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Customising Reports Factsheet

Reports generated in Microsoft Word/RTF format can easily be tailored to your requirements, by using Microsoft

Word to:

@ Edit the text and table contents

® Add sections such as your company’s terms and conditions
® Change the formatting and add your logo and branding
® Add further graphs and images from planning tool

Adding individual images

To add an individual image from a
screen:

® Right click over the required image,
and click Copy Image

® Open the document to which you
would like to add the image

® Right click approximately where you
would like to add the image in the
document, and click Paste (or Crtl-V)
to insert image
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Remember — Always click File/Save as
to save your report to a suitable location,
with an appropriate name.

Adviser: Alison Clark

Retirement Planner: Jack and Jasmine DT DP Product Training

ation WEbIEREEE Fund selection Plan

The chart below shows what level of pension might be provided in retivement, if invested in ling with the target asset sllocation where appropriate. This
estimate includes any pension arrangements previously entered, together with the State Pension provision,
You can also view the Following charts:
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® Pension Fund Capital

# Pension Fund Income

® Pension Lifetime sllowance
@ Pension Annual Alowance

For explanations of the listed charts, please refer to the help page,
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Adding screen shots

Should you wish to add part or all of a
screen to a document:

® Position the mouse over the window
you would like to copy, and hold down
the Alt key while clicking the Print
Screen (or Prnt Scrn) key

® Open the document to which you would
like to add the image

® Right click approximately where you
would like to add the image, and click
Paste (or CRTL-V) to insert image

To crop the picture:

@ Click the image, and if the Picture
toolbar is not visible, then right click the
image and click Show Picture Toolbar

® Click Crop |#] on the Picture toolbar

® Position the cropping tool over a
cropping handle, and click, drag and

Customising Reports Factsheet

B} FinancialPlan - Microsoft Word

i Fle Edt Wiew Insert Format Tools  Table  Window Help ©oonoecase T NG Type aquastion for help. = %
NEEHS S0 P08 BB A0 08 3 100% - @ | esad

U Mormal - Arial 312 ElB L 0= = = | [E] - 2R2 Ava

|

E|3"'I-'2‘|-1w;g-\-1‘|-2-\‘3- I T T i T B T P T WA I Y C R P 1 e
¥ Mote that we also considered a risk level of 4, without including goal impact, as below

634 n,r.an.k.nlamm Mazilla Firefox

~

-

= |00l el [ =

i ket goss rtFe Forecast coldsten

@

.

- O curree

" O sohtrn

L O Target

® © Pepses

2 @ Asmatree

; [ Risklavel

i [ Show goal impnce

% L] tnvest budget ks

2 [ torove ket defia

& [¥] Exchude pansion income

4 5™ Vo

i Doc 2007 % St Morth

o [3] Dimioad to Esicel v
o | +
= L | . dsrbuton technckgy.com @ @ | 2
- ¥
sa[Es=w< |
Paosition the pointer over any handle and drag ko crop,

B} FinancialPlan - Microsoft Word

i i Fle Edit View Insert Format Tools  Table  Window Help Changecase 5w Type a question For help
drop the edge of the plcturetothe N GEE AP E A B S0 8 0w S s <0 del
exact place you require i A4 Hormal + 10pt v Arial -0 - B 7y [EE i = | [ YayvAvg
Elﬁ""l-'z-\-.i‘|;§‘l‘l" T T AT T T S A “3‘"w.‘"11'.“12".'13'“1.4‘"’—"1’5"."'.15-"‘?”?
. . [ Firanelal plan for Jack s Jasiing Sith T OF Praduct Traimg |
To resize the picture: -
E Mote that we also considered a risk level of 4, without including goal impact, as below]
: T : =
® Click Crop on the Picture toolbarto | -
turn off the cropping tool, if it is on i % o
. . " - L Fgpuase
® Click on the image, and position the : i 3
mouse pointer over one of the sizing i S
handles on each corner - e
. - . W [ Exchade pansion income
e Click, drag and drop the sizing handle |- o
until the object is the size you want : A L
TO rep08ItI0n the |mage ; Proposed Portfolio Transactions
; The table below shows the transactions suggested in order to maoye your current investments
T to the Solution Porfolio
® Click, drag and drop the picture to the = Investment Current Future Buyi(Sell) =
. . 5 Saw_ngs Acco_unt £18,000.00 ) £0.00 (£18,000.00) =
exact position you require 4 AA Fixed Interest Acc £0.00 £1,600.00 £1,600.00 =
e o i rimh Ovannru 2 FL £0nn £7 300 N0 £33N0 0 | 2
Page 13 Sec 1 13(31 At 25m Ln1  col 89 v= English (UK Q_x
Customising Reports Factsheet Page 2 of 2

© Distribution Technology Ltd 2007 onwards. All rights reserved. Ref UDFCRv1.0



