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1 Getting Started

This chapter describes how you can access TrustReporter web application (v. 4.0). The chapter
also contains additional information about what you need to do under the following

circumstances—

e When you log in for the first time.
e When you forget your password.

e When you are locked out of TrustReporter.

Log in to TrustReporter

To log in to TrustReporter, follow these steps.
1. Openthe TrustReporter link in your browser. The TrustReporter Login screen appears,

as shown in Figure 1.

Figure 1: TrustReporter Login Screen

Terms & Conditions | Help
Welcome - Demo Bank
You must login to view your reports
~ 1
Login
& |
- First Bank of
=) . Password
pm Demoville Trust | : |
. o’
Enter Text Here...
%ri.‘-iign ®lfustRe;;0rter
This site is best viewed with Internet Explorer 7.0 and Mozilla Firefox 4.0, Google Chrome, Apple Safari - or higher.
Recommended screen resolution is 1024 x768 - or higher

- _____________________________________________
2
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2. Enter your login ID and password in the appropriate fields.
3. Click Login to enter the application.

Password Change After First Login

Once you log in for the first time, you are required to change your initial password given to you
by your Bank Administrator. You are automatically redirected to the Password Change screen

for the purpose (refer to Figure 2).

Figure 2: Password Change Screen

LOGOUT

TRUSTREPORTER - PASSWORD CHANGE

Why | am being asked to change my password? Password Change..

You are in this page for any of the following reasons:

Login |username

e Youare anew user in TrustReporter, and the password assigned to you i vord]
by your Bank administrator is temporary. Old aSS'.-;OId.| |

» Yourlogin id is recently unlocked by your Bank administrator and you have =
. j s New Password |

been assigned a new temporary passwoard. phi ’ =
» Your password has expired as perthe sefting of password change Confirm | |

frequency period set by your Bank

Ifthe password change is successful you will be redirected to the main page of m ICiEéir
TrustReporter.

Note: Old Password, Mew Password, and Confirm fields are mandatory.

Password Requirements: -

« The password must have atleast one alphabet, one number and one special character.
« The password length has to be between 6 and 12 characters.

# The password cannot be the last 5 passwords used earlier.

Follow these steps to change your password.

1. Enter your old (temporary) password.
Enter the new password in the New Password field.
Re-enter the new password in the Confirm field for confirmation.

Click Save to update your password.

HwnN

(If you change your mind, click Clear to clear the fields and re-enter your new password

again.)

Note: TrustReporter won’t let you go beyond the Change Password screen till you
change your initial password. Passwords are case- sensitive in TrustReporter. A

password must be between 6—14 characters in length and it should be a combination of

alphabets and numbers.

- _____________________________________________
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Steps to Deal With Forgotten Password

If you forget your TrustReporter password while logging in, follow these steps.

1. Click the Forgot Password link at the bottom-right corner of the TrustReporter login
screen (refer to Figure 3).

Figure 3: Forgot Password Link on the Login Screen

Terms & Conditions | Help

Welcome - Demo Bank

You must login to view your reports
g R

Login

E |

-~ First Bank of
pm Demoville Trust it

Hi there

éAISIgI] ® trustReporte

This site is best viewed with Internet Explorer 7.0 and Mozilla Firefox 4.0.Google Chrome. Apple Safari - or higher
Recommended screen resolution is 1024 x768 - or higher

The Forgot Password dialog box appears, as shown in Figure 4.

e
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Figure 4: Forgot Password Dialog Box

FORGOT PASSWORD

Enter your user name and registered E mail Address and
then click "Submit" button. Your password will be sent to
your email account.

User Name:

Registered E-Mail:

2. Enter your username and registered email ID in the designated fields.
3. Click Submit.

An email with the new password will be sent immediately and a suitable notification will
appear on screen. This mail will have the new password with which you can now log in.

Unlock a Locked Account

If you enter your login ID and password incorrectly for five (5) times in succession, your
TrustReporter account will get locked.

A locked account message appears on screen (refer to Figure 5), asking you to contact your
System Administrator for unlocking the account.

Figure 5: Locked Account Message

TrustReporter - Login locked

Your login in TrustReporter has been locked for the following reason:

« Sunsuccessful login atternpts.
# Pleasze contact your administrator with the reason for lockoutto have your
accaunt unlocked.

- _____________________________________________
5
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Contact your System Administrator with the reason for the account lock. Your System
Administrator will be able to generate a temporary password for you. You can now log in to
TrustReporter with the temporary password but you will be required to change it immediately
after login. For more details, refer to “Password Change After First Login” earlier in the chapter.

e
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2 Navigating TrustReporter

This chapter explores different user interface components of TrustReporter. It also explains
how to maintain your personal profile (in My Profile area) along with the process of selecting
an account and a corresponding processing date for further activities.

User Interface Components

Once you log in to TrustReporter, you are taken to the TrustReporter home page. If you are
logging in for the first time, you are greeted with the Welcome screen (refer to Figure 6).
Figure 6 also indicates the key components of the TrustReporter user interface.

Figure 6: TrustReporter Welcome Screen

Commeon

Account and Processing
Date Controls I Control Panel I Controls

Bank Logo
and Name

Current User

o
28 Dt Trum

Dema - DT247014

Menu Bar Breadcrumbs

@Iml REpaie Vgﬁ.‘\'ngn

Footer Area Display Area I

1
Doc. Version: 1.1 *Fi-Tek—Limited Distribution* 7



Client Internet Access—User (TR Web)
User Manual

.
The primary components of the TrustReporter user interface are—

e Control Panel: It is the primary controlling area of the application. The Control Panel
acts as a container, containing the following components.

= Bank Logo and Name: Shows the bank logo and the bank name. The current
date is also shown.

= Account and Processing Date Controls: These drop-down lists allow you to
select an investment account and the corresponding processing date for further
activities.

= Common Controls: These controls allow you to access the Welcome screen,
the Frequently Asked Questions (FAQ) screen, and the My Profile screen.
The last among the group allows you to log out of the application. For more
information, refer to “TrustReporter Common Controls” later in the chapter.

= Current User: This indicator shows the currently logged-in user.

e Menu Bar: This part of the user interface is most used during navigation throughout
TrustReporter. The menu bar contains the following buttons for accessing information
related to your investment position.

= Report
= Statement
= Consolidations
=  Mail
= Documents
Each of the above areas is covered in subsequent chapters.

e Breadcrumbs: The Breadcrumbs area contains your navigation trails and serves as a
secondary navigation control.

e Display Area: This is the largest part of the TrustReporter user interface. When you log
in for the first time, the Display Area displays an introductory note about the
TrustReporter console. Later, the Display Area is used for showing reports, statements,
consolidations, and all other investment information. The area expands and contracts
automatically, depending on the information load.

e Footer Area: The footer area contains the TrustReporter logo and the VeriSign® seal,
symbolizing online safety and security.

e
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TrustReporter Common Controls

This section describes the purpose behind each of the Common Controls in TrustReporter.

Welcome

The Welcome screen, as shown in Figure 6, appears when you log in to TrustReporter for the
first time. You can get back to this screen anytime by clicking Welcome in the Common
Controls area.

Help

To access the latest user manual for the TrustReporter application, click Help.

FAQ

To access a list of classified Frequently Asked Questions (FAQ), click FAQ in the Common
Controls area. The Display Area shows these questions and the corresponding answers,
as shown in Figure 7.

Figure 7.  Frequently Asked Questions in Display Area

DEMO BANK - 03/18/2013 ACCOUMT: | 1000: John Doe v| DATE: 032112012 v p —
REPORT + STATEMENT » CONSOLIDATIONS + MAIL + DOCUMENTS
@ Fagl

FREQUENTLY ASKED QUESTIONS

What is TrustRepo H
What can | do with
How secure is Tru

Change User Profile
Trust Reports
Trust Statements
IMail

What is TrustRepol [Top]

Online Report Delif Vi for Windows Data.

What can | do with [Top]
You can view your portfolio summary, transactions. holdings and taxlot reports. You can download your reports in several popular formats such as Word, Excel and ASCIL
How secure is TrustReporter? [Top]

TrustReporter utilizes 128-bit SSL encryption. Server is hosted by NTT/VERIO, a leading SAS 70 | &Il compliant hosting company, with state of the art infrastructure (www.verio.com).

The FAQs are classified under multiple headings. Select a heading from Select the Process
drop-down list. After you select a heading, the corresponding questions and answers are
displayed. For example, if you have a question about how to use the TrustReporter Mail
feature, select Mail from Select the Process drop-down list. From the filtered set of questions
and answers, you can easily spot your question now and have it answered.

e
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Figure 8 shows a filtered set of FAQs.

Figure 8: Filtered Set of FAQs

DEMO BANK - 03/18/2013 ACCOUNT: | 1000: John Dioe v| DATE [3212012 v ) m—

REPORT » STATEMENT v CONSOLIDATIONS + MAIL ¥ DOCUMENTS =

FREQUENTLY ASKED QUESTIONS

<]

electthe process | Mail

How does the TrustReporter Email system work?
How do | know when | receive a new message?
How do | write an email?

How does the TrustReporter Email system work? [Top]
The TrustReporter Email system is a secure Internal Email/Messaging system between TrustReporter Users and Administrators. Emails composed in TrustReporter never leave the TrustReporter system,
and therefore are not exposed to the vulnerabilities of regular non-secure Email. Messages can be composed with the peace of mind that no Confidential content will be intercepted by a third party, or
exposed to non-secure parts of the Internet.

How do | knows when | receive a new message? [Top]
For your convenience, you may specify an external Email address at which TrustReporter will notify you when you receive a new message. This notification will be sent to you any time you receive a
Message at TrustReporter (based on your selected preferences in TrustReporter). Note that this notification does not contain any of the content of the email in your TrustReporter Inbox.

How do | write an email? [Top]

Locate the "Mail” menu in the Main Menu Bar on the left side of your screen and click on the "Compose” link. You will be taken to a screen resembling a typical online Email interface. You may compose
your message from this interface and click on the "Send” button to have it delivered.

My Profile

To view or modify your user profile (credentials), click My Profile in the Common Controls Area.
TrustReporter’s Display Area now shows the My Profile section (refer to Figure 9).

Figure 9: My Profile Section in Display Area

MY PROFILE

 Save | Cance

HNAME® demoadmin (User name) LOGIN NAME® demaadmin (Logn name for logn)
NEW PASSWORD| | CONFIRM NEW PASSWORD| |
EMAIL [ John. doe@f-ek co.in |

noTricanon 2 (Please notify me when | rocesve an email with at least | EFZEE v priocty )

Nadd NOANCAYAN 0N your oven emall SO0rESS When YOU recese 3 mad of & choosen prionty hype, and if vou ars subscribed for Sistaments e pou wiil raceie & nolifzaton Abowt stements on

You can perform the following activities in this connection.

e Change Your Current Password: In the Login Information area, enter your new
password in the New Password field. Re-enter the new password in the Confirm New
Password field for system authentication. Click Save at the bottom of the My Profile
section to save your new password.

e Specify Your Email Address: In the Email area of the My Profile section, enter your
email address in the Email field. Click Save at the bottom of the My Profile section to
save the email address.

e
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e Specify Email Notification Level: You can take advantage of TrustReporter’s Email
Notification feature to receive alerts/notifications whenever an email of a specified
priority level reaches your Inbox.

To activate this feature, select the Notification check box in the Email area of the

My Profile section. Additionally, specify your desired priority level from the
corresponding drop-down list. Click Save at the bottom of the My Profile section to save
your email notification preference.

Logout

At the end of your session, click Logout in the Common Controls Area to quit TrustReporter.

Account and Processing Date Selection

You need to select an investment account and a corresponding processing date for activities
such as viewing reports. These selections can be made from the respective drop-down lists in
TrustReporter Control Panel, as shown in Figure 10.

Figure 10: Account and Processing Date Selection

First Bank of
R T

ACCOURT. §1000: John Doe v DATE: f0372172012 v
Select An Account

Demo - 07/25/2014

STATEMENT w

REPORT =
1000: John Doe 013172012 |
100000: Mary Parker 1213172011
1004 John Doe
1006: John Doe
IN=1a = 1008 John Doe i
ABOUT THIS b 10 John Doc Prncessm.g Date
1014, John Doe Selection
This console serves as an of1017: John Doe iur Trust Reports Electronically and Securely over the Internet. This window contains three panes: The top pane
provides the Header Toolbar]1030: John Doe B et pane provides an overviess of the functions.; the center pane, containing the text you are currently reading,
displays the Reports & other reatures yousglectiromthe left pane. To get a list of the reports that are available to you, select an account from top left drop down list

onthe top pane. This will populate the ayvajlaiteqeessing dates and reports for the selected account displayed on the left pane and from there you can click the
report link to view that report. To log ut' link in the upper right hand corner ofthe screen.
Account Selection

The Account drop-down list usually contains only one account for you unless you hold multiple
accounts or consolidation(s) with your financial institution. In the latter case, select a particular
account of your choice for the current session.

The Date drop-down list is pre-populated with system-generated processing dates. Select a
processing date from the drop-down list to view information (such as reports) as on that date.

Once you have selected the account and the processing date, you can proceed to view
pertinent reports in TrustReporter (from the Report menu).

e
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TrustReporter Menu Bar

You are likely to use TrustReporter Menu Bar most often while navigating through the
application.

The Menu Bar is located at the bottom of the Control Panel, as highlighted in Figure 11.

Figure 11: TrustReporter Menu Bar

T =
/ ACCOUNT. | 1000: John Doe v DATE: | D22102012 v

REFORT = STATEMENT = CONSOLIDATIONS =+  MAIL v DOCUMENTS +

Demo - 07/25/2014

ABOUT THIS

This congale seres as an onling tool faryou to view your Trust Reports Electronically and Securely over the Internet. This windaw contains three panes: The fop pane
provides the Header Toaolbar far selecting accounts; the |eft pane pravides an overview afthe functions.; the center pane, containing the text you are currently reading,
displays the Reports & other features you select from the left pane. To get a list ofthe reparts that are available ta you, select an account frarm top left drop down list
an the top pane. This will populate the available processing dates and reports for the selected account displayed on the left pane and frarm there you can click the
report link to view that report. To log out, please locate the "Logout” link in the upper right hand corner of the screen.

The Menu Bar contains the following menu items.
e Report
e Statement
e Consolidations
e Mail
e Documents

Click the drop-down arrow next to a menu item to access the corresponding sub-menu items.
This is illustrated in Figure 12.

Figure 12: Accessing Sub-Menu Items From TrustReporter Menu Bar

Firs! Bank of
TN (oeone |
- 07/25/2014 ACCOURT: | 1000: John Doe v DATE: | 034212012 v
core o

NS »  MAIL » DOCUMENTS

This console serves as an anline toal for you to view your Trust Reparts Electronically and Securely over the Internet. This window contains three panes: The top pane
prowides the Header Toolbar far selecting sccounts; the left pane provides an overdew of the functions.; the center pane, containing the text you are currently reading,
displays the Reports & other features you select from the [eft pane. To get a list ofthe reports that are available to you, select an account fram top left drop down list
on the top pane. This will populate the available processing dates and reports for the selected account displayed on the left pane and from there you can clickthe
report link to view that report. To log out, please locate the "Logout” link in the upper right hand cormer of the screen.

Each of the five menu items are covered in detail in the subsequent chapters.

1
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3 Reports

The Report menu item in TrustReporter offers the following reports that reflect your
investment position.

e Portfolio

e Holdings

e Transaction

e Taxlot

e Pending Trades

To access a report, click Report in the TrustReporter menu bar and then click the corresponding
menu item. This is illustrated in Figure 13.

Figure 13: Report Selection in TrustReporter

G ]
Demo - 07/25/2014 ACCOUNT: | 1000: John Doe v DATE: | 0302102012 v

REFORT » STATEMENT » COMNSOLIDATIONS » WAL » DOCUMENTS

This console serves as an online taol for you toview your Trust Reparts Electronically and Securely over the Internet. This window cortaing three panes: The top pane
provides the Header Toolbar for selecting accounts; the left pane provides an overview ofthe functions.; the center pane, cortaining the texd you are currently reading,
displays the Reports & other features you select frorm the eft pane. To geta listofthe reports that are available to you, select an account from top 187 drop down list
on the top pane. This will populate the available processing dates and reports for the selected account displayed on the left pane and frorn there you can click the
report link to vigw that report. To log out, please locats the "Logout’ link in the upper rfight hand comer of the screen.

Portfolio Report
The Portfolio Report gives you the portfolio position of the selected account as on the
selected processing date.

To access the Portfolio Report, click Report on the TrustReporter menu bar, followed by the
Portfolio menu item.

The report is visible in two formats—high-level view (the default view) and drilled-down view.

e
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Figure 14 shows the high-level view of the Portfolio Report.

Figure 14: Portfolio Report (High-Level View)

PORTFOLIO S MAKE THIS YOUR HOMEPAGE me
ACCOUNT NAME John Doe ACCOUNT NO 1000 PROCESSING DATE: 0302112012 PRICING DATE: ®
Market Value Total Portfolio
100% 445,000,000
80% 446,200,000
£0.92% %
; 60% A— % 444,400,000
Z 2
g 403 37.91% E
Z P & 442,600,000
8
205 8
$40,800,000
7D‘42% 0.76%
0% g -
$3%,000,000
Cash Equivalents Equities Fixed Income Miscellaneous Assets 12/22 01/04 o1/12 01/25 0z/038 0z/14 0z/24 03/08 0215
Major Asset Name Date

Interest - Tax

Other Incame

“Yes

Portfolio Compaosition

Call Options -3,800.00 -0.01 Total Portfolio value 03/01/2012 42,183 961 63
Cash Equivalents 202,333.49 042 Cash & Asset Receipts 5,291,595.00
Equities 18,076,959 58 37.91 Cash & Asset Distributions -289,11291
Fixed Income 29,048,199.24 B0.92 Investrnent Earnings 280,528.93
Miscellaneous Assets 362,062.07 0.76 Investment Change 249,1853.74
Uninvested Cash 0.03 0.00 Total Portfolio Yalue 03/21/2012 47 685 756 41
Total Portfolio Value 47,685,756.41 100

Estimated Annual Income 664,899 78

Investment Earnings

Interest - Taxable
Dividends - Taxable

Met Accrued Interest Bot/Sld

Total Investment Earnings

Paortfolio compaonents may not egual 100% due to rounding,
*Gain or loss amount as shown may not reflect the amount to be used forincome tax purposes

Market Walue ($)

Amount($)

This Period ($) vear to Date ($) s5es On Transactions This Period ($) Year To Date ($)
Free 0.00 0.00 Realized Gains 0.oo" 0.00™
2,753.60 18.818.10 Realized Loss 0.00* -6E6.61%
247,292 69 781,123.13
482.66 1,339.07 Total Portrolio Value 47689,786.41
0.00 0.00 Less : Tax Cost Basis -31,399,392 09
250,528 .95 801,277.30 Cash Balance 0.03

Unrealized Gains & Losses 16,286,364 20

The hig

h-level view comprises of the following major elements.

A bar graph that shows the portfolio allocation across major asset categories (such as,
Equities, Fixed Income, Cash Equivalents etc.)

A line graph that plots the Total Portfolio Value over a period of three months prior to
the selected processing date.

The Portfolio Composition table that gives the market values of different portfolio
components along with corresponding percentage values.

The Investment Earnings table that shows earnings from investments for the current
period along with the corresponding Year-to-Date (YTD) figures.

The Sources & Uses of Funds table that tracks changes in Total Portfolio Value from the
beginning-of-month date up to the selected processing date.

The Gain/Losses on Transactions table that highlights realized and unrealized gain/loss
amounts for the current period along with corresponding YTD figures.

Doc. Version: 1.1
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From the high-level view, you can generate drilled-down views of the Portfolio Report in either
of the following ways.

e By clicking a bar (corresponding to an asset category) in the graph showing portfolio
allocation.

e By clicking an asset link in the Portfolio Composition table.

These processes are illustrated in Figure 15.

Figure 15: Portfolio Report—Generating Drilled-Down View
PORTFOLIO 5 = ] | & Jeea]

ACCOUNT NAME John Doe ACCOUNT NO: 1000 PROCESSING DATE 0372172012 PRICING DATE: =
Market Value Total Portfolio

100% 448,000,000

80% 446,200,000
50,52% %

o aos — T 44,400,000
: s
. 37.91% &

< — 5 $42,600,000
2

$40,800,000

0.76%
' —_— )
429,000,000
Cash Equiu\égnts ﬁmm— Fixed Incorme Miscellaneous Assets 1zf22 01/04 01/13 01/25 02/03 02/14 02f24 03/06 03/15
Major Asset Name Date

Portfolio Composition Market value ($)

[T B — -3,800.00 -0.0

1| Total Portfolio Yalue 03/01/2012 42,153 561 63
Cash Equivali ks 202,335.49 042 Cash & Asset Receipts 5,291 595.00
Equities 18,076,959.58 37.91 Cash & Asset Distributions -259,11291
Fixed Income 20,048,199 24 60.92 Investment Earnings 250528 95
Miscellaneous Assets 362,062.07 0.76 Investrment Change 249 18374
Uninvested Cash 0.03 0.00 Total Portfolio VWalue 03/21/2012 47 685 756.41
Total Portrolio Valug 47 685 756.41 100
Estimated Annual Income 664 899 .78

The drilled-down view shows detailed information about the particular asset category, as
shown in Figure 16.

e
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Figure 16: Portfolio Report—Drilled-Down View

SHEQUIVALENTS

ACCOUNT NAME: John Doe

Surmmary

Cost Basis

Market Walue

Estimated Annual Income
Tatal Portfalio “alue
Fartfalio %

Yield %

CASH EQUIMALENTS
Diversified Assets Portfolio 5.165%

Totals

ACCOUNT NO: 1000

PROCESSING DATE: 03/21/2012

202 335.49
202 335.49
1045063

47 B85 756.41
0.42%

5.17%

10 ,450.63
10,450.63

202,335,458
202,335.48

202,335.48
202,335.48

Once you have viewed the drilled-down Portfolio Report, click Close at the bottom of the

screen to close it.

Portfolio Report—Report Tool Bar Utilities

The Portfolio Report contains a report tool bar containing multiple utility features. The tool bar
is located at the right side of the report title, as shown in Figure 17.

Figure 17: The Report Tool Bar for Portfolio Reports

PORTFOLIO

ACCOUNT NAME John Doe ACCOUNT MO,

Market Value

PROCESSING DATE 037217202

Major Asset Name

100% $48,000,000
el $46,200,000
9
60.92% 3
£0% i
e~ — 2 444,400,000
g 27,91% 2
£ an% —_— =
S P — 8 $42,600,000
5
20% 2
$40,800,000
0.42% 0.76%
0% o — /
$39,000,000
Cash Equivalents Equities Fixed Incom= Miscellanzous Asset: 1z/22  01/04 0113 o1/25  02/0% 0214 02/z¢  03/06 0315

Date

Porifolio Composition Market Value (3) Amount($)
Call Options -3,800.00 -0.01 Tatal Portfolio value 03/01/2012 42153 561 63
Cash Equivalents 202,335 49 042 Cash & Asset Receipts 9,291,595.00
Equities 18,076,959 .56 3781 Cash & Asset Distributions -259 112.91
Fixed Income 29,048,199.24 6092 Inwestment Earmings 250,528.93
Miscellaneous Assets 362,062 07 076 Investment Change 249183.74
Uninvested Cash 003 0.00 Tatal Portfolio value 03/21/2012 47 685,736 41
Total Portfolio Yalue 47 685 756 41 100
. *r: . . . . . *
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Note: The report tool bar is present for all reports in TrustReporter.

The utility features offered in the context of Portfolio Report are described below.

Target Vs. Actual Portfolio Comparison Chart

You can compare the actual portfolio of the selected account with the target portfolio

composition. Click the Target vs. Portfolio Comparison icon () in the report tool bar.
The Target vs. Actual Portfolio Comparison Chart appears (in the form of a bar graph),
as shown in Figure 18.

Figure 18: Target Vs. Actual Portfolio Comparison Chart

PORTFOLIO: TARGET VS ACTUAL MARKET VALUE

ACCOUNT NAME: John Doe ACCOUNT NO.: 1000 PROCESSING DATE: 03/21/2012

Target ¥s. Actual Comparison Chart
70

Gh06
G4z
ket
W14

%0 ‘ — m— /‘

Cash Equivalent Equities Fixed Incorme Others

Target Actual

Once viewed, click Close to close the chart.

Market Value Chart

You can take a look at the actual market value of various portfolio components in your account.
Click the Market Value Chart icon () in the report tool bar. The Market Value Chart appears

(in the form of a bar graph), as shown in Figure 19. The absolute market value corresponding to
each asset category is shown in the graph.

e
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Figure 19: Portfolio Report—Market Value Chart

FORTFOLIO: MARKET YALUE CHART

ACCOUNT MAME: John Doe ACCOUNT MO 1000 FROCESEING DATE: 03/21/2012
Market Value
430,000,000
—
$29,048,199.24
$20,000,000 $18,076,959.58

—

$10,000,000
g F202,335.49 $362,062.07
I O - - P —
#-3,800
$-10,000,000
$-20,000,000 ‘

Call Options Cazh Equivalents Equities Fized Incorne Miscellaneous Assets

Major Asset Mame

Once viewed, click Close to close the chart.

Note: The Market Value Chart is different from the bar graph displayed in the high-level view.
In the former case, absolute amount for each portfolio component is displayed; in the latter

case, only the corresponding percentage figures are indicated.

Portfolio Composition Chart

The Portfolio Composition Chart allows you to view the contribution of each asset category in
the portfolio composition of the selected account. Here, the proportional contribution of each
asset category is illustrated in the form of a pie chart. The absolute amount corresponding to
each category is also indicated.

Click the Portfolio Composition Chart icon (ﬁ) in the report tool bar to generate the chart,
as shown in Figure 20.

e
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Figure 20: Portfolio Composition Chart

ACCOUMT NAME: John Doe ACCOUNT MO 1009 PROCESSING DATE: 03/21/2012

Market ¥alue

__——Cash Equivalents, $1,689,636.32

T~—Miscellaneous Assets, $464,176.36
Equities, $7,200,622.4 — ]
“~Fined Income, $305,038

The pie chart supports advanced options like slicing and rotation. Click on a pie slice abave to see the slicing feature in action. To enahle ratation, right click an any pie
and select"Enable Rotation". Thereby, drag and rotate the pies.

Click a wedge of the pie chart to view the summary details corresponding to that particular
asset category (refer to Figure 21).

Figure 21: Portfolio Composition Chart—Summary Details

CASH EQUIVALENTS

ACCOUNT NAME: John Doe ACCOUNT NO: 1008 PROCESEING DATE: 03/21/2012

Summary’

Cost Basis 326 BA6.06
Market “Walue 326 B56.06
Estimated Annual Income 16871.79
Total Portfolio Value 8,709 B73.BF
Partfolio % 3.75%
Yield % 5.16%

nvestment Categary ax Cos 2 alue Estimated Annual Income

CABH EQUIVALENTS

Diversified Assets Puortfolio 5.165% 326 656.065 326 £56.06 16 671.79
Totals 326,656 08 326,656 .06 16,871.79

e
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Multiple Report Output Formats

Depending on your requirement, you can export the Portfolio Summary Report in multiple
formats. These are mentioned below.

e Click the Word icon (%) on the report tool bar to export the report into MS Word
format.

e Click the Excel icon (fﬁ) on the report tool bar to export the report into MS Excel
format. You can also generate the report in Comma-Separated Value (CSV) format.

e Click the Text icon ( & ) on the report tool bar to generate the report in text format
(that can be opened in Notepad).

e If you want a hard-copy print of the report, click the Print icon ( S ) on the report
toolbar.

Holdings Report

The Holdings Report gives you details of each individual asset held by the account. You also get
pertinent information such as, corresponding Ticker/CUSIP value, number of shares held, asset
price, market value, and proportional share in the account portfolio (expressed as percentage).

To access the Holdings Report, click Report on the TrustReporter menu bar, followed by the
Holdings menu item. The Holdings Report appears, as shown in Figure 22. This is the high-level
view of the Holdings Report.

Figure 22: The Holdings Report (High-Level View)

SUMMARY OF INVESTMENT HOLDINGS MAKE THIS YOUR HOMEPAGE

ACCOUNT NAME: John Doe ACCOUNT NO - 1000 PROCESSING DATE: 03/21/2012 PRICING DATE: **

ar Ticker @  Investment Category &&) Rate Maturity Unit value r""‘”':':'f::‘ Mkt Val Date
G M M AMORTGAGE POOLS -
9,955.00 GMNM10007 & GRMA Pook1 0007 7.500 02/15/2016 1.09 10,847.84 0672172005 0.0z
9,855.00 TOTALS 10,847.84 g 0.02
MORTGAGE POOL PASE-THRU
152,469.77 & Ameriguest Mortgage 2002-141 4.985 11/25£2033 1.00 152599.37 02/28/2012 032
12575017 & AmeriCredit Auto Rec 2004-BM 2670 030772011 1.00 125337.71 1243172007 026
102,791.81 & Banc of America Ser 2001-PB1 5.787 05/11/2035 1.00 102,791.81 08/31/2011 022

4
Portfolio components may not equal 100% due to rounding. * Denotes Invested Income Portfolio. **Yes

You can sort the Holdings Report in ascending or descending order on the basis of these
columns—Shares/Par Value, Investment Category, and Market Value (S). Click the up-arrow key
in the column header to sort in the records in ascending order and the down-arrow key to sort
them in the descending order (within each asset category group).

e
Doc. Version: 1.1 *Fi-Tek—Limited Distribution* 20



Client Internet Access—User (TR Web)
User Manual

Note: By default, you can see the Ticker value of each asset in the Ticker column. To see the
corresponding CUSIP value, click the diagonal-arrow icon (&) in the Ticker column header.

The column-header also changes accordingly.

Like the Portfolio Report, you can export the Holding Report into multiple formats such as
Word, Excel, and Text by clicking the appropriate icon in the report tool bar. You can also take a
hard-copy printout of the report. For more details, refer to “Multiple Report Output Formats”
under “Portfolio Report”.

The Holding Report also offers two (2) drilled-down views—Taxlot view and Pending Trades
view.

Taxlot Drilled-Down View

Click the Taxlot icon (%) adjacent to an asset entry (wherever applicable) in the Investment
Category column of the high-level view. The corresponding taxlot information opens up in a
pop-up screen, as shown in Figure 23.

Figure 23: Holdings Report—Taxlot Drilled-Down View

ACCOURT BARKE: John Doe ACCOURT RO 1000 FROCESSIMG DATE: 03/21/2012
ASEET MAME: Edison Intl Cam

Shares  Acguired Date Howe Acquired Cost LInit Cost tar. val. Unreal. Gain & Loss Orig. Face 1.

200.00 01,/29/2002 Purchase 2EB2.57 1281 8,520.00 55957 .43

You get information such as number of shares corresponding to the taxlot, market value,
and other taxlot acquisition details.

Once viewed, click Close at the bottom of the screen to close the drilled-down view.

e
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Pending Trades Drilled-Down View

Click the Pending Trades icon (P ) adjacent to an asset entry (wherever applicable) under the
Investment Category column of the high-level view. The corresponding pending trade
information opens up in a pop-up screen, as shown in Figure 24.

Figure 24: Holdings Report—Pending Trades Drilled-Down View

VIEW PENDING TRADE(S) INFORMATION

ACCOUNT NAME: John Doe ACCOUNT MO: 1000 PROCESSING DATE: 03/21£2012

Trade Type Trade Date Settlement Date Ticker Marne Units Met Status

Electronic Purchase 111272010 11417/2010 WT - Wval hMart Stores Inc 1.00 5434 Pended

You get information such as, trade type (for example, Electronic Purchase), trade date,
due date for trade settlement etc.

Once you have viewed the information, click Close at the bottom of the screen to close
the drilled-down view.

Transaction Report

The Transaction report gives you a list of all transactions that have occurred within a date range
for the selected account.

To get the report, click Report in the TrustReporter menu bar, followed by the Transaction
menu item.

You need to define the date range by selecting From and To dates. You can either enter each
date directly or click the adjacent Calendar icon (3) to pick a date from the Calendar control.

Click Get to generate the list of transactions for the account.

Figure 25 shows the Transaction Report.

e
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Figure 25: Transaction Report

TRANSACTIONS MAKE THIS YOUR HOMEPAGE
ACCOUNT NAME: John Doe ACCOUNT MO: 1008
|FROM n3iotizo11 E TO [10r31/2012 E GET ]
Ticker @ i
MRATES : Diversified Assets Portfolio 5.165% -
02012012 MRATES Daily Factor - Interest Intorest From D1A1/2012 To 01319012 3223 0.00
2A01/2012 CTFA Cammen Fund Eamings BT G 1) [Fom 2 286,15 0o

Commaon Fund Eamings Payable 01/31/2012

CL: Colgate Palmaolive CO

02415/2M2 CL Dividend Dividend Payable 02/15/2012 10,440.00 0.00
18000 Shares @ $0.58
PG : Practer & Gamble CO

02152012 PG Dividend Dividend Payable 02/15/2012 1,050.00 0.00
2000 Shares @ §0.525
Rental Income

02/15£2012 Scheduled Cash Deposit Received From : Mathew J Bergen 500.00 000

For Store Front Rental At 10 Main Street

022972012 Scheduled Cash Disbursement ALl (PEREIL 19 (DL Telery -12918.38 000 -

From the Transaction Report, you get information such as, transaction date, asset Ticker/CUSIP,
nature of transaction, and transaction description.

The records are sorted in the ascending order of transaction date.

Like Portfolio Report, you can export Transaction Report into multiple formats such as Word,
Excel, and Text by clicking the appropriate icon in the report tool bar. You can also take a
hard-copy printout of the report. For more details, refer to “Multiple Report Output Formats”
under “Portfolio Report”.

Taxlot Report

The Taxlot Report gives you detailed taxlot information of the chosen account as on the
processing date.

To view the Taxlot Report, click Report on the TrustReporter menu bar, followed by the Taxlot
menu item. The Taxlot Report appears, as shown in Figure 26.

Note: The Taxlot Report covered here is different from the Taxlot drilled-down view from the

Holdings Report. The former gives comprehensive taxlot information for the whole account

whereas the latter gives taxlot information for a particular asset only.

e
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Figure 26: Taxlot Report

MAKE THIS YOUR HOMEPAGE g

ACCOUNT NAME: John Doe ACCOUNT NO: 1000 PROCESSING DATE: 032142012 PRICING DATE. =

Acguired Date Ho red Cost @& Unit Cost Market value Unreal. Ga
7 500.00 3M Company 02/15/2009 ﬁjg'n':g‘r';g 277 36600 35.56 £93 49500 416,130.00 0.00
1.00 BG76 Winners Circle 02232012 Purchase 100,000.00 100,000.00 100,000.00 0o oo
17R.TT AIM European Growth Fund, Class A 0241072006 ’;2?2;;’99 4000.00 2237 5 649,23 164923
576.19 Al European Grawth Fund, Glass A 02/10/2006 ;2::;’99 1258303 21.56 18,207 60 561457
250100 Allagheny Ludlum DE/2GA9ER  Purchase 166 B7 il 10,680 00 1051333
18000 Allagheny Ludlum DEM1/A390  Purchase 5 AB5 00 A3 B AT 00 243 00
720,00 Allied Hotel Properties Inc. 09/26/1990 ﬁiﬁ'n"tﬁﬂg 16,226,867 2254 36,260.80 20,053.93 0.00
80,00 Allied Hotel Properties Inc 09/28/1590 ﬁsg'ﬂz‘g‘;‘ﬁ 179413 2243 403120 223707 000
12675017 AmeriCredit Aute Rec 2004-BM 03A0/2006 gzizp’:’“ 128 501.50 ik=E] 126 337.71 89621 13000000
3000.00 Ameriprise financial, Inc 03041995 ’;222:;“” 8552924 2851 172,170.00 8654076 - .
VRS

From the report, you get information on the assets acquired, number of shares of each asset,
mode of acquisition (such as, purchase and free receipt), unit price of each asset, total price for
each asset etc.

Note: A double asterisk (**) against the Pricing Date label above the report grid indicates

availability of the Pricing Date.

You can sort the Taxlot Report in ascending or descending order on the basis of these
columns—Shares, Assets, Cost, and Market Value. Click the up-arrow key in the column header
to sort in the records in ascending order and the down-arrow key to sort them in the
descending order.

Like the Portfolio Report, you can export the Holding Report into multiple formats such as
Word, Excel, and Text by clicking the appropriate icon in the report tool bar. You can also take a
hard-copy printout of the report. For more details, refer to “Multiple Report Output Formats”
under “Portfolio Report”.

e
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Pending Trades Report

The Pending Trades Report gives you a view of all pending trades for the chosen account as on
the selected processing date.

To view the Pending Trades Report, click Reports on the TrustReporter menu bar, followed by
Pending Trades. The Pending Trades Report appears, as shown in Figure 27.

Note: The Pending Trades report covered here is different from the Pending Trades drilled-down
view from the Holdings Report. The former gives comprehensive pending trade information for

the whole account whereas the latter gives pending trade information for a particular
asset only.

Figure 27: Pending Trades Report

VIEW PENDING TRADE(S) INFORMATION MAKE THIS YOUR HOMEPAGE

ACCOUNT MAME: John Doe ACCOUNT NO: 1000 PROCESSING DATE: 03/21/2012
Trade Type Trade Date Settlement Date Ticker @ Mame Units
Electronic Purchase 0772772010 07/30/2010 IBM  1BM Corp 125.00 -15 625.00 Pended
Electronic Purchase 09/10/2010 09152010 IBM  [BM Corp 1,000.00 -126,000.00 Pended
Electronic Purchase 05/31/201 06/03/2011 IBM  [BM Corp 500.00 -84 ,000.00 Pended
Electronic Purchase 05/31/2011 0B/03/2011 IBM  1BM Corp 250000 -437 500.00 Pended
Electronic Purchase 1122010 172010 WhT  Wal Mart Stores Inc 1.00 -54.34 Pended

The Pending Trades Report gives you information like trade type, trade date, due settlement
date, asset Ticker/CUSIP, asset name, number of units traded etc.

You can sort the Pending Trades Report in ascending or descending order on the basis of these
columns—Trade Type, and Name. Click the up-arrow key in the column header to sort in the
records in ascending order and the down-arrow key to sort them in the descending order.

Like the Portfolio Report, you can export the Holding Report into multiple formats such as
Word, Excel, and Text by clicking the appropriate icon in the report tool bar. You can also take a
hard-copy printout of the report. For more details, refer to “Multiple Report Output Formats”
under “Portfolio Report”.

e
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Specify a Particular Report as Favorite

If you happen to work with a particular report repetitively, you can set the report as your
favorite. Once a particular report is marked as favorite, it appears in the Display area
automatically every time you log in (you need not mark the Portfolio Report as your favorite
because it appears automatically by default). The concept is similar to including a web site into
your browser’s Favorites list.

To mark a report as your favorite, click the Make This Your Home Page link on the report
title bar. This is illustrated in Figure 28.

Figure 28: Tagging a Report as Favorite

1 First Bank of
m Demoville Trust
Dermo - 07/29/2014 ACCOLUNT: | 1000: John Doe v DATE: | 0372152012 r

COMSOLIDATIONS +  MAIL +

STATEMENT +

FEFPORT =

VIEYY PENDING TRADE(S) INFORMATION

ACZCOUNT NAME: John Doe ACCOUNT MO: 1000 SIMGDATEU32772072

Trade Type rade Date & ent Date Ticker @ Mame

Electronic Purchase 072772010 07/30/2010 IEM IBM Carp
Electronic Purchase 09/10/2010 0941552010 IBM IBM Corp
Electronic Purchase 08/31/2011 06/03/2011 IEM 1Bt Carp
Electronic Purchase 05/31/2011 06/03/2011 IEM IBM Carp
Electranic Purchase 1122010 11172010 WRT - Wal Mart Stares Inc

e
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4 Statements

The Statement menu facilitates viewing and downloading statement packages related to
your account.

To work with statements, click Statement on the menu bar, followed by View/Download.
The View/Download Statements screen appears, as shown in Figure 29.

Figure 29: View/Download Statements Screen

YNLOAD STATEMENTS

Selectan accoun v | andior | Selact a package v | andior| Selectan end da v

. 500 perpage ¥
Statement Criteria Fields

1004 Richard Portilla e-Rosemont CASH 05-01-2011 05-31-2016 06-02-2011 [iew] [Download]

First Mext Prev Last Showing 1 of 1 pages

Account No. Begin Date End Date Upload Date view  Download

Account Name Package Mame

ZIP DOWNLOAD: SF| FCTEO
STATEMENTS

You now need to select at least one or more of the following statement criteria (highlighted in
Figure 29).

e Account: To view statement package(s) for a specific account, select it from the
drop-down list on the extreme left.

e Statement Package: To view a particular statement package, select it from the
drop-down list in the middle.

e Processing Date: To view statement package(s) corresponding to a particular processing
date, select it from the drop-down list on the right.

Click Get. The matching statements get listed in the Statements grid below.

Statement Navigation Controls

The navigation controls above the Statements grid allow you to browse through a long list of
statements quickly.

These navigation controls are highlighted in Figure 30.

e
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Figure 30: Statements—Navigation Controls

OAD STATEMENTS

| select an accoun v | and/or| Selact a packags v | and/or| Selact an end da v |

First 1l Mext 1l Prev I Last Showing 1 of 1 pages 500 perpage ¥ |

oo L}
000 per page

Account No Account Name Marne 1500 per page Begin Date End Date Upload Date WiEw Download
2000 per page

I 1004 Richard Partillo e-Rosemont CASH All Users 08-01-2011 05-31-2016 0B-02-2011 [Wiew] [Download]

ZIP DOWWMLOAD: 5!!

If you have a large number of statements, you can limit the number of statements that can be
viewed per page in the grid (say, 500 statements per page). You can also quickly navigate to the
first, next, previous, and last pages by clicking the appropriate buttons.

View and Download Statements

To view a statement, click the corresponding View link in the Statements grid. The statement
opens up in your browser window in PDF format.

To download a statement, click the corresponding Download link in the Statements grid.
The downloaded statement (in the PDF format) can be saved in your preferred folder either in
your hard drive or in a networked path. Double-click the file in the saved location to view it.

Zip Download

To download statements in lots, you can use the Zip Download feature. In this case, statements
will be downloaded collectively in zipped format, which can subsequently be opened with
decompression tools like WinZip and WinRAR.

There are two modes of the Zip Download feature.

e Zip Download All Statements: Click All Statements at the bottom of the screen to
download all statements shown in the Statements grid.

e Zip Download Specific Statements: Click Selected Statements at the bottom of the
screen to download selected statements from the Statements grid. (Select the check
box at the beginning of a row to select the corresponding statement.)
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Figure 31 highlights the View link, the Download link, and the Zip Download buttons.

Figure 31: Statement—View, Download, and Zip Download Features

STATEMENTS

Select an accoun ¥ | and/or| Selecta package v | andéor| Selectan end da v |

First Mext Prey Last Showing 1 of 1 pages 500 perpage ¥

Account Mo Account Name Package Name Begin Date End Date Upload Date

L 1004 Richard Portillo e-Rosemant CASH 05-01-2011 05-31-20M6 06022011

[ ZIP DOWMNLOAD 5@!
L

e
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5 Consolidations

The Consolidation menu item allows you to define and maintain account consolidations.
You can perform the following activities in this context.

e View existing consolidations

e Add a new consolidation

e Edit a consolidation

e Delete a consolidation

To work with consolidations, click Consolidations on the TrustReporter menu bar, followed by
either View Consolidations or Add a Consolidation menu item.

View Consolidations

To view existing account consolidations, click Consolidations > View Consolidations.

All existing consolidations are shown in the View Consolidations screen, as shown in Figure 32.

Figure 32: View Consolidation Screen

Consolidation Abvr

ConsAcc Cons [view] [Edit]

Delete the Selected Consolidations

To view the constituent accounts of a consolidation, click the View link in the corresponding
row. The View Consolidation Details screen pops up, as shown in Figure 33.
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Figure 33: View Consolidation Details Screen

ILIDATION DETAILS

Creation Date 07/08/2014
Consaolidation Mame ConsAcc
Consalidation Abwr Cons

Accounts Partfolio Holdings ransaction Curr Day

1000 X X X X X
1004 X X X X X

Apart from the constituent accounts, the View Consolidation Details screen also indicates the
reports that are available for each account. For example, in Figure 33, Portfolio, Holdings,
Transaction, and Taxlot reports are available for both the accounts.

Once viewed, click Close at the bottom of the screen to close the View Consolidation Details
screen.

Add a Consolidation

To add a consolidation, click Consolidations > Add a Consolidation.
The Add Consolidation screen appears, as shown in Figure 34.

Figure 34: Add Consolidation Screen

ADD CONSOLIDATION

DATE: 7/29/2014 CONSOLIDATION HAME CONSOLIDATION ABVR:
Accounts Portralio Holdings Transaction Taxlat Curr Day' Pending Trade

@ 1000 % X % % % =
o 100000 % % X % X %
@ 1004 % X b % %
8] 1008 % % % %
@ 1009 % % X % X %
8] 1010 % % % % X %
a 1014 % X X % X
8] 1017 % % % %

1030 % % X % ©

The Add Consolidation screen lists all available accounts and the reports available for each.
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To create a consolidation, follow these steps.
e |nthe Consolidation Name field, enter the Consolidation Name.

e In the Consolidation ABVR field, enter an abbreviation in line with the consolidation
name.

e From the List of Accounts grid, select those accounts that will constitute the new
consolidation.

e Click Save at the bottom of the screen.

The new consolidation immediately appears in the View Consolidations screen, as shown in
Figure 35.

Figure 35: New Consolidation in View Consolidations Screen

VIEW CONSOLIDATIONS

Delete the Selected Consolidations

| | Consolidation Name Consalidation Abvr
U ConsAcc Cans [iew] [Edif]
Ir ) ConsAcc2 Cons2 [View] [Edif] II

New Consolidation

Delete the Selected Consolidations

Edit a Consolidation

To edit a consolidation, select it from the View Consolidations screen and click Edit (refer to
Figure 36).

Figure 36: View Consolidations Screen—Edit a Consolidation

VIEW CONSOLIDATIONS

Delete the Selected Consolidations

Solidation Name Consolidation Abvr
) ConsAcc Cons [Wiew]
u ConsAcc2 Cons2 [iew] [El

Delete the Selected Consolidations
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The Edit Consolidation screen appears, as shown in Figure 37.

Figure 37: Edit Consolidation Screen

SOLIDATION

Cancel

CREATION DATE: 07/08/2014 CONSOLIDATION MAME:
MODIFICATION DATE: 7/29/2014 CONSOLIDATION ABYR:
ArCcounts Portfolio Holdings Transaction Taxlot Curr Day Pending Trade

I 1000 X X b X X =
O 100000 % 3 X X X 3
[ 1004 % % X X %
8] 1006 % 3 X X
O 1009 % % X X X %
J 1010 % X X X X X
O 1014 % X X X X .

From the Edit Consolidation screen, you can make the following changes.
e Edit the Consolidation Name and the corresponding Consolidation Abbreviation
e Deselect an existing account from the consolidation
e Include a new account into the consolidation

Once done, click Save at the bottom of the screen to save your edits.

Delete a Consolidation

To delete a consolidation, select it from the View Consolidations screen and click Delete the
Selected Consolidations. This is illustrated in Figure 38.

Figure 38: Delete a Consolidation

W CONSOLIDATIONS

Delete the Selected Consolidations

Consalidation Name Consolidation Atwr
Ll ConsAce Cans [iew] [Edif]
53] ConsAcc2 ‘CEITISZ [ [View] ‘ [Edif] II
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6 Mail

The Mail feature in TrustReporter allows you to read incoming mail; filter mail according to a
given criteria; compose an email; view sent mail; and delete mail.

To work with mail, click Mail from the TrustReporter menu bar and then click one of the
following menu items according to your requirement.

e Inbox
e Compose

e Sent Mail

The Inbox

Click Mail > Inbox to access your mail inbox.

The Inbox appears in the display area, as shown in Figure 39.

Figure 39: The Mail Inbox

[ N SUBJECT v

LOCK M UNREAD MAILS ' ALL MAILS READ MAILS

| From Subject Date

# demoadmin TrustReporter 041772013

 demoadmin newlser 04/12/2013

1 demoadmin TrusrReporter 041272013

Compose

Your incoming email messages are arranged in a grid. You can sort the email messages in
ascending or descending order by clicking either the up-arrow key or the down-arrow key
adjacent to all three column-headers—From (sender), Subject, and Date.

To read mail, click the corresponding link either under the Subject column or under the From
column.
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Filter Incoming Mail

You can filter incoming email messages according to filter criteria. Enter a search string above
the Add Filter button. Next, select a search location from the adjacent drop-down list
containing the following alternatives.

e Subject & Body

e Subject
e Body
Specify one of the following look-in options.
e Unread Mail
e All Mail
e Read Mail

Click Add Filter. The incoming email list gets refreshed to show a filtered subset. Before filtering
the incoming email messages again, click Remove Filter first to clear the original filter.

The filter criteria fields are highlighted in Figure 40.

Figure 40: Incoming Fields—Filter Criteria Fields

M SUBJECT & BODY ¥

SGUER LODKIN - UNREAD MALS '® ALL MAILS READMAILSIl

Subject Date

1 demoadmin TrustReporter 04/17/2013
{ demoadmin newlser 0411272013

1 demoadmin TrusrReporter 0411272013

To delete mail from your inbox, select it from the mail list and click Delete.

You can also start composing new mail from the inbox by clicking Compose. For more details,
refer to “Compose Mail” below.
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Compose Mail

To compose new mail, click Mail > Compose. (You can also click Compose at the bottom of the
Inbox screen.)

The Compose Mail screen appears, as shown in Figure 41.

Figure 41: Compose Mail Screen

COMPOSE MAIL

TO: ‘ ‘ SELECT USERS
SUBJECT: | |
PRICRITY [Marmal v]

Mote: Mo time sensitive messages pleasel

Follow these steps to compose your email.
e To select an email recipient, click Select Users.

The Select Mail Recipients screen pops up. Select one or more users from the Recipients
table and click Select to add them.

e Enter your email subject in the Subject field.

e Select an email priority level from the Priority drop-down list. The options are:

= Normal
=  Medium
= High

By default, every email message is sent with the Normal priority.
e Enter the message body in the designated text area.
e Click Send.

The email composition process is illustrated in Figure 42.
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Figure 42: Email Composition Process
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From the Compose Mail screen, you can click Inbox to navigate to your inbox.

Sent Mail

To view email messages already sent by you, click Mail > Sent Mail.
The Sent Mail screen appears, as shown in Figure 43.

Figure 43: Sent Mail

SENT MAIL

I SUBIECT v Add Filter § Remove Filter

=

B To Subject & ® Date @ &
dermoadrnin Welcome 04172013
demoadmin Wyelcome 04172013
demoadmin welcarme 0417/2013
demoadmin welcome 04/16/2013
demoadmin WWelcome 04162013
demoadmin welcome 04/16/2013

Inbox

All email messages sent by you are listed in the sent mail list. You can sort the email messages
in ascending or descending order by clicking either the up-arrow key or the down-arrow key
adjacent to all three column-headers.

To read an email message, click the corresponding link under the Subject column.
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Filter Sent Mail
You can also filter your sent mail messages according to filter criteria.
Enter a search string above the Delete button. Next, select a search location from the adjacent
drop-down list containing the following alternatives.
e Subject & Body
e Subject
e Body

Click Add Filter. The sent email list gets refreshed to show a filtered subset. Before filtering the
sent email messages again, click Remove Filter first to clear the original filter.

The filter criteria fields are highlighted in Figure 44.
Figure 44: Sent Mail—Filter Criteria Fields

SENT MAIL

IN - sUBJECT v Add Filter | Remove Filter

Subject Date

dermoadmin Wyelcome 0471772013
demoadmin Welcome 04A17£2013
demoadmin welcome 04/17/2013
demoadmin welcome 04/16/2013
demoadmin Welcome 04/16/2013

(JO|0|0|0|C

dermoadmin welcome 04/16/2013

To navigate to your inbox from the Sent Mail screen, click Inbox.

To delete a sent email message, select it from the list and click Delete.
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7 Documents

TrustReporter’s Documents feature allows you to view and download documents published by
your financial institution from time to time.

To view/download documents, click Documents on the TrustReporter menu bar, followed by
the View/Download option. The View/Download Documents screen appears, as shown in
Figure 45.

Figure 45: View/Download Documents Screen

Unload Date Document nfo Wiew Downloac

12/12/2006 Ferfarmance Report - October 2006 [Wiew] [Donload]

Dawnload all Documents n a single zip filf [Zip-Downloac]

The available documents are listed in the Documents grid.

To view a document, click the corresponding View link. To download a document to your hard
drive/local network drive, click the corresponding Download link.

You can also download all available documents in zipped format. Click the Zip-Download link at
the bottom of the screen to download the zip file. You will need a decompression tool like
WinZip or WinRAR to access the individual documents.
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8 Authentication Strategy

TrustReporter has inbuilt Strong authentication features to ensure high security levels.
The authentication techniques get triggered whenever a user logs in.

The authentication strategy works as follows.

e The first time a user logs in to TrustReporter, a security profile is automatically created
for the user.

e The user needs to complete the profile by responding to a set of questions and answers.
The profile is saved for future security checks.

In case of questionable login attempts in future, the user will be challenged with a
subset of security questions saved in his/her security profile. The user’s answer needs to
match exactly with the original answer provided.

e Periodically, the user will be asked to update the security questions/answers.

Tips for Creating Strong Security Profile

Here are some tips for creating a strong security profile and to avoid possible confusions.

e Tryto provide answers that are easy to remember while completing your security
profile.

e |t helps to choose questions that have only one logical answer.

e Be specific for your answers to avoid confusions. For example, if you select the name of
the hospital where you were born, give an answer like “Skyhook” instead of “Skyhook
Hospital”.

e Refrain from selecting questions that could be answered correctly, but not accurately.
An example can be the name of your youngest sibling. Both “Tom” and “Thomas” may
be correct but only one of them can be an acceptable answer. A similar example can be
your school mascot—“Bulldog” vs. “Bulldogs”.

e Avoid using abbreviations. For example, use “Delaware Valley” and not “Del Val”.
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