5. Closing a position

Closing a position and transferring that position to a closed account is
a simple process. It can be done by executingtbse Position
command or by directly enteringSell or Cover Shortransaction.
Regardless of the method used, a closing transaction is created.
When that transaction is entered, the closed position is automatically
transferred to th€losedtab page where it remains available for

viewing at any time.

Using the Close Position command

4 To close an existing position, follow these steps:

1. Open thePortfolio Managerapplication and, from the Account
List, select the portfolio account containing the position that you
want to close. Information for the selected account will appear in
the Account Information section.

2. Select thé?ortfolio tab page to display a list of open positions and
then right-click on the position you want to close. A menu will
appear.

3. From the menu, choos#ose Position A Close Positiordialog
box will appear on your screen. The ticker name, transaction type,
and number of shares are displayed to enable you to verify that this
is the transaction that you want to close.
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Close Position dialog box
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Important

Be sure to enter actual
amounts for commissions in
the ClosePositiondialog box.
Accuracy is particularly
important if you plan to use
this information for tax
reporting.

4. TheClose Positiordialog box contains a number of data entry fields
and options:

The three fieldSransaction TypeAccount andTicker are
automatically completed and should not be changed.

The next four fields@ate, Shares, Unit Price, Commission,
and Total Amount must be completed. (See next page for
information on these data fields.) System entered figures may
be shown in some fields but you should change all values that
do not agree with actual transaction values.

Auto Calculation - SharesWhen this option is selected, the
Sharedfield is automatically calculated frotanit Price,
Commissionand Total Amount

Auto Calculation - Totat When this option is selected, the
Total Amounfield is automatically calculated fro®hares
Unit Price, and Commission

Notes- You may add a note here for this transaction if you
choose.

Tax Withheld If tax is being withheld from this sale by your
broker and you know the amount, you may enter it here.

5. When you have completed all entries, chddsee. If your
position has more than one entry transactionSti@res Allocation
screen will now appear. Instructions for completing the entries on
this screen can be found on the next page.

6. When you close a position, the following actions will take place on
the various tab pages:

The position will be added to tl@&losedtab page.

The position (or shares closed) will be deleted from the
Portfolio and Stop Losgab pages.

A closing transaction will be added to thensactiontab
page.
A closing transaction will be added to theurnaltab page.
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Data fields in the Close Position dialog box

Date
The trade date when the position was exited. The default is the
current date.

Shares
The number of shares that will be closed. The default is the
maximum quantity that can be closed.

« If you close all shares, the position will be deleted from the
Portfolio andStop Losgab pages and a new transaction will appear
on theTransactionandJournal pages showing the shares closed.

 If you close less than the full number, the position will remain on
the Portfolio andStop Lospages but the quantity will be adjusted
to reflect the number transferred. A new transaction will appear on
the TransactionandJournal pages showing the shares closed.

Unit Price
The price when the position was exited. The default is the current
closing price. Be sure to enter the exact price at which the position
was closed.

Commission

The exit brokerage fees for the position. If a system computed
commission amount is shown, you can change this value to the actual
exit commission amount.

Total Amount
A system computed total may be shown in this field. If not, compute
and enter the total amount.

Tax Withheld
The amount of tax withheld from exit transaction proceeds.
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Shares Allocation screen

Allocating shares for positions with
multiple entries

When you close a position, you are subject to capital gains/losses. In
calculating your tax liability, the entry date of the position determines
the tax category (short or long-term) and the entry price determines
the amount of gain/loss incurred. However, determining tax liability
when there is more than one corresponding entry transaction (i.e., the
position was taken on different dates and at different prices) is
somewhat more complex. In this situation, you often must decide
which shares you want to sell (or short cover). To help you determine
the extent of your tax liability when a position has multiple entry
transactionsPortfolio Manager provides a special function called
Shares Allocation

When a position that has multiple entries is closedStiares

Allocation screen automatically appears. This screen is used to
allocate the shares you are selling (or short covering) to one or more
specific entry dates. You can allocate the shares manually or you can
choose the method you want to use and the shares will be allocated
for you.

4 To close a position that has multiple entries, follow these
steps:

1. Complete your entries in ti@ose Positiordialog box, choose
Done and theShares Allocatiorscreen will appear.
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2. The window in th&hares Allocatiorscreen lists all entry

transactions for the position you are closing. For each transaction,
the entry date, period held (Short or Long), and number of shares
are listed. The total number of shares that were sold is shown
below in the field labele&hares to Allocate.

3. Use one of the following methods to allocate closed shares to one or
more entry dates:

To manually allocate shares:

» For the first entry date, click in the column titlBdlected
and type the number of shares you want to allocate to this
date (and price). The number will appear below in the
field labeledShares Selected

» Repeat for other dates until all shares that were closed are
selected.

To allocate shares by the method of your choice:

» Choose a method and click the corresponding command
button.
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FIFO - Shares are selected using the First in First Out
accounting procedure.

LIFO - Shares are selected using the Last in First Out
accounting procedure.

Average Cost- Shares are selected using the Average
Cost accounting procedure.

Maximum Gain - Selects shares that result in the
greatest amount of gain.

Minimum Gain - Selects shares that result in the least
amount of gain.

» The allocation of shares will appear in thelectectolumn.
The Computed CostindAllocation Methodields below
will be completed to reflect the method chosen.

4. When you have completed the allocation of shares, ©lick The
various tab pages will be updated to reflect the closing of the

position.



How to reopen a closed position

If for some reason you want to reopen a position that you have
previously closed, you can do so by means oRé&epen Transaction
command. This command is only available from@hesedtab.

4 To Reopen a closed position:
1. Select th&Closedtab and then find the position you want to reopen.

2. Click on the closed position with the right mouse button to display
the right-click menu.

3. Choosd&reopen Transactionfrom this menu. The position will be
restored to th@ortfolio tab and the transaction by which the
position was originally closed will be removed from all tabs.

Editing closed positions

The Portfolio Manageris designed to facilitate easy transfer of
information from a portfolio account to the closed account. The user
cannot change information in closed positions, with the exception of
Notesor Tax Withheld

4 To change Notes or Tax Withheld:

1. From the Account List select the account where the closing
transaction you want to edit was posted.

2. Click theClosedtab to display the page that lists all closed
transactions.

3. Display theEdit Transactiordialog box by one of these methods:
» Double click on the transaction that you want to edit.

* Right-click on the closed position and then chadediz from
the menu that appears.

» Select the transaction and then chdedi from the
Transactionsmenu bar command.

4. TheEdit Transactiordialog box appears. To change an entry in
Notesor Tax Withheldfirst click an insertion point in the text box
and then type the change that you want to make.

5. When you have completed your changes, chBose and the
changes will be made.
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Deleting a closed position

Although a closed position can be removed by deleting the closing
transaction, this action is not recommended because of problems that
can result. Deleting a closed position only removes the position and
does not reopen it or adjust the cash balance for the account.
Therefore, if you decide to delete a closed position, you will need to
make adjustments to the positions and/or cash balance through the
entry of additional transactions. A better procedure is to first reopen
the position and then make the necessary changes.

Year-end information for closed positions

Year-end information for any year is obtained by printing the Year
End report. You can also print a 1099 report for a particular year.
The 1099 report includes a record of capital gains and losses for that
year. To print these reports, see section 8 of this chdpiating

and exporting portfolio informatian
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