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1 LEVELS OF REPORTING 
 
1.1 CLIENT, GROUP, AND ACCOUNT LEVEL 
 
Select a client from the client list that’s displayed under the Clients tab in the global toolbar. Various levels of reports can 
be accessed from the Investments tab of the client profile page. 
 

 
 
View client level, account level, or group level reports by clicking the Gauge icon, and selecting a report from the 
available menu. 

 
 
When viewing a report, use the Stripe icon to adjust your level of reporting. 
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All reports are printable to a PDF document and many can be exported to a CSV spreadsheet. 

 

 
 

 
1.2 OVERVIEW TAB 

 
1.2.1 INVESTMENT OVERVIEW 

 
View an Investment Overview at the client, account, and group level. This report will show summary level information 
such as market value, performance, and unrealized gains/losses. An asset allocation Chart will be displayed for advisor 
models, UMA models, and fund strategist portfolios. 
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1.2.2 TARGET ALLOCATION 
 
At the group level, this report will show each target asset allocation in comparison to its actual allocation. The risk 
assessment chart and the drift percentages of each asset class will also be viewable in this report.  
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1.2.3 ASSET ALLOCATION REPORT 
 
At the account and group levels, this report provides an analysis of the target allocation vs. the actual allocation of a 
client account. 

 

 
 

1.2.4 TARGET GROWTH 
 
This report shows how the reporting/investment group has performed in relation to the growth target that’s been set 
within numerous charts and graphs.  This report is available at the group level.   
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1.2.5 TARGET GROWTH DETAILS 
 
This report shows a detailed breakdown of each contribution and withdrawal date. The Target Growth Details Report 
utilizes past performance and current market account holdings on the platform to track over time, how the group is 
performing against the proposed target. It does not indicate hypothetical future performance, or take into account the 
past performance results of holdings outside of the platform.  This report is intended for informational purposes only. 
Past performance is not a guarantee of future returns. 
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1.3 PERFORMANCE TAB 
 

1.3.1 PERFORMANCE OVERVIEW 
 
View an overview of returns by performance periods at the client, group, and account level.  Use the Funnel icon to filter 
the data to display point to point performance, while providing benchmark returns during the selected period, along with 
a summary of account activity. 
 

 
 

1.3.2 PERFORMANCE BY ACCOUNT 
 
This report provides a consolidated view of client accounts that are available at the client, group, and account levels. This 
report can be grouped by account, styles of the underlying holdings, or manager for UMA/ MMA accounts.  It includes 
inception-to-date performance, year-to-date performance, net investment, and current market value.   
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1.3.3 PERFORMANCE BY STYLE 

This report shows performance data broken down by style type.  The report is available at the rollup, investment group 
and account levels, and will show Style Totals and Style Pct. (%). 
 

 
 
 

1.3.4 PERFORMANCE BY MANAGER 
This Report shows performance information by selected Manager.  Filter capabilities allow to the performance report to 
be filtered by Style or Manager Sleeve.  Performance information shown will be from inception to date to 10Yr.  The 
manager totals and manager percentage will also be shown. 

 
 

1.3.5 PERFORMANCE BY MANAGER AND STYLE 
This report will show both the manager and style performance under one report.   Each managed product will be broken 
down by style and corresponding benchmark.  This report is available at the rollup, investment group, and account levels.   
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1.3.6 SECURITY PERFORMANCE 
 
This report provides performance information for a specific holding in an account. View this report at the client, group, or 
account level, and adjust the performance periods using the Funnel icon. 
 

 
 
 
 

1.3.7 PERIOD PERFORMANCE 
 
Use this report to view Monthly, Quarterly, or Annual performance on any account during a specified start and end date. 
This is available at the client, group, and account level. 
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1.3.8 ATTRIBUTION ANALYSIS 
 
The Attribution Analysis is available for separately managed accounts (SMAs) invested via the Envestnet 
Platform.  This report provides an analysis of the securities held in the SMA while detailing the largest holdings and best 
and worst performers in the SMA. The report also provides details for forward 1Y price/earnings, 
price/book, yield %, market cap ($Billion), and country against the appropriate benchmark for any given period. 
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1.4  ACTIVITY TAB 
 

1.4.1 ACTIVITY OVERVIEW 
 
This report gives a summary level view of all transactional information including market value movement, advisory fees, 
and income detail. This is available at the client, group, and account levels. 
 

 
 
 

1.4.2 TRANSACTIONS REPORT 
 
The Transactions Report will include a detailed report of all transactions for an account(s) on the platform.  Use the 
Funnel icons to filter by period, symbol, and/or transaction. Use the Groupings icon to group the data by asset class, 
transaction type, fund family, income type, or registration. This report is available at the client, group, and account level. 
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1.4.3 REALIZED GAIN/LOSS 
 
The Realized Gain/Loss report gives a detailed snapshot of the realized gains and losses for the securities held within a 
client’s portfolio. This report can assist an advisor in managing taxes. The report breaks the gains/losses into short- and 
long-term categories and reports quantity, cost basis, proceeds, and realized gain/loss for each tax lot.  This is available at 
the client, group, and account level. 
 

 
 

1.4.4 TAX ESTIMATION SUMMARY 
 
The Tax Estimation Summary Report provides dividend income, tax-exempt income, short-term gain/loss, and long-term 
gain/loss for each account in a client registration. This report is only available at the client and group level. 
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1.5 HOLDINGS TAB 
 

1.5.1 HOLDINGS OVERVIEW 
 
This report provides summary level information for holdings in a portfolio at any given point. An overview of holdings can 
be viewed at the client, group, and account levels. 
 

 
 
 
 
 

1.5.2 HOLDINGS DETAIL 
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This report gives a detailed snapshot of the securities held within an account or group of accounts including symbol, 
quantity, sector/asset class, cost basis, gain/loss, bond maturity and coupon, percent of total, and market value.   
 

 
 
 

 
1.5.3 UNREALIZED GAINS/LOSSES 

 
The report gives a detailed snapshot of the short term and long term gains/losses for the securities held within a client's 
portfolio. This report can assist an advisor in managing taxes. The report displays cost, units and the unrealized gain/loss 
for each tax lot. The advisor can also generate an unrealized gain/loss report for a specific historical date. 

 
 
 

1.5.4 BOND ANALYSIS 
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This report provides an in-depth view of the bonds within a client’s accounts.  The statistics, credit quality, periods, and 
coupon rates are available at the client, group, and account level. 

 
 

1.5.5 INCOME SCHEDULE SUMMARY 
 
This report shows the projected interest and income that’s been accumulated every month for all client accounts, a group 
of accounts, or an individual account to help plan for expected income. 
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1.5.6 INCOME SCHEDULE DETAIL 

 
This report provides expected income from equities, funds, and fixed income securities for the coming 12 months.  This 
helps an advisor plan for the client’s income needs or reinvestment alternatives in the near future.  View this report at 
the client, group, and account levels. 
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1.5.7 MATURITY SCHEDULE 
 
This report classifies the holdings within a fixed income account by year of maturity, as well as summing the redemption 
value of the bonds for each year. This helps an advisor plan for future investments or redemptions.  View this report at 
the client, group, or account level. 
 

 
 
 

2 BOOK OF BUSINESS REPORTS 
 
2.1 QUARTERLY PERFORMANCE REPORTS 
 
QPR’s can be found under the Practice tab within the global toolbar. This will then populate a list of Quarterly 
Performance Reports that are available for all your clients.  Here you can merge statements, filter for specific QPRs, and 
even export the QPR to a PDF document.  
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2.2  BILLING REPORT 
 
The Billing Report helps track when clients are billed, as well as provides a breakdown of the Program, Manager, and 
Advisor billing components of the total client fee. Use the Funnel icon to filter up data by account, bill date, or even bill 
type. 
 

 
 
2.3  BILLING DEBIT REPORT 
 
This report shows current cash levels in an accounts debit account and helps show if there is enough cash available to 
cover fees.   
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2.4 PERFORMANCE REPORTS 
 
The Performance Report is a rollup view of client accounts with a performance summary. You have the option to view 
reports, and the ability to create custom grouping across clients, accounts, and products. 
 

 
 

2.5 ASSET SUMMARY 
 
This provides a summary of managed assets broken down by program, along with a summary of reporting only assets. 
Top 10 clients, funds, and stocks can also be added to this report by using the Desktop Manager icon. 
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2.6 ACCOUNTS 
 
This report lists out each account in an advisor’s book of business while providing a breakdown of market value, cash 
value, protected cash, and supervised/unsupervised assets. This report can be customized by using the Funnel icon to 
filter up specific information and/or using the Groupings icon to group data.  
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2.7 ACCOUNT ACTIVITY 
 
The Account Activity will display a full account list, while providing the ability to filter up specific information, group data, 
adjust columns, and view saved layouts such as Periodic Flows and Balances. 
 

 
 
 

2.8 HOLDINGS ANALYSIS 
 
This report displays all securities held by each client along with their market value and performance summary for a given 
period. Use the Funnel icon to filter up specific securities, or the Groupings icon to group by client, account, or even 
security type. 
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2.9 TRANSACTION SEARCH 
 
The Transaction Search lists out all transactions that have occurred in a client account during a specified period. Use this 
report to filter by transaction type, such as buys or sells. 
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2.10 CLIENT ACTIVITIES  
 
This report can be used to view various activities an advisor has logged through the client detail page. Use the Funnel 
icon to filter up client activities such as change of address or advisor change. 
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2.11 ACCOUNT HISTORY 
 
The Account History will provide a full report on the activity of advisors accounts on the platform. Use the Funnel icon to 
filter for accounts closed, accounts rebalanced, recently promoted to IGO, etc. 
 

 
3 CUSTOMIZATION REPORTS 
 
3.1 NOTIFICATION REPORTS 

The notification feature allows an advisor to set up report or email notifications in order to serve the client in a more 
efficient way. Notifications can be scheduled for an automated delivery for a specified date or a time period.  

3.1.1 CREATING 
 
Various notifications can be setup from the Notifications link under the Practice tab. Use the Manage Notifications 
dropdown menu to setup a new notification.  
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Use the “+” icon to select the type of notification you are interested in creating. 
 

 
 
 
 

3.1.2 NOTIFICATION TYPES: 
 

 Investor Statement: An advisor can set this notification to automate publishing of statements to the client’s site. 
 Investor Group Statement: Performance statement for a group of accounts that can be published automatically 

to the client’s site. 
 Snapshot Report: A report that can be created for a client or group of clients either monthly or quarterly, 

showing an account overview, performance summary, and list of holdings. 
 Advisor Business Overview Report: Captures the dashboard activity of advisors’ clients with updates on total 

assets, account growth, top clients, and top holdings. This can also be emailed to the advisor for the set 
frequency and time period.  
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 Account Alerts During the Period: Will schedule an email notification to the advisor including all the open alerts 
for the advisor during a set time period. 

 Manager Content during the Period:  Advisors can receive notification by mail whenever new content is 
available for a group of managers. 

 Client Logins during the Period:  This notification will update an advisor via email regarding the frequency of 
client logins during a set period. 

 General Reminders:  This type of notification will schedule an email notifying the advisor of an event or activity 
for a specific time.  

 Trade Rejection Email: Email notification of any rejected trades within the advisor directed program. 
 GTC Exception Report: An email notification will be sent if unfilled or partially-filled GTC orders are 10 calendar 

days from expiration.   
 

3.1.3 MANAGING NOTIFICATION REPORTS 
 
Under the Practice tab, an advisor can view a list of all Notification Reports that are currently setup, while having the 
option to view a CSV spreadsheet, merge reports, and/or delete a report.  You can also click on the report title to publish 
the report to the client’s site. 
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3.2  REPORT TEMPLATES 
 
Report Templates provide the ability to customize the reports that are available online for an advisor, in the quarterly 
performance report, and online for the clients view.   
 
The Owner column represents the user that created the template. Advisors can only edit templates that they created and 
not the default templates created by the Enterprise, Branch, or Firm. 
 
The Usage column refers to how the template can be used.  Statement templates are for Quarterly Performance Reports 
as well as printed statements.  Online refers to templates that can be used to customize advisor and client online report 
views. 
 

 
 

3.2.1 CREATING NEW TEMPLATES 
 
To create a new template, click on the “+” icon and choose to create a Statement or Online Template. 
 

 
 
A new window will open up, name the template, provide a description, and click Save. 
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Under the Reports tab, select the desired performance reports available within each level of reporting (client, account, 
and group) and click Save. 
 

 
 
Under the Settings tab, customize what information to be included or excluded by using the Pencil icon. 
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***Pro Tip: You can quickly create a statement template using the Generate Report PDF icon under a clients Investment 
Tab. By selecting Create Statement Template you will then be taken into the steps outlined above: 
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3.2.2 COPYING A TEMPLATE 
 
An existing template can be copied and edited to make the process of creating a new template quicker. 
 

 
 

 
After updating the template name and description, click Copy. To edit the template, click on the template name that will 
be displayed in the available list.  
 

 
 
Select the Properties, Reports, and/or Settings tabs to customize the copied template. 
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3.2.3 ASSIGNING TEMPLATES TO ALL CLIENTS 
 
A customized online or statement template can be used as a default template across all clients. Choose the default 
template in the Settings section by clicking on the Pencil icon and choosing the appropriate template name in the popup 
window. 
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3.2.4 ASSIGNING TEMPLATES TO A SPECIFIC CLIENT 

 
A customized template can also be assigned to one specific client by going to the Report Settings link in the General tab 
of the global toolbar. 
 

 
 
From there, click the Pencil icon next to Client Online Report Template if you want to change the template for the 
client’s online reports, or click the Pencil icon next to Statement Report Template if you want to change the QPR or 
printed statements template. 
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4 DISCLAIMER 
 
This Home Office and Operations Reference Manual is designed for Home Office and Advisor Use Only.  The graphical 
illustrations herein do not represent client information or actual investments.  The services and materials described 
herein are provided on an “as is” and “as available” basis, with all faults.  Envestnet disclaims all warranties, express or 
implied, including, without limitation, warranties of merchantability or fitness for a particular purpose, title, non-
infringement or compatibility.  Envestnet makes no representation or warranties that access to and use of the internet 
while utilizing the services as described herein will be uninterrupted or error-free, or free of viruses, unauthorized code 
or other harmful components. Envestnet reserves the right to add to, change, or eliminate any of the services and/or 
service levels listed herein without prior notice to the advisor or the advisor’s home office. 
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