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It is recommended that you watch the three demonstration videos prior to reading this document. 
 

Contents 

OVERVIEW .................................................................................................................................................... 3 

SETTING UP YOUR PLATFORM .............................................................................................................. 5 

Admin ......................................................................................................................................................................... 5 

Adviser ........................................................................................................................................................................ 5 
Adviser ID ....................................................................................................................................................................... 5 

Paraplanner ................................................................................................................................................................ 6 

Clients ......................................................................................................................................................................... 7 

FACT FIND ..................................................................................................................................................... 8 

THE FACT FIND REPORT ........................................................................................................................ 13 

ADVISER CREATES PLAN AND ADVICE RECORD............................................................................ 19 

Creating the Plan ...................................................................................................................................................... 19 
Plan Details .................................................................................................................................................................. 20 
Dashboard .................................................................................................................................................................... 20 
Objectives .................................................................................................................................................................... 21 
Modifying the plans details .......................................................................................................................................... 21 
Other Planning ............................................................................................................................................................. 23 
SOA .............................................................................................................................................................................. 24 

THE ADVICE RECORD .............................................................................................................................. 25 

REPORTS ..................................................................................................................................................... 27 

ADVICE EPISODE ...................................................................................................................................... 28 

THE CLIENT CONNECT PORTAL .......................................................................................................... 29 

PUBLISH ADVICE ...................................................................................................................................... 30 



Overview  

2                                                (Version 01.11.2023) 
 

CLIENT’S ADVICE PORTAL..................................................................................................................... 31 
Plan Details .................................................................................................................................................................. 31 
Dashboard .................................................................................................................................................................... 31 
Reports ......................................................................................................................................................................... 32 

ADMIN .......................................................................................................................................................... 34 

General Settings........................................................................................................................................................ 34 
Company ...................................................................................................................................................................... 34 
Styling........................................................................................................................................................................... 35 
Disclosure Statement ................................................................................................................................................... 35 

Default Rates ............................................................................................................................................................ 35 

Reports ..................................................................................................................................................................... 35 

Users ......................................................................................................................................................................... 35 

ADVICE EPISODE ...................................................................................................................................... 36 

CONTACT ..................................................................................................................................................... 40 
 
 

  



Overview  

3                                                (Version 01.11.2023) 
 

Overview 
Advice Online can be integrated with a CRM, using our APIs.  Talk to us if you require this service.  
Advice Online is fully white labelled with no reference to Advice Online in your version of the 
software.  
 
Screenshots in this document are for a fictitious company called Good Advice. 
 
The aim of Advice Online is to allow the adviser to collaborate with the client so that an Advice 
Record can be generated efficiently.  Using Advice Online, the adviser has the advantage over 
other cash flow and report writing software, in that the client has access to all the details of the 
plan through reports.  The main report is the Advice Record, which is the Government’s preferred 
term rather than a Statement of Advice.  The clients can also generate additional reports that do 
not give advice, but give information regarding the plan created by the adviser.  This allows the 
adviser to keep the Advice Record short. 
 
The government has indicated that more than 5 million people will be retiring in the next 5 years 
and there are insufficient financial advisers to service that market.  As a result, the government has 
indicated they will be legislating to enable Superannuation Funds to provide financial advice.  
Advice Online is very suitable for use by Superannuation Funds. 
 
It is anticipated that a simple plan, without product or insurance advice, together with the Advice 
Record could be completed in less than one hour.  This is provisional on the Government’s 
indication that they intend to change legislation to allow simpler forms of advice. 
 
For each Advice Episode, the following will occur.  This process will be repeated if the client 
returns for further advice in the future. 
 

• The client is sent an invitation to create their own account. 
 

• The client completes the Fact Find and the adviser is notified when the Fact Find has been 
completed. (This Fact Find can be modified by the adviser if necessary) 
 

• The Adviser logs into their account where they can generate a report showing the 
information in the Fact Find.  This report can be saved in the client’s CRM file. 
 

• The information from the Fact Find is then imported into a plan.  Note that for each Advice 
Episode, there can be only one plan, but it can be modified until both the client and the 
adviser are satisfied.  Once completed, the record cannot be modified. 
 

• The adviser optimizes the plan based on the objectives listed by the client in the Fact Find. 
 

• On the menu, SOA, there is a selection of panels into which the adviser writes the advice.  
 

• The adviser generates the Advice Record (Statement of Advice) which may be viewed as 
an Interactive Report or downloaded and saved as a PDF.   
 

• Using the Connect Client Portal, the adviser can upload this document. 
 

• The adviser will publish the document at which time the client can log into their portal and 
view, the Advice Record, three additional interactive reports and a further 10 Reports. 
 

• The adviser and the client communicate directly through the Client Connect Portal. 
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The aim of Advice Online is to provide affordable, simple advice over relatively short time frames.  
To keep the cost low, it is imagined the advice would not provide product or insurance advice.  
However, the adviser can encourage their clients to seek this more detailed advice for an extra 
charge. 
 
The adviser pays per Advice Episode with a time limit of 2 months.  Over this time, the adviser 
may engage with that value adding within the same fee.  After 2 months, the adviser would need to 
pay for a new Advice Episode. 
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Setting up your platform 
There are four roles, each of which have different access to the software.  They are: 
 

• Admin (includes the role of adviser) 

• Adviser (no access to the administrative application) 

• Paraplanner (access to any client the adviser has shared) 

• Client (access to Fact Find, Dashboard and Reports) 
 

Admin 

The administrator has access to: 

• Company Settings 

• Default Rates 

• Reports 

• Users 
 
Once the Administrator has created the platform, they will invite both advisers and paraplanners to 
create their accounts. 
 

Adviser 

Under the heading Account, the adviser can complete the information as required. 
 
This is also where each user, will Sign Out of the software. 

Adviser ID 

 
This is to be completed by each adviser and will be added to any reports.    
 
This is an example of the blank profile.  The adviser constructs their profile, including photo to 
meet their requirements. 
 

 
 
There are also fields for various license information which can be entered and inserted into 
reports, using the appropriate field. 
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Note on 2FA: It is recommended that you also use the 2FA found in account details.   
 

Paraplanner 

Paraplanners can only access a client’s file when the adviser has granted access to that file.  They 
will edit directly into the plan.  As the adviser is legally responsible for the advice provided to the 
client, it is important that the adviser check all work completed by the paraplanner. 
 

 
 
The process of linking a paraplanner or other adviser is to click on the Client’s Name and a window 
will open with all the client’s details.  Here you go to Link Adviser and click on the dropdown 
menu where there will be a list of paraplanners and other advisers.  In this example,  the 
paraplanner, Tom Jones, has been selected.  You will then need to confirm the sharing by clicking 
on the chain link.  When the paraplanner has completed their work, the adviser can follow the 
same process to Unlink the paraplanner or adviser.  
 
Due to the simplicity of the advice provided, it is not anticipated that a paraplanner would be 
required. 
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Clients 

Every client must be added to the adviser’s list of clients. 
 

 
 
While the minimum entry is highlighted, it recommended that you complete any information you 
have.  The client will be invited to complete the information, but sometimes, it is safer to do it first, 
or you can complete the information later if the client fails to complete it. 
 

 
 
Once the client has registered their account, they will then be asked to complete the Fact Find.  
Note that both the client and the adviser have access to the Fact Find.  It is the information 
provided by the client that is imported into the client’s plan. 
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Fact Find 
 
The client will arrive on the first page which is an Overview of what they are required to do. 
 

 
 
The client is then required to complete their personal details. 
 

 
 
About Me and My Family, provides the adviser with information regarding the client’s  family 
situation, investment experience, their objectives for the next 5 years and finally the advice they 
require.   
 
Note that because you are providing low-cost advice, you may have placed restrictions on the 
initial advice you provide for the fee.  It may be that later you value add by suggesting the client 
request more detailed advice on matters such as product advice or insurance. 
 
The information provided by the client can be imported into your Advice Record.   
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A major part of the Fact Find is for the client to complete the section Finances.  The client will be 
guided through the process, with detailed inline help. 
 
The following are the sections for the client to complete.  This is the Fact Find completed by John 
Black in the demonstration video for the Savings Plan. 
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Once the client has completed the Fact Find, they can generate the Fact Find Report, to ensure 
that they have completed all the information.  It is recommended that the adviser also generate this 
report and save it to their CRM. 
 
It also give a reminder for the client to activate 2FA. 
 
The final step is for the client to notify the adviser the Fact Find has been completed. 
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The Fact Find Report 
(This report is generated from the information in the Fact Find and may be saved to the CRM.)  
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Adviser creates Plan and Advice Record 
 

Creating the Plan 

 
The adviser creates the plan by importing the information from the Fact Find. 
 

 
 
By reading the Objectives and Advice Required, the adviser should have enough information to 
optimize the plan to suit the client’s needs. 
 
Whenever you want to return to the main menus, click on the client’s name.   
 

 
 
To create the plan, click on the TAB, Edit Plan and the following menu is provided. 
 

 
 
 Simply select the section you want to access, and additional menus will be provided. 
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Plan Details 

 
The first step is to provide the details of the plan.  Make sure you select the correct Plan Type 
(Savings, Retirement, or Lifetime, a combination of both), the length of the plan, Single or Joint 
Plan, and the information regarding their ages for the start of the plan and if a Lifetime Plan, the 
retirement age. 
 

 
 

Dashboard 

 
The Dashboard is where you can return at any time to evaluate the plan.  Move the slider to 
progress through the years of the plan. 
 

 
 
Below the dials, there are a set of Key Indicator Graphs that will assist you in identifying any areas, 
you may have omitted while creating your plan. 
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It is important to ensure the Transaction Account has sufficient funds to pay for the plan’s 
expenses. 
 

Objectives 

 
This is one section the adviser will need to complete.  This is important because there are a 
number of reports that the client can generate which don’t have your specific advice as generated 
in the SOA panels, but provides a snapshot of the plan. 
 
The sections are: 

• Plan Objections 

• Main Strategy 

• General Comments 

• Milestones. 

Modifying the plans details 

 
The sections are: 

• Income 
o Salary & other Income 
o Pensions (from external sources) 

• Expenses 
o Insurance 
o Lifestyles Goals 
o Personal Budget 

• Assets 
o Transaction Account 
o Cash Accounts 
o Term Deposits 
o Bonds 
o Shares 
o Managed Funds 
o Superannuation 
o Investment Properties 
o Homes 
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Please Note: 
There is no Self-Managed Superannuation in this product as it is not suitable for the clientele the 
product was designed for. 
 
Likewise, there is no Annuities, excect when a Superannuation Fund is converted to an annuity 
on retirement.  You could create a proxy for an annuity by using: 

o Non-means Tested Pension 
o Other Income: While there are more options available, the income will not be included in 

the Retirement Accounts. 
 
If the client is purchasing the annuity, this could be listed as a One-off Expense or One-off 
Withdrawal, depending on the way you want to manage the cash flow. 
 
With regards, the Budget, which is the client’s Living Expenses, these are included in the 
Transaction Account for the Savings Phase, but not the Retirement Phase.  In the Retirement 
Phase, the Living Expenses would be part of the Retirement Income, nominated in the Retirement 
Plan. 
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Other Planning 

 
The first Planning Tool is the Investment Plan.  This is where you can automate the allocation of 
investments from the Salary, after consideration of the Home Loan and Investment Loans, net of 
Income. 
 

 
 
The second Investment Tool is the Retirement Plan.  This is where the Retirement Income is 
allocated.  This is an example from the demonstration video, Retirement Plan. 
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SOA  

 
The advice for the plan is written, making a selection of the SOA Panels.  You can make your 
advice as simple or as complex as you require.  Much of this will be determined by what changes 
the government make regarding the provision of Financial Advice. 
 
To use a panel, you must give the panel a heading, which can be different from the suggested 
headings.  You then write the advice.  Any panel which is blank will not be included in the Advice 
Record.  The Advice Record includes all 20 panels in order, followed by the first three custom 
panels which do not suggest a heading. 
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The Advice Record 
 
Advice Online provides three template Advice Records, one for each plan type.  They are basically 
the same, but the wording in the text is appropriate for the plan type.  You can edit these reports or 
create your own, but it is recommended that you have only one report for each plan type. 
 
The beauty of Advice Online is that the software converts the plan details into simple, easy to read 
text. The only sections which need to be completed by the adviser are the panels in the 
Objectives and SOA.   
 
Under each demonstration video is the example of the Advice Record discussed in the video.  
Note that the SOA panels were kept to a minimum and only used to demonstrate how the SOA 
panels work.   
 
When you click on the Reports, the Advice Record is at the top of the list.  It is generated as an 
Interactive Report, where you or the client can click through one section at a time.  The Advice 
Record can also be generated as a PDF and saved to the client Connect Portal.   
 

 
 
Interactive Reports provide the document in easy-to-read sections, where if required, the text can 
be provided as an audio version.  On the right, will be a series of graphs or table of information 
where the user can run their mouse over the information to get the actual details. 
 
This is the first section of the Advice Record. 
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Reports 
 
Using the same format as the Advice Record there are an additional three interactive reports the 
client can view.  These reports extract the information from the plan without giving advice and are 
automatically generated. 
 

 
 
In addition, there are 10 other reports, the client can download or view on screen.  The highlighted 
reports are for screen viewing. 
 

 
 
With the Insurance Needs Evaluation, you may ask the client to complete the fields and decide if 
they need to seek advice regarding their insurance needs.  This could be at an additional fee.  
 
The adviser could also complete the report. 
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Advice Episode 
 
The Advice Episode is the period of time over which the adviser can provide advice.  This period 
is for two months.  Fees are charged per Advice Episode for each client.   
 
Click on the dropdown list under Edit Plan.   
 

 
 
The adviser chooses whether to create a Lite Plan which is limited to 5 years, but the fees are 
reduced, or the Standard Plan that allows any plan length from 5 years to 50 years. 
 

 
 
It may be that over the 2-month period, the client returns for more advice, which you can provide at 
no additional cost.  However, you will need to amend the current plan, which in turn will alter the 
report details.  Therefore, it is recommended that you save and date each Advice Record in the 
Client Connect Portal. 
 
The software will advise when you are coming to the end of the time for the Advice Episode. 
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The Client Connect Portal 
 
Advice Online is very conscious of cyber security and maintains all communication of sensitive 
information within the Connect Portal. 
 
This an example where the adviser has completed the Advice Record and then reaches out the 
client to suggest they consider reviewing their insurance needs as the only insurance they have is 
Superannuation Life Insurance. 
 

 
 
Either the adviser or the client can commence a conversation, and these can be listed as different 
threads.  For example, you may have one thread relating to insurance and the second regarding 
product selection or debt management. 
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Publish Advice 
 
Once the adviser is satisfied, they click on the button, Publish Advice.  
 

 
 
 
The client is notified by email that the Advice Record has been completed and the client signs 
into their account.  They can now access the TAB Advice. 
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Client’s Advice Portal 
 
Advice Online provides the client with a full multimedia experience. 
 

Plan Details 

The Plan Details are provided, so the client can check the parameters of the plan. 
 

 
 

Dashboard 

 
The Dashboard allows the client to view in detail the plan by moving the slider to any year and 
viewing the results.  If they require more information, they click on the information icon and view a 
graph for the length of the plan. 
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They can also view the Key Indicator Graphs.  In a lifetime plan, there would be four-graphs.   
 

 
 

Reports 

 
Finally, the client can view all the Reports. 
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Admin 
 
Only people with the role of Admin can access this area. 
 

General Settings 

 
The administrator will select the options for their platform.  Note that this platform caters for the 
international market and those companies can select different options for Personal Tax, Capital 
Gains Tax and Superannuation. 
 

Company 

 

 
 
Here the Company Name and Application Name can be listed.  Both have Placeholders, (refer 
section System) however only the Application Name is used in the software, but if you are 
customizing your reports and want to include the Company Name this facility is available. 
 
Application name is listed at the top of each page, in this example, Good Advice.  It is also 
included in the footer of Reports, together with the name of the person generating the report. 
 
In addition, a logo can be added to the banner. 
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Styling 

 
The default option is blue. 
 

 
 
If your company’s primary color is say, green or orange, you can select this color for the primary 
color.  You can also customise all the other options, but shades of grey were chosen so that they 
would blend with most color systems. 
 

Disclosure Statement 

Our legal advice was that all reports should have a Disclosure Statement on the front cover.  
Advice Online has created a generic one, however, you should decide if this is suitable for the type 
of advice you are providing. 
 

Default Rates 

The software is pre-loaded with Default Rates, based on approximately the 20-year average from 
the year 2,000.  Each company can set their own default rates which will be used by all persons on 
the platform. 

Reports 

Companies can create their own Reports using the Report Builder.  You should access the 
documents in the Resources which provide information on how to use the Report Builder, 
together with a set of Smart Panels that may be used when creating a report. 

Users 

Normally advisers would add their own clients.   
 
The administrator would add in the section Admin/Users any new advisers or paraplanners. 
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Advice Episode 
 
 
Clients is invited to register account and then the adviser sends an invitation to complete the Fact 
Find. 
 

 
 
The client completes the Fact Find and notifies the adviser.  On receipt of the Fact Find, the 
Advice Episode commences.  The advice has 2 months to complete the Advice Episode. 
 

 
 
The adviser must click on the button Start Episode. 
   
The window defaults to a Standard Episode which allows plan lengths of 5-50 years.  The 
alternative is a Lite Episode in which the plan length is restricted to 5 years, but the fees are 
reduced. 
 

 
 
When the Adviser clicks the button Create Episode, they have the option to start with a Blank Plan 
or with a Plan based on Fact Find.  When the second option is chosen, all the information from the 
Fact Find is imported into the plan. 
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When the plan is completed and the Advice Record written, the adviser will Publish Advice, in 
which case, the client will be notified and they will have access to The Advice Record and other 
reports, the Plan Details and the Dashboard. 
 

 
 
It is from here the adviser and the client can communicate within the Connect Portal.  During the 2-
month Advice Episode, the Adviser can provide additional advice for which they may charge fees.  
For example, the client could be encouraged to review their insurance and seek assistance on 
selecting financial products.  The aim is to initially provide simple low-cost advice, but then engage 
with the client to consider more of your services.   
 
You will still be restricted to one plan, but this can may be modified or reset.  You should ensure 
that each Advice Record you create is saved in the client’s Connect Portal.  Over the 2-month 
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period, you may engage with the client more than once and each Advice Record needs to be 
maintained. 
 
When you return to the client’s information, you will see that the Advice is active and published. 
 

 
 
If you click on the Manage button, the current status of the advice episode is displayed. 
 

 
 
If you had elected a Lite Episode, then the length of the plan is restricted to 5 years. 
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Contact 
 
Glenis Phillips SF Fin, the designer of Advice Online is the only person you should contact 
regarding Advice Online. 
 
Email:  glenis.phillips@plencore.com.au 
  admin@adviceonline.net.au  
 
Phone  (07) 3216 4132 
Mobile  0411 086 532 
 
You are most welcome to book a Zoom Meeting with Calendly.  

mailto:glenis.phillips@plencore.com.au
mailto:admin@adviceonline.net.au
https://calendly.com/glenis-phillips-advicenline/60min?month=2023-10

