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Investment Account Manager

Enter a Merger Transaction

Gather Stock Merger Information:

~ Exchanged security name

v~ Exchanged security symbol

v Exchanged security market price

~ Merger security received symbol

~ Merger security received name

v Ex-date (effective date)

~ Merger ratios for shares and cash
received as part or merger

Enter Transaction:

v~ Transactions Menu | Global
Transactions | Merger

v~ Backup Data

~ Complete all required entries for
merger application.

Verify Entries:

v Review table showing effect of
the merger on all portfolios
holding the security.

v Note: if cash received in lieu of
fractional shares, apply merger,
then use the Transactions Menu |
Add, Edit, Delete | Enter New to
'Sell' fractional shares for cash in
lieu amount.

v If table OK, select portfolios, then
apply merger.

Stock merger
entry complete
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Stock merger information is available from the exchanged company
or acquiring company. Also check web sites (Investor's Relations /
Shareholder Services).

If new security received in merger, will be routed to the current asset
library to enter necessary descriptive information based on asset
type (type, name, etc.).

It is important to make backups of your data before
applying global transactions. Use this backup as necessary
to correct errors when applying global transactions.

As part of a stock dividend, stock split, spin-off, or merger,

you may receive a cash-in-lieu payment. Cash-in-lieu represents
the cash you receive from a transaction in-lieu of fractional
shares. In most cases, cash-in-lieu is treated as capital gain or
loss.






Investment Account Manager
Manually Enter Purchase Transaction

Gather Purchase Information:
v Security name

~ Security ticker symbol

v~ Trade date

v Quantity

v Net Amount

Open Correct Portfolio:
~ Select from Home Page | Portfolio
List

If new security, will be routed to the current asset

Enter Transaction: library to enter necessary descriptive information
v~ Transactions Menu | Add, Edit, Delete based on asset type (type, name, etc.).
v Enter New button

v Complete required fields

v If deducting costs from money market
fund, check "deduct from" box

v Save

Verify Entry:

~ Transaction Menu | Add, Edit, Delete

~ Review data as shown in ledger

v If error, correct as needed or delete
and re-enter

Buy entry
complete






Investment Account Manager
Manually Enter Sale Transaction

Gather Sale Information:
v Security name

v Security ticker symbol
v Trade date

v~ Quantity

~ Net Amount

Open Correct Portfolio:
v Select from Home Page | Portfolio

List

If partial sale, have you considered which
purchase lots to use for effective capital gains
management? Check prior sales, then apply using:

Enter Transaction: ® MInllmum %aln

v~ Transactions Menu | Add, Edit, Delete d F'aXtITu? taIC? t
e First In First Ou

v~ Enter New button

~ Complete required fields e Specific Identification

v If depositing proceeds into money
market fund, check "deposit to" box
v/ Save

Verify Entry:

v~ Transaction Menu | Add, Edit, Delete

~ Review data as shown in ledger

v If error, correct as needed or delete
and re-enter

Sale entry
complete






Investment Account Manager
Enter a Spin-off Transaction

Stock spin-off information is available from the issuing company

fast::l:r%oic;(ss:rlr;—aor::;nformanon. and its web site (Investor's Relations / Shareholder Services).

v Security issuer ticker symbol . . . . .

~ Security issuer market price If new security received in spin-off, will be routed to the current asset
~ Spin-off received name library to enter necessary descriptive information based on asset

~ Spin-off received ticker type (type, name, etc.).

v~ Ex-date (effective date)
v Spin-off ratios and cost basis
allocation percentages

Enter Transaction:

~ Transactions Menu | Global It is important to make backups of your data before
Transactions | Spin-off applying global transactions. Use this backup as necessary
v Backup Data to correct errors when applying global transactions.

» Complete all required entries for
spin-off application.

Verify Entries:
~ Review table showing effect of
the spin-off on all portfolios

holding the security.
As part of a stock dividend, stock split, spin-off, or merger,

~ Note: if cash received in lieu of you may receive a cash-in-lieu payment. Cash-in-lieu represents
fractional shares, apply spin-off, the cash you receive from a transaction in-lieu of fractional
then use the Transactions Menu | < shares. In most cases, cash-in-lieu is treated as capital gain or
Add, Edit, Delete | Enter New to loss.
'Sell' fractional shares for cash in
lieu amount.

v If table OK, select portfolios, then
apply spin-off.

Stock spin-off
entry complete






Investment Account Manager
Enter a Stock Split Transaction

Gather Stock Split Information: o L .

/ Security name Stock split information is ava|lable_on your account
v Security ticker symbol statement, on the company web site, or on the

v Ex-date (effective date) Internet (i.e. http://finance.yahoo.com)

» Stock split ratio

Enter Transaction: -
~ Transactions Menu | Global It is important to make backups of your data before

Transactions | Stock Split applying global transactions. Use this backup as necessary
~ Backup Data to correct errors when applying global transactions.

~ Complete all required entries for
stock split application.

Verify Entries:
~ Review table showing effect of
Eh‘fds_toc"hSp"t on all portfolios As part of a stock dividend, stock split, spin-off, or merger,
elellng) H1E eEallEy: you may receive a cash-in-lieu payment. Cash-in-lieu represents
[ the cash you receive from a transaction in-lieu of fractional shares.

~ Note: if cash received in lieu of o - .
In most cases, cash-in-lieu is treated as capital gain or loss.

fractional shares, apply split,
then use the Transactions Menu <+
| Add, Edit, Delete | Enter New

to 'Sell' fractional shares for

cash in lieu amount.

v If table OK, select portfolios,
then apply stock split.

Stock split
entry complete






Investment Account Manager
Manually Enter Dividend Transaction

Gather Dividend Information:
v Security hame

~ Security ticker symbol

~ Dividend payable date

~ Amount paid

Open Correct Portfolio:
v Select from Home Page | Portfolio
List

Enter Transaction: o . . .
If dividend is reinvested, enter correct quantity

v Transactions Menu | Add, Edit, Delete
~ Enter New button for reinvestment shares. Amount of dividend
v Complete required fields _ is cost basis for reinvestment.
v If reinvesting income, select reinvest ¢

button
v If depositing proceeds into money

market fund , check "deposit to" box
v/ Save

Verify Entry:

v~ Transaction Menu | Add, Edit, Delete

v Review data as shown in ledger

v If error, correct as needed or delete
and re-enter

Dividend entry
complete






Investment Account Manager Report Comparison Chart

Fees & Expenses

Holding Summary

Income Received

Maturity Schedule

Security Basis

Sold Securities

Transaction Activity

Upside/Downside

Portfolio Allocation

Fund Objectives

Portfolio Performance

Portfolio Summary

Assets Under Mgmt.

Capital Gain Distributions  [{IVEIR{V R ENZH

Commission & Expenses

Exchanges, Mergers

Fund Diversification

Qualified Dividend

Security Search

Short-term to Long-term Indicates holdings about to go long-term

Transfers

Wash Sale Check List

Asset Library reports

Comments cost, values Portfolio cash flows: Acquisition and/or Used for Used for Used for Graph
gains/losses Income, gains, losses sale dates tax planning stock Analysis fund analysis EVEIED](E
Current value report, most widely used X X X X X X
Analyzes portfolio expenses x
Holdings by security holding size X X X X X X
Shows income posted to the portfolio x X X
Shows securities having maturity dates X X X
Lot-by-lot purchase data X X X
Realized capital gains and losses X X X
Detailed listing of all portfolio transactions X X
Potential upside/downside - SSG method X X
Allocation analysis by asset, sector, size X X X X X X
Mutual fund analysis X X
Measures portfolio performance - IRRs X X X X X X
Summarizes portfolio cash flows and IRRs X X X X X X
Tabulates/summarizes multiple accounts X X X
X X

Summarizes commission and fees x
Details exchanges, spin-offs, and mergers X X X X
Mutual fund analysis X
Details for qualified dividends X
Lists portfolios holding a selected security X X X

X X X
Details for security transfers X X X
Indicates purchases triggering a wash sale X X X
Asset library details, fundamentals, etc. X X







Investment Account Manager
Year-End Audit Checklist

Portfolio name:

Action

Check

Comments

Portfolio Transactions (Transactions Menu):

Update portfolio transactions for each portfolio

Any unsettled buy or sell transactions?

Any unsettled income transactions?

Asset Libraries (Asset Library):

Update Current Asset Library:

Update Stock Data - Asset Library Update Data

Update Mutual Fund Data - Asset Library Update Data

Update prices - Asset Library Market Prices from Internet

Check prices - review of Current Asset Library

Update Historic Asset Library:

Add new date for 12/31/ xx

Respond Yes to update historic file for dividends, beta, etc.

Respond Yes to retrieve prices from Internet

Manual update prices for any securities not found

Year-end reports (Reports & Graphs Menu):

Appraisal Report (As of 12/31/ xx)

Income Received Report (01/01Ax - 12/31/xx)
show monthly detail

Sold Report 01/01/ xx - 12/31/xx

Performance Report 01/01/&x -12/31/xx
store data to table?

Back-up databases:

File Menu | Backup Data | select external drive

Store data backup in a safe place

Notes:






