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Getting Started:   
Enjoy the convenience of online account access with Portfolio Online.   
                 
 
 Step 1  Accessing Portfolio Online 
 

Go to the Glenview Trust Company website, www. glenviewtrust.com , select “My 
Account”  on the main menu. This will bring up a view of the new login box called:  
“Portfolio Online .”   Click this box.   
 
Step 2. Logging On  
You are now ready to log on and view your account(s).  You will need the access ID and 
PIN provided to you.  When you log on for the first time, you will be prompted to enroll in 
Secure Sign On .  Secure Sign On is a service to help protect you from fraudulent online 
activity. It provides you with visual cues when you sign on so you know that you are on 
our Web site and it is safe to enter information. Secure Sign On also helps us ensure that 
only authorized individuals can access financial information online. At the end of this 
process, you will be required to enter a new PIN (password).  Your PIN must be eight 
characters, and must contain both alpha and numeric characters. Your PIN cannot be re-
used at any time.  
 

 
                                          
 
Enter your Access ID and then click “Continue.” 
          
  



 
PORTFOLIO ONLINE  
    

 

Copyright © 2006 Metavante Corp. All rights reserved. 

  
 

2

GETTING 
STARTED GUIDE 

 
If this is the first time you 
are logging onto the 
website, enter the PIN 
provided to you and click 
Sign in. 
 
 
 
 
 
I 
 

If this is the first time you are logging onto the web site, you will now be presented with a 
page describing the steps necessary to complete the Secure Sign On.   
 

You will setup Secure Sign On 
by completing four  easy steps :  
 
1.  Select a picture and enter a 
phrase you want to use as 
confirmation that you are on our 
Web site.  
 
2.  Set up confirmation questions 
that help us ensure that only 
authorized individuals are 
accessing your account 
information. (Be sure not to enter 
any spaces after your answers to 
the security questions.)  
 
3.  Decide if you want to register 
this personal computer as an 
authorized location from which to 
access your account information.   
We recommend registering every 
computer you use to access the 
site.  
4.   Confirm your user name and 
enter an e-mail address.  
  

Once you have completed these steps, access to the website is only a step away.  
Now confirm the Secure Sign On information, enter a new password, select Go to 
Portfolio Online to access your account information. 
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         If you have already logged 
         on and completed the  
         Secure Sign On              
         Setup, when you log into  
         the product on future  
         dates, your graphic and  
         phrase will be displayed  
         and your password   
         requested.  If your graphic  
         and phrase are not   
         presented, please contact  
         your financial institution  
         before proceeding. 
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Step 3:  Navigating Your Account  

To view your portfolio in more detail, click on any one of the Blue Navigation buttons and 
select one of the page options from the drop-down selection list.  

 

Once you view a specific page 
under a specific Navigation 
feature, you may select any of 
the links associated with that 
feature to quickly and easily 
change your view of information.  
If you want to view other 
information, under a different 
navigation button, select that 
button and one of the options 
from the drop-down list. 

 

 

 

On several pages you also are presented with “Next Step”  options.  These provide you 
with quick access to information or simple next steps to take action.  Simply select one of 
the options from the “Next Step” list and a new page will display. 

 
 
 
 
 
 
 
 
 

“Next Step” options allow for 
quick and easy navigation to view 
information or to take action.
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Step 4: Viewing Your Statement  

To enjoy quick access to your statements, Click the “Reports” button and select 
Statements from the drop-down selection list.  Select the statement date desired and click  
“Go.”  Next, select the “View Statement” button.  Your statement is available for viewing 
and/or printing in a PDF format.  Adobe�  Acrobat�

 
Reader is required to view the 

statement in a PDF format. This software is can be downloaded at www.adobe.com. 

 

 
 
To print your statement, select the print icon from the Adobe tool bar.  If you would like to 
retain a copy for a permanent record, simply use the “Save a Copy” icon and save it to a 
file or disk. 
 

Adobe Printer Icon 
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Step 5:  Personalizing Your Preferences  

Through the use of filters, you are able to view information in a variety of ways on many 
pages; however, you can personalize the information displayed by changing any of the 
fields on the “Preferences ” page.   
 
To access Preferences, select “Preferences” in the banner area and then select “Manage 
Preferences.”  If you make any changes, it is necessary to “apply” these changes. 
 

 
  

     To return to the initial view, select the Blue Portfolio button at the top left. Hover over it 
and select Asset Allocation.  This opens the initial view with the pie graph.  
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 Step 6: Obtaining Additional Help  
Help is available at any time.  Click “Help” from the banner area and a new page will 
launch.  Select the topic you are interested in learning.  The topic is available for viewing 
and/or printing in a PDF format.   
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Special Views:  Creating an Account List  

When you log on for the first time, you will be prompted to create your account list(s).  
This list is used throughout the site for quick and easy access to viewing account 
information.  You can name the list(s) anything you like.  If you have one account, you will 
only have one list; however, if you have more then one account, you may want to create 
multiple lists.   
 
 
 
 
 
 
 
Select an account from the list 
of Authorized Accounts, and  
click Add.   
 
If you want to add all of the 
accounts to your list, highlight 
all of the authorized accounts 
and click Add.  
 
 
If an account is not currently displayed, you may need to click “Next” to view additional 
authorized accounts, or you may enter the account number in the Starting Account field 
and click “Go” to display the account at the top of the list.  There is a maximum of 50 
accounts per working list.  
 
Select “Save” to save and name your list.  Over time, you may gain access to additional 
accounts. It is important that these accounts get added to your list(s).  You will need to 
view this page periodically to ensure that no new accounts have been added.  A new 
account is depicted with an asterisk within the first 60 days of account opening. 
 
To change your list(s), select “Preferences ” in the banner area, then “Working List 
Management.” 
 
If you need additional account access, please let your Account Administrator know.  
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System Settings 

 
Portfolio Online has fairly standard settings, but if you have any difficulties, please check below. 

Portfolio Online System Requirements 

System Guidelines and Browser Certification 
To ensure a satisfactory experience, Portfolio Online has been certified for use with the following 
browsers and operating systems. This information is also contained within Portfolio Online Help. 
 

Supported Browser Supported Operating Systems 

IE7.0 Vista 
IE6.0 Windows XP 
IE7.0 Windows XP 

Firefox 3.0 Vista 
Firefox 3.0 Windows XP 
Safari v3.0 Mac OS X v10.4 “Tiger” 
Safari v3.0 Mac OS X v10.5 “Leopard” 

Safari ™ Settings 
The instructions outline the steps necessary to validate Mac�  settings and test the viewer prior to 
entry into the Portfolio Online System. 
Each client may have their Mac desktop and windows preferences set slightly different and, as 
such, may need to change them while they follow these installation steps. 
A button in the upper right-hand corner of a window allows you to toggle between including or not 
including options such as back and forward arrows, view options for (icon, list, or column) view, a 
Quicklook button, and an Action button. This button must be selected so that these options are 
visible or the client will not be able to select the appropriate function 
 
Portfolio Online (MPO) is Wealth Management Solution’s (WMS) Internet-based product for 
viewing and navigating through account information. Efficiency in accessing this information is 
dependent upon proper PC workstation settings. The system requirements outlined in this 
document will provide your organization the information necessary for your clients to set up and 
use Portfolio Online. If these recommendations are not met, performance issues may result.  
 
If you are unsure or uncertain of appropriate implementation procedures, please contact your 
Metavante Relationship Manager who can provide you with various options for assistance. 


