
Portfolio Manager 
User Guide 
 
The Portfolio Manager tool, offered in connection with Financial Express, has been designed 
with the user very much in mind, so you should soon find your way around it.  This guide has 
been developed as a step-by-step reference point to help get you started. 
 

Registration 
To use Portfolio Manager, you need to register as a user so that only you can access the 
portfolios you create.  This is a straightforward process that asks you to create a username 
and password.  Simply click on the ‘Register’ button – see fig 1 below. 

 
Fig 1 
 
This will take you through to the ‘Registration’ screen where you will be asked to create a 
username and password, as well as provide your forename, surname and a contact e-mail 
address – fig 2 below.  Please note the password needs to be at least 6 characters in 
length and include at least one number.  Once you’ve done that, simply click the 
‘Register’ button and you will be able to access the system.  Your user name and password 
will now allow you to access the system whenever you like. 
 
Once you registered you can change your password at any time by clicking on the ‘Edit User 
Details’ option. 
 

 
Fig 2 
 
The tool will confirm registration has been completed and ask you to ‘Click here’.  When you do so 
it will take you back to the login page, where you simply enter your newly created username and 
password. 



 

The Tool 
Whenever you log into the system, the starting point will always be the ‘Manage Portfolio’ 
page.  The guidance notes (see Fig 3 below) at the top of this page will you get started.  This 
page also gives you the current value of each of your portfolios. 
 

 
Fig 3 
 
Once a portfolio has been created, you can rename or delete it from this page, if required, or 
you can view or edit that portfolio by clicking on it. 
 
Clicking on the ‘+’ symbol next to each portfolio, will give an overview of that portfolio’s 
status by investment type. 
 
Note: Throughout the tool are ‘print’ buttons, which enable you to print off the page content if 
you want to. 



 
Working within each portfolio 
 
Portfolio Manager uses a ‘tab’ approach, with eight ‘tabs’ across the top of the page.  These 
‘tabs’ allow you to move around the tool and select the actions you wish to perform.  The 
tool loads data as you move from page to page so there may be a short delay for the 
tool to refresh itself. 
 
The following sections will give you an overview of how each tab works. 
 
Summary 
 
The ‘Summary’ tab gives you a ‘snapshot’ of the portfolio you’ve chosen, highlighting the 
current holdings, unit prices, initial investment amounts, date the fund was last priced, any 
gain/loss and the current value.  It is also the screen you start from each time you click on a 
portfolio. 
 

 
Fig 4 
 
To select another portfolio, simply click on the ‘Manage Portfolio’ tab to take you back to your 
portfolio list. 
 
You will see there are links next to each fund giving you access to a fund factsheet and a 
charting tool - see fig 4 above. 
 
The fact sheet provides more information about that specific fund and the charting tool allows 
you to plot the performance of a fund over time, as well as compare its performance to other 
funds, sectors or indices (such as the FTSE All Share, for instance). 



 
Add Items 
 
The ‘Add Items’ tab allows you to add investments to your chosen portfolio – fig 5. 
 

 
Fig 5 
 
Once you’ve created a portfolio on the ‘Manage Portfolio’ page, when you click on that 
portfolio for the first time, you will automatically be taken to this page, so that you can begin 
adding investment to it.  However, you can select this tab at any time to add new 
investments to your portfolio. 
 
To add a new item to a portfolio you need to follow a step-by-step process. 
 
Step 1 - Select the ‘investment type’. 
 
There are three options here, ‘Fund’, ‘UK equity’ and ‘Other investment’.  ‘Fund’ relates to 
those investments funds available through Zurich and Sterling products. ‘UK equity’ relates to 
UK stocks and shares that you may hold, and ‘Other Investments’ allows you to include 
investments held elsewhere or other assets such as property, art etc.  Whichever option you 
choose in step 1, will determine what is requested within Steps 2 and 3. 
 
Step 2 – Find Fund 
 
If you select the ‘Fund’ option, you need to identify the range of funds you want to choose 
from, based on the type of product you hold.  It’s a ‘drop down’ option where you select one 
of the following: 
 
• Sterling Investment Bond 
• Sterling ISA or Sterling Investment Account 
• Zurich Pension 
• Zurich International Portfolio Bond (new option with this tool) 
 
You then need to select the fund manager with whom that fund is held.  The fund managers 
are listed in alphabetical order and you need to ‘scroll’ down to find the one you’re after.  
Once found, simply ‘click’ on it and the fund manager is selected. 



 
Likewise, if you selected the ‘UK Equity’ option, Step 2 helps you find the Equity you hold 
using a search facility. 
 
Step 3 – Select Fund 
 
Once you’ve chosen the fund manager, you can then search for the fund you want to add to 
your portfolio.  You’ll see that the number of funds available from that fund manager appears 
in the ‘Select fund’ field.  Again, like the fund manager field referred to above, the funds are 
listed in alphabetical order and you need to ‘scroll’ down to find the one you’re after.  Once 
found, simply ‘click’ on it and the fund is selected as required.  Selecting the fund also pre-
populates some of the boxes that appear under this option – see fig 6 below. 
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Enter the number of units you hold in that fund, amend the date to reflect the date purchased 
(the date always defaults to today’s date, but is easily changed), then ‘click’ on the ‘Add fund 
to portfolio’ button.  You can repeat this process as many times as you like until you’ve added 
all the funds you require. 
 
If you’ve opted for the ‘UK Equity’ option, step 3 asks you to confirm the equity you hold, the 
number of shares and purchase date. 
 
 
Equally, if you opt for the ‘Other Investment’ route, you get an input screen that asks you to 
input the name or type of the investment, the purchase date, the initial value, that valuation 
date and the current cost or value. 



 
Edit Portfolio 
 
The ‘Edit Portfolio’ tab allows you to edit your portfolio.  You can change any of the detail 
shown in the boxes highlighted, such as quantity (number of units) held, the purchase date 
and the purchase price (if the amount shown on the tool is not correct). 
 
You can also delete fund entries by clicking on the ‘dustbin’ symbol on the right hand side – 
see fig 7 below. 
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Price 
 
This tab shows the current price for each of the investments held in your portfolio as well as 
the Sector name in which it appears.  The small arrows next to each column heading (see fig 
8 below) allow you to change the order of the table based on the values in that particular 
column.  You may, for instance, wish to bring the highest price to the top. 
 

 
Fig 8 



 
Cumulative Performance 
 
This tab shows you the performance of the fund over given periods, including 1 day, 1 week, 
1 month, 3 months and so up to ‘Since launch’ – see Fig 9 below.  Again, the arrows next to 
column heading allow you to sort the table based on the values in that column. 
 

 
Fig 9 
 
Discrete Performance 
 
This tab shows you the performance of the fund over pre-define periods, including 0 – 12 
months, 12 – 24 months, 24 – 36 months and so on – see Fig 10 below. 
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Risks & Ratings 
 
This tab highlights the ratings that currently apply to your chosen investment funds together 
with certain performance measures that give an indication of the fund has perform to date – 
see fig 11 below.  The types of measure include: 
 
 Crown Ratings The Financial Express ‘Crown’ Ratings are designed to highlight 

funds that have had superior, consistent performance in relation 
to risk, relative to their peer group, the fund sectors defined by 
the ABI and IMA.  The lowest rated funds in a sector carry a 
single ‘Crown’ rating, the highest three ‘Crowns’. 

 
 Citywire Ratings Citywire’s Fund Manager Ratings identify the individual 

managers who have the best risk adjusted personal 
performance track records over 3 years and highlights the funds 
they are currently managing.  The ratings range for ‘A’ to ‘AAA’ 
with less than 5% of fund manager receiving a ‘AAA’ rating. 

 
 Annual Volatility A statistical measure of the spread of returns for a given fund or 

market index.  In general, the higher the volatility, the riskier the fund 
tends to be. 

 
 Alpha Alpha takes the volatility (price risk) of the fund and compares its risk-

adjusted performance to a benchmark index. The excess return of the 
fund relative to the return of the benchmark index is a fund's alpha.  A 
positive alpha of 1.0 means the fund has outperformed its benchmark 
index by 1%. Correspondingly, a similar negative alpha would 
indicate an underperformance of 1%. 

 
 Beta Beta is a measure of the volatility of a fund in comparison to the 

market as a whole.  A beta of 1 indicates that the fund's price will 
move with the market. A beta of less than 1 means that the security 
will be less volatile than the market. 

 
 Sharpe The Sharpe Ratio measures risk-adjusted performance.  It tells us 

whether a fund's returns are due to smart investment decisions or a 
result of excess risk.  The greater a fund's Sharpe ratio, the better its 
risk-adjusted performance has been. 

 

 
Fig 11 



 
Analysis 
 
The final ‘tab’ is the ‘Analysis’ tab, which allows you to analyse your portfolio and compare it 
to other industry benchmarks. 
 
On ‘clicking’ the tab, the default screen shows you how your portfolio is split between Life 
Funds, Pension Funds, Unit Trusts/OEICs and Stocks & Shares.  The ‘Analysis type’ drop-down 
box allows you to select a comparison based on ‘Investment Type’, ‘Asset’, ‘Sector’ or 
‘Region’.  By clicking on the one you are interested in, it changes the splits within the pie-
charts – see fig 12 below. 
 
It is also possible to select the ‘All’ option, which allows you to view all the different analysis 
option together on one page. 
 

 
Fig 12 
 
This screen also includes a ‘Product Scan’ button that allows more detailed analysis based on 
the fund, industry recognised benchmarks and investment period chosen. 
 
The resulting document, described as the ‘Z-scan report’, is produced in a PDF format, 
allowing it to be printed or saved for future reference. 



 
Exiting the Tool 
 
To close the tool, simply click on the ‘Logout’ bottom in the top right hand corner – see fig 13 
below. 
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