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Viewing and Sorting Set Members 

All sets can be viewed from the sets list. Regardless of whether you’re working with a Smart Set or a Static Set, 
set members can also be edited, or sorted in ways that can provide information and simplify set management. This 
is accomplished differently for Static Sets and Smart Sets. 

Viewing and Sorting Static Set Details 
Follow these steps to use the set details screen to examine the set members of any Static Set. 

1 Click the Portfolios tab. 

2 Select Sets in the upper left of the 
window. 

3 From the list of sets, select the 
Static Set you want to examine, 
and click Go to Details to open 
the Set Details dialog. 

Tip: You can also double-click the 
Static Set you want to examine to 
open the Set Details dialog. 

Note: The icon for a Static Set is 3 
heads. 

 

4 On the Set Details dialog, sort the set members by the data in any column by clicking the column 
heading. 

 

 

 Note: With each click of a column heading, the sort order changes from ascending to descending. 

 The list below describes some sorting ideas and their benefits. 
 

 
 



 Sort By This Column To Makes it easy to 

 Description  Alphabetize set members Make it easy to locate a portfolio or group by 
name 

 Member  Segregate set members a 
non-set members 

Identify and find portfolios or groups that 
either are or aren’t set members 

 Account Type  Group all accounts of one 
type together 

Determine if all accounts of the same type 
(such as IRA) have been selected for a set 
(such as the IRA set). 

 Account Number  Put accounts in numeric 
order 

Locate a portfolio or group by account 
number. 

 Start Date  
(Composite Sets only) 

Display accounts in order 
by start date 

Ensure that a Start Date has been entered for 
every set member, and see which accounts 
have been in the composite the longest. 

 End Date  
(Composite Sets only) 

Display accounts in order 
by end date 

Ensure that an End Date has been entered for 
portfolios or groups that are no longer part of 
the composite, and see which accounts have 
left the composite most recently. 

 Asset Class  
(Composite Sets Only) 

Group accounts by asset 
class 

Determine if an Asset Class has been assigned 
to selected accounts, and make sure the correct 
Asset Class has been assigned. 

 

5 On the Set Details dialog, filter the set members by clicking View 
bar just above the set list. 

Filter out the non-member portfolios and groups by selecting 
Members Only. Selecting All displays all portfolios and groups. 

Use the lower menu choices to select just portfolios, or just groups, 
or both.  

Example: Select Members Only and Portfolios. The list will 
show only those portfolios that are current set members. All non-
member portfolios and all groups are filtered out. 

 

6 When you are finished examining the set detail data, click Close to close the Set Details dialog. 
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Viewing and Editing Smart Sets from the Set List 
Follow these steps to use the set details screen to examine the set members of any Smart Set. 

1 Click the Portfolios tab. 

2 Select Sets in the upper left of the 
window. 

3 From the list of sets, select the 
Smart Set you want to examine, 
and click Go to Details to open 
the Edit Smart Set window. 

Tip: You can also double-click the 
Smart Set you want to examine to 
open the Edit Smart Set dialog. 

 Note: The icon for a Smart Set is 1 circled head. 
 

4 The Edit Smart Set window 
opens on the Saved Members 
page, which shows the set 
members along with the account 
type, account number, and 
objective of each member.  

 Note: Smart Set member data cannot be sorted or filtered on the Saved Members tab of the Edit Smart 
Set dialog. However, on the Rules tab, if you click Display Results, the set member data displayed in the 
results pane can be sorted. 

 Click the Rule tab to edit the rule 
that governs the set membership. 
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Examining Smart Set Data Using Set Builder 
The Set Builder in PortfolioCenter allows you to create Smart Sets that include as members all portfolios and 
portfolio groups that meet specified criteria.  Once you create the criteria for set membership, you can display the 
portfolios and portfolio groups that qualify for set membership in the results area.  You can then analyze the data 
that is displayed with the set members in the results area.  For more information about creating Smart Sets, see 
http://www.schwabpt.com/pdflibrary/open.asp?id=010303. 

If you have one or more Smart Sets created, follow these steps to examine Smart Set results data. 

1 While on the Portfolios tab, select Sets at the upper left. 

2 Click the Set Builder button, located below the list of sets. 

3 On the Set Builder dialog, select 
the Smart Set you want to analyze, 
and click the Edit button on the 
right side of the screen to open the 
Build Smart Set dialog. 

Tip: You can also double-click the 
Smart Set you want to use to open 
the Build Smart Set window. 

4 Click the Display Results button, 
which is just below the Groups 
Criteria area. 

In the results area at the bottom of 
the window, you now see a list of 
all portfolios and groups that meet 
the set criteria. 

 The first four columns in the results area are always displayed: Type (Portfolio or Group), Portfolio 
Description (Name of Account), Account Number, and Objective. 

The results area also includes a column for every data field or attribute named in your Smart Set criteria. 
For example, if your Smart Set criteria includes Advisor Name and Model Based On, those two 
attributes will be listed as columns in the results area. 

5 To sort the data, click any column title to sort by the data in that column in ascending order. Click the 
same column title again, and the data is sorted by the data in that column in descending order. 
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6 To see all of the columns that can 
be added to the results area, click 
the Columns button to open the 
Select Columns / Custom Fields 
dialog. 

The columns currently displayed 
are listed on the right side of this 
dialog. The remaining available 
columns, including all Custom 
Portfolio Fields, and portfolio 
attributes such as Last Modified 
Date, are listed on the left side of 
this dialog. 

7 To add columns to the results area, scroll through the fields and attributes on the left side of the Select 
Columns dialog. When you find one you want to add, click it to highlight it, and then click the right 
arrow button in the middle of the dialog. 

Tip: You can also add a column by double-clicking the field or attribute name in the left column. 
 

 
Important 

Make sure you add columns in the order that you want them to appear in the results area. You cannot 
change the order of the columns selected on the Select Columns dialog. 

 

8 If necessary, you can remove selected columns by highlighting a column on the right side and clicking 
the left arrow in the middle of the dialog. 

Tip: You can also remove a column by double-clicking the field or attribute in the right column. 

9 Click OK to close the Select Columns / Custom Fields dialog and return to the results area. 

10 To update the results area to display your most recent column selections, click the Display Results 
button again. 

11 When you are finished analyzing the results data, click the Close button in the upper right to close the 
Build Smart Set dialog. 

 

 
Note 

When you close the Edit Smart Set window, the additional data columns you selected are lost. The next 
time you click the Display Results button, the original columns are displayed, as explained in Step 4 
above. 
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