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Fund Manager 8.x Quick-Start Guide

Introducing Fund Manager

Welcome to Fund Manager. Fund Manager is powerful portfolio management software. Fund
Manager is available in Personal, Professional, or Advisor versions for the individual investor,
professional trader, or investment advisor.

This guide will demonstrate the basics of using Fund Manager to get you started quickly. For
more detailed help, consult the documentation included in Fund Manager.

Getting Started Tutorial

Before starting, you should have already downloaded and installed the program onto your
computer. If you haven't already installed the program, visit our download page. After
installation, you can start Fund Manager by choosing "Start / All Programs / Fund Manager /
Fund Manager".

Fund Manager can track an unlimited number of accounts. Each account you want to track is
normally set up as its own sub-portfolio. Sub-portfolios can be hierarchical for additional
organization.

When creating new investments for your account you can either record all the historical
transactions, or enter starting positions as of a specified date. It is preferable to record all the
historical transactions, as this enables accurate performance reporting over past time periods. In
cases where the historical data are unavailable or impractical to enter, you may use the starting
positions. Historical transactions can be retrieved automatically, imported from a file, or entered
manually. In order to retrieve historical transactions or positions, your account must be available
from one of the supported brokerage or mutual fund companies. The term "retrieve" is used
when Fund Manager connects via the internet and automatically obtains your data. The term
"import" is used when you have your data in a file, and Fund Manager reads in the data from this
file. Fund Manager can import transactions and positions from a wide variety of files.

There are many ways to initially get your data into Fund Manager:
(Jump to the section you wish to read about by selecting one of these)

Retrieve Historical Transactions
Import Historical Transactions
Manually Enter Historical Transactions
Retrieve Starting Positions

Import Starting Positions

Manually Enter Starting Positions

Retrieve Historical Transactions
In this tutorial section we will go through the following steps:

Create a new sub-portfolio using the Portfolio Editor
Retrieve historical transactions

Retrieve historical pricing

Reconcile the account balances
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1. Create a New Sub-Portfolio Using the Portfolio Editor:

First, close any sample data that you may have open by selecting the menu command "File /
Close Portfolio". If the Portfolio Editor window is not already displayed, open it with the menu
command "View / Portfolio Editor". Right mouse click on the top level sub-portfolio (Master
Portfolio) and choose "New Sub-Portfolio" from the popup menu as shown here:

[ﬂ Fund Manager Personal
File Edit W“iew Graphs

D&

Portfolio Editor
[&}r1aster Portfolio [~ Wama

Mews Invesktment | . .
Open Investment(s) | . .

Reporks

By 00

Options P

I

Properties . . .
Reconcile . . .

araph *

Retrieve Transactions . . .
Retrieve Selected Prices

Copy
Paste

Close

Type in a name for the new sub-portfolio, and press the "Transaction Retrieve Settings..." button
to enter your broker or mutual fund account info. An example is shown here:
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Portfolio Properties

Puortfalio M ame; b ernio;
|"»-"anguar|:| IR

Account Humber;

123456789 Transaction Retrieve Settings

Default Cash Acg Fetrieve Transactions
I:[ncune] Fron:
[ Hidden |‘u’anguard Group w |
ﬂ' zer D FPazzward:
Statiztics: | mylagonname | | i |
Type: Account Humber:
Contains: | 123456789 |
Filename:
Created: L OF. J [ Cancel ] [ Help ]
Last Saved:
[ )4 ] [ Cancel ] [ Help ]

Press OK twice to get back to the Portfolio Editor window.
2. Retrieve Historical Transactions:

Select your new sub-portfolio and then choose "Edit / Internet Retrieve / Transactions..." from
the menu. Your dialog should look similar to the following picture:
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Retrieve Transactions

Paortfolio to Retrieve:

Wanguard [Fa Trangaction Retrieve Settings... ]

Alzo Retrieve All Sub-Portfolios

Date Range to Retrieve:
(%) 40| D ates
) From: | | Tao: ‘

|rport Qptions:

Skip Tranzactions Already in Fund Manager [nvestment

Create Mew Investment(z] as Meeded:

Import "'lnvestment Banking Tranzactions" inta Default Cazh Account(z)

< Back [ Mest » ][ Cahcel ] [ Help

Make sure you have the "All Dates" option selected to get all available historical transactions.
Press the "Next" button to perform the retrieve. You will see Fund Manager connect to your
specified broker or mutual fund company, and retrieve your transactions. When the retrieve is
done you will see a listing of all your retrieved transactions:



Preview Importing Transactions E|

Select Trangactionz To lmport: £5 aof B5 Transaction: Selected For Import
£ Date Type  Irvestment Mame Shares Frice Tatal Fee Portfolio ~

T 1042795 Buy Yanguard 200 Ind... 32,4510 54,60 2,093.41 000 “anguard [R&

a 12/22/895  Reiny  Yanguard 500 Ind... 0.3330 5715 21.53 280 Vanguard R4

a 12/22/85  Reiny  Yanguard 500 Ind... 0.0200 5760 1.15 0.00  Vanguard IR&

a 12/22/85  Reiny  Yanguard 500 Ind.. 0.0670 57 46 386 0.00 “anguard IR&

a 03/26/96 Reinv  “anguard 500 Ind... 0.0930 B1.11 8.55 280 Vanguard IRA

a 03/26/96  Reiny  “anguard 500 Ind... 0.0080 £5.00 039 0.00 Wanguard IR&

a 03/26/96 Reinv  “anguard 500 Ind... 0.0190 £1.58 117 0.00 Vanguard IRa

1 0614/96  Sell Yanguard 200 Ind... 01600 g2.50 000 1000 Vanguard [R&

a 0B/25/596 Reiny  Yanguard 500 Ind... 0.0960 g2.92 a8.h54 280 Vanguard R4

a 09/25/96 Reinv  “anguard 500 Ind... 0.0340 B4.47 8.06 280 Vanguard IRA

T 12296 Buy Yanguard 500 Ind... 3054770 .34 2173272 000 “anguard [RA

a 12/20/96  Reinv  “anguard 500 Ind... 30570 £9.87 21359 0.00 Vanguard IRa

a 12/20/96  Reiny  “anguard 500 Ind... 1.0360 £9.84 7238 0.00  Wanguard [R&

a 03/25/97  Reiny  Yanguard 500 Ind... 1.2780 73ER 9412 0.00 anguard IR

a 03/25/37  Reiny  Yanguard 500 Ind... 0.1230 FaTE 13.94 0.00  Vanguard IR&

a 0B/25/57  Reiny  Yanguard 500 Ind... 1.1380 833.06 94 K2 0.00 “anguard IR&

a 09/24/97  Reinv  “anguard 500 Ind... 1.0730 898.37 94.82 0.00 Vanguard IRA

a 12/23/97  Reiny  “anguard 500 [nd... 20620 a713 179.66 0.00 Wanguard IR&

a 12/23/97  Reinv  “anguard 500 [nd... 0.5360 ariv B1.08 0.00 Vanguard IRa

a 12/23/97  Reinv  Yanguard 500 Ind... 1.63280 87.10 142,67 000 Vanguard IR& w
£ >

[ Select All ] [ Select None Automatically Record Corresponding Entries [n Default Cash Account
l < Back ” Finish ] [ Cahcel ] [ Help ]

Press "Finish" to complete the retrieve and import all the checked transactions. Since this is the
first time you've retrieved this sub-portfolio, you will be prompted for how you would like to handle
the default cash account in this sub-portfolio.
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Default Cash Account Assignment

Yanguard IRA

Choose a default cazh account to uze for the newly
created sub-partfolio zpecified above:

() Create & Mew Cazh Investment

{(®) Do Mat Uze & Default Cazh Account

(3 Uze Existing Investment;

[ 1&pply Ta Al Mew Sub-Paortfolios

| ok | | Hel

Each sub-portfolio can have its own default cash account assigned to it. When a sub-portfolio
has an assigned default cash account, any transactions recorded in that sub-portfolio will
automatically have corresponding entries recorded in the cash account. For example, if you buy
some shares of an investment, the proceeds will come out of the default cash account. For
mutual fund accounts it is usually not necessary to use a default cash account, but for brokerage
accounts you usually do want a default cash account.

If you choose the first option: "Create A New Cash Investment" Fund Manager will create a new
investment and assign it as the default cash account for the specified sub-portfolio. If you choose
the third option: "Use Existing Investment” you can pick from any of the existing investments in
this sub-portfolio to be the default cash account. If you choose the second option: "Do Not Use A
Default Cash Account”, no cash account will be used for this sub-portfolio. You can always
modify the default cash account assignment at any later time by selecting the "Properties..." of
the sub-portfolio.

Click OK after making your selection.
3. Retrieve Historical Pricing:

We will now update our account with historical pricing data. Fund Manager can retrieve prices
from a variety of quote servers. In order to get historical prices we will select the "Yahoo
(Historical)" quote server. Choose "Options / Internet Settings..." from the menu and choose
this quote server as shown here:


http://www.fundmanagersoftware.com/intrtv.html
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Internet Retrieve Settings

Price Update Options:

Default Quote Server:

| "r"ahoo [Histarical]

[ ] Disconnect Dial-Jp Metworking &fter Fetriewve

[+] Persistent Fequest Times

[ Automatic Retieve  Frequency

Priowy Server:
Ilze Windows Settings

Connect Through Prosy Server

|lze Autharization:

[ Retieve Server Status Haw. . ]

| ok || cancel || webHelp | [ Hep |

Press OK. In the Portfolio Editor, select all the investments in this new sub-portfolio. To do this,
select the sub-portfolio on the left side of the editor. All the investments in this selected sub-
portfolio will be listed on the right side of the editor. Left mouse click on the first investment, hold
down the "Shift" key, and left mouse click on the last investment. All investments should now be
selected. Right mouse click on the selection and choose "Retrieve Selected Prices":
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[ﬂ Fund Manager, Personal

File Edit “iew Graphs Reports Options  Portfolio Window  Help
e el Lol be D R S & €

Portfolio Editor

|50 Master PortFolio
|5 Yanguard IRA

Location

Syrbal

WIGRx

nguard Growkh In. .. Zi\Progra

¢anguard S00

Copy

Close

Properties. ..

For more on selecting items with the Portfolio Editor, see the Portfolio Editor tutorial and
documentation.

A dialog will come up asking you for a date range for retrieving historical prices. Enter the dates
you would like prices for, and select OK. You will see Fund Manager connect to the quote server
and retrieve prices.

In this tutorial we used the "Retrieve Selected Prices" menu command to retrieve prices for only
the selected investments. You can also use the "Edit / Internet Retrieve / Prices..." menu
command to retrieve prices for all investments in all sub-portfolios. In this case it is not necessary
to select any investments before retrieving prices.

Use "Options / Internet Settings..." to switch the quote server back to your desired daily default
guote server. Yahoo is often a good choice here. Once you have historical pricing, it is best to
use a "daily" quote server instead of a historical one for faster retrieves.

4. Reconcile the Account Balances:

Reconciliation compares the share balances in Fund Manager with the statement from your
broker or mutual fund company. You can make sure all your transactions up through the
statement date are recorded properly by reconciling your accounts. To reconcile this account,
choose the menu command "Edit / Reconcile...". Select this sub-portfolio from the list of
available sub-portfolios. For the "Statement Source" choose the "Retrieve From Broker/Fund
Company" option.

10
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Reconciliation Wizard

Sub-Portfolio Ta Beconcile:
Wanguard [FA, w | [ Properties...
Date Last Reconciled: Mewver
Reconcihation Statement Source
Retriese Fram Broker/Fund Comparny w
< Back [ Mest » ] [ Cancel ] [ Help ]

Press the "Next" button and you will see Fund Manager connect to your broker or fund company
to retrieve your current positions. When it completes you will see any investments listed that
have a different share balance in Fund Manager as compared to your retrieved statement.

11



Fund Manager 8.x Quick-Start Guide

Reconciliation Wizard

Share Balances:
£ Investment Fund tanager Statement Difference . Motes
Edit.. Hide B alanced Investments
Statistics:
Balanced Investments: 2 Sub-Partfalio: Yanguard [RA
Un-Balanced Investmentz: 0 Account #: 12345
[ate Last Reconciled: Mewver Statement D ate: 1041342006
l < Back ” Finish ] [ Cahcel ] [ Help ]

If there are any investments that have an incorrect share balance, select the investment in the list
and use the "Edit..." button to open up the Data Register so you can add/edit/delete any
necessary transactions.

One common problem for an initially incorrect share balance can occur when the transaction
retrieval did not provide all the historical transactions back to the inception of your account.
Some brokers/mutual fund companies only provide transactions back to a certain date. If this is
the case, your share balances will be off by the amount of shares you owned on that date. You
can either record a single purchase on that date for the missing shares, or you can manually
record (or import) all the transactions from inception up to that date.

Click "Finish" to complete the reconciliation.
Now we will save our data.
Background on Fund Manager Data Files:
There are 2 types of data files used by Fund Manager:

1. Investment files
2. Portfolio files

12
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Investment files have the file extension of *.dat. Investment files store pricing,
transaction, and the properties for that investment. (more info)

Portfolio files have the file extension of *.mm4. Portfolio files store all of your
sub-portfolios, which investment files belong in each sub-portfolio, which
windows you have open, and all of your options. Portfolio files can be thought of
as saving your whole workspace. When you re-open a portfolio file, all of the
included investments are also opened. The windows you had open when you
last saved the portfolio file are also re-created, and all your settings are restored
to their values when you last saved the portfolio file. In short, everything is
restored to the same state as when you last saved the portfolio file. (more info)

In many cases you will only need to have a single portfolio file, but you will have
many investment files.

Choose the File / Save All Investments menu command to save your investments. Choose File
/ Save Portfolio As... to assign a portfolio filename and save it.

The next time you start Fund Manager, the last portfolio file you had open will automatically be
opened for you. Exit Fund Manager now, by choosing File / Exit. Restart Fund Manager by
choosing Start / All Programs / Fund Manager / Fund Manager, and you will see your portfolio
again, just as you last left it.

Now that we've created some data let's examine our investments with various reports and
graphs:

Reports Tutorial
Graphs Tutorial

See Also:

e Portfolio Editor Tutorial
e Data Reqister Tutorial

Import Historical Transactions
In this tutorial section we will go through the following steps:

1. Import historical transactions
2. Retrieve historical pricing

1. Import Historical Transactions:

First, close any sample data that you may have open by selecting the menu command "File /
Close Portfolio".

Before importing, you must obtain the file containing your transaction history. This can be
obtained in a variety of ways, but some common ways include:

1. Export from prior software, such as Quicken or Money
2. Download from your broker or mutual fund company's web site
3. Advisors can obtain a file from any of our supported broker/dealer interfaces

13


http://www.fundmanagersoftware.com/help/inv_about.html
http://www.fundmanagersoftware.com/help/port_about.html

Fund Manager 8.x Quick-Start Guide

For more details on any of the supported file import formats see the Importing Transactions topic
in the documentation.

Once you have your transaction history file select the appropriate menu command from the "File /
Import / Transactions" menu:

[ﬂ Fund Manager Advisor
ZIEN Edit  Wiew Graphs Reports  Options  Help

Mew Investrment | . . @ ?
Cpen Investmenkis) . | .

Close all Investments

Save All Investments Shift+F1z2

Mew Portfolio WWizard . . .
Cpen Portfolio, . .
Close Portfolio

Save Portfolio s . . .

Save Portfolio Chrl+5
Irnpoark Prices k
Export Transactions * Quicken {QIF) L L.
File Cperations » Positions 4 Cpen Financial Exchange (OF%, JQFE) .
Ckher r GEMEC . . .
Backup . . . )
ameritrade (legacy) | . .
Restare . . . DATL . |
Hide ko Traw Chrl+H DST FAM Mail . . .
Exit Chrl+3 Fidelity Advisor CHAMMEL . . |
Fiserv IS5, . .
SchwabLink, . . .
Scottrade | ..

Soutbwest Securities | .
TO Ameritrade | . .

i

|File impart oper stions

For this tutorial we'll use the "Quicken (*.QIF)" format. Once you select one of the above menu
commands, you'll see the appropriate transaction import dialog:

14
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Import Quicken Interchange Format (QIF) Transactions

CIF File[z] ta Irmport;
=) Single File: |E:\Data Download'y Tranzactions. qif | [ Browse...

) &)l Files in Folder; | | Browse. ..

Securities ta lmpaort from GIF File(z):
(®) &)l Secuities

) Only: Scan QIF
[Date Range to lrpart:

(%) )| D ates

) From: | | To ‘

|mport into Fund fanager Portfolio;

() Specified:
(=) "with M atching Sub-Portfolio Mame as QIF Account
Create Mew Sub-Portfolinz(z] as Meeded nder: M azter Portfolio hi

| mport Dptions:

Skip Tranzactions Already in Fund Manager [nvestment

Create Mew Investment|z] as Meeded

<Back [ Mests |[ Cancel ] [ Help

In the first section of this dialog you can choose to either import a single file, or all files in a
directory. If you choose "All Files In Folder", all files in that folder with the .QIF extension will be
imported. In this example we're just importing a single file (My Transactions.qif).

In the second section you can choose whether to import all available securities, or only a specific
one. We'll import all securities.

In the third section you can choose to only import transactions for a certain date range or all
dates. We'll import transactions for all dates.

In the "Import into Fund Manager Portfolio" section, you specify the sub-portfolio where
transactions will be imported into. Select a specific sub-portfolio, or have Fund Manager match
the account from the importing file with the sub-portfolio property. When this "matching" option is
selected you can choose the "Create New Sub-Portfolios as Needed" option to have new sub-
portfolios created when a matching sub-portfolio cannot be found. The method used to determine
an account / sub-portfolio match varies depending on the type of data you are importing. Usually
this is based on account number. Since we don't have any sub-portfolios created now, Fund
Manager will create them for us.

In the "Import Options" section you can choose to have Fund Manager skip over transactions
already in Fund Manager. This is useful when re-importing a file that may have already been
imported. Matching transactions are based on an exact match of date, price, and shares. You

15
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also have the option of creating new investments automatically. With this option on, Fund
Manager will automatically create any needed new investments. Normally this option is left on.

Press "Next" to perform the import. The import results will be available for previewing:

Preview Importing Transactions E|
Select Tranzactions To Import: 355 of 385 Transactions Selected For Impart
£ Date Type  Investment M... Shares Price Total  Fee Portfolio Mew I,
a 03/26/04  Reinv Vanguard 500... 1.374 10229 14054 000 “anguard IRA [new]  “Yes [C:h..
a 0E/25/04  Reinv  VWanguard 500... 1.203 10474 13717 000 “anguard IRA [new]  Yes [Ch..
a 09/24/04  Reinv  VWanguard 500... 1572 10252 16116 000 “anguard IRA [hew]  Yes [T .
a 127/04  Renv  Janus World 0914 403 3684 000 Janus [new) ez [T,
a 12/23/04  Reinv  VWanguard 500... 25939 11145 327 ER 000 Yanguard IRA [mew]  Yes [ .
a 03/23/05  Reinv Vanguard 500... 1.583  108.00 17096 0.00 “anguard IRA [new]  Yes [C:h.
= 0E/01/05  Dist Intel B4312 TD Ameritrade [new]  Tes [Ch..
a 06/24/05 Reinv Vanguard 500... 1527 10879 16765 000 “anguard IRA [hew]  Yes [T
=+ 13/01/05  Dist Intel E4312 TD Ameritrade [new]  Yes [Ch..
a 09/23/05  Reinv  \anguard 500... 1897 11195 21236 000 Yanguard IBA [hew]  Yes [T .
=4 12/01/05 Dust Intel 4312 TD Amertrade [new]  Yes [Ch..
a 12A16/058  Reinv  Janus Venture 28.204 BEF0 159317 000 Janus [hew) Tes [Ch..
a 12M16/05  Reinv  Janus Warld 1.349 4372 B8.98 000 Janus [new) ez [T
a 12/16/05  Reinv  Janus Fund 0131 25,80 338 0,00 Janus [new) ez [T
a 12/28/06  Reinv  Wanguard 500... 2086 11580 24166 000 “Yanguard IRA [mew]  Yes [T .
=4 03/01/06  Dist Intel 803290 TD Ameritrade [new]  Yes [Ch..
a 037068  Reinw  \Wanguard 500... 1648 12032 198.29 000 “anguard IBA [hew]  Yes [T .
=4 0G/01/06  Dist Intel 803,90 TD Ameritrade [new]  Yes [Ch..
T 0B/07/0E  Buy toney Market 2.361.010 1.00 2361.01 000 TD Amentrade [new] “es [T
a 06/23/06  Reinv  Vanguard 500... 1.702 11489 195.03 000 “anguard IRA [hew]  Yes [T
a 03/22/06 Reinv  VWanguard 500... 1.752 12110 21217 000 Wanguard [BA [new]  Yes [Ch.. o
[ Select All l [ Select Naone [] &utamatically Record Conrespanding E ntries In Default Cash Account
[ < Back ” Finizh ] [ Cancel l [ Help

Since we're importing for the first time all the sub-portfolios will show "(new)" and the "New Inv."
column displays "Yes" for all the transactions. If for any reason you don't want to import one or
more transactions you can remove the check mark next to that transaction. We'll leave them all
selected for this tutorial.

When importing transactions there is an option "Automatically Record Corresponding Entries In
Default Cash Account”. When this option is turned on and a transaction is in a sub-portfolio with
an assigned default cash account, Fund Manager will automatically debit/credit this cash account
for any transaction that generates or uses cash. If your importing data already includes these
cash account transactions, you would want to turn this option off, so as to not double enter these
transactions. Whenever a new sub-portfolio is created due to an import, you will be prompted to
assign a default cash account, as we'll see in the next step.

Press "Finish" to complete the import. For each new sub-portfolio that is being created, you will
be prompted for how you would like to handle the default cash account:

16
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Default Cash Account Assignment

TD Ameritrade
Choose a default cazh account to uze for the newly
created sub-partfolio zpecified above:
(3 Create & Mew Cazh Investment
(3 Do Mat Uze & Default Cazh Account

(%) Uze Existing Investment:
| M oney tarket w

Apple Tao Al Mew Sub-Portfolios

ok | | Hep

Each sub-portfolio can have its own default cash account assigned to it. When a sub-portfolio
has an assigned default cash account, any transactions recorded in that sub-portfolio will
automatically have corresponding entries recorded in the cash account. For example, if you buy
some shares of an investment, the proceeds will come out of the default cash account. For
mutual fund accounts it is usually not necessary to use a default cash account, but for brokerage
accounts you usually do want a default cash account.

If you choose the first option, "Create A New Cash Investment", Fund Manager will create a new
investment and assign it as the default cash account for the specified sub-portfolio. If you choose
the second option, "Do Not Use A Default Cash Account"”, no cash account will be used for this
sub-portfolio. If you choose the third option, "Use Existing Investment", you can pick from any of
the existing investments in this sub-portfolio to be the default cash account. You can always
modify the default cash account assignment at any later time by selecting the "Properties..." of
the sub-portfolio.

Click OK after making your selection, and repeat for each new account/sub-portfolio. You will
then see the main window look something like this:

17
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2. Retrieve Historical Pricing:

Some import file formats contain pricing data in addition to transactions. For cases where you do
not get prices imported, we will now retrieve historical pricing data. Even if your import did
contain pricing, it is okay to also retrieve prices. Fund Manager can retrieve prices from a variety
of quote servers. In order to get historical prices we will select the "Yahoo (Historical)" quote
server. Choose "Options / Internet Settings..." from the menu and choose this quote server as
shown here:

18
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Internet Retrieve Settings

Price Update Options:

Default Quote Server:

| "r"ahoo [Histarical]

[ ] Disconnect Dial-Jp Metworking &fter Fetriewve

[+] Persistent Fequest Times

[ Automatic Retieve  Frequency

Priowy Server:
Ilze Windows Settings

Connect Through Prosy Server

|lze Autharization:

[ Retieve Server Status Haw. . ]

| ok || cancel || webHelp | [ Hep |

Press OK. To retrieve pricing data for all open investments select the menu command "Edit /
Internet Retrieve / Prices..." or choose the ‘& button on the toolbar.

A dialog will come up asking you for a date range for retrieving historical prices. Enter the date
range you would like, and select OK. You will see Fund Manager connect to the quote server
and retrieve prices. You can view all the retrieved pricing data in the Data Register.

Use "Options / Internet Settings..." to switch the quote server back to your desired daily default
guote server. Yahoo is often a good choice here. Once you have historical pricing, it is best to
use a "daily" quote server instead of a historical one for fast retrieves.

In this tutorial we used the "Edit / Internet Retrieve / Prices..." menu command to retrieve prices
for all investments. You can also retrieve prices for only select investments by selecting them in
the Portfolio Editor, right mouse clicking, and choosing: "Retrieve Selected Prices".

Now we will save our data.
Background on Fund Manager Data Files:
There are 2 types of data files used by Fund Manager:

1. Investment files
2. Portfolio files

19



Fund Manager 8.x Quick-Start Guide

Investment files have the file extension of *.dat. Investment files store pricing,
transaction, and the properties for that investment. (more info)

Portfolio files have the file extension of *.mm4. Portfolio files store all of your
sub-portfolios, which investment files belong in each sub-portfolio, which
windows you have open, and all of your options. Portfolio files can be thought of
as saving your whole workspace. When you re-open a portfolio file, all of the
included investments are also opened. The windows you had open when you
last saved the portfolio file are also re-created, and all your settings are restored
to their values when you last saved the portfolio file. In short, everything is
restored to the same state as when you last saved the portfolio file. (more info)

In many cases you will only need to have a single portfolio file, but you will have
many investment files.

Choose the File / Save All Investments menu command to save your investments. Choose File
/ Save Portfolio As... to assign a portfolio filename and save it.

The next time you start Fund Manager, the last portfolio file you had open will automatically be
opened for you. Exit Fund Manager now, by choosing File / Exit. Restart Fund Manager by
choosing Start / All Programs / Fund Manager / Fund Manager, and you will see your portfolio
again, just as you last left it.

Now that we've created some data let's examine our investments with various reports and
graphs:

Reports Tutorial
Graphs Tutorial

See Also:

e Portfolio Editor Tutorial
e Data Reqister Tutorial

Manually Enter Historical Transactions
In this tutorial section we will go through the following steps:

Create a new sub-portfolio using the Portfolio Editor

Create a new investment

Create/assign a new investment for the default cash account
Manually enter transaction history

Retrieve historical pricing

aghrwbNPE

1. Create a New Sub-Portfolio Using the Portfolio Editor:

First, close any data that you may have open by selecting the menu command "File / Close
Portfolio". If the Portfolio Editor window is not already displayed, open it with the menu
command "View / Portfolio Editor". Right mouse click on the top level sub-portfolio (Master
Portfolio) and choose "New Sub-Portfolio" from the popup menu as shown here:
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(@ Fund Manager Personal

File Edit Miew Graphs Reports  Options P
e & & B
Portfolio Editor
[®}r1aster Portfolio [ = hama

Mews Inveskment | . .

Open Investment(s) . . .

Mew Sub-Portfolio, .

Properties . . .
Reconcile . . .

araph *

Retrieve Transactions . . .
Retrieve Selected Prices

Copy

Type in a name for the new sub-portfolio and any other information you would like to remember
for this account. An example is shown here:

Paortfolio Properties 5|
Partfalio Marme: b erni:
|M_'.-' Brokerage Account | Thiz iz my brokerage account at ACHE.
The phane # iz [55) 123-4567.
Accaount Hurmber:
|123455? |
Default Cash Account; [] Show al
| [none] W |
[ ]Hidden
[ Tranzaction Fetrieve Settings. .. ]
Statiztics:
Type: Sub-Partfolio
Containsg: 0 Investments, 0 Sub-Partfalios
Filenarne: [hione]
Created:
Last Saved:
| ok | [ Cancel ] [ Help
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Press "OK" to create the sub-portfolio.
2. Create a New Investment:

To create a new investment in this sub-portfolio select "File / New Investment..." from the menu.
Fill out the dialog with the details of this investment, as shown here:

New Invesiment X|
I arne; [Fvestment Type:
|Intel | | Shock, W |
Symbal; Azzet Type:
||NT|: | [ Look Up... ] | Large Cap Stock w |
Currency: Imwesztment Goal:
' Medium Risk v|
D escription: Account Humber;
| . |
Puartfolic: CUSIP [or 151
| by Brokerage Account | » | | |
Opening D ata:
Drate: Price:
|'IEI;"'I 42008 e | 21.49
Sharez: Commigzion:
0 | |
[ ok [ Cancel ] [ Help ]

When creating a new investment you choose which sub-portfolio to place the new investment in.
In this example we have placed it in our new sub-portfolio "My Brokerage Account". You can also
specify an initial purchase in the "Opening Data" section. In this example we will just start off with
0 shares, and we'll record our purchases separately. Press "OK" to create the investment. You
will be prompted for a filename to assign to this investment. Each investment is stored as a *.dat
file. Pricing and transaction data for this investment will be stored in this file. You can give the
investment any filename you want, and store it anywhere you want. The default filename is
based on the symbol, but you can change it to anything you'd like. Assign the investment a
filename and save it.

3. Create/Assign a New Investment for the Default Cash Account:

Now we'll create another investment that we will use as our default cash account in this sub-
portfolio. Select "File / New Investment..." again and fill out the dialog to look something like
this:
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Mew Invesiment X|

I arne; [Fvestment Type:
|h-1n:|r'|e_l,l b arket | | Cazh W |
Symbaol: Agzet Type:
|N|:|NE | [ Look Up... ] |M|:uney Market Vl
Currency: [rvestment Goal;
| Lo Rigk, w |
D e=zcription; Account Murmber:
| | |
Partfalia: CUSIP [ar ISIM]:
| by Brokerage Account | | |

Cpening D ata:

Drate: Price:

1/ 1/2008 v 1

Shares:
| oK | [ Cancel ] [ Help ]

When creating cash accounts they are normally kept at a constant share price of $1. In this
example we started the cash account off with a balance of $10,000 on 1/1/2006. Press "OK",

assign a filename to this investment, and save it.

To assign this cash investment as the default cash account, right mouse click on the sub-portfolio
in the Portfolio Editor window and choose "Properties..." from the popup menu:
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[ﬂ Fund Manager, Personal

File Edit W“iew Graphs Reports Options  Po
= E%sS B

Portfolio Editor

Mew Investment . . .
Open Investment(s) | . .

Mew Sub-Portfaolio, |

Reconcile . . .

araph

Retrieve Transackions ., .
Retrieve Selected Prices

Copy

Close

This will bring up the "Portfolio Properties” dialog, where you can select the "Money Market"
investment we just created as the "Default Cash Account" for our sub-portfolio:
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Portfolio Properties 5|
Portfolio Marne: t erno;
|M_I,I Brokerage Account | Thisz iz my brokerage account at ACME.

The phone # iz [555] 123-4567.
Account Humber:

|123455? |

Default Cazh Account; [1 Showal

| Money Market v |

[ ]Hidden

[ Tranzaction Retrieve Settings. .. ]

Statistics:

Type: Sub-Fortfolio

Cortairs: 2 lrwestments, 0 Sub-Portfalios
Filename: [none]

Created:

Last Saved:

)4 ] [ Cancel ] [ Help

Choose OK to confirm the changes, and now the "Money Market" investment is assigned as the
default cash account for this sub-portfolio. From now on, whenever you record a buy, sell, or

distribution in any investment in this sub-portfolio, the money will come out of, or go into, this cash
account.

An important point to note about your cash account is that proceeds are only automatically
transferred to/from the cash account after you've specified which investment is your default cash
account. When you are just starting out, you may want to create your cash account first, and
assign it as your default cash account, prior to entering all of your other investments with their
transactions. This is not a requirement, but if you'd like corresponding entries in your cash
account, then you would want to do this.

4. Manually Enter Transaction History:

When we initially created the "Intel" investment we started it off with 0 shares. Now, we will go
back and manually fill in the transaction history for that investment. We will manually enter the
following transactions for the "Intel" investment:

e Bought 1,000 shares on 5/10/2006 for $19.60 per share ($9 commission fee)
e Received a $100 dividend on 8/3/2006
e Sold 500 shares on 10/13/2006 for $21.40 per share ($9 commission fee)

For viewing/editing/adding transactions you'll use the Data Register by choosing Edit / All Data...
from the menu or selecting the E&button on the toolbar. You can also access the Data Register
or record any transaction for an investment by right mouse clicking on that investment, and
choosing the appropriate menu command. The Data Register looks like this:
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Data Register: Intel

Data Type: Investment: Partfalio:
|rwvestrents [all) W | | [tel W | | My Brokerage Account W |
= Date Price Sharez Tatal Fee Tupe Memo

New.. Edit.. Dielete

Frint...

Help

To start entering our transactions for Intel, set the "Portfolio" combo box to "My Brokerage
Account", set the "Investment" combo box to "Intel", and set the "Data Type" combo box to
"Investments (all)" as shown above. You will notice under the "Data Type" combo box there are
5 top level data types: Prices, Investments (all), Distributions (all), Splits, and Alerts. You
can also select one of the sub-categories, like "Purchases", which is a sub-set of "Investments
(all)*. When you select "Investments (all)", all purchases, reinvestments, and redemptions are
shown. The same concept applies to "Distributions (all)" and its sub-categories.

After making these selections, choose the "New..." button and enter the initial purchase
information as shown here:
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Intel
(INTC) B
td azter Portfaliodty Brokerage Account 3
Drate: ®Buy
CBAD2006 | O 5el
Yalue: Shares: Price:
19600 | = 1000 % [1960 |
tMemo: Commiszion; Help
|m_l,l initial purchase | | 9 |

After pressing the OK button you will see your purchase listed in the Data Register. Next, to
enter the distribution, change the "Data Type" to "Distributions (all)" and select the "New..."

button, and then fill in the dialog as shown here:

Distribution Transaction

Intel
(INTC)

bl aster Portfolio/tdy Brokerage Account

Date Received:

For Shares Dwhed On:

| 8/ 3/2006 v| | 8/ 2/2006

]

Digtribution T ype:
Dividend

W alue:

tMemo:

" | [ ] RBeinvested

Cancel

Help

Calculator

Once you click the OK button you will see your distribution added into the Data Register again.
Next, to record the sell transaction, select the "Investments (all)" data type (you could also
choose the "Redemptions" sub-category data type), and then choose the "New..." button and fill

in the dialog as shown here:
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Buy or Sell Transaction

Intel
(INTC) B
td azter Portfaliodty Brokerage Account 3
Drate: CIBuy
101372008 | @ 5el
Yalue: Shares: Price:
1070 | =500 | |21.40 |
tMemo: Commiszion; Help
| | [

| Calculator

Choose OK and we've completed entering the transactions for Intel. Close the Data Register by

pressing "Done".

Recording Transactions Without Rounding Errors:

Often there can be small rounding errors on your transaction summary
statement, as provided by your broker or fund company. Improperly recorded,
this can lead to small differences between the share balances reported by Fund
Manager and your statements. To prevent rounding errors, record the Value and
Shares fields in Fund Manager as displayed on your fund statement. Then,
press the Tab key to move the input focus to the Price field. Fund Manager will
automatically adjust the Price field to be consistent with the Value and Shares.
This method records the Value and Shares as displayed on your statement. If
there are rounding errors on your statement, the Price recorded by Fund
Manager will be adjusted to the correct price (consistent with the Value and
Shares). Fund Manager always ensures that Value = Shares * Price.

You can move the input focus around on a dialog box by pressing the Tab key on
your keyboard. The order that the focus moves around on a dialog box is
referred to as the "tab order". The transaction dialogs in Fund Manager have
their tab order set to facilitate this recording method. The tab order in transaction
dialogs moves from the Value, to the Shares, and then to the Price controls.

When recording transactions in investments that have had splits occur, record
the transaction data as it occurred on the date of the transaction.

5. Retrieve Historical Pricing:

We will now update our investments with historical pricing data. Fund Manager can retrieve
prices from a variety of quote servers. In order to get historical prices we will select the "Yahoo
(Historical)" quote server. Choose 'Options / Internet Settings..." from the menu and choose

this quote server as shown here:
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Internet Retrieve Settings

Price Update Options:

Default Quote Server:

| "r"ahoo [Histarical]

[ ] Disconnect Dial-Jp Metworking &fter Fetriewve

[+] Persistent Fequest Times

[ Automatic Retieve  Frequency

Priowy Server:
Ilze Windows Settings

Connect Through Prosy Server

|lze Autharization:

[ Retieve Server Status Haw. . ]

| ok || cancel || webHelp | [ Hep |

Press OK. To retrieve pricing data for all open investments select the menu command "Edit /
Internet Retrieve / Prices..." or choose the ‘& button on the toolbar.

A dialog will come up asking you for a date range for retrieving historical prices. Enter the dates
you would like prices for, and select OK. You will see Fund Manager connect to the quote server
and retrieve prices. You can view all the retrieved pricing data in the Data Register.

Use "Options / Internet Settings..." to switch the quote server back to your desired daily default
guote server. Yahoo is often a good choice here. Once you have historical pricing, it is best to
use a "daily" quote server instead of a historical one for fast retrieves.

You may have noticed that pricing data for the Money Market account was not retrieved. This is
because this investment was created as a "Cash" investment type, and these have the
investment property to retrieve prices turned off by default. To see this, right mouse click on the
investment and choose "Properties..." and select the "Internet Retrieve" tab. Normally you would
not want to retrieve prices for cash investments as their price is kept at a constant $1.

Now we will save our data.
Background on Fund Manager Data Files:
There are 2 types of data files used by Fund Manager:

1. Investment files
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2. Portfolio files

Investment files have the file extension of *.dat. Investment files store pricing,
transaction, and the properties for that investment. (more info)

Portfolio files have the file extension of *.mm4. Portfolio files store all of your
sub-portfolios, which investment files belong in each sub-portfolio, which
windows you have open, and all of your options. Portfolio files can be thought of
as saving your whole workspace. When you re-open a portfolio file, all of the
included investments are also opened. The windows you had open when you
last saved the portfolio file are also re-created, and all your settings are restored
to their values when you last saved the portfolio file. In short, everything is
restored to the same state as when you last saved the portfolio file. (more info)

In many cases you will only need to have a single portfolio file, but you will have
many investment files.

Choose the File / Save All Investments menu command to save your investments. Choose File
/ Save Portfolio As... to assign a portfolio filename and save it.

The next time you start Fund Manager, the last portfolio file you had open will automatically be
opened for you. Exit Fund Manager now, by choosing File / Exit. Restart Fund Manager by
choosing Start / All Programs / Fund Manager / Fund Manager, and you will see your portfolio
again, just as you last left it.

Now that we've created some data let's examine our investments with various reports and
graphs:

Reports Tutorial
Graphs Tutorial

See Also:

e Portfolio Editor Tutorial
e Data Reqister Tutorial

Retrieve or Manually Enter Starting Positions

To create a new sub-portfolio with starting positions we will use the New Portfolio Setup Wizard.
With the New Portfolio Setup Wizard you can either retrieve or manually enter starting positions.

First, close any data that you may have open by selecting the menu command "File / Close
Portfolio". Select the menu command "File / New Portfolio Wizard..." to start creating our new
portfolio and investments. You will be presented with the New Portfolio Wizard dialog. We will
first assign properties for our new portfolio. Fill in the fields of this dialog as shown here:
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New Portfolio Setup Wizard b_q

Fortfolio Properties

Partfalio Marne:
| by First Partfalio |

Account Murmber:
| |

Mema:

Thiz portfolio wasz created while going through the
ohling tutarial,

“ou can record az many notes for each portfolio
az pou'd like.

Tranzaction Retrlieve Settings. .

[1Do Mot Automatically Display the Mew Portfolio S etup ‘wizard

< Back uexw |[ Cancel ] [ Help ]

If this account is held at a broker or mutual fund company that support retrieving positions, select
the "Transaction Retrieve Settings..." button and enter these details. If you have entered these
details you will be prompted if you'd like to retrieve starting positions when you click the "Next"
button. If you do not choose to retrieve the starting positions or your account is not available for
online access you can manually enter your starting positions on the next page of the wizard.

You can choose the "Advanced..." button to choose a filename and location where your new
portfolio will be saved. If you don't select the "Advanced..." button Fund Manager will choose the

location for you. For this tutorial we'll let Fund Manager select the location, so you don't need to
press this button.

Any of this data can always be edited later, so if you make a mistake, don't worry, you can correct
it later.

Press the "Next" button once you're ready, and you will see the "Add New Investments" page of
the wizard. Fill in the fields as shown in this picture:
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New Portfolio Setup Wizard

Add New Investments

Add  Mame Symbaol Shares Cost B asis [ ate Acquired
Intel INTC 500 980450 | | 51042008 v| [

| 10/15/2005 v | [3

| 1041542005 " | E]

<

1.000

=

| Merck | MRK | 43,000

7.500

<]

| b aney bark et | hioke | F.A00

| 10/15/2006 |

| 104152008

| 1041542006

| 104152006

| 104152006

I I B R R

|
| |
| |
| |
| | 10/15/2008 |
| |
| |

| 104152006

¢ Back ]L_ﬂe:-:w ][ Cancel ] [ Help ]

This dialog page allows you to create new investments and establish their starting positions. If
you retrieved positions it will be filled in for you. To add an investment, select the "Add" button for
that row, and fill in the information. If you want to start your investment with a certain number of
shares and cost basis, enter that information here. (Notice the cost basis is a total dollar value,
not a per-share amount.) Fund Manager will record a single purchase on the specified date for
the cost basis. If you'd prefer to enter your full transaction history to have a more detailed record,
just record O for the shares now, and add in your transactions later.

You can press the "..." button at the end of each investment row to modify more properties for
each investment. For example, press the "..." button to the right of the "Money Market" and set
the "Type" on the "General" tab to "Cash" and on the "Internet Retrieve" tab turn off the option to
retrieve pricing for this cash investment. Cash investments should keep a constant $1 share
price, so they don't need to be set for price retrieval.

You can press the "Advanced..." button to select a folder where your investment files will be
saved. For this tutorial, we'll just accept the default location, so you don't need to press the
"Advanced..." button.

You can add as many investments as you want. If you have more than will fit on the current
page, when you select "Next" you will get another page to continue entering your investments.

Press the "Next" button once you're ready, and you will see the "Price Retrieve" page of the
wizard:
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New Portfolio Setup Wizard

Price Retrieve

Wiould You Like Ta Retrieve Prices From The Internet Far Your Mew [nvestments?

(®1Yes Presz "Retrieve Mow' To Get Prices: Betrieve Mow...

ONa

< Back ]E..........H..EHD |[ Cancel ] [ Help ]

Here you can either have Fund Manager retrieve prices for your new investments, or if you select
"No", you can manually enter a price for each investment on the next screen. For this tutorial we
will retrieve historical prices from the internet. You can use the "Advanced..." button to select
which quote server to use. The default server when using the New Portfolio Wizard is the Yahoo
- Historical server. We will just accept all the defaults for this tutorial, so you don't need to press
the "Advanced..." button.

Press the "Retrieve Now..." button, and you will be prompted for the date range to retrieve:

Historical Price Retrieve Dates g|

[FAHOO-HISTORICAL)

Frice Request Dates:

From: To:
| 1/ 1/2000 v| |1w15xznna v|

| QK | [ Cancel ] [ Help ]
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Select a date range to retrieve prices, and press the OK button. If you have a slower internet
connection, you may want to choose a shorter time period than shown here. A dialog box will
show the status of the internet retrieve as it is happening.

Once the retrieve is complete press the "Next" button until you see the "Default Cash Account”
page:

New Portfolio Setup Wizard

Default Cash Account

toney Marlket

Prozeeds fram all tranzactions in thiz portfolio will be
tranzfemed tofrom this investment.

¢ Back ” Mest » ][ Cancel ] [ Help

If you have a cash account in this sub-portfolio select it from the list. Otherwise, leave the
selection set to "(none)". When a sub-portfolio has a default cash account assigned whenever
you record a buy, sell, or distribution in an investment in this sub-portfolio, the money will come
out of, or go into, this cash account.

An important point to note about your cash account is that proceeds are only automatically
transferred to/from the cash account after you've specified which investment is your default cash
account. If you decide later to change the default cash account you can assign it under the
"Properties..." dialog for any sub-portfolio.

Press the "Next" button so that you see the "New Portfolio Location" page:
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New Portfolio Setup Wizard

New Portfolio Location
() Create &3 & Mew Top Level Portfolio
(®) Create &3 & Mew Sub-Portfolio Under;
] b azter Portfolio
Advanced...
¢ Back ” Finizh l [ Cancel ] [ Help

Choose the option to create this new sub-portfolio beneath the existing Master Portfolio, and
press the "Finish" button.

Now we will save our data.
Background on Fund Manager Data Files:
There are 2 types of data files used by Fund Manager:

1. Investment files
2. Portfolio files

Investment files have the file extension of *.dat. Investment files store pricing,
transaction, and the properties for that investment. (more info)

Portfolio files have the file extension of *.mm4. Portfolio files store all of your
sub-portfolios, which investment files belong in each sub-portfolio, which
windows you have open, and all of your options. Portfolio files can be thought of
as saving your whole workspace. When you re-open a portfolio file, all of the
included investments are also opened. The windows you had open when you
last saved the portfolio file are also re-created, and all your settings are restored
to their values when you last saved the portfolio file. In short, everything is
restored to the same state as when you last saved the portfolio file. (more info)
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In many cases you will only need to have a single portfolio file, but you will have
many investment files.

Choose the File / Save All Investments menu command to save your investments. Choose File
/ Save Portfolio As... to assign a portfolio filename and save it.

The next time you start Fund Manager, the last portfolio file you had open will automatically be
opened for you. Exit Fund Manager now, by choosing File / Exit. Restart Fund Manager by
choosing Start / All Programs / Fund Manager / Fund Manager, and you will see your portfolio
again, just as you last left it.

Now that we've created some data let's examine our investments with various reports and
graphs:

Reports Tutorial
Graphs Tutorial

See Also:

e Portfolio Editor Tutorial
e Data Reqister Tutorial

Import Starting Positions
In this tutorial section we will go through the following steps:

1. Import starting positions
2. Organize imported accounts into client sub-portfolios
3. Retrieve historical pricing

1. Import Starting Positions:

First, close any sample data that you may have open by selecting the menu command "File /
Close Portfolio".

Before importing, you must obtain the file containing your starting positions. This can be obtained
in a variety of ways, but some common ways include:

1. Export from prior investment software
2. Download from your broker or mutual fund company's web site
3. Advisor's can obtain a file from any of our supported broker/dealer interfaces

For more details on any of the supported file import formats see the Importing Positions topic in
the documentation.

Once you have your position file select the appropriate menu command from the "File / Import /
Positions" menu:
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[ﬂ Fund Manager Advisor,
-8 Edit Yiew Graphs Reports  Options Help

& 7

Mew Investment . . .

Open Investmenk(s) . . .

Close all Investments

Save all Investments Shift+F12

Mew Portfolio Wizard | . .

Cpen Portfalio, . .

Close Portfolio

Save Portfolio As . . .

Save Portfolio Chrl+5

Irnport Prices
Export 4 Transactions
File Qperations r Positions Qpen Financial Exchange (OFx, (QF . ..
Other Ameritrade (legacy) . . .
Backup . . .
Dazl . ..
Restore . .. DST FAN Mail . . .
Hide ko Tray Zkrl+H Fidelity Advisar CHAMMEL . . .
Exit ChElH+G Fiserv IS5 . . .
Schwablink . . .
Scotkrade
Southwest Securities | | |
TD Ameritrade . . .

|File import operations | TOw 90

For this tutorial we'll use the "TD Ameritrade" format. This format is available to investment
advisors with accounts at TD Ameritrade. Once you select one of these menu commands you'll
see the appropriate transaction import dialog:
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Import TD Ameritrade (POS) Positions

POS File to Import:
|C:AData Dowrload\AD061020.P03 | [ Browse..

Accounts ta lmport:
(&) Al Accounts

() Only: Scan POS

|mport Dptions:

[ Mew Investment Options. ., ]

[ Create Pasitians In Mew Sub-Partfalic: |

<Back [ Mests |[ Cancel ] [ Help

Select the position file you wish to import in the first section.

In the second section you can choose whether to import all available accounts, or only a specific
one. We'll import all accounts.

In the "Import Options" section you can specify where to save newly created investments, and
whether or not to put all imported positions into a new sub-portfolio. We will leave this option off,
to create new accounts right at the top level of the sub-portfolio hierarchy.

Press "Next" to perform the import. The import results will be available for previewing:
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Select Pogitions Ta lmport: 750 of 750 Pozition: Selected For Import
T Date Type  Investment Mame Shares Price Total Fee Portfolio Mews [y, | ™
T 10/20/06  Buy 1832201 E4.000 Q.00 000 000 111111171 [new)  Yes [Ch.
T 10/20/06  Buy I COMPANY E5.000 0.00 000 000 11111111 [new)  Yes [T
T 10/20/06  Buy A G EDWARDS.. 30,000 0.00 000 000 22222222 [new)  “es [Ch..
T 10420006 Buy ATHTCORP A0,000.000 0.0o0 000 000 1111111 [mew]  Yes [T
T 10/20/06  Buy ATETCORP 50,000,000 0.oo 000 000 111111171 [new]  Yes [Ch..
T 10/20/06  Buw ATETCORPM... 35000000 Q.00 000 000 111111171 [rew)  Yes [Ch.
T 10/20/06  Buy ABBOTT LARD... 200,000 0.o0 000 000 11111111 [new]  Yes [T
T 10/20/06  Buy ABERCROMEI... 36,000 0.00 000 000 111111171 [new)  Yes [Ch.
T 10420006 Buy ABM AMRO/CH. . BE2 Hd4 0.0o0 oo 0oa 11111 [rew)  Yes [Ch
T 10/20/06  Buy ABM AMROAVE... 181.050 0.oo 000 000 111111171 [rew]  Yes [Ch.
T 10420006 Buy ADVAMCED Ml RO0.000 0.0o0 oo 0oa 111111 rew)  Yes [Ch
T 10/20/06  Buy ADVWEMT SOFT.. Fr.ooo 0.o0 000 000 22222222 [new)  Yes [Ch..
T 10/20/06  Buy AEGIS WaALUE .. 38922763 Q.00 000 000 111111171 [new)  Yes [Ch.
T 10/20/06  Buy AlM GROWTH ... 330,684 0.00 000 000 11111111 [new)  Yes [T
T 10/20/06  Buy ALIMEMTATIO.. 13,900,000 0.00 000 000 11111177 [mew]  “es [T
T 10420006 Buy ALLEGHEMYE... 400.000 0.0o0 000 000 33333333 [hew)  Yes [Ch.
T 10/20/06  Buy ALLETE IMC B46.000 0.oo 000 000 22222222 [new]  Yes [Ch..
T 10/20/06  Buw ALLIANCE AME... 247573 Q.00 000 000 111111171 [rew)  Yes [Ch.
T 10/20/06  Buy ALLIAMCE PHA... 40,000 0.o0 000 000 22222222 [new)  Yes [Ch..
T 10/20/06  Buy ALLIAMCE TEC... 405,833 0.00 000 000 111111171 [new)  Yes [Ch.
T 10420006 Buy ALLIAMT EMER... 100.000 0.0o0 000 ood 31111177 [rew] Yes[Ch.. o
[ Select All ] [ Select None
l < Back ” Finish ] [ Cancel ] [ Help

All the positions from the importing file will be displayed. If for any reason you don't want to
import one or more positions you can remove the check mark next to that entry. We'll leave them
all selected for this tutorial.

When positions are imported they are recorded as "buy" transactions for the date specified in the
position file. Some position file formats contain the cost basis for your positions, but some
formats do not. If cost basis data is not available in the importing file, the basis will be $0. If you
have the cost basis data, you can manually edit these buy transactions later to reflect the correct
cost basis.

Press "Finish" to complete the import. For each new sub-portfolio that is being created, you will
be prompted for how you would like to handle the default cash account:
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Default Cash Account Assignment

11111111
Choose a default cazh account to uze for the newly
created sub-partfolio zpecified above:
(3 Create & Mew Cazh Investment
(3 Do Mat Uze & Default Cazh Account

(%) Uze Existing Investment:
|EMF MOMEY MARKET PORTFOLIO w

Apple Tao Al Mew Sub-Portfolios

ok | | Hep

Each sub-portfolio can have its own default cash account assigned to it. When a sub-portfolio
has an assigned default cash account, any transactions recorded in that sub-portfolio will
automatically have corresponding entries recorded in the cash account. For example, if you buy
some shares of an investment, the proceeds will come out of the default cash account. For
mutual fund accounts it is usually not necessary to use a default cash account, but for brokerage
accounts you usually do want a default cash account.

If you choose the first option: "Create A New Cash Investment" Fund Manager will create a new
investment and assign it as the default cash account for the specified sub-portfolio. If you choose
the second option: "Do Not Use A Default Cash Account"”, no cash account will be used for this
sub-portfolio. If you choose the third option: "Use Existing Investment" you can pick from any of
the existing investments in this sub-portfolio to be the default cash account. You can always
modify the default cash account assignment at any later time by selecting the "Properties..." of
the sub-portfolio.

Click OK after making your selection, and repeat for each new account/sub-portfolio.
2. Organize Imported Accounts Into Client Sub-Portfolios:

Next, we'll use the Portfolio Editor to organize our imported accounts/sub-portfolios into another
level of hierarchy, organized by client. If the Portfolio Editor isn't already open, select "View /
Portfolio Editor" to display it:
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 Fund Manager Advisor - [Portfolio Editor] ['._|['E|rg|
P File Edit Wiew Graphs Reports Cptions Portfolio ‘Window Help - 8 x
e Ed% X B% D P o E RS Tda ?

[ Master Portfolia 4 Mame Symbiol Location Fileniame Price shares Yalug
D 11111111 r; A G EDWARDS INC AGE CiYProgram Files\Fund Man..,  AGE.dat 55.83 20,000 5,024.70
@ 33333333 (; ADVENT SOFTWARE ... ADYS Ct\Program FilesiFund Man...  ADVS.dat 37.30 F7.000 2,872.10

(R ALLETE INC ALE C:\Program Files\Fund Man...  ALE.dat 43,90 46,000 28,359.40
(; ALLIANCE PHARMALC, .. ALLP C:\Program Files\Fund Man...  ALLP.dat 1,92 40,000 76.80
(RALPHARMA INC-CL & ALO C:\Program Files\Fund Man..,  ALO.dat 22,35 100.000 2,235.00
r; AMEREN CORP AEE CiYProgram Files\Fund Man..,  AEE.dat 54,40 303,000 16,453.20
(; AMERICAM ELECTRI... AEP Cti\Program Files\Fund Man...  AEP.dat 41,34 220,000 9,094,580
(nﬁ AMERICAN INTERNA... AIG C:\Program Files\Fund Man...  ADG.dat b5, 45 200,000 13,2596.00

10021106 07

In the above picture the Portfolio Editor window is "maximized", so it is displayed over the whole
Fund Manager window. You can minimize, restore, or maximize this window by using any of the
buttons in the upper right corner of this window. You can also use the commands under the
"Window" menu to organize or arrange all of your open windows. In Fund Manager there are 3
types of windows: Portfolio Editor, Graphs, and Reports. All open windows will be listed under
the "Window" menu.

The Portfolio Editor works a lot like Windows Explorer does in Windows. You can create new
sub-portfolios, copy or move by dragging/dropping, and copy/paste.

For this tutorial we will assume we have 2 clients: John Smith, and Mary Brown. Accounts
"11111111" and "22222222" belong to John, and the account "33333333" belongs to Mary. We
must first create sub-portfolios for John and Mary. Right mouse click on "Master Portfolio" to
create a new sub-portfolio:
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Fill out the "Portfolio Properties” dialog for John Smith's sub-portfolio, like this:

Portfolio Properties

Puortfalio M ame;

Fund Manager 8.x Quick-Start Guide

P File Edit View Graphs Reporks
O = &

H& B X

@ Fund Manager Advisor - [Portfolio
Opkic

i I}
Mew Investment ., . .

Open Investment(s) . . .

Mew Sub-Paortfalio, .
Properties . . .
Reconcile . . .

araph

Retrieve Transackions . . .

Retrieve Selected Prices

Copy

o
I
o

Ir

[l

b i

|Jc.hn Smith

Aocount Humber;

Defaul Cash Account; [1 Showal
| [Fiane] w |
[ Hidden
[ Tranzaction Retrieve Settings. .. ]
Statiztics:
Type: Sub-Fortfolio
Contairs: 0 lrevestments, 0 Sub-Portfalios
Filenarme: [none]
Created:
Last Saved:

| ok

[ Cancel ] [

Help
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Press "OK" to create the sub-portfolio. Repeat this for Mary by right mouse clicking on "Master
Portfolio" and filling out the "Portfolio Properties" dialog again. The Portfolio Editor will now look
something like this:

(@ Fund Manager Advisor - [Portfoli
P File Edt Yew Graphs Reports O

D &3S by

|53 Master Portfolio . Name
@ LuLiLll (faGEDWA
i 333333 (h ADVENT 50
I22) John Smith Frﬂ ALLETE Ih
!
R ALLIANCE
|53 Mary Brown "
(" F ALPHARM
(' AMERER ¢
(" F AMERICAR
(' AMERICAN

We now want to move accounts "11111111" and "22222222" into John's sub-portfolio, and move
account "33333333" into Mary's sub-portfolio. Left mouse click on "Master Portfolio" to select it
on the left. This will display the contents of the "Master Portfolio" on the right. Select both
"11111111" and "22222222" on the right by left mouse clicking on "11111111" and then hold
down the "Ctrl" key while selecting "22222222". You can use the "Ctrl" key to select additional
items, or the "Shift" key can be used to select a range of items. When both accounts are selected
the Portfolio Editor will look like this:

[# Fund Manager Advisor, - [Portfolio Editor] _- 5
P File Edit Wiew Graphs Reports Cptions Portfolio  Window Help - g x
DEEE®R B0 X o ER S B REa T
) Master Portfolio Marne Symbol Location Filename Price Shares T Walue

) 11111111 - "

D) z2zzzaez

) 33333333

&) John smith [)33333333

= Mary Brown (2 30hn Smith 0.00
[ Mary Brawn 0.00

10421106 et

Left mouse click on the selected accounts, and while holding down the left mouse button, drag
the accounts over onto the "John Smith" sub-portfolio:
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[ Fund Manager Advisor - [Portfolio E
P File Edit Wew @Graphs FReports  Option

Dl b
|53 Master Portfolio
1111111
| zzzezeee
[ 33333333
"] Johin Smith
@ Mary Brawvi

33333333
I223 Jabn Smith
@Mary Brown

Once the cursor is over John's sub-portfolio, let go of the left mouse button to complete the move
of these accounts. (In addition to "moving", you can also "copy" sub-portfolios with drag/drop by
holding down the "Ctrl" key).

Repeat this for Mary: Select "Master Portfolio" on the left, select "33333333" on the right, and
drag it over onto Mary's sub-portfolio on the left. Your sub-portfolio hierarchy will now look like
this:

@ Fund Manager Advisor - [Portfolio Edi
P File Edit View Graphs Reporks Options
D=EE S

[®n}r1aster Portfolio

: Marne
=R J@uhn1 f;ﬂlltlhlll (2 3ohn Smith
) zzz22222 Comary brown
=17 Mary Brown
D 33333333

You may also want to edit the sub-portfolio properties of "Master Portfolio” to name it something
more meaningful to you, like "My RIA Practice Inc". Organizing your sub-portfolios in this manner
allows you to report or graph at any level: account level, client level, or your whole practice.

3. Retrieve Historical Pricing:

We will now update our investments with historical pricing data. Fund Manager can retrieve
prices from a variety of guote servers. In order to get historical prices we will select the "Yahoo
(Historical)" quote server. Choose 'Options / Internet Settings..." from the menu and choose
this quote server as shown here:
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Internet Retrieve Settings

Price Update Options:

Default Quote Server:

| "r"ahoo [Histarical]

[ ] Disconnect Dial-Jp Metworking &fter Fetriewve

[+] Persistent Fequest Times

[ Automatic Retieve  Frequency

Priowy Server:
Ilze Windows Settings

Connect Through Prosy Server

|lze Autharization:

[ Retieve Server Status Haw. . ]

| ok || cancel || webHelp | [ Hep |

Press OK. To retrieve pricing data for all open investments select the menu command "Edit /
Internet Retrieve / Prices..." or choose the ‘& button on the toolbar.

A dialog will come up asking you for a date range for retrieving historical prices. Enter the dates
you would like prices for, and select OK. You will see Fund Manager connect to the quote server
and retrieve prices. You can view all the retrieved pricing data in the Data Register.

Use "Options / Internet Settings..." to switch the quote server back to your desired daily default
guote server. Yahoo is often a good choice here. Once you have historical pricing, it is best to
use a "daily" quote server instead of a historical one for fast retrieves.

In this tutorial we used the "Edit / Internet Retrieve / Prices..." menu command to retrieve prices
for all investments. You can also retrieve prices for only select investments by selecting them in
the Portfolio Editor, right mouse clicking, and choosing: "Retrieve Selected Prices".

Now we will save our data.
Background on Fund Manager Data Files:
There are 2 types of data files used by Fund Manager:

1. Investment files
2. Portfolio files
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Investment files have the file extension of *.dat. Investment files store pricing,
transaction, and the properties for that investment. (more info)

Portfolio files have the file extension of *.mm4. Portfolio files store all of your
sub-portfolios, which investment files belong in each sub-portfolio, which
windows you have open, and all of your options. Portfolio files can be thought of
as saving your whole workspace. When you re-open a portfolio file, all of the
included investments are also opened. The windows you had open when you
last saved the portfolio file are also re-created, and all your settings are restored
to their values when you last saved the portfolio file. In short, everything is
restored to the same state as when you last saved the portfolio file. (more info)

In many cases you will only need to have a single portfolio file, but you will have
many investment files.

Choose the File / Save All Investments menu command to save your investments. Choose File
/ Save Portfolio As... to assign a portfolio filename and save it.

The next time you start Fund Manager, the last portfolio file you had open will automatically be
opened for you. Exit Fund Manager now, by choosing File / Exit. Restart Fund Manager by
choosing Start / All Programs / Fund Manager / Fund Manager, and you will see your portfolio
again, just as you last left it.

Now that we've created some data let's examine our investments with various reports and
graphs:

Reports Tutorial
Graphs Tutorial

See Also:

e Portfolio Editor Tutorial
e Data Reqister Tutorial

Graphs Tutorial

All graphs are displayed in a "Graphs" window. You can have any number of graph windows
open. Each graph window is independent, and displays graphs for its assigned active portfolio.

Fund Manager can have many windows open at once. There are 3 different types of top level
windows: Graphs, Reports, and the Portfolio Editor. You can use the top level Window menu
command to organize, arrange, or select which window(s) to display. An example Graphs
window is shown here:
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Fund Manager Advisor - [Graphs: Cost - Price {(Master Portfolio)]
File Edit Yiew Graphs Reports Options Inwvestments Portfolio  Wind Help

B D P OEE 14|09 SRR TR VR LEHOR €% %
1

1

‘\M‘N 120.00 -

Mfr"

100.00 -

40.00 -

Dizney in Master PortfolioTD Ameritrace Si30/06 11:07 5132006 F20.00

In this example the Cost - Price graph type is selected under the Graphs menu. This is an
investment based graph type. There are also many portfolio based graph types. To change the
graph type for this window select a new graph type from the Graphs menu. To create a new
Graph window select Graphs / New Window....

The number of displays in this example is set to 4. You can change this to 1, 4, or 9 with the
toolbar buttons (notice 4 is selected now), or under the View / Number of Displays menu. The
"legend" is user-adjustable and is displayed in the upper/left corner of each graph, showing the
graph type and the ending share price and cost per share. Yields are being displayed in yellow
text above each graph. The share price for this graph type is drawn in light blue, while the out of
pocket cost per share is drawn in green. In the title of the window you can see the active portfolio
is "Master Portfolio".

Markers are also being displayed. The yellow X's are distributions. Red circles are purchases.
The larger green circles are un-specified lots. The white triangles are redemptions. The dark
green capital | (eye) bars are splits, and the purple cross is a note marker. The Dow Jones graph
is also displaying a dark blue trend line. Control which markers are displayed with the Options /
Markers menu commands. As you move your cursor over any marker, information on that
marker will be displayed in the status bar. You can right mouse click on any marker to perform
operations on it, such as editing the associated transaction.

Cursor snap is currently on, and you can see the small white box on the cost line in the Disney
graph on 5/3/2006. The position of this snapped cursor is displayed in the status bar, in the 2
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right-most panes. It is displaying the snap position at 5/3/2006 and a cost of $20.00. The current
date/time is also displayed in the status bar (8/30/06 at 11:07 in this example).

You can customize the graph type, fonts, colors, date range, vertical scale, display preferences,
graph options, or any of several other options available from the menu. Choose which
investments are displayed on the investment based graphs under the Investments menu. Set
the active portfolio under the Portfolio menu. You can scroll through the investment stack with
keyboard shortcuts or the toolbar buttons. You can quickly zoom or pan using keyboard and
mouse shortcuts.

Additional graph features are available in the Advisor version. Graphs can be copied as images
to the clipboard, for publishing to clients. See Edit / Copy to Clipboard. Graphs (as well as
reports) can be emailed to clients using the Send By Email Dialog, or printed in bulk for each
client.

See Also:

Graph Types
Screenshots of Sample Graphs

Reports Tutorial
Portfolio Editor Tutorial
Data Reqister Tutorial
Getting Started Tutorial

Reports Tutorial

Each report is displayed in its own "Report" window.

Fund Manager can have many windows open at once. There are 3 different types of top level
windows: Graphs, Reports, and the Portfolio Editor. To create a new report select a report type
from the top level Reports menu. You can have an unlimited number of Report windows open.
You can use the top level Window menu command to organize, arrange, or select which
window(s) to display. An example Report window is shown here:
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(¥ Fund Manager Advisor, - [Report: Portfolio Value - 8/29/06 (Master Portfolio]] [Z”E|E|
b1

R Eile Edt W¥ew Graphs Reports Options Sort  Investments Window Help - 0
DEEEdS B E BBE- @ F R
Portfolio Value
Master Fortfolio - 3/29/2006
Irvestment Marne b % o Price ¢ Shares ¢ Walue (F)
Dow Jones - 30 0.0 11369.5940 0.000 0.00
S & P el 0.0 1304280 0.000 0.00
Indices 0o 0.0o
Janus Fund 5.8 26.200 387.949 10,164.26
Janus “enture 13.6 a8.550 408.219 2390120
Janus Warld 45 44 810 176703 787324
Janus Funds 238 4193871
Dell Computer 225 22250 1,780.000 39 60500
Disney 8.3 29110 500.000 14 555.00
Intel 14.0 19.680 1,250.000 24 B00.00
Intnl Business Machines 15.0 a1.400 325.000 26 455 00
Microsoft 5.8 25.840 392.000 10,129 28
TO Ameritrade R5.5 115,344 28
STAR Fund 42 20180 367.082 7407 72
Windsor Il Fund B4 33.560 333.745 11,200 49
Vanguard Group 10.6 18 603.20
Indices 0o 0.0o
Janus Funis 23.8 41 938.71
TD Ameritrade 5 B 115,344,285
Vanguard Group 106 18 B03.20
Master Portfolio: F175891.19
/2006 11:20

In this example a Portfolio Value report is displayed. This example report is listing by
"Investment"”. You can also list by "Symbol", "Investment Type", "Asset Allocation", or
"Investment Goal". This example report is also sub-totaling by sub-portfolio. You can turn sub-
totaling off, or sub-total by Sub-Portfolio, Symbol, Asset Type, Investment Goal, or Investment
Type. Reports may also be filtered, so they only display a desired Symbol, Asset Type,
Investment Goal, or Investment Type. You can set these options, the date range(s), the report
title, or any other report setting in the Report Settings dialog:
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Report Settings £|
Tithe:
|h-1_lrl Favorite Report |
Twpe:
|Eustu:|m V|
Partfolio:
|Master Partfolio V| [ Custom Settings... ]
[7] Subtotal By: | Sub-Fartfalio v |
Lizt By |Irwestment V| [ Filter... ] <no fiker:
[rate Settings:
Period: Start: End:
|Year to date v| | 14 1./2006 w | 10M12/2008 L

Date Ranges: Drder Columns by Date

| Done | [ Cancel ] [ Help

The Report Settings Dialog is displayed when creating a new report from the Reports menu. To

modify an existing report, use the menu command Edit / Report Settings... or select the
button from the toolbar.

You can resize any report column by clicking and dragging on the column divider: g, The report
divider for the last column is hidden for appearance purposes, but it is still there, and you can

resize this column as well. When your cursor is over any divider the cursor will change to '“' SO
you know you can click/drag.

You can customize the report type, fonts, colors, display preferences, or any of several other
options available from the menu.

Reports can be sorted by any displayed field. Select the desired sort order from the Sort menu.

Reports can be memorized using the Memorize Report Dialog (Edit / Memorize...). Memorized
reports can be recreated by selecting the memorized report name from the bottom of the Reports
menu.
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The text in any report can be copied to the clipboard using the Edit / Copy Text menu command
for use in other applications.

Additional report features are available in the Advisor version. Reports can be copied as re-
sizeable images to the clipboard, for publishing to clients. See Edit / Copy Picture. Reports (as
well as graphs) can be emailed to clients using the File / Send By Email... command, or printed
in bulk for each client using File / Batch Print.... You can also customize the column labels
(Options / Report Column Labels...) and have an adjustable disclaimer displayed at the bottom
of the reports (Options / Report Preferences... / Disclaimer).

See Also:

Report Types
Screenshots of Sample Reports

Graphs Tutorial
Portfolio Editor Tutorial
Data Reqister Tutorial
Getting Started Tutorial

Data Register Tutorial

The Data Register is where you can enter or modify pricing and transaction data for all your
investments. The Data Register is available by choosing Edit / All Data... from the menu or
selecting the E&button on the toolbar. You can also access the Data Register or record any
transaction for an investment by right mouse clicking on that investment, and choosing the
appropriate menu command. The Data Register looks like this:
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Data Register: Intel

Sub-Paortfalio: Ihvestment: Data Type:

| My Brakerage Account V| |Intel V| |Investments [all] V|
+  Date Price Sharez Tatal Fee Tupe Memo
1 10413408 21.40 -500.0000 -10,691.00 900 Redemption
T 05/10/08 1960 1,000.0000 19,609.00 900 Purchaze my initial purchasze

New. | [ Edt. | | Delete

Frint...

You can work with any investment by choosing the desired Sub-Portfolio and Investment from
the boxes along the top.

Under the "Data Type" combo box there are 5 top level data types:

X

Data Type:

l [Fvestments [all] w

— | Prices

|vesztments [all]
Purchases

| Reinvestents

W Redemphions

Diistributions [all]
Dividendz
ST Cap Gainz
MT Cap Gaing
LT Cap Gainz
|nterest Income
Account Fees
Feturn of Capital
Qther Digtribution

Splitz

Alerts
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The 5 top level data types are Prices, Investments (all), Distributions (all), Splits, and Alerts.
You can also select one of the sub-categories, like "Purchases", which is a sub-set of
"Investments (all)". Notice the sub-data types are indented. The selected data type specifies
what data is being displayed.

Select the data type you wish to work with. For example, to record a new purchase, select either
"Investments (all)" or "Purchases" and then press the "New..." button to record a new
transaction. To modify an existing transaction, select it from the displayed data, and choose the
"Edit..." or "Delete" button.

Notice the ®Zicon in the "Date" column header. This arrow indicates the sort order of the data
list. You can control this by clicking on any column's header to sort by that column. Clicking on
the same column header again, switches the sort order between ascending and descending.
When sorting by ascending, the arrow icon will be facing up, instead of down. You can also
adjust the width of any of these columns by clicking and dragging on the edge of any of the
column headers. You can also adjust the order of these columns, by using your mouse to drag
any column header to a new desired location. Column sizes and order are memorized for future
Fund Manager sessions. The initial selection for data type can be customized in the Preferences

- Other Dialog.

See Also:

Reports Tutorial

Graphs Tutorial
Portfolio Editor Tutorial

Getting Started Tutorial

Portfolio Editor Tutorial

How can | convert existing portfolio files into sub-portfolios of a new portfolio?

This tutorial demonstrates how to set up new sub-portfolios containing the investments of existing
portfolio files (*.mm4). This is intended to help convert multiple old portfolios, where no sub-
portfolio hierarchy existed, into a single portfolio containing a sub-portfolio for each old portfolio.
This also demonstrates the use of the Portfolio Editor.

Let's assume you have these 3 old portfolios:

TD Waterhouse.mm4
Janus Funds Retirement.mm4
Janus Funds Non-Retirement.mm4

and you want to create a single new portfolio with sub-portfolios for each of these. Let's start off
by opening up the existing TD Waterhouse.mm4 portfolio and displaying the Portfolio Editor. Use
"File / Open Portfolio..." to open the TD Waterhouse.mm4 portfolio, and then use "View /
Portfolio Editor" to display the Portfolio Editor. Your window would look like this:
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i Fund Manager Personal - [Portfolio Editor, - TD Waterhouse.mm4 {Master Portfolio]] 5
P Ele Edt Vew Graphs Reports Options Portfolo  Window Help - g x
e & EdS X

|52 Master Partfolia -

B 0 T X5 ¢ Ga?

Symbal | Location Filenarme Value

Il Computer DELL CihDakalfn’ ; dell.dat B 200 .
rnﬁ Disney DI= CiDatalfms2\3aMPLES dis.dat 13,085.00 10,555,533
{"Fintel INTE Ci\Datalfm3Z\SAMPLES  inkc.dat 29,137.50 19,032,272
r,ﬁ Intnl Business Machines  I6M Ci\Datalfris2)SaMPLES  ibr.dat 30,345, 25 11,087.13
rrft Microsoft MSFT CiDakalfm3Z\SAMPLES  msft.dat 11,505.20 7, 732.00

1524005 10:08

To create our new portfolio file use the "File / Save Portfolio As..." command and assign a new
filename to our new portfolio. For this tutorial we have saved the new portfolio as "Family.mm4".

Next, let's create a sub-portfolio for the currently opened TD Waterhouse investments. Right
mouse click on the "Master Portfolio" on the left side of the Portfolio Editor, and choose "New
Sub-Portfolio..." from the popup menu. Assign the new sub-portfolio a name of "TD
Waterhouse" and click OK to the Portfolio Properties dialog. You should see a new sub-portfolio
underneath the "Master Portfolio" called "TD Waterhouse".

Let's move all of the open investment files into this new TD Waterhouse sub-portfolio. Select all
the investments currently in your Master Portfolio. You can do this by left mouse clicking on the
top investment in the list on the right, holding down the Shift key, and left mouse clicking on the
bottom investment. Your window should look like this:

P File Edit WYiew Graphs PReports Options Portfolio  Window Help

CEEES B0 X B D ERS B f4Ga ?

1) Master Fortfolio 4 Mame Symbol | Lacation Filenarne Value | FIFQ Basis
32 TO waterhouse [C7TD waterhouse Ci\Tem T Wat, .. 0,00 0,00

hines

1024105 10:20

To perform the move, left mouse click on the investments and hold down the left mouse button
while moving the mouse over onto the "TD Waterhouse" sub-portfolio. When your cursor is over
the TD Waterhouse portfolio your cursor will appear as shown here:
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¥ Fund Manager Personal - [Portfolio Editor - F
P File Edit ¥iew Graphs Reporks Options  Portfolio

== x Bg D E T
|5 Master Portfolio /' Name
=) 3 TD Waterhouse
F parpen
F
il

Let go of the left mouse button, and all the selected investments will be moved into the TD
Waterhouse sub-portfolio. (On a related note, if you hold down the Ctrl key while dragging the
investments you will "copy" the investments instead of moving them. In this case you will see a
little plus sign next to the cursor as you perform the drag. This "copy" is just another instance of
the same investment file. It does not create a copy of the investment file(s) (*.dat) on your hard
drive.)

We have now completed transferring the first old portfolio into a sub-portfolio of a new portfolio
file. Next, let's create the other new sub-portfolios we want. For this example, we will create 2
levels of hierarchy for the Janus portfolios. The first level will be for a portfolio called "Janus"”, and
then beneath this sub-portfolio we will have 2 sub-portfolios called "Janus Retirement" and
"Janus Non-Retirement". We will also rename "Master Portfolio" to "Jones Family". To do this,
right mouse click on "Master Portfolio" and choose "Properties..." from the popup menu. Change
the Portfolio Name from "Master Portfolio" to "Jones Family" and hit OK. Create the "Janus” sub-
portfolio first by right mouse clicking on "Jones Family" and choosing "New Sub-Portfolio..." from
the popup menu. Assign the name as "Janus" and hit OK. Right mouse click on "Janus" and
choose "New Sub-Portfolio..." and assign a name of "Janus Retirement". Again, right mouse click
on "Janus" and choose "New Sub-Portfolio..." and assign a name of "Janus Non-Retirement".
Your Portfolio Editor should now look like this:

[ Fund Manager Personal - [Portfolio Editor - Family.mm4 (Jones Family) ™] _' __'X_
P File Edit W¥ew Graphs Repaorts Oplions Portfolio  Window Help - ax
e &S B TR D GG T
w £ Mame Symbol | Location Filename Walue  FIFD Basis
5 g ID Waterhouse L3 2anus A Temp Farnily .rrm 0.00 0.00
anus D7D waterhouse A Temp Family.mm4  150,538... 61,790,530

IC) Janus Retiremant
I Jaus Mon-Retirement

1724105 1052

Let's save our work by choosing "File / Save Portfolio".
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Now, let's add the investments from the Janus Funds Retirement.mm4 portfolio into the
appropriate new sub-portfolio we just created. To do this, we will make use copy/paste from the
old portfolio into the new sub-portfolio.

Use "File / Open Portfolio..." to open the Janus Funds Retirement.mm4 portfolio, and then use
"View / Portfolio Editor" to display the Portfolio Editor. If your portfolio contains hidden
investments that you want to transfer turn on "View / Hidden Investments" so they are visible in
the Portfolio Editor. Select all the investments open in this portfolio using the same technique as
before. On the right hand side of the Portfolio Editor, left mouse click on the top investment, hold
down the Shift key, and left mouse click on the bottom investment. All your investments should
be selected. Choose the menu command "Edit / Copy" to copy the selected investments to the
clipboard. Your window should look like this:

[ Fund Manager Personal - [Portfolio Editor - Janus Funds Retirment.mm4 (Master Portfolio]] |Z||E|E|
P File Edit W¥ew Graphs Repaorts Oplions Portfolio  Window Help - ax
DEEES B0 X @i TV D @6 P

[ Master Portfolio £ Mame Symbal | Location Filename Yalue  FIFO Basis

anus ‘Warld

1724105 11:02

Use "File / Open Portfolio..." to open the Family.mm4 portfolio. In the Portfolio Editor select the
"Janus Retirement" sub-portfolio we created earlier. Use the menu command "Edit / Paste".
This will add the just copied investments into this selected sub-portfolio. Your window should
look like this:

[ Fund Manager Personal - [Portfolio Editor - Family.mm4 (Jones Family) ™] |_'. _||_'I:| |&|
P File Edit W¥ew Graphs Repaorts Oplions Portfolio  Window Help - ax
D2 EFdSE BEX @D TRAE & @464 %
[ Jones Famiy £ Mame Symbal | Location Filename Yalue  FIFO Basis
= Egs e : {F 3anus Fund JANSY  C\Data\Fm321SAMPLES  jansx.dat 9,074.13  11,253.49

lanus Rekireme

e {'F 1anus venture JANTX  C\Datalffm3ZISAMPLES  javbedat  21,692.74  24,766.54

I Jaus Mon-Retirement v !
(m Janus Warld Javiws  CHDatalfm32iSAMPLES  jawwx.dat 6,961,35 g,02z.91

1) TD Waterhouse

1724105 11:10

Save your portfolio using "File / Save Portfolio".
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Repeat this same procedure for the Janus Funds Non-Retirement.mm4 portfolio. Open that
portfolio, select all the investments in the Portfolio Editor, copy them to the clipboard, re-open the
Family.mm4 portfolio, select the Janus Non-Retirement sub-portfolio, and paste the investments
into that sub-portfolio.

That's it, you've transferred all your investments from the 3 old portfolios into 1 new portfolio with
sub-portfolios. If you've ever used Windows Explorer before you will notice that the Portfolio
Editor works in much the same way. We used copy/paste to transfer investments across portfolio
files. You can also use copy/paste to transfer entire sub-portfolio hierarchies as well. This
tutorial also demonstrated how to create several sub-portfolios. You can create as many sub-
portfolios as you'd like, and they can have unlimited hierarchy. Your portfolio file (*.mm4) saves
all your sub-portfolios along with which investments are contained in each sub-portfolio.

For additional reading consult the online documentation. In particular, browse the contents to:

Using Fund Manager / Portfolios
User Interface / Windows / Portfolio Editor

See Also:

Getting Started Tutorial

Graphs Tutorial

Reports Tutorial
Data Reqister Tutorial

Multiple Currency Tutorial

Fund Manager can track investments in up to 8 different currencies. Currency settings are
specified in the Currency Settings Dialog. Currency settings include:

e symbol to display for each currency
e your default currency
e exchange rate between each currency and your default currency

The exchange rate can either be a fixed ratio, or assigned to an "exchange rate" investment.
Using an exchange rate investment offers greater accuracy, as the exchange rate can vary with
time. This tutorial will demonstrate creating and assigning an exchange rate investment. Fund
Manager can then display your investments in either their native currency or your default currency
using the "View / Exchange Rate Adjusted” menu command.

Let's assume your default currency is US dollars, and you also own investments bought/sold in
Canadian dollars. First, we need to create an exchange rate investment to track the exchange
rate between Canadian and US dollars. Looking up the exchange rate on Yahoo we find the
symbol that describes the number of Canadian dollars for 1 US dollar is USDCAD=X. Create a
new investment similar to this:
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I arne; [Fvestment Type:
|E.-'-‘-.D->USD | | Exchange Rate b |
Symbaol: Agzet Type:
[UsDEAD=X | [ LookUp.. | |Unused v
Currency: [rvestment Goal;
| Unuzed w |
D e=zcription; Account Murmber:
% CAD =1USD | |
Partfalio: CUSIP:
| Exchange Rates w | | |

Cpening D ata:

Drate: Price:

| 9/30/2005 w | 11626

Shares:
| 1]8 | [ Cancel ] [ Help

Next, we need to assign this exchange rate investment to be used by Fund Manager for
converting between Canadian dollars and US dollars. Select "Options / Currency Settings..." and

set the options similar to this:

Currency Settings f$__(|
Symbol Exchange Rate to Disfaul

Default Curericy: |§ |
Curency2 ¥ | | [constant ratio) v| 1 |=1Defaul
Curency® (£ || [constant ratio] v| 1 |=1Defaul
Curency & (€ | | [constant ratio] v| 1 |=1Defau
Cunency 5 [C |
Curency & F || [constant ratio] v| 1 |=1Defaul
Cutency 7L | | [constant ratio) v| 1 |=1Defaul
Curency & P | | [constant ratio) v| 1 |=1Defaul

| ok | | cacel | | Hep |
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The closing price for this exchange rate investment (CAD->USD) will be used to convert from
Canadian to US dollars.

Every investment has a currency property that can be set when creating the new investment, or
adjusted from within the Investment Properties dialog. All prices and transactions are always
entered in an investment's native currency.

The menu command "View / Exchange Rate Adjusted" controls whether investments are
displayed in their native currency or in the default currency. For example, the following report
was created with this option OFF:

Sample Report - Exchange Rate Adjustment OFF - 9430/05 E|@|PZ|

Sample Report - Exchange Rate Adjustment OFF
mocottrade - 9302005

Investment Marme & % & Price ¢ Shares ¢ “alue (ha)
Cleatly Canadian Beverage 1.4 1.170 1,000.000 1,170
IE 98.6 80.220 1,000.000 80,220

Scottrade: (na) 81,3590

* = |nterpolated Price

and this same report is shown with the View / Exchange Rate Adjusted option ON:

Sample Report - Exchange Rate Adjustment ON - 9/30/05

Sample Report - Exchange Rate Adjustment ON
mocottrade - 9302005

Investment Marme & % & Price ¢ Shares ¢ “alue 5
Cleatly Canadian Beverage 1.2 1.006 1,000.000 1,006
IE 93.3 80.220 1,000.000 80,220

Scottrade: $81226

* = |nterpolated Price

In this example the "Clearly Canadian Beverage" investment's native currency is Canadian
dollars, and the "IBM" investment's currency is US dollars (our assigned default currency). In the
first report both investments are displayed in their native currency. In the second report the
Canadian investment is converted and displayed in our default currency. Since the exchange
rate adjustment investment (USD->CAD) has a recorded closing price on 9/30/2005 of 1.1626 the
Canadian dollar value of 1,170 becomes 1,006 when displayed in our default currency (1170 /
1.1626 = 1006).
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