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Applying for a Pension Annuity
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Getting Started

The home screen shows the products 
you can submit business for.
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Getting Started

You’ll see a menu of options, 
including ‘Select quote and apply’ 
under Pension Annuity. You can 
use a quote you’ve sourced from 
an external aggregator—such as 
IRESS or AMS—to proceed with 
your application.

We support all major aggregators.
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Applying for an Annuity

Simply enter the quote reference number 
for the annuity you want to apply with, 
then provide the client’s date of birth 
when prompted.

Type reference number in here

CONFIRM
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Applying for an Annuity

You’ll then arrive at this screen, 
which shows the selected quote. 

Scroll down to view the customer 
details used to generate it.

If everything looks correct, 
click ‘Proceed to Application’.
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Applying for an Annuity

You’ll be taken to the application 
screen, which is the first page of the 
online application form. All the quote 
and medical information entered 
earlier is automatically pulled through 
for you to review and confirm.

On the left-hand side, you’ll see 
a range of navigation options, 
along with a progress bar across the 
top and side. You can select any of 
these options at any point as you 
move through the application.
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Applying for an Annuity

If a required field isn’t completed, an amber warning box will appear at the top of the screen, 
and the field that needs attention will be outlined.
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Applying for an Annuity

This is an example of the Portal’s progress bar which shows you how far 
you’ve progressed through the application.

Most screens will already be populated with the information you 
provided earlier—such as medical details and the pension fund—
but some additional information will still be required.

Any sections you leave incomplete will need to be finished by the client 
when they review the application.
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Enter the pension fund details

On the Pension Fund screen, you’ll need to confirm if 
the fund value represents the full fund value, and the 
type of pension.
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Enter the pension fund details

When you’re asked whether the pension fund 
is subject to any existing or proposed orders, 
you’ll have the option to upload supporting 
documents before submitting the application.

If you don’t have the documents at that stage, 
you can send them later, but this may delay 
completion or the request for funds.
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Enter the pension fund details

On the LSA/LSDB screen, if you answer 
‘Yes’ to any of the questions, a box will 
appear allowing you to download the 
form that needs to be completed.
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Enter the pension fund details

When reaching the payment screen to enter the client’s 
bank details, it will confirm whether the account details are 
seemingly correct or not. But, it won’t yet confirm they are 
the client’s correct details so please bear this in mind when 
completing this screen or if your client completes it. 

Any information completed won’t prevent you in continuing 
the application process.
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Enter the pension fund details

When you reach the ‘Marketing consent’ screen, 
you won’t be able to make any changes.

This section can only be completed by your 
client, so the screen will appear locked.



14

You’ve now reached the stage where the 
application is ready to be sent to the client for 
review. They can either amend and return it or 
review and sign.

You’ll see the screen, which includes a new 
progress bar.

This screen confirms the client’s email address 
and shows what information of yours they will 
see when they receive the review link.
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Sending the application to your client

Once you click ‘Send application to customer’, you’ll receive a notification confirming the action has been completed.
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Sending the application to your client

Once the client has reviewed the information, 
you’ll receive an email explaining what they’ve 
done and outlining the next steps.

Clicking the ‘View Reviewed Application’ button 
will take you back into the portal, where you can 
see what actions you need to take next.
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Sending the application to your client

Because your client has amended something, 
the progress bar will now display amber, 
highlighting what you need to review next.

In this example, the client has updated 
information relating to the pension fund. 
You’ll see the affected section marked with 
an asterisk.
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Sending the application to your client

When you click ‘Review changes 
and re-quote’, a new quote will 
be generated for you.

As mentioned earlier, you can 
also retrieve a quote from your 
chosen aggregator if you need 
to re‑source quotes due to the 
client’s changes.

If you choose to proceed with 
the re‑quote option, you’ll be 
taken to this screen.
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Sending the application to your client

Once you click the re‑quote button, you’ll be 
prompted to return to the application.

You’ll then go back to the ‘Send the 
application to your customer’ screen to 
repeat the previous step.

If your client makes any changes that affect 
their income, they won’t be able to sign the 
application. In this case, you’ll need to ask 
them to re‑review the updated information 
and sign once they’re happy to proceed.
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Sending the application to your client

Now that the client has completed their review, 
you’ll receive an email confirming this.

You’ll then receive a second email once they’ve 
signed the application and returned it to you.
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Sending the application to your client

Once again, clicking the ‘View 
signed application’ button will 
take you back into the portal to 
continue the process.

You’ll see that the progress bar is 
now green.

Click ‘Next’ to move to the 
submission screen.
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Submitting your application

At this stage, you can also upload 
any additional documents you 
need to include, such as medical 
letters or warranty forms.
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Submitting your application

When you click ‘Go to submit 
application’, you’ll be taken to 
the submission screen.

Simply tick the boxes to confirm 
the application is complete 
and that you accept the terms 
and conditions. 

Then select ‘Submit application’ 
to finish the journey.
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Submitting your application

This screen confirms that the application has been submitted.

You’ll receive the same confirmation by email.



25

Submitting your application

On your home screen, you’ll also be able to see the current status of the application.
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Tracking your application

On this screen, you can also select the ‘Track application’ button. This feature will be fully 
functional soon and will allow you to monitor the progress of the case.
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Tracking your application

The tabs on your home screen show 
the activity you’ve completed on the 
Just portal.

You can immediately see the status of 
any activity.



Help and Support 
If you help or any further issues, please email us at  
support@wearejust.co.uk 
or call us on  
0345 302 2287

http://support@wearejust.co.uk

