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In order to use Adviser Model Portfolios your firm must 
be permissioned to use them, this is stipulated on your 
firm set up form.

To build an Adviser Model Portfolio you must be 
permissioned to build models, this is set up and can be 
edited via the security user in your firm.

Finally, the person building an Adviser Model Portfolio 
controls who can edit or use the model, if you cannot 
find a model you may not have been given access to use 
it. The person who created the model can edit to give 
you access.

Permissions and Navigation

To access the Model 
Portfolios menu click 
the icon on the left.

Your firm may have 
stipulated that model 
portfolios need to be 
authorised. If so, you 
can do that here.

Select the appropriate action.

In order to Copy, Edit, Close 
or Bulk rebalance a Model 
Portfolio you must Search for 
and select the Model Portfolio.
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Firstly, name your Model Portfolio, this name is not 
version controlled and can be changed on editing. 
The Model Portfolio’s name must be unique within 
your firm. You may also want to ensure it differs 
from any DIM models you use.

Select the product(s) that the Model Portfolio can 
be used within.

Select whether you would like the Model Portfolio 
to automatically rebalance.

If you chose to select automatic rebalancing, you 
have the following options:

•	 Frequency – the Model Portfolio will 
rebalance to the original asset percentages 
at a frequency of your choosing; monthly, 
quarterly, half yearly or annually. You can 
select the next rebalance date.

•	 Tolerance – the Model Portfolio will be 
automatically rebalanced if any asset drifts 
from its original allocation. You can set the 
tolerance percentage at an asset level or apply 
the same tolerance to all assets in the Model 
Portfolio.

•	 Frequency and tolerance – the Model 
Portfolio will rebalance in line with both 
frequency and tolerance as described above. 
The default will be for the model to follow  
the frequency rebalance schedule, however, 
should any accounts move out of tolerance 
between frequency rebalance dates then  
an ad hoc rebalance will be processed.

Create an Adviser Model Portfolio
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Search for funds using name, SEDOL or ISIN.  
The Detailed search option allows you to search 
by fund manger, sector or fund type.

Alternately you can upload assets from an excel 
file, download and complete the example file 
before uploading via the Upload assets from  
file option.

Choose if you wish to use future contributions and 
withdrawals to bring the model back in line with 
the target allocation. This applies to both single 
and regular contributions and withdrawals. This 
means overweight funds will be drawn from first 
for withdrawals and underweight funds will be 
funded first by additional contributions.

Once you have added all the required funds to 
your portfolio you can allocate percentages or 
select to evenly weight them. Any percentage left 
unallocated will remain in cash. Once completed 
click Next Step.

Create an Adviser Model Portfolio
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Create an Adviser Model Portfolio

Choose who can use 
and edit the Model 
Portfolio. You can 
choose all users in 
the firm or specific 
advisers.

Once you have made 
your selection click 
Next step.
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Create an Adviser Model Portfolio

You will be presented with a summary of the details you have 
entered, once you have reviewed and are happy click Confirm.

You will be returned to the Model Portfolio search page with 
confirmation of your successful submission at the top of the page.

A message will appear to say model has been created successfully. 

You can now search for your newly created, or other existing  
model portfolios. 
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Searching for a Model Portfolio

Information such as the model portfolio status, 
value, number of clients invested and auto 
rebalance options are displayed here.

Available actions such as Bulk switch/redirect, 
Bulk rebalance, Edit model portfolio, Copy model 
portfolio or Close are available here.

Assets, permissions and clients invested are 
displayed in these tabs.
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Copying an Adviser Model Portfolio

You will be taken through the steps used to create a 
Model Portfolio; all details will be populated with the 
details of the Model Portfolio you have copied.

Search for the Model Portfolio and select Copy.

All details can be edited including the model name, 
which will default to ‘Copy of [model name]’. For 
example, if the model you copied is called Model1, the 
default name will be ‘Copy of Model1’. Confirm at the 
end of the process to create your own model portfolio.
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Editing an Adviser Model Portfolio

If the assets within a model are changed, any clients 
already invested in the model will remain in the 
old asset allocation until the next rebalance. Any 
contributions made into the model after it has been 
edited (both regular and single) will be invested in  
the new allocation.

Search for the Model Portfolio and select Edit.

You will be given the option to edit permissions only, 
select yes or no as appropriate and click Next Step. 
If you select Yes then you will be taken directly to the 
permissions page and only be able to edit this feature 
of the model, if you select No then you will be able to 
edit all aspects of the model. Navigate through the steps 
used to create a model; all details, including the model 
portfolio name, will be populated with information 
relating to the model you are editing and can be changed. 
Update Model at the end of the process save changes to 
your existing Model Portfolio.
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Closing a Model

The confirmation box will appear, to proceed 
click Yes, close this model portfolio.

For models that do not have any clients invested you 
will have the option to Close the model completely 
preventing future investment. For models that currently 
have clients invested you will see the option to 
Close to new, this means existing clients can remain 
invested, but no further contributions can be made

Once closed model portfolios cannot be reopened.

Search for your model portfolio, and click Close or Close 
to new on the right.
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Bulk Rebalance

A bulk rebalance is a one off rebalance of all clients 
invested in the Model Portfolio. This works completely 
independently of an automatic rebalance, if a Model 
Portfolio has automatic rebalancing selected a bulk 
rebalance can still be performed.

Search for and select the Model Portfolio.

Select the Bulk rebalance option.
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Bulk Rebalance

Review the client selection  
and Confirm.

Select the clients you wish to 
rebalance and Continue.
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