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About this user guide

Our user guide gives you step-by-step instructions  about how to use the Online
Investor Portfolio Service website and make the mos t of it.

Online Investor Portfolio Service

Many of our customers are looking for new ways to m anage their money more
closely. This service has been designed to allow yo  u to view and manage your
investments online, giving you greater control and access to your investment
portfolio.

You'll still continue to enjoy the benefits that yo u currently get from your Investor
Portfolio Service. Plus, by signing up to the Onlin e Investor Portfolio Service, you'll also
enjoy all of the great new online features, includi ng:

Free access to your portfolio, 24 hours a day, seve  n days a week.

Quick and print-friendly valuations across your ent ire portfolio.

Access to online switching for stocks and shares IS~ As, OEICs and unit trusts.
Ability to track your previous transactions.

Online access to historical statements and other co rrespondence from us.
Secure website, offering peace of mind when you're transacting online.

Of course, you can still speak to your adviser at a ny time as well, so you really are in
full control of your investments.

If you need any help, please call us on 0845 272 0089. Lines are open Monday to
Friday 9.00am to 5.30pm. We may record and monitor calls. Call charges will vary.

How do | sign up to the online service?

Registering and using the service is simple and won 't cost you a penny.

Visit www.onlinelPS.co.uk and follow the link marked “Sign up now”. You'll ne edto
have your Investor Portfolio Service client referen  ce number to hand which can be
found on your statement. The reference number will start ‘50'.

You'll then receive an email confirming that we've received your registration request

and, for security reasons, we’'ll send you a letter with your temporary password to your
home address usually within five working days. Then you're ready to start enjoying all
the benefits that the Online Investor Portfolio Ser  vice brings you.

If you need any help, please call us on 0845 272 0089. Please note that we are unable
to give advice on this number. If you want advice o n your investments with the
Investor Portfolio Service, please speak to your fi  nancial adviser. Lines are open
Monday to Friday 9.00am to 5.30pm. We may record an d monitor calls and call
charges will vary.

If don’'t have computer access, then don't worry, yo u don't need to do anything
further.



Homepage

Let’s get started and run through what’s available to you on the homepage
www.onlinelPS.co.uk

From here you can:

Log in/sign up
Existing users can log in and new users can sign up

About this service
Find out more about your Investor Portfolio Service

Buy or top up
Find out how to open a new investment or top up an existing one.

Transfer
Transfer investments you hold outside onto the Inve  stor Portfolio Service.

FAQs
Answers to the most commonly asked questions.

Contact us
Our email, post and phone contact details.



Log in / sign up

When you select the Log in/sign up link at the top of the homepage you'll be taken
to the below screen.

If you've already signed up to the service please | og in in the usual way by
entering your IPSclient reference , Date of birth and Password.

Registration for our online service is open to exis  ting customers who already
have investments placed on the Investor Portfolio S ervice (IPS). To register
select the Sign up now button.

Ensure you have your IPS client reference number to hand (found on your IPS
statement) and complete the following screen.
The reference number will start with ‘50'.



Select the next> button

You are then presented with a message on the Confir mation screen saying
that we've received your registration request.

Once your details have been verified, you will be s ent a confirmation email
and Legal & General will send your log in details t 0 your postal address,
normally within five working days.

When you log in the first time you’ll be prompted t 0 change your temporary
password to a permanent password known by you only.



My Portfolio Valuation

So, you're now logged in. Here’s a quick run throu

- Valuation

- Transaction history
- Trade

- My details

- Correspondence

The name of the tab you are
viewing is displayed here

gh of the headings and links you'll
see. The first screen you will see shows the Valuation of your IPS portfolio.

Your details

My Portfolio Home
Fund information
Contact us
Log off

Your name
Your IPS client reference

Today's date
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Here are a few definitions to help explain the abov e screen:

Term: Definition:

Holding Investment fund

Units / Shares Number of units/shares in your inves tment fund

Price date Price date which was used to calculate y our valuation
Price (p) Price (in pence) of each of your units or shares

All of your IPS investments are shown on this scree n, including a fund breakdown.

From this screen you can view the Transaction histo  ry for each investment.
Select (the looking glass) next to the relevant inv estment.

Alternatively, select the ‘Transaction history’ but ton, which will take you to a
screen showing transaction history for ALL your Inv  estor Portfolio Services
investments.

If you would like to print a copy of this screen fo r your records, please use the
Print friendly link, highlighted in yellow above.



Transaction history

The screen automatically shows the last three month s of activity. To go beyond the
last three months or to search on specific investme nts select Show search options .

Your name
Your IPS client reference
Today's date



The Search options box appears.

Here you can change the transaction history to show the last six months, or you can
set your own start and end date. Once you have made your selection select Show
all> and your entire Transaction history for the period you selected will be displayed.

If you don’t want to view all the Transaction histo ry, but instead want to narrow your
search down you can choose to search on a specific product, fund provider or fund
...and select Search>.

If you would like to print a copy of your transacti on history select the Print friendly link.

Note that distribution information is not currently displayed as part of the transaction
history. For distribution information please refer  to the Correspondence screen and
select the most recent tax voucher. As an example, the screen below shows the
search option being applied for the period 1/11/200 7 to 19/05/2009 and is displaying
all transactions for the client’s whole portfolio.

Your name
Your IPS client reference
Today's date
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Trade — switch from one investment fund to another

Please note that you can switch online your stock a nd shares ISAs, OEICs and unit
trusts.

It's not possible to switch online your jointly hel  d funds, an investment fund to an ISA,
an investment fund within a Portfolio Bond and an i nvestment fund within a Portfolio
Plus Self Invested Personal Pension. If you wantto do one of them either contact your
adviser or write to us.

Online Switch Step 1:
Select the Existing Account you wish to Switch fund s from, followed by the
next> button

Your name
Your IPS client reference
Today's date
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Online Switch Step 2:

Select the product that holds the fund you wish to switch holdings from.

In this example we will select ‘Stocks and shares |

Followed by selecting the  next> button.

‘Your name
Your client reference
Your name

Your NI number

Your Address line 1
Your Address line 2
Your Address line 3

Your Post code
Country

Your Email
Your Phone number

SA'’ from the drop down.

Your name
Your IPS client reference
Today's date

12



Online Switch Step 3:
Select the fund manager and fund you wish to switch investments from:

Select the Fund manager, the Fund and select +add fund .

Next choose one of two options:
1. Specify the number of units or sharesto sell,0 r
2. Select the tick box to sell all__ the units or shares.

Select the last tick box if you want to continue yo ur regular contributions.
In this example we will tick ‘Select all’ and ‘Cont inue regular contributions’.
Select the next> button to continue.

Important information
Before proceeding, please read both Key Features do cuments (highlighted below),

which contain information about our service and the funds available. Our Investor’s
Guide, Fund fact sheets and Risk Meter are availabl e from the Fund information link

within the top menu.
Do not use the browser forward and back buttons to navigate these screens as this

will lose important data.

Your name
Your IPS client reference

Today's date
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Online Switch Step 4:
Select the funds to switch investments  into:

In the dropdown boxes select the ‘Fund manager’ and ‘Fund’ you want to
switch your investment into and select add fund .

If you want to invest in more than one fund, simply select another ‘Fund
manager’ and ‘Fund’ and select +add fund . Each time you select +add fund
your chosen fund appears at the bottom of the scree n — see the yellow box
below.

Access Fund fact sheets and the Risk Meter from the ‘Fund information’ link in
the top menu.

Next, decide what percentage of your investment swi tch you would like
invested in each of the funds you have chosen. If y ou are intending to
change the amounts of your regular contributions, e nter these too.

For income funds tick the box if you want income to be reinvested.

If you decide not to invest in a fund, select the X next to the relevant fund to

remove it from your new funds list.

Your name
Your IPS client reference

Today's date
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Online Switch Step 5:
At this stage you're presented with one of the two screens below:

A) If the investment(s) you have chosen provides an income the screen will be
displayed as below. Please review and complete the details of your bank
account where you would like to receive the income payments.

Then select the next> button.

Your name
Your IPS client reference

Today's date
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B)

If you have chosen a fund with accumulation unit
have the income reinvested, you'll see the screen b
Select the next> button.

s or shares, or have chosen to
elow.

- Your name
- Your IPS client reference
- Today's date

16



Online Switch Step 6:
Review the declaration and confirm the agreement.

After reading the declaration, select the tick box

Then, select the next> button.

nextto | agree .

Your name
Your IPS client reference

Today's date
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Online Switch Step 7:
Check the summary for your switch application.

If any of the details are incorrect return to the a ppropriate previous step using
the tabs numbered 1-5 across the top of the page.

If the details are correct select ~ Submit at the bottom of the page to proceed.

Your name
Your IPS client reference
Today's date

Your name Your client reference

Your address line 1
Your address line 2
Your address line 3

Yes/No

Your NI Number

Your date of birth

Your telephone number

Online Switch Step 8:
The next screen confirms the switch request has bee  n accepted.

You are given a deal reference number.

In a few minutes you will receive an email confirmi ng that your switch request has
been accepted.
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My details

You can update your password, email and security in formation online. For address
changes, please call us or notify us in writing. Pl  ease see the ‘Contact’ link for our
telephone number and address details.

If you wish to update your password, email address or security questions and answers
select Edit> at the bottom of the My details screen.

Your name
Your IPS client reference

Today's date

Your date of birth
Your NI number
Your address line 1
Your address line 2
Your address line 3

Your postcode
Your phone number
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You are taken to a screen below where you can enter

If you're changing your password remember that a ne
least 8 characters and can include any upper and lo
spaces and special characters.

You must not use any part of your name or the word
passwords are case-sensitive.

To confirm your new password, you have to enter it

If you're changing your email address you have to e
twice as well.

When you have entered your new details please selec

The Confirmation screen appears, confirming your de

We will also send you an email confirming the updat

your new details.

w password must contain at
wer case letters, numbers,

“password” and remember that
twice.

nter your new email address

Your name
Your IPS client reference
Today's date

t Submit.

tails have been updated.

e.
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Forgotten password

If you can’t remember your password click on the Forgotten your password? link on

the Log in / sign up screen

On the next screen you have to input your Client reference (a number that

you can find on your IPS statement and starts with

Then, select the next> button.

‘60’) and Date of birth .

A moment later you'll receive an email from us. Ope n it and click on the

underlined link in this email. For security reason
hours.

s this link is active only for two
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You are taken to the screen below where you have to
reference, Date of birth and Postcode.

Select the next> button.

input your Client
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On the next screen input the correct answers to you
guestions.

Select the next> button.

On the next screen type your new password twice and
submit> button.

Remember that a new password must contain at least
can include any upper and lower case letters, numbe
characters.

You must not use any part of your name or the word
remember that passwords are case-sensitive.

r chosen security

- Your name
- Your IPS client reference

- Today's date

select the

eight characters and
rs, spaces and special

“password” and
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Now you'll see the confirmation screen.

Click on the continue to your portfolio homepage
Valuation.

- Your name
- Your IPS client reference
- Today's date

- Your name
- Your IPS client reference
- Today's date

link and you'll access your
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Correspondence

Here you can access online copies of your IPS corre
Select the date range you want to view:

Last week

Last fortnight

Last month, or
Set your own start and end date

Select specific documents using the drop down. Alt
types to view all documents.

(In the below example the start and end date has be

Next select Search>

spondence in PDF format.

ernatively, select All document

en defined)

Your name
Your IPS client reference
Today's date
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All IPS correspondence items issued between the sta  rt and end dates are displayed in
a list at the bottom of the screen.

To view any of these items select the document by | eft clicking the document name.

To view the correspondence items you will need Adob e Acrobat Reader installed on

your PC or laptop. If you need to install it please scroll down to the bottom of the
page and left click on the logo.

Your name
Your IPS client reference
Today's date
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Transfer

The Online Investor Portfolio Service provides inve  stors with the opportunity to
organise their portfolio by transferring to Legal & General many of the stocks and

shares ISA, unit trust and OEIC investments that th ey hold with other fund providers.

This service is also knows as re-registration.
You are able to view all your transferred investmen ts on the Online IPS website.

From the homepage select either of the Transfer links as shown below.
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The ‘Transfer’ screen appears.

Here you can find out more on transferring and down load an Administration Transfer
Form.

Fill in the form with the details of your funds tha  t you hold with other providers and
send it to us. We will then be able to check if you r funds can be transferred.

If all or some of your funds are eligible for trans  ferring we will send you a transfer form.
When you decide to go ahead, sign the form, send it back to us and we will
complete the transfer.

We've also included a link to our ‘FAQ section on t ransferring your investments’.
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Buy or top-up

Find out how to open a new ISA, unit trust and OEIC investment, or top up an

existing one.

From the homepage, select either of the
screen below.

Buy or top up links, as shown in the
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The ‘Buy or top up’ screen appears.
Here you can find out how to open a new ISA, unit t rust and OEIC investment.

Before you make any decisions on a new investment y ou should read and
understand the Investor's Guide, Fund factsheets, R isk Meter, General Key Features
and the Key Features Supplement. When you have made your decision, download
and complete the ‘application form’ (highlighted be low), attach a cheque made
payable to Legal & General and send to us by post.

We have highlighted all these documents in the belo w screen.
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Legal & General (Portfolio Management Services) Limi
Registered in England number: 2457525

Registered office: One Coleman Street, London, EC2R
www.legalandgeneral.com

Authorised and regulated by the Financial Services
07/09 Approval number: H103576  Expiry date: 25/

ted
5AA

Authority
06/2010
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