
 

ONLINE CNA ADVISER GUIDE 

IMPORTANT STUFF 

• Make sure you use the access form this ensures that your submission is 

saved after each page in the event of a computer crash or some other 

disaster. 

• Use SmartSearch, if the client passes you don’t need to get any identity 

documents, if it fails or refers you still need to get the identity 

documents which you can upload directly to the form, if you need help 

with this contact Mark on 01638 722997. 

• Your notes for recommended and chosen policies go into the client 

welcome letter so make sure you would be happy with the advice if you 

were the customer. 

•  Fill out the policies recommended, and policies chosen tables to the 

best of your ability as this also goes in the letter. 

 

 



 

 

 

 

 

 

 



 

 

 

 

 



 

FAQ’S 
What if the Smart Search fails? 

You will need to obtain documentary/photographic evidence to prove address and ID and send it to 

Head Office via post, email or upload to the form to put on file. 

What if the customer wishes to put his life policy in trust? 

You need to channel this via the provider by either filling in the available trust form (usually available 

on their website) to the best of your ability or refer the enquiry directly to the provider to manage. 

As I key information into the online form, how can I save it? 

The Client Needs Analysis (CNA) saves each page automatically as you progress through the form. 



You will notice a saving icon at the bottom of each page after you click next button, please allow it to 

save before going to the page after or you may become stuck. If this does happen just use the link 

emailed to you when you submitted the access form and the form will have saved everything you 

filled in. 

Can I really take a photo using the online form? 

Yes, you can. If you are using an iPad or other tablet with a camera facility to complete the CNA, by 

clicking Take Photo in the  

UPLOAD/TAKE PHOTOS OF IDENTITY DOCUMENTS OR ANY OTHER E.G. MEDICAL DOCUMENTS 

This will allow you to take a picture and load it directly into the online form. 

 


