
 

DocumentID: SPT010303 
Last Updated: April 3, 2019  

 

 

USING SET BUILDER TO CREATE A SMART SET 

Smart sets, similar to static sets, are a collection or sub-set of portfolios and/or groups. However, the 
difference between a smart set and a static set is that the members of a smart set are defined using portfolio 
rules based on portfolio or group details. The Set Builder gives you access to the Portfolio Rules used to 
define the criteria to locate qualified portfolios and groups to include them in the Smart Set. 

 

 

Online 

Although Smart Sets are easier to build, manage, and maintain, there may be situations when you 
need to create a static set. 

 

ACCESSING SET BUILDER 

Set Builder is located on 
the Portfolios Tab. To 
access the Set Builder, 
click the Portfolios tab, 
and then click the Sets 
button on the left side of 
the list of portfolios and 
groups. 

At the bottom of the Sets 
page, click the Set 
Builder button, shown in 
the image to the right. 

The Set Builder dialog 
opens, displaying the 
smart sets you have 
already created, as well 
as a few other options. 

The sections below 
describe how to use the 
two options for creating 
a new Smart Set – 
Manage Rules and Add.  
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STEP-BY-STEP INSTRUCTIONS FOR CREATING A NEW SMART SET FROM AN EXISTING RULE 

The easiest way to create a Smart Set is by using a Portfolio Rule you have already created for another 
purpose, such as a Portfolio View. This section describes how to see a list of Portfolio Rules and create a 
Smart Set from one of the rules. 

1 In the Set Builder dialog, click 
the button for Manage Rules. 

 

2 The Rules Manager dialog 
opens, similar to the example on 
the right. Select the rule you 
want to use for the Smart Set 
and then click the Edit button on 
the right to verify the rule 
settings. While in the details, 
click the Display Results button 
at the bottom of the window to 
ensure the accounts you want to 
be in the set are included. Click 
Close to close the window. 

3 Back in the Rules Manager 
dialog, select the rule you want 
to use for the Smart Set and then 
click the Create Smart Set 
button. 

 

4 The Choose Name and 
Description box opens, 
displaying the Rule Name and 
Rule Description in the Smart 
Set Name and Description fields, 
as shown to the right. If you need 
to change either the name or 
description, make the change, 
otherwise click OK to create the 
set.   

5 When you are finished creating Smart Sets, click OK to close the Rules Manager and return to the 
Set Builder. You should now see the Smart Sets on the list. 

 

 

Online 

Smart Sets need to be updated regularly to ensure the most current membership, and they can be 
updated in a batch as long as the Batch Update box is checked to the right of the Smart Set name 
in Set Builder. 

 



 

Using Set Builder to Create a Smart Set Page 3 of 6 

STEP-BY-STEP INSTRUCTIONS FOR CREATING A NEW SMART SET AND PORTFOLIO RULE 

If you do not already have a rule for the Smart Set, you can create a Rule as you create the Smart Set. This 
section describes how to create a Smart Set and Rule at the same time. 

1 In the Set Builder dialog, click 
the Add button. 

 

2 The Edit Smart Set dialog opens, 
similar to the example on the 
right. Enter a Name and 
Description for the Smart Set. 

3 In the Rule field, enter a name 
for the Rule. Make sure it is a 
unique name and reflects the 
name and description of the 
Smart Set – you may also be 
able to use this rule for a 
Portfolio View. 

4 
IF APPLICABLE, IN THE 

CRITERIA SECTION, CLICK 

CRITERIA LINK TO BEGIN 

CRITERIA FOR INCLUSION 

PORTFOLIOS IN THE RULE. 

SEE THE   

 

Understanding Column 
Selection, Operators and Values 
section starting on page 4 for 
more information on constructing 
the rules. 

5 
IF APPLICABLE, IN THE GROUPS CRITERIA SECTION, CLICK THE ADD CRITERIA LINK 

INCLUSION OF GROUP PORTFOLIOS IN THE RULE. SEE THE  
 

 

Understanding Column Selection, Operators and Values section, starting on page 4 for more 
information on constructing the rules.  

6 Click the Save button to save the Rule and Smart Set name. 

7 Either click the Display Results button at the bottom of the window or the Saved Members tab to the 
right of the Rule tab to see the results of the rule and make adjustments if necessary. 

 

 

Note 

Be careful when adding both individual portfolios and groups to a set – there may be cases when a 
set could include a group in addition to the individual members that may cause overlap in reporting, 
billing or other functions. 
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UNDERSTANDING COLUMN SELECTION, OPERATORS AND VALUES 

The key to successful management of Smart Sets is having an applicable rule with the correct type of criteria, 
operators, values and groupings. This section gives you some information about those parts of a Portfolio 
Rule.  

 

The combination of the columns, 
operators and values in the 
Define Criteria dialog determine 
the portfolios or groups appearing 
in the result set. For success in 
building rules, it is best to 
understand how they work 
together: 

 Group Criteria Together Using: 
similar to the Any and All 
settings above, this setting 
controls how many of the 
criteria must be met to be 
included in the result set. 
Select AND to include all of the 
column values as filters. Select 
OR to include any of the 
column values as filters. 

 
 

 Column: The column setting allows you to select a portfolio 
detail or custom field setting to use as criteria. Most of the 
portfolio detail settings are available as are custom portfolio 
fields you have defined. Generally, you will select a column 
(setting) and then select the value of that column to determine 
the filter. In addition to the columns and custom fields, you can 
also select attributes of assigned features like models, targets, 
benchmark collections and billing specs. For example, you can 
expand the Billing Specification option and select to include 
portfolios that only have a billing specification assigned that 
contain a certain attribute like billing in advance or billing by 
category.  
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 Operator: The operator determines 
whether the attribute – or value – of the 
column is included entirely, excluded 
entirely or included conditionally. In the 
example to the right, we use the “equals” 
operator to make the statement that we 
want to see accounts that have the 
Advisor Name John in the portfolio details 
(Advisor Name = John). You can use other 
operators to filter, though. For example, 
use Contains to find all portfolios 
containing “IRA” in the account type or IS 
BLANK to find portfolios with blank 
settings.  

 
 

 
 

 Value: The Value setting is the contents 
of the column you are using in the 
Column setting. Ultimately, you’ll select 
a value that, in conjunction with the 
column and operator, determines the 
attributes you are looking for with the 
rule. In the example to the right, we want 
to find portfolios with John in the Advisor 
Name setting in the portfolio details 
(Advisor Name = John). In most cases, 
you will see a list of values to select 
from. In the example to the right, we 
created a list of advisors in the 
database, so this is the list displayed. 
For fields with free-entry text, this list is 
all the text entered for that field; for 
check boxes, this list is true (checked) or 
false (unchecked). 
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