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1 Setting up Adviser Office to use e-Suitability 

1.1 Installing e-Suitability 
 
Follow guidance from 1st Software telephone support to install e-Suitability on 
your Adviser Office system. 

 

1.2 Customising the Adviser Office taskbar 
Customise your Adviser Office taskbar to enable easy access to e-Suitability 
by selecting the �Create New Suitability Letter� to be  listed in the Personal 
Task List as shown below: 
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1.3 Configuring the e-Suitability Admin User 
Adviser Office requires that one e-Suitability user is appointed as an �Admin 
User� who will then be solely responsible for any changes which you or your 
firm decide to make to the standardised paragraph content.  Usually, the 
compliance officer will be made �Admin User�.  
 
Open Adviser Office�s Database Administrator�s Module and, from the 
Preferences dropdown menu, select �System Options�. 
 

  
 
The following screen will then appear, from where you should select the �e-
Suitability� tab 
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Make sure that the top check box is ticked. 
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Now, you may assign the Admin User by selecting the check box immediately 
to the left of the name of the user who will assume this role after which the 
check box will be marked as shown below. 
 

 
 
Now click the �OK� button to complete the changes. 
 
N.B.  Contact 1st Software telephone support in case of difficulty in 
completing this step. 
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2 Selecting the client 
 
From the Adviser Office Taskbar, select �Create New Suitability Letter� and a 
dialogue box will launch similar to that shown below: 
 

 
 
In accordance with Adviser Office operating conventions, you will be 
requested to confirm you wish to apply the action to the last accessed client 
record. 
 
If you wish to prepare a report for a different client, click the �No� button and 
pick the required client from the selection list in the normal way.  
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Having selected the correct client, the following Activity Review screen will 
appear. 
 

 
 
Notice that the activity screen has all the familiar features and controls with 
the addition of a �Suitability Letter� tab. 
 
Select the �Suitability Letter� tab to reveal the an input and selection screen. 
 

 
 
From here, you can begin creating an e-Suitability recommendation report.
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3 Beginning to build a recommendation for a client 
 
Begin building a recommendation by clicking the �Edit Recommendations� 
icon. 
 

 
 
The following screen then appears. 
 
Click the �Add Recommendation� button. 
 

 
 
Select a Need Area from the drop down followed by a Sub Need area. 
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In the example below it shows a straightforward protection scenario has been 
selected. 
 
Now click the �OK� button. 
 

 
 
The following screen then appears. 
 
Now click the �Add Contract� button to select the produ ct details. 
 

 
 
The following screen then appears: 
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Below is an example of the input in the product fields. 
 

 
 
If the Provider you want is not listed in the drop down list, then select *NOT IN 
LIST* as the provider name. 
 

 
 
Having completed these entries click the �OK� button. 
 
The following screen then appears to summarise where you are at this stage. 
 

 
 
Assuming you don�t want to add any other recommendations or products � 
click the �Close� button. 
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The following screen then appears: 
 

 
 
You are now ready to produce a report based on your selections so far.  At 
this stage you must choose to prepare a Suitability Report or a Needs and 
Demands Letter.  
 
Choose the letter type by selecting the Letter Type drop down menu. 
 

 
 
Notice there are two possible selections, one for each Letter Type.  Letter 
types, and how to use them, are described in subsequent sections of this 
guide.
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4 Letter Types 
 
Letter type technology is built into e-Suitability.  It provides a means of easily 
producing a variety of types of report or letter. 
 
Two letter types exist in e-Suitability: 

� Needs and Demands Letter - an automated covering letter 
� Suitability Report - the main report 

4.1 Needs and Demands Letter 

4.1.1 Background 
Needs and Demands letters are aimed at further reducing authoring times 
and meeting the FSA�s concern to simplify disclosure documentation. 
 
It is an optional automated covering letter which serves as an �executive 
summary� letter for an e-Suitability report.   Designed as a covering letter, a 
�Needs and Demands Letter� is produced using identica l initial input data as a 
corresponding e-Suitability report.   
 
Use of this facility is intended to be appropriate for documenting the majority 
of needs and demands scenarios in a rapid, logically correct and 
straightforward way.   
 
Combining an objectively assessed client �need�, with sub jectively received 
client �demands�, results in a powerful tool of expressio n which can 
dramatically reduce the recommendation alternatives and so aid disclosure 
clarity and reduce the possibility of a documented recommendation which is 
not well matched to the discussion held with the client.  In using this 
technology, you will experience an improvement in understanding and 
acceptance of advice whilst reducing the possibility of challenge at a later 
date.   

 

4.1.2 What recommendations are covered 

The advice areas currently supported by automated needs and demands 
letters are: 
 
Mortgages 

� All mortgage products except commercial  
� Mortgage Payment Protection Insurance  
� Muslim or Sharia mortgages are not yet supported 
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Personal Protection 
� Featuring an extensive product library including Level Term Assurance, 

Mortgage Protection, Decreasing Term Assurance, Family Income 
benefit, Gift Inter Vivos, Income Protection, Multi Cover Plans and 
Whole of Life 

 
Corporate Protection 

� Level Term Assurance, Mortgage Protection, Decreasing Term 
Assurance, Multi Cover Plans, Income Protection and Whole of Life 

 
Investment 

� Includes � Unit Trusts, OEICS, Stocks and Shares ISA, Ca sh ISA, 
Investment Trusts, General Investment Accounts, Investment Bonds 
(onshore and offshore), Friendly Society Savings Plans, Structured 
Investments and Wraps (Transact, Nucleus, Selestia, Ascentric & 
Standard Life) 

 
Pensions 

� Individual Pension Plans � Stakeholder, Non-Stakehold er, SIPP, PPP 
to PPP transfers, Personal Pension drawdown, Phased Pension 
Drawdown, Lifetime Annuity Purchase, Phased Lifetime Annuity 
Purchase, Trivial Commutation, Retirement Annuity Trusts 

� Group Pension Plans � full support for group schemes whe re advice is 
given to the employer 

 
Trusts 

� Discretionary, Bare or Absolute and Flexible Power of Appointment 
 

Expressed as: 
 

o Gift, Gift and Loan or Discounted Gift 
 

� Designated account for unit trust/OEICS and investment trusts 
 

Equity Release 
� All types supported 

 
Long Term Care 

� Immediate Care Annuity 
 
Risk Assessment 

� Presently 1st Software Default, Sesame, Burns Anderson, Whitechurch 
and Generic with plans to add more  
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Risk Profiling 
� Finametrica and Tillinghast Towers Perrin, Skandia Investment 

Solutions with plans to add Watson Wyatt 
 
Wills 
Intestacy rules for: 

� England and Wales 
� Scotland 
� Northern Ireland 
 

 

4.1.3 Producing a Needs and Demands Letter for a Term Assurance 
recommendation 

 

 
 
Now click the Letter Type drop down menu and select �Needs and Demands 
Letter�. 
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Then click the �Edit Report� icon. 
 

 
 
You will now see Report Writer launch as an application.  Report Writer will 
begin by populating your report with as much text as it can based upon your 
input so far. 
 

 
 
The bold text within the Document Map window requires your attention. 
Click the first bold text block �ND protection DO demands 8�. 
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The screen changes slightly to reveal �Paragraph List�. 
 

 
 
In that box you will see two paragraph choices. 
 

  
 
Ignore the block capital letters at the beginning of each line � they are there 
only to help uniquely identify each paragraph for use if reporting problems. 
 
Click to highlight each line and view the paragraph options.  Then, select 
either paragraph option you require by clicking the mouse inside the relevant 
check box. 
 
You will see the paragraph selected is inserted straight away into the letter 
preview pane and displayed in the bottom left hand box on the screen. 
 

 
 
Report Writer does this to make it easy for you to see what is happening to 
the suitability report as you make selections. 
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Having made that paragraph selection, simply work your way down the rest of 
the bold paragraph labels in the document map � � 
 

 
 
..�. and make the relevant sections from the Paragraph  List. 
 
You are now ready for document finishing and printing which are described in 
subsequent sections of this guide.  Please refer to the table of contents at the 
front of the guide. 
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4.2 Suitability Report 

4.2.1 Background 
The Suitability Report letter type is the core suitability report writing 
component of e-Suitability.  It can be used independently or in conjunction 
with the Needs and Demands letter type.  If used independently, you will 
need to consider documenting the client�s needs and demands in the opening 
section of the suitability report. 

4.2.2 What recommendations are covered 

The advice areas currently supported by automated suitability reports are: 
 
Mortgages 

� All mortgage products except commercial  
� Mortgage Payment Protection Insurance  
� Muslim or Sharia mortgages are not yet supported 

 
Personal Protection 

� Featuring an extensive product library including Level Term Assurance, 
Mortgage Protection, Family Income benefit, Gift Inter Vivos, Income 
Protection, multi-cover products and Whole of Life 

 
Corporate Protection 

� Level Term Assurance, Mortgage Protection, Income Protection and 
Whole of Life 

 
Investment 

� Includes � Unit Trusts, OEICS, Stocks and Shares ISA, Ca sh ISA, 
Investment Trusts, Investment Bonds (onshore and offshore), Friendly 
Society Savings Plans, Structured Investments and Wraps (Ascentric, 
Avalon, Elevate, Nucleus, Skandia Investment Solutions, Standard Life 
and Transact) 

 
Pensions 

� Individual Pension Plans � Stakeholder, Non-Stakehold er, SIPP, PPP 
to PPP transfers, Personal Pension drawdown, Phased Pension 
Drawdown, Lifetime Annuity Purchase, Phased Lifetime Annuity 
Purchase  

� Group Pension Plans � limited support suitable for smal l schemes 
where advice is given to each individual 
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Trusts 
� Discretionary, Bare or Absolute and Flexible Power of Appointment 

 
Expressed as: 
 

o Gift, Gift and Loan or Discounted Gift 
 

� Designated account for unit trust/OEICS and investment trusts 
 

Equity Release 
� All types supported 

 
Long Term Care 

� Immediate Care Annuity 
 
Risk Assessment 

� Presently 1st Software Default, Sesame, Burns Anderson, Whitechurch 
and Generic with plans to add more  

 
Risk Profiling 

� Finametrica and Tillinghast Towers Perrin with plans to add Watson 
Wyatt and Selestia  

 
Discretionary Fund Management 

� Specific support for DFM�s who are performing as product provider and 
investment manager: 

o Brewin & Dolphin 
o Cazenove Capital 
o Parmenion 
o Quilters 
o Rathbones 
o Williams de Broe 

� DFM�s appointed within a product from another provider 
o Generic support is given for all DFM�s accessed in this way 

 
Wills 
Intestacy rules for: 

� England and Wales 
� Scotland 
� Northern Ireland 
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4.2.3 Producing a Suitability Report for a Term Ass urance recommendation  

You will now see Report Writer launch as an application.  Report Writer will 
begin by populating your report with as much text as it can based upon your 
input so far. 
 

 
 
The bold text within the Document Map window requires your attention. 
Click the first bold text block “ND - client needs and demands”. 
 
The screen changes slightly to reveal “Paragraph List”. 
 

 
 
 
 
 
 


