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General Usage Notes

e Always tab off of or click off of a field after entering data. This tells the Liberty
application that you are done entering data in the field and allows it to validate
the entry.

e Like most web-based applications, you will be able to edit certain information
without clicking an Edit button. The user documentation gives further information
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about the specific behaviors you will experience where this sort of editing is
allowed.

e Error and Informational messages are generally displayed at the top of the
screen and contain helpful information regarding errors or actions about to be
taken. Please pay special attention to these messages as you complete actions
within Liberty.

e Liberty has robust user authorizations so we can tailor user access to authorize
only those areas you deem appropriate.

e As with most web-based applications, you should use the navigation options
provided within Liberty rather than your browser’s back button. Using the
browser’s back button will typically take you back to the Analytics page, which
may not be your desired result.

e As with most web-based applications, you should use the sign out link in Liberty
to exit the application rather than simply closing the browser window.

e Reset and Cancel actions will not save your changes. Reset will clear any
entered data and allow you to start over. Cancel will exit the modification screen
without saving your changes.

Messages
There are several messages you will see as you perform actions within Liberty. In
general, messages appear at the top of the screen with a colored background.

Information has been successfully saved.

Informational messages appear with a blue background and an “i” icon. These
messages typically confirm that you have successfully completed some action.

E3d Record 40649 is currently locked by lhayden

Critical messages appear with a red background and an ‘x’ icon. These messages
indicate that something needs to be corrected before you can proceed.

The account selection criteria changed. Previously selected accounts will be removed when saved.

Important messages appear with a yellow background and an “!” icon. These messages
typically mean something about your request has changed, but you will be allowed to
continue.
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General Information

.> Menu Options
Menu options are located in the upper right-hand corner and are visible no matter where
you navigate to within Liberty.

Welcome back, &lon out

Home | Bulletins 0 0 | Forms | User Guides ;| Agreement ;| Suggestions ;| Diagnostics

Home — returns you to your initial landing page when logging into Liberty, typically the
Analytics tab.

Bulletins — allows you to view bulletins. The number in red reflects the must-read
bulletins, the number in blue reflects the number of regular bulletins.

Forms — opens a separate browser window and navigates you to a website where you
can find required forms for performing certain actions on your account. Click the
browser window with Liberty displayed to return to Liberty.

User Guides — opens a separate dialog box with a listing of available user guides in
PDF form. Depending on the browser settings, the file will download or open in a
browser window.

User Guides 0

Liberb,r Investor Guide
Liberb,r Guide for Representatives & Financial Advisors

Agreement — displays the Liberty User Agreement you agreed to when first logging into
Liberty. Click Home to return to viewing your account.

Suggestions — allows you to send an email to the Liberty team. While the team loves to
get feedback, please do not email client personal information or make trading requests
via this link.

Diagnostics — used for trouble-shooting user reported issues with Liberty and to view
the status of the Liberty application. Click Home to return to viewing your account.
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Sign Out — click the sign out link to log out of Liberty. Always sign out of Liberty when
~you are done.

Notifications

Notifications & 647 days ago: General Notice All
Announcements This notice is visible to unauthenticated users.
Hide notifications = Read more »

The Notifications bar displays important messages from your investment advisor and
from Trust Company of America. New message summaries appear in the Notifications
bar. Messages are created with an expiration date decided by either TCA or your
investment advisor. Messages will automatically disappear once they are expired.

If the message is longer than can be displayed in the bar, click Read more to view the
full message.

Click the page selection buttons to view older messages.

Click Hide notifications to temporarily remove the Notifications bar from view.

Search Bar

i Search + Closed Select a list ¥ | Back to account list

Use the Search Bar to find Investor accounts. Type an account number, name or tax id
in the search box and click the Search button to search against new or active accounts.
Click the +Closed button to include closed accounts in your search. Select an account
list from the drop-down to view search results based on an account list. Click the Back
to account list button to navigate back to your active search results.

See the Client Management Accounts section for more search options.

View Mode
When viewing account information, you may see a Mode dropdown:

&é Professional Mode v

By default, you are in Professional Mode. Change the selection to Client Mode to
change the Liberty display to be more similar to what the end clients see.

Create Account
The Create Account button allows you quick access to creating new accounts without
having to navigate to the Client Management tab.
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Sorting Tables
, Click on the title of any column to sort the information being viewed. Your sort will be

marked with a sort arrow © and information can be sorted chronologically, numerically,
or alphabetically, depending on the information in the column. The default order is
generally newest to oldest for chronological transactions or highest to lowest dollar
value for holdings. Click the heading again to reverse the sort. Columns with text data
(such as security names or transaction types) can be sorted alphabetically A to Z or Z to
A.

Export Data

Most of the tables in Liberty can be exported in a variety of formats. Exportable tables
will have an Export Data link in the top right corner which opens a screen with format
options. Exports will include at least all visible columns and sometimes include
additional data not included in the Liberty table. Available formats include:

CSV (Comma Separated Value): CSV files are commonly used to collect data from
one program, such as Liberty, and paste it into another application such as a database
or spreadsheet application (for example, Microsoft Excel). CSV files typically retain the
structure of the data but do not keep the formatting. For example, bold or colored text
will not be retained but the structure of the data is retained.

Adobe Acrobat: Creates a PDF file viewable in Adobe Acrobat (or other compatible
PDF readers).

Microsoft Excel: Opens the data as a new Microsoft Excel spreadsheet file.

XML (Extensible Markup Language): The XML file format allows you to share both the
format and the data to and from the web. When selected, this method formats the
information in a manner suitable for XML files.

Printing

To print any page in Liberty as it is displayed on the screen, use the print functionality in
your browser application. Your browser may prompt you to include headers/footers and
background graphics. Select to include background graphics to have the printed
information match as closely as possible to the Liberty view.

To print forms such as statements or tax documents, print directly from the window the
form opens in, or save the file to your computer for later printing.

To print exported items (above), use the print functionality in the application to which the
data is exported (Acrobat, Excel, etc.).

Advisor Bulletins
TCA notifies Investment Advisors of important activity such as pending transaction

items or system alerts affecting client accounts with system bulletins.
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To ensure these important communications are not overlooked, the Bulletins window
appears automatically upon logging into the system.

For ease of identification, a count of outstanding Bulletins is provided under your name
in the upper right corner of the Liberty screen.

Bulletin notifications fall into several broad categories:

e Assets Transferred In

e Assets Transferred Out

e Cash Deposits

e Cash Withdrawals

e Errors from Trade Order Updates

e Overdrafted Accounts

e Pending Distributions

e Potential Overdrafts

« Recommended Trade Orders for Systematic Distributions
e Rule 22¢c2 Trade Restriction

e Rule 22c2 Expired Trade Restriction
e System Maintenance

e Terminated Accounts

e Tickets Executed

e Tickets Not Posted

e Tickets Posted

Representative Bulletins

Investment Advisors have the ability to opt in their Representatives to receive
representative-level bulletins on the accounts that they have access to. Just like
Investment Advisors, TCA notifies Representatives of important activity such as account
closures, account openings.

To ensure these important communications are not overlooked, the Bulletins window
appears automatically upon logging into the system.

For ease of identification, a count of outstanding Bulletins is provided under your name
in the upper right corner of the Liberty screen.

Representative Bulletin notifications fall into several broad categories:

e Accounts Opened

e Assets Transferred In
o Potential Overdrafts
Cash Deposits
Terminating Accounts
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e Transfers Initiated

e Cash Withdrawals

e Assets Transferred Out

e« ACATS Transfers Out of TCA

Representative Bulletin Opt-In
Investment Advisors can choose to opt-in their representatives to receive bulletins.

1. Click on the Client Management tab in Liberty.
2. Select the Representatives link in the sub-navigation.
3. Select the Representative.
4. Click the Edit button.
™ USA Rep API3 34593 API3
USA Rep API2 34592 API2

5. Select the checkbox labeled ‘Receive Bulletins’
6. Click Save in the Action Dock.

You are now editing USA Rep API3 (34593).

Rap D CRD# Altamate #
34593

REPRESENTATIVE INFORMATION

MNamae

USA Rep API3 ]

Optional name

Address line 1

[ 7103 S Revere Pkwy ]

Address ling 2

Address ling 3

City State 2ip
| Centennial | (Colorado = 80112

+  Create login for Liberty + | Receive Bulletins
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Bulletins Quick Start Guide

. The following Quick Start Guide provides the basic information you need to get up and
running using Bulletins on Liberty. Please refer to individual sections for more
information.

1.
2.
3.

You will be presented with a list of bulletins upon first logging into Liberty.

View the details of any/all bulletins by clicking the View Details link.

Clicking the Previous Bulletin or Next Bulletin buttons will allow you to quickly
review your list of bulletins.

When you are ready, you can select the bulletins you want to delete and press
the Remove button or simply click Continue to close the Bulletins display and
navigate to your Liberty home page.

Navigate to Bulletins by clicking on the Documents tab and selecting the Bulletins
link to see a full list of your bulletins.

The Bulletins link in the top navigation menu provides an easily identifiable count
of the outstanding bulletins. “Must read” items are noted in red, while “standard”
bulletins are displayed in blue.

Bulletins Landing Page

If you have outstanding bulletins you will be taken to the Bulletins landing page upon
first logging into Liberty. All “Must Read” bulletins will be noted in red, with “standard”
messages indicated in black.

To continue to your Liberty home page, simply view the bulletins that are of interest to
you and hit the Continue button in the lower right corner of the page.

A dialog box will be displayed to alert you of any unread “Must Read” bulletins.
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—
Unread Bulletins o

A Would you like to proceed without reading these
bulletins?

You have 126 “must read” bulletins which have not been
viewed. We are unable to guarantee that the information
contained in these impertant bulletins will be represented
in other reporting.

For your convenience you may find a copy of each
outstanding bulletin on the Bulletins page located in the
Documents tab.

Yas No

For your convenience, each bulletin will appear on the Bulletins screen for 5-30 days
(the duration varies by the type of bulletin). Of course, you can remove any bulletin at
your convenience if you no longer need to view it.

Navigating to the Bulletins List

The tabs at the top of the screen define major areas of functionality within Liberty. The
Bulletins page is located under the Documents tab.

Analytics Trading Client Management Prospecting Tools Documents My Profile

Completed Reports Envelopes Standard Reports Bulletins

R

You can quickly navigate to your bulletins list by clicking on the Bulletins link located
under your name in the upper right corner of the Liberty screen.

Home Bulletins 126 0 Account Forms User Agreememnt Diagnostics Help

The link contains a count of outstanding “must read” (noted in red) and “standard”
bulletins (noted in blue). The bulletins list and corresponding counter will automatically
refresh each hour.

As with other screens in Liberty, the appearance and available options of the Bulletins
page may vary depending on your assigned permissions.
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Viewing Bulletins

/ To view the details of a bulletin on the screen click the View Details link for the desired
bulletin in the summary list displayed on the left side of the page.

© JI1% it Cimparn o Ararri s AR Righe Rruervm Mestee 1000

The bulletin details will then display on the right side of the screen. For easy
identification, the selected bulletin will be highlighted with a blue background in the
summary list.

Click the Previous Bulletin or Next Bulletin buttons to quickly view the details for the
previous/next communication in your bulletins list.

Once a bulletin is viewed, it is marked with a check mark in the summary list.

BULLETINS

Viewing 126 results

All Must Read Date Subject
é e Yes 04/01/2015 03:02:01am Trade Orders for Systematic Distributions View Details
e Yes 03/31/2015 03:01:32am Trade Orders for Systematic Distributions View Details
e Yes 03/31/2015 03:16:13pm Order Cancelled View Details
e Yes 03/30/2015 10:47:00am Trade Orders for Systematic Distributions View Details
Yes 03/24/2015 0%9:02:22am Reorg'd Product View Details

Removing Bulletins

To remove a bulletin, simply mark the checkbox in the right-most column for the desire
and click the Remove button.
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BULLETING

© JI1% it Cimparn o Ararri s AR Righe Rruervm Mestee 1000

Click the All check box to select all bulletins in the list. Click the box again to de-select
all items.

BULLETINS

Viewing 126 results

All Must Read Date Subject
) e

W Yes 04/01/2015 03:02:01lam Trade Orders for Systematic Distributions Wiew Details
o Yes 03/31/2015 03:01:32am Trade Orders for Systematic Distributions View Details
o fes 03/31/2015 03:16:13pm Order Cancelled View Details
W es 03/30/2015 10:47:00am Trade Orders for Systematic Distributions Wiew Details

A confirmation message will be displayed if any of the selected bulletins have not been
viewed. Click Remove to proceed with deleting the bulletins or Cancel to return to forgo
the request.

Confirm Removal of Unread Bulletins o

A Are you sure you want to remove unread messages?

You have elected to permanently remove 4 bulletins
from your gqueue, however you only viewed the details for 2
of these bulletins, We are not able to guarantee that the
information contained in the unread bulletins will be
represented in other reporting.

Remaove Cancel

Keep in mind that once a bulletin is removed, it can no longer be viewed in Liberty. If
you are an Investment Advisor and need to retrieve a bulletin that has been removed,
contact Trust Company of America. For representatives, contact your Investment

Advisor.
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Bulletins are automatically removed as they “expire”, which can range from 5-30 days
depending on the specific bulletin.

Bulletin Report

Select Create Report in the Action Dock to generate a report of bulletins that can be
printed or viewed on a separate screen while navigating through Liberty. The report
options allow printing of just summary data or summary and detail data. One or more
reports can be selected to print.

BULLETINS
Viewing 32 results
All Must Read Date Subject
Bulletin Details
b
v Yes 04/01/2018 TCAdvisor R =
03:33:28pm 4-1-18 G . o
o Yes 04/01/2018 TCAdvisor Reti enerate Bulletins REPDI’t
03:33:28pm 4-1-18
v Yes 02/01/2018 Open Intermod Selected Bulletin Summaries
07:20:48pm Transfers
v No 02/01/2018 Overdrafted Selected Bulletin Summaries and Detail
07:26:02pm Accounts
” No 02/01/2018 Pending All Bulletin Summaries
07:26:17pm Systematic
Esitoe All Bulletin Summaries and Detail
L No 01/31/2018 Assets
07:15:18pm Transferred In
' No 01/31/2018 Pending
07:29:07pm Systematic
Distributions
F No 01/31/2018 Assets
07:23:03pm Transferred Oul
,, Yes 01/31/2018 Open Intermods ————
07:23:41pm Transfers
v No 01/31/2018 Overdrafted View Details
07:28:52pm Accounts
(10f4) 12 3 |4 - . 10 3§
Create Report

Reminder notifications can be setup on account memos and fall into several broad
categories:

e Complaint and Resolution
« Distributions

« MASTER

e Mutual Fund Requirements
e« New Asset Transfers In

e Scheduled Distribution

o Transfer Note

e Transfer Out

e Wire Instructions
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Reminders Landing Page

/ Reminders can be set on Memos at the account level by going to Account Registration
and clicking on the Memos tab. Only users who create the reminder will have access to
view and remove that reminder from the list. See the Memos section of this guide for
details on creating and editing memos and setting reminder dates.

If you have outstanding reminders you will be taken to the Reminders landing page after
addressing any outstanding Bulletins in Liberty.

To continue to your Liberty home page, simply view the reminders that are of interest to
you and click the Analytics tab.

Analytics Trading Client Management Prospecting Tools Documents My Profile

Completed Reports Standard Reports Custom Reports Bulletins Reminders

REMINDERS

Viewing 2 results Export data
Al Author Date Created  Account Memo Type Note TCA Date Advisor Date  Reminder Date Reminder Details
kharrington 32 09/11/17 08:31am

kharrington-32 09/11/2017 635834 Distributions kharrington 32 09/11/17 0911172017 Vi Dofally -t P syslemaic diriution fo ecuc monkiy o the 256 of
08:31am Setup a 200
systematic distfihulicm to month, beginning in November. The distribution amount will be
occur menthly on the 25th 1000.00.
of each menth, beginning
in Nov...

kharrington-32 09/11/2017 635934 Wire Instructions kharrington 32 09/11/17 09/11/2017 View Details
08:32am Wire

instructions
ABA10039039 to account
#E.

©2017 Trust Company of America. All Rights Reserved. Member FDIC
Investment Products: Not FDIC Insured « No Bank Guarantee + May Lose Value

TValues calculated using most recent closing price. #Values calculated using 20 minute delayed price, if available, or most recent closing price.

Trust Company of America, the Trust Company of America logo, and Liberty are registered trademarks of Trust Company of America. All other trademarks mentioned herein are the property of their respeclive owners. Product and service offerings are
subjact to change without notice.

Remove

You can remove any reminder from the list at your convenience if you no longer need to
view it.

Navigating to the Reminders List

The tabs at the top of the screen define major areas of functionality within Liberty. The
Reminders page is located under the Documents tab. You can quickly navigate to your
reminders list by clicking the Reminders link in the sub-navigation menu.
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Analytics Trading Client Management Prospecting Tools Documents

Completed Reports Standard Reporis Custom Reports Bulleting Reminders

As with other screens in Liberty, the appearance and available options of the Reminders
page may vary depending on your assigned permissions.

Viewing Reminders

To view the details of a reminder on the screen click the View Details link for the desired
reminder in the summary list displayed on the left side of the page.

REMINDERS
Viewing 2 results Export da
All  Author Date Created  Accoun t Memo Type Note TCA Date Advisor Date  Reminder Date Reminder Details
kharrington 32 09/11/17 08:31am
kharringlon-32 08/11/2017 635934 Distril 32 0911117 09/11/2017 View Details Set up a systematic distribution to occur monthly on the 25th of
08:31am Setup a each - .
systematic distribution to month, beginning in November. The distribution amount will be
aceur monthly on the 25th 1000.00.
of each month, beginning
in Nov...
kharrington-32 08/11/2017 635934 Wire Instructions kharrington 32 09/11/17 09/11/2017 View Details
08:32am Wire
instructions
ABA10039039 to account
i

The reminder details will then display on the right side of the screen. For easy
identification, the selected reminder will be highlighted with a blue background in the
summary list.

Removing Reminders

To remove a reminder, simply mark the checkbox in the right-most column for the
desired entry and click the Remove button.

REMINDERS

Viewing 2 results Export data
Al Author Date Created Account Memo Type Nots TCA Date Advisor Date Reminder Date Reminder Details
kharrington 32 09/11/17 08:31am
~| kharrington-32 09/11/2017 635934 Distributions kharrington 32 09/11117 0911172017 View Details Set up a systematic distribution to occir monthly on the 25th of

08:31am Setup a each

systematic distribution 1o month, beginning in November. The distribution amount will be
occur monthly on the 25th 1000.00.

of each month, beginning

in Nov...

kharrington-32 09/11/2017 635934 Wire Instructions kharrington 32 09/11117 0911172017 View Details
08:32am Wire
instructions
ABA10039039 to account
.

©2017 Trust Company of America. All Rights Reserved. Member FDIC
Investment Products: Not FDIC Insured » No Bank Guarantee + May Lose Value
1Values calculated using most recent closing price. tValues calculated using 20 minute delayed price, if available, or most recent closing price.

Trust Company of America, the Trust Company of America logo, and Liberty are registered trademarks of Trust Company of America. All other trademarks mentioned herein are the property of their respective ovmers. Product and service offerings ara
subject to change without notica.
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Click the All check box to select all reminders in the list. Click the box again to de-select

~ all items.

REMINDERS
Viewing 2 results

E Al Author Date Created Account

| kharrington-32 09/11/2017 635034

kharrington-32 09/11/2017 635034

Export data

Note TCA Date Advisor Date Reminder Date

kharrington 32 09/11/17 09/11/2017 View Details
08:31am Setupa

systematic distribution to

occur monthly on the 25th

of each month, beginning

in Now...

kharrington 32 09/11/17 09/11/2017 View ils
08:32am Wire

instructions

ABA10039039 to account

ot

Keep in mind that even though a reminder has been removed from the reminders list,
the memo can still be viewed in Liberty by going to the account and clicking the Memos

tab in Account Registration.

Analytics

Summary Section

The Summary section provides investment advisors with a tool to view statistical and
guantitative analysis on their account base in order to make better business decisions
and to optimize business processes. It is composed of three sub-sections:

e Current Statistics
e Activity Over Time
e Analytics Detalil
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© 2017 Trust Company of America. All Rights Reserved.



Trading Client Management Prospecting Took Docmments My brofile

L b ¥ Aelig Leadechoard Growih
N
/
Al Offices = Al Representatives
You are viewing Information for All Representathves at All Offices @B
Quealified and Non-Quslified Azcounts Gualified Acounts Non-Oualified Acourts
Toral Active ACtount Vale" 554,52?,619.65 564,52?,519.65 Total Active Account Vake
Nusler of Actue Atceunty 261 Nermber of Astive Attouts 261 | Mumeer of Adtve Accomnnts

Sa4733235 B4/ Act

S1arom00 P SHEN00  Cinng AxountsV W12rms A

$6a,13055

ACTIVITY OVER TIME

5 ] 3 0
(£
ny
s
o
mio
)
TTASETTT =
[ L EN
51,358, H =
SUNSEITET i
—
__EH
L} 1 o m——— =
AMALYTICS DETAIL
Viewing 32 Representatives v
o Hame Acthve Accounts Average Acthve Account Valise Total Acthve Account Value Percent
1575 2 KEELCHR 1a daun y53.67 $19,290,951.42 oy ]
16873 LCANELL KIME 16 530331380 511,525,917.00 eEy ]
16538 LENILHILLEY 14 56,423,285.50 B 00 |
1328 EDNA VOSE 5.2 sz [
13880 A IR . .68 S ]
16587 BAIKE CRIVELLD 54,222,006.28 sss [
15460 LORINA KISSELL 14 53,310,653.98 sizx [
15119 B El L sosts [N
1718 t 2 52,008,572.65 sare [
1791 ASHLEA WOLERUM §1,141,252.97 s [l
15576 12 37333869 $1027,02L.73 1ex [l
14718 13 7708110 $1,001,664.32 1se% [l
128 ER Y. $9a7,176.01 1as% [l
T4 ABLENE MiSSER ] $57.508.07 $BBL172.26 raes [l
19141 LEILANL HORNEY 3 32310733 87322188 136% H
(LR} 1 1 ]

Current Statistics

Current statistics, located in the upper section of the Analytics homepage, shows
summaries of your account value, activity, holdings and details. The section consists of
three panels allowing you to view current statistics in terms of All Accounts, or broken

down into either Qualified or Non-Qualified Accounts. The active selection will be
highlighted in blue.

All Accounts:
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© 2017 Trust Company of America. All Rights Reserved.




for & R: at All CHeces T

ualitied and Nor-Cusified Acseunts

$64,756,205.09

Wormbee ot cr Acsuees 258

Smags e Aot Vak EIMOMOA o Undinsd Lot

e dian Actve Aciours Vst K000 Pereding " raeafers

Esrted dnus e sem,o.2

Ceablied Aseounts

SUOEO0  Clssing Acrouris Vale

$64,756,205.09
258

2 Femturdey

SLMIEIS Mo Areers Furdeg

Qualified Accounts:

$64,756,205.09

M e of At Aot 258
A A Aot Vele AIS0ITLOL  New bnfusded Astounts
Ml At Arerunt Ve SUONDOLI  FerdingTanderin
Estimated dnrsalirsoms Mo

Cusbed Aseurts

Tstal Active Aczrunt vale*

Numbar of Amee Aerourss

84 Cesng Amouts

SML00000  Cining ity Valkse

$64,756,205.09
258

2 Fembuning

HIWIWIS Mo nmrt g

OHTAIOE  Actie Ofcrs.

ORITSINS  Active Bapmmstat e

Non-Qualified Accounts:

[Font ara varwing information for All Represntations 1 AN CFicasily
Cusalifiad and Non-Cualified decounts

ot Actien Arczaont aln®

$64,756,205.09

Qualified Aocownts

$64,756,205.09

lon-Cualifind Ascounes

Totsl Actie Accrure Veie®

$0.00

TSR = el oo 2
o e S e o :
e e R T R e -
Edtim ) dnea | ntvre S

Activity Over Time

[ACTIVITY OVER TIME

Accounts Opened & Closed

Activity Over Time shows Deposit & Withdrawal activity and Accounts Opened & Closed

activity for predefined time-periods.

Analytics Detalil
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ANALTICS DETAIL

Viewing 18] Officos

RN LN
“'"“"|II|||

The Analytics Detail table displays key information of Offices, Representatives and
Investors. The table allows you to drill down through your book of business with just a

few clicks:

All Offices - Office > All Representatives - Representative - Investors > Account

View More
Contact details and other information for Offices and Representatives can be viewed by

clicking on the View More link

Contact Information o

Al Dffices. * | |ARLENE MESSER

¥ou sre viewing information far ARUENE MEssER DY

Cusisfiad and Non-Guabfied Accounts

$881,172.26

ACTIVITY OVER TIME

Analytics Data Definitions and Rules

Field

Definition

Accounts Closed

Based on accounts that had an exit term date applied to the
account during the defined time period.

Accounts Opened

Based on journal posting date, contains the total number of
accounts that received their first deposit during the defined time
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period.

| Active Accounts

Any account with a positive market value with no establish term
date.

Active Offices

Number of unique offices with at least one active account.

Active
Representatives

Number of representatives with at least one active account.

Average Active
Account Value

Total Assets/Active Accounts

Closed Accounts

Any account with an exit term date.

Closing Accounts

Any account with an establish term date and no exit term date

Closing Accounts
Value

Total current value of accounts with an establish term date and
no exit term date. The Total assets value only shows the value
of active accounts. When an established term date is placed on
an account, that accounts market value will be deducted from
the total asset value and will appear under the Closing Accounts
Value.

Deposits

Based on journal posting date, contains the sum of cash flows
into the accounts during the defined time period. This includes
both transfers in kind and cash deposits.

First Funding

The account first funding date is recorded when a new account
gets its first deposit or transfer in. The first funding date defines
the earliest deposit/transfer in that was recorded for the entity
(Rep, firm, etc).

Median Active
Account Value

The value of the median active account. This value will be
recalculated on a nightly basis.

Most Recent
Funding

Defines the most recent date that an account under the defined
entity (Sales rep, firm, etc) received its first deposit or transfer in.

New Unfunded
Accounts

Any account with no market value and no establish or exit term
date, with or without an open date.

Total Active Account

Value

The sum of the market values of the ‘Active Accounts’. In the
case of multiple reps with allocated commission percents, this
value will include the apportioned market values. This value will
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be incrementally updated during the day to account for deposits
and withdrawals, and rebuilt nightly to incorporate changes in
asset prices.

Withdrawals Based on journal posting date, contains the sum of cash flows
out of the accounts during the defined time period. This includes
both transfers in kind and cash withdrawals.

Account Changes

If an account is moved from one representative to another representative, the historic
performance earned by the original representative will remain with that representative,
although the current assets under management will be increased for the new
representative and similarly decreased for the old representative.

This rule also applies at the Firm/Broker Dealer level, in the event that the new
representative is associated with a different firm then the original representative. The
system will not, however, count the event as an account closure under the old
representative and account opening under the new representative.

Accounts with Multiple Representatives

On accounts with multiple representatives defined, the system will apportion deposits,
withdrawals and market value based on the percent fee associated to each
representative on the account. All representatives where the defined percent fee is
greater than 0, however, will get credit for open accounts, closed accounts, etc. The
system will automatically exclude special associated representatives that are only
associated for the purpose of providing batch exports to other data services.

Trading
The Trading tab includes access to all trade building functions within Liberty. These
functions are described in a separate Liberty Trading Guide.

Client Management - Accounts

Analytics Trading Client Management Prospecting Tools Documents My Profile

Accounts Representatives Statement Families Households Users Fee Families Cash Demands

The Accounts screen under the Client Management Tab allows you to search for
accounts and is where you are directed when a Search request returns more than one
account.
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Accounts - Search and Filter

Search All Accounts v [x] Search + Closed

Filter All Statuses v | | All Representatives v

Search based on a list of accounts by selecting the list from the drop-down or type in
part of a client name, tax id or account number in the Search Criteria box. Click the
Search button to select against active accounts or click the +Closed button to include
closed accounts in the search results.

Once you have completed a Search, you can refine your search results using the filter
options. Filter options include filtering by account status and by Representative (note
only certain users have access to more than one Representative at a time).

Viewing Search Results

Search AN Accounts LJ [:] Swarch * Clossd
Filter Anstatuses v | | Al Representanes

Viewing 172 of 172 resuits

Mats e Cratifate  Repastitve Valoet

0 Accounts selected Lz Virw AN Combined ats Ragort Manage Lists

e Your search results include the account number, name (alpha-sort), Status,
Type, Create Date, Representative and Value.

e An asterisk (*) next to the account name indicates that the account is the primary
account in a statement family.

e Search results can be sorted by clicking any of the column headers in the
search results table.

e To navigate to the Overview tab for any account listed in the search results,
click the underlined account number.

e Use the Go To drop-down on the far right to navigate directly to additional

areas depending on your access.
e To view the Household data associated with an account, click the household
name link in the Household column. Note this option is not available to all
users.
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Accounts - View Combined

- To combine multiple accounts in one view, click the check box in the account row. A
" check mark will appear in that row. Continue to select all the accounts to be grouped
and then click the View Combined button in the lower right.

Use the View All Combined button to quickly view an entire search result set as one
account. Note you do not need to click the check boxes for each account in order to
activate the View All Combined button.

Note: If you have a large search result set then the view all combined function may take
several minutes to complete.

Accounts - Create Reports

You can select one or more accounts in your search results and then generate
individual Portfolio Report packages for them.

e To generate a Portfolio Report for a single account or a group of accounts from
the account search results page, search for the accounts to be included in the
report or click the Select a List drop-down to open a list of accounts in the
search results.

e Click the checkbox at the top of the checkbox column to select all accounts or
click the check box in the specific account row(s) you want to report on and then
click the Create Reports button in the bottom right of the screen.

« Choose one or more Reports to )
include from the drop-down. To Select | wusurommons o
multiple reports, click on the reports
while holding the CTL or Shift key.

e Select a Report by option to break
down the reports by Asset Class,
Asset Sub-class, Model, or Security.

o Choose a Date Range for your report.

e Select a Report Format to produce
your report in PDF or Excel format

o Click Create Reports to generate your report.

o Click View completed reports to navigate to the Completed Reports area under
the Documents tab.

Note: Reports may take several minutes to complete, click the Go button in
Completed Outputs to refresh the display to see if your reports are done or
complete other tasks while reports are being generated.

e Click Home on the right-hand side of the banner to return to the Overview tab.
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Pending Transactions

» The pending transactions table displays any transactions that are pending completion.
These include pending dividends, distributions and, in certain cases, trades.

The Pending Transactions table can be filtered for all models or individual models. The
default display is for all models.

Manage Lists

The Account List function allows Investment Advisors to select a group of accounts
and assign a name to the group. Account Lists may be shared with others or private to
their creator. Account Lists are used for the following purposes:

e Reports
e Trades
e Account Management

Manage Lists Navigation
Account List Management is accessed from the Accounts section of the Client
Management tab. Click on the “Manage Lists” button in the action dock:

Sewch | +Coued | Mehectain * | Create Account

Search A Aceouniy . [} saach

Filter AR St v | | Al Fgresictation

" 8 B R R B B B B R BB B B |

0 Accounts selected

Within the Manage List section, you have the ability to Create, Import, Modify or Delete
an existing Account List.
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Manage Lists - Create
From the Manage Lists page, click on Create:

W—_wreate Save Reset Delete List

Selecting Accounts for Inclusion
e To select accounts for inclusion on the List, you can search for an account by
name or number, or filter by status or representative. Additionally, you can select
an existing Account List to serve as the basis of the new Account List:

Search Select a list v [x] Search + Closed

Filter All Statuses ¥ | | All Representatives

e The selected accounts will be displayed in a sortable table for inclusion on the
new Account List:

Aot Sesin

CCCCOoOOOoCOC

o

e The selected accounts can optionally be further refined by clicking on the
individual green Add icon for inclusion on the new Account List. Alternately, all
selected accounts can be added the new Account List by clicking on the green
Add All icon:

Viewing 25 of 1,289 results

A!I Mame
<4——  Option 1: Add all accounts to List

TEST, IN CHAD

POL, MOZELLA
Poquette, Mattie
HOPPER, IN COFFEE

HOPPER, IN BUTTERS .
: Option 2: Add accounts
reries——— | ndividually to List

DEFORD, ELLIOT

Felger, Twana

HOPPER, IM BALLS

oo oleleloleloolole

HOSLER, REENA CONFIDENTIAL
America. All Rights Reserved.
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~

e The accounts added to the new List will display below the accounts result table.
Accounts can be removed if necessary by clicking on the Remove or Remove All
icons:

=

Mame

Option 1: Remove all

TEST, JN CHAD -
accounts from List

POL, MOZELLA

Poquette, Mattie
HOPPER, IN COFFEE
Harrison, Josh
GO it - .
° Option 2: Remove accounts
Perin, Lavera individually from List

INMIS, BARABARA

ZIPFEL, AZALEE

00000000000

JETTON, ELDON
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Naming an Account List
. Once the appropriate accounts have been selected and added to the list, enter the
" name of the Account List in the text box:

Account List to be Created

ACcount List Shared

Account Lists are shared by default. When a new Account List is created, it will be
visible to other users within your organization.

If you wish to keep the list private, simply uncheck the “Shared” checkbox.

Saving an Account List
Simply click the “Save” button on the Action Dock:

Edit Save Reset

There is no the upper limit to the amount of list that can be saved. An Account List must
have a name and at least one account in order to be saved.

Modifying an Account List
Account List can be modified from the Manage List screen within the Client
Management tab.

Upon opening Manage List, All accounts will be automatically displayed. All accounts
will serve as the basis for further modification of existing account Lists:
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Analytics Trading Client Management Prospecting Tools Documents My Profile

> Accounts

Representatives Statement Families Households Users Fee Families
Search | All Accounts v [«] search + Closed
Filter | All Statuses v | | All Representatives v

Viewing 1,294 of 1,294 results

% Name Account Status Type
%] DONN, BOBETTE 381748 B Active IRA - Individual Retirement Account
@ BEYDA, ELENORE 248355 B Active R/O Indiv. Retirement Account
@ GEGENHEIMER, KMTTY 406646 B Active IRA - Individuzl Retirement Account
@ LegalTest, Faye 549601 B Fending Individual
@ SPITTLE, TOCCARA 452710 B Active SoloK
@ Turing, Alan 552880 B Fending ROTH IRA
@ SAVINI, ISIAH 393198 B Active Individual
@ FLANDERS, NED 550511 B Open IRA - Individual Retirement Account
@ TEST 550510 B Active Individual
@ Beaudan, Patrick 552774 B Fending 401-K
(1 of 130) |T| 2 3 4 5 6 7 8 9 10 = = o T

Account List to be Modified

Account List Shared Rename Account list

| setecta st | v

Select the appropriate List from the “Account List to be Modified” dropdown control:

Account List to be Modified

Account List Shared Renagme Accownt st

Selecta list v [

Once the List is selected, the accounts contained in the selected List will display in the
lower table:
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Account List to be Modified

Account List Shared Rengme Account list
2013 List(13) v v 2013 List
All MName Account Status Type
@
@ FLANDERS, NED 549579 B Active RA - Individual Retireme nt Account
@ WAKABAYASHI, CARMINA 487512 B Active R/O Indiv. Retirement Account
@ CARTMAN, ERIC 551844 B Active ndividua
@ HAYDEN, LIZ 549577 B Active RA - Individual Retireme nt Account
@ SPITTLE, TOCCARA 452710 B Active SoloK
@ DEPOLIS, MAMMIE 477083 @ Closed ndividua
@ Test 552096 B Fending RA - Individual Retirement Account
@ TEST 551845 B Active ndividua
@ ADI, YOUNG 444755 B Active 4038
@ MACISAAC, THERESSA 543021 B Active RA - Individual Retireme nt Account
@ FLANDERS, NED 550511 Open RA - Individual Retireme nt Account
@ KNUTZEN, PEGGIE 467656 B Active RA - Individual Retireme nt Account
@ TEST 550510 B Active ndividua

From this screen, the selected Account List can be renamed, privacy settings changed,
and Accounts removed.

Accounts can be added from the upper table containing All Accounts.

Manage Lists - Import
You may import a list of account IDs to use as a list in Liberty.

e Click the Import button in the cation dock:
Impﬂn*—-_ﬁr Save Reset Delete List

e Enter the Account List Name you wish to apply to the imported list and click the
OK button. Note: The format of the imported file must be a single column and
contain a list of valid account identification numbers.
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% IMPORT ACCOUNT LISTS

New Account List Nome Skip header row

Refresh

+ Select Import File (xIs, xlsx, csv or txt)

e Choose the file you wish to import and click on the Open button.

Manage Lists - Export
On the Manage List page, select the list you wish to export, and click on the Export data
link on the upper right-hand side of the table. You will be prompted to select a format.

( Export data )

Valuel

50.00
50.00

$0.00
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Create/Modify Account

~Accounts are created or modified in the Account Registration area of Liberty. While

" most account information is also visible in the Investor inquiry sections of Liberty,
modifications and new accounts can only be created in the Account Registration area.
Account Registration also displays complete information about the account.

Create/Modify Account Quick Start Guide

The following Quick Start Guide provides the basic information you need to get up and
running with creating accounts in Liberty. Please refer to individual sections for more
information.

1. Navigate to the Account Registration area by selecting Pending Accounts from
the Select a list drop-down in the account Search Bar.

2. Click on the Create Account button.

3. Enter account information in the Account Details screen, click Continue when
done.

4. Associate models to the account in the Model Allocations screen, click Continue
when done.

5. Associate one or more representatives to the account in the Representatives
screen, click Continue when done.

6. Associate primary and contingent beneficiaries in the Beneficiaries screen, click
Continue when done.

7. Associate the account to a fee family and assign individual fee schedules in the
Fees screen, click Continue when done.

8. Establish systematic contributions or distributions for the account in the
Systematics screen.

9. Create account opening paperwork in the Forms screen which can then be
viewed and printed for client signature. If enabled, use eSignature to send your
forms out for signature.

10.Create new statement families from the Statement Families screen so they can
be tied to client accounts in the Account Details screen.

11.Copy an existing Account to create additional account types for an investor.

Create/Modify Account - Navigation
Users can access the Account Details area to create a new account from several areas
in Liberty:

e Create Account button in the Search Bar

e Create Account button in the Accounts Action Dock

e Copy button when viewing an existing account in Account Details
Account Details from the Go To drop-down in Account Search Results
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Create/Modify Account - Registration Steps
. The steps on the left side of the Registration are in the account details section of Liberty
’ guides you through the process of creating an account and provides quick-links to
specific types of account information. Once account details are entered you can click on
a step to go directly to that section of the account.

Create/Modify Account - Account Details

Account Details contains the account registration information and other details of the
account, including Personal Identification Information entry fields. Once the required
fields in Account Details are completed, all other Registration Steps are enabled.
Required fields are outlined in Red.

Opened Account Number

Registration Steps = 800206

Account Type

| Select Account Type v ‘ [

Account Details

REGISTRATION INFORMATION
Name ASSOCIATED CONTACT

Model Allocations

Representatives Q] Find None

Create a Contact for this client Mailing name

Interested Parties
Optional name [ ]

Beneficiaries Sort name as

Address line 1 [ ]
Fees

Date of Birth

Address line 2
Systematics
Forms Address line 3
Memos

aty State Zip

Select State v

Registration Information
Complete the required information for the Investor. Contact information is only available
to those that subscribe to TCA’s Contact feature.

Additional Account Owner Information
The information entered here is for the Joint owner of the account.

ADDITIONAL ACCOUNT OWNER INFORMATION

Name Mailing name
Social Security Number Date of Birth

Citizens hip Status

Please Select v

Identification Type Identification Number Expiration Date State (if applicable)

Select ID Type Select State v
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Additional Information
_ Provide optional information for the account. The Prior Account Id can be used as an
" alternate way to search for the account.

Select Statement Family takes you to the Select Statement Family screen where you
can find and attach a statement family to the account.

Select Statement Family

You are now editing Jane Hanchett's Joint account (811781).

Filter art

Remove

Selected

Statement Family Name Primary Account Family Id

ARTIE AMSLER KIMBERLY KOVALCIN 19333

JANNIE TRENHOLM LYNN MINEHART 24139

Done Cancel

0 Use the Remove button to remove the account from an already
selected statement family.

o Done keeps your changes and takes you back to the account details
screen. You must use the Save or Continue button in the account
details action dock to commit your changes.

o Cancel discards any changes made and returns you to the account
details screen.

o If you cannot find the appropriate statement family to associate to the
account you may need to create the statement family. Please see
Create New Statement Family for instructions on how to create a
statement family.

Phone Numbers

Allows you to enter multiple phone numbers for the investor. Entering at least one
phone number is recommended so the investor can use the text messaging feature of
reset password.

PHONE NUMEBERS

Type Number Tvpe Number

Business v (303) 555-5555 Home v

+ Add another phone number

Personal Identification Information

Complete the Personal Identification Information by providing the primary owner’s
information, as required by the US Patriot Act.
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PERSONAL IDENTIFICATION INFORMATION
Citizenship Status

Please Select |ZI

Identification Type Identification Number Expiration Date State (if applicable)

I Select ID Type IZI Select State j

o Fillin primary client’s patriot information for all fields provided. If using a
driver’s license or state ID all 5 fields are required.

o Custom Fields are listed at the bottom of the screen if defined for your
firm.

Create/Modify Account Action Dock

Return to Search

Return to Search takes you back to the Account Search Results screen.

Caution! Changes will be lost if you navigate away from the page prior to clicking Save
or Continue.

Once any data is populated or changed, the Reset button will be enabled. Reset
returns the page to what it was prior to any changes being made.

Once required information is populated the Continue and Save buttons will be enabled.

e Continue saves your changes and automatically navigates you to the next step.
e Save commits your changes and leaves you on the current step. Information is
not saved unless you see the confirmation message

Account saved Account has been successfully saved.

Note: Always tab off of fields after entering information to make sure the information is
recorded appropriately.

Create/Modify Account - Model Allocations
The Model Allocations screen contains the models associated to an account. Use the
radio button to view either allocations or model instructions.

You can also change the account’s Tax Lot Relief Method for taxable accounts. See
Tax Lot Relief Methods for more information.
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To change model allocations, set model instructions or add model comments, click the
Edit button.

Edit Model Allocations

Account model allocations are not valid. Account model allocations must total 100% and all details must be
between 0% and 100%. Deviation must be between 0% and 5%.

You are now editing John Doe's individual account (811860}

ADD MODEL
Select model to odd to toble below:
Select One [l ada
@ EDITMODEL  Z) MODEL COMMENTS
model Aocston  Dewistion  Contribution  Distribution Special Handiing Remove
Model
C-OTH-Crher Aszets ‘ o.oo%| | o.oo?u| | o.oo%| | 0.00‘.‘6| No Special Handling - %]
3-DOME-DOMESTIC GROWTH FUND A [woom| [ oom| [ioocon| [10000%] [ nospecsl nanding [*] (<]
2-DOME-DOMESTIC MODEL [woook| [ ooom| [ioocon| [100.00%] [ nospecs Haning [*] (<]
200.00% 200.00% 200.00%
Save Reset Cancel

e The Other Assets model is the default model assigned to a new account and
cannot be removed.

e Add Model by selecting a model from the drop-down and clicking the Add
button.

e Remove a model by clicking the ® inthe far-right column.

e Allocation, Contribution and Distribution columns must total 100%.
e Deviation must be a percent between 0% and 5%.
e Special Handling allows you to set handling instructions for the assets within the
associated model.
o Hold, Do Not Sell: When selected, the model will not participate in any
trading activity.

o Sell, Model Process, Hold: When selected, a model will be sold out the
next time model processing takes place. For IAs using model closure
tracking, the holdings will be sold and the cash will stay in the model.
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o Sell, Model Process, Sweep: Holdings will be swept to other model(s) as
allocated the next time model processing takes place. This option is only
available for IAs using model closure tracking.

o Sell, Nightly Batch, Hold: When selected, a model will be automatically
sold out via Trust Company of America automatic batch process. For I1As
using model closure tracking, the holdings will be sold and the cash will
stay in the model.

o Sell, Nightly Batch, Sweep: Holdings will be swept to other model(s) as
allocated via Trust Company of America automatic batch process. This
option is only available for IAs using model closure tracking.

e Always tab off of fields after entering information to make sure the information is
recorded appropriately.

e Reset reverts the page to what it was prior to any changes being made and
leaves the user on the Edit Model Allocations screen.

e Cancel exits the Edit Model Allocations screen without saving any changes.

e Save commits your changes and exits the Edit Model Allocations screen.

Information is not saved unless you see the confirmation message

Account model allocations have been successfully saved.

Once your model changes have been saved, click the Continue button in the action
dock to move to the next step in the account registration process or select a step from
the menu on the left.

Create/Modify Account - Representatives
On the Representatives screen you can add representatives to the account.

Ed Rep tive Listed on must have one selection In order to save.

'ANGELD MOTTO' has baen added to the sccount. Click save to keep your changes.

Registration Steps
SEARCH REPRESENTATIVES

Account Detall
i Search

Model Allocations

Reprasentatives Lric erin fiep I Firm
ADRIEN BOATMAN 2809

Beneficiaries

AGUSTIN BERAN 175 LAURA HYSLOR FIRM
Fees ANGELD MOTTO 16808 JEROME ATKISON
Systematics ARDIS BALBOA 19322 JADE FUHR

ARLENE MISSER 1444 HUEY TRITT FERM
Forms

(1 0f 16) - - 1.2'3 4 5.6 7 8 3% 1
ACCOUNT REPRESENTATIVES
Remove Narme Hep 1D Hepresentative Listed on Statement Hecohves Sttement Pescent of Fee

0.00%

Back to Account Search Continue Save Reset
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e Search retrieves all representatives. To limit the search results, enter all or part
of the representative’s name in the Search box.

e Click on the check-box in the left-most column of the search results to view
Representative Details to confirm you are selecting the correct representative.

e Add representatives by clicking on the “ in the search results.

e Remove representatives by clicking on the “ in the Account Representatives

table.

e Representative Listed on Statement must be selected for one representative.

e Receives Statement must be selected for any representatives that need to
receive copies of client account statements.

e Percent of Fee column must total either 0% or 100% in order to save.

e Always tab off of fields after entering information to make sure the information is
recorded appropriately.

e Clicking Back to Account List takes you back to the Account Search Results
screen. Clicking on a Registration Step will take you to the related screen.

Caution! Changes will be lost if you navigate away from the page prior to
clicking Save or Continue.

¢ Once any data is populated or changed, the Reset button reverts the page to
what it was prior to any changes being made.

e Continue saves your changes and automatically navigates you to the next step.

e Save commits your changes and leaves you on the current step.

e Information is not saved unless you see the confirmation message

Information has been successfully saved.

Create/Modify Account - Interested Parties
On the Interested Parties screen, you can add interested parties to an account in Open
or Pending status.

Registration You ane now editing CHERILYN ADLAM's Individual account (506724)
Ste ps SEARCH INTERESTED PARTIES
test Search
Account Details
SEARCH RESULTS Export cala

Model Allocations Add Name Interested Party Information

FF IPtest View Details FF [Ptest
Representatives & Fest Ve Dol :.::Is_wa.—\
Interested Parties -] IP search test View Details 2

1P Test 3 View Details
Beneficiaries |P tasting View Details Edit
Fees {10f8) T2 84 5 8T 8

ACCOUNT INTERESTED PARTIES Export data
Remove  Interested Party Tranasction Conflrmations. Tax Forms. Statemants

Mo records found,
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e Search retrieves all interested parties. To limit the search results, enter all or part
of the interested party’s name in the Search box.

e Click on the View Details link to the right of each search result to view interested
party detail to confirm you are selecting the correct interested party.

e Edit the selected interested party by clicking the View Details link and then
clicking on the Edit button.

e Add interested parties to the account by clicking on the “ in the search results.

e Remove interested parties by clicking on the “ in the Account Interested
Parties table.

e Transaction Confirmations must be selected for any interested party that needs
to receive copies of client account transaction confirmations.

e Tax Forms must be selected for any interested party that needs to receive copies
of client account tax forms.

e Statement must be selected for any interested party that needs to receive copies
of client account statements.

e Clicking Return to Account takes you back to the Account Overview screen.
Clicking on a Registration Step will take you to the related screen.

Caution! Changes will be lost if you navigate away from the page prior to
clicking Save or Continue.

e Once any data is populated or changed, the Reset button reverts the page to
what it was prior to any changes being made.

e Continue saves your changes and automatically navigates you to the next step.

e Save commits your changes and leaves you on the current step.

¢ Information is not saved unless you see the confirmation message

Save Successful. The Interested Party record has been saved.

Create/Modify Account - Beneficiaries
On the Beneficiaries screen, you can add beneficiaries to an account.

Registration Steps

SEARCH BENEFICIARIES
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e Search retrieves all beneficiaries. To limit the search results, enter all or part of
the beneficiary’s name in the Search box.

e View details by clicking on the View Details link to the right of the Name in the
search results table.

e Edit beneficiary details by clicking on the Edit button.

e Add Beneficiaries by clicking on the “ in the search results.

e Remove Beneficiaries by clicking on the “ in the Account Beneficiaries table.

e Spouse may be selected for one and only one beneficiary.

e Primary Percentage must be between 0% and 100% for each primary
beneficiary. The total of all primary beneficiaries defined must be 100%.

¢ Contingent Percentage must be between 0% and 100% for each contingent
beneficiary. The total of all contingent beneficiaries defined must be 100%.

e Always tab off of fields after entering information to make sure the information is
recorded appropriately.

e Clicking Back to Account List takes you back to the Account Search Results
screen. Clicking on a Registration Step will take you to the related screen.

Caution! Changes will be lost if you navigate away from the page prior to
clicking Save or Continue.

e Once any data is populated or changed, the Reset button reverts the page to
what it was prior to any changes being made.

e Continue saves your changes and automatically navigates you to the next step.

e Save commits your changes and leaves you on the current step.

¢ Information is not saved unless you see the confirmation message

Information has been successfully saved.

Create New Beneficiary

New beneficiaries are created from the Beneficiaries step in Account Registration.
Click on the Create New Beneficiary button in the action dock to create a new
beneficiary.

Beneficiary Management

You are now editing John Doe's Individual account (811860).

Tax ID

Create Cancel

nter the Tax ID of the beneficiary you wish to create and click the Create button.
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Note: If you enter a Tax ID for a beneficiary that is tied to accounts outside of your firm,
_ you will be asked to contact your Relationship Manager and will not be allowed to create
" the beneficiary. Your Relationship Manager can help associate the beneficiary to your
firm.

After you click Create you will be brought to the full Beneficiary Management screen.

Beneficiary Management

BENEFICIARY INFORMATION

Name
Optional name
Addressline 1

Adgressline2

Adgressline 3

1l

Ciry State Zip

Select State ||

ADDITIONAL INFORMATION
TaxID Birth date

PHONE NUMBERS

Type Number

Business E

+ Add another phone number

Save Reset Cancel =

e Name is the only required field for defining a beneficiary.

e Save saves the beneficiary information.

e Cancel exits the screen without saving the beneficiary.

e Once returned to the Beneficiaries screen you can search for the beneficiary you
just created and add it to the account.

Create/Modify Account - Fees
On the Fee screen, there are 3 selections—Investment Advisor Fees, Maintenance
Fees, and Transaction Fees. Investment Advisor Fees is selected by default.
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Registration You are now editing TEST's Individual account (797186).
Steps

© INVESTMENT ADVISOR FEES MAINTENANCE FEES TRANSACTION FEES

Account Details Select Fee Family

Model Allocations FAMILY FEE SCHEDULES
Fees paid by related account

Representatives
Search

Interested Parties

= Percent paid
Beneficiaries

Fees

Systematics ACCOUNT FEE SCHEDULES
1] Fee Schedule Fees Paid By Account ID Paid By Percent Split Percent Models Included / Excluded
Farmy 1145 Advisor Fee Schedule 1145 TEST 797186 100.00% Inckude All Models

Add Edit Remove

Investment Advisor Fees

Fee Families
When you select Investment Advisor Fees, you can assign the account to a fee family
and/or assign individual fee schedules to the client account.

The top part of screen defines fee family information. Fee families are used to combine
individual accounts’ market values in order to take advantage of breakpoints defined in
their fee schedule.

Note: Fee Families are created in TCAdvisor. This functionality will be added to Liberty
in a future release.

e Select Fee Family takes you to the Select Fee Family search screen where you
can search for and select the fee family the account should be added to.

0 Select a family using the radio button next to it. Click Select to return to
the Investment Advisor Fees screen.

e Family Fee Schedules will display if a fee family has been selected.

e The Search field for Fees paid by related account allows you to search for an
alternative account to pay all or part of the family fees. This option becomes
available once a Fee Family has been selected.

e Percent Paid becomes available if a related account will be paying all or part of
the family fee. If blank, the account will pay 100% of the family fee allocated to
their account.
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Account Fee Schedules

/ The bottom table defines fee schedules tied to the individual account. An account can
have Fee Schedules and/or Family Fees. By default, all valid fee schedules defined for
your firm will be used to calculate charges for the client account.

Caution! If family fees are the only fees to be charged to the client account then select
an account level fee schedule that charges zero fees. If no account fee schedules are
selected, then all eligible fee schedules will be used to calculate account level fees.

e Click Add to add an account level fee schedule to the account using the Manage
Fee Schedule screen. Select the fee schedule you want to add from the

dropdown.

Manage Fee Schedule
@ You are now editing TEST's Individual account (797186)
| Fee schedule MODELS FOR FEE CALCULATION

( Select fee schedule 4] ® Al Include  Exclude

Spiit percantage include All Models

D Abbrev Name

9 22 MODE ~ MODERATE GROWTH FUND C
o

ALTERNATE ACCOUNT 44 MMX MMX WITH 508

509
Search 46 QUAL  QUALITY PORTFOLIO
25 DOME  DOMESTIC MODEL
26 MODE  MODERATE INCOME AND RISK
Percentage paid
100% 48 DOME  DOMESTIC INCOME INVESTMENTS
27 DOME  DOMESTIC HIGH PERFORMERS
49 bob bob
2
(1 of 8) 1 |2 34|66
5%
Select Reset Cancel

A J

¢ |[f an alternate account will be paying
the fees calculated from this schedule
then search for the account in the

MODELS FOR FEE CALCULATION

&) Al Include Exclude
Alternate Account search box. Include All Models
e Once an alternate account is selected D Abbrev  Name
you can enter the percent of the fee ¢|22.  MODE  MODERATE GROWTH FUND C
the alternate account is to pay. Any M g DMRITEES
remaining percent is paid by the client 46  QUAL  QUALITY PORTFOLIO

account. 25 DOME  DOMESTIC MODEL

26 MODE MODERATE INCOME AND RISK

48 DOME DOMESTIC INCOME INVESTMENTS

27 DOME DOMESTIC HIGH PERFORMERS
49 bob bob
(10ofB) g | | T R



e To select All, Include or Exclude models for the Fee Calculation, use the ID field
checkboxes.

e Click Select to add the fee schedule to the Account Fee Schedules section. Note
that the fee schedule will not be saved to the account until you click the Save
button on the Investment Advisor Fees action dock.

e You can remove a Fee Family or Family Fee Schedule by clicking on the D next
to each.

e Toremove a schedule, select the radio button in the left most column of the
Account Fee Schedules table and click the Remove button. The removal is not
saved until you click the Save button.

e Clicking Back to Account List takes you back to the Account Search Results
screen. Clicking on a Registration Step will take you to the related screen.

e Click Cancel to exit the screen without selecting or changing the fee schedule
information.

Caution! Changes will be lost if you navigate away from the page prior to
clicking Save or Continue.

¢ Once any data is populated or changed, the Reset button reverts the page to
what it was prior to any changes being made.

e Continue saves your changes and automatically navigates you to the next step.

e Save commits your changes and leaves you on the current step.

¢ Information is not saved unless you see the confirmation message

Information has been successfully saved.

Maintenance Fees

Maintenance Fees are paid to Trust Company for custody services. This information is
read-only and can only be updated by Trust Company.

Fees may be paid by the investment advisor or another account. The Investment
Advisor or other account may elect to pay all (100%) or a portion of the fees for an
account. However, the remaining. Maintenance Fee balance is paid by the client.

To view the Maintenance Fees for an account:

1. From the Account Overview, select Account Details. On the registration menu,
select Fees.

2. Click on the Maintenance Fees radio button.
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INVESTMENT ADVISOR FEES @) MAINTENANCE FEES TRANSACTION FEES

MAINTENANCE FEES Export data

/  Fee Schedule Description {[+] Fees Paid By Account ID Percent Family ID Family Description

Custodial Fee Schedule 49 49 Account 100.00%
Custodial Fee Schedule 61 61 Account 100.00%

Transaction Fees

Transaction Fees are paid to Trust Company and are based on the transactions that
have occurred in an account. This information is read-only and can only be updated by
Trust Company.

Either the Investment Advisor or client may elect to pay all (100%) of the fees. Partial
payment of Transaction Fees by another client's account is not allowed.

To view the Transaction Fees for an account:

1. From the Account Overview, select Account Details. On the registration menu,
select Fees.

2. Click on the Transaction Fees radio button.
INVESTMENT ADVISOR FEES MAINTENANCE FEES @ TRANSACTION FEES

TRANSACTION FEES Export data
Fee Schedule Description 1+ Alternate Account to Charge Account ID
TRANSACTION FEES 18 18

Create/Modify Account - Systematics

Systematics lets you define recurring distributions and/or contributions for the client
account. Systematics may be added during the new account process or to an existing
pending account. Systematics can only be edited when the systematic is in Suspended
status. Once the systematic has been approved, it can no longer be edited in Liberty. All
new distributions/contributions created initially reflect a Suspended status.

Note: Once systematic information is entered into Liberty, a completed and signed
distribution form is required to activate the systematic. The systematic will display a
Suspended status until TCA receives the appropriate form in good order and TCA has
activated the systematic. Once the systematic has been activated, the status will
change to Active.

Create Systematic Distributions

The funds will be withdrawn from the account and may be sent electronically via
Automated Clearing House (ACH) or directly to an individual via check.

CONFIDENTIAL
© 2017 Trust Company of America. All Rights Reserved.




[T - (o= e [ Ao ey b e e Jrape—

e = N s
General Distributions

To create a new systematic distribution, click on the New Distribution button. To Edit
an existing distribution, select the radio button in the table and click on the Edit button.

. . You are now editing IRA - Individual Retirement Account account
Registration
Steps SYSTEMATICS Export data
Type Next Req. Date  Status Amount Frequency ACH Account Number ACH Account Type ABA Number
Account Details RMD 031252017 Active Full Monthly 2074 Checking 111000025
Wodtal Allicallons Distribution 021262011 Suspended $87.00 Monthly 074 Savings 111000025
Distribution 061252017 Suspended $42.00 Annually G789 Checking 123456789
Representatives
(10f3) 12} 3 - | » 10 3

Interested Parties
Beneficiaries

Fees

Systematics

Forms

Dollar Cost Averaging

Memos

Return to Account View Continue
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Manage Distribution

You are now editing Joint account

NEW DISTRIBUTION TYPE

o Distribution Required Minimum Distribution (RMD)

PAYEE
If Bank Information for ACH is not entered, the address of record will be used as default instructions. Check fee may apply.

o Account Other

ELVIN AGRAMONTE

DISTRIBUTION DETAILS FEDERAL WITHHOLDING
Reason: [ Select Reason A o) Dollars (8) Percent (%)
Gross Distribution $:  To Be Calculated 0.00
e By Net Amount By Calculation STATE WITHHOLDING
Net Amount (§) Calculated State Select State H

Income Period

Select Period

SCHEDULE
Frequency Next Requested Distribution

(Evter e )

4k
—

[ select Frequency

BANK INFORMATION FOR ACH

Account Type Name on Accouni
Select Account Type H

Account Number ABA Number

Cancel Save

e Select New Distribution Type:
o Distribution
e Select Payee type:
o0 Account (Holder)
o Other - You will be prompted to enter information regarding the alternative
person receiving distributions from the account including Name, Address,
City, State and Zip.
e Fill out the Distribution Details section.
0 Select Reason. Available options are:
= Normal
= Disability
= Premature
Substantially Equal Periodic Payments
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= Early SIMPLE IRA
0 Select By Net Amount, to enter the Net Amount (the amount the client is to
receive) for the distribution OR select a method from the Calculated drop-
down. Available options are:
= Available Cash - ALL cash not invested
= Cash Dividends - ONLY cash dividends
= Cash Divs/Int - ONLY cash dividends and interest
= Divs (cash/reinvs) and Int - ALL dividends and interest
= Reinvest Divs - ONLY reinvested dividends
o For Calculated distributions, select the Income Period to be used when
calculating the distribution amount. Available options are:
= To Current Date - Includes transactions from the last distribution
date through the current distribution date.
= To Prior Month End - Includes transactions from the last
distribution date through the end of the month prior to the current
distribution date.

e The Gross Distribution amount is a calculated field that will update as you make
selections for Distribution, Federal Withholding and State Withholding. This is the
total amount that will be withdrawn from the client account.

e Federal Withholding may be entered as a Percent or Dollars.

e Select the state that the withholding amount should be reported to. Note that
some states require withholding be done in whole dollars only. State Withholding
may be entered as a Percent or Dollars.

e Select the Frequency for the distribution.

o Annually

0 Monthly

0 Quarterly

0 Semi-Annually

e Enter the Next Requested Distribution to define when the first distribution should
be taken from the account. Note that although TCA supports sending
distributions on any date, Liberty currently restricts the ACH distribution date to
the 5™ or 25" of the month. This will be revised in a future release.

« If the distribution is to be sent via ACH, enter the Bank Information for ACH

e Account Number - the unique number at the financial institution receiving
the distribution.

e« Account Type - the type of account, checking or savings, receiving the
distribution.

« Name on Account - the name on the bank account at the financial
institution receiving the distribution. This field is restricted to 22 characters.

« ABA Number - the American Banking Association routing number for the
account receiving the distribution.

« If the distribution is to be sent by check, leave the Bank Information for ACH

section blank. The address of record will be used as default instructions. A check
fee may apply.
« Always tab off of fields after entering information to make sure the information is
recorded appropriately.
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o Cancel exits the Manage Distribution screen without saving any changes.

e Save commits your changes and exits the Manage Distribution.

o Information is not saved unless you see the confirmation following confirmation
message:

Systematic has been successfully saved.

The IRA Distribution Request form is now auto-populated with the data entered into the
systematic distribution or systematic RMD. See Forms below to understand how to
access forms in Liberty.
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Required Minimum Distributions (RMDs)

Manage Distribution

NEW DISTRIBUTION TYPE
Distribution g Required Minimum Distribution (RMD)

PAYEE
If Bank Information for ACH is not entered, the address of record will be used as default instructions. Check fee may appiy.

e Account Other

DISTRIBUTION DETAILS

Gross Distribution Full / Remaining
To Be Calculated o Full Remaining
Federal Withholding (%) State Withholding (%)
0.00% 0.00% State o)
SCHEDULE
Frequency Next Requested Disinbution
[ select Frequency )
BANK INFORMATION FOR ACH
Account Type Name on Account
Select Account Type %]
Account Number ABA Number

Cancel Save

e Select New Distribution Type:
0 Required Minimum Distribution (RMD)
e Select Payee type:
o0 Account (Holder)
o Other - You will be prompted to enter information regarding the alternative
person receiving distributions from the account including Name, Address,
City, State and Zip.
e Fill out the Distribution Details section. Select Full or Remaining.
e Federal Withholding may be entered as a Percent only.
e Select the state that the withholding amount should be reported to. State
Withholding may be entered as a Percent only.
e Select the Frequency for the distribution.
o Annually
0 Monthly
0 Quarterly
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0 Semi-Annually

e Enter the Next Requested Distribution to define when the first distribution should
be taken from the account. Note that although TCA supports sending
distributions on any date, Liberty currently restricts the ACH distribution date to
the 5™ or 25" of the month. This will be revised in a future release.

« If the distribution is to be sent via ACH, enter the Bank Information for ACH

e Account Number - the uniqgue number at the financial institution receiving
the distribution.

e Account Type - the type of account, checking or savings, receiving the
distribution.

« Name on Account - the name on the bank account at the financial
institution receiving the distribution. This field is restricted to 22 characters.

« ABA Number - the American Banking Association routing number for the
account receiving the distribution.

« If the distribution is to be sent by check, leave the Bank Information for ACH
section blank. The address of record will be used as default instructions. A check
fee may apply.

« Always tab off of fields after entering information to make sure the information is
recorded appropriately.

o Cancel exits the Manage Distribution screen without saving any changes.

e Save commits your changes and exits the Manage Distribution.

e Information is not saved unless you see the confirmation following confirmation
message:

Systematic has been successfully saved.

The IRA Distribution Request form is now auto-populated with the data entered into the
systematic distribution or systematic RMD. See Forms below to understand how to
access forms in Liberty.

Contributions Manage Contribution

You are now editing Sample Client's Individual account (812529).

To create a new systematic CONTRIBU 0N AMOUT
contribution, click on the New

Contribution button. To Editan | .
existing contribution, check the
. . select Frequency ||
checkbox in the table and click Lot 7]
on the Edit Selected button. PR - i
‘ ‘ - select Account Type [ ]| ‘
e Enter the Amount of the v e

contribution.

e Select the Frequency for
the distribution.
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Annually
Monthly
Quarterly
o0 Semi-Annually
e Enter the Next Requested Contribution to define when the first contribution
should be deposited into the account. Note that although TCA supports receiving
contributions on any date, Liberty currently restricts the next contribution date to
the 5™ or 25" of the month. This will be revised in a future release.
e All contributions must be done via ACH so Bank Information for ACH is required:
0 Account Number - the unique number at the financial institution funding
the contribution
o0 Account Type - the type of account, checking or savings, funding the
contribution
0 ABA Number - the American Banking Association routing number for the
account funding the contribution
e Cancel exits the Manage Distribution screen without saving any changes.

e Save commits your changes and exits the Manage Distribution.
e Information is not saved unless you see the confirmation message

O OO

Systematic has been successfully saved.

Create/Modify Account - Forms
The Forms screen lets you print pre-populated forms in order to complete the account
opening process.

Youare now editing John Doe's Individual account (211360).

Registration Steps
AVAILABLE FORMS
Account Details Required Form Name Form Description
yes Client Account Application Client Account Application
Model Allocations
no Client Application Instructions Client Application Instructions

Representatives no General Terms and Conditions General Terms and Conditions

no Iransfer Form Transfer Form

Beneficiaries
Fees
Systematics

Forms

The Available Forms table will list the forms pertinent to the type of client account being
created. Click on the Form Name link to review and print the forms. Select eSignature
to create an electronic envelope.
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Create/Modify Account - eSignature Steps

eSignature Steps You will be walked through the eSignature process in a
series of short steps:

e Select the TCA forms for inclusion in your envelope.
e Select to include a Proposal, if available.

Select Account Forms

Select Proposals e Upload other required documents, such as asset
management agreements or broker-dealer paperwork.

Upload Other Forms e Define the recipients of the envelope and send it out for
eSignature

S e Once sent, you will receive confirmation that your

L envelope has been successfully sent
Confirmation

The following information is specific to the new account opening flow, to learn more
about eSignature refer to the Liberty eSignature User Guide.

Select Account Forms
e You will be presented with a list of all TCA forms available for inclusion in the
envelope.
0 Required forms must be included
e Select additional forms via checkbox
e Indicate the number of copies of each form to include in the envelope

Send Forms for eSignature

c SELECT ACCOUNT FORMS
eSignature Steps
Form Name Form Description Required
o Additional Information  Additional Information .
Select Account Forms Application Addendum  Application Addendum
o Advisor Authaorization Advisor Authorizations o
Select Proposals for Distributions for Distributions
Client Account Client Account
’ i Application Application &=
Upload Other Forms
EZ IRA Distribution EZ IRA Distribution
L Reguest Request ne
Enter Recipients i
RA Beneficiary RA Beneficiary
Confi - 0 Designation or Change Designation or Change no
ontirmation Request Request
0 RA Distribution Request IRA Distribution Request no

RA Systematic and One-  IRA Systematic and One- .
Time ACH Contribution  Time ACH Contribution

Statement Family State ment Family
Request Request

] Transfer Form Transfer Form no
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Select Proposals
o |If applicable, a list of proposals associated to the account will be presented.
Add documents to the Envelope via check box.

Send Forms for eSignature

. SELECT PROPOSALS
eSignature Steps

Proposal Name Investment Amount

i Sampk Investment Plan $150,000.00
Select Account Forms

Select Proposals
Upload Other Forms
Enter Recipients

Confirmation

Cantinue Reset Cancel

e ———

Upload Other Forms
e Clicking the Choose button will bring up a window that allows you to upload

documents you have saved on your computer or network drive. See Appendix
A for instructions on adding a signature tag to these forms. Here are some
examples of the types of forms you may want to include for eSignature:

o Prefilled via LaserApp

o Marketing Materials

0 Advisory agreements

0 Broker — Dealer paperwork

Send Forms for eSignature

eSignature Steps UPLOAD OTHER FORMS

+ Chooie

Salect Account Farms

Salect Proposals Cegmmize = biw feider == 1 8
Upload Other Forms ¥, Fuiciat
Erner Recigients

Confirmaten
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Enter Recipients

e Setting up your eSignature workflow was done when establishing your
account,
eIiminating Send Forms for eSignature
the need eSignature Steps EgiLTEC'P'ENTS o g pre—
to enter el Account Forms Crestor Sample Advisar ] [ sempeadvsor@gmaicom
this
informatio Upload Ochar Forms | (| [(omes )
n. R
e Email Confirmation
informatio —
n for your Teacopy [y I v —
clients will E—
be pre-
populated Send el =
from the
Account Details screen.
e You may need to enter phone information for your clients so the DocuSign
phone authentication process can be completed.
¢ Your workflow setting will determine what information can be edited.
Confirmation
e You will receive an on screen success message once your envelope has
been sent
e You can choose View Envelope and confirm signing
e You can
Open Send Forms for eSignature
lele) S (I [ Ereye————
view the . conFRmATION
status of | = FTE et it o o s
the Select Account Forms
envelope | seetrropent
. This Upload Other Forms
will bring Enter Recipients
you to Confirmation
the
Envelop ViewEnvelope | Openinbox | Feset | Clase
es page
under

the Documents tab.
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DocuSign Workflow
e The Envelope creator must first confirm signing.

o0 This can be done by selecting the View Envelope button on the
Confirmation page.

o0 It can also be done from the Envelopes section of the site.
e You can edit or add new information to the form.
e You can review all documents that have been included in the Envelope.
e When ready, Confirm Signing.

[ . | -
P TRUST 100% | v | 4 Download || ¥ Print | More w PRSI X
- | » Hide
P w ClientApp....
CLIENT ACCOUNT APPLICATION TRUSTS COMPANY
Institutional Advisor Services A AR ~ A 4 &
OF AMERICA 1
General Instructions
« By completing and signing this application the account owner is [B12329 |
sslgM'sﬂ{ng an account subject lo the lerms and condifions made Trust Company Account Numbar
. m‘“*””f‘;”m?’?"d,;’fsm‘wwﬂf;”ﬁfmm o E. Emplover Information
hitp:iiwww., i isor-forms! | 2
 Ni— |
Confirm . . X Address 1
Signing All required fields complete. — : _l

Address 2

*fou will have an opportunity to save your copy on the next

v} City State i
Sereen. ﬂ F. Simple IRAs only: 1* Funding Date: Iil

Click "Confirm Signing" when you are ready. 3 SECTION 3: Additional Account Owner Information

Select One: |_Additonal Owner |_|Custodian | Decedent | JExecutor
v Jother:

information is completed in section ZE.

SECTION 2: Primary Account Owner Information (or Minor)

A. Name and Contact Inf L

A. Name and Confact Information

|D onald Duck | | | |
Date of Birth ‘Social Security Mumber
MName |
06/16/1946 | T |
Date of Birth | |Socia| Security Number | ,—|
| Phane # LICell LWork LI0ther Phone # LIGel | JIWork LIOther
Phone # 'JCell ' Work LJOther Phone # ' JCell | JWork | _JOther ' ; '

B. Mailing Address PO Boxes Allowed - If providing a PO Box, -
B. Mailina Address PO Boxes Allowed - If orovidina a PO Box. Section 3C must be proviging & resi address.

View the status of submitted envelopes in the Envelopes screen under the Document
tab.
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Create/Modify Account — Dollar Cost Averaging

_ Dollar Cost Average schedules are used to create periodic movements of cash from the
" Non-Modeled to Models with defined contribution percents. Investment advisors may
define a dollar cost averaging schedule during the new account process or add a
schedule to an existing account to run whenever contributions are received.

Note: Currently, dollar cost averaging cannot be set up in Liberty for funds coming
through the ACATS system. Please contact your Relationship Manager to set up a
schedule using funds transferred via ACATS.

Schedules may move a percentage of the total contribution from the Non-Modeled to an
account's model allocations and may include definitions for minimum and maximum per
contribution amounts. In addition, a schedule may begin Immediately when the deposit
has posted or may be Delayed to the next scheduled period after the deposit has posted
to the account.

Note: Transfers from the Non-Modeled to Models will appear on the Receipts Report.

Withdrawals from an account impact the schedule's duration. Once the Non-Modeled
has zero dollars available to move, the Dollar Cost Average Schedule will cease. For
example:

If an account has an initial deposit in the amount of $10,000.00 and the intent is
to move $1,000.00 to the model on a monthly basis, a 10-month schedule is
created. However, if $2,000 is withdrawn from this account, the 10-month
schedule will not run in the 9th and 10th months because the Non-Modeled will
not have any dollars available to move to the model. Note: This example
assumes no additional contributions have been made to the account.

Create/Edit a new Dollar Cost Averaging Schedule

Select the account. Under Registration Steps, select Dollar Cost Averaging. Click
Edit in the Action Dock.
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Registration Steps

CONTRIBUTION AMOUNT @

. Percentags of Deposit per Contribution
Account Details

| 0.00% |
Model Allocations Minimum per Canfribution

| 0.0 ]
REP resentatives Maximum per Condribution

| s0.00 |

Interested Parties
CONTRIBUTION TIMING @'

e Frequenc
Beneficiaries i

[ Select Frequency =:]

Fees Begin

Delayed Immediate

Systematics
Forms
Dollar Cost Averaging

Memos

Enter the Contribution Amount information:

1. Define the dollar amounts to be invested in the client models each period.
Required fields are outlined in red.

e Percentage of Deposit per contribution - Total percentage amount per
deposit to be moved to the model.

e Minimum per contribution - Minimum amount per contribution to be moved
to the model.

e Maximum per contribution - Maximum amount per contribution to be moved
to the model.

Enter the Contribution Timing information:

1. Define the frequency for moving cash to the model. Required fields are outlined
in red.

e Last Day of the Quarter

e Monthly — Enter the Day of the Month <1-31>

e Quarterly — Enter the Day of the Quarter <1-92>

o Weekly — Select the Day of the Week <Monday-Friday>
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Note: If the dollar cost average event falls on a weekend or holiday, the schedule will
. process on the next business day.

Enter the Begin date information:

1. Define the timing to begin dollar cost average events based on the post date of
the deposit.

e Delayed - Cash is moved during the next scheduled period after a deposit
has been posted.

¢ Immediate - Cash is moved during the current scheduled period after a
deposit has been posted.

e Day of Week/Day of Month/Day of Quarter - Enter the specific day for
processing.

Remove a Dollar Cost Averaging Schedule

To remove an existing Dollar Cost Averaging Schedule, click the Remove button in the
Action Dock.

Note: Active schedules are NOT removed and will process until the schedule has been
satisfied or there are no available funds remaining in the Non-Modeled to process the
schedule.

Create/Modify Account - Memos
The Memos screen lets you enter memos for an account. Anyone with required
permissions and access to the account can create and edit memos.

You are now editing Bene Dist's 403B account (635934),

Registration
Steps Account Memos Export data

Author ID Data Created Memo Type Reminder Date Mossage Memo Detail
Account Details kharringtan-32 09/11/2017 Wire Instructions 08/11/2017 kharrington 32 09/11/17 08:32am Wire instructions ABA1003...  Select a memo to see the details.

Model Allocations kharrington-32 09/11/2017 Distributions 0811/2017 kharrington 32 09/11/17 08:31am Set up a systematic distribu...
Representatives
Interested Parties
Beneficiaries

Fees

Systematics

Forms

Dollar Cost Averaging

Memos

Return to Account Create

To create a new memo, click the Create button in the lower-right area of the screen.
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In the Manage Memo dialog box, select the Memo Type and enter a Message. These
fields are required.

)

Manage Memo

MEMO DETAIL

Author Id kharrington-32

Date Created 09/11/2017

hiso Type ¥ Select Memo Type )

- Complaint and Resolution
Distributions

MASTER

Mutual Fund Regquirements
Mew Asset Transfers In
Scheduled Distribution
Transfer Note

Transfer Out

Wire Instructions

Reminder Date

Message

900 characters remaining.

Cancel

Additionally, you may enter an optional Reminder Date by selecting a date from the
calendar. Visit the Reminders section for more information on accessing memo
reminders.
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Manage Memo
MEMO DETAIL

Author Id kharrington-32

Date Created 09/11/2017

Memo Type ( Distributions

Reminder Date [ |

Message

900 characters remaining.

Once finished, click Save to save the memo or Cancel if you wish to return to the
Memos screen.

On the Memos screen, Clicking Back to Account List takes you back to the Account

Search Results screen. Clicking on a Registration Step will take you to the related
screen.

Caution! Changes will be lost if you navigate away from the page prior to clicking
Save or Continue.

Create/Modify Account - Copy an Existing Account

Select the Go To drop-down and select Account Details to edit or view an existing
account in the Account Registration area.

Click the Copy button in the Action Dock to copy the data into a new account.
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eC® <

1 LIBERT

i Search  + Closed Select a list Back to account list Create Account

th | o
Kristen Harrington

Home | Bulletins 11 | Forms | Agreement | Suggestions | Diagnostics

& Trust Company of America

Analytics Trading Client Management Prospecting Tools Documents My Profile

Accounts Representatives Statement Families Households Users Fee Families Cash Demands

Registration You are now editing TEST's Individual account (596877).
Ste ps Opsned Account Number Status

10/25/2016 596877 @ Active

Account Typea Entity Tax ID, EIN or 55N
Account Details Individual ’ G789

Model Allocations REGISTRATION INFORMATION

_ Name ASSOCIATED CONTACT
Representatives
None
Interested Parties Opticnal name Mailing name
Beneficiaries . [ TEST ]
Address line 1

Sort name az

Eoas [ TEST ] [ 777 \
Return to Account Copy Reset Save Continue

A window will display, allowing you to select what data you would like to copy. Account
is default selected, which will copy basic account information such as Entity Tax ID,
EIN, or SSN and Name, Address, City, State, Zip, DOB, Email Address, Statement
Frequency, and Phone Numbers.

You can also select optional data to copy such as Models, Representatives, Interested
Parties, Beneficiaries, and Fees.

e Selecting Models will copy models data, model allocations, contributions, and
distributions.

e Selecting Representatives will copy representative associations, statement
preferences, and % splits.

e Selecting Interested Parties will copy interested parties and their statement and
tax form selections.

e Selecting Beneficiaries will copy beneficiaries, spousal status, type, and
percentage.

Selecting Fees will copy family fee schedule and account fee schedules.
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’ Once you have made your selections, click Copy to create a new account with the
copied data. Cancel takes you back to the existing account details page.

A success
message will
appear once
the account
data has
been copied
and you will
be on the
account page
for the
account you
just created.
A new
account

Accounts

Analytics

Registration
Steps

Account Details
Model| Allocations
Representatives
Interested Parties
Beneficiaries

Faac

Return to Account

Trading

Client Management

Prospecting Tools

Documents

Statement Families

You are now editing T

Cpened Accourl
10/25/2016 59687

Account Type

Individual

REGISTRATION INFOR

Name

Optional name

Account Copy Options
+  Account
Models
Representatives
Interested Parties
Beneficiaries

Fees

Cancel

Copy

My Profile

CIATED CONTACT

fame

Address fine 1

TEST

i TES|

Sort name sz

[ 777

Copy

Reset Save Continue

number will be displayed. You must complete the required fields before the completing
the account creation process.

Note: You may get a failure message if all or part of the account data does not
copy into the new account. The error message will let you know what sections
did not copy and which copied successfully.

In the Account Type dropdown, select the account type of the new account. This field is
mandatory. Mandatory fields will be notated with a red border. These mandatory fields
can be different depending on the account type selected.

You can choose to edit existing data or add additional information to each screen.
Ensure that you click Save or Continue to save your changes.
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0@ < [Em] & Trust Company of America & i} ol |+

Welcome back, =lgn out.

L Kristen Harrington

1% Home | Bulletins 11 | Forms | Agreement | Suggestions | Diagnostics
i Search  + Closed Select a list Back to account list ~ Create Account
Analytics Trading Client Management Prospecting Tools Documents My Profile

Accounts Representatives Statement Families Households Users Fee Families Cash Demands

o Data from Account 596877 has been successfully copied. Click save to keep your changes.

Opened Account Number
Registration nia 797770
Ste ps Account Type Entity Tax ID, EIN or SSN
[ select Account Type +) [ w5789
Account Details REGISTRATION INFORMATION
. Name ASSOCIATED CONTACT
Model Allocations [ TEST 0} Find None
Representatives Create a Contact for this client Mailing name
Optional name [ TEST ]
Interested Parties
Sort name as
Beneficiaries Address ine 1 [ 277 ]
[ TEST Date of Birth
Fees Addrass lins 2 01/011970
Return to Account Reset Save Continue

¢ Return to Account takes you back to the Account Details for the existing
account and cancels creating the new account.

e Reset clears the data on the new account screen.

e Save commits the data to the new account and leaves you on the current page.

e Continue saves the data and takes you to the next screen in the Registration
Steps.

Caution! Changes will be lost if you navigate away from the page or click the Return
to Account button prior to clicking Save or Continue on every step of the
registration process.

Keep stepping through each of the Registration Steps until you reach the Systematics
screen. Once you click Continue on this page, your new account details will be saved
and the new account will be created in the system.
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Client Management - Representatives
. Navigate to the Representatives screen to search for an existing representative or to
' create a new one.

Analytics Trading Client Managemernt Proa pecting Tools Documents My Profile
Search o Search
Filter All Offces
Viewing 75 of 75 results
Name Rep D Fam CRD Mamber Repretentative Detalls

Click the Search button to retrieve all representatives or enter all or part of a
representative’s name to limit the search results. Use the Filter to narrow the results
down to a particular office.

{1od8) 1.2 |3 & 56178 [ -

Select a row to view more details about the representative and to access the Edit button
in order to modify the representative.

Click the Create button to create a new representative.
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FIRM DETAILS

REPRESENTATIVE INFORMATION LAURA HYSLOP

AGLISTIN BERAN

Resourse Horizons Investment Advisory

3225 Shallowtord Rd NE Ste 900

Marietta | [Goorgia + || 30082

ADDITIONAL INFORMATION

PHONE NUMBERS

Enter as much information as possible about the representative, including their CRD #,
name, address, email address and phone number(s). Select a Firm (Office) to associate
the representative with. If you do not see the representative’s firm listed please contact
your Relationship Manager. You must create the representative before they can be
added to any client accounts.

Client Management - Statement Families
Statement families can be viewed, edited or created in the Statement Families screen
accessed under the Client Management tab.

STATEMENT FAMILIES

Filter

Create New Statement Family Edit Sefected

Enter text in the Filter box to limit the search results
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e Click on the check-box in the left most column to view all accounts in the
statement family

e Click on the check-box in the left most column and click the Edit button to edit
the selected statement family.

e Click Create on the action dock in the lower portion of the page to create a new
statement family.

Statement Family Maintenance

o Name

75355

SEARCH ACCOUNTS

are Viewing 1 accounts

Primary Name Account

8 O EFFLAND, TAREN 381127
Viewing 2 accounts

Name Account Family
EFFLAND, TAREN 381127

& EFFLAND, TAREN 581121

Save Reset Cancel

e Name is the only required field to create a statement family. Once the family is
created, new accounts can be tied to the family from the account details screen.
See Account Details for more information.

e Use Search Accounts to find one or more accounts to tie to the statement
family.

e Click the @ to add the account tc the family.

e Click the @ to remove the account from the family.

e If any accounts are tied to the family then a Primary account must be selected.

e Click Cancel to exit the screen without saving your changes.

e Click Save to save your changes and return to the Statement Families search
screen.

e Information is not saved unless you see the confirmation message

Information has been successfully saved.

Client Management - Households

Households allow you to track information about your client that may not be specific to a
single account. TCA has the ability to customize some of the fields you see in the
Households screen. Please contact your Relationship Manager if you want to learn
more about this feature.

If you have access to Households then you can view accounts that are associated with
ment family in a single Household view. You can get to this view directly from the
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Account Search screen by clicking on the name in the Household column. This
. household view simply compiles information from all members of the family, but it is not
’ a true Household record. You can elect to create a household from this view, or you can
create a new household directly from the Households screen under Client Management.

The only required field when creating a Household is the household name itself. If you
want to associate accounts to the household then select the Statement Family that
represents the accounts to be associated with the household.

Enter as much or as little of the remaining information as desired and then click Save.
The information you enter here is then available for viewing in the Households view in
the blue bar on the left of the screen.

Hourrhold HOUSEHOLD MEMB ERS
Preast Household

$831,831

Camt

RMD 2017

26363

VIEW BY MODELS ™ VIEW BY ACCOUNTS

Return to Search Create Household Edit Household

From the Households search results screen under Client Management you can create
one or more Household reports. Select the household you want to report on and click
the Create Reports button.
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. Household Batch Reports o

GENERATE REPORTS FOR 1 HOUSEHOLD(S)

REPORTS TO INCLUDE:
Househeld ID  Name

All Reports

Portfolio Snapshot By Account, By Model
Portfolio Snapshot By Model, By Account
Portfolio Review

1004 Preast Household

DATE RANGE:

Inception to date

14 04/01/2016 to  04/15/2017

o

REPORT FORMAT:
PDF M

Create Report

Select All Reports or one or more individual reports. Select the date range and format
for your report and then click the Create Report button. Your report will be generated
and displayed in a separate window. These reports can be branded with your firm’s
logo, contact your Relationship Manager for more information.

Client Management - Users
The Users area is where you can manage user passwords, disable/enable users and
view permissions.

Q Representatve  * Enabled

Viewing 218 results

= Invalid Artempts

Search for a specific user by entering their name, user name, account id or rep id into
the search box. You may also filter users by user type by selecting the user type from
the dropdown. User type refers to the type of user the login is associated with. Valid

es are Representative, Investor, Office Manager (Firm) or Investment Advisor. The

CONFIDENTIAL
© 2017 Trust Company of America. All Rights Reserved.



Status filter allows you to select users based on their current status Enabled, Disabled,
. Expired or Locked.

Click on the Login link to edit or view more details. Alternatively, you can click on the
radio button and then click on the Edit button in the action dock.

When viewing a user you can reset their password, Disable or Enable them or view the
user’s defined Roles. Roles give you an idea of what permissions the user has within
the Liberty application.

User Maintenance
USER DETAILS CHAMNGE PASSWORD

ytogsqy  CMOOSEANEW PASSWORD

Maree Hoger Smith

Roles User Typs Repeeentative
CONFIRM PASSWORD

status Enabled

| 2007 Trust Company of America. All Rights Reserved. Member FIC

Inwestment Products: Not FOIC Imsured » N Sank Guasantee « fay Lose Value
Tyeatuns calculated using mOsE recent cosing price. $alues caiculated using 70 minute delayed price, if available, or most recent cosing price.
Trust Company af Amarica, tha Trust Company af Amrics laga, snd Lty are registaesd trademasks of Trist Campany of Amaries. Al pther tradamarks mantanad hamin s tha property of thair respactive aunsrs. Drnduct and saries aMBrngs are subject 1o changs withou!

Retumn to Search Disable User

If the user id has been disabled, you can re-enable it by changing their password. To
disable a user id click on the Disable User button in the action dock.

Click Save to save your changes. When a user’s password has been changed you will
need to tell them what the new password is. The user will be forced to change their
password to something only they know after they log in.

Please note that Representatives and Investors have the ability to reset their own
passwords if they are having trouble logging into Liberty. RIAs should typically only
need to reset passwords for RIA and Office Manager level logins.

Client Management - Fee Families

Investment advisors with the appropriate permissions may associate an account to a
Fee Family to receive investment advisor fees at a discount or to consolidate the
payment of fees utilizing the Fees paid by and Percentage Paid fields in an account's
registration.

Fee Families - Navigation
Fee Families are accessed from a sub-navigation on the Client Management page:

Client Management - Fee Families
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= | =
| Search + Closel | Select a list il Back to account list Create Account
Analytics Trading Client Management Prospecting Tools Documents. My Profile
Accounts Representatives Statement Families Households Users Fee Families Cash Demands

All available Fee Families will be displayed by default, with the ability to filter the results
by name or ID:

Filter o
Virwing 8 ol & peaul
© Vet P errts teor
e aerpin WPk by Rekard Rekated gt
244 saton w08y
T Kk
e
45813 # 02 O MET
P P s2e1 s
25415 Pt tarm
25430 e
ey s
sy

View Fee Family Detail

Detail on each Fee Family is displayed on the right hand information panel. Select the
radio button next to the Fee Family ID to view detail on the selected Fee Family:

Viewing B of & results Txport ducs

o Famity Name AssoarnL Fees Wiewing 4 groounts

1mem jamesan w0 WPy Kelald Kedated Secomunt
211888

sassa b
00632 s000% a1

45613 —— -

. 45610 ee Fam 3 (BC0EM

25615 Fex F ©

45630 157 o

3628 Jenzan Fam 7

5873 Hitks [
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Create a Fee Family
. Fee Families can be created from the Fee Family main page. Clicking on the “Create”
/ button in the action bar will open the Fee Family Maintenance screen:

Ansbytles Toading F AT —— Prospecting ook F— My Praile

C) Famty s s fees Whewing 1

4P By kot Bttt Acoun

W0O0oN BCISs

The Fee Family Maintenance screen will prompt for the new Fee Family name and
present the available Fee Schedules for selection:

Fee Family Maintenance
D Family Name
45680 [ |
AVAILABLE FEE SCHEDULES APPLIED FEE SCHEDULES
Viewing 4 results Viewing 0 results

All 1D MName Al 1D Name Split Percent  Models for Fee

[+)] [x] Calculation

@ 12 Advisor Fee Schedule 12 No records found.

@ 1145 Whitney White

@ 1146 Anne Jameson

© uw Tom & Vicki Garrison

Cancel Save
. -

A new Fee Family must have the following information before it can be saved:

e Family Name.
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e One or more Fee Schedules must be applied.

> Edit a Saved Fee Family
Saved Fee Families can be edited by selecting a Fee Family and clicking on the Edit
button on the Fee Family main page:

Fee Family Maintenance

0 Fomily Name

43613 [ 1S test

AVAILABLE FEE SCHEDULES APPLIED FEE SCHEDULES
Viewing 4 results Viewing 2 results

Al 1D Name Al D Name Spiit Percent  Models for Fee
Calculation

@ 12 Advisor Fee Schedule 12 @ 1145 Whitney White N/A  Include AllModels
1145 i

8 1146 Anne Jameson N/A Include AllModels

Cancel Save

The following edits can be made to a saved Fee Family:

e Change the Family Name
e Apply or de-select previously applied Fee Schedules.

Optional: Models for Fee Calculation

Investment advisors with the appropriate permissions may choose to include and
exclude market values for consideration in the fee calculation. For more information,
please contact your Relationship Manager.

Models for Fee Calculation can be accessed by clicking on the applied Fee Schedule
name within the Fee Family Maintenance Screen:
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Fee Family Maintenance

o Family Name

45613 | s tast

AVAILABLE FEE SCHEDULES

Viewing 5 results

APPLIED FEE SCHEDULES

Viewing 2 results

Al D MName Al 1D MName Split Percent  Models for Fee
[+] %] Calculation
9 12 Advisor Fee Schedule 12 8 1145 Whitney White N/ Include AllModels

1145 Whitney White 0 1146 Anne Jameson N/ Include AllModels

1145 Anne Jameson
9 uw Tom & Vicki Garrison
@ 3719 FA 929

Cancel Save

Fee Family Maintenance
You are now editing 15 test (45613) Fee Schedul e: Whitney White (1145)
MODELS FOR FEE CALCULATION
e all Include Exclude split Percent :] Include All Models

ID Abbrev Name
W 57 1 57-1-A
+ 5 GB S-GB-ALLOCATED HOLDINGS
« 40 ADM 40-A0M-Assets only model X
« 35 CRP 39-CRP-BALANCED GROWTH AND INCOME
+ 31 G550/50 31-G550/50-BALANCED INVESTMENTS
« 43 CHU 48-CHU-Chad Mode
+ 15 OE 15-0E-CONSERVATIVE GROWTH AND INCOME
« 45 C 45-Cl-Cyriani Import
W 3 G3 3-G3-DOMESTIC GROWTH FUND A
« 27 5D Agg 27-5D Agg Bal-DOMESTIC HIGH PERFORMERS

Bal
(1ofs) 1(2|3 |45 LR
Cancel Select

All - All of the Investment Advisor's model market values will be included in the Fee

Calculation.

Include -Selected models' market values will be included in the Fee Calculation for the

Fee Schedule.

Exclude - Selected models' market values will be excluded in the Fee Calculation for the

Fee Schedule.

ed in the Fee Calculation.

Note: If no other selection is made, all of the Investment Advisor's models will be
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When Include or Exclude is selected:

) Checkbox = Select Model for the Fee Calculation.
ID= Model identification number.
Abbrev = Abbreviation for Model.

Model Name = Model Name.

Client Management - Cash Demands

Cash Demands allows the online entry for cash demand requests on client accounts,
eliminating the need for investment advisors to contact TCA to place the request on the
account. The investment advisor may process the models to satisfy the cash demand
as soon as the cash demand request has been submitted through Liberty.

View a Cash Demand
To view cash demands for all accounts, navigate to the Cash Demands page by
selecting the Client Management tab and then clicking on the Cash Demands link.

Analytics Trading Client Management Prospecting Tools Documents

Accounts Represeniatives Statement Families Households Users Fes Families Cash Demands

Search Al Accounts Created last 7 days ﬁ (%] S

FlitE[' All Statuses E All Representatives H

To view cash demands for an account, select the Transactions tab in the Account
Overview screen and select the Manage Cash Demands link under Additional Actions.

Overviewt Holdings Trading Income Transactions
Hat Assals Securities ek % Trade from positions 20484V S 7] Wiew transactions,
$1 50,30 1 _ = or models $330 actions and transfers

About your account /
T | Account Information,

. ﬁ Deocuments & Settings

ADDITIONAL ACTIONS PENDING TRANSACTIONS

Request Coniribution » Transaction Trade Order ® Trade Date Security Model Quantity Am
Request Distribution

Manage Cash Demands » No records found
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Cash Demand Search

_ Enter search criteria to search for a cash demand. You can search on any date range
’ (defaults to 30 days) or by Status, Account ID, Distribution Type, Gross Amount or Net
Amount. Click Search to filter results.

Create a New Cash Demand

Cash demands may only be entered for one account at a time and only for accounts in
Open or Active status. By default, Liberty assigns the percent of the distribution by
model according to the account model distribution percents. Investment Advisors may
change the distribution amounts to other models held by the account.

CASH DEMAND DETAILS

Email: Amount:
no amal address s [
® ) Gross 1,000.00
Nat
Method:
® ACH
Withholding
Check i Address of Record Overnight $25.00 Fadaral: ) None:
Wire $25.00 Dollars:
Internal Transfer Percent
nia = None:
no min. Dallars:
Percent:
Total Withholding: $0.00
Total Amount (Gross plus Fees): 51,000.00
MODEL DETAILS
Model Distribution Allocation  Special Handling Market Valued Available Cash Amount of Gross Percent of Gross
SINTE-INTERNATIONAL 100,00% $63.943.86 $3,184.50 ( 100000 ( 100.00)
GROWTH FUND
-OTH-Other Assets 0.00% $0.00 $0.00 ( 0.00 ( 0.00)
100.00% $63,043.86 $3,184.50 $1,000.00 100.00%

To create a new cash demand:

e Select the Create button on the Cash Demands page.
e Enter the distribution amount in the Gross Amount or Net Amount field. A cash
demand must not be entered for more than 90% of the account's value.
e Optional: The Email address of the investor. (This feature is not functional at this time.)
e Optional: Modify the Method. ACH is the default method selected.
e Optional: Enter the Withholding as a Dollar or Percent.
0 Note: Only specific account types may include withholding instructions.
For Individual Retirement Accounts (IRAs) withholding amount must be
0%, 10% or greater than 10%.
e Optional: Modify the Model allocations for the distribution either Amount of
Gross or Percent of Gross. The percentages must equal 100% or the total
amount equals the Total Amount (Gross Plus Fees) amount.
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Save commits your changes and leaves you on the current page. The cash
demand will stay in Open status until it has been submitted.

0 Note: The cash demand is not added to the cash calendar until you click

Submit.

Submit saves your changes and adds a pending event to the cash calendar.
Once submitted, you will be redirected back to the Cash Demands page.
Clicking Return to Cash Demands takes you back to the Cash Demands
screen. Clicking on Return to Transactions will take you back to the Account
Overview page.

o Caution! Changes will be lost if you navigate away from the page prior to

clicking Save or Continue.

Once any data is populated or changed, the Reset button reverts the page to
what it was prior to any changes being made.
Information is not saved unless you see the confirmation message.

The Cash Demand has been submitted.

Edit a Cash Demand
The only cash demand requests that may be edited are those requests reflecting an
Open or Submitted status.

Editing cash demand for TEST's Individual account (596877).

CASH DEMAND DETAILS

Email:

no email address|

Method:

@ ACH

Check to Address of Record Overnight $25.00

Amount:

#) Gross 100.00

Net

Total Amount (Gross plus Fees): $100.00

Wire 5$25.00

Internal Transfer

MODEL DETAILS

Model

Distribution Allocation Special Handling Market Valuet Available Cash Amount of Gross Percent of Gross

0-OTH-Other Assets 100.00% §1,000.00 $1,000.00 [ 100_00] [ ‘!OD.DD]

100.00% $1,000.00 $1,000.00 $100.00 100.00%

Click on a Cash Demand ID.

Modify the Gross Amount or Net Amount to achieve the desired objective.
Optional: The Email address of the investor. (This feature is not functional at this time.)
Optional: Modify the Method. ACH is the default method selected.

Optional: Modify the Withholding as a Dollar or Percent.
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o0 Note: Only specific account types may include withholding instructions.
For Individual Retirement Accounts (IRAs) withholding amount must be
0%, 10% or greater than 10%.

e Optional: Modify the Model allocations for the distribution either Amount of
Gross or Percent of Gross. The percentages must equal 100% or the total
amount equals the Total Amount (Gross Plus Fees) amount.

e Save commits your changes and leaves you on the current page.

0 Note: The cash demand is not updated on the cash calendar until you
click Submit.

e Submit saves your changes and updates the pending event on the cash
calendar. Once submitted, you will be redirected back to the Cash Demands
page.

¢ Kill removes the pending cash demand event from the cash calendar. Only cash
demands in Open or Submitted status can be killed.

e Clicking Return to Cash Demands takes you back to the Cash Demands
screen. Clicking on Return to Transactions will take you back to the Account
Overview page.

o Caution! Changes will be lost if you navigate away from the page prior to
clicking Save or Continue.

e Once any data is populated or changed, the Reset button reverts the page to
what it was prior to any changes being made.

e Information is not saved unless you see the confirmation message.

Information has been successfully saved.
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Additional Professional User Options

. As a professional user, you may have access to additional functions when viewing
~ investor accounts.

Account Termination
Account termination information can be accessed from the Overview tab when viewing
an individual account. Select the Account Termination link under the Additional Actions

section.
&é Professional Mode v | You are viewing CHESTER VANALST Y jssiutebisittbis S - = SREERSSESE a2
et e 4 Account Termination
et Assets Securities Cash
TERMINATION DETAILS
98% 2%
$37,203 e . [
Upon Termination
Date Initiated
ADDITIONAL ACTIONS LATEST ACCOUNT ACTIVITY N
one
s T eI Transaction Statement Date a0 ns
No records found. Date Closed
None
TOP AssET cLassEs@ | &
Totals & Trends
Asset Class submit p— v
Total Value over the last 92 days o
Taxable Bond [4-(
Equities-Domestic f:
Sl Bonds-Taxable po:
Alternative 67
SRR Other Asset Classes Ig[
. —

To initiate termination of an account, select either Hold or Sell from the Upon
Termination drop-down and click the Submit button. The Date Initiated will automatically
fill in with the current date. The Date Closed will be populated by TCA when the account
has been transferred out.

Account Level Trading
Account level trading is covered in the Liberty Trading Guide.

Request Contribution
Request Contribution allows you to request that TCA pull money from an investor’'s
bank account to deposit into their TCA account in the form of an ACH deposit.

To request a contribution, navigate to the investors account on Liberty and go to the
Transactions tab. Select the Request Contribution link.
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Contribution Request

Create a new contribution for CONCEPTION ADOMAITIS's Individual account (448504).

® CONTRIBUTION DETAILS MODEL DETAILS

Contribution Summary Bank Information

Amount (5) Account Number

[

Account Type

Select One ¥

ABA Number

[

Request Contribution Reset Cancel

* ACH Deposits will only be processed with the receipt of a signed ACH Deposit form. Signed forms received prior to 12:00 pm mountain
time will be processed the same day. ACH Deposit requests without signed ACH Deposit forms received by 12:00 pm mountain time the
following business day will be deleted.

Enter the required information then click on the Model Details option to review how the
contribution will be allocated to the investor's models. Click the Request Contribution
button to submit the request to TCA.

Note: ACH Deposits will only be processed with the receipt of a signed ACH Deposit
form. Signed forms received prior to 12:00 pm mountain time will be processed the
same day. ACH Deposit requests without signed ACH Deposit forms received by 12:00
pm Mountain Time the following business day will be deleted.

Request Distribution
Online distributions are available for the following account types:

« IRA

« Rollover IRA

« Roth IRA

e Conversion Roth
e Individual

« UTMA/UGMA accounts

Online distributions are limited to a maximum gross amount of less than $100,000.
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Investment Advisors and/or Representatives may process distribution requests from an
account.

« Daily email notifications and Bulletins are provided to the Investment Advisor
indicating the distributions processed through Liberty and any posting errors.
« If you elect to have trades automatically created and/or approved, these
distributions will be included in that process.
e You will receive separate notification if trades could not be automatically
generated or approved.
« If you do not elect to have trades automatically created, you are
responsible for ensuring cash is made available for the distribution
request.

From the Transactions tab, click the Request Distribution link to access the Distribution
Request entry screen.

Distribution Details — contains the entry fields for requesting a distribution

DISTRIBUTION DETAILS

Emnail Amount:
vo emad address 2

Methad:

Percent

Total Withholding: 5000

Total Amount [Grots plus Fees): 50,00

Model Details — displays information regarding the model distribution percents (how the
distribution will be paid from the models in the account)

MODEL DETAILS

Maodes

100.00% $37,203.40 §644.46 )

Enter the following information:

o Email — verify the investor’'s email address, correct the address, or add an email
address

Method — Choose how your distribution will be paid (any applicable fees will be

listed):
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e Check to Address of Record

e ACH (displays if you have established a Bank of Record for ACH
transactions)

o Choose the account number/routing number from the drop down list
to which to send the ACH. Only the last four digits of the account
number appear.

« If you would like to establish a Bank of Record for ACH
transactions, please contact your investment advisor for the
application.

« Amount — Enter the amount of the distribution.

e« Gross Amount - Includes Federal or State withholding, if applicable.

« Net Amount - This amount is automatically calculated. Excludes Federal
or State withholding and fees, if applicable.

e« RMD Full Amount/RMD Remaining Amount— (IRA Accounts only)
Displays if you are 70 ¥z years or older and are required to take annual
Required Minimum Distributions from your account. The calculated RMD
amount will be pre-populated. Gross Amount or Net Amount should be
selected and edited if a different amount will be taken.

o Distribution Reason (IRA, Roth IRA, Rollover IRA accounts only) - This
information is required for IRS reporting purposes. Choose the reason you
are taking the distribution. For additional information, please consult your
tax advisor:

« Normal (age 59% or older) Also used for Required Minimum
Distribution (RMD) or if you intend to rollover the distribution to
another retirement account within 60 days

o Premature (under age 59%, may or may not be subject to 10%
early withdrawal penalty)

o Disability - (under age 59%2; not subject to 10% early withdrawal
penalty)

o Substantially equal periodic payments - Use if the distribution is
part of a series of a SEPP program

e Withholding

e Federal — choose None, enter a specific dollar amount, or enter a
percentage (out to 2 decimal places)

o State - choose None, enter a specific dollar amount, or enter a
percentage (out to 2 decimal places)

« Note: State withholding requirements vary based upon your
state of residence. Screen prompts and/or auto-completed
fields will assist you in ensuring the proper state tax is
withheld.

e Click the Submit button to complete the distribution request.

e An on-screen message will display indicating a successful or unsuccessful
submittal.

« If you receive a message preventing you from requesting an online

distribution, please contact your relationship manager if you have
guestions.
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« Following a successful submittal, the distribution request displays under
the Pending Transactions section of the Transactions screen.
e Other options:
e Reset — clear input selections in the distribution request screen and
remain in the screen
e Return to Transactions — close the distribution request screen
without saving the request

Assets in Transfer Notes
Navigate to the Transactions tab for an account and select a Transferring Firm link in

the Assets in Transfer table to view transfer details. An v icon notates that there are
transfer notes to view.

ASSETS IN TRANSFER

Transferring Firm Status Opened Closed
TEST ACCT 4 o Closed 08/30/2011 09/06/2011
TESTACCT 2 Closed 08302011 09/02/2011

Documents - Completed Reports

Search gy I o .

Filter A Outgut Types

I T I

Go to Completed Reports to retrieve scheduled reports, export files, portfolio reports
and standard reports.

Click on the Output Title link to view the report. Save the report to your desktop using
the browser or application the report is viewed in. Note that you may only view one
report at a time within Liberty, you cannot currently select multiple items to download at
once.

Use the checkbox to mark reports for deletion. Click the checkbox and then click the
Remove button in the lower right corner to remove the report from your Completed
Reports view. Reports will automatically be removed from Liberty after 30 days.
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Searching Completed Reports
. Completed Reports can be searched by a number of different criteria:

¢ Date Range based on Report create date
e Free text search

e Report title search

e Private or Shared Status

Search DAIRACIS T CN/UA0I =

Filter AR Oulpd Types |- A1 ShareaFrivate -+

e Toinclude closed accounts
Select Account ¢

SEARCH ACCOUNTS

N
e

All Account s will be retrieved regardless of status or value.

Viewing 0 accounts

Account Name Status Type value
No records found.

Select [ Concel |

Documents - Envelopes

The Envelopes screen under the Documents tab provides access to a list of envelopes
that have been sent for eSignature.
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Analytics Trading Client Management Prospecting Tools Documents My Profile

Completed Reports  Envelopes

Search Sent ltems v — All Statuses — v Last 7 Days v
Viewing 6 results Export data
From Subject Created Status Envelope Recipients
. . Jonathan Kang Signature Completed
Jonathan Kang Aceount paperwork for Brett Favre (812506) 11/11/2014 Sent & Kozt rustame rica.com 11/07/201403:2:12 PM
Jonathan Kang Aceount paperwork for Brett Favre (812506) 11/11/2014 Sent @ Benjamin Franklin Signature Completed
teatestemail@email. com 11/07/2014 03:52:04 PM
Jonathan Kang A t work for Brett Favre (812506 11/10/2014 Sent
onathan kang ceount paperwork for Brett Favre (812506) h e View Envelope View Document Resend Envelope
Jonathan Kang Account paperwerk for Samuel Adams [812323) 10/23/2014 Sent Recipient status changes may be delayed up to 15 minutes.
Jonathan Kang Account paperwork for Benjamin Franklin (812500) 11/07/2014 Voided
A Jonathan Kang Account paperwork for Benjamin Franklin (812500) 11/07/2014 Completed

The summary table shows:

e From: The Envelope sender
e Subject: Identifies the account for which paperwork was sent
e Created: The date the envelope was created
e Status: Displays the current status of the envelope, from:
o Sent
o Voided
o Completed

Envelope Recipients

@ Jennifer Foss Signature Completed
foss@trustamerica.com 11,04/ 2014 10:40:27 AM

ﬂ Eli Manning

emanning510{@vahoo.com

Signature Pending

TCA New Accounts Carbon Copy Pending
gsignat urefrtrustamerica.com

View Enve lope View Document Resend Envelope

e Selecting an envelope will display a list of recipients, along with the status for
each sender.

e The Signature Pending status is used when the Envelope has been sent to the
recipient but signature has not yet been obtained.

e The Signature Completed status for an individual recipient will also show the date

and time of the signature.
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Documents - Standard Reports

. Liberty has a robust set of pre-defined reports available for Investment Advisors. To

" view a complete list of the available reports and descriptions, see the Standard Reports
List in Appendix A of this document.

Standard Reports - Navigation
The tabs at the top of the screen define major areas of functionality within Liberty.
Standard Reports are located under the Documents tab.

SELECT A STANDARD REPORT
Filter
Viewing 86 of 86 resules

Tithe:
1093 DETAIL REFORT
frportson 10991 and 10990 deta for tax reportabie accaints

1099 Detail Report [EZZE

Salact a fist

I Reset Run Report

Reports can be searched by name using the Filter function:

Analytics Trading Client Management Prospecting Tools Documents My Profile

Completed Reports Standard Reports Bulletins

SELECT A STANDARD REPORT

Filter mode|

Viewing 2 of 86 results
Title Select a report to define the details.

Model Detail Excl. Mkt Value

Model Detail Report

Report Selection
Reports are listed alphabetically by title in a paginated table. Click on the corresponding
adio button to select the report you wish to run. Once selected, the report title will be
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highlighted with a blue background, and entry criteria will appear on the right hand side
of the page. There will be a brief description of the selected Report.

Vigwing 86 of 86 resuits

Tithe
ACTIVE TRADE RESTRICTIONS

[ acive Trade Restoictians | shawma +

Select COna

Search

(L) 1falaialseizinlel wiie (20 ®

Defining and Running Reports
Criteria will vary depending on the selected report. However there are a number of
common criteria.

Report Title is a freeform field containing the default Report title. The title can be
changed to run and save the Report with a custom title.

ACTIVE TRADE RESTRICTIONS
Reportson account or security trade restrictions

Report Title: Shared/Private:

Active Trade Restrictions Q1 2015 Shared

Reports can be run as Shared or Private Reports. Reports are set to Shared by default.
Reports which are run with a Shared status will be visible and retrievable by other users
within your business who have access to Standard Reports. Reports which are run with
a private status will only be visible and retrievable to the user who ran the Report.
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Required input fields are outlined in red. Once a value is input in the required field, the
red outline will disappear.

IACTIVE TRADE RESTRICTIONS
Reportson account or security trade restrictions

Report Title: Shared/Private:
Active Trade Restrictions Q1 2015 ] Shared ¥
Report Type:
Select One M | 4 |nput Required
Meeount 10:

/
/‘ Search

Output Type:

Select One A |

Once all criteria have been input, click on the Run Report button within the action dock
at the bottom of the page:

Tiee ACTIVE TRADE RESTRIETIGHE

[ pete Teade Resersions s 2015 IEZK
et .
238043 COBIA CLEMENTE Saarch

= )

Caution! Clicking on the Reset button will clear all entered criteria and the Report
will not be run

After running the report, a confirmation message will appear at the top of the page:

| Report queued Your report s being processed.

CONFIDENTIAL
© 2017 Trust Company of America. All Rights Reserved.




After the Run Report button is selected, Liberty will submit the requested report and
confirm the receipt of the request. While the report is being generated, you may leave
¢ the Reports area and perform other functions in Liberty.

Typically, reports take only a few minutes to complete. However, if the request is for a
large number of accounts or for a past date, it may take longer to generate the report.
Once completed, the report will be available in the Completed Reports link located
under the Documents tab.

Custom Reports

Liberty provides a way for Investment Advisors to obtain reporting information that is not
contained in a standard report. The information may be exported into a Microsoft Excel-
compatible format.

Custom Reports - Navigation
The tabs at the top of the screen define major areas of functionality within Liberty.
Custom Reports are located under the Documents tab.

Analytics \Clienl Management Prospecting Tools Documents My Profile
Completed Reports Ervelopes Standard Reports Custom Reports Bulletins

REPORT SETTINGS

Select Report =

© 2017 Trust Company of America. All Rights Reserved. Member FDIC
Investment Products: Not FDIC Insured = No Bank Guarantee » May Lose Value

‘*Values calculated using most recent dosing price. #Values calculated using 20 minute delayed price, if available, or most recent closing price.
Trust Company of America, the Trust Company of America logo, and Liberty are registered trademarks of Trust Company of America. All other traedemarks mentioned herein are th
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Creating a new Custom Report
. Custom Report creation consists of an easy to use four step process. As each step is
/ completed, the prompts for the subsequent step will appear automatically.

Step One - Report Settings
From the custom Reports homepage, click on the dropdown menu under Report
Settings and select <Create New Report>

This will always be the first selectable option in the dropdown menu.

REPORT SETTINGS

|5e|ect Report

Select Report

| <Create New Report>

Acceptance Report

Avg Gains

create0l_tca2

create_tca

Demo

lrtoctnillibortud

You will then be prompted to name the report (required), and optionally provide a
description of the report.

REPORT SETTINGS

<Create New Report> =

Repert Name Report Description

Accounts by State and V Alist of accounts by state, ascending in value.

976 choracters remaining.
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Step Two — Data Display and Sorting
\ Once the report has been named, you will then be prompted to define what information
7 you wish to present and in what order it should be presented (optional).

Select a Data Category to choose which set of fields you will select form:

DATA DISPLAY AND SORTING

Dota Cotegory

Account Information -

Select Category |
Account Income Sort Method Sort Order
Account Information _E ds for export.

Account Information Historical |
Account Model Information
Account Position Information

Account Transaction Infarmation
+ M of the below are true

Field Name Filter Type Filter Value(s)
Click "Add Filter" to create a new filter.

@ add Filker

Then select the specific fields for inclusion on the report.

Datz Category

Account Information -

Dispiayed Fields and Sorting

| Fields to Include | | offsortmetnoa Sort Order
| 2 a | ne hd @
403 Employer Name ~ bne - @
] [v] Accountid e . )

1 || Account Type

|Z| Account Type Desc

DATA Acnt Rep ID
Return ri Acnt Rep Mame
e A Address he below are true
All Model Abbrevs - Filter Type Filter Value(s)
Click *
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The selected fields will be presented in a table where you can make the following

\ (optional) edits:

Define sort method & sort order:

DATA DISPLAY AND SORTING
Data Category

Account Information

Displayed Fields and Sorting

Fields to Include Sort Method Sort Order
et Rep 1) Ascending 1S @
Account Type Mone @
Account Id None @
Re-order field position by drag and drop:
DATA DISPLAY AND SORTING
Data Category
Account Information
Displayed Fieids and Sorting
Fields to Include Sort Order
Acnt Rep ID | = @
Account Type =
MCCOUnt 1a 9
Delete a selected field:
DATA DISPLAY AND SORTING
Data Category
Account Information
Displayed Fields and Sorting
Fields to Include Sort Method Sort Order
Acnt Rep 1D Ascending - E = @
Account Type None — @
Account Id Nona = @
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Step Three— Data Filtering
. Date Filtering is the final and optional step in creating a Custom Report. It allows you to

/ specify criteria to determine the information to be included in the report.

As a default the query will be based on any of the criteria being true, but the condition
can be changed all of the input criteria being true:

DATA FILTERING ®
- L
™ .
Return rows of dota if: .t *
®) Any of the below are true All of the below 3re true
Field Name Filter Type Filter Value(s)

Click "Add Filter" to create a new filter.

@ Add Filter

Click on the green “Add Filter” button to select the criteria. Note: the criteria can be any
of the fields in the Data Category selected in step two.

DATA FILTERING

®) AnWof the below are true All of the below are true

Field Name Filter Type Filter Value(s)

Total Account Value - Equal to = OR

@ Add Filter - | value| ol |

Total Account Value

DATA FILTERING

Return rows of dotg if

®) Any of the below are true All of the below are true

Field Name Filter Type Filter Value(s)
@ Total Account Valus - Gregterthan ~ 10000 .
@ Add Filter
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Step Four — Generate Custom Report

Once the prior steps have been completed, click “Generate Report” from the action
dock. Note: this will also save the report for later usage or editing.

REPORT SETTINGS

|liz test01 v
Report Name Report Description
[ liz test01 ] new description 2

1007 characters remaining.

DATA DISPLAY AND SORTING
Data Category
Account Information -

Displayed Fisids and Sorting

Fields to Include v Sort Method
AcntRep ID Ascending  ~
Account Type None -
Account Id None -

DATA FILTERING

Return rows of data if:

®) Any of the below are true

Field Name
@ Account Id
@ OR  Accountld
© Add Filter

All of the below are true

Filter Type
- Equal to
- Equal to

Filter Value(s)
- 216695 OR
v 216695 OR
Delete Copy Generate Report Save

o
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A dialog window will appear prompting you to select the access level:

~

Report Access Level
Choose the report access level

ACCESS LEVEL:
®' Shared Private

View completed reports = Create Report

Click on the “Create Report” button and you will be presented with a confirmation

Report Access Level

message:

W) Custom report saved and queued. Your report has been saved and is being processed.

Choose the report access level

ACCESS LEVEL:

®' Shared Private

View completed reports »

Once the Report has processed, it can be retrieved in csv format from the Completed
Reports section of the Documents tab:

Search

— A8 Outpet Types — ¥ | — AN SharedProvate — ¥

Filter

- -
xiexdl - W ion
ST A Eystoen B - - e
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General Usage Notes for Custom Reports

e Custom Reports is the Liberty equivalent of Custom Exports in TC Advisor.

e Any Custom Reports created in TC Advisor will be available in Liberty to edit,
generate and retrieve and vice-versa.

e The minimum components of a Custom Report are Title, Data Category and at
least one field to display in the Report. Data Filtering is optional.

e There is no restriction to the number of Custom Reports you can save.

e Once created, a Custom Report can be edited, copied, deleted or re-run at a
later date.

My Profile

The My Profile tab contains your firm's contact information as well as security settings
that you can view or modify on line.

Contact Information

This section lists your firm's contact information. Representatives may also have an
editable email address field, depending on user settings.

Security Authentication

Click Edit under the Security Question(s) or Security Image sections to update your
account security authentication information.

e Security Question(s): Select the new question(s) from the drop-down and type
the answer in the field, or just change the answer to the question(s) you
previously selected.

e Security Image: Select an image that will be your visual confirmation that you
have accessed the authentic Liberty website.

Change Password

Click Edit, then type your old password and the new password twice before

clicking Save. A password strength meter appears to let you know when your password
is secure enough to be usable. You are not able to save a password with a weak rating
(indicated by a red bar). The Save button is activated when you have entered a medium
(yellow bar) or strong (green bar) password twice.

Tax Lot Relief Methods

The cost basis for each security trade is tracked by tax lot. When trading for tax lot
optimization, certain lots are selected to fulfill the shares in a trade based on the goal
that is trying to be achieved. For example, if an investor is trying to offset capital losses,
they could maximize their capital gains by choosing to sell lots with the largest amount
of gains before those with smaller gains or losses.
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)

TCA is offering an easy way to select tax lots relief methods and have them
automatically applied to an account during the trade order creation process.

Account Registration
Tax lot relief methods are available on taxable account types.

When creating a new account, or editing an existing account, the Models section of
Account Registration will show the current relief methods being applied to the account.
This will reflect the default methods set up at the RIA level. Methods can be applied for
equities and mutual funds.

Tax Lot Relief selections will be applied to trades on a go-forward basis.

Welcome back, sign out

‘ Home | Bulletins 4 8 | Forms Agreement Suggestions Diagnostics
#i | Search + Closed Select a list ¥ | Back to account list Create Account
Analytics Trading Client Management Prospecting Tools Documents My Profile
Accounts Representatives State ment Families Households Users Fee Families Cash Demands

W) Account model allocations have been successfully saved.

You are now editing Sample Client's Individual account {B00635).

Registration Steps

Minimum Cash Percentage Minimum Cash Deviation
5.00% 1.00%
Account Details

TAX LOT RELIEF®

Model Allocations Equity Relief © Mutual Funds Relief *
First-In First-Out r Minimum Tax Impact v

Representatives
Beneficiaries ® VIEW MODEL ALLOCATIONS '~ VIEW MODEL INSTRUCTIONS Euport data

Type Model Allocation Deviation Contribution Distribution  Market Value
Fees Standard 39-CRP-BALANCED GROWTH AND INCOME 80.00% 0.00% 80.00% 80.00% 50.00
Systematics Standard 5-G5-INTERN ATIONAL GROWTH FUND 20.00% 0.00% 20.00% 20.00% 50.00

Other Assets  0-OTH-Other Aszets 0.00% 0.00% 0.00% 0.00% 50.00
Forms

100.00% 100.00% 100.00% 50.00
(@ 1con represents models that ars terminzting. 8 Click on the ican to view comments on = model Edit
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Equity Relief

/ The following tax lot relief methods are available as an Equity selection.

e First In - First Out
e Last In - First Out TAX LOT RELIEF®
e Maximize Taxable Loss R _
° Minimize Taxable Loss
¢ Minimize Long-Term Taxable Gain Lastin First-out
e Minimize Short-Term Taxable Gain Mazximize Taxable Loss I
L. i Minimize Taxable Loss
e Maximize Long-Term Taxable Gain Minimize Long-Term Taxable Gain
fand H Minimize Short-Term Taxahle Gain
° M_a)_(lmlze Short-Term Taxable Galn Maximize Long-Term Taxable Gain A
e Minimum Tax Impact Maximize Shori-Term Taxahle Gain
Minimum Tax Impact El
Mutual Fund Relief

The following tax lot relief methods are available as a Mutual Fund selection

o Average COSt nutue! Funds Relief *
L] FII’St In - FII’St Out . Minimum Tax Impact v -
e LastIn - First Out Average Cost
e Maximize Taxable Loss First-In First-Out
L Last-In First-Out
e Minimize Taxable Loss Maximize Taxable Loss
e Minimize Long-Term Taxable Gain Minimize Taxable Loss o
.. . Minimize Long-Term Taxable Gain
e Minimize Short-Term Taxable Gain N WMinimize Short-Term Taxable Gain
e Maximize Long-Term Taxable Gain Maximize Long-Term Taxable Gain
.. . B Maximize Short-Term Taxable Gain
e Maximize Short-Term Taxable Gain
e Minimum Tax Impact rmmas

Tax Lot Relief Definitions

First In — First Out: Tax lots purchased first will be sold first. Gains and losses, as well
as holding period (long- and short-term), are not considered when using this tax-lot
preference.

Last In — First Out: Tax lots purchased most recently (or last) will be sold first. Gains
and losses, as well as holding period (long- and short-term), are not considered when
using this tax-lot preference.
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Average Cost: The average cost method is only available for mutual fund shares. The
~average cost is figured by taking the total price paid for all shares and dividing it by the
’ total number of shares owned.

Maximize Taxable Loss: Individual tax lots are ranked in descending order based
solely on cost. Tax lots with the largest losses are sold before those with smaller losses.
If no tax lots for a particular security have losses, those with the smallest gains will be
sold first.

Minimize Taxable Loss: Individual tax lots are ranked in ascending order based solely
on cost. Tax lots with the largest gains are sold before those with smaller gains. If no tax
lots for a particular security have gains, those with the smallest losses will be sold first.

Minimize Long-Term Taxable Gain: Individual tax lots are separated into long term
and short term. Long-term tax lots are sold in order from largest losses (or smallest gain
if there are no tax lots with losses) to largest gains. After all long-term tax lots are sold,
short-term tax lots are ranked and sold in descending order of cost.

Minimize Short-Term Taxable Gain: Individual tax lots are separated into long term
and short term. Short-term tax lots are sold in order from largest losses (or smallest gain
if there are no tax lots with losses) to largest gains. After all short-term tax lots are sold,
long-term tax lots are ranked and sold in descending order of cost.

Maximize Long-Term Taxable Gain: Individual tax lots are separated into long term
and short term. Long-term tax lots are sold in order from largest gains to largest losses.
After all long-term tax lots are sold, short-term tax lots are ranked and sold in ascending
order of cost.

Maximize Short-Term Taxable Gain: Individual tax lots are separated into long-term
and short-term. Short-term tax lots are sold in order from largest gains to largest losses.
After all short-term lots are sold, long-term tax lots are ranked and sold in ascending
order of cost.

Minimize Tax Impact: Tax lots will be sold to minimize the trade’s tax impact. Lots with
a loss, or the smallest gains, are the first to be sold, regardless of the holding period.
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Standard Reports List

) 1099 Detail Report
Displays 1099 interest and dividend detail information for tax-reportable accounts.

1099 Div Corrections
Displays 1099 DIV corrections & reallocations.

Account List

For the selected date and date type, this report displays the account number, tax ID,
account name, total worth or cash, and may include the market value, if Cash Market &
Total Worth is selected. This report also provides options for including terminated
accounts (default) and excluding tax identification numbers (default).

Account Value/Contribution Report
Displays account total cash and total worth for all accounts requested as of the date.
This report includes all accounts in the list (pending, open and terminated).

Account Model Tax Status Conflicts
Displays accounts with a model tax status different than the account type tax status.

ACH Deposits

Lists one-time ACH (Automated Clearing House) deposits with date created, creator,
amount, status, model, and contribution year (on non-taxable accounts). The report can
be run for a date range, a single account, an account list or all accounts, by model or for
all models, and by status.

AUM Summary Reports
Provides three Assets Under Management summary reports in text format.

Active Trade Restrictions

Displays all active trade restrictions by Account or Security and the information included
on the report may be limited to a specified Account(s) or Account List. The report is
available in standard Comma Separated Value (CSV) format.

Address Change Detail

Displays address change information for one account, list of accounts, or all accounts
for the selected date range. In addition, when a date is not provided, the report defaults
to the current date. The report includes the old and new addresses as well as the user
login and date the address had been last updated.
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Allocation Deviation - Cash Report

~Displays the cash in accounts’ models, their actual percentage, goal percentage

’ deviation, actual shares, actual value, and goal value. Accounts are listed only if they
have a higher allocation to Cash than the deviation percentage selected. Your selection
in the “Including Pending” field determines what is reported in the actual shares column.

e All — Actual Shares column includes all pending activity, including trades in
Recommend status

e Approved Only — Actual Shares column includes pending activity in Approved
status or higher

e None — Actual Shares column includes only posted activity

For investment advisors utilizing account and model level tactics, the goal percentages
for the tactic associated to the account are reflected on the report. For investment
advisors utilizing model level only tactics, the goal percentages of the last tactic saved
are reflected on the report. The report is available in text or standard Comma Separated
Value (CSV) format.

Allocation Deviation Report

Displays the assets in accounts' models, their actual percentage, goal percentage,
deviation, actual shares, actual value, and goal value. Accounts are listed only if they
meet or exceed the deviation percentage. Your selection in the “Including Pending” field
determines what is reported in the actual shares column.

e All — Actual Shares column includes all pending activity, including trades in
Recommend status

e Approved Only — Actual Shares column includes pending activity in Approved
status or higher

e None — Actual Shares column includes only posted activity

For investment advisors utilizing account and model level tactics, the goal percentages
for the tactic associated to the account are reflected on the report. For investment
advisors utilizing model level only tactics, the goal percentages of the last tactic saved
are reflected on the report. The report is available in text or standard Comma Separated
Value (CSV) format.

Annual Composite Dispersion Report (GIPS Annual Dispersion Report)

Displays model level account performance for every account included in a composite
model for the year selected. The report is run for a single model for a single year. The
report displays only those accounts that were in the selected model for each entire
month of the selected year. The report is available in standard Comma Separated Value
CSV) format.
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Annuity Detail Report
_ Reports on annuity holdings as of run date. Among other things, the report lists
accounts, annuity contracts, annuity values, annuity holdings, and annuity sub-products.

Asset Holders Report
Displays holders of selected securities as of the selected date.

Asset Transfer CSV Report
Displays in standard Comma Separated Value (CSV) file format account assets that are
being transferred from another entity.

Asset and Transaction Report
Displays client account statements.

Assets in Transfer
Displays account assets that are being transferred from another entity.

Audit Report
Displays any update made to account or model including user name, date, and time of
the change as well as the old data and new data in the fields as of the run date.

Available Cash Report
Displays the cash breakdown amount for all models and per model. This report includes
all accounts in the list (pending, open, and terminated).

Blotter Report

Displays Trade Blotter information for a selected Model based on From and Thru Dates
and Trade Status sorted by Instruction or Model ID & Instruction. The report includes
Trade Order number, Model, Instruction, Product Exchange To Product, Symbol, Cash,
Shares/Exchange Shares, Limit, Price/Exchange Price, Status, Trade Date, Trade
Time, Trade Basis, and Confirm number.

Blue Sky/Red Sky Report
Displays a fund's qualified and non-qualified holdings. While blue sky laws vary from
state to state, it is important that each state's statutes and regulations be reviewed.

Cash Demands

Displays all cash demand requests or may be filtered to include an account, account
list, or cash demand status based on the From Date and Through Dates. The report
may be sorted By Account By Status or By Status By Account and the model details
may also be included. The report is available in either Text (TXT) or standard Comma
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Separated Value (CSV) formats to easily import the information into other standard
~ spreadsheet applications.

Change in Market Value

Displays detailed security information. The report is listed by account and includes
security description, model, symbol, quantity of shares, beginning date for the report,
security cost, market value, short-term gains/losses, long-term gains/losses, total
gains/losses, and percent of change for each security.

The report may be used to view the changes in market value of a security or analyze
unrealized gains/losses. The title printed on the report indicates the type of request.
Also, it may be useful to customize the Report Title field prior to clicking on the Run
Report button to reflect the purpose of the report.

e Change in Market Value Report - Enter a From Date to view period-to-period
changes in security value

e Unrealized Gain/Loss Report - Do NOT enter a From Date to view security
information since inception

Note: If a date range is entered, ONLY use this report to validate the Changes in Market
Value calculations on client statements. Inaccurate information may be presented if a
date range is entered and the report is used to analyze unrealized gains and losses.

Closed Fund Report

Displays a listing by firm of all mutual funds that have been closed to new advisor
accounts, investor accounts, and all new purchases. The report is generated in a
Comma Separated Value (CSV) format to easily import the information into other
standard spreadsheet applications.

Cross Model Validation

Displays accounts whose actual model percentages deviate from those defined in the
trade setup. For deviation of asset holdings within a model, see the Allocation Deviation
Report.

Composite Model Value

Reports the balance of a composite model for the previous business day. Available as a
text or .csv file and can include one, several, or all of a given IA's models. If multiple
models are requested, the report will include a total of the average daily balances of all
the models. Available report types are Account Detail, Model Summary, or Security
Detalil.

Cost Basis — Open Tax Lots
eports open tax lot information for taxable accounts(s)
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Cost Basis for Transfers Out
_ Reports open cost basis on in-kind transfers out for an account(s)

Cost Basis Not Received for Transfers In
Reports on transfers in for taxable accounts

Equity Model View
Displays model allocations and current holdings. Similar to the Model Detail Report with
some formatting differences.

Family Accounts in Waiting Status
Displays a list of accounts in a statement family with the status of Waiting.

Family Report
Displays accounts related to a family type.

Fee Account Reconciliation
Displays Money Manager fee account debits and credits. There is an option to include a
detailed "Fees by Rep" report section and an option to include terminated accounts.

Fee Assess Report
Displays the dollar amount of fees assessed per model.

Fee Invoice Conversion

This program is for advisors who bill their management fees. After the advisor has
generated and sent invoices for their management fees, they can use this program to
convert the fee invoices into fee assessments in their clients' accounts.

Fees Owed to Money Managers
Displays accounts that owe Money Manager fees. Displays the information by model
and shows the amount of cash available and the fees owing.

Fees Owed to Trust and Money Manager
Provides a list of accounts that owe either Trust or money manager fees for the selected
IA.

Gain/Loss Report

For non-equity securities, displays actual cost and average cost as well as the
associated gain or loss amounts for all 1099-B reportable events. In addition, the report
header displays the investment advisor's election for determining the cost basis on
transfers. For equity securities, cost basis is based on actual amounts. When selecting
the report for an account list, the report will also include pending, open, and terminated
accounts associated with the list.
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Generate Fee Invoices
- This program is for advisors who bill their management fees. Running this program will
" create invoices that advisors may send to their clients for payment.

Historical Account Position

Displays an account's total cash, total worth, and detailed asset information as of the
date requested. The report includes all accounts in the list (pending, open and
terminated).

Income PDF 2016+ Report

This is a PDF version of a report that displays gain/loss, dividend, and interest income
information for a single account in a date range within a calendar year. This report is
meant to be run for years 2016 going forward.

Income PDF 2015- Report

Originally called the Income report, this is a text version of a report that displays
gain/loss, dividend, and interest income information for a single account in a date range
within a calendar year. This report is meant to be run for years 2015 and prior.

Intermodel Transfers - Completed
Reports processed intermodel transfers for the specified account(s).

Market Value by Rep.

Reports on the market value of accounts market value (in proportion to the rep split
percentage) associated with each representative. Users have the option of generating a
report on a specific representative, as of a specific date, or by date type (journal,
statement, or trade).

Model Allocation by Account

Displays the models and the model allocations in a selected account, an account list, or
all accounts. For all accounts, leave the Account ID field blank and do not choose an
Account List. The report is provided in a standard Comma Separated Value (CSV)
format.

Model Average Daily Balance

Reports the average daily balance of a model for a specified date range. Available as a
text or .csv file and can include one, several, or all of a given IA's models. If multiple
models are requested, the report will include a total of the average daily balances of all
the models. Available report types are Account Detail, Model Summary, or Security
Detall.
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Model Cash Report

~Displays the allocated and excess cash available to invest for accounts. The information
" in this report is the same as the information that is viewed in the Available Cash screen
for a model in TCAdvisor.

Model Detail Excl. Mkt Value
Displays model allocations and current holdings, but excludes the market value. If no
model is chosen from the drop-down list, all models will show in the report.

Model Detail Report

Displays model allocations and current holdings. If no model is chosen from the drop-
down list, all models will show in the report. The report is available in either Text (TXT)
or standard Comma Separated Value (CSV) formats.

Model Market Value Report

Displays breakdown of asset and cash amounts per model with account detail and
account type. The report is available in either Text (TXT) or standard Comma Separated
Value (CSV) formats.

Model Allocations and TWR

Report for account-level returns, model allocations, and the variance from the average
for specified periods of time. The output title may be customized for easier identification.
The report is available in either Text (TXT) or standard Comma Separated Value (CSV)
formats to easily import the information into other standard spreadsheet applications.

Null Model Report
Displays cash and assets in the non-model.

Online Dist Standard Report

Displays details for distributions processed online through Liberty. The report can be
processed for a single account, all accounts, or an account list for a customizable date
range. The report is available in Comma Separated Value format.

Overdraft Report

Displays accounts with potential overdraft situations. In addition, accounts that are not
overdrawn and are below the required minimum cash may be excluded from the report.
The report is available in either Text (TXT) or standard Comma Separated Value (CSV)
formats to easily import the information into other standard spreadsheet applications.

Pending Transfers Report
Creates a CSV file of pending asset transfer information.
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Primary Accounts for Date Range
Lists the primary account of the statement family for the selected account and date
" range.

Primary Acnts with Term Date
Reports primary accounts in a statement family that have a term date established.

RMD Report

Displays the ending balance as of the prior year, required minimum distribution amount,
the total amount of distributions, and the total remaining distributions for accounts for
the selected tax year. The report may be generated for Traditional IRAs, SIMPLE IRAS,
or both. It also includes the option to include terminated accounts or accounts with Life
Expectancy Payments (LEP) in the report output.

RMD Report for One Representative

Displays the ending balance as of the prior year, required minimum distribution amount,
the total amount of distributions, and the total remaining distributions for accounts for
the selected tax year. The report may be generated for Traditional IRAs, SIMPLE IRAS,
or both and may also be limited to a specified Representative ID. The report includes
the option to include accounts with Life Expectancy Payments (LEP) in the report
output.

Receipts Report

Displays journals for received assets and cash holdings including cash deposits, IRA
contributions, transfer-in assets, model transfers created by dollar cost average
schedules, interest payments, principal payments, and cash dividends for a selected
date range. The report is available in either Text (TXT) or standard Comma Separated
Value (CSV) format to easily import the information into other standard spreadsheet
applications.

Representative Activity Report

Displays account information to assist investment advisors and their representatives
with managing their book of business. The report includes information by representative
for the number accounts, assets, average funded accounts, and estimated annual
income from funded accounts.

Reregistration Report

For accounts that have an established exit termination date and are reregistering
assets, this report shows the account numbers, account names, and the established
termination dates.
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Security Aging Report

~Displays the number of days a security has been held. It selects positions for one,

" several, or all securities and will list account ID, account name, model, purchase date,
number of days held, current share holdings, pending sells, and net shares available.

Security Net Trade Report
Displays the net amount traded on a specific day or date range for a security. The report
is available in either Text (TXT) or standard Comma Separated Value (CSV) format.

Statement Family Changes
Reports changes made to the account family for the selected account or statement
family.

Systematic Dist/Cont Report

For accounts that have systematic distributions and contributions, this report displays
account ID, account name, the date of the event, the amount, frequency of the event,
the amount of federal withholding (if any), a description of the activity, the ACH/ABA
number for fund transfer, whether or not to hold payment, and Representative 1D and
Name. The report is available in text or standard Comma Separated Value (CSV)
format.

Terminated Accounts
Displays closed accounts that have cash, assets, or outstanding fees.

Time Weighted Return (TWR) Report

Displays an account's (TWR) percentage for specified periods of time for all models and
for each model. The output title may be customized for easier identification. This report
includes all accounts in the list (pending, open, and terminated). TWR will NOT be
reported for accounts with established termination dates. Note: Prior to generating this
report, the file containing the figures to accurately calculate the percentage must be built
(contact Trust Company of America representative before this report is generated).

TWR Variance Report

Report for account level returns and provides the variance from the average for
specified periods of time. The output title may be customized for easier identification.
The report is available in either Text (TXT) or standard Comma Separated Value (CSV)
formats to easily import the information into other standard spreadsheet applications.

TWR Adhoc Period for Accounts
Reports account level returns for all accounts and lists for specified periods of time. The
tput title may be customized for easier identification and may be created using
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Annualized, Cumulative, or Net Gain values. The report is generated in a Comma
~ Separated Value (CSV) format to easily import the information into other standard
" spreadsheet applications.

TWR Adhoc Period for a Model

Reports returns for a selected model by account for specified periods of time. The
output title may be customized for easier identification and may be run for all accounts
in the model or using an account list. The report may be created using Annualized,
Cumulative, or Net Gain values and is generated in a Comma Separated Value (CSV)
format to easily import the information into standard spreadsheet applications.

TWR Adhoc Period for all Models

Reports returns for ALL models by account for specified periods of time. The output title
may be customized for easier identification and may be run for all accounts in the model
or using an account list. The report may be created using Annualized, Cumulative, or
Net Gain values and is generated in a Comma Separated Value (CSV) format to easily
import the information into other standard spreadsheet applications.

Note: If an account participates in more than one model, the account will be listed
multiple times on the report with returns calculated for each model.

TWR Monthly Model Composite Method

Displays returns for a selected model by account for a specific month based on the
month end date. The output title may be customized for easier identification and may be
run for all accounts in the model or using an account list. This report may be used by
Investment Advisors in calculating composite Time Weighted Return (TWR) information
and is generated in a Comma Separated Value (CSV) format to easily import the
information into other standard spreadsheet applications. .

TWR Statement Periods Method

Reports performance for a statement end date as it will appear on client statements.
This report may be used by Investment Advisors to review Time Weighted Return
(TWR) information prior to releasing client statements. The output title may be
customized for easier identification and the report is generated in a Comma Separated
Value (CSV) format to easily import the information into other standard spreadsheet
applications.

Trade Confirms Report
Displays a list of all trade transactions for a client's account or named account list. This
report may be used to satisfy individual client requests for specific trades.

Note: The information contained in this report satisfies trade confirmation reporting

ligations required for banks and may differ in some content from a trade confirmation

CONFIDENTIAL
© 2017 Trust Company of America. All Rights Reserved.



issued by a broker-dealer. The report is intended for use by investment advisors who
~ custody client assets in order to obtain a record of client account trade confirmations.

Trade Report
Displays trade transactions for the specified trade dates. The Summary display includes
ticket, product , shares and cash information. The Detail display includes ticket, product,
shares and cash information as well as a list of accounts participating in each trade.

Trade Rollup Report

Reports trade order requests (TORS) that reflect a recommend status and results if
requested trades are approved which includes the symbol, product, instruction, trade
basis, quantity, and dollars.

Transfer-In Report

Displays transfer-in notes entered from TCAdvisor for a selected date and includes the
transfer notes, follow-up dates for actionable items, and transfer note types. The report
may be requested for all accounts or a specified account and may be limited to a
specified firm. In addition, the report information may be sorted by the Oldest note, Most
Recent note, Account, Firm, or Date.

Note: When selecting a report for a specific account, enter the criteria in the Account(s)
field and click on the Search button.

Transfers By Rep Report
Reports transfers that have been submitted by representatives for any date range.
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Additional Print Reports
. A PDF record of the following can be created from Liberty and saved locally, in order to
" keep a permanent record:

Holdings by Tax Lot
Report will include: Symbol, Security Name, Quantity, Cost Basis, Price, Trade Date,
Market Value, Unrealized Short term gain/loss, Unrealized Long term Gain/loss.

Positions Print (Holdings Tab)
Can be viewed by Model, Asset Class or Sub-Class for a single account or for a
Viewed Combined.

Account Beneficiaries Report
The report will be generated from: Account Details -> Beneficiaries, About Your Account
— Beneficiaries.
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