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How to top up a SIPP

This guide shows how you can top up an existing self-invested personal pension (SIPP) on Aegon 
Retirement Choices (ARC) or One Retirement.

For further support when using ARC or One Retirement, see our full range of Online support guides. 

We also have our Online troubleshooting guide that may help you.

The screens we show are for demonstration purposes only. 

https://www.aegon.co.uk/advisers/arc-or-guides.html
https://www.aegon.co.uk/content/dam/ukpaw/documents/ARC-troubleshooting.pdf
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How to top up a SIPP – find your client

• Sign in and find your client. Our guide Using ARC and One Retirement guide shows you 

how to do this.

• Once you find your client, select Client summary.

https://www.aegon.co.uk/content/dam/ukpaw/documents/ARC-OR-adviser-login.pdf


4

Fund charges

How to top up a SIPP – select the wrapper

You’ll then see the Client 

summary. 

From here, select the SIPP wrapper 

you want to top up.
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From the Wrapper summary 

select Top up under

Transactions. 

Transfer in

How to top up a SIPP – select top up



6

Transfer in

How to top up a SIPP – quote details

Here you can see the Quote 

details. 

If you don’t want to change 

anything you can continue by 

selecting Next.

If you want to change the quote 

details, make the changes and 

select Next.
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Now add Contributions and 

transfers details. 

Here you can add:

• single contributions;

• regular contributions, and/or

• transfers

Select the type of contribution from 

the Type drop down.

Selecting investor as the 

contributor type will add in the tax 

relief where appropriate.

Transfer in

How to top up a SIPP – contributions and transfers



8

Select Single as the Type and 

complete the details.

Select Add.

Transfer in

How to top up a SIPP – single contributions
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Select Regular as the Type and 

complete the details.

Select Add.

Transfer in

How to top up a SIPP – regular contributions
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Select Transfer In as the Type and 

complete the details of the scheme 

your client is leaving.

Select Add.

Transfer in

How to top up a SIPP – transfers
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You’ll see the details you entered at 

the top.

If you’ve more transfers to add, 

select Transfer in under Type

again. Continue doing this until 

you’ve added all the transfers. 

To proceed, select Next.

Transfer in

How to top up a SIPP – transfers
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Transfer in

How to top up a SIPP – preferred retirement age

Complete your client’s Preferred 

retirement age and select Select 

assets to continue.

You can also do this at a later date 

from the Wrapper summary by 

selecting Preferred retirement 

age under Transactions.
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You’ll see the Current asset 

selection. 

Select if you want to:

• Add assets – different investments 

to the default investment strategy;

• Add model Portfolio, or 

• Use default investment strategy.

First we’ll look at the process if you 

choose to allocate in accordance to 

existing default investment strategy.

Transfer in

How to top up a SIPP – asset selection
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Transfer in

How to top up a SIPP – default investment strategy

• You’ll see a list of the existing 

investments.

• You can download the 

portfolio breakdown report 

if required.

• Carry out the instructions at 

Rebalancing and Default 

strategy if applicable.

• Select Next.
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Transfer in

How to top up a SIPP – new investment instruction

Now we’ll look at the steps if you select to 

set up a new investment instruction. 

Choose how you want to invest the 

transfer, you can select:

• Add assets – you select the fund(s) 

for your client, or

• Add model portfolio – invest in an 

existing model portfolio.

First we’ll look at the process if you select 

the option to Add assets.
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You need to add the funds your 

client wants to invest in.

You can search for these by name, 

sedol, ISIN or Citicode.

Transfer in

How to top up a SIPP – add assets
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• Where you search by name, all funds 

matching that name will appear.

• If you search by sedol, ISIN or 

Citicode, only that single fund will 

appear.

• You can view the KIID and fund 

factsheets from the search results.

• Select the + button to add the funds to 

the fund basket (which appears above 

the search) and repeat until you have 

added all the funds you need.

Transfer in

How to top up a SIPP – asset picker
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Once you’ve added all the funds you 

need you must add the percentage to 

invest against each one until the total is 

100%.

You must allocate at least 0.25% to 

cash.

Once you’ve allocated 100% the 

message at the top will change to 

confirm this.

Transfer in

How to top up a SIPP – asset picker
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Transfer in

How to top up a SIPP – add assets

Once the funds total 100% you can 

download the portfolio breakdown 

report if required.

Complete the Rebalancing section. 

You’re now ready to proceed by 

selecting Next.
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Transfer in

How to top up a SIPP – add model portfolio

Now we’ll look at the steps if you 

choose to Add model portfolio.

You’ll see a list of model portfolios 

you can select from. 
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Transfer in

How to top up a SIPP – add model portfolio

When you select the model and you’ll 

see the assets in that model. 
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Transfer in

How to top up a SIPP – add model portfolio

After selecting the model you can 

download the portfolio breakdown report 

if required

Complete the Rebalancing section. 

Select Next.



23

Transfer in

How to top up a SIPP – adviser charges

Enter any initial adviser charges, if 

applicable.

If not leave this blank and select 

Generate quote.
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Transfer in

How to top up a SIPP – download quote

We’ll then show the relevant documents.

Once you submit the application, it can take two 

working days for the documents to show on the 

Documents tab, so you may want to print or 

save the documents at this stage. 

If you added a transfer earlier, the Transfer 

authority must be:

• signed by the client, and 

• dated within six months from when you 

entered the transfer online.

Select Apply.

If you added regular contributions a Direct Debit 

mandate will also show here, which your client 

needs to complete and sign.
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Transfer in

How to top up a SIPP – download quote

0

We can accept this transfer authority by e-mail 

to clientsupport@arc.aegon.co.uk without us 

needing a wet signature from you or your 

client. 

All we ask is that you or your client (depending 

on who’s sending us the form) reads the 

declaration and types their name into the 

relevant signature box – that’s so we can make 

sure we keep transacting safe.

Please don’t email any personal, financial or 

banking information as it’s not a secure 

method of communication. If you have a 

dedicated secure email service with Aegon, for 

example Unipass Mailock, please use this 

service. 

mailto:clientsupport@arc.aegon.co.uk
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Transfer in

How to top up a SIPP – complete application

Confirm all the details you’ve entered are 

correct.

Select Next if you’re happy with all the 

information. 
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Transfer in

How to top up a SIPP – declaration and submit

On the Declaration and Submit page, 

confirm the following sections:

• Verification of identity; 

• Advice given;

• Discretionary Mandate Authorisation, and

• Applicant agreement.

Please read this page carefully, making sure 

you’re happy to proceed, then select 

Submit.

This will complete your application request 

and we’ll await the transfer funds coming 

through.
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Transfer in

How to top up a SIPP – application summary

The Application summary confirms 

you’ve completed your request. 

Remember to print off any documents 

required (Transfer authority and/or 

Direct Debit mandate if applicable) and 

you can select Finish.
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