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Using This Instruction Booklet 
 

The screen shots within this instruction booklet refer to the Skandia edition of the Pension 

Performance Review Process software.  Each edition is similar with any differences clearly 

highlighted in this booklet.  Where the provider (Skandia / SIS / Novia) is referred to, the word 

ó[edition]ô is used.   

 

If you wish to run more than one version of the software such as Novia along with Skandia/SIS, 

for example, you will need to set up and run each Template independently.  These will require 

different funds, have different fund and portfolio statistics, etc.  

 

It is strongly suggested that you read this instruction booklet fully before attempting to use the 

Pension Performance Review Process.  Once read, it is suggested you work through one or two 

ódummyô cases following the instruction book carefully as practice. 

 

Please refer to this booklet before contacting the Pension Performance Review technical support 

team. 

 

Should you require further technical training, courses are available.  Details of the current courses 

available can be found at www.pprco.co.uk or by calling 023 8089 2333. 
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Before You Start 
 

It is important to ensure that you have everything required so you are able to get off to a trouble-

free start when using the Pension Performance Review Process. 

 

 

Your Hardware 

 

Ensure your computer is powerful enough to run the Pension Performance Review Process 

software.  Generally, any modern computer will be fine, however faster computers will run the 

software more speedily and therefore save you time.  As a general guide, a computer with a 

2Ghz processor and 1Gb of RAM or better will be ideal for running the software.  If you are 

running the Pension Performance Review Process software using Office 2007, you may require a 

higher specification machine, as Office 2007 is noticeably slower in operation.  In this scenario a 

ódual-coreô 2Ghz processor and 2Gb of RAM or better is ideal.  You should also ensure you have 

plenty of storage space on your computer.  Each Pension Performance Review Client File may 

take up to 50Mb of storage depending on your version of Microsoft Office installed.  These files 

need to be saved locally on your computer when they are being used, although they could be 

moved off the computer onto a network drive for example when you have completed the case.  It 

is therefore recommended that you have at least 10Gb of storage space free on your computer.  

If you are unsure of your computer specifications, please seek support from your IT professionals. 

 

 

Your Software 

 

You need to have Microsoft Office installed.  Any version from Office 2000 to Office 2007 is fine.  

The software is not currently compatible with Office 2010.  Next, ensure that the latest óService 

Packsô and óSecurity Updatesô are installed.  The Pension Performance Review Process software 

will work with any version of Windows.  Ensure your default printer is selected (ie. that you have a 

printer installed) and that this is a colour printer.  Disable or uninstall any Excel óAdd-insô from 

within Excel.  If you are unsure of what software you have installed, please seek support from 

your IT professionals.   
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Your Knowledge 

 

You should ensure you are reasonably familiar with the operation of Microsoft Office (Word and 

Excel). If this booklet is followed, only a basic understanding of these programs is necessary such 

as understanding how to open, close and save files and enter data. The Pension Performance 

Review Accelerator training course will go over many of these basic skills to aid those less 

familiar with these programs.  Details of this can be found at http://www.pprco.co.uk/training/.  

Pension transfers are in a complex area of financial service advice and as such, you should 

ensure you have an appropriate level of knowledge and expertise in this area.  Although the 

software will take you through the transfer process in a step-by-step process, it is important to 

have an in-depth understanding of pensions and pension transfers. If you are going to be using 

the Pension Performance Review Process for occupational transfers, appropriate qualifications 

such as G60/JO4 (or equivalent) are required or provision must be in place for associates with 

these qualifications to sign off any occupational transfers. As the Pension Performance Review 

Process also covers ongoing investment advice, you should be knowledgeable in the area of 

collectives within pensions and be confident in advising on portfolio recommendations.  

 

Once you have done all of these things and are confident you are ready to start with the Pension 

Performance Review Process, you should not encounter any problems.  If you come up against a 

technical problem, please refer to the óTroubleshooting The Pension Performance Review 

Processô section at the end of this booklet. 
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Installing The Pension Performance Review Process 
 

Insert the CD into your computer.  The CD should automatically load.  If not, browse to your CD 

drive and double click the file named óPPR-V14-[edition]-edition.exe  The installer program will 

start.  

 
 

Accept the licence agreement by clicking óI agreeô. 
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The software will now be installed.  This process will usually take around a minute to complete. 

 

 
 

Click óCloseô to complete the installation.  
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When installed, you will see three icons on your desktop.  The first icon is used to edit the 

Pension Performance Review Process Template.  The second opens a folder containing useful 

documents and example reports. The final icon starts a new Client Case File.  These will be 

explained in more detail later in this booklet. 
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To amend your Template such as updating portfolio and fund data and adding your company 

details, you should double click the icon named óPPR V14 Edit [edition] Templateô 

 

Each time you wish to start a new Client Case File, double click the icon named óPPR V14 New 

[edition] Client Fileô on your desktop.   
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Section 2: Setting Up The Template 
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Opening The Template For The First Time & Licensing 
 

Office 2000-2003 Users - You should ensure your Excel macro security setting is set to óLowô or 

óMediumô prior to opening the file.  This option can be found in Excel under óToolsô, óMacroô, 

óSecurityô. Office 2002 (XP) and 2003 users should then click on the óTrusted Sourcesô tab and 

check the box labelled óTrust Access to Visual Basic Projectô  

 

Office 2007 Users ï Please open Excel and click the 'Microsoft Office Button' then 'Excel 

Options', 'Trust Center', 'Trust Center Settings', 'Macro Settings' and set your security level to 

'Enable All Macros' and tick óTrust Access To VBA Project Object Modelô.  Next, click the 

óMessage Barô, óNever Show Information About Blocked Contentô.  Finally click óExternal Contentô 

and tick óEnable All Data Connectionsô and tick óEnable Automatic Update For all Workbook 

Linksô. 

 

Double click óPPR V14 Edit [edition] Templateô. 

 

  
 

You may encounter the following messages: 

 

Click óYesô if asked to enable macros. 

Click óOKô if told that Excel encountered problems and had to remove some formatting ï this is a 

spurious warning ï please ignore it. 

Click óYesô to enable automatic refresh. 

Click óNoô if asked about updating automatic links 
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(use these options each time you open the file) 

 

When you install the software on a new computer, you will see the licensing screen appear.  You 

will need to enter the licence details provided to you then click óSubmitô. 

 

 
 

If the licence details are accepted, the Template will begin loading.  
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You can see that you have opened the Template successfully as this should be shown as below.  

You can also check whether the Template is open towards the top each section in white text.   
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Entering Details About Your Company 
 

Click on the ó[your abbreviated company name] Company Infoô section (one section to the left) 

and overtype information about your company where necessary. 

 

 
 

Under óUser Nameô enter the name of the person who will generally be writing the Pension 

Performance Review reports ï ie. using the software.   

 














































































































































































































































































































































































































