How can | manually add or
update values to holdings?
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The underlying assets tab on the left hand side navigation underHoldings, is where
you can specify what the plan is made of in terms of funds or asset classes and what
the current valuation is.

Once in Underlying Assets, you have the choice of selecting valuations from Contract
Enquiry — subject to the correct licencing permissions and set up being in place. See
article How do | get values for any holdings by using contract enquiry?for details.

Alternatively, you can select either a Manual Fund List or Manual Asset Class List, as

shown below:
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Manual Fund Lists

If you wish to enter the funds manually, select “Manual Fund List” from the dropdown
menu and then click the add button to open the fund search screen where you can add
funds individually or select existing portfolios or fund panels to add in bulk. See section
6 for more information on portfolios and panels.



The fund search screen does two things; the right hand side allows you to search for
funds and the left hand side are the funds you have selected to add to the holding.

You can select funds either by dragging and dropping the fund(s) from the right to the
left or by double clicking on them which will automatically move them from the right to
the left.

In order to search for a fund, start to enter the name of it in the search box. All funds
that match what you have typed will appear in the list below for selection.
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Funds that have already been selected will be “greyed out” in the search results.

Alternatively you can select entire portfolios or panels (or indeed any fund contained
within it) by selecting the “Portfolios & Fund Panels” tab on the right hand side.

This will present you with the list of all existing portfolios and panels you have.

From there you can drag & drop the entire portfolio or by clicking (once) on a portfolio or
panel it will display the individual funds that make it up for you to select them
individually.
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Once you have selected all the funds that the client has click on the add button to add
them to plan.

Add Fund

Fund Search

Citicode Name Promoter - - | Portfolios & Fund Panels

Import an entire portfolio or a fund by dragging
BPVG o Invesco Perpetual European High Inc...  Invesco Perpetual % o itinto your universe.

Show Portfolios & Fund Panels hd
ME4S [/] BlackRock Gold & General A Acc BlackRock % o

i ideal List &

. share test public

test portfolio 12/07/2012

lity Portfolio Test
i TesT23
i Test2a3

i test21

i Testsere

i 20092015Test v

This will then allow the number of units to be added in for each of the funds selected
and a valuation calculated, as shown below:
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Manual Asset Class Lists

If you select the Manual Asset Class List option, as shown below:
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The following screens will allow you to add inAsset Classes.
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Select from the list of asset classes configured in the system as shown below:
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Then add in the percentage allocated to each class and the total valuation, this will then
calculate the value of each class.
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Once you have all the funds or asset classes click on thePerformance tab.

The Performance tab, if selected shows a graph with historic valuations as detailed
below in the following screen shot.

A valuation point is stored every time you go to theUnderlying Assets page. Each
time you access the page the prices of the funds in a portfolio are updated with the
latest prices. The more often you view the holding the more often the valuation points
will be stored.



Alternatively you can add historic valuation points to the graph by selecting theData tab
and pressing add.
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You can also use the information buttons to view an historic valuation.
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The valuation data will include value, date and asset allocation along with how the
valuation point was created (either manually, automatically or via contract enquiry).



Performang x

Date 18/2/2014
Total Value 10021
Entered By

[l Gobal Egenes e UK {18.48%)
[0 v Epasties (a0

Il U Corpeeanie Bons |10, 34%)
Gt B [10.34%)

I ¢ ropean | ooed Bncoame (B ACH

[ Gichal Feoed inecet i L) [R5 P
I 5 Fooed oo (4825

I Cash (2.76%)

Il Emepng Mkt gute (1.57%)
I Goobal Property [0.25%)

When you have completed editing click on Save and Close
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The plan details will then show as follows:
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