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This guide covers:

•	 How to access the client report

•	 How to run a client report

•	 The parameters available to you to tailor a report for your clients

This guide has been developed by Scottish Widows to highlight  
some of the key features and the construct of their Client Report  
that is made available to support Adviser Firms.

Scottish Widows is a trading name of Embark Investment Services  
Limited (EISL).

INTRODUCTION TO THE SCOTTISH WIDOWS PLATFORM 
CLIENT REPORT GUIDE
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Access is via the Reports option on the left hand menu, once you have selected your client.

Access the client 
search option here...

...or use the search 
function on the 
dashboard to search 
for your client either 
by their individual 
name or Account 
number.

How to generate a Client Report
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Select the ‘Reports’ icon

How to generate a Client Report
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How to generate a Client Report

Select the ‘Client 
Report’ box and then 
press ‘Go’.

This will then take 
you to the Client 
report builder where 
you will be able to 
tailor the report for 
your client.

For the client report, 
don’t state a date 
range here. The 
options for the report 
are on the next step. 



Client Report builder

The report builder takes you through structuring your 
Client Report section by section. It covers:

•	 Set-up

•	 Contents:

•	 Introduction

•	 Account details

•	 Snapshot

•	 Valuation

•	 Performance

•	 Insights

•	 Transactions

•	 Preferences
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Client Report builder – Setup

Select the report 
period from a 
predetermined list 
including tax year, 
last 6 months, 
inception, or set 
custom dates.

Leave the default 
setting of Total 
Account to report 
on all the clients 
products or select 
product view to 
create product  
level reports.
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Client Report builder – Contents (Introduction)

Choose here to 
include a cover page, 
and contents page 
at the start of the 
report.

Select to add your 
own commentary to 
the report, specific  
to the client. The 
character maximum, 
including spaces,  
is 2000.

Select to upload your 
firm logo to appear 
on the report.

Your logo image 
will need to meet 
the criteria set out 
here. If you have any 
questions on how to 
do this, we’ll be able 
to help.

The logo requirements 
must be:

File format:  
JPEG, GIF, or PNG

File size:  
95 pixels (high) x  
250 pixels (wide)

File quality: 72 DPI
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Client Report builder – Contents (Account details, Snapshot & Valuation)

Select this to show 
a high level view of 
the Account details 
and summary of the 
underlying Products.

Include this section 
to give greater detail 
of the current value 
of each Product 
with the underlying 
holdings.

Select this section 
to show Account 
and Product level 
summaries of 
opening and closing 
values, money in, 
money out and 
returns.
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Client Report builder – Contents (Transactions, Performance & Insights)

Include this section 
to show a breakdown 
of money movements 
on each Product.

Money in 
breakdowns to 
Payments, Transfers, 
Distributions

Money Out 
breakdowns to 
PCLS, Drawdown 
income, Withdrawls, 
Dividends from 
Natural Income  
and Transfers.

Charges are split 
by Adviser, Platform 
and Model Portfolio 
Manager.

Choose the 
performance analysis 
you wish to include. 
Performance is 
calculated on a time-
weighted basis.

Select this section 
for a visual 
representation to the 
client of where their 
investments are held.
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Client Report builder – Preferences

Where the Valuation 
or Performance 
sections have been 
selected, choose here 
to include additional 
fund breakdown 
information.

Selecting this option 
will require additional 
settings to be applied.

•	 Choose to show 
Valuations and 
performance 
sections in Asset  
or Product view

•	 Choose to show 
Performance 
detail with Tier 1, 
Tier 2, or no Tier 
headings.

Where the 
Performance 
and/or Snapshot 
sections have been 
selected, set the 
Calculation basis 
for the performance 
summary and detail 
information.

Where the 
Performance graphs 
sections has been 
selected, choose up 
to 2 benchmarks to 
apply those graphs.

Note, it is not 
mandatory to apply 
benchmarks.

Once you made all your choices in the 
report builder, select ‘Create report’.
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Client Report builder – Report created

You can select 
‘Create new report’ 
to run another report 
for the same client or 
use the menu options 
to navigate away 
once you downloaded 
the report.

Click ‘Client Report’ 
to download the 
newly created report.

Important note: The Client Report is not saved to the client’s document library.
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