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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
6[edition]d 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
6dummyd cases following the instruction book car e

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
6dwaolred 2Ghz processor and 2Gb of RAM or better
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. Ne x t , ensure that the
Packsobeamnty 6 B5pdat es 6ThalPeasion Redormamicé Rediew 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 uninstallany Exce-l n®®&dfir om
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 probl em, pl ease refer to the O0Troubl e
Processd sectionookdet. the end of this b
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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 doub | e ¢l i ck t he -Vididditon]-editiomext ThdPifsRller program will
start.

ﬁ Review V14 Sandis Edon, 1 you scept ol tams o the gresment,cck
.
[£2005 - 2010 The Pension Performance Review Company Limited, Al ights ﬂ

reserved, Concept, design, architecture and lead programming by Derek
[Pegg. Beta testing by James Thompson, Graham Dragon & Freddy Ab. This
[workbook, al formulae, objects, VBA code and other contents herein along

nith the

part.

e t
lto the fullest extent permitted by law, For icensing enquries, mudu%tn
18089 2333 or email Info Bppreo.co.uk. 4

from e [¥)

Accept the licence agreement byclicki ng 66 . agr ee

12
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ﬁ Review V14 Skandia Editon. If you sccept al terms of the agreament, cick
Loree.

[ 2005 ~ 2010 The Pension Performance Review Company Limited, Al rights [
eserved, t, design, archi

[workbook, al formulae, obsects, VBA code and other contents
inith the

part.

o the fllest extent permitied by law, For hcenaf enures, pesse i 021
18089 2333 or email info@ppreo.co.uk.
X fomhe (¥

[Pegg. Beta testing by James Thompson, Graham Dragon & Freddy Ab. This
herein along

The software will now be installed. This process will usually take around a minute to complete.

ﬁ Extract: Skandia PPR Process. dt... 4%
(1]

Cl i c k 0t6 compdete ¢he installation.

13
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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.

14
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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 n a meRPR ¥14 Edit [edition] Templated

Each time you wish to start a new Client Case File, double click the icon named ®PR V14 New
[edition] Client Filebon your desktop.
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Section 2Setting Up The Template
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Opening The Template For The First Time & Licensing

Office 2000-2003 Users - You should ensure your Excelmacro security setting i s
6Medi umd prior to opening the file. This optio
60SecuOfiftiyde 2002 (XP) and 2003 users should then
check the box I|Axkcelslsed 06 Vri ks al Basic Projectéo

Office 2007 Users i 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

"Enabl e AII Macuss' Aandssi db ®BA Project Obj ect
O0Message Bardé, ONever Show Information About Bl o
and tick OEnable Al Data Connectionsd® and tick
Links©o.

Double click ¢°PR V14 Edit [edition] Templated

You may encounter the following messages:

Click 6Yes6 if asked to enabl e macros.

Click 60K6 if told that Excel encount eridhisismr obl e
spurious warning 1 please ignore it.

Click 6Yesd6 to enable automatic refresh.

Cl i ck 6 Nadbutuptating automatic links

17
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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 providedtoyout hen cl i ck O6Submitod

anca Rovin v Gompany on 023 8088 2933 ot info@epreo oo uk.

If the licence details are accepted, the Template will begin loading.

18
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LOADING
TEMPLATE

PLEASE WAIT,

Ul con

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.

'@ Template - PENSION PERFORMANCE REVIEW PROCESS V.14 Filename: Skandia PPR Process.xit « PR -

‘ 7.3
SKANDIA LIFE ASSURANCE COMPANY (SKANDIA) EDITION 0

Pension Performance Review ® Process v. =

© 2005 - 2010 The Pension Performance Revie' w Limited

&

e

Template: Licenced to Cadde

/’/
D B @
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Entering Details About YaDompany

Cl i ¢ k oaur abbneeiated €oynpany name] Company Infod ecfion (one section to the left)
and overtype information about your company where necessary.

Under oOUser Named enter the name of the person
Performance Review reports i ie. using the software.






















































































































































































































































































































































































































































































































































































































