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Outcomes 

At the end of this session, you will be able to: 
 

• Understand Additional Investment Applications within the A360 platform.  

• Navigate the Quote and Application Tracking screen to monitor case progress effectively. 
 
Products impacted: 
 

• Retirement Annuities (Lump sum and Recurring) 

• Discovery Retirement Optimiser (DRO) Retirement Annuities 

• Tax Free investments 
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Introduction 

The A360 Additional Investment guide outlines the enhanced functionality of the Additional Investment Applications.  
 
This update improves adviser efficiency by streamlining access to case tracking and documentation through the Quote 
and Application Tracking screen.  
 
Advisers are now able to seamlessly navigate to relevant pages based on the status of a case, ensuring quicker access 
to required documents and improved client servicing. 
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Quote on A360 

• Access the Discovery website. 

 

• Click on the “Log in” button. 

 

• Insert your login details and click on the “Log in” button. 
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There are 3 different entry points from which additional investments can be initiated: 

 

 

• Option 1 entry point: Click on the menu bar, from the drop-down box next to “Your clients” select 

“Investments”. 

 

 

• You can search for the client by using name or reference number in the “Search bar”. 
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• Option 2 entry point: On the Client 360 page, the clients “Product portfolio,” will reflect all the client’s 

“Active policies”. 
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When viewing the policy, there will be 2 options:  

 

• Click on” Invest additional money” option, if the policy allows Additional Investments. 

 

 

 

 

 

 

 

 

 

 

• The” Invest additional money” option will be greyed out if the policy does not allow Additional Investments. 
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• Option 3 entry point: Select “Service clients,” from drop down menu select “Invest servicing”.   

 

 

• To search and display all clients use the “Client Quick Search,” bar.  

Note: This will take you to the same place as” Your Clients- Investments”. 
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• Once client search is completed, click on the “side arrow,” to display client’s policies.  

 

 

• Select the policy i.e.: “Retirement Annuity,” by using the “drop-down arrow.” 

• Select the “SERVICING ACTIONS,” tab.  
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• Click on the “INVEST ADDITIONAL MONEY” tab. 

• The Invest Additional Money tab will be disabled if the product doesn’t allow additional investments. 

 

• For Retirement Annuities and DRO Retirement Annuities: Select the “ILLUSTRATION,” tab. 

• The Illustration tab is not mandatory to complete but is required to produce an Illustration document. 
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• For a Tax Free Investment the “ILLUSTRATION,” tab will reflect the Contoribution for the current tax year and 

the Lifetime contorbustions 

 

• There will be an error message if the amount exceeds the maximun contributions (max R36000) 
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• Capture the Additional investment amount in the “Amount” field. 

 

 

• “Effective date” will default to current date. 

• “Select a Portfolio option,” either Allocation to stay the same or New allocation. 

• During the Phase-In period, the portfolios will display partial allocations and pending investments until 

the process is completed. Always check the Transaction Timeline or Pending Instructions tab for accurate 

status updates. 

• The fund selection must not exceed the allowed limits of the different asset classes. 

• Check each of the categories, “TOTAL FUNDS,” “ADDITIONAL INVESTMENT FUNDS,” AND “EXISTING 

FUNDS,” for compliance 

• Review Initial Adviser Fee (defaults to 3%) and Ongoing Adviser Fee (defaults to 0%).  

Note: There is a validation for the fees, to ensure that it doesn’t exceed the maximum allowed 
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• Select “DOWNLOAD ILLUSTRATION.” 
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• The quote/Illustration will be downloaded for review. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• The “Additional Investment details,” will reflect for review. 
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Application on A360 

 
 

• Click on the “Application” tab and review the Investor card; update any missing or incorrect personal and 

contact details. 
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• Use” Request a Contact Details Change”’ for updates and changes needed for the client’s information. 

• NOTE: The client’s contact details will be displayed. Please ensure these details are correct, as any incorrect 

information may cause delays in the process. 

• Complete the “Occupation” and “Income Tax” details. 

 
 

• Click on the “Relationships” card,  

• Take note, if a change is required to the Responsible person details, an” Identification and verification form – 

Responsible person and minors” form must be submitted to invest_servicing_support@discovery.co.za’ 

• Click on “SAVE & CONTINUE.” 
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• Click on the “Investment details” card, complete the details. 

• Capture the Contribution details if an illustration wasn’t completed. 

• Complete the payer details 

• For Debit orders, please capture the Contribution bank account details 

• Click on “SAVE & CONTINUE.” 

 
• Click on the “Portfolio” card, complete the details. 

• The last available Risk rating will be displayed to the user 

• To capture a new Risk Profile, click on ‘” CAPTURE RISK PROFILE” 

• To view the latest Risk Profile on record, click on” VIEW RISK PROFILE’ 

• Review or update the Portfolio option, same as per the Illustration. 
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• Click on the “Adviser” card. 

• Review or capture the fees. 

• Click on “SAVE & CONTINUE.” 

 

 
• Click “DOWNLOAD REPORT,” to view the application.  
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• The “Additional Investment Application Form,” will be downloaded for review.  
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The different cards will be displayed together with the current status of each of the cards. 

• Review the “Compliance” card. 

• If the Financial adviser is a Tied Agent, a list of the mandatory compliance documents will be displayed with 

the “Status” as “Outstanding.” 

• You can “Upload” document on the options under the “Actions” column.  

• Upload of Record of Advice and Replacement comparison if applicable. 

 

 

 
 

• Review the “Requirements” card details for any supporting documents required. 

 
 



 

 

 

 

 

 

22 

 

 
DI_Additional Investments A360_Guide 

 K.S 

 

 

 

This document must only be used for internal business support and training.                                                  

 

 
• The “Compliance” and “Requirements” cards are now completed.  

• Ensure to read and accept the Disclaimers 

• Click on the “Acceptance” card.  

This will initiate the client approval journey.  
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The Manual journey 

 The Manual journey option.  

 
 

• If the manual option is selected, the form can be downloaded and sent to the client to sign, once signed it can 
be uploaded to process the transaction. 

• Select the “MANUAL” card option.  
 

• The PDF will be downloaded and can be sent to the client to be signed manually.  
 

 
 

• Click on the “CONTINUE” button. 
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• Click on the menu bar, from the drop-down box next to “Service your clients” select “Invest servicing.” 

 

 
 

 
 

• Once the signed form has been returned by the client, you can access the tranaction again.   

• Insert the policy number and click on the search icon. 

• Click on  “TRANSACT” under the “Actions” Column. 

• A drop-down list will be presented, select the relevant option.  
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• You can now “Upload” the document by selecting the radio box. 

• Click on “CONTINUE” 
 

 
 

• Click on “BROWSE FILES” to upload the document from your computer.  
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• Select the document and click on “OPEN” button.  
 

 
 

• Confirm if the document is signed by the investor/client. 

•  Select the “YES” option and click on the “UPLOAD” button.  
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• Select the burger menu under the “Actions” column.  
 

 
 

• You will be able to view or remove the uploaded documents.  

• Select the “View” option.  

• A PDF will be downloaded to view.  
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• Click on “SUBMIT” button.  
 

 
 

• Review the contact details of the client to ensure that they are up to date.  

• Click on the “CONTINUE” button 
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• You will be able to add any additional comments in the comments box. 

• Select the “Disclaimer” boxes and click on the “SUBMIT” button. 
 
 
 

 
 

• The “Successfully submitted” screen will be displayed; you can take down the reference number for tracking 

purposes. 

• Click on the “CLOSE” button. 

• If additional documents are needed, the client will be contacted. This request will be sent directly to the Head 

office team for processing. 
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Client approval journey via the Web 

Below is the journey that will be followed by the client for approving this transaction via the Discovery Web. 

 

 

• Access the Discovery Web. 

• Click on the “LOG IN” tab at the top of the screen. 

 

• Client to insert their Log in credentials and click on “Log in.” 
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• Click on “INVESTMENTS.” 

 

• Go to “Portfolio summary.” 
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• Click on “Action items.” 
 

 
 

• Click on the arrow under the “View” column to view the transaction that was submitted. 
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• Client to enter the OTP that would have been sent either via email or SMS. 

• Click on the “Continue” button. 
 

 
 

A summary of the servicing transaction will be displayed. 
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• Under “Documents awaiting your acceptance” the client will be able to view the documents that have been 
submitted by the financial adviser. 

• Click on the arrow next to “View Documents.” 
 

 
• Once the client has reviewed the documents and are satisfied with the request submitted, both the tick 

boxes under “Client Approval” should be selected. 

• Click on “SUBMIT APPROVAL.” 
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• The “Successfully submitted” screen will be presented together with a reference number. 

• This number can be saved and used for future reference. 

• Click on the “CLOSE” button. 
  



 

 

 

 

 

 

36 

 

 
DI_Additional Investments A360_Guide 

 K.S 

 

 

 

This document must only be used for internal business support and training.                                                  

 

Client approval journey via the Mobile 

Below is the journey that will be followed by the client for approving this transaction via their Mobile. 

 

Once the client has logged into the Discovery App on their phones and go to Investments the following screen would 

be presented: 

 

 
 

• Go to “Action items.” 
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• A pop-up box will be displayed, advising the client that they will receive a “One-Time PIN.” 

• They will need to select if this should be sent via SMS or Email, by making a tick in the relevant radio button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• The detail of the transaction “Awaiting approval” will be presented. 
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• The client can view the detail of the transaction by selecting the “arrow” next to the transaction. 

 

 
 

• If the client is satisfied with the transaction, they should select the tick boxes under “Submit approval.” 

• And click on “Approve.” 

 

Note:  The client also can “Decline” the transaction. 
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• A confirmation box will be displayed, confirming the request has been successfully submitted.  
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Quotes and Tracking 

 
 

• The application can be tracked on the “Quotes and applications tracking,” drop down menu.  
 

 
  

• Select the “Investments,” tab to show only Invest applications.  
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• The “Documents”, can be viewed 
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Conclusion 

This session covered the A360 process for Additional Investments for Retirement Annuities, Discovery Retirement 
Optimiser (DRO) Retirement Annuities and Tax-Free investments for quotes and applications for new business.  

 
 
 
 


