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Reconciliation and Processing of
Provider Statements

One of the most Intuitive aspects of Adviser Cloud is its inbuilt income and fee reconciliation
system, often referred to as commission reconciliation. It enables advisers and the
administration team to monitor and automatically reconcile fees, retainers and commissions,
saving valuable time and money for your business.

How does it work?

Adviser cloud uniquely pulls together all the different fees and charges that can come from
different providers, using various formats, and imports the information into our internally
developed processing engine to provide a simple, common interface for displaying
statements, that provide end to end financial information.

This is achieved by receiving statements from your product providers or platform, straight
into Adviser Cloud; commissions are then matched to client’s plans allowing you to perform
client level analysis reports, Adviser Commission reports and companywide RMAR.

Note: If you are unsure of how to add a product - please see our separate How to add a
Product - Academy document within the help desk.

An example of how reconciliation works:

1. You are expecting an initial fee from a client for setting up a new investment
product.

2. You may also be expecting commission via the product provider in a months’
time for an amount that is a percentage of the ISA’s value

3. Both payments are entered into the system via the commission feed when
payment is received

4. Now, when you visit that client’s record, the commission will be there, along
with the client fee, marked as paid

5. This information will also show on adviser and/or company commission reports.

This demonstrates how Adviser Cloud is using technology to streamline tasks for the financial
administrator, reducing where possible day to day inputting and filing in of information.
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Providers with Automatic Feeds

We have live commission feeds with many providers and platforms including:
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Can't see your provider? Please let us know as we are always working with new providers and
can often set up new interconnections and autonomous feeds quickly. We use a system called
EDI (Electronic Data Interchange) which is a common set of rules for providers like ourselves
to send and receive financial data, however not all providers support this.

What if your Provider doesn’t support EDI?

No Problem - Adviser Cloud can still save you time and money. We have solved this
challenge by mapping to provider import files, we have currently mapped to Artemis,
Ascentric, Aviva, Canada Life, Invesco, Fidelity, Standard Life, Royal London, Nucleus, and
our development team are regularly mapping to new provider files. These files can then be
sent to a secure email on our servers for automatic importing, or upload to your portal via
the import screen.

Getting started

To access your provider statements click the ‘Accounts’ tab along the bottom of the Adviser
Cloud home page dash board.

MCOCSF-wB2
Adviser Cloud IFA

Portal Support L)

If you have any queries please speak to your account manager or use the € icon on the section menu for support.
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Provider statement breakdown (this month)

We have developed different forms for
this, take a lock at the 'Add" button after
licking this link
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Company Settings
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Statements can be dragged and dropped in

Provider statements can easily be dragged and dropped into Adviser Cloud using the
Statement upload button.

* Provider Statements |,-_.i‘ Transactions + m Invoicing «

View statements

Statement - Manual input

30 ~  Statement - Upload
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All that's required is to select the provider format from the drop down menu shown below,
provide a valid file to upload and click Import.

~
Al Provider Statements ~ I,-_.i‘ Transactions ~ m Invoicing -~

Accounts » Upload Statements @ |

Upload / Input History Upload a CSV document

Filename Date Items

1. Select a Provider

Please email EDI Support . attaching a sample, to request others not listed here

| [Adviser Cloud Generic Template ‘

2. Select a Statement Date

30/05/2016

3. Provide a valid file to upload

Drag and drop area

Drag statements here

| selecr |

E FactFind  Companies People Tasks Reports Accounts Seftings @&  Logout
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Paper and PDF Statements

Fixed paper or PDF statements can be entered into Adviser Cloud using our manual input
screen which has been specifically built for quick data entry for this statement type. This can
be found by clicking Statement - Manual Input within the Provider Statements tab.

A Provider Statements | Transactions ~ 5| invoicing ~

View statements
Statement - Manual input

30 Statement - Upload
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Below is the Manual Entry Screen to be completed. Click the Add Item button once
information has been added.

- ~
#RA Provider Statements ~ \/-_]‘ Transactions « m Invoicing ~

Accounts > Manually input a Statement @

Manual Entry

The Income Statements Manual Entry screen allows you to create a manual statement. PLEASE CHECK THE STATEMENT ITEMS BEFORE SUBMITTING To ‘remove’ incorrect items use the ‘remove’ button to remove that

entry

Policy Number: Client Name Amount Date Paid Payment Type

Customers policy number  This is an optional parameter that This is the amount that has been  The date the paymentwas  The type of payment made i.e. the charge type, start typing
allows for client's name paid to you made and allow values will appear

] [Ad-hogq - One Off Payment - Initial - Client v| PO
Name of Statement E.G. PDF from aviva Name of file, e.g. Statement pdf Please select . Process Statement

E FactFind Companies People Tasks Reports Accounts Settings @  Logout v

Note: Be sure to enter all required information including statement name and remember
to double check details for errors before adding an item.
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Viewing Statements

Adviser Cloud puts all your statements together in a straightforward and easily accessible list
that allows further management and processing of those statements.
Within the accounts section - click provider statements and then view statements.

#MR Provider Statements ~ |2 Transactions ~ Invoicing ~

g

View statements
Statement - Manual input El
30 Statement - Upload
I ! ! |
25 23

o
-
Bl |

s
w

o
e
ludy
Kew
sunp
A .
Jsnbny . o
Bquajdes & o
¢ }-‘
JBqWBAON >_e_7> -
BELIINERET) Gﬂ“‘

m New customers last year m New customers this year
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Below is the screen that will be displayed.

AR Provider Statements ~ |2 Transactions - 5| invoicing -

Accounts » View Statements @

Al @)  Reconciled @  FinishedMatching @)  ArchivedByClient@) Y 2016 @) Y _2015@D

Statement  Name Matched Statement Mached Date Created Date Processed  Date Type/Source  Status
D Total Total Count Reconciled
108 Test AXA Statment £150000  £1,500.00 10f1 29/06/2016 29/06/2016 Userlnput - Reconciled
10:31:03 10:31:04 Manual
107 Manual Upload of noviasample xls £114.61 £11461 30f3 21/06/2016 21/06/2016 €SV - Manual FinishedMatching
16:30:19 16:30:22
106 Manual Upload of noviasample xls £114.61 £11461 30f3 21/06/2016 21/06/2016 CSV - Manual FinishedMatching
16:30:08 16:30:10
108 Manual Upload of noviasample xls £114.61 £114.61 30f3 21/06/2016 21/06/2016 CSV - Manual FinishedMatching
16:27:30 16:27:32
104 Aviva Test Upload.xlsx £0.00 £108.56 00f10 02/06/2016 02/06/2016 CSV - Manual FinishedMatching
16:40:25 16:40:27
103 Novia Test Upload.ds £114.61 £114.61 3of3 0210612016 020672016 CSV - Manual Reconciled
16:13:31 16:17:33
102 Ascentric Test Uplaod xls £178.69 £178.69 50f5 02/06/2016 02/06/2016 Excel -Manual  Reconciled
15:35:17 15:35:19
99 Metlife Test Upload.csv £0.00 £29.64 00f1 02/06/2016 02/06/2016 CSV - Manual FinishedMatching
15:22:12 15:22:14
E FactFind ~Companies People Tasks Reports Accounts Seitings @  Logout v

Back-dating Statements

Statements can be simply back-dated. By utilising a statement date Adviser Cloud can
allocate and assign payments based on the time they were received.
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Editing Statements

Statements can be edited simply by following the 4 steps below:

Step 1) Within the Commands tab click the Export button which will open the statement
within excel.

#MA Provider Statements ~ |~ Transactions ~ 58 1nvoicing ~

Accounts » View Statements » Statement ltems @

Provider Statements 1 sttement ltems ©

Re-Process
Provider ~ Amount  Policy Number Pe : Created Date Payment Date Status
Remove / Delete
Metlife: £29.64 L95080641(0) Los080641 02/06/2016 15:22:12 26/02/2016 00:00-00 Not_Matched_Person_Or_Policy [ manuai tocate |
Export
E FactFind Companies People Tasks Reports Accounts Settings @  Logout v

Step 2) Edit / Correct the statement as required in excel and click save to your documents /
desktop.

Step 3) In the Provider Statements tab click Statement - Upload

~
AMin Provider Statements ~ |~ Transations ~ B 1nvoicing ~
View statements
Statement - Manualinnt [#]
Statement - Upload her
*= We have developed different forms for this, take  look at the 'Add" bution after clicking
= this link
Fact Find
‘ ‘Add clients via our customisable fact find, also invite via email.
] '
L
Company Settings
i_ Upload your logo, edit company name and address details
Afn
People / Customer Search
[ ] Search for a customer using a variety of search ferms.
Product Search
[ Search for products / plans by product type or policy number elc
Company Search
alli= Search in the companies section
E FactFind Companies People Tasks Reports  Accounts Setings @  Logout v
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Step 4) Click select button to provide a valid file to upload and choose the edited statement
then click import.

AMA Provider Statements ~ |~ Transactions ~ &R invoicing ~
Accounts » Upload Statements @
Upload / Input History Upload a CSV document

Filename Date Items

1. Select a Provider
Please email EDI Suppert . attaching a sample, to request others not listed here.
Adviser Cloud Generic Template

2. Select a Statement Date

0E/06/2016

3. Provide a valid file to upload

Drag and drop area

Drag statements here

E FactFind Companies People Tasks Reports Accounts Settings @  Logout

Note: If a statement has only a few items on it then deleting the statement and then redoing
it is the quickest way to edit a statement.

Deleting and Archiving Statements

When you delete a statement Adviser Cloud automatically unwinds any payments from client
plans & portfolios.

Statements are archived in groups by financial year, and broken down by status when
required.

This can be done by clicking the Remove / Delete button within the Commands tab

AR Provider Statements - | Transactions - ] Invoicing ~

Accounts > View Statements @

P oo O Fi [[2 ] rchivedByClient @ Y 2016 @) v 2015€0)
Statement  Name Matched Statement Matched Date Created Date Processed  Date Type/Source  Status
D Total Total Count Reconciled

109 Unnamed statement £1.40000  £1.400.00 1of1 06/07/2016 0610772016 Userlnput - Reconciled
10:46:07 10:46:09 Manual
Re-Process
‘ Test AXA Statment £1.500.00  £1,500.00 1of1 2910612016 2910612016 Userlnput - Reconciled
Reconciled / Paid 10:31:03 10:31:04 Manual
‘ Mark as Archived Manual Upload of noviasample xis £114.61 £11461 30f3 211062016 2110612016 CSV-Manual  FinishedMatching
16:30:19 16:30:22
Remove / Delete
Manual Upload of noviasample xis £114.61 £114.61 30f3 21/06/2016 2110612016 CSV-Manual  FinishedMatching
— 16:30:08 16:30:10
Commands - L Manual Upload of noviasample xis £11461 £11461 30f3 211062016 2110612016 CSV-Manual  FinishedMatching
16:27:30 16:27:32
Commands - L Aviva Test Upload xisx £0.00 £108.56 00f 10 021062016 02/06/2016 CSV-Manual  FinishedMatching
16:40:25 16:40:27
103 Novia Test Upload xis £114.61 £114.61 30f3 02/06/2016. 0210612016 CSV - Manual Reconciled
16:13:31 16:17:33
102 Ascentric Test Uplaod Xls £178.69 £178.69 5of5 02/06/2016 0210612016 Excel - Manual Reconciled
15:35:17 15:35:19

E FactFind Companies People Tasks Reports  Accounts  Settings o Logout
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Non Matching Reconciliation

Adviser Cloud puts all your statements together in a straightforward and easily accessible list
that allows further management and processing of those statements.

You will be aware of a Non Matching Reconciliation as the item will be shaded in red and the
matched column will display 0 out of 3 matched for example.

~
AMA Provider Statements = | Transactions ~ ) Invoicing ~

Accounts » View Statements @

Al @)  Reconclled ) FinishedMatching @) ArchivedByClient @) Y 2016 @) Y 2015 @)

Statement  Name Matched Statement Matched Date Created Date Processed ~ Date Type/Source  Status
D Total Total Count Reconciled
Test AXA Statment £1500.00  £1,500.00 1of1 29/06/2016 29/06/2016 Userlnput - Reconciled
10:31:03 10:31:04 Manual
107 Manual Upload of noviasample xis £114.61 £114.61 3of3 21/06/2016 21/06/2016 CSV - Manual FinishedMatching
16:30:19 16:30:22
106 Manual Upload of noviasample xis £114.61 £114.61 30f3 21/06/2016 21/0612016 CSV - Manual FinishedMatching
16:30:08 16:30:10
105 Manual Upload of noviasample.xls £114.61 £114.61 Jof3 2170612016 21/06/2016 CSV - Manual FinishedMatching
16:27:30 16:27:32
104 Aviva Test Upload.xlsx £0.00 £108.56 00of 10 02/06/2016 02/06/2016 CSV - Manual FinishedMatching
16:40:25 16:40:27
103 Novia Test Upload.xis £114.61 £114 61 30f3 02/06/2016 02/06/2016 CSV - Manual Reconciled
16:13:31 16:17:33
102 Ascentric Test Uplaod xis £178.69 £178.69 50f5 02/06/2016 02/0612016 Excel - Manual  Reconciled
15:35:17 15:35:19
99 Metlife Test Upload.csv £0.00 £2964 0of1 02/06/2016 02/06/2016 CSV - Manual FinishedMatching
15:22:12 15:22:14
E FactFind Companies People Tasks Reports Accounts Settings @  Logout v

What to do if a Person or Policy doesn’t appear in the system?

eYes - Is the policy number correct?
*No - Add person to system

eYes - Is the number correct?
*No - Add the policy to the system

eYes - Please double check, as the most common error is when policy number is
incorrect by just 1 or 2 digits

*No - Rectify policy number using 4 steps shown below
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Four Steps to Rectify Policy Number if you have a Non-Matching
Reconciliation:

Step 1 - Within the People tab locate and click on the person’s name

‘ Add ~ ,i-_, Search = = Recent ~ us, PolicyNo Search

Welcome to the People section of Adviser Cloud.
If you have any queries please speak 1o your account manager or use the @ icon on the section menu for support

(%] [=] [=]

30

22 recent people 1 tasks due in next 60 days

25

= Fred Smith | Contact Log@[) another new task due on 27/11/2015

&
20

A= Nathan Pirie | Contact Loal)

A= TestAdviser Contact Logy

@

Partner partner | Contact Log@

L]

= delete test | Contact Log(D)
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A= Fredrick Weeble Contact Log)

E FactFind  Companies | People l| Tasks Reports  Accounts Setings @  Logout

Step 2 - Under the Products tab within that person click open to select the required product

* Add ~ 53 Search v ié Recent ~ Client,Status,PolicyMNo . Search 2
1 Mr Fred Smith » Producis @ Letters v | Repords v | Produclsv | Accounisv T ‘
View Person Client refs Reviews View Partner Charges Products Children Risk Health History Assets More~ 3
# Product ID Owner Product Type Provider Policy Number Premium Start Date Maturity Date Status
52 Mr Fred Smith Investment AJBell 99099 £20,000.00 NiA NiA Pending
50 Mr Fred Smith Investment AJ Bell 155550 £120,000.00 NiA NiA Pending
7 Fred Smith Pensions AJBell £0.00 N/A N/A Not Active
22 Fred Smith Pensions AJBell £0.00 N/A NIA Not Active
49 Mr Fred Smith Investment Abbey Additions £0.00 NiA NiA Pending
11 Mr David Stephen Wood Investment Abbey Life 65897575 £100,000.00 NA N/A Pending
29 Mr Fred Smith Investment Abbey Life £5,000.00 N/A NIA Pending
53 Mr Fred Smith Investment Abbey Life ‘9000 £50,000.00 NiA NiA Pending
9 Fred Smith Pensions Abbey Life £0.00 NA N/A Pending
9 Mr David Stephen Wood Investment Aberdeen Prolific £20,000.00 N/A NIA Pending
— O . A, e -
E FactFind ~ Companies People Tasks Reports Accounts Settings @  Logout v

10



O

advisercloud

academy

Step 3 - On the Product Details page click the ‘Edit’ button within the blue bar

& rdd- g searchv g Recent~ Client, Status,PolicyNo Search

1 Mr Fred Smith »  Investment Investment Bond (155550) > View Investment @ Letlers ~ | Reporls ~ | Products~ | Accounis - Sasks =

Product Details Extemal Links Associated Individuals Funds Reviews Product Charges View Notes Valuation Report Documents Business Checklist fod

Investment Details Other Details Latest 10 Valuations =]
Consultant Initial Investment
L ive Valuation Adviser £120,000.00 @ Initial Amount (Date Started not
Advice Given Regular Investment Set)
Add Valuation  Independent advice £100.00 £120.000.00
‘Oowner Withdrawal '£'
o MIr Fred Smith £0.00
g
Ll Introducer Withdrawal '%'
Topup/Transfer Date Submitted 0.0000

Step 4 - Update the policy number in relevant box shown below.

A Add~ g seach~ g8 Recentv | ClientStatusPolicyNo Search

Lefiers v | Reports~ | Products~ | Accounts~ | Tasks=

1 Mr Fred Smith » Investment Investment Bond (155550) » Edit @

View Investment

Product Details External Links Associated Individuals Funds Reviews Product Charges View Notes Valuation Report Documents Business Checklist &

Investment Details More
‘Consultant required Initial Investment required
Adviser 120000
Advice Given required Regular Investment required
Independent advice 100
Owner required Withdrawal '&'
Mr Fred Smith 0
Intreducer Withdrawal %"
0.0000
Date Submitted(dd/mmiyyy) Withdrawal Frequency
= None
3 Payment Frequency
Provider required None
el Sum Assured
Provider Type o
Typmz:]:wes(ment ired e Assured
requi
::n:mms nt Bond i In] !
- Term
Policy Number o
195350 Submission
— Electronic
Status required
Start date(d/mmvyyy) Pending
[ ]
End date(dd/mmsyyy)
]

Cancel Delele = Save

E FactFind  Companies People Tasks Reports  Accounts Settings @  Logout v

Once the Policy Number has been corrected the next step is to reprocess the statement -
see how to do that below.

11



Reprocessing a Statement
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Adviser Cloud will do all the hard work and easily reprocess a statement.

Within the Accounts section click the provider statements tab and select view

statements.

@M Provider Statements ~ |~ Transactions ~

View statements
Statement - Manual input
30 Statement - Upload |3
| | ! |
25 23
o g
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E FactFind Companies People  Tasks  Reports

Settings

(2]

Logout

Within the Commands tab on the relevant statement click the Re-Process button.

@M Provider Statements - Id Transactions ~

L

Accounts » View Statemenis @

Al @)  Reconciled@)  FinishedMatching @)  ArchivedByClient )

Statement Name
D

Commands ~ (IS Test AXA Statment

Manual Upload of noviasample.xis

o7

Re-Process
Manual Upload of noviasample.xis

Reconciled / Paid

Mark as Archived Manual Upload of noviasample xis

Remove / Delete
- Aviva Test Upload.xisx

Commands « 103 Novia Test Upload.xis

Commands ~ 102 Ascentric Test Uplaod.xls

11

E FactFind Companies People Tasks Reports Accounts Settings @  Logout

Matched

Total

£1,500.00

£114.61

£11461

£11461

£0.00

£114.61

£178.69

Y_2016 @)

Statement
Total
£1,500.00
E114.61
£114.61
£114.61
£108.56

£114.61

£178.69

Y_2015 @
Matched Date Created
Count
101 29/06/2016
10:31:03
3013 21/06/2016
16:30:19
3013 21/08/2016
16:30:08
3073 21/06/2016
16:27:30
00710 02/06/2016
16:40:25
3013 02/06/2016
16:13:31
5075 02/06/2016
15:35:17

Date Processed Date

29/06/2016
10:31:04

21/06/2016
16:30:22

21/06/2016
16:30:10

21/06/2016
16:27:32

02/06/2016
16:40:27

02/06/2016
16:17:33

02/06/2016
15:35:119

Type / Source

Userinput -

Manual

CS8V - Manual

CS8V - Manual

CS8V - Manual

CS8V - Manual

CSV - Manual

Excel - Manual

Status

Reconciled

FinishedMatching

FinishedMatching

FinishedMatching

FinishedMatching

Reconciled

Reconciled
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