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OCTAGON INVESTOR PORTAL: QUICK 
REFERENCE GUIDE 
This guide is intended to help authorised users of an investment entity to navigate through the Octagon 
investor portal and set up instructions directly in the portal.   

Note:  Those that have been provided view only access and are not authorised to act on behalf of the entity will 
still see the same screen but will not be able to edit or create instructions in the portal.  

 

 

CONTENTS 

1 Portal Dashboard ......................................................................................................................................... 2 

2 Making a Deposit ......................................................................................................................................... 3 

3 Buying and selling units............................................................................................................................... 4 

4 Setting up/Updating your Regular Investment Plan .................................................................................. 6 

5 Making a withdrawal .................................................................................................................................... 8 

6 Setting up a Regular Withdrawal ............................................................................................................... 10 

7 Other portal features .................................................................................................................................. 11 

8 Creating an investment report ................................................................................................................... 13 

9 Updating your details ................................................................................................................................. 13 

9.1 Updating your investor details .................................................................................................................. 13 

9.2 Adding a new bank account to your account ........................................................................................... 14 

9.3 Adding or removing users from your account .......................................................................................... 16 

 

 



 

Octagon Portal Guide  Page 2 

1 Portal Dashboard 
After logging into the portal, you will be navigated to your investor dashboard – which provides you with an 
overview of your portfolio’s current position and performance over time.  

The dashboard will default to show you your positions as to the current date.  If you wish to see a historic 
position, you can use the date filter to specify the date required (See box ‘A’ in screenshot below) 

You will also see widgets to access the:  

• Transaction Account balance (Box B)– reflects any available cash within your portfolio 
• Deposit information (Box C)– where you can see the bank account to pay funds into and your unique 

identifier reference  
• Buy and Sell tab (Box D) – where you can instruct new trades 
• Withdrawal tab (Box E) – where you can instruct withdrawals directly from the funds or from your cash 

wallet.  
• Performance – shows performance over time.  You can drill down further via the ‘Performance’ tab. 

 

 

A 
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2 Making a Deposit 
The Deposit widget is a quick reference tool, where you can see the bank account details you need to use when 
making a deposit.  

 

Using Registered Bill Payee  

The bank account for Octagon Funds has been set up as a registered bill payee, which will be available from 
your banking application.   

- Bank Payee Name: Octagon Funds – Adminis Custodial Nominees Limited 
- Reference:  Please your unique investor reference 

It is important to include your unique reference code (shown in the ‘Reference’ field of the Deposit widget) on 
your bank deposit, so that it can be easily identified and allocated to your account.  

 
Entering the bank account details manually 

If you prefer to enter the bank account details manually, please note:  

1. The bank account is held under our Custodian’s name, Adminis Custodial Nominees Limited.  This 
should be used to ensure a full match for the banking apps.  
 

2. You will still need to provide your unique reference code (shown in the ‘Reference’ field of the Deposit 
widget) on your bank deposit, so that it can be easily identified and allocated to your account.  
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3 Buying and selling units 
Once your deposited funds have been loaded into your account, you can instruct your buys and sells directly 
from the investor portal. 

This can be accessed from the top navigation pane or via the ‘Buy and Sell’ widget on the dashboard.  

To create a Buy or Sell order: 

1. Navigate to the Buy and Sell screen and use the ‘View by’ filter to select the view of funds you want to 
invest in. 
 

2. Click the blue ‘Buy’ or ‘Sell’ button to create the instruction.  
 
Note: If you have existing pending order being processed for a given fund, then you will not be able 
instruct another buy/sell until that is completed 

 

3. When you select the amount, you will also be prompted to download and read the Product Disclosure 
Document before initiating the order.   
 
When you click on the ‘Product Disclosure’ link, a copy of the file will be saved to your downloads in 
your web browser.   
 
Once you have populated the amount and ticked the declaration, the ‘Buy’ button will be made active.  
Select the blue button to initiate the order.  
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4. A prompt will appear asking you to confirm the details of your order.  Select ‘Confirm’ to complete the 
order process. 

   
 

5. Once confirmed, the order will be created, and you will see a temporary green banner appear at the top 
of your screen showing the order has been created.  
 

 
 

6. The order will be processed on the next trading cycle and will be visible via the ‘Pending Instructions’ 
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4 Setting up/Updating your Regular Investment Plan 
If you intend to make regular contributions, then it’s best to set up a regular investment plan via the portal.  This 
will allow you to specify the funds you want invest in and the investment allocation for each fund, based on an 
explicit value of the regular contribution.  

Once the regular investment plan is set up, the system will automatically create and process the orders for the 
regular contribution received.  

Please note:  You will still need to set up your automatic payment with your bank to make the regular deposit 
into the Octagon bank account.  

 

1. You can create or change your regular investment plan via the ‘Buy & Sell’ tab.   
 
If you already have a saved plan, you can select the ‘Edit’ button to make changes.  

 

2. Select the funds you want to include, then press ‘Next’
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3. Add the amounts that you want to invest in each fund, then select ‘Next’ 

 

 

 

 

4. Add the frequency and start date of the regular payments, as well as end date (if required).  Select 
‘Start’. 
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5. A prompt screen will appear to confirm the details of your regular investment plan.  Complete the 
declaration then select ‘Confirm’ 

 

 

6. You will see a temporary green banner appear, confirming that your plan has been updated.  

 

 

 

 

 

5 Making a withdrawal 
Withdrawals can be made directly from the funds you hold, or from the available cash within your cash wallet.  

To make a withdrawal, you must have a verified bank account saved against your investor profile.  

If you need to add a new bank account this can be done – see section 9.2 

1. From the Buy & Sell tab within the Investor Portal: 
a. Select the source of the withdrawal  
b. Specify the amount or units you want to withdrawal 
c. If you have multiple verified bank accounts, then you’ll need to specify the bank account that 

you want the funds paid to.   
If you do not see a bank account under the Nominated account, you can load a new bank 
account  
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2. Once complete, select ‘Withdraw’ button to confirm the withdrawals.  
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3. A temporary green banner will appear on your screen to show that your withdrawal has been created.  
This will be visible in the pending transactions tab.  

 

6 Setting up a Regular Withdrawal 
You can also set up regular withdrawals from your account.  These will be funded through redemption of funds 
which are automatically sold in advance of the withdrawal date.  

To make a regular withdrawal – Go to the ‘Buy & Sell’ tab and select the ‘Regular Withdrawals’ section.  

The process is similar to creating a one-off withdrawal, but you’ll need to add the frequency, start date and 
optional end date.  
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As with the one-off withdrawals, a temporary green banner will appear to confirm that you have successfully 
created your regular withdrawal.   

 

 

The system will automatically trigger redemption orders 3 days prior to the withdrawal date to sell down the 
required units and fund the withdrawal.  Once the redemption has settled, then withdrawal payment will be 
made to the nominated bank account, and email confirmation will be sent to the investor.   

 

 

7 Other portal features 
The Investor Portal also allows you to view your transactions, holdings and portfolio performance. You can 
access these pages via the top navigation panel.  

Portfolio Holdings  

The holdings page shows you a breakdown of your portfolio by asset, defaulting to the current date.  You can 
change the date range in the top right corner of the table.  
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Portfolio Performance  

The performance page allows you to see how your holdings have performed over time. This will provide a 
breakdown of cash movement, returns, tax and any fees. Use the filter box to specify time periods and 
parameters as required. 
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8 Creating an investment report 
An investment report can be generated from the ‘Document’ tab.  This will provide you with a pdf report, which 
can provide a statement summary, portfolio returns, transactions and other optional data.  You can select what 
data you want to show and specify a time period.  The report will appear in the ‘View Reports’ section  

 

 

 

 

9 Updating your details 
9.1 UPDATING YOUR INVESTOR DETAILS 

To update your investor details – click the ‘Investor profiles’ at the top of your page.  The screen will show you a 
list of investor profiles that your user account has been linked to.  
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Click on ‘View profile’ for the investor entity that you want to update, and this will open the investor details. Any 
items with the pencil icon can be updated in the system, and will be sent to the Octagon team for review.  
 
You will see tabs to the right of the ‘Investor details’ to view and update bank accounts and members.  

 

9.2 ADDING A NEW BANK ACCOUNT TO YOUR ACCOUNT 

To add a bank account, go to the ‘Bank accounts’ tab within the investor profile, then select ‘Add another bank 
account’.  

 

Complete the bank account details, then select ok.  You will also be prompted to upload proof of bank account 
for review by the Octagon team before it can be used.  
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9.3 ADDING OR REMOVING USERS FROM YOUR ACCOUNT 

Within the Investor profile, authorised users can view all existing members of an investment entity and have the 
permissions to:  

1. Add a new member (with view only access) to your account.  
2. Remove an existing member (with lower permissions than themselves) 

 

Any other changes to members (e.g. upgrading their permissions or removing a member with the same 
permissions) needs to be instructed through the Salt administration team.  

 

9.3.1 Add a new member to your account 

Select the ‘Add a member’ then complete the required details.   

 

The user will be invited via email to access and view your account. 

.  

 

 

If a user requires elevated permissions (e.g. authoriser or recipient of reporting) – After the user has 
accepted the invitation, please contact the Salt administration team to instruct them to update the user’s 
permissions 
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9.3.2 Remove an existing member from your account 

When you view the member list, authorised users will have ability to remove members that have lower 

permissions than them.  Simply select the bin icon  to the right of the relevant member’s record.  

 

If the member has the same permissions as you, then an authorised person for the investment entity will need 
to instruct the Octagon Administration team to get them to make any changes to this user.   
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