
 
 
 

 

Frequently Asked Questions 

 
Switching BRASS holdings 

 
After logging into the member portal, the switch process is available on the ‘Funds’ page. There will also be 
a link below the BRASS information displayed on the dashboard. 

 
 
 
The ‘Funds’ page will display the overall fund value, as well as current holdings & future investment choices. 
 

 
 
The buttons to initiate the switch process are located under these sections. 
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For Active members ‘Manage Current Funds’, ‘Manage Future Funds’ and ‘Manage Current & Future 
Funds’ will be available. 
For Preserved members only ‘Manage Current Funds’ will be available. 
 

 
 
 
Manage current funds 
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The lifestyle funds are displayed first, this includes information on the current holdings with a ‘New holding’ 
column that can be updated with a new % share. 
 

 
 
 
If a lifestyle fund has been selected, there will be the option to amend the Target Retirement Age below (the 
current TRA will be displayed and does not have to be changed to proceed). 
 

 
 
If there is no lifestyle fund selected, the below message will be displayed. 
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The self-select funds are displayed further down the page. 

 
 
Update the relevant ‘New holding’ fields with the new share %. To select a new fund click the ‘Select’ button 
and enter the %, to remove all holdings from a fund click the ‘X’. 

 
 
The total fund percentage must equal 100% across lifestyle and self-select funds before proceeding. 
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The ‘Review’ screen displays the new proposed fund holdings. 
 

 
 
The confirmation box must be ticked before being able to proceed. 
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After submitting the request, a case ID is generated, this can also be viewed on the ‘Cases’ tab of the portal 
inbox. 
 

 
 
 
After initial processing, the holdings on the ‘Funds’ page will be updated to reflect the switch request. As per 
the message on the previous screenshot, the actual switch can take up to 10 working days, once the switch 
is fully complete the ‘Funds’ page values will be updated again. 
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Manage Future Funds (Active members only) 
 
Managing future funds follows the same format. The lifestyle funds are displayed first. 

 
 
Changes are made in the ‘New Holding’ column. 
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When a lifestyle is selected the target retirement age will be available to amend. 
 

 
 
 
The self-select funds are displayed further down the page. 
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Any % changes are entered in the ‘New Holding’ column. 
 

 
 
 
The proposed new holdings are displayed again on the ‘Review’ screen. 
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The confirmation box must be ticked before proceeding. 
 

 
 
 
The case ID is confirmed after the request has been successfully submitted. 
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Additional Notes 
 

• As an Active member, if you wish to change both current and future share % you can click ‘Manage 

Current & Future Funds’. This will take you through both sets of screens and you will receive two 

case IDs on the confirmation screen. 

• You cannot submit another switch request while another is already in progress. If you do, you will be 

presented with the below error message. 
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