
Importing Transactional Data From Microsoft Excel 

The following is a guide to importing transactional data from Excel to Adviser Workstation. 

 

1. Click the Import button at the top of Adviser Workstation 

 

2. Double click the ‘Microsoft Excel – Transactions’ interface name 

 

3. Tick the box on the left for Transaction information (and untick any others), ensure the 

Security ID type is set to ISIN, the date format is set to DD/MM/YYY and the ‘File Contains 

Header Line’ box is ticked.  Click the magnifying glass to locate your spreadsheet. 

 

 

 

4. If you would like Adviser Workstation to generate offset cash transactions, change the Add 

Cash Flows to Yes and click the magnifying glass to search, change Out of Pocket to User 

Defined Cash and click Go.    

 

Alternatively, if your file already includes cash transactions, leave the Add Cash Flows as No 

 

 

 

 

 



5. Populate the relevant columns as per below example, leaving the remainder as ‘Select…’  

Please be aware that in your file the columns will likely be in a different order.  That is fine, 

and there is no need to amend the columns in your file. 

 

 

 

6. Click Import 

 

 

 

 

 

 

 

 

 

 

 

 



7. The Blotter window will now open on the Transactions tab as below: 

 

 

 

8. Click Post 

 



9. Transactions have now been imported to Adviser Workstation 

 

Close the Import window and go to Client Management to open the new client portfolio. 

 


