Import Portfolio (W5)

This version is superseded. Click here to view the latest quide.

PURPOSE

This document shows the procedures for importing portfolio into CS Lucas

system.

WHY IS THIS IMPORTANT?

This allows import of multiple portfolios in bulk and helps in migrating existing
data into system conveniently during initial implementation.

PROCEDURE

1. From the Main Menu, select Set Up > Risk > Portfolio.
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2. Click New.

New Portfolio

Short Mame* |

| Show Advance |

3. Click Import. The Import Portfolio screen displays.

Import Portfolio

(_—] | Template l Read File |:|

2] | Short Name™* | Long Mame | Alernate Name | Assigned Acct Cnir | Compliance Group | Valuation Coy | Cost Valuation | CostMethod | Amortisation | Carrying Value | Def

Mo records found.

4. Click Template to download CS Lucas template for importing portfolio.

You have chosen to open:
| Load_Portfolio_Template.xls

which is: Microsoft Excel 97-2003 Worksheet
from: http://54.66.125.190

What should Firefox do with this file?

i Open with ! Microsoft Excel (default)

@Eﬁave File

[ ] Do this automatically for files like this from now on.

| Cancel

5. Save the file and open. An Excel sheet will be opened.
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6. Fill out the fields. Short name is mandatory, all others are optional fields. For

more information on each field, see Set Up Risk Portfolio.
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7. Save the Excel file on the computer.

8. Go back to the Import Portfolio screen, tick on Read File checkbox.

Import Portfolio

| = Template Read File [o]

File Read File Browss... | Mo file selected.
ID | Short Mame* Long Mame | AhlemnateMame | As
Me records found

9. Click Choose File. Browse for the file saved in the computer.

Import Portfolio

= Template Read File o]
File Read File || Browse... | Load_Portfolio_Template.sls
iD Short Mame* | Long Mame | Alernate Mame Assigned Acct Crir

Mo records found.

10. Click Read File. The values inputted in the Excel File will displays.
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— Load Template Read File

ID | Short Name* Long Mame | Alernate Mame | Assigned AcetCmtr | Compliance Group | Waluation Cey | Cost Valuation | Cost Methed

BOND A
BANK LOAM B
BANK LOAN C

| ka3

11. If there is an error, the user will be prompted with the rows to be corrected.
To make corrections, go to the Excel file to make the necessary corrections and
click Read File again.

12. If there is no error, click Load.

13. When a popup appears, click OK.

x |.

A Confirm loading Portfolio static data to the system?

oK Cancel

14. A message saying that it was loaded successfully will be displayed.

FREQUENTLY ASKED QUESTIONS

RELATED INFORMATION

Set Up Risk Portfolio
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