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EXPAND | Expand Functionality - Report templates

To access the reports panel

Select Your clients tab and click on Reports. & ll & @

1) Home ©) Activity Your clients Q

Filter by name or account number Personal details v Account v Employer v Product v Investments v Insurance v

Account Status: Open x

185results: | {, SearchResult (CSV) a Select All 0 selected item: Reports
Client / Account Name Account # Date of Birth Employer Account Type Product Balance ($) Action

D Abi-Rached, Mai Phan 16770177 21/04/1948 Pension Expand Essential Pension $645751.17

D Alameodine, Aleisha Maria 16783181 04/03/1954 Pension Expand Essential Pension $440,386.38

O Aljomaily, Claire Leeanne 16554251 21/11/1948 Pension I00F Pension $135,659.25

Select Your clients tab and click on Reportsicon
under the Action column.

{3 Home ©) Activity

Filter by name or account number Personal details v Account v Employer v Product v Investments v Insurance v

Account Status: Open x

185results: | 4, SearchResult (CSV) (] Select All 0 selected items: Reports
Client / Account Name Account # Date of Birth Employer Account Type Product Balance ($) Action
Abi-Rached, Mai Phan 16770177 21/04/1948 Pension Expand Essential Pension $645,751.17

O Alameodine, Aleisha Maria 16783181 04/03/1954 Pension Expand Essential Pension $440,386.38 @

O Aljomaily, Claire Leeanne 16554251 21/11/1948 Pension I00F Pension $135,659.25




To access the reports panel (cont)

When you have selected a client account, you can
select Reports from the tool bar.

Mrs Mai Phan Abi-Rached

16770177

Expand Essential Pension

Summary

Balance over time

Since inception

Account details

Account performance

Investments

Apr23

Jul'23 0ct'23

Opening balance

$0.00

01 Feb 2023

Transactions

Fees Pension

Periodic performance

Account performance (net) @

3.43%
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Move money

Current balance

$645,751.17

Reports

Balance Net deposits (D

800k

Apr'24 Jul'24

Your summary
since inception
Click here to view more

v

Jan'25

Apr'2s

Closing balance

$645,751.17

11 Aug 2025

400k

200k

Jul'2s
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To create a template

From the homepage, select Your clients.

Good morning, User

Recent updates ‘(g

Pension continuation online application form Your clients Activity New application form
changes (new)

Updates to Advice Fee Forms (new)
Enhanced cyber security

Recent updates 1o reporting - new feature
added

Making deposits 1o an Expand account via
EFT

Class third party data foods now available
Easler direct debits for new business

apphcations
Investment central

® W S B
Select Reports. : B 0

1~} Home @) Activity Your clients

Filter by name or account number Personal details v Account v Employer v Product v Investments Insurance v

Account Status: Open x
185results; | &4, SearchResult (CSV) ) Select All 0 selected items: Reports
Client / Account Name Account # Date of Birth Employer Account Type Product Balance ($) Action
] Abi-Rached, Mai Phan 16770177 21/04/1948 Pension Expand Essential Pension $645751.17
() Alameodine, Aleisha Maria 16783181 04/03/1954 Pension Expand Essential Pension $440,386.38
Aljomaily, Claire Leeanne 16554251 21/11/1948 Pension I00F Pension $135659.25
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To create a template (cont)

X Reports M 0 accounts selected ., Report guide

e From the Reports panel, set the following default

settings for the template:
* Reporting period Choose from templates (optional)

* File format as PDF or CSV. Select a template v

If you don't set areporting period or file format, the

default will be Last 12 months and PDF. Reporting period From To / Effective Date
ﬂ Last 6 months v 05/02/2025 04/08/2025
6< File format (2)
. ™ @ roF
HINT: If you select PDF as your master file format, O csv

you can still choose a report that is only available in
a CSV format or change the file format for an individual

Select all
reportto CSV. = ®
) . — Account information

You can also change the reporting period for each

individual report, allowing you to tailor the reports [] Account details v

to your needs.
[J Insurance certificate v
[] Centrelink schedule v
[] Super contribution summary v
[] standing instructions (CSV Only) v

— Portfolio details

[] Portfolio summary v

[] Balance graph Vv

Recent reports Generate Reports




EXPAND | Expand Functionality - Report templates

To create a template (cont)

° X Reports 0 accounts selected
Choose the reports that will be included in the
template )
Choose from templates (optional)
Select a template v {ct Manage Templates
Reporting period From To / Effective Date
Last 12 months v 05/08/2024 04/08/2025
File format ()
@ PDF
O csv
[] selectall (@ Reorder selected reports @

— Account information

0/2 Account details v

[J Insurance certificate v
[] Centrelink schedule Vv
Super contribution summary Vv
Standing instructions (CSV Only) v

— Portfolio details

Portfolio summary v

[] Balance graph v

[® Recent reports Save as Template Generate Reports




To create a template (cont)

e To update the reporting period or file format for an
individual report click on the accordion to expand.

G Arrange the order of the reports by toggling on
Reorder selected reports, then drag and drop.

HINT: You can change the order of any PDF reports; any
CSV reports will appear as the bottom of the panel.

0 Once you have customised the reports for the
template, select Save as Template.
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Super contribution summary

Description

Provides a financial year summary of concessional, non-conc

Current financial year A\

I, other contributions

and BPAY contribution details.

Optional filter: Show contribution transaction listing.

Report options Select file type
[ Include contribution transactions @ POF
Ocsv

Select reporting period

Current financial year 25/26 v

[] standing instructions (CSV Only)

X Reports . 0accounts selected

Choose from templates (optional)

Review template v {6 Manage Templates

format

Y, Report guide

(@ Reorder selected reports %

; [ F

I 1 Portfolio summary

I 2 Account movement

I 3 Super contribution summary
I 4 Investment performance

I S Account details

files.

Standing instructions

[ Recent reports Save as Template

Generate Reports

® The below reports are still part of your template, but cannot be reordered as they are CSV a




To create a template (cont)

9 Enter a Template name and select Save.

HINT:

Report templates are saved to your user profile for
easy access. You are unable to share templates
with other users in your practice.

The template name must be unique.

9 Select the saved template you wish to use from the

Choose from templates dropdown.

0O—

O —

Save Template

Create a name for your template.

Template name

Annual review| pack

X Reports

Choose from templates (optional)

Select a template

[Select a template]
Pension version 1
Super 25 review
Pension review
Review template

Standard reporting pack
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©

Template saved

Your ltmplaw has been saved. Access it in the reporting pﬂﬂﬂ via the
‘Choose a template’ dropdown at the 1op of the Reports panel.

Back to reporting

S 0 accounts selected

{6y Manage Templates

Effective Date

08/2025

[1 Account details
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How to manage templates

X Reports /. 0 accounts selected L, Report guide
a Select Manage Templates.

Choose from templates (optional)

Select a template v {c} Manage Templates w

Reporting period From To / Effective Date
Last 12 months v 05/08/2024 04/08/2025

File format (?)

@ PDF

(O csv

Under actions you can choose to rename or delete
atemplate. Manage templates

Rename or delete any of your previously saved templates.

To edit atemplate, select a template, make your

changes and save it as a new template. Looking to 'Edit’' a template?
®© Select a template, make your changes, and save it as a new template.

HINT: You cannot make changes to the Standard Template Name Actions
reporting template.
Annual review pack £ Rename T Delete
Created 04/08/2025 - I
Review template £ Rename T Delete

Created 04/08/2025
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How to select clients to run a report

. . {7y Home © Activity Your clients

Select your client/s and then click Reports (refer to

page 2 for the ways you can access the Report panel) P —— Personaldetals v Accon v Employer v Product v Investments ~ Insurance
Account Status: Open x
185 results O  SelectAl selected ftem Reports w
U Chent / Account Name Account # Date of Birth Employer Account Type Product Batance ($) Action
Abi-Rached, Mai Phan 16770177 21/04/1948 Pension Expand Essential Pension S$645751.17
‘Alameodine, Aleisha Maria 16783181 04/03/1954 Pension Expand Essential Pension $440,386.38
Aljomaily, Claire Leeanne 16554251 20111948 Pension 100F Pension $135,659.25
0 Aljomaily, Claire Leeanne 16781416 21/11/1948 Pension Expand Essenial Pension $481,924.88

3 accounts selected 4, Report guide

Select the template you wish to use or select
individual reports. Make the necessary adjustments Choose from templates (0

iew pa v & Manage Templal
and then select Generate Reports. el v
Reporting period From To / Effective Date
Last 12 months v 050872024 040872025

File format (7)
@® POF
csv

[ Setectal (3 Reorder selected reports (

Account information

Account dotails v
[] Insurance certificate .
[J Centrelink schedule v
Super contribution summary N
Standing instructions (CSV Only) v
Portfolio detalls

Portfolio summary v
[] salance graph v

Save as Template Generate Reports %

10



How to select clients to run a report (cont

You can access fromreports from the following:

Confirmation page

the homepage

The Recent reports icon down the bottom of
the Reports panel on the left hand side

@ Recent reportsicon on the tool bar or tile on

Generating report(

©

To access your repori(s) go

) Recent reports

cent reports’

) Home ©) Activity 0 Your clients

Good evening, User

Recent updates

Pension continuation online application form

changes (new)
Updates to Advice Fee Forms (new)
Enhanced cyber security

Recent updates to reporting - new feature
added

Making deposits to an Expand account via
EFT

Class third party data feeds now available

Easier direct debits for new business
applications

B198

Your clients

Segment client accounts,
run bulk reports and
download client data

Recent reports

Access completed and
pending reports

F9

Investment central

Your powerful client
engagement tool

Activity
Monitor work in progress

items of your client
accounts

latl

& w a[B] @

Q

(2

New application form

Create a new application

form

@™

p

Investment research,
performance and
documentation

Securely upload
documents for
processing by our
system
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X Reports

Choose from templates (optional)

Select a template

iR 3 accounts selected .V, Report guide

v {8y Manage Templates

Reporting period From To / Effective Date
Last 12 months v 05/08/2024 04/08/2025

File format @

@ PDF

Ocsv

[ selectall [©)

— Account information
[] Account details v
[] Insurance certificate v
[] cCentrelink schedule v
[] Super contribution summary v
[] standing instructions (CSV Only) v

— Portfolio details
[] Portfolio summary v

v

[] Balance graph

%) Recent reports

N

Generate Reports

n



Contact us

Postal address
Expand

GPO Box 264
Melbourne VIC 3001

Telephone
1800 517 124

Email
clientfirst@myexpand.com.au
advisoryrelationships@insigniafinancial.com.au

Website

myexpand.com.au
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FOR ADVISER USE ONLY

This document is for financial adviser use only and it is not to be distributed to clients. This document has been prepared and issued on behalf of IOOF Investment Management Limited, ABN 53 006 695 021, AFSL 230524 (IIML)
and Navigator Australia Limited (NAL), ABN 45 006 302 987, AFSL 236466. IML is the Trustee of the IOOF Portfolio Service Superannuation Fund, ABN 70 815 369 818. NAL is the Service Operator of each Investor Directed Portfolio
Service. IIML and NAL are part of the Insignia Financial Group of Companies (comprising Insignia Financial Ltd 49 100 103 722 and its subsidiaries). The information in this document has been given in good faith and has been
prepared based on information believed to be accurate and reliable at the time of publication

PLA-25629 (59030) 0825
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