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The AVS – TPA Portfolio Management is a new AVS feature, applicable only to TPA’s (Third Party 
Administrators).  The feature allows the TPA to submit and receive, through the AVS system, one file that 
contains all of the individual files for the companies they represent.   
 
 

 
 
How the system has changed. 
 

The new functionality is similar to the way the system operates currently for single portfolios. However, instead 
of uploading each individual file into AVS, a TPA will have the option of submitting one zip file that contains 
all of their individual files.  Note:  the format of the individual files has not changed.  
 
Items to Consider: 
 

·  The actions to take are either update or replacement.  The zip file cannot contain both types of files in 
order to process successfully. 

·  There is no need to change your current naming system for the individual files; you can continue to 
name files according to your business needs.   

·  There is no naming convention for the zip file that is required so you can name it according to your 
business needs.  The extension will be ‘.zip’ when you are finished.  Instructions for creating a zip file 
begin on page 5. 

·  In ‘Manage Multiple Company Portfolios’ you can only request one valuation type per upload, versus 
Submit Portfolio Valuation Requests for an individual company where you can request multiple file 
types at one time.   

·  To view the Update and ‘Replacement Transaction Files’ for each company you will need to navigate to 
the applicable screen.  

·  You can no longer request List Only valuations. 
 

  

This screen shot illustrates 
the change to AVS.  A 
new link is available on 
the main screen, ‘Manage 
Multi-Company 
Portfolio Requests’. This 
will only be available 
under your TPA ID within 
the system. If you do not 
see this link then you will 
need to contact your AVS 
admin at 
avsisis@naic.org. 
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How to use the new service 
 

1. Prepare the zip file. Note:  If you need assistance in creating a zip file detailed instructions begin on 
page 5. 

2. Go to the ‘Manage Multi-Company Portfolio Requests’ screen. 
3. Check the correct Action, either Update or Replace. 
4. Click browse next to File Upload.  Find and attach your zip file.  
5. Use the drop-down next to Valuation Type and choose the type you want to process. 
6. Repeat steps three through five for other Valuation types if needed. 
7. Return the next day and download the files. 
 

  
 

 

File to Upload: the window will 
show the location of your zip file. 
 
Browse: Use this link to navigate 
to find and attaché your zip file. 
 
Action to Take: Update or 
Replace, ensure that your zip file is 
only for one type. 
 
Valuation Type: Use the drop-
down to select the type of 
valuation file you wish. 
 
Submit Request: Submits uploads 
and requests for processing. 
 
Requested: The date and time that 
you uploaded and made your 
request. 
 
Input File Type:  Indicates 
whether your upload was an 
Update or a Replacement file. 
 
Input File: Shows the file that was 
submitted for upload. This will not 
show you any errors; it is simply a 
copy of your zip file. 
 
Valuation File Type: Each file 
type that was requested, if you 
have requested several they will all 
be on a separate line as in the 
example below. Several file types 
were requested on the same day. 
  
Valuation File: Where you will 
download a zip file containing 
your valuations. 
 
Completed: Shows the date and 
time that your request was 
processed. 
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Items to consider regarding the Valuation files: 
 

·  The valuation files are available to view after the daily processing occurs each night.   
·  The transaction file for update or replacement can not be viewed from the Multi-Company page but 

must be viewed via the individual ‘Portfolio Update Transaction’ screen for each company separately. 
·  Only the user that submitted the multiple company requests (ex. zip) can view the results of the multiple 

company requests. However, another user with access to a particular company will be able to access the 
results for that company. 

 

 

 
 

Example of the Valuation file. 
 
Like the upload that you submitted, 
your valuation files will come in 
one zip file containing all of the 
separate files as well as a 
Validation file that will confirm 
how many files were updated and 
how many valuations were 
requested. 

 

Example of the Validation file 
 
You can see that the zip file 
uploaded contained 3 files, that 
they were updates and that the 
valuation request in this case was 
for VOS Securities That Have Not 
Been Reviewed This Year. 
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Downloading the Valuation 
File 
 

1. Go to Manage Multi-
Company Portfolio 
Requests. 

2. Pick the Valuation File 
that you want to view. 

3. Open or Save file. 
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Creating a Zip File 

Zip files are single files, sometimes called "archives” that contain one or more compressed files. Zip files make 
it easy to keep related files together and make transporting, e-mailing, downloading and storing data and 
software faster and more efficient. The Zip format is the most popular compression format used in the Windows 
environment, and WinZip is the most popular compression utility. 

·  To create a .zip file, you want to open Windows Explorer 
·  Determine the directory where you want to place the .zip file 
·  Right click with the mouse, choose new, then winZip file 
·  Rename the .zip file 
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Adding Files to a Zip File 
 

·  Open Winzip application 
·  Click the add icon 
·  Find the directory where the update and replacement files reside 
·  Click the add button for the files  

 
Examples of adding a file to a .zip file 
 

 
 

 
 


