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How to switch assets

Please note:trades cannot be amended/deleted once
placed

One
Openthe appropriate Client Details Card and thenthe relevant Account Details Card.
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Two
Go to Swich

T.I!F-.EI Switch

Three
For the initial sale(s):

e Choose your Allocation Method (whichwill be Pro rata unless your clientis linked to a
Model Portfolio).

e Choose your Withdrawal Method (which is whetheryou want to sell an amount of units,
sell as a percentage of the chosen fund(s) or sell enough units to raise a particular
amount of cash).

e Enterthe amountyou wish to raise either withinthe fundentry (which will sell onlythat
fund) orinthe Amountboxatthe top of the page (which will sell assets throughout the
accountbased on your choice of Pro rata or Model Portfolio split).

**|f you wish to exclude an assetfrom the sale, tick the Exclude boxon the right-handside. You

donotneedto do thisif you are choosing individualassets to sell.* *
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Four

Onthe same screen, use the searchbox in the bottom left-hand corner to find your chosen
asset (it’s easiestif you paste an ISIN code into the box).

Search for an asset

Asset search Name/ISIN/SEDOL =) only listed securities




Five
Enter the Percentage of the proceeds you wish to spend on this fund and repeat steps Four and
Five if you wish to switch to multiple assets.

Asset search berdeen Diversified Incor |/ only fsted securities

Asset Price Percentage Delete
Aberdzen Diversified Income Fund 1 Acc £138 1 B3

Total 0.00
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Six
Use the dropdown box in the bottomright hand cornerto select who hasinstructedthis trade (ie
the person atwho’s discretionitis being made, which will be the clientunless youhave

Discretionary permissions).

Seven
Click Continue and on the following screenyou will be able to confirm yourtrade.




