Using the Portfolio Summary Report
The Portfolio Summary Report available in the Online Tools provides a snapshot of your
portfolio and valuation information to help investors effectively manage a portfolio.
Disclaimer: The information in this document is for educational purposes only and is not intended to be a
recommendation to purchase or sell any of the stocks that may be referenced. The securities of companies
referenced or featured in the materials are for illustrative purposes only and are not to be considered endorsed or
recommended for purchase or sale by BetterInvestingTM National Association of Investors Corporation (“BI”).
Investors should conduct their own review and analysis of any company of interest before making an investment
decision.

Once you have created a portfolio with all the stocks and correct number of shares held, use the
following procedure every month to create a veritable “shopping list” to identify the best investments
where new money can be put to work and portfolio holdings that may need to be replaced due to low
expected return.
1. Click on the Portfolio bar to expand your portfolio list.
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2. Select the portfolio to review by clicking on the row. The study list below will change to show
only studies in the portfolio.

3. Update the data in each study by clicking the update

icon.
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4. Be sure to select the option to “Overwrite company data in this study.” If you create a new copy
then you will not be updating the study included in the portfolio. (note: the Date Modified field
in the study list will be updated with the current date and time.)

5. Now all studies have current quarterly data and the prices have been updated to the previous
day’s closing price. Click the Reports Icon next to the selected portfolio to open the Summary
Report.

6. The Portfolio Summary displays some of the valuation measures based on the judgments made
on your completed Stock Selection Guides. Tip: Click on any of the column headings to sort the
report by that metric. Click the column heading again to reverse the order. Order by %Total
Return to view the stocks with the highest potential return at the top of the list. Look for
opportunities to add to your holdings at the top of the list and to capture gains from the stock at
the bottom of the list.
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7. Evaluate stocks to consider buying more shares –
a. Review the underlying SSGs to check for signs of fundamental deterioration. Only high
quality, growth stocks should be considered for additional purchases. Be wary of low
valuations for stocks that don’t exhibit the desired quality and growth characteristics.
b. Double check the judgments on the SSG to ensure they are still reasonable based on
your research.
c. In the Sample Portfolio above, and assuming the research and SSG review reveal no
problems, shares of CHRW and/or OII could be added to the portfolio.
8. Selling considerations based on valuation –
a. A high quality growth stock can become overvalued due to extreme investor enthusiasm
and a stock price that rises faster than the underlying fundamentals. When that occurs
the expected return from the stock may become so low as to be a drag on the overall
performance of the portfolio, and the stock should be considered a candidate for
replacement. In the Sample portfolio above, MSFT and JKHY might be considered
candidates for replacement with US/DS of only 0.5 to 1 and potential returns of only 5%.
b. First review the SSG of the overvalued stock to verify that the judgments made are still
reasonable and are not overly conservative. If the outlook for the company has
improved since the original SSG was completed, make the appropriate adjustments and
review how that affects the potential Total Return. Going through this review process
will prevent investors from selling high quality growth stock prematurely.
c. For example, a review of the JKHY SSG and associated research indicate that some
positive adjustments in the projections are reasonable. After making the adjustments,
the potential Total Return increases to 9.2%, a level that would be acceptable to
continuing holding the stock.

d. In the Sample Portfolio above, and assuming the research and SSG review reveal no
additional adjustments, shares of MSFT could be sold. Funds could be reallocated to
shares of CHRW and/or OII.
9. Execute the buy/sell decisions made. As an example:
a. Sell all 30 shares of MSFT, making about $1350 available for other investment.
b. Buy 10 additional shares of CHRW for about $680
c. Buy 10 additional shares of OII for about $680
d. Buy 20 shares of CTSH for about $900 (this is a new portfolio holding)
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Once the trades are executed, update the portfolio to reflect the changes made.
10. Select the portfolio by clicking on the row. The study list presented in the lower half of the
screen will change to show only studies in the selected portfolio. (see step #1)
11. To delete stocks sold from the portfolio click the trash can icon next to the stock study.

12. In the ‘Confirm Delete’ pop‐up window be sure the option ‘Remove from portfolio (no delete)’ is
selected. This will remove the study from the portfolio only, and leave the SSG in your library of
stock studies. Click ‘OK’ to confirm the deletion of the stock from the portfolio.
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13. Edit the share counts for any stocks added to the portfolio. Click the Pencil icon next the study
to edit the number of shares for any stocks with additional shares purchased. Do this for each
stock that had additional shares purchased.

14. If there were any new stocks added to the portfolio, add the new company to the portfolio by
clicking on the Pencil icon next to the portfolio to update.
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15. Enter the ticker of the company added to the portfolio and pick the correct study from your list.
Add the number of shares and click the Check box to add the study. Click on ‘Save’ to accept
your changes.

16. Once all changes have been updated in the portfolio, review the Summary Report. Click on the
PDF symbol to open the report in PDF format. Save or print the PDF. Now you are ready for
next month’s portfolio review.
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