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Account Groups > Custom Account Groups
What's in this guide?
You will understand how to perform several functions on Groups of Accounts simultaneously such as:

Creating Static Account Groups

Creating Dynamic Account Groups

Editing Account Groups

Adding and removing Accounts from Account Groups
Adding and removing Criteria for an Account Group
Adding and removing Users from the Account Group
Deleting an Account Group

Global Groups are set-up by the administrator and can be used for creating Groups based on branch or

advisor relationships.

You need to be assigned the Accounts - Account Groups user right to use this screen. Contact an

administrator for further information.




To find an Account Group:

1 Enter all or part of the Group name into the Search field

2 Click the Search button

To view all Groups you have access to, leave the Search field blank when searching.

By default, the results list only shows the first 20 groups, alphabetically by Group Name.




Creating a Static Account Group

Static Account Groups are maintained by the User and are typically Accounts that are hard to find and do not have any similar characteristics that
can be

grouped automatically.

To create a Static Account Group:

1 Click the Create a Static Account Group link
2 Enter a group Name

3 Enter a Code

4 Enter a Description

5 Click the Create button

The name is used to identify the Account Group on all group-related screens and drop-down menus.




Working with Accounts within an Account Group

The Accounts link directs you to the Accounts screen where you can:

® view Accounts in the Account Group
® add Accounts to the Account Group
® delete an Account from the Account Group

Adding an Account to an Account Group
To add an Account:

1 Click the Accounts link for an Account Group

2 Click the Add an Account link

3 Use any of the following search filters to search for the Account(s) you want to add:

Account Name/Account Number
Group

Type

SMA

Target Account

Market Value

Model

Order By

4 Click the Search button

5 Move the Account(s) to the right slushbox using the arrow

6 Click the Submit button



Removing an Account from an Account Group

To remove an Account from an Account Group:

1 Click the Account link
2 Select the Delete checkbox(es)

3 Click the Delete Selected button



The Sharing link allows you to share an Account Group with Users or remove Users from the Account Group. This feature is helpful to portfolio
managers

and their assistants because an Account Group can be setup once and then shared with and maintained by any necessary Users. The shared Users
have

all the rights that the creator of the Group has.

Adding Users to an Account Group
To add a User to an Account Group:

1 Click the Sharing link

2 Click the Add Users link

Use the search field/button if applicable

3 Select the User(s) you want to add to the Account Group

4 Click the Add Users button



Removing a User from an Account Group

To remove a User from an Account Group:

1 Select the checkbox(es) next the the User(s) name

2 Click the Remove Selected button






Creating a Dynamic Account Group
Dynamic Account Groups are maintained by the system and updated nightly when the system is offline.
You can define a list of criteria that must be met for an Account to automatically be included or excluded from the Dynamic Group.

To create a Dynamic Account Group:

1 Click the Create a Dynamic Account Group link
2 Enter an Account Name in the Name field

3 Enter a Code in the Code field

4 Enter a Description in the Description field

5 Click the Create button

Working with Accounts within an Account Group

The Accounts link directs you o the Accounts screen where you can:

® view Accounts in the Account Group
® add Accounts to the Account Group
® delete an Account from the Account Group

Adding an Account to an Account Group
To add an Account:

1 Click the Accounts link for an Account Group

2 Click the Add an Account link



Use any of the search filters to search for the Account(s) you want to add

-

4 Click the Search button

5 Move the Account(s) to the right slushbox using the arrow
6 Click the Submit button

Removing an Account from an Account Group

To remove an Account from an Account Group:

Click the Account link



Select the Delete checkbox(es)

Click the Delete Selected button




The Criteria screen allows you to add or remove Criteria from an Account Group. Criteria are a way to include or exclude a Field or Value from
a Dynamic Account Group. Fields include Account Group, Account Parameter, Account Type, Investment Objective, Market Value Range,
Rebalance Date Range, Rebalance Reason and Target Account.

Values are dependent on the Field selected.

After the Condition and Field and Value and been selected from the drop-down menu, click the Add Criteria button to add the Criteria. The
qualifying

accounts will appear in the righthand box.

The Criteria link does not apply to Static groups.

Enabling Groups for Compliance Reviews

The Usage link allows you to set an account group as available for use with Compliance Reviews.
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Compliance account groups are for use within the Compliance Admin Screens. They are used on Review Type configuration and Trigger configuration to determine which accounts are
applicable. An account group marked as Compliance, and all accounts within the account group, will be visible to a Compliance Admin on those screens only, regardless of sharing
permission.
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Sharing Account Groups

The Sharing link allows you to share an Account Group with Users or remove Users from the Account Group. This feature is helpful to portfolio
managers



and their assistants because an Account Group can be setup once and then shared with and maintained by any necessary Users. The shared Users
have

all the rights that the creator of the Group has.

Adding Users to an Account Group
To add a User to an Account Group:

1 Click the Sharing link

2 Click the Add Users link

Use the search field/button if applicable

3 Select the User(s) you want to add to the Account Group

4 Click the Add Users button

Removing a User from an Account Group

To remove a User from an Account Group:

1 Select the checkbox(es) next the the User(s) name

Click the Remove Selected button



To change the Name, Code or Description of a Group:

1 Click the Edit link

2 Modify the fields as needed

3 Click the Update button






Deleting an Account Group

To delete an Account Group:

1 Select the Delete checkbox to the right of the desired Group(s)

2 Click the Delete Selected button
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