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How to register for 
the service

This can be set up when you first on-board with the 
Elevate platform or at any time thereafter. Simply follow 
the instructions on the Elevate Adviser website and send 
to the email address within.

Overview of the service

Valuation Service
Using Elevate’s Contract Enquiry data 
service will enable you and your firm to 
maintain up-todate client and valuation 
details for all of your company’s Elevate 
accounts with Intelligent Office. This 
service provides valuation details for all 
funds across all Elevate products your 
clients hold.

Information contained within the Elevate 
data file is as follows:
	. Elevate header account number
	. Elevate product wrapper name  

(Elevate cash account, GIA, ISA, PIA)
	. Contract status (Active, Submitted etc..)
	. Valuation (aggregate value of all  

sub accounts)
	. Full investment breakdown Sub  

account number (e.g. EL……)
	. Sub account name (Discretionary 

Manager, Model Portfolio etc..)
	. Sub account status (e.g. Active,  

Closed etc..)
	. Sub account full investment  

breakdown and valuations.

Remuneration file
Using Elevate’s Electronic Remuneration 
Statement will enable you to view and 
manage your remuneration within 
Intelliflo’s Intelligent Office. Remuneration 
data is automatically picked up by Intelliflo 
each time commission is run for your firm. 
This service does not impact your firm’s 
paper statements.

Information contained within the file  
is as follows:
	. Adviser and company name
	. Account number
	. Client name
	. Elevate product wrapper name  

(Elevate cash account, GIA, ISA, PIA)
	. Remuneration type
	. Investment contribution amount (£)
	. Initial Adviser Charge rate (%) and/or 

Initial Adviser Charge amount (£)
	. Ongoing Adviser Charge rate (%) and 

Ongoing Adviser Charge amount (£)
	. Any legacy Adviser Standard Regular 

Remuneration (ASRR) rate (%) and 
Adviser Standard Regular Remuneration 
(ASRR) amount (£)

	. Claw backs (e.g. for cancellations).

https://www.aberdeenadviser.com/en-gb/help-centre/elevate-back-office-integration
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How do I configure Intelligent Office to access real time valuations?

What you will see What you will need to do Notes

The new plan record will be added 
to the client’s portfolio and this is 
the Elevate Wrap account which 
holds each of the client’s tax 
wrappers (ISA, GIA, PIA etc.).

Add a wrapper plan
Within the client’s record, select 
Add Plan from the Client Actions 
drop down and click Go which 
will open the Add Plan wizard. 
Complete the Add Plan wizard  
and click Add.

Generally WRAP products are 
added using the advice type 
“Pre-Existing” and the sub plans 
added as new business, so the new 
business register is not duplicating 
the business.
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What you will see What you will need to do Notes

1.

2.
2.	 This will open the Add Tax 

Wrapper window.

This will enable the sub account/
tax wrapper to be added with 
one of several product types.

Once the Add Tax Wrapper 
wizard is complete, click Add 
and the new tax wrapper 
will be added to the client’s 
Elevate wrap account under 
the client’s portfolio.

Adding the sub plans
1.	 Once the WRAP and has been 

added, the sub account/
tax wrapper are added by 
opening the wrap product and 
selecting Add Tax Wrapper 
from the Plan Actions drop 
down and clicking Go. 



6Valuations and remuneration statements on Elevate with Intelliflo’s Intelligent Office

What you will see What you will need to do Notes

Changing Plan Status

1.
1.	 For a pure investment wrap, the 

plan numbers will appear similar 
to this.

Reference numbers for all Elevate 
tax wrappers must be entered in 
the correct format for successful 
valuations. Please see the FAQs 
section for details of the correct 
policy number format.

Once the sub account has been 
added, the plan status can be 
changed to In Force by opening the 
sub account and selecting Change 
Status from the Plan Actions drop 
down and clicking Go.

Select to change the status to In 
Force and save the changes. Repeat 
steps 2 & 3 as necessary until all sub 
accounts held in the client’s Wrap 
account have been added.
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What you will see What you will need to do Notes

Obtaining Real Time Valuations for your WRAP

Once your Elevate credentials 
have been recorded an Electronic 
Valuation can be requested on the 
clients wrap account. To do this, 
open the sub account and select 
Add Valuation from the Plan Actions 
dropdown menu.

For security reasons Elevate 
passwords will require updating 
every three months. These will 
need to be updated on the Elevate 
platform first and then updated in 
Intelligent Office.

To obtain an electronic valuation 
on Elevate Wrap accounts for you 
clients, Elevates access credentials 
(username and password) will 
need to be recorded within Home 
> My Setup > Portals > Contract 
Enquiry tab.
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What you will see What you will need to do Notes

This will load the Add Valuation 
wizard where an electronic 
valuation can be requested.

Once added this will populate 
the total plan value including all 
individual wrappers and their 
associated underlying funds.

For details on the correct policy 
number format please see the 
FAQ’s section.
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What you will see What you will need to do

Notes

How do I configure Intelligent Office to access the remuneration data?

Once you’ve issued your registration 
request to Elevate and the 
configuration is complete your Elevate 
remuneration statements will be sent 
to Intelligent Office automatically 
and imported into your Intelligent 
Office account. Statements will 
be available within the Electronic 
Imports area of the Income module.

In order to start allocating items 
to policies ready to be paid to 
advisers, the statement will need 
to be transferred from Electronic 
Imports to the Provider Statements 
area. This is done by selecting the 
radio button next to the statement 
details and then clicking on Make 

Live. Once a statement has been 
made live, navigate to Provider 
Statements and then clear and 
amend the search as necessary to 
locate the imported statement.

Once the statement has been located, 
open and begin allocating the line 
items to policies on the system, which 
is the process of matching a line item 
within a provider statement to a plan. 

At this point the commission can be 
left to Automatch overnight where the 
system will locate the correct plans to 
allocate to using a set of criteria which 
includes Client Name, Provider, Plan 
Number and commission expectation.

Please note that selecting electronic remuneration will not switch off your paper 
statements these will continue to be issued by post.
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What you will see What you will need to do Notes

Manual allocation

2.

Commission can also be allocated 
manually:

1.	 Open the Provider Statement 
and click Allocate against a  
line item.

If the commission item is recurring, 
select Add & Allocate. This will add 
a look up record to Intelligent Office 
which ensures the commission will 
automatically allocate to the same 
policy in the future.

2.	 An Allocate Line Item search 
will pop up so the correct plan 
can be selected to allocate the 
commission to.

Search for the correct plan using 
the filters and once the plan is 
returned in the search results, 
select the record and click Allocate.

Repeat this step until all the line 
items are allocated and then close 
the ‘Provider Statement’ using the 
close button.

1.
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What you will see What you will need to do Notes

Remuneration Reconciliation

The final step in the process 
of reconciling commission on 
Intelligent Office is to indicate 
payment from Elevate has been 
received on this statement. This is 
done in the Cash Receipts area of 
the Commissions module.

1.	 Create the cash receipt 
for the total amount of the 
Provider Statement.

2.	 Cash Receipts can also be 
imported in bulk. For full details 
on Importing CSV Cash Receipts, 
please refer to the Intelligent 
Office online User Guide. This 
completes the reconciliation 
process and the commission will 
now appear on the adviser’s FCI 
Statement on Intelligent Office 
ready for payment. For full details 
on running a payment run and 
month end on Intelligent Office, 
please refer to the Intelligent 
Office online User Guide.

2.	 Click Match against the newly 
created cash receipt and a 
Cash Receipt match search will 
pop up so the correct Provider 
Statement can be selected to 
allocate the Cash Receipt to. 

3.	 Search for the correct Provider 
Statement using the filters and 
once the Statement is returned 
in the search results, select the 
record and click Match.

1.

2.

3.
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Frequently Asked Questions

1. What is the correct policy number format?
In order for IO to correctly create Plans, Elevate plans must be set up with the 
correct plan number format. The following are the correct plan number formats 
which must be set up:

External name Elevate wrapper name External wrapper 
number (format)

Cash Account Elevate Cash ELnnnnnnn-001

General Investment 
Account Elevate GIA ELnnnnnnn-002

ISA Elevate ISA ELnnnnnnn-nnn

PIA – Former Non  
Protected Rights Elevate PIA – Scheme 1 ELnnnnnnn-Scheme 1

PIA – Protected Rights Elevate PIA – Scheme 2 ELnnnnnnn-Scheme 2

The correct number for each of your client’s wrappers under their Elevate account 
can be found on the Elevate platform.

Locate your clients account, select ‘Account holders’ and scroll down to the ‘Product 
details’ section. This section will list all the wrappers and the respective number for 
each. When it comes to PIA please use the wrapper number format outlined in the 
table above.

2. How do I differentiate between tax years on my client’s ISA?
The valuation data passed to Intelliflo does not differentiate between tax years. 
However, an ISA allowance report is available through the Elevate platform.  
This report documents your client’s ISA allowance usage for current and  
previous years.

3. How do model portfolio values show in Intelligent Office?
Currently all underlying investments are shown, where previously the value of  
the portfolio model itself was displayed. This allows reports showing Asset Allocation 
or sector breakdown to be accurate. There are no options to group the investments 
by DM or Model but this is being looked at as a future enhancement.

4. �My Remuneration data is out of date.
Please wait 3 working days after your remuneration run on Elevate. If your 
remuneration information has still not been updated please raise to request  
with Intelliflo to check they’ve received this data. If they have not received this  
data then Intelliflo will raise a query with Elevate directly.
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Intelliflo Contacts
For additional information please refer to the Intelliflo guides, Intelliflo Support Team

Call us on 0845 230 3700

Email us at iosupport@intelliflo.com

intelliflo.com

Elevate
Elevate Customer Operations

Call us on 0345 600 2399

Email us at elevate_enquiries@aberdeenplc.com

aberdeenadviser.com/en-gb/help-centre/elevate-back-office-integration
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