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Glossary of terms 
Current Valuation (£): The current valuation of the fund in £. 

Current Valuation (%): The current valuation of the fund in percentage terms relative to the other funds 
within the model portfolio.

Deviation: The total % movement beyond the percentages defined with the model portfolio.

Exposure Inside: The value of investments inside the model portfolio.

Exposure Outside: The value of investments outside the model portfolio.

Model Deviation Indicator: The RAG (Red, Amber, Green) percentages defined for the model portfolio.

Model Trade: The last trade placed was in accordance with the original model portfolio percentage splits 
set up. 

Last Rebalanced: The date the model portfolio was last rebalanced.

Pending Trade: A trade that is pending receipt of the contract details for the corresponding sale.

RAG: A Red, Amber or Green status will indicate the portfolios movement beyond the deviation 
percentages defined in the model portfolio.    

Rebalance Reminder: The next date a rebalance reminder is due to be issued.

Regular Trade: Confirms that a regular trade has been set up to invest or withdraw monies from the model 
portfolio at regular intervals.

Status: Confirms the position of the trade, which ranges from ready for market, complete to cancelled.

Target %: The percentage defined for the fund in the model portfolio.

This user guide offers instructions on the use and functionality  

of the Model Portfolio & Rebalancing tool within James Hay Online. 

The information in this document will take you through a step-by-step 

process to set up, trade and rebalance a model portfolio. 

If you require any additional assistance, please contact your Account Executive.

Introduction
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Step by Step
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	 1. Model Portfolio Set Up

1.	 Log in to James Hay Online.

2.	 Navigate to the Tools tab. 

3.	 Click the New Model Portfolio Icon (left).

4.	 Open the set up design wizard by clicking the New Model Portfolio icon.

5.	 Complete the required fields in the Preferences tab as detailed below.

A

B

C

D

E

F

G

Guidance

A 	 Portfolio Name: A free text box permitting you to 

name the model portfolio.

B 	 Portfolio Objective / Notes: A field to define the 

objective of the model being set up and any notes.

C 	 Access Level: Option allowing you to set the access 

level to the model portfolio for personal use, or 

access can be set at the office level. Setting access 

level to Personal means the Model Portfolio can be 

accessed on this login alone. An office status will 

permit other users within your office to also use it.

D 	 Model Deviation Indicator: Fields allowing the  

user to enter the percentage tolerances required 

(Amber & Green) that will drive a key to highlight 

asset movements beyond the %’s assigned to the 

model portfolio.

E 	 Investment Centre Fund Ranges: Select the 

appropriate fund ranges – Collect, Select, Collect 

and Select or Wrap. If choosing Wrap, the tool will 

load an option for you to select the appropriate 

Wrap product, i.e. IP, ISA, OFB. 

F 	 Rebalance Reminder: A field for you to stipulate, in 

months, how often you want to receive rebalance 

reminders regardless of deviation.

G 	 Notification Method: Opt to receive the rebalance 

reminder by secure message or secure message  

and email.
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6.	 	Enter the required name for the model portfolio in the ‘Portfolio Name’ field.

7.	 Use the free text box to confirm the portfolio objective.

8.	 Select whether the model portfolio can be accessed at the Personal or  

Office level.

9.	 Enter the percentage tolerances required (Amber & Green) that will drive a key 

to highlight asset movements beyond the %’s assigned to the model portfolio.

10.	 Select the applicable fund range. 

11.	 Complete how often, in months, regular rebalance reminders  

should be sent. These will be sent regardless of movement from  

the assigned percentages.

12.	 Confirm whether the rebalance reminders should be sent by secure message 

or secure message and email. 

13.	 Click ‘Next’.

14.	 Complete the Fund Details tab.

15.	 Use the first drop down to select the Fund Provider before clicking ‘Go’.

16.	 Select the second drop down and select the fund required before  

clicking ‘Add’.

17.	 Complete the adviser charge fields. All adviser charges will be subject  

to the maximum adviser charge permitted and agreed with each client. 

18.	 Repeat stages 14 & 16 until all the required funds are selected and showing  

in the table.

1. Model Portfolio Set Up cont.
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19.	 Complete the percentage (%) splits column confirming what percentage. 

should be invested in each fund under the model portfolio. The total must be 

equal to 100%. 

20.	Click ‘Next’.  

21.	 Complete the Confirmation tab.

1. Model Portfolio Set Up cont.

Guidance

The screen offers an overview of the model portfolio set 

up but two parts do require completion as detailed below. 

If you would like to be notified when the model  

portfolio is out by the predefined percentages under 

Model Deviation Indicator, tick the ‘Notify Me’ boxes  

next to the tolerances set up in the preference tab.  

Under ‘Status’, indicate if the model portfolio is ‘Active’ 

or ‘Incomplete’. 

An active status will mean the model portfolio is active 

and ready to be traded. Inactive will mean the model 

portfolio is saved but will not appear in Active Model 

Portfolio list and cannot be traded until this is changed 

to Active.
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22.	Click Save. 

23.	END.

1. Model Portfolio Set Up cont.

Guidance

Please now read onto page 8, the ‘trade Model Portfolio’ 

section for guidance on how to apply the model portfolio 

to a client.
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Step by Step

	 2. Trade Model Portfolio

1.	 Navigate to the Tools tab and click on the Model Portfolio icon.

2.	 Your active model portfolios will be listed in a table.

3.	 Click the ‘Trade Model Portfolio’ icon in the last column of the relevant model 

portfolio’s row.

4.	 The screen will highlight clients already invested into the model and will 

provide an overview of its current status including last rebalance date, rebalance 

reminder date and current deviation from the model’s defined percentages.

5.	 To place a new client into the model portfolio, use the ‘Filter By:’ function 

under the Search heading to select ‘All Clients Available for this Model’ and 

click Select All. 

6.	 Once the clients available for the model are displayed, click the Trade link  

at the end of the desired client’s row.

7.	 You will now enter the Trade Model Portfolio wizard.

8.	 Complete the Invest tab.

Guidance

The fund range(s) selected for the chosen model will  

be the criteria against which applicable investors will  

be defined.

Guidance

The fund range(s) selected for the chosen model will be the 

criteria against which applicable investors will be defined.
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9.	 Adviser Charges will be set to those defined in the model portfolio. You can 

opt to change these.  

10.	  Complete the Investment Options.

11.	 The tool will confirm the Cash Available to Invest (£). 

12.	 Confirm the total amount of this cash sum to be invested in the ‘Amount’ field.

13.	 When trading a model portfolio, you can opt to switch out of existing 

Investment Centre funds (held outside the model portfolio) and invest the 

proceeds into the model.

14.	 Check the ‘Include fund(s) outside of Model Portfolio:’ box if current 

Investment Centre funds are to be included.

15.	 Click ‘Next’.

16.	 If you have selected Investment Centre funds (in point 14), you will be taken 

to the Funds tab. 

17.	 You can sell existing Investment Centre funds as a lump sum, the whole  

fund or as a % of the fund.

18.	 Once finished, click next.

19.	 Complete the Confirmation tab

20.	The confirmation tab will provide an overview of the instructions provided.  

It will confirm the Switch Out of Trustee Cash and Investment Centre funds 

specified (if applicable). 

21.	 Check the information before confirming the basis upon which advice has 

been provided and click ‘Submit’. 

22.	Finish tab.

23.	The transaction(s) will be submitted and the screen will provide a transaction ID.

24.	Click Finish. 

25.	END.

2. Trade Model Portfolio cont.
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Step by Step

	 3. Rebalance Model Portfolio

1.	 Navigate to the Tools tab and click on the Model Portfolio icon.

2.	 Click the ‘Trade Model Portfolio’ icon in the last column of the relevant model 

portfolio’s row.

3.	 The clients currently invested in the selected model portfolio will be listed in 

the ‘Client Using this Model’ table.

4.	 Click on the relevant client’s name to enter the Rebalance screens. 

5.	 Adviser Charges for each fund will be set to those defined in the model 

portfolio. You can opt to change these at this point.  

6.	 Select the appropriate button to add (Invest) or withdraw (Sell) monies from 

the model portfolio whilst rebalancing.

7.	 Enter the amount to add or withdraw in the ‘amount’ field. 

8.	 When trading a model portfolio, you can opt to switch out of existing 

Investment Centre funds (held outside the model portfolio) and invest the 

proceeds into the model.

Guidance

To simply rebalance the portfolio back to the percentage 

splits defined in the model portfolio click ‘Next’

or

Under ‘Rebalancing Options’ you can opt to:

A 	 Add (Invest) or withdraw (Sell) monies from the model 

portfolio whilst rebalancing.

B 	 Include funds invested in Investment Centre funds held 

outside the Model Portfolio.

A

B
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9.	 Check the ‘Include fund(s) outside of Model Portfolio:’ box if current 

Investment Centre funds are to be included.

10.	 Click ‘Next’.

11.	 Conditional on point 9, complete the Funds tab.

12.	 You can sell existing Investment Centre funds as a lump sum, the whole fund 

or as a % of the fund.

13.	 Once finished, click next.

14.	 The confirmation tab will provide an overview of the funds being switched  

in and out based on the details entered.

15.	 Complete the Confirmation tab.

16.	 Check the information before confirming the basis upon which advice has 

been provided and clicking ‘Submit’.

17.	 Submit tab.

18.	 The transaction(s) will be submitted and the screen will provide a transaction ID.

19.	 Click Finish.

3. Rebalance Model Portfolio cont.
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James Hay Partnership is able to provide literature in alternative formats. The formats available are: Large 
Print (as recommended by RNIB), Braille, Audio Tape and PC Disk. If you would like to receive this document 
in an alternative format please contact us on 0845 850 4455. For the hard of hearing and / or speech 
impaired, please use the Typetalk service via 18001 0845 850 4455. 

James Hay Partnership is the trading name of James Hay Insurance Company Limited (JHIC) (registered in Jersey number 77318); IPS Pensions Limited (IPS) (registered in 
England number 2601833); James Hay Administration Company Limited (JHAC) (registered in England number 4068398); James Hay Pension Trustees Limited (JHPT) 
(registered in England number 1435887); James Hay Wrap Managers Limited (JHWM) (registered in England number 4773695); James Hay Wrap Nominee Company 
Limited (JHWNC) (registered in England number 7259308); PAL Trustees Limited (PAL) (registered in England number 1666419); Santhouse Pensioneer Trustee Company 
Limited (SPTCL) (registered in England number 1670940); Sarum Trustees Limited (SarumTL) (registered in England number 1003681); Sealgrove Trustees Limited (STL) 
(registered in England number 1444964); The IPS Partnership Plc (IPS Plc) (registered in England number 1458445); Union Pension Trustees Limited (UPT) (registered in 
England number 2634371) and Union Pensions Trustees (London) Limited (UPTL) (registered in England number 1739546). JHIC has its registered office at 15 Union Street, 
St Helier, Jersey, JE2 3RF. IPS, JHAC, JHPT, JHWM, JHWNC, SPTCL, SarumTL and IPS Plc have their registered office at Trinity House, Buckingway Business Park, Anderson 
Road, Swavesey, Cambs CB24 4UQ. PAL, STL, UPT and UPTL have their registered office at Dunn’s House, St Paul’s Road, Salisbury, SP2 7BF. JHIC is regulated by the Jersey 
Financial Services Commission and JHAC, JHWM, IPS and IPS Plc are authorised and regulated by the Financial Conduct Authority. The provision of Small Self Administered 
Schemes (SSAS) and trustee and/or administration services for SSAS are not regulated by the FCA. Therefore, IPS and IPS Plc are not regulated by the FCA in relation to 
these schemes or services.(12/13)
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