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A Word from the Creators 

Thank you for purchasing IPS AdvisorPro®. We hope that you will find using IPS AdvisorPro® 

helps you and your staff be more productive, more profitable and more professional.  
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Overview 

The purpose of this section is to provide you with a brief overview of IPS AdvisorProÈ. Youôll 

learn about the features of the application, see how to navigate the site and how easy it is to 

create an IPS. 

 

The Importance of an IPS 

 

¶ An Investment Policy Statement provides a record of the agreements between the 

financial advisor and the client 

¶ It establishes a trust and a bond with the client 

o Open disclosure 

o Clarity about the relationship and what will be experienced 

¶ As a result of the trust and professionalism 

o Clients stay in the relationship 

o Advisors enjoy the opportunity for more and bigger clients 

 

Background 

Before we go too far, itôs vital that you understand the important role that the process of creating 

and documenting investment policies can be in the early and ongoing relationship between the 

client and the advisor 

 

An IPS is a written document that acts as a record of the agreements reached between the client 

and the advisor. This helps educate the client about the investment issues and it provides clarity 

about what will be happening in the investment process. As the issues are discussed and 

agreements are reached, a critical level of trust generally develops between the client and the 

advisor. As a result, the advisor will find clients stay in the relationship, that referrals to other 

clients becomes easier and bigger clients are more willing to consider working with you. 
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Why IPS AdvisorPro®? 

 

¶ The industry's highest quality IPS 

o Professional design is clean and straight-forward 

o Content and structure have been created by the industry's leading experts on 

policy statements 

¶ IPS AdvisorPro® is quick and easy 

¶ IPS AdvisorPro® helps establish a consistency across all advisors in a firm 

¶ IPS AdvisorPro® supports compliance requirements 

¶ IPS AdvisorPro® is fully customizable 

o incorporates your firm's practices and philosophies 

o reflect the unique circumstances of each client 

 

 

As you will see in this overview, users of IPS AdvisorPro® will be able to quickly and easily 

create the industryôs highest quality IPS. The look of the IPS has been professionally designed 

and its content and structure reflect the many years we have spent speaking and writing about 

Investment Policy Statements. 

 

Weôll show you how easy it is to customize any part of an IPS from IPS AdvisorProÈ--to reflect 

both your firm and your client. But we also want to emphasize two other attributes: 1) As the IPS 

AdvisorPro® system gets implemented in your company and as advisors find themselves 

adhering to the agreements documented in the IPS, youôll find there is an increasing consistency 

across the advisors in your firm. 2) Because the IPS is part of a prudent investment process and 

because of some of the supervision tools built into IPS AdvisorPro®, compliance requirements 

are being satisfied. 
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Sample IPS Pages 

A few sample pages of output, to give you an idea of what an IPS from IPS AdvisorPro® might 

look like. First, hereôs the cover page. 

 

 
A Table of Contents: 
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Note that the sections in this IPS Table of Contents include commentary about the importance of 

having an investment policy, an overview of the client and their circumstances, their objectives, 

time horizon, tax issues, willingness to experience risk, the specific asset allocation, it identifies 

key aspects of the advisorôs philosophies to create confidence in the client, it also lists how 

frequently the IPS will be reviewed, any liquidity needs of the client, diversification issues, any 

restrictions being placed on the portfolio, how investments will be selected, how the portfolio 

will be monitored and reported upon, and a place for both the client and the advisor to sign, 

indicating their adoption of the IPS. 

 

Overview Commentary   Asset Allocation Section 

 

   
 

Among the Overview information is client contact information, the account listing, names of 

anyone who should be given a copy of the IPS and the names and information of the clientôs 

attorney and CPA. 

 
The Asset Allocation section, shown on the right above, has both graphics and numbers, and it 

shows the calculated likely range of annual returns for the portfolio at the 95% confidence level, 

which helps clients understand that the investment experience will not be a straight line. 
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A page from an IPS, showing more text 

 

 
 

As shown here, IPS AdvisorPro® has provided wording in the IPS template about duties and 

responsibilities of both advisor and client as well as about discretion and account titling. Any of 

these can be easily changed or even removed, so you can be sure your IPS reflects your 

practices. 

Standard IPS 

Now that youôve seen what an IPS looks like from IPS AdvisorProÈ, itôs important for you to 

also understand that IPS AdvisorProÈ offers two levels, the Professional level, which weôve 

been talking about so far, and the Standard level. The Standard IPS is essentially an executive 

summary. It still documents the essential agreements, but it avoids the length and detail of the 

Professional IPS. Different templates are not needed for a Standard IPS. For smaller 

engagements, the Standard IPS is probably more appropriate. 

 

When you signed-up for IPS AdvisorPro®, you decided if you wanted only Standard IPSs or if 

you chose Professional, you will be able to produce either Professional or Standard IPSs from 

IPS AdvisorPro®. 

 

With that background, letôs show you IPS AdvisorProÈ! 

Using Help to Learn about IPS AdvisorPro®  

If you need help, we have provided five different resources to make it as easy as possible to learn 

to use IPS AdvisorPro®  
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¶ Each screen on IPS AdvisorProÈ has a ñPage Tipsò link at the upper right, designed to 

answer many of the questions that may arise from the actions required on that page. 

Click on the link to show the Page Tips and click on it again to hide it. 

¶ In the questionnaire, there are ñQuestionnaire Adviceò boxes with each question you 

can click on and off that are designed to give you guidance about how to respond. 

¶ A system Help Manual can be downloaded (link at upper right of every screen) for 

your review and guidance. This includes an introductory tour and a section on each part 

of IPS AdvisorPro®. 

¶ Each screen of IPS AdvisorProÈ has a ñSupportò link on the lower right. Click on that 

to email us questions you may have. Email support is available during normal business 

hours, Monday-Friday, Eastern Time. Please also use the Support link to give us your 

feedback, telling us whatôs working for you and what changes or new features youôd 

like to see. 

Administrative Rights 

Finally, as the Administrator for your license with IPS AdvisorPro®, you can configure up to 5 

users, assigning appropriate rights to each. Anyone in your company who might need access to 

IPS AdvisorPro® should be set up as a new user under your license. All users under a license 

will have access to the same templates and Asset Allocation Models, providing a way for your 

company to display consistency in how you do your investment management from one advisor to 

the next. If everyone does things differently, you can each build different templates and models 

to reflect your respective styles. (Remember though, since thereôs a cost for each IPS created, it 

wonôt make sense for you to give access to your IPS AdvisorPro® license to anyone not in your 

company.) 

Weekly Training 

Introductory Tour  

 

Thursdays @ 1:00 PM EST 10:00 AM PST 

Discover the basics of IPS AdvisorPro® by watching a live walk-through and ask your 

questions. Join us for this meeting. 

 

New User Training 

 

Wednesdays @ 1:00 PM EST 10:00 AM PST 

Learn how to setup your system, create templates and generate a custom investment policy 

statement. 

Pricing and Billing 

IPS AdvisorPro® offers two licenses, standard and professional. For detailed information about 

the difference between the two, please visit http://www.ipsadvisorpro.com/about/features-

pricing/.  

 

http://www.ipsadvisorpro.com/about/features-pricing/
http://www.ipsadvisorpro.com/about/features-pricing/


  10 

With your IPS AdvisorProÈ license, you receive 100 IPSôs. Your license expires one year after 

your purchase (or at the anniversary of your last renewal) or once you use up all of your IPSôs, 

whichever one comes first. You will receive an email from the system when you reach 7 days 

before your expiration or come down to only 5 IPSôs left. 

 

On the anniversary of your purchase (or last renewal), the system will automatically renew your 

subscription and charge the credit card we have on file. 

 

If you run out of IPSôs before the anniversary, the system will let the account administrator of 

your account renew your subscription by clicking on ñCreate a New Clientò when the remaining 

IPS credit is 0. 

Interested in the Book? 

If you are not already aware, our book ñCreating an Investment Policy Statement: Guidelines and 

Templatesò can be purchased from the publisher FPA Press. See the Financial Planning 

Association website at http://www.fpanet.org/. The book is being used as a text in several CFP
®
 

and graduate program investment courses and provides an excellent overview of the use of an 

IPS in your investment process. 

Coming Changes 

One of the big advantages of an online software application is that you can upgrade it as 

improvements are developed. We have several of our own ideas about new features and ways to 

enhance the usability of the system, including partnering with other software vendors and advisor 

groups. More importantly, we want to hear from you. As you use IPS AdvisorPro®, we want to 

know what works and what doesnôt. We especially want to hear from you about changes youôd 

like to see. We canôt guarantee theyôll all be used, but they certainly wonôt if you donôt tell us 

your ideas. Use the ñsupportò link at the lower right corner of every page in IPS AdvisorProÈ to 

send us your ideas. While this link will primarily be used for email help and support, you can use 

this same method to send us your ideas and requests. 

Referrals are Welcome! 

If you like IPS AdvisorPro®, please tell your friends and colleagues. The more users we have, 

the more resources we can apply to the program to improve it. Telling others about IPS 

AdvisorProÈ will help them, will help you and weôd appreciate it as well. 

 

Again, thank you for purchasing IPS AdvisorPro® and congratulations for helping to set the IPS 

standard for the financial services industry. 

 

Sincerely, 

 

Norman M. Boone, MBA, CFP
®
 

Linda Lubitz Boone, CFP
®
 

Co-founders IPS AdvisorPro®  

www.IPSAdvisorPro.com  

http://www.fpanet.org/
http://www.ipsadvisorpro.com/
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Make Use of the Set-up Wizard  

We have designed IPS AdvisorPro® so you can easily modify it to best reflect how you practice 

investment management with your clients. Taking a little time and giving it some thought at the 

beginning will save you many hours of time later by reducing the number of changes youôll need 

to make with each new IPS.  

 

¶ When you enter the system for the first time, a Wizard will guide you through the set-up 

steps. We encourage you to do the early steps thoughtfully. If you do the set-up Wizard 

well, you literally will be able to create a new IPS in just a few minutesðfill in the 

questionnaire, click on an Asset Allocation Model and print your new IPS. 

¶ Take the time to choose from the asset classes we have provided for you, to add your 

own if appropriate, and to design Asset Allocation Models that will be useful to you. 

¶ If you have signed up for the Professional Edition, please also take the time to review 

the templates (the sections, paragraphs and words) and adapt them to be your own. Most 

users will find it helpful to download one or more of the sample IPSs available at the 

start of the Wizard to get a sense of what an end product might look like and to identify 

the parts that need changing to better reflect your own practice. 

 

There is a separate help guide to assist you in completing the wizard. You can access it on every 

page of the wizard by clicking on the "Wizard Guide" at the top of the screen, as shown in the 

screenshot below: 
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Signing In 

 
 

Once youôve signed up for IPS AdvisorProÈ, youôll actually sign on to the application on this 

Log-in page. Youôll need a company ID for all the users in your company. Then, each user in the 

company will have his or her own User ID and Password.  

 

 
 

Each time you log in, this will be the first screen you will see. Different users in a company will 

have different rights. Every company will have at least one person with administrative rights. 

This screen will be able to be seen only by those with administrative rights, because not only can 

you create a new IPS or Work with an Existing IPS (which will be available to every user), the 
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bottom half also allows this person administrative rights to 1) Create a New IPS Template, 2) 

Create a New Asset Allocation Model, or 3) Add a new user. 
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Creating an IPSð5 Steps 

 
 

Once you have finished the Startup Wizard, it takes only five steps, as shown here, to finish an 

IPS with IPS AdvisorPro®. We emphasize, a good set-up is key! If you do that well, then it 

should take only a few minutes to create an IPS that sets the standard for the financial services 

industry. 
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Creating a New IPSðStep 1 

 
 

To create a new IPS, Step 1 will lead you to this screen. Letôs review whatôs here before we go 

on. 

 

¶ On the left is the Navigation Box. You can see that it takes five steps to create an IPS. 

This screen is the starting point. Then youôll complete a questionnaire and choose one of 

our Asset Allocation Models. You then will be able to print an IPS in PDF format and 

review that. If there are changes needed, you can either go back to the questionnaire or 

the Asset Allocation Model step, or you can use Step 5 to quickly and easily Modify any 

part of the IPS. When itôs the way you want it, generate the IPS again as a PDF, then you 

can print it and save it to your own system. 

¶ Along the top of this screen, the administrative user will have five tabs. Home was the 

last screen we saw. In this screen, we are in the Clients tab now, where we have a choice 

to create a new IPS or work with an existing IPS. System Management allows us to work 

with templates and Asset Allocation Models. Account Administration is where we add or 

delete users, change their information and rights, and the final tab is for Support. 

¶ Speaking of Support, on the lower right of every screen is a link to Support. Click on that 

and a form comes up for you to email us with your questions and problems. Monday 

through Friday, Eastern time, weôll get back to you with answers as quickly as we can. 

¶ We hope you wonôt need a lot of support, because as weôve seen before, each page has a 
page tip and the Help manual is always available. Frankly, we think most of IPS 

AdvisorPro® is pretty intuitive and once you get going, youôll probably need very little 

help 

 

To create a new IPS, youôll need to give it a meaningful name that you will recognize later. You 

probably should start with the clientôs last name, then first, then perhaps a date or advisor name. 

 

In the next box, you need to use the drop-down menu to identify to which of the eight client 

types this client should be classified. 
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The third box allows the Professional Level user to choose whether this IPS will be a short 

Standard level IPS or if the more detailed Professional format is better for this client. 

 

In the final box, the drop down menu will show all the active templates available for this client 

type in your system. At the beginning you will only have the template provided by 

IPS AdvisorPro®, but as you use the system, youôll probably build different templates for 

different situations. This box lets you pick the template that is closest to this clientôs 

circumstances. 

Work with an Existing IPSðStep 1 

 
 

If, instead of creating a new IPS, we had clicked on ñWork on an existing IPSò then we would 

have come to this screen. 

 

This screen lists all of the IPS created by the user. The list can be sorted by IPS Name, by IPS 

Type, Tier, by its status (complete or incomplete or archived), and the dates it was created on or 

last edited. You can search by name, look only at IPS with a specific status, or on the lower right, 

you can click on the link to view all of them. 

 

The actions available are  

¶ ñEditò allows you to work on the IPS,  

¶ ñDownloadò prints the IPS in its PDF format, 

¶ ñAboutò shows you information about the IPS like when it was created, by whom and if 
an actual IPS document has ever been generated. 

¶ ñDeleteò permits you to irretrievably eliminate the IPS 
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Modifying IPS Name, Date, Status, and Author 

To modify the name or date that appears on the cover page of your IPS, the status (complete or 

incomplete) or the author/"created by" (if your user account is an account administrator or 

general administrator), open the IPS for editing as shown above and click on "1, Start IPS" in the 

left navigation bar. 

 

Completing the QuestionnaireðStep 2 

 
 

Whether we are creating a new IPS or working with an existing IPS, Step Two in the IPS 

AdvisorPro® Process is to complete or update the questionnaire. There are 8 questionnaires, one 

unique and appropriate to each of the 8 client types. You only need to fill in the spaces that are 

relevant and that you want printed on the IPS. 

 










































































































