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Setting up a new account 

1   From the Adviser Dashboard, select the New 
Application form tile to set up a new account. 1
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Setting up a new account (cont.) 

2  From the New Application side panel, select the 
requirements for:

• Type of client: For existing clients, enter their name 
or their existing account number.

• Adviser Account: Select the adviser to be attached 
to the account.

• Product: Select product and account type.

For investment accounts only:

Select investment account type:

If Trust is selected, select the trust type:

2

2
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3   To review the Terms and Conditions select the link 
and details will display. Select the checkbox to agree 
with the Terms and Conditions and continue the new 
application process.

4   Click the Get Started button to continue the new 
account process.

Setting up a new account (cont.)

4
3

HINT: At the top of the page, the holding account 
number will be available and will be confirmed as 
the client account when the adviser submits the 
request online.

If other options of the New Business application are 
selected on the left side panel, you will be prompted 
to Save the record or leave without saving.
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5   On the left panel of the page, each section of the new 
account is displayed:

• Applicant/Investor Details

• Standing Instructions
• Deposits and transfers

• Beneficiaries (as applicable)
• Margin Lending (as applicable)
• Withdrawals (as applicable)
• Standing Instructions
• Automatic Reweights
• Advice Fees

As you proceed from section to section of the new 
application, click on Save Applicant Details to 
save updates.

Applications will remain as a draft within Online forms 
for 90 days. If the draft exceeds the 90 days, you will 
need to start the new application process again.

6   On the bottom section of the left panel page is the 
Sign and Submit Application section. DocuSign is 
available or you can download a PDF version of the 
application, upload signed documents and Submit. 

Setting up a new account (cont.) 5

6
6
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TIP: If you click on Upload all signed 
documentation at any time, any incomplete 
information will be marked in orange as 
incomplete.
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Setting up a new account – Applicant Details

7   The next step in setting up the account is to fill in the 
Applicant Details - name, date of birth, gender and 
Tax File Number. The minimum requirement to save the 
application is the applicant’s name only. If insufficient 
information is entered to save the new account, a 
prompt box will appear to amend details.

Click Save Applicant details.

7
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Setting up a new account – Deposits and Transfers

8   In this section, multiple deposits or transfers can be 
made as an initial deposit for the account.

Here, contribution eligibility will be confirmed and a 
declaration on whether a Notice of Intent to claim 
can be completed.

HINT: Making a downsizer, small business CGT, spouse 
or personal contribution, you will need to download a 
direct form to attach with the application. This includes 
any relevant ATO forms. These forms can be found on 
our website > Resources > PDS Documents and Forms.

8
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Setting up a new account – Deposits and Transfers (cont.)

9   This section facilitates an Internal transfer from 
an existing account to a new account.

Select Yes if this is a transfer from the existing client 
selected in the New Application page.

Partial transfer:

If the existing account selected is to remain open, 
select Yes for a Partial transfer. Enter amount to be 
claimed for any personal contributions on the existing 
account (if applicable). A Minimum amount required 
to be left in the existing account will display.

Select transfer preference of Pro-rata or Specify 
investments. In the Amount to be left in existing 
account section, select either Custom amount 
or Account minimum. If Specify investments is 
selected, enter Amount to be left for each holding 
in the table.

Pending transactions may impact Amount to be left 
and Amount to be transferred. Any At Limit pending 
trades and scheduled buys for Maturing investments, 
will need to be cancelled.

Entire balance transfer: 
If the existing account is to be closed, select No for 
an Entire balance transfer. If an asset is not available 
on the destination account, the asset amount will be 
reflected in the Cash Account. 

If applicable, further deposits can be added by clicking 
on the Add another deposit/transfer. Please note, 
the existing account details will only appear for the 
existing account selected.

Once the Deposit/transfer and Notice of Intent to 
claim sections are complete, click Save Deposits 
and transfers.

9

TIP: For Separately 
Managed Account (SMA) 
Model Portfolios, Managed 
Discretionary Accounts 
and Maturing Investments, 
partial transfers are 
not available - only the 
entire holding of these 
investment options can 
be transferred to a new 
account,otherwise the 
entire holding must be left 
in the existing account.
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Setting up a new account - Beneficiaries (Super and Pension Accounts Only)

10   The following Beneficiary nominations can be set up 
on the account on this page:

1.  Binding Non-lapsing

2.  Binding Lapsing

3.  Non-Binding

4.  Reversionary (For Pension Accounts Only)

To nominate a beneficiary, select Yes and from 
the drop-down list select the type of nomination 
to be made.

11   The beneficiary nomination details can be allocated 
in the next section. Multiple beneficiaries can be 
allocated by selecting Add another nomination. 

10

10
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Setting up a new account – Withdrawals (Investment Accounts Only)
For new investment accounts, a Withdrawals tab is available 
to either nominate a bank account or set up a regular 
withdrawal plan.

12   The Nominated Financial Institution details section 
allows a set up of a nominated bank account for future 
withdrawals.

Multiple Regular Withdrawal plans can be set up on 
the account. The frequency, commencement date 
and amount can be set up on this page.
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Setting up a new account – Standing Instructions
The Standing instructions page is for entering details for 
deposit instructions, income preferences and customising 
cash account preferences.

13    In the first section of this page, the Deposit 
Instructions can be set by selecting managed 
investments for allocation from the drop-down list. 
Investments can be searched by their APIR code or 
investment name.

NB: Details of section 13 and 14 are on the next page.

13

14

15
TIP: Maturing, restricted/illiquid, Listed investments 
and SMA Model Portfolios cannot form part of your 
Standing instructions. Buys for these investment 
options can be requested after the account has 
been created, where applicable.
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Setting up a new account – Standing Instructions (cont.)

14   To set up Income Distribution instructions, one of the 
below options can be set from the drop-down list of 
the Income preferences section:

1.  Reinvest

2.  Retain in Cash Account

3.  Income instruction – percentage

4.  Nominated Bank Account (IDPS Only)

This will allow income distributions automatically 
paid from your cash account to your nominated bank 
account either quarterly or half yearly on the 25th day 
of the month (or next business day) following the end 
of the relevant calendar quarter.

15   Cash Account Preferences can be set by setting the 
minimum dollar/percentage amount to be retained in 
the cash account. The cash account will be topped by 
selecting the preference method from the drop-down 
list – Pro rata, Redemption Instruction percentage or 
Pecking order. 

HINT: The Nominated Bank Account option is the same 
as Automatic Income Distribution Facility.

14

15



EXPAND |  Expand Functionality – Setting up a new account  

13

Setting up a new account – Automatic Reweights

16   To set an Automatic Reweight on an account, select 
Yes and the frequency (Quarterly, Half-yearly or 
Yearly) from the drop-down list. Enter and confirm the 
commencement month. The reweight percentages 
can then be set for the reweight.

    Click on Save Automatic Reweight.

HINT: Auto reweight will run on the 20th of your chosen 
month based on the frequency selected. 

TIP: If the Automatic Reweight includes a SMA Model  
Portfolio, the Automatic Reweight will only be performed 
if the SMA Model Portfolio has met the initial minimum 
investment amount applicable. 

16

16
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17   For Investment accounts, if the investment amount 
will be funded by a Margin Lender, this can be set here. 
When selected yes, enter the Margin Lender details 
and the Loan account number. 

Setting up a new account – Margin Lending (Investment Accounts Only)

17
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Setting up a new account – Advice Fees
The Advice Fees page allows for a one-off adviser fee to 
be applied and for the Advice ongoing or fixed term fee 
established.

18   To apply a one-off adviser fee, select Yes and add the 
amount to apply. The services provided for the one-off 
adviser fee will need to be selected. 

19   To confirm Advice fee, a selection of: ongoing fees, 
fixed term arrangement fees and no additional fees 
can be made.

20   Once all advice fees details have been entered, click 
on Save Advice fees. 

18

19

20

HINT: Asset based (%) fees cannot be used with 
a margin loan.

TIP: If you are establishing an Advice Fee for a 
Wholesale Client, you should complete the form at 
https://myexpand.com.au/_doc/expand_wholesale-
advice-fees

https://myexpand.com.au/_doc/expand_wholesale-advice-fees
https://myexpand.com.au/_doc/expand_wholesale-advice-fees
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Setting up a new account – Sign and Submit Instructions

21   Once each section shows a green tick, the application 
can be submitted by using the DocuSign process. 
Partially completed applications can be submitted 
via PDF.

22   To submit the application via Docusign (the client’s 
email address and mobile is required), select the 
Send via DocuSign button which will be enabled 
when all sections are completed.

23   Any supporting documents can be uploaded by 
selecting Upload any supporting documents.

21

23

22

21

22
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Setting up a new account – Sign and Submit Instructions (cont.)

24    Another option to submit an application is via PDF.  
The application can be downloaded and signed by 
the client.

25    The signed application can be uploaded and 
submitted for processing.

24

25

24
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Contact us
Postal address
Expand  
GPO Box 264  
Melbourne VIC 3001

Telephone 
1800 517 124

Email 
clientfirst@myexpand.com.au 
advisoryrelationships@insigniafinancial.com.au

Website 
myexpand.com.au

Service Operator 
Navigator Australia Limited 
ABN 45 006 302 987 
AFSL 236466

Registered address 
Level 1, 800 Bourke Street 
Docklands VIC 3008

FOR ADVISER USE ONLY
This document is for financial adviser use only and it is not to be distributed to clients. This document has been prepared and issued on behalf of IOOF Investment Management Limited, ABN 53 006 695 021, AFSL 230524 (IIML) 
and Navigator Australia Limited (NAL), ABN 45 006 302 987, AFSL 236466. IIML is the Trustee of the IOOF Portfolio Service Superannuation Fund, ABN 70 815 369 818. NAL is the Service Operator of each Investor Directed Portfolio 
Service. IIML and NAL are part of the Insignia Financial Group of Companies (comprising Insignia Financial Ltd 49 100 103 722 and its subsidiaries). The information in this document has been given in good faith and has been 
prepared based on information believed to be accurate and reliable at the time of publication. PL
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