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Logging into RC Axis on your desktop

Step 1: Go to the RC Axis sign in page

Step 2: Enter your username

Step 3: Enter your password

Step 4: Click ‘Log in’
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Logging into RC Axis on your desktop

RC Axis User Guide

Step 5: RC Axis includes Multi Factor          
Authentication, so a text will be sent to your 
registered mobile number with a code you 
will need to use to login

Step 6: Enter the code

Step 7: Click ‘Next’

The code is valid for three minutes, therefore 
if you find that the code has expired, you can 
use the ‘Resend Code’ icon to regenerate the 
code.
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My dashboard

The first page that you are brought to is, ‘My dashboard’. 

1. By clicking on ‘My Portfolio’ you will be taken to the ‘Overview’ 
tab

2. By clicking on ‘Secure Inbox’ you will be taken to your secure 
inbox where you can contact Ramsey Crookall

3. By clicking on ‘My Documents’ you will be taken to your 
documents page where you can view and upload documents 
relating to your portfolio

4. The three boxes at the top of the screen display information 
about your portfolio documents, clicking any of these will take 
you to your documents page

5. You will see on the left side of the screen the last five 
transactions on your portfolio – clicking on ‘Show all 
transactions’ will take you to your transactions tab

6. On the right side of the screen, you also have a portfolio 
summary – clicking anywhere on the summary will take you to 
your holdings tab

7. By clicking ‘Get in touch’ you will be able to view who your 
contact at Ramsey Crookall is
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Overview

At the top of the overview tab you will 
see the name of the portfolio you are 
viewing (1), as well as the portfolio 
number (2), the last valuation date 
(3), the owner name (4) and the 
button which allows you to group the 
data by ‘Sector’  or ‘Geographic’ (5).

On the left hand of the screen you are 
presented with a portfolio overview 
(6) and a button to generate a 
portfolio report (7).

On the right hand side you are given a 
portfolio summary (8).
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Holdings

Within the Holdings tab, you are able to view your holdings 
and cash balances (1), simulate a currency conversion (2), 
generate a portfolio report (3).

There is also the functionality to view holdings you have 
previously held in the portfolio by toggling ‘include zero 
holdings’  (4).

If you want to only view a certain category of holdings, you 
can filter using the ‘Categories’ dropdown (5).

There is also the functionality available to export the data to 
Excel (6).

Clicking into any of the holdings will take you to the ‘Position 
Details’ for that holding (7).
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Position Details

The position details page displays information about the holding you have clicked into.

At the bottom of your page, you can also see any transactions relating to the holding for that portfolio.
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Portfolio Performance

The portfolio performance tab displays information 
relating to the performance of the portfolio.

You can customise your view of the data by 
choosing the time period (1), view (2) and return type 
(3).

You can also export the data to Excel (4).

If you want to view the performance of the portfolio 
within a specific date range, you can use the date 
filter to do so (5).

You will also see that the performance is also listed 
in a table at the bottom of the page (6).

Hovering over any of the points on the graph will 
show you the portfolio value on that date (7). 
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Portfolio Transactions
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The portfolio transactions page displays 
information relating to the transactions performed 
on the portfolio.

You can use the scroll bar at the bottom of the 
screen to view all of the information relating to the 
transaction (1).

RC Axis allows you to filter the transactions by 
period (2) or specific dates (3). The data can also be 
exported to Excel (4). 
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Details

The Details tab provides you with 
information relating to your portfolio (1), 
the owner of the portfolio (2), the 
managing agency of the portfolio (3), the 
Investment team of the portfolio (4), the 
direct portfolio manager (5) and which 
individuals have online access and 
advisor access to the portfolio via RC 
Axis (6). 
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My Documents
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The ‘My Documents’ page allows you access to your portfolio documents 
(1). 

You can use the search bar to search for a particular document (2).

You can click into any of the folders to view documents under the 
category (3).

The date filter allows you to view documents within a certain date period 
(4).
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Viewing and Downloading Portfolio Documents

RC Axis User Guide

By clicking into one of the document categories 
you will be prompted to select the portfolio you 
want to view documents in this category for (if your 
online access is linked to more than one portfolio) 
(1).

Once you have selected the relevant portfolio, you 
will have the option to ‘Favourite’ (2) or ‘Download’ 
(3) the document
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Uploading Documents
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RCAxis also has the functionality to upload documents which will 
then be sent to our Compliance team for review (1).

Attach your PDF, PNG or JPEG file, this will then auto-populate the 
document title (2).

Select the ‘Client Correspondence’ category (3).

Click Upload (4).

Your document will then be reviewed by our Compliance Team who 
will either approve or reject the document.
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Secure Inbox

RC Axis User Guide

Clicking the ‘Secure Inbox’ button at the top 
of the screen will take you to your secure 
inbox (1).

Here you can view all of the secure messages 
sent to you, as well as send messages to your 
contact at Ramsey Crookall.
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Navigating around your Secure Inbox
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Within the secure messages, you can create a 
new message (1), view messages from Ramsey 
Crookall in your inbox (2), view previously sent 
messages (3), view your drafts (4), view 
messages you have favourited (5) and 
messages you have filed in the Bin (6).

You can also search for specific messages 
using the search bar (7) and filter your 
messages by category (8). 
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How to create a secure message

RC Axis allows users to directly contact a team at Ramsey Crookall 
via secure messaging.

To create a secure message, follow the steps below:

Step 1: Click ‘Create new’ 

Step 2: Select who in Ramsey Crookall you wish to send the 
message to.

Step 3: Type in your subject line

Step 4: Select the category your message relates to

Step 5: Select the portfolio your message relates to (this is only 
necessary where you have more than one portfolio linked to your RC 
Axis).

Step 6: Type out your message

Step 7: You do have the option to save your message as a draft for 
sending later

Step 8: Once you are happy with the message you can click send 18
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By clicking on the person icon in the top right-hand corner of the screen (1), a side bar will appear with details of your 
profile (2).

Here you can click ‘View Profile’ for more information on your profile (3).

You can click ‘security and account’ to change your password or two-factor authentication preferences (4).

You can also sign out from this side bar (5).
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View Profile

In the ‘View Profile’ section, you can view personal 
information which we hold on our records for you. 

You can also choose to make a certain portfolio default. 
This means that when you login you will be taken straight 
to this portfolio rather than selecting it from the list of 
portfolios when you first login.

To select a default portfolio:

Step 1: Click the toggle

Step 2: Click ‘Select Portfolio’

Step 3: Select the portfolio you wish to have as default

Step 4: Click ‘Save’
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How to change your password
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If you wish to change your password, 
you can click into ‘Security and 
account’ from the ‘My Profile’ side 
bar.

Step 1: Click ‘Change Password’ 

Step 2: Enter your current password

Step 3: Enter your new password – 
ensuring it fits within the criteria 
required

Step 4: Re-enter your new password 
to confirm

Step 5: Click ‘Save Password’
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Managing your two-factor authentication preferences

In the same area that you can change your password, you can also manage your two-factor authentication preferences.

Step 1: Click into ‘Two-factor authentication’

Step 2: You will then be brought to a page where you can edit your authentication method
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How to enable your authentication app

Once you have set up your RC Axis, 
you should link your authenticator app 
to your RC Axis, this will make it more 
efficient when you login.

Step 1: Once you have clicked into 
‘two-factor’ authentication, click 
‘Authentication app’

Step 2: Click the ‘Add’ button

Step 3: Click either ‘Yes’ or ‘No, I need 
to install one’ 

Step 4: Click ‘Proceed’
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How to enable your authentication app if you do not have the authenticator downloaded

RC Axis User Guide

If you do not already have an authenticator app installed, 
you should follow the below steps:

Step 1: Select the relevant instructions depending on 
which environment you will be using RC Axis through

Step 2: Once you have read the instructions and 
downloaded the authenticator app, click ‘Next

Step 3: You can then follow the instructions over the next 
page for when you have the authenticator app 
downloaded
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How to enable your authentication app if you already have the authenticator downloaded

RC Axis User Guide

If you already have the authenticator 
app downloaded, you should follow 
the below steps:

Step 1: Open your authenticator app

Step 2: Either scan the QR code or 
copy the long code into your app

Step 3: Click ‘Next’

Step 4: Enter the code displayed on 
your verification app

Step 5: Click ‘Next’

Step 6: Toggle to set this as your 
preferred two-factor method

Step 7: Click ‘Done’
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