
Charlotte 101
Yavonda Schaefer

Gain valuable insight & knowledge of Charlotte to bring to your company
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CFO – INQUIRY
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CFO – INQUIRY
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CFO – INQUIRY
Customize
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CFO – INQUIRY

Link to other reports 
by clicking on the 
Reports Icon 5



CFO – INQUIRY
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CFO – INQUIRY

7



CFO – INQUIRY

Can use Report Filters to quantify your report.  For example, you 
only want to see accounts with a net negative cash 
balance>choose net cash as the Column to Filter and change your 
Filter Type to less than 0, then choose Apply Filter.
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CFO – INQUIRY

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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CFO – INQUIRY

Filtering is  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. 10



CFO – INQUIRY
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)
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CFO – INQUIRY

To create an Account List, first you will 
click 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.
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CFO – INQUIRY
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.
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CFO – INQUIRY
Running a Consolidated Report

Choose customize, and click on 
Display Selected Accounts in a 
Consolidated Account.
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CFO – Saved Reports

**When you save a customized report don’t forget to give it 
a unique name.
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CFO – Saved Reports
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CFO – Saved Reports

Mark report(s) to delete, and then click 
Delete Selected Reports
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CFO – Saved Reports

Reports can be deleted or reassigned in 
Public/Private Reports.
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CFO – INQUIRY
Save as a Favorite
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CFO – PREFERENCES

Each user should set their own preferences.  (my settings>personal 
settings>preferences)   This is also where you choose what report 
should launch when you sign on.
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CFO – AFS

• 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 process and emailed to one or more 
recipients.
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CFO –AFS

To get started, go to Reports > Automatic File Search > Reports > New Report
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CFO – AFS

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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CFO – AFS

Content – List of fields available for selection to include in your report.
Format – Gives you various options for formatting the finished report. 
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CFO – AFS

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



27

CFO – AFS

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

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
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CFO – AFS

Click and drag columns to 
desired width.

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

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

Choose Show 
Description
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CFO –AFS

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



CFO –AFS
Formatting the report

• Suppressed Detail Lines
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CFO –AFS
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CFO – AFS

Report exported to PDF with new 
heading.



CFO –AFS
Formatting the report

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



Footer
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CFO – Inquiry & AFS

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 – Inquiry & AFS

Break Totals
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CFO –AFS

Break Totals

40

Changed grand total to Total 
Department Market Value.



CFO –AFS
Exporting
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Can Export to Excel or PDF



CFO –AFS
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CFO – AFS
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CFO –AFS
Save

44

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



CFO –AFS
Schedule Email

45

Right click on scheduled output and choose Email as PDF
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CFO –AFS

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
Schedule Email
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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

• 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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CFO –AFS
User Defined Fields
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CFO –AFS
User Defined Fields
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CFO –AFS
User Defined Fields
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CFO –AFS
Key

52

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
Key

53

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
Related Tables

• 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
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
Related Tables

56

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 N&A Rec no, and pull in all of the Name & Address fields.



CFO - AFS
Related Tables

57

You could further filter on the 
addressee type and only bring in 
income & principal beneficiaries.



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



CFO –AFS

Preferences

59

To change your AFS preferences:   Reports > Automatic File Search > Preferences



CFO – Inquiry & AFS

Preferences

60

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 – Inquiry & AFS
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
Opening an already created report & customizing the display
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Customize the Report, to narrow down the list of reports to choose from.



CFO –AFS
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
Use AFS and Excel together and become more efficient

• Using AFS to combine 2 AFS reports.
• Using AFS to transfer some securities from 

one account to another.  (Beyond what the 46 
can do)

• Use Excel to do more complex formula’s
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Charlotte – Other tidbits?
• ACMS – What is the difference between combined 

cash & separate cash?
• I need to change a field on the Account Master, what 

could go wrong?
• Need an interface with an outside company but 

Charlotte doesn’t have one, now what?
• Annual Report of Trust Assets & Schedule RC-T
• Fee reminders
• Statement reminders
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ACMS
Combined or Separate?
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• There are 2 ways to set up ACMS.
– Use one cusip for both I & P  (Combined Cash)

• Example Invesco Premier US Govt Portfolio
– Cusip 00142W843 used for all sweep

– Use 2 cusips – one for P and one for I (Separate Cash)
• Example Invesco Premier US Govt Portfolio

– Cusip 00142W843 used for Principal Cash
– Cusip 00142W84I used for Income Cash

• Both ways can work if you make sure your 
overdraft code is ok and you understand 
how to read your cash sheet.

ACMS

67



ACMS – Combined Cash
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ACMS – Combined Cash – Overdraft Code

If you need to do net income distributions or keep Principal and Income separate DO 
NOT TURN ON AUTOMATIC OFFSET.
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ACMS – Combined Cash – Overdraft Code
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ACMS – Separate Cash

Automatic offset should not be used with Separate Cash
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ACMS – Separate Cash - Overdrafts
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Account Master Changes
What really happens?
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• An account was set up with “separate” cash, but 
then changed to “combined” cash.
– 1.  Change Account Master

• Changing the account master will not create a sell from the 
Income cusip.

– 2.  Verify that the overdraft code is NOT set to auto 
offset if the account type requires a separation of 
income & principal.

– 3.  Post redemption to the income cusip and a 
purchase into the combined cusip.

– 4.  Scrap all of the above and call your CSA!!!!

Account Master Changes – ACMS option
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• An account was set up with “consult” discretion, 
but then changed to “none.”    
– 1.  Change Account Master

• The discretion code for each security is established when the 
security is purchased or deposited.  If you change the account 
master the existing securities do NOT change.

– 2.  Post 020/04
• To change the existing securities in an account, you must post 

an 020/04.

Account Master Changes – Discretion Code
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Account Master Changes – Discretion Code
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Account Master Changes – Discretion Code

77



• An Account Master was marked as restricted but, 
I didn’t get a warning when I tried to sell 
something.
– 1.  Change Account Master

• The restriction is only tied to securities bought or received after 
the account master was changed.

– 2. Add Restricted holdings to current assets:

Account Master Changes – Restriction Code 
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• An Account Master was marked as restricted but, 
I didn’t get a warning when I tried to sell 
something.
– 1.  Change Account Master

• The restriction is only tied to securities bought or received after 
the account master was changed.

– 2. Add Restricted holdings to current assets:

Account Master Changes – Restriction Code 

79



Account Master Changes – Restriction Code
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• An account was set up to maintain separate tax 
lots, it was then changed to not maintain lots, 
why are there still lots in the account?   
– Changing the account master will change future 

acquisitions but will not consolidate lots already held. 
• 1.  Change Account Master
• 2.  Post 049 to consolidate lots.

– Call your CSA.

Account Master Changes – Tax Lot Retention
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How can TMN help you work with 
outside vendors?

82



• FIS has multiple interfaces available for purchase.
• An interface isn’t always needed.

– TMN can create AFS reports that are scheduled daily.  
These can be excel, .pdf, or text.  We can then 
automate the delivery of these files to the vendor of 
your choice.   

• We already do this for multiple Investment Managers, Wealth 
Hub and a data aggregator. 

• Reach out to Morgan or your CSA to explore this 
option.

Working with Outside Vendors
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Annual Report of Trust Assets & 
Schedule RC-T

84



• Will not include assets of any account that starts 
with a 7, 8 or 9.  (Corporate Trust, Suspense 
Accounts or Pseudo Accounts.

• Will not include Liabilities.  (security type 25, 26, 
27.

• Will not include the value of CTF securities.  
(security type 12)

• Will not include the face value of insurance 
policies.
– If policy is carried at face, then Annual Report Code 

needs to be  left blank.
– If policy is carried at cash value, then Annual Report 

Code needs to be R.
– If policy is an annuity, needs to be coded with an A.

Annual Report of Trust Assets
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• If the discretion code in the a/c # is 3, there is assumed to 
be no investment responsibility.  Those assets will be 
included on Line 16.

• If the discretion code is anything other than 3, assets are 
included in lines 1-13.  

• Closed accounts are not included in the report.
• Notes need to be segregated to identify notes secured by 

real estate or not secured by real estate.   If not secured by 
real estate, the annual report code should be P.

• Limited Partnerships need to be segregated into LP’s for 
non-real estate or LP’s for real estate.  Non-real estate 
should have an annual report code of C.  Real estate should 
have an annual report code of L.  If the annual report code 
is left blank the assets would be listed as miscellaneous 
asset.

Annual Report of Trust Assets
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• RC-T is rounded to thousands of dollars.
• Account Types can be edited to fall in a specific bucket on 

the RC-t on the Account Types table.
• Uninvested cash is reported on line 1A
• CD’s will be reported on line 1B
• Money Market funds should be coded with an annual 

report code of M and will be reported on line 1E
• Mutual Funds without an override will be reported on line 

1G (other mutual funds)
– Equity funds should be segregated out.  This can be done by coding 

the security master or by security sub-type using a table.  This is set 
up by 135/750

Schedule RC-T
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Fee Schedules & Reports
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Fee Schedules

• Allocation Method must be changed if your schedule is going to be used in a 
consolidated fee calculation.

• Gross vs Net.  Gross means at year end the fee is calculated and divided by the 
frequency.  Net means at year end the fee is calculated, fees already charged 
are subtracted and the net difference is the fee. 89



Fee Schedules

• On your market value fees, it is recommended that you don’t include accruals.
• You can charge on end of period market value, monthly average or daily 

average.
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Fee Schedules

• You can charge different types of fees on a different schedule and with a 
different transaction code.   For example if you charge tax prep fees annually, 
this can be automated on the schedule itself.
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Fee Schedules

• You can charge for the number of statements a client receives.
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Fee Schedules

• You can add-on charges.
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Fee Reports
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Statements
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• Can include a brief message with admin and/or 
investment officer information.
– Example – Please direct any questions to:

Administrator John Smith at 704-555-1212

• See transaction code 002 to add this 
information.

Statements – Account Summary & Detail
(packages 915-922)
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• First Rate subscribers and produce a single page 
summary of the account’s performance.

• This can be printed, delivered to PAL or both.
• Add a Performance Report cross-reference.

Statements – First Rate Performance
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• System level option to combine multiple 
statements into a single envelope. (notify your 
CSA if you would like to implement this feature)

• All statements with the same recipient N&A 
number will be automatically combined.

• Option to exclude some statements from being 
combined

• Statements with different recipient N&A numbers 
may also be combined

Statements – Householding
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• User fields can be tied to Accounts and Name & 
Address 

• User defined fields are available in AFS.
• Any standard overnight reports can be emailed to 

you or someone that you designate.
– OFAC report could be sent direct to your compliance 

officer.
– Collateral report could be sent direct to bank 

operations.

• Charlotte has Performance measurement 
available for a reasonable price for those 
accounts that might need a sophisticated report.

Other Charlotte Tidbits
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• Marking an asset as inherited will cause any sales 
to generate a long-term gain/loss regardless of 
acquisition date.

• Contacts can be tied to an account for 
information purposes only.  

• Collateral report can be used to monitor your 
own bank assets & uninvested cash to ensure you 
have proper FDIC coverage.

• 13F Reporting is required when you reach 
$100,000,000 in discretionary 13F securities.

Other Charlotte Tidbits
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