
Quick Tips



Step 1:

Moving windows around on your desktopI

In the top right-hand corner of your screen you will see a padlock 
icon. If the padlock is locked, the windows on your desktop will be 
locked in their place. If you would like to customise the layout on 
your desktop and move these windows around you will need to 
click on this padlock icon. You will notice the icon turns green and 
becomes unlocked. Your desktop will now be in ‘Layout Edit Mode’.





Step 2:
Find the window you would like to move. By clicking and holding 
on to the top of the window you will be able to drag the window to 
your preferred position. You will see a green outline of the window 
appear as you choose where you would like to move it to. In the 
example below you will see how the Order Entry window is moved 
from the top left-hand corner of the desktop to the bottom 
right-hand corner.





Step 3:
Once you have finished customising your layout, click on the pad-
lock icon to lock the windows in place. You will notice that the 
green outline disappears which will confirm this has been done.





Step 1:

Grouping windowsII

If a window has already been grouped, in the top right-hand corner 
of the window you will see a small chain icon. If a window has not 
been grouped, you can click on the arrow next to the cog icon and 
you will see an option for ‘Group windows’.

Here you can see windows which have not been grouped: 

Information on a stock shown in one window will be shown on all 
windows in its group. You may like to group certain windows 
together so that when you select a specific stock, other desired 
information and data on the stock will also be shown.



Here you can see windows that have already been grouped:



Step 2:
In order to begin grouping windows together, click on arrow next 
to the cog icon in the top right-hand corner of the window and 
select ‘Group windows’. Alternatively, if the window has already 
been linked, click on the chain icon in the top right-hand corner of 
the window. A dropdown list will appear with different group num-
bers and colours. For this example, the Order Entry window (top 
left) and the Monitor window (top right) will be linked.



Step 3:
Select the group you would like to link this window to. For the 
example, Group 1 will be used. Notice that at the end of this pro-
cess, the Order Entry window and Monitor window will be linked as 
they will both be assigned to Group 1.







Step 1:

Finding descriptive information on a positionIII

On your Portfolio window, find the stock that you would like 
descriptive information on and right click on it. You will be present-
ed with a dropdown menu, from this menu select ‘Financial Instru-
ment Info’, then ‘Description’.





Step 2:
You will now see the description window appear with some 
in-depth information of the chosen position.



Step 1:

Finding basic stock dataIV

On your Monitor window, find the stock that you would like to find 
the data on. When you hover over the stock you will see a blue 
arrow in between the stock code and the stock name. Once you 
have clicked on this blue arrow you will see a window appear 
showing basic data on your selected stock.





Changing 
and Customising 

a Layout



Step 1:
On the bottom left-hand corner of the platform you will see all 
open tabs. To add a new tab click on the + button.



Step 2:
Click on the + button to add a new layout. If you would like to 
create your own custom layout, you can do this by selecting 
‘Create a New Custom Layout’. Alternatively, you can select from 
the default layout selections through the Layout Library.



Step 3:
By clicking Layout Library you will be presented with a list of 
selections. When you find the layout you desire, click ‘Add Layout’ 
and this window will appear.



Step 4:
In the example below you will see that ‘Options Trading’ has been 
the selected layout. This layout has now been added to the bottom 
left-hand corner layout selection.



Customising 
the Options 

Trading Layout



Step 1:
On the bottom left-hand corner of the platform you will see your 
current trading tabs. To add the Options Trading tab you will need 
to click the + button, select ‘Open the Layout Library’ then on the 
‘Options Trading’ box select ‘Add Layout’.



 



Step 2:
You will now see the Options Trading tab in the bottom left-hand 
corner. There are two different views of the Options Trading tab – 
‘Tabbed View’ and ‘Listed View’. To change the view click on 
‘Tabbed View’ or ‘Listed View’ (this is found toward the top right 
corner of your screen) and selected your preferred view.





Step 3:
On the right side of the screen there is the option to change the 
number of Strikes you can see. In the example below you will see 
that it is set to 10 Strikes. To change the number of Strikes you can 
see, left click on the ‘STRIKES’ button and then select your prefer-
ence.





 

Step 4:
Using the Tabbed View you will see in the top left-hand corner that 
you can select different days for which the Option is being traded. 
To view more days than the ones presented simply click ‘MORE’. 
This will open a dropdown in which you will see all applicable days 
for this Option.





Step 5:
Using the Tabbed View you will see in the top left-hand corner that 
you can select different days for which the Option is being traded. 
To view more days than the ones presented simply click ‘MORE’. 
This will open a dropdown in which you will see all applicable days 
for this Option.





Daily Activity
Statements



These statements are setup through our Account Management 
portal. Please use your Phoenix login credentials to login here:

www.clientam.com/sso/Login?partnerID=TEnT121_3

You can also access this through the Phoenix platform. In the top 
left-hand corner of the platform, click on ‘Account’ then select 
‘Account Management Home’ and you will be redirected to the 
Account Management portal website.



Step 1:
On the Account Management portal, click on the Menu button in 
the top left-hand corner. You will see the menu toolbar appear on 
the left-hand side of your screen. From here, select ‘Settings’ then 
‘User Settings’.





Step 2:
Under ‘Reporting’ you will see ‘Statements Delivery’. Click on the 
cog icon next to this option.



Step 3:
Click on the cog icon found on the same row as the ‘Default State-
ments Delivery’ heading.



Step 4:
Here you can customise if you would like to receive daily and 
monthly activity statements as well as a daily trade report. Once 
you have finished your customisation, click ‘Continue’.



Step 5:
You will be presented with a confirmation page. If you are happy 
with the options shown, click ‘Continue’. You will then see a ‘Com-
plete’ message appear confirming that your preferences have been 
saved.





How to Change
Your Password



Password changes are done through our Account Management 
portal. Please use your Phoenix login credentials to login here:

www.clientam.com/sso/Login?partnerID=TEnT121_3

You can also access this through the Phoenix platform. In the top 
left-hand corner of the platform, click on ‘Account’ then select 
‘Account Management Home’ and you will be redirected to the 
Account Management portal website.



Step 1:
On the Account Management portal, click on the Menu button in 
the top left-hand corner. You will see the menu toolbar appear on 
the left-hand side of your screen. From here, select ‘Settings’ then 
‘User Settings’.





Step 2:
Click on the cog icon next to Password.



Step 3:
Enter your current password in the box adjacent to ‘Password’, 
then enter your new password in the boxes adjacent to ‘New Pass-
word’ and ‘Confirm New Password’. When you have completed this, 
click ‘Continue’. Once this has been done, you will see a ‘Complete’ 
message appear confirming that your password has been changed 
successfully.





How to Convert
Account Currencies



Step 1:
For the purpose of this example there will be a 20,000 GBP to USD 
conversion example. The process is the same for any conversion 
you would like to perform. You will see your cash balances at the 
bottom of your Portfolio. Notice here that we currently have a GBP 
balance of £20,000 and a USD balance of $992,087.



Step 2:
Click on any blank space on the watchlist of your choice.



Step 3:
Since we are processing a GBP to USD in this example, in this box 
we will type in ‘GBP.USD’ and press enter. A pop-out window will 
appear and you will need to select ‘IDEALPRO – CASH’.





Step 4:
You will now see the GBP.USD price in your watchlist. Click on the 
BID or ASK price for GBP.USD to populate the ‘Order Entry’ 
window.





Step 5:
In this instance we are looking to sell GBP to buy USD, therefore 
we will need to click the ‘SELL’ button in the bottom left-hand 
corner of the Order Entry window. In the QTY tab in the window 
enter the desired quantity you would like to convert. In this 
instance we will be converting GBP20,000 to USD. From the adja-
cent dropdown select ‘MKT’ (Market) as we are looking to do the 
conversion at the current market rate here. 



Step 6:
If you are happy with the order, click ‘SUBMIT’. A confirmation 
window will appear showing the conversion trade you are about to 
place. Again, if you are happy with the order on the ticket then 
click ‘Transmit’. You will see the trade confirmation at the bottom of 
the page in the Activity window.





Step 7:
Revert back to your Portfolio. You will now see that your cash 
positions have changed. At the beginning of this process we had a 
GBP balance of £20,000 and a USD balance of $$992,087. You will 
now see that as a result of this conversion our GBP balance has 
disappeared (as we sold all of our GBP to buy USD) and our USD 
balance has increased.



How to Manage
Portfolio Columns



Step 1:
In the ‘Monitor’ window, go to your Portfolio.



Step 2:
On your Portfolio, right click on the top of any column and a 
drop-down menu will appear. Select ‘Manage Columns’.



Step 3:
The window shown in the example below will appear. In the 
‘Market Data Columns’ section, click on a selected column and use 
the arrows on the right of the window to adjust the position of this 
column.



Step 4:
On the right-hand side of this window you will see the ‘Available 
Columns’ section. If you would like to add any of these columns to 
your Portfolio window, click on the desired column and click ‘Add’. 



Step 5:
Similarly to the above, if you would like to remove any columns 
from your Portfolio window, click on the desired column in the 
‘Market Data Columns’ window and click ‘Remove’.

Step 6:
When you are happy with your selection, click OK. You will now see 
that your Portfolio window has been customised.



How to Obtain
Statements



Password changes are done through our Account Management 
portal. Please use your Phoenix login credentials to login here:

www.clientam.com/sso/Login?partnerID=TEnT121_3

You can also access this through the Phoenix platform. In the top 
left-hand corner of the platform, click on ‘Account’ then select 
‘Account Management Home’ and you will be redirected to the 
Account Management portal website.



Step 1:
On the Account Management portal, click on the Menu button in 
the top left-hand corner. You will see the menu toolbar appear on 
the left-hand side of your screen. From here, you need to select 
‘Reports / Tax Docs’.





Step 2:
In the ‘Default Statements’ window you will see a list of options. 
Find the option you require and click the adjacent blue arrow. For 
this example we will produce an Activity statement. 



Step 3:
You will be presented with a window that has the heading of your 
chosen statement. Customise the selections to meet your require-
ments, then click ‘Run’ to produce your statement. In the example 
below, we are producing an Activity statement for August 2020 in 
HTML format.



How to Place
an Option Order



Step 1:
In the ‘Monitor’ window, either select an existing watchlist or 
create a new one by pressing +.



Step 2:
On your selected watchlist, if you do not have the stock you are 
looking for you can add this by clicking on any blank line and 
adding the stock code or the stock name. In the example below we 
will look to place a trade in Vodafone.



Step 3:
Select the relevant product you are looking for. In this case we 
want the LSE stock.



Step 4:
Once you have the correct stock showing you will need to right 
click on the stock, hover over ‘Trading Tools’ then select ‘Option 
Chain’ from the drop down. The window shown in the examples 
below will appear.





Step 5:
In this window you will see that CALLS are shown on the left-hand 
side and PUTS are shown on the right-hand side. You can choose 
to add more months and/or more Strikes to the table.



Step 6:
For this example we will be using the 18th September 2020 PUTS.

More specifically, we will use the 18 SEP’20 115 PUTS.





Step 7:
Click on the either the BID or ASK price depending on whether you 
are looking to sell or buy these options. In this example we will be 
looking to sell these put option and so will be using the BID price. 
Clicking on the price will populate the Order Entry window.



Step 8:
You will see in the example below that we have selected to place a 
limit order to sell 1 lot at 3.00.



Step 9:
Clicking SUBMIT will bring up a confirmation window. If you are 
happy with what you see and this is the order you would like to 
place, click ‘Transmit’. Once this has been done you will see the 
order working in the Activity window.





Step 10:
If you would like to adjust the price on the order simply click on the 
price and adjust it. You can also choose to adjust the time limit on 
the order by clicking on the selection shown in the ‘Time In Force’ 
column.





Step 11:
If you decide you would like to cancel the order simply click the 
‘Cancel’ button. The order will become unavailable for alteration as 
it has now been cancelled.





How to Trade
an Equity



Step 1:
In the Monitor window, open a watchlist and click on the most left-hand 
box on any blank row. Enter the name of the stock or the stock code 
and search for the stock you would like to trade and click Enter/Return 
on your keyboard. For this example, we will use Vodafone (VOD).



Step 2:
If you typed in the correct stock code you will see a dropdown menu 
appear on your watchlist. Skip to step 3 as this step does not apply.

If you typed in the name of the stock, you will see the stock search 
window appear. Click on the stock you would like to trade and click 
OK. For this example, we are looking to trade the LSE Vodafone stock.  



Step 3:
You will see a dropdown list appear on your watchlist. For this example, 
we want to use the LSE Stock(SMART) selection.



Step 4:
Click on the stock. If your windows are grouped, this will populate 
the Order Entry window with the chosen stock. If your windows 
are not grouped, please refer to our Quick Tips document 
on information on how to do this.



Step 5:
In order to place a trade, you will need to select the following 
from the Order Entry window:
 1. The stock
 2. Buy or Sell
 3. Quantity
 4. Order type (for example if it is a limit order, a market order, etc.)
 5. Limit price (only applicable for limit orders)
 6. Order duration (day order/ GTC)
Once you have completed this, click SUBMIT.
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Step 6:
Once you have clicked SUBMIT you will be presented with an Order 
Preview window to confirm your trade. If this is the trade you would like 
to place, click Transmit. If there is an error or this is not the trade 
you would like to place, click Close and amend the details 
in the Order Entry window.



Step 7:
Once you have submitted the trade, you will see a new entry appear 
in your Activity window. If it is a working limit order and the stock price 
has not hit your limit, you will see a Filled quantity of 0 (shown below).



Once the trade becomes filled you will see that the Filled quantity 
is equal to the requested Quantity.



How to Trade
a CFD



Step 1:
In the Monitor window, open a watchlist and click on the most 
left-hand box on any blank row. Enter the name of the stock or the 
stock code and search for the stock you would like to trade and 
click Enter/Return on your keyboard. For this example, we will use 
Vodafone (VOD). 



Step 2:
If you typed in the correct stock code you will see a dropdown 
menu appear on your watchlist. Skip to step 3 as this step does 
not apply.
If you typed in the name of the stock, you will see the stock search 
window appear. Click on the stock you would like to trade and click 
OK. For this example, we are looking to trade the LSE Vodafone 
stock.



Step 3:
You will see a dropdown list appear on your watchlist. For this 
example, we want to use the LSE CFD selection.



Step 4:
Click on the CFD in your watchlist. If your windows are grouped, 
this will populate the Order Entry window with the chosen CFD. If 
your windows are not grouped, please refer to our Quick Tips 
document on information on how to do this.
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Step 5:
In order to place a trade, you will need to select the following from the 
Order Entry window:

1. The stock
2. Buy or Sell
3. Quantity
4. Order type (for example if it is a limit order, a market order, etc.)
5. Limit price (only applicable for limit orders)
6. Order duration (day order/ GTC)

Once you have completed this, click SUBMIT.



Step 6:
Once you have clicked SUBMIT you will be presented with an Order 
Preview window to confirm your trade. If this is the trade you would 
like to place, click Transmit. If there is an error or this is not the trade 
you would like to place, click Close and amend the details in the Order 
Entry window.



Step 7:
In order to place a trade, you will need to select the following from the 
Order Entry window:

1. The stock
2. Buy or Sell
3. Quantity
4. Order type (for example if it is a limit order, a market order, etc.)
5. Limit price (only applicable for limit orders)
6. Order duration (day order/ GTC)

Once you have completed this, click SUBMIT.





Processes 
for Phoenix 

Web Platform



Welcome to Phoenix! A multi-asset, cross-collateralized platform 
giving ITI Capital clients total control over their investments. 
This platform allows our clients to have greater control over 
their efficient use of capital, as well as enabling them to view 
all holdings from one screen, across a wide range of asset classes.

PortfolioI



Step 1
Welcome to the websites landing page. When you go on the website 
you will be able to see your personal portfolio on the left-hand side 
with the amount of settled cash, buying power, and dividends that 
you have.

Step 2:
If you click on the “portfolio” section at the top of your website, you 
will be redirected to this page where you will be able to see the 
positions of your investments as well as the performance of your 
investments.



Step 3:
When you click on the “performance” section which is adjacent to 
the “positions” section you will be able to see your portfolio 
performance as well as your portfolio allocation.



Watchlist is, by definition, a list of items that require close surveillance, 
typically for legal, market performance or regulatory/political reasons. 
The Watchlist section on the Phoenix platform can be found at the top 
of the page adjacent to the “portfolio” section and the “markets” section. 
Please look at the image below where the watchlist section will be 
highlighted.

In the watchlist you will be able to keep an eye on different stocks 
that you have invested in, or that you’re interested in, see whether 
they are appreciating or depreicating and by how much. 
In the picture above you can see the stocks of Bank of America, 
Amazon, and Apple.

You can put your “favorite stocks” in the “favorites” section 
underneath the section called untitled, on the left in this picture 
which is highlighted in red.

WatchlistII



Step 1:
You will be able to name yourself or give yourself a nickname 
by pressing the blue symbol underneath the “trade” section 
which is highlighted on the picture below.



Step 2:
If you click on “New Watchlist” which is highlighted in red 
in the picture below, you will be able to create a new watchlist. 
The first step is choosing a name for your watchlist. 
As you can see in step 1, I chose “SVB97” as my watchlist name. 
Once you have chosen your name you go underneath in the section 
“Enter Company Name or Symbol” and choose the stocks 
that you want. This will be highlighted in red in the next step.



Step 3:
Once you have chosen the stocks that you wish to watch you can go 
ahead and save your changes by clicking the “save” button in the top 
right corner or the bottom right corner which has also been highlighted 
in the picture below.



Underneath the “New Watchlist section on the left of the website 
you will find the “Market Scanner” section which is highlighted in red. 
Market scanning is the process of constantly and actively monitoring 
the external environment in order to identify customer’s needs,
anticipate competitive actions, and identify technological changes 
which will provide new market opportunities or market disruptions.

Step 1:

Market ScannerIII



Step 2:
Underneath “Select Scanner” highlighted in red, you can choose 
any type of stock that you desire.



Step 3:
After clicking “All”, Phoenix will allow you to choose “All” stocks 
or the stocks listed/NASDAQ.



Step 4:
Underneath “All” you will have the “Top % Gainers” section 
and you can choose the type of stock you want. For example, 
a stock that is “Not Yet Traded Today” or “Top % Losers”.



Step 5:
Finally, after having followed the previous steps, you can 
now pick the price you wish to put underneath 
“Filter by Price Range” highlighted in red and adjust 
the volume underneath it. Once that is done press 
“Run Scanner” and save it.



A bond scanner aims at finding the best prices on bonds, in an easier 
and more transparent way. The bond scanner enables searching 
for a maturity date range and locate bond yields as well as defining 
values for maximum and minimum yield-to-worst and scanning 
corporates, treasuries and municipal bonds.

Bond ScannerIV

The bond scanner can be found underneath the market scanner 
option on the left-hand side of the website which is highlighted 
in red. Once that is done, you can put a maturity date to their bond, 
a yield to worst minimum and maximum and the coupon rate, 
all this highlighted in red as well. On the right-hand side of the website 
you can choose the industries that you’re interested in.

Step 1:



Step 2:
Once you scroll down, remaining on the same page, you 
may choose to put in specific information regarding the 
“moody’s” and “S&P” section highlighted in red. Next, you 
will have to choose the country of issuance and, finally, the 
currency you wish to use. Both are highlighted in red.



On the right of “Watchlist”, at the top of the website, 
you will be able to find “Markets” adjacent to it. When clicking it, 
you will be redirected to a page that shows the Market overview. 
A market overview shows the dynamics and the attractiveness 
of a market within a specific industry. However, in order to use 
this special part of Phoenix website you must first log in with 
trading and marketing data which is highlighted in red.

MarketsV



Scrolling down from the first image, you will be able to see 
the top news of today on the left of the website and the 
performance by sectors of certain industries on the right.



Staying on the same page and scrolling further down, you will 
be able to see “Equity Around The World” with a variety of 
different countries.



Adjacent to “Markets” at the top of the website you will find 
the “Reports” section. Here you will be able to see your statements, 
flex queries, other reports, and taxes all highlighted in red.

ReportsVI



Adjacent to “Reports” at the top of the website you will find 
the “Orders & Trades” section highlighted in red. In this section 
you will be able to see your orders and your trades but first of all 
you must log in with your trading and market data 
which is highlighted in red.

Orders & TradesVII



VIII
Adjacent to the “search” button for stocks, there is a button 
at the top right corner of the website called “Trade”. 
Here you will be able to buy or sell stocks.

Trades



Once you click “Trade”, this page will appear before your screens. 
Here you will have to enter a symbol for the stocks you want 
to buy or sell such as “FCA” for “Fiat Chrysler”. Once that is done 
you will have to choose whether you are buying or selling, 
both highlighted in red in the image below. Once that is done 
you will have to choose the quantity you wish to buy or sell, 
the order type, and the time-in-force, all highlighted in red below.


