Account Admin > Comments/Attachments

The Comments/Attachments screen allows you to:

® Associate Comments and Attachments with the selected Account to ensure that information is accessible to anyone that has access to the
Account

View Comments

Search for Comments

Download Comment/Attachments

Edit Comments

View the Policy

Delete Comments

Comments are divided into several categories including notes about the Investment Policy (ex. don't buy tobacco stocks), meeting notes from
conversations

with account owners and interested parties, electronic documents and files, and ticklers to remind you of upcoming events. The initial Comments screen
displays the Comments that have been previously entered and a search form. You may also add and delete Comments from this screen.

When viewing the Comment>Attachment Screen for a Consolidated Account, the Account Number is displayed for each Comment/Attachment asso
ciated

to the Sub-Accounts, giving you the ability to sort Comments by Account Number.
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@count Admin - Comments / Attachments> Jane Goodman TUA (As Of 3/02/2016)
Account #: 434444006 Allocation: 50/3/45/3 Fees YTD: 50
Inw. Officer: Mary Bank PM Target Acct.: Goodman Target Acct LT Gain/Loss: 50
Market Value: 56,811 466 Target Alloc.: 65/20/15/0 5T Gain/Loss: 50
Total Cash: 53,037,796 Policy Acct.: MHone Type: Irrevocable - Sole
Cash Reserve: 525,000 Policy Alloc.: MA Inv. Objective: 20% FI & 50% Equity
Reconciled: 30272016 Inception: 8/02/2013 Proposed: Of Restricted: Off SMA Detail: Off
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Searching for Comments

To search for Comments:

1. Use the Search String, Comment Type and Date Entered fields to narrow your search results
2. Click the Search button

Dates are standard and are not configurable.
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Comment Types
The following type of Comments are available: Note, Meeting, Document, Tickler, Restriction, Legal Constraint, Investment Policy, Compliance and
Administrative Review.

These standard Comment Types that are used on the Account Comments/Attachment screen and the Admin/Investment Review screens cannot be
edited

or deleted but they can be reordered.

Enter your search criteria below:
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Restriction - A Restriction type comment on an Account can be set up that will display a message on the Proposed Trades screen.
This is useful if a client wants to be notified of all Trades.
To set up a Restriction Comment, click the Add a Comment link and select the Comment

Type of Restriction.



Adding a Comment/Attachment to an Account

To add a Comment/Attachment to the Account:



Viewing A Comment

Click the View link for any Comment to view all of the details of the Comment.

Look at pending trades

Comment

Subject: Look at pending trades
Comment Type: Tickler

Entered By: Seckman, John
Entered On: 6/5/2013 4:25 PM
Message: Look at pending trades

Tickler Settings
Reminder Date: N/A
Email Reminder: N/A
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To edit any Comment:
1. Click the Edit link

2. Update any of the details of the Comment
3. Click the Update button

There are user rights associated with editing and deleting your own Reviews and/or other User's Reviews.
Contact your administrator for further information.
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To delete a Comment from an Account:

1. Select the Delete checkbox for the Comment
2. Click the Delete Selected button.

Click the Download All Attachments link to extract all the attachments associated with the selected

account Comments to a zip file which can be viewed and/or saved.
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