
Charlotte Tips & Tricks 
with Yavonda Baynard

Gain valuable insight & knowledge of Charlotte to bring to your company
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Charlotte Tips & Tricks
• Navigating Charlotte
• AFS
• IRMA
• Investment Review
• Profile Report
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Navigating Charlotte
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CFO – Navigating Charlotte

Change to projected positions or beginning of day positions by going to 
My Settings>Personal Settings>Report Versions>Beginning of Day or Projected.
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Customize

CFO – Navigating Charlotte
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Link to other reports 
by clicking on the 
Reports Icon

CFO – Navigating Charlotte
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CFO – Navigating Charlotte
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CFO – Navigating Charlotte
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You can use Report Filters to customize your report.  
For example, if you only want to see accounts with a net negative cash balance, 
then choose Net Cash as the Column to Filter and change your Filter Type to less 
than 0, then choose Apply Filter.

CFO – Navigating Charlotte
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Filtering is a way to choose what accounts are on your report.  You can 
filter using a saved Account List, a saved Filter List or by picking 
individual accounts.
1. Remove All
2. Choose a group, a filter or pick each account and add to selected.
3. Click Apply.

CFO – Navigating Charlotte
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Creating Account Lists/Filters

My Settings>List Manager>Account Selection
An Account List is useful when you have a 
specific group of accounts, for which you 
frequently run reports.  Account Lists are set 
up by entering individual account #’s.

An Account Filter is an account group that is 
defined by specific coding in the account 
master (Branch, A/C Type, Administrative 
Officer, Investment Officer, Discretion)

CFO – Navigating Charlotte
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To create an account list, first you will 
Remove All.  Then either click on the 
account you want to add and click select, 
or type in the account # in the find box 
and click find and then select.  Once all 
accounts have been chosen, type a unique 
name in the Save As Box and click Save 
New List.  If you want to use the list 
immediately, click Apply.

CFO – Navigating Charlotte
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To create an Account Filter, click 
on Filters, which will launch the 
Account Filters menu.

Click on the type of filter you 
want to establish, then click 
Remove All.  Click on your 
desired choice(s) and click select.  
Type a unique name in the Save 
As Box and click Save.

CFO – Navigating Charlotte
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Running a Consolidated Report

Choose customize, and click on 
Display Selected Accounts in a 
Consolidated Account.

CFO – Navigating Charlotte
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CFO – Navigating Charlotte
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CFO – Navigating Charlotte
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AFS
Automatic File Search
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• Data extracted may be viewed on the screen, 
exported to Excel or exported to a PDF file.

• Reports may be scheduled to run during the 
overnight processing and emailed to one or more 
recipients.
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CFO – AFS
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To get started, go to Reports > Automatic File Search > Reports > New Report

CFO – AFS
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Once you’ve selected New Report, the new report request definition screen will launch.  
You have 9 templates to choose from.

Helpful hint – add this 
screen to your 
favorites & rename it 
to New AFS report.

CFO – AFS



Getting Started - 9 templates

• Accounts 
Reports on Account Synoptic fields 

• Securities 
Reports on Master Security fields 

• Latest Transactions Processing 
Reports on transactions posted during last processing 

• Transaction History 
Reports on full transaction history file. 

• Tax Lot Holdings Detail 
Reports on individual tax lots within accounts

• Tax Lot Holdings Summary 
Reports on holdings within accounts 

• Names & Addresses 
Reports on fields contained in central Name & Address file 

• Pending Activity 
Reports on Pending Trades, Pending Items, Pending Fees, Pending Trust and Pension Disbursements, Pending 

Consolidated Disbursement Payee Checks & Pending Consolidated Disbursement Payer Account information. 
• As of Reports 

Account - Reports on total value of Accounts as of a date in the past 
Holders – Reports on accounts that held a Security as of a date in the past 
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Content – List of fields available for selection to include in your report.
Format – Gives you various options for formatting the finished report. 

CFO – AFS
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Double click under Columns to get list of 
fields to include on report.

CFO – AFS
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To change the order of 
your columns mark the 
field you want to move 
and click move up or 
move down

CFO – AFS
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To subtotal, click under 
the column heading 
break. (yes = subtotal)

To change how the 
columns are sorted, click 
under sort order.  Your 
choices are ascending or 
descending.

Click View report to see 
the report

CFO – AFS
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Click and drag columns to 
desired width.

Notice the Admin officer is showing the code.  You can show the name by filtering.

CFO – AFS
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To show the description 
rather than the code, 
double click under filter

Choose Show 
Description

CFO – AFS
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If you suppress detail lines, you will only 
see your subtotal lines & grand total lines

CFO – AFS



Formatting the Report - Set Up 

Suppressed Detail Lines
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CFO – AFS
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CFO – AFS
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Report exported to PDF with new 
heading.

CFO – AFS



Formatting the Report - Footer

32

If the footer is centered, 
make sure to Suppress 
Date/Time

CFO – AFS



Footer
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CFO – AFS

CFO – AFS



Formatting the report - Columns
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Can change name of each column heading.  

Helpful Hint:   When running reports by 
administrator, it can be helpful to enter a page 
break.

CFO – AFS



Columns
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Changed column heading to Trust 
Officer

CFO – AFS



36

CFO – AFS
Break Totals
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Changed grand total to Total 
Department Market Value.

CFO – AFS
Columns



38

Can Export to Excel or PDF

CFO – AFS
Exporting
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CFO – AFS



CFO – AFS
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Save will save the report with your 
current heading, Save As will give 
you a chance to name the report 
something different.

CFO – AFS
Save



42

Right click on scheduled output and choose Email as PDF

CFO – AFS
Schedule Email
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Enter email address and click Add.
When finished entering all email addresses, click OK.

Helpful Hint - Have your IT 
department set up a group 
email address to easily send 
to multiple recipients.

CFO – AFS
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Mark report & click frequency

Choose recurrence, start & end 
dates, and choose if the report 
should run before holiday/weekend 
or after.

CFO – AFS
Schedule Email



• User Defined Fields
– Allows you to create formulas in your AFS report

• A separate column will be added to the report with the 
title assigned by you.

• Select from the list of available fields
• Select from the list of available functions

+  Addition
*  Multiplication
- Subtraction
/  Division
() Resolve this formula first if multiple functions
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Did You Know?



46

CFO – AFS
Did You Know – User Defined Fields
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CFO – AFS
Did You Know – User Defined Fields
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CFO – AFS
Did You Know – User Defined Fields
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This example is a tax lot holdings report.   By double clicking 
on the key, discretion and investment officer will now be 
included in the report.

The Key column allows you to link to a Master File
(Account Master, Security Master, Name & Address Master.

CFO – AFS
Did You Know - Key
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When choosing to report on 
Specific Relationship Information, 
and the key you are adding has a 
green check mark next to it , you 
can right click on the key and, if 
you put a check mark in the box , 
the system will check for just 
accounts that are Not Coded for 
the specific field.

This template could be used to 
see if there are any accounts not 
coded for proxy service.

CFO – AFS
Did You Know – Key



• Using Related tables allows you to combine data from 
several tables when creating reports.
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Each of the nine templates has 
its own related tables.

CFO – AFS
Did You Know – Related Tables
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Sample – you want to run an accounts report AND 
you want to pull in statement cross-reference 
information.

CFO – AFS
Did You Know – Related Tables



Did You Know – Related Tables
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Perhaps you want to send a fee increase letter to all accounts on a particular 
fee schedule.   This report has a filter on the fee schedule and brings in the 
name & address # associated on the client statement.   Double click on the key 
next to “Rpt Pkg N&A Rec No” and pull in all of the Name & Address fields.

CFO – AFS



Did You Know – Related Tables
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You could further filter 
on the addressee type 
and only bring in 
income & principal 
beneficiaries.

CFO – AFS
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Export the report to easily create a mail merge for your fee increase letters.

CFO – AFS
Did You Know – Related Tables
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To change your AFS preferences:   Reports > Automatic File Search > Preferences

CFO – AFS
Did You Know – Preferences
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Show Code Descriptions For fields 
selected in the template, this option will 
cause the code description to be displayed 
automatically instead of the code.
Show Frequency Detail
This is a display option for available 
reports on your available reports display.
Show User Reports Only
If you wish to see only the reports you 
have created in the available reports 
display, select this option.

CFO – AFS
Did You Know – Preferences



Opening an already created report & customizing the display
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To open a report, go to Reports > Automatic File Search > Reports > Open 
Report

CFO – AFS
Did You Know -
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Customize the Report, to narrow down the list of reports to choose from.

CFO – AFS
Did You Know –

Opening an already created report & customizing the display
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If you are looking for a report that is a specific template type, 
mark that type, etc.

CFO – AFS

Opening an already created report & customizing the display
Did You Know –
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CFO – AFS
Sample AFS Templates 
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CFO – AFS
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Reports “rolled up” market value for accounts for a date in the past

CFO – AFS
As of Reports - Account
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Example of Pending Activity

CFO – AFS
Review Pending Items Not Released for Specific Admin Officer
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CFO – AFS
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CFO – AFS
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CFO – AFS
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CFO – AFS



IRMA
Investment Reporting Module
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• IRMA is used to create a single-page customer account 
summary of transaction activity, investments & if you use First 
Rate or FIS' in-house performance system the report can also 
display investment returns.

• Supporting detail reports may be added.

• Report can be run for a single account or a group of accounts 
and can also be run as a consolidated report.

• IRMA reports are month-end reports, not real-time.
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IRMA
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To start:  Reports > Assets > Investment Reporting > Reports

IRMA
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Reports

To run the standard IRMA report, choose your account #, click Account Investment Summary, choose 
Settlement or Trade Date, and the beginning Month & Ending Month, then click preview.

Account #

IRMA:
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Investment Returns would be here if this account used First Rate or FIS' Performance 
Measurement System, and if we customized the standard report to include returns.

IR
M

A
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To customize the IRMA report to include other reports, choose your account #, click Account 
Investment Summary, choose Settlement or Trade Date, and the beginning Month & Ending Month, 
then click customize.

Account #

IRMA: Customize Reports
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Pick which reports you want to choose and then > or >> to choose all.
Each report you choose can then be customized by clicking on the report name and then Options.

IRMA: Customize Reports
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This example shows the options on the standard summary report.

IRMA: Customize Reports
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IR
M

A
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To save your report for ease in running in the future, click on save, then enter the 
name for your saved report, and click OK

IRMA: Save Customize Reports
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Your saved report is now listed as a menu option.

IRMA: Save Customize Reports
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To view all of the reports in IRMA:  
Reports > Assets > Investment Reporting > Displays 

IRMA
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Choose Account Investment Summary or Account Investment Summary 
(consolidated), your date type and your date range, then click Display.

IRMA: View Only
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All of the reports are listed on the left-hand side of the 
screen.   Click on the blue menu items to see each of the 
reports available under that heading.

IRMA: View Only
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Click on any of the report names on the Summary to be taken to the detailed report.

Click on the categories drop-down to 
get the details of one particular type of 
receipt.

IRMA: View Only – Transaction Activity Summary
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Click on any of the Segment names to be taken to the detailed report & graph.

Click on radio buttons to change how the 
allocation is reflected.
Click on the Reports drill down to view 
additional detailed reports.

IRMA: View Only – Allocation of Assets Summary
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Click on the drop down to see another 
category’s details.

IRMA: View Only – Allocation of Assets Summary
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Click on the graph and 
you will then have the 
option to save the 
Chart/Graph.

IRMA: View Only – Allocation of Assets
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Investment returns will only be displayed if account uses First Rate or FIS' own Performance Measurement 
System.

IRMA: View Only – Investment Returns



• All graph labels & colors can be customized.
• Reports > Assets > Investment Reporting > Graph Settings
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IRMA: Graph Settings



Investment Review
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• Composed of seven individual reports.
– Synoptic
– Asset Summary
– Asset Details
– Equity Diversification
– Fixed Income
– Pending Trades
– Transaction Activity

• Each report has customization options.
• Each report can be exported.
• Reports can be printed for all accounts based on Administrative Officer, 

Investment Officer, Account Type, Branch, or Review Date.

90

Investment Review
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To start:  Reports > Assets > Investment Review > Synoptic (or any of the seven reports)

Investment
Review
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7 reports

Account selection

Each report can be 
customized.

Investment
Review
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Click Customize

Investment
Review: Customize – Asset Details
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Customize – Asset Details

Helpful Hint:  If you are saving 
this customized option to be 
used in monthly reviews name 
each customized report with 
the same designation.  (ie
MONTHLY ASSET DETAILS)

Add/Remove columns, 
choose to display tax lots, 
and choose how 
securities should be 
grouped.  Name the 
Report and Click Save As.

Investment
Review: Customize – Asset Details
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Click Print to get additional print options, 
click Quick print to just get the selected 
report for the selected account.

Investment
Review: Printing
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Choose Projected Positions or Beginning of Day 
Positions and click Continue

Investment
Review
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Pick which reports you want to print.  This is where the helpful hint of naming each 
report with a similar designation is helpful.  If they each start with monthly, they are 
easier to spot.  Hold your CTRL key and mark each report you want to include, then 
click Add.  Then click Continue.

Investment
Review
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After selecting the review month, all accounts scheduled for review in that month appear 
in the available accounts box.   Highlight all of the accounts, click Add and then Continue.

Investment
Review
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On the Report Selection Summary Screen, click on Create Reports.

Investment
Review
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Investment
Review: Printing
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Investment
Review: Printing
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Investment
Review: Printing
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Investment
Review: Printing



Profile Report
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CFO – Profile Report

Each client should have a copy of their profile report.  We 
will quickly go through the profile report and talk through 
some options.
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