
New AUM Onboarding

Check Existing

Client Type Client

New

Client

Process:

A

IMP Note:

Check if Client’s Expired

Portfolio is Live

or Expired

Live

Process:

B

Contact IT Team

(Pradeep Vispute Team)

& Renewals Team

(Sameer Dhoble Team)

Portfolio Baselining,

Enable/ Reactivate

Client’s Login ID &

Password

•  Pl ensure that if discount/ deviation from existing plans is offered to client, the

requisite discount coupon (Format is DS01234) is approved in the system. The same

must be ready before RM / Client fills online sign up form.

•  Also ensure that RM has correct email ID and mobile no, while filling online sign up

form for NEW CLIENT. Email/ Mobile no can’t be changed easily, if client rejects the

sign up form filled by RM.
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Process: A

New AUM Onboarding: NEW CLIENT

RM Log in

Check for Compliance

and other details

Onboarding Completion/

Rejection

Rejection

Rejection/ On Hold

intimation mail to RM

Click on “Services”

(RHS Corner of Screen)

Onboarding query raised

at Purnartha Onboarding

Team

Welcome Email and

Onboarding Table sent to

client

Click on

NEW Client Sign up

Client Acceptance ,

submission and Fee

Payment

Ticket raised for Service

Team and

Recommendation Team

Email  Alert Sent to RM

Fill up the entire form

and Submit

Link is sent to client for

review of filled up form

and acceptance
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New Client - New AUM
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1. Visit Zoho CRM home Page
2. Open “Advisory Tab” in “Quick Links”
3. Click on “Purnartha” to start the 

process



1. Enter you email ID as User ID
2. Enter same email ID as your 

password



1. Click on Send OTP
2. Enter OTP received on your mobile 

no.



Click on New Client Signup icon .



Enter client name

as per PAN card
Enter client’s valid email id.

This email id will be taken as

registered email id for Purnartha

portfolio

Enter valid client mobile number. This phone

Press “ Next “ after

completion of this page

number will be taken as registered client mobile

number for Purnartha Portfolio



Enter PAN number as per PAN card ( Mandatory filed )

AADHAR Card Number ( optional field )

Click for PAN card validation

Select Individual / Non - Individual



Enter PAN number as per PAN card ( Mandatory filed )

AADHAR Card Number ( optional field )

Click for PAN card validation

Select Individual / Non - Individual



Enter client’s communication address as per PAN/

Aadhar ( All Mandatory fields )



Enter appropriate details

about client



Enter appropriate details

about client



Enter appropriate details

about client



Enter appropriate details

about client



Enter appropriate details

about client



Enter appropriate details

about client



Enter appropriate details

about client



Enter appropriate details

about client



Enter appropriate details

about client



Enter appropriate details

about client



Enter appropriate details

about client





Enter appropriate details

about client

Client’s Name





Enter appropriate details about

client for lumpsum AUM

C159248
Sticky Note
Please don't change the default reference code



Enter appropriate details

about client for SIP cases



Enter appropriate details

about client’s plan selection





Enter appropriate details about payment

to be received from client



If mode of payment is by Cheque, enter

details of cheque (If Sales

Person/Channel Partner has already

received the cheque)



Select Other, if mode of payment is

other than Cheque



End of sign up process for Sales Person/Channel Partner

here. The filled up form will be sent as a link to client for

his personal confirmation.



Client will get email link with subject line as

“Purnartha Signup_XXXXXX”. Where in

client has to click on “Continue Onboarding”



Client’s Name

A prefilled form will be

shown to client for his

confirmation. Only Select

fields client can edit, if
Client’s PAN he/ she disagree with info

provided.





Client has to check the box and proceed. If

he find any info incorrect in un-editable

fields, he can reject the form at end.



Client have to check

the box and only then

automatically next

page will appear.



Client have option to edit the risk

profiling questionnaire.



Client have option to edit the risk

profiling questionnaire.



Client have option to edit the risk profiling questionnaire. Client have to check the

box and only then automatically next page will appear.



Client's Name

Client have to check this box only and

only then automatically next page will

appear.



Client have to scroll down the entire T&C

page.



Only when client scrolls down entire page, have to

click on this button.



Client have to check this box only and only then

automatically next page will appear.



Client have to check this box only and only then

automatically next page will appear.



Client have to check this box

Client have to click on Send OTP

Meanwhile if client is not agree to the filled in information so

far, he/she can click reject button here.



Client have to mention his comments stating which

part of the form is incorrect, so that when the

rejected form is redirected to concerned Sales

Person/Channel Partner , he/she will understand the

corrections and resubmit the form.



Once form is rejected by client, concerned Sales

Person/Channel Partner will get link and has option

to correct the information (as stated by client in

message box) and resubmit the form. On

resubmission, client will get similar link and has to

follow the same process of form submission.



Client have to verify his mobile no



Client have to confirm OTP sent to his mobile no

mentioned above.



Once OTP is verified, client can submit the form.





End of onboarding process. Onboarding request will

be generated at Purnartha.




