chosen for each of the potential switch scenarios, to navigate to the 

seventh step of the hub, click Compare scenarios in the left-hand panel. 
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Compare and choose. 

The seventh step of the hub allows you to compare each of the potential switch scenarios 

available to your client. You can then decide if you will be recommending the client stay with their 

existing pensions or whether they should fully or partially switch to a new solution. 

 

 

 

 

For each of the displayed scenarios, you will be able to view the projected maturity value, the basis 

for the comparison, RIY and critical yield figures. You can then decide to switch or remain, as well as 

view the impact of adviser charging.  

Once a scenario has been successfully selected, to navigate to the eighth step of the hub, click 

Research report in the left-hand panel. 
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Adviser charging can be added to your licence by using the ‘Research Manager’ function on your 

licence for all clients. 

The ‘Research Manager’ function is accessible from the Engage homepage and only admin users 

of the system will have access to set this function. 

 

 
By clicking on Research Manager and selecting the Advice Fees tab, you can input your initial and 

ongoing advice charge as either a % or cash figure. 

 

 

 

Once you have finished setting your data, click Save. 
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Research report 

By navigating to the Research report section of the pension switching hub, the system will produce 

a research report on your selected switch scenario. 

 

 

 
The reports can be downloaded. 

Once your Research report has been successfully produced, to navigate to the ninth step of the 

hub, click Suitability report in the left-hand panel. 
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Suitability report 

The ninth step of the pension switching hub will only appear if you have this feature switched on 

your Engage licence. If you do not have this feature switched on, you will navigate straight to the 

final step of the hub where you will be able to execute your research. 

 

 

 
To start creating your suitability letter, click Create report. This will then load the suitability report 

wizard. If you wish to learn about how to use this functionality, please download the ‘Suitability Hub’ 

user guide from the Engage Help page. 

 

To navigate to the final step of the hub, click Execute in the left-hand panel. 
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Execute 

The tenth and final step of the pension switching hub allows you to complete the process by 

allowing you ‘Execute’ your Switch and Suitability (if applicable) report. 

 

 

 
Both reports can be viewed by clicking on the displayed hyperlinks. Once you have had a 

discussion with the client and have agreed your recommended scenarios is how the client wishes 

to proceed, click Finish. 

If you have Suitability reports switched on your Engage licence, you will then be taken out to the 

‘Multi suitability hub’ where you will be asked again to click the Execute button 


