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Typographic Conventions

Convention

Meaning

Abbreviated menu
commands

This document uses abbreviated menu.

For example, "Click Display > Toolbars > Standard" means that you should
click the Display menu, point to Toolbars, and click the Standard entry.

Boldface type

Boldface type is used for commands, keywords, file names URLSs, or other
information that you must use literally.

Name of windows, dialogs, and other controls also appear in boldface type.

Initial Capital Letters

The first letter of the names of menus, dialog boxes, dialog box elements, and
commands are capitalized.

<Text in angle
brackets>

Angle brackets are used for variables and values that you must provide.

Emphasized type

Emphasized type is used for words and phrases that need to be emphasized, as
for new terms defined in the text.

Italicized type is also used for foreign languages terms.

Monospace

Code and script examples appear in a monospace font.

Plus sign in text

Keyboard shortcuts are indicated by a plus sign separating key hames.

For example, Ctrl+F1 means that you must press the Ctrl and F1 keys at the
same time.
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Introduction

Chapter 1  Introduction

11

1.2

1.3

The Positions Reporting Manager User Guide has been created for the Positions
Manager Reporting application, developed by the Technology division of the Montréal
Exchange Inc. , a member of the TMX Group Inc.

Purpose

The purpose of the application enables Approved Participants (APs) to submit their open
positions and account information on a daily basis. The Montréal Exchange Inc.
Regulatory (MX-R) division will use the application to view submitted positions.

Scope

This guide will provide a detailed description of the Positions Reporting Manager (PRM)
application that APs will use to enter their client’s positions and account information for
the MX-R.

Topics covered in this guide will include:

* Application Overview
» Getting Started
» Connecting to the application (Login)
» Getting around the application
» Disconnecting from the application (Logout)
» Entering and submitting positions and client information
» Description of data fields
» Tools to facilitate the searching and analysis of data
* Manipulation of data windows within the Workspace
* Help Menu information on the format required to import Position and Account data

Audience

The Positions Reporting Manager User Guide will be primarily used by Approved
Participants and staff of the MX-R.

Montréal Exchange Inc. Page 1 External






Application Overview

Chapter 2  Application Overview

The Position Reporting Manager application will enable Approved Participants to report
open positions and account information. Open position data will be on options, futures,
and futures on options.

An Open Positions report will be generated on a daily basis and made available to MX-R
staff who will monitor positions limits and compliance.

The illustration below shows the various components of the LOPR System and the
interraction of the Approved Participants and MX-R.

MX Regulations

A
Approved
Participant
s Approved
Participant
MXR LOPR
MX Regulations <~
Instrument a
Dictionary Approved
Management Participant

)
v
Approved
Participant

Figure 1: Services Offered by SOLA® LOPR System
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2.1 Objectives

To significantly reduce the time required to handle this task manually, and to increase the
accuracy of the daily Position Limit report produced by limiting the manual manipulation of
the data entered by the Approved participants by MX-R staff.

2.2 Account Details

Approved Participants will create new Account records for each of their clients for
submission to MX-R. Account records can be modified or deleted as required. Data fields
that make up an Account record are as follows:

» AffiliatedCie

* AccountNumber

* AccountType

¢ AccountOwnerType

*  Ownerld

 HedgeSpec

« Name
e Address
* City

» State (Province)
» ZipPostalCode

« Phone
e Fax
e Email

* CountryCode

For details on how to create, modify, or delete Account records, please refer to Chapter 4,
Business ltem - Accounts.

Montréal Exchange Inc. Page 4 External



2.3

Note:

Note:

Application Overview

Position Details

Approved Participants will create open Position records for each of their Accounts for
submission to MX-R on a daily basis.

In the event the Approved Participant has no open positions to report on a given day,
notification to MX-R that there are no positions to report must still be submitted. Refer to
Chapter 5, Business Item - Positions, for details on how this is accomplished.

Position records can be modified or deleted as required. Data fields that make up a
Position record are as follows:
* ReportDate

* AccountNumber

» ExternalSymbol

* ClassSymbol

» ExpirationDate

» CallPutCode

» StrikePrice

* LongQuantity

* ShortQuantity

For details on how to create, modify, or delete Position records, please refer to Chapter 5,
Business Item - Positions.

Itis also possible for Approved Participants to create a CSV file for their Position records,
which can then be 'Imported’. Import formats for CSV files will be covered in Chapter 7,
Importing CSV Files.

Montréal Exchange Inc. Page 5 External






Getting Started

Chapter 3  Getting Started

This chapter introduces the user to the Position Reporting Manager application. Topics
that will be covered are:

» Starting the Application

e Connecting / Disconnecting
» Navigating within the Application Graphical User Interface (GUI)

3.1 Starting the Application

The application can be started in a number of ways depending on the system
environment. Follow the instructions as presented in the following table to start Position
Reporting Manager.

1 Depending on the system environment, do one of the following:

« From the Windows status bar select Start > Programs > Position Reporting Man-
ager

» Double-click the Position Reporting Manager icon on the PC desktop

The Position Reporting Manager Workspace window is displayed as follows:

I']__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

| 2z wI¥| Al | &l =s|m] i

Montréal Exchange Inc. Page 7 External



Positions Reporting Manager User Guide for Approved Participants, v1.0 Getting Started

3.2 Connecting / Disconnecting

Once the Position Reporting Manager application has been started, the next step is to
Connect or Login to the application. Once the session is over, the user will disconnect or
Logout from the application.

Note: When logging into the application you will be required to enter your User Name and
Password.

Detailed steps on how to accomplish both functions follow.

3.2.1 Login

1 To log into the Position Reporting Manager application from within the Workspace
window, do either of the following:

« From the application Main Menu options, select File > Login (shown below)
» Use the shortcut key sequence: F9

» Use the 2' icon from the Toolbar

I']__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

=
Logout Chrl+HFe

Cpen Window, .. F11
Open Workspace, ., Chrl+HFLL
Save Window 5., Chrl+F12

Sayve Window As Template  Chrl+AET

Save Waorkspace Flz
Save Waorkspace As. ., Shift+F12
Save Workspace As Default F&

Exit

Montréal Exchange Inc. Page 8 External



Getting Started

2 |+ Enter your User Name and Password
The completed dialog is as follows:
+ Click OK

Login Information

UserName [paRT001

Pazzwiord Ixxxxw-1

aE, Cancel

Montréal Exchange Inc. Page 9 External
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Getting Started

STEPS | DESCRIPTION

i

x

<

3 | To verify connectivity status, do the following:
 Click on the following icon on the Toolbar:

Communication Status Details

The Communication Status Details window appears, as shown below, displaying
connectivity status. If you were not able to log in to the application, this window will
display a related error message.
Note: The Communication Status Details window displays communication-related
information such as status, warnings, errors, and alerts.

¢ Click Clear and Exit to exit the window

X

2M1/03/30 114237910 - [CRITICALICannat get "'mrgadslave. ga.me.ong’’ host entrl ;I
201/03/37 11:44:05.004 - [IMFO]Connected with delay to addrezs: megal.qa.me.ong/ 2812

il

Copy to Clipboard

Clear and Exit

Cancel |

Montréal Exchange Inc.
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3.2.2

3.3

3.3.1

Getting Started

Logout

1 To log out from within the Position Reporting Manager application from the Workspace
window, do either of the following:

« From the application main menu options, select File > Logout (shown below)
* Use the shortcut key sequence: Ctrl + F9

I']__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

TH Login,..
i
Open Window, ..
Open Workspace. .. Chrl+F11
Save Window 5., Chrl+F12

Sayve Window As Template  Chrl+AET

Save Waorkspace Flz
Save Workspace As... Shift+F12
Save Workspace As Default F&

Exit

Navigating Within the Application Graphical User Interface (GUI)

This section deals with navigating within the Position Reporting Manager GUI. Topics
covered are:

e« Main Menu Iltems
e Toolbar & Icons
*  Workspace & Windows

Main Menu Bar Items

The illustration displayed below displays the top part of the GUI.

I']‘_Pusitiun Report Manager - Workspace: Mot defined

File Business Ikemn Tools ‘Window  Help

Figure 2: Application Name and Main Menu ltems
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The top line contains the application name 'Position Reporting Manager’, followed by:

Workspace: Not defined, or name of a Workspace saved as a default

For information on working with Workspaces, refer to section A.1, The Workspace.

The second line contains the application functions which are:

File

Business Item
Tools

Window

Help

Table 1: Position Reporting Manager Main Menu Items Definition

MAIN MENU ITEMS

DESCRIPTION

File

The File menu item enables the user to:

« Log in and out of the application

« Open an existing Window or Workspace

e Save a current Window under a new name

« Save a specific Window as a default style

e Save a Workspace

* Rename a Workspace

« Save the Workspace and its contents as the default environment

Business Item

Business Item enables you to open the two main data windows in the
PRM application.

The two windows are:

e Accounts
* Positions

It also provides you with the option:
* No Position to report

Montréal Exch

ange Inc.
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Getting Started

Table 1: Position Reporting Manager Main Menu Items Definition (Continued)

MAIN MENU ITEMS

DESCRIPTION

Tools

The Tools menu item enables the user to customize individual Informa-
tion Data windows, with the following functions:

» Sort

* Filter

» Hide

« Edit Column Properties

« Edit Window Title
Additional functions are:

» Export to Clipboard

* Print

e Search

e Grid Options
For detailed information on the above functions, refer to Chapter 8, Data
Window Customization.

Window

The Window menu item enables you to change the display of open win-
dows with the following features:

» Cascade

« Tile Horizontally

 Tile Vertically

e Minimize All
Arrange All

For detailed information on the above functions, refer to 3.3.3, Getting
Started.

Help

The Help menu item contains the following entries:
« Position Import Format — field layout for .csv file
« Account Import Format — field layout for .csv file
< About... — details about the application name and version

For more information on importing .CSV files, refer to Chapter 7,
Importing CSV Files.

Montréal Exchange Inc.
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3.3.2 Toolbar and Icons

The following illustration is the Toolbar section of the Position Reporting Manager GUI
window.

|| 21zt ] |2 m]y] Sl =l=|ml & |

Figure 3: Position Reporting Manager Toolbar

Toolbar Icons are defined in the following table.

Table 2: Toolbar Icons Definition

ICONS DEFINITION
Log In
= Keyboard Shortcut: F9 (Ctrl +F9 to Log Out)

Ascending Quick Sort
Keyboard Shortcut:  Shift+F7

th g
4—

Descending Quick Sort
Keyboard Shortcut:  Shift+F8

[ (=]

Remove Column Sort
| Keyboard Shortcut:  Shift+Ctrl+F7

Set Quick Filter
' | Keyboard Shortcut: Ctrl+Q
Remove Column Filter
Keyboard Shortcut: Ctrl+Alt+Q

Hide Columns
Keyboard Shortcut: Ctrl+Alt+H

Hide a single Column
Keyboard Shortcut: Ctrl+H

Print

Search
Keyboard Shortcut: Ctrl+F

Cascade Windows

3 e < |8«

Montréal Exchange Inc. Page 14 External



3.3.3

Getting Started

Table 2: Toolbar Icons Definition

Tile Windows Horizontally

Tile Windows Vertically

View Communications Related Information (warnings, errors, alerts)

Command History shows status of recently executed commands.

=l
jul
A
I

For an example of how this icon is used, refer to section 5.6, No Positions to
Report.

Workspace & Windows

Workspace

When you first log into the Position Reporting Manager, the following workspace is
displayed. The Workspace is where you open Business Item Data windows (refer to
section A.2, Data Windows for further information on working with data windows).

I']__Position Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools Window Help

=~ EdhZ | &|=|m| i [FT—— Title Bar

|M0dify sork criteria with currently selected column in ascending mode: v

Figure 4: Workspace After Initial Signon

Montréal Exchange Inc. Page 15 External



Initially, the Workspace is as it appears above, empty and unnamed, unless you have
previously set up a named Workspace to be the default Workspace. In this case, your
default Workspace is displayed when you log in. At any time, you are able to open
another Workspace that has been previously saved.

The following functions that pertain to Workspaces are:

» Open Workspace...

» Save Workspace

» Save Workspace As...

» Save Workspace As Default

For further information on the above functions, refer to section A.1, The Workspace in
Appendix A, Workspaces and Data Windows.

Data Windows

A Data Window displays information pertaining to a Business Item and is presented in a
multi column format. Each column has a title that relates to a data field. Approved
Participants are able to open Data Windows for one or more Business Items to track
specific information such as Account and Position data. When you first open a Data
window, it is unnamed and contains only a sequence number representing the number of
times the Business Item has been accessed.

The following functions that pertain to Windows are:

e Open Window...
» Save Window As...
+ Save Window As Template

For further information on the above functions, refer to section A.2, Data Windows in
Appendix A, Workspaces and Data Windows.



Business Item - Accounts

Chapter 4 Business Item - Accounts

4.1 Opening the Accounts Data Window

The Accounts Business item enables the Approved Participant to create, modify, and
delete an Account. To open the Business Item Accounts Data Window, follow the steps

below:

1 From the Main Menu, select Business Item > Accounts as indicated below:

|__Position Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools Window Help

- IO | 5| == 4|

Mo Position ko report, .,

Montréal Exchange Inc. Page 17 External



Positions Reporting Manager User Guide for Approved Participants, v1.0

Business Item - Accounts

STEPS

DESCRIPTION

The following Data Window titled Accounts 'X’ is displayed, where X is the sequential
number of the Accounts Data Window that has been accessed in the current session:

=10l x|

[]__Position Report Manager - Workspace: Not defined

File Business Item Tools

Window  Help

o szl viv] Bl v] @ln] ml=lm] 1l

=10l x|

] LAccounts 1

I e o e O il O &
1 Football nooo? Client CanadianB ank v Hedger Raiders 261 street | chicago

2 Football Qoo Client CanadianB ank 11 Speculator  Fenegades | 261 street | boston

3 PensionFund

4 MHL Qo003 Client FietailClient 33 Speculator | Mapleleafs | 777 street | toronto

5 MHL nono4 Firm GovernmentindStat 44 Hedger Qilers 444 ztreet | Edmonton

E MHL Q0005 Client Mizcellaneous a3} Speculator | Canucks BE5 street  Wancouwver

7 MHL Q000& Firm FroprietaryT radingFir 66 Hedger Flames B85 street | Calgary

8 Canadians 00012 Professional | CanadianB ank, a3 Hedger BullDogs 156 street | hamilton

9 Flames nooie Firm InsuranceCompany | 88 Hedger Dalmatiens 555 street | Calgary

2 From within the active Data Window, right-click the mouse to display the sub-menu:
Irl__PosiI:ion Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools ‘Window Help
e |21 2 2 O A A =1 [ = | AN i
I] LAccounts 1 Sort |
AffiliatedCie |AccountNumber |AccountTy[ Filter b |Addiess

1 Football 00007 Clent i * [261 shest | chicago
Edit Column Properties. .. Chrl+alk+C

2 Football 00001 Client Edit Window Title. .. Chrl+AIE+4 261 street boston

3 m Grid Options... Chrl+Al+N

4 NHL 00003 Client e 1 777 shieet | toronta
Copy... Chrl+C

5 MHHL 00004 Firm Edit Rov... Chrl+Alt+R 444 street | Edmaonton

B MHHL 00005 Client Create & Master decaunt Fran BEeount, . 585 street  Wancouver

7 MHL 0000g Firm Create new Master Account. .. 555 street | Calgary

- - Link £o & [Master Account. . -

8 Canadians 00012 Professiona Uit il Dignlaed o & flasiar Sizeonie, . 156 street | hamilton

g Flames non16 Firm Wrilirk: Fram Master Sccount, .. 555 street | Calgary
Wnilirk &ll Displayed from Master Account. . ————
Delete. .. Chrl+Del
Delete Al Displayed. ..
Import... Chrl+I
Export to Clipboard Chrl+Ins
Export to CSY File Chrl+B
Copy Row Chrl+R
Copy Cell Chrl+F7
Copy Column Yalues Chrl+Fa

Y
Search... Chrl+F
Search Calumn. . Chrl4+F3
Print...
Montréal Exchange Inc. Page 18 External



41.1

Note:

Note:

Business Item - Accounts

STEPS | DESCRIPTION

The sub-menu above displays all the available functions that that can be performed on
Account records.

Note: Items which are 'greyed out’ are not available to Approved Participants.

Account Sub-Menu Functionality

After right-clicking the mouse button, a sub-menu with multiple functionality is displayed
as shown in the previous section. Available functions are explained as follows:

The top section contains items that can be used to customize Data Windows. They are:

* Sort - sort single or multiple columns
» Filter - filter for specific data
» Hide - hide single or multiple columns

» Edit Column Properties - customize individual columns for heading and Iayout1
» Edit Window Title - change the title of a Data Window

« Grid Options - change overall appearance of the Data Window?

For detail information on how to use the above features for customizing the Data Window,
refer to Chapter 8, Data Window Customization.

Some of the above items can also be found on the Toolbar for quicker access.
The next section consists of the following items:

* New - Creating a new Account

» Copy - Copy of an existing Account for the purpose of creating a new Account with
similar information

» Edit Row - The ability to modify existing information within a previously entered
Account

A number of functions which are 'greyed out’ are not available to the Approved Participant.

* Delete - Used to delete an existing Account record

» Delete All Displayed... - used to delete multiple records displayed as a result of using
the filter

The above functions will all be covered in the following section.

The next section of the sub-menu contains the following functions which are useful not so
much in the customization of the Data Window, but more so in working with the contents:

* Import - import .csv data (for more information on this, refer to Chapter 7, Importing
CSV Files)

1. This feature is not available in Position Report Manager

Montréal Exchange Inc. Page 19 External
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Export to Clipboard - copy data to the clipboard for other uses
Export to CSV File - export to a .csv file to be used in a spreadsheet
Copy Row - copy the contents of a specific row

Copy Cell - copy the contents of a specific cell

Copy Column Values - copy the contents of an entire column

Business Item - Accounts

For detail information on how to use the above features, refer to Chapter 8, Data Window
Customization.

The last section contains the following functions:

Search... - search for data within a column
search Column... - search for a specific column
Print...- print the contents of a Data Window

For detail information on how to use the above features, refer to Chapter 8, Data Window
Customization.

Montréal Exchange Inc. Page 20

External



4.2

42.1

Business Item - Accounts

Working with Accounts

This section will presume that the Position Reporting Manager application is running and
that the Accounts Data Window has been opened with the sub-menu displayed. If the
Accounts Data Window is not open, refer to section 4.1, Opening the Accounts Data

Window.

Creating New Account Records

STEPS | DESCRIPTION

1 |With the sub-menu displayed within the Data Window, do either of the following:
* Select New...
e Use the Shortcut Key: Ins

rLﬁPosition Report Manager - Workspace: Not defined

File Business Item Tools Window Help

=10l x|

o 20 I 2 e TR T [ =

ﬂ‘ﬁnccounts 1 10l =|
AffliatedCie | AccountMumber Account'i Sort b | |Address City -
Footbal 00007 Client e * 77261 steet | chicago
Hide 3

Foatball ooood Clignt Edit Column Properties. .. Chrl4+-alE+C 261 street | boston
Edit Window Title... ChrlHAlE+y

Grid Options. .. Chrl+Ale+r
MHHL 00003 Client r Fi7 strest  toronto

HNHL 00004 Fim | Copy... [g Chrl+C 444 sheet | Edmontan

NHL 00005 Client Edit Row... Chr+Al+R 555 sheet | Vancouver

montreal

Create a Master Account from Accaunt, ., 555 street | Calgary
Create newMaster Account, ..

HNHL 000o&

Firm

Canadians | 00012 Professi 186 street  hamilkon

Link £o & [Master Account. .

Flarnes 00oe Firrn Lirit &l Displayed to & Master Account, .. 555 street | Calgary
HHHH . Wik Fram Master Account, .. ——————— hd
Unlink &l Displayed From Master Account, .. L4 7

Create Account Profile x|
Hame || * Affiliated Company Name ‘

Account

* Address I
Mumber I
DOwher D I « || Clte I © Piovince/State I B

Cauntry Canad ~|*  Postal Cad =

Owner Tppe IEanadianEank j = I -Shada I ‘ostal Code I
sk |Speculatar =" Phone l— = l—
Account Type |CIient j " Enmai I

ak | LCancel |

Fill in the form fields as indicated below.
For an explanation on the form fields, refer to Chapter 6, Field Types.
Note: Fields with a red '* must be filled.

2 » Enter the account owner name in the Name field
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Business Item - Accounts

STEPS | DESCRIPTION

Enter an Affiliated Company Name (optional)

Enter an Account Number in the Number field

Enter a unique identification for the owner in the Owner ID field

Select the type of owner from the Owner Type drop-down menu

Select either Hedger or Speculator from the Risk drop-down menu

Select the type of account from the Account Type drop-down menu

Enter the address of the account owner in the Address field

Enter the Province or State of the account owner in the Province/State field

Select the country of the account owner in the Country field

Enter the postal code of the account owner in the Postal Code field

3 |
4 e
5 e
6 |
7 |
8 |
9 |

10 |-
11 |-

12 |-

13 |The next three fields are optional:

Enter the phone number of the account owner in the Phone field
Enter the fax number of the account owner in the Fax field
Enter the email address of the account owner in the Email field
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STEPS | DESCRIPTION

14 | The completed form should resemble the following:

Create Account Profile x|
MHame ISmaII Bank : Alffiiated Compaty Mame BME
ACCoLnt
Mumber IDDDD?‘ * Address I'I 73 Some Strest
DOwner ID IB? i City ISDmEWhE'E Province/State |Quebec
Country Canad ~|"  Postsl Cod JEJ2B3 ¥

Owner Type IEanadianBank | I anada J ostal Code I

Biisk. I Speculatar = — |51 — » |51 —

Account Tupe Il:lient j - Email IH}lz@symat.c:d

Ok | Cancel

Click OK

15 |If you have entered incorrect data, an error message will be displayed as indicated in the snippet below:

Account
Mumiber IIJIJDEF‘ = Address I'I 79 Some Street x
Qwrer 1D IE? * City ISDmEWhETE : Province/State |Quebec x
Dwner Type ICanadianBank -|* Sl 57 IEanada j Fastal Code IJBJ253
Risk | Specuiator / =1° | [ poore [514-765-3434 Fax [514-765-3300
Account Type IEIient / j = Email |:-:_|,lz rEo——

~

The account number exists already 0K | Cancel
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16

* Correct the error indicated and click OK
Note: In this example the account Number was changed to 000175

17

The following confirmation window should display as follows:

Create Account Profile x|

i ) You are about ko create a new record

Press QOF button to proceed with the creation,

Ik I Cancel

» Click OK

The resulting new Account record is displayed in the Account Data Window below.

I']__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help
S 2 2 b A I A =T =1 i [ A e

I']__ Accounts 1 10l =|

AffiliatedCie | AccountMumber | AccountType | AccountOwnerT ype | Ownerld HedgeSpec | Mame Address City

Fittzburgh 00008 Markettaker | MutualFunds 99 Speculator | Penguing 9999 street | Fittsburgh

SanJoge 00009 Client FareignBank 1Mo Speculator | Sharks 1010 street | Fittsburgh

Fhiladelphia 00010 Omnibuz CanadianBroker 1110 Hedger Flyers 1110 street | Philaderphia

MewYork 00011 Professional | HedgeFunds 111 Speculator | Rangers 11171 street | Mew York,

Ottawa ooi3 Markettaker | ProprietarTradingFir 3333 Speculator | Senators 3333 shreet | Ottawa

Fhiladelphia 00015 Omnibuz Corporate jalaialal Speculator | Flyers B85 street | Philadelphia

Wancouver 00017 Firm Corporate T Hedger Canucks TETT shreet  Wancouwver

“Winnipeg 00018 Client HedgeFunds 1818 Speculator | Jets 1818 street  Winnipeg
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4.2.2

Business Item - Accounts

Copying Account Records

This procedure is used as a quick way to create a new Account. When an existing record
is copied, all field information is displayed. Key fields must be changed before submitting
the new record. Those fields which contain data that is the same as the new record can
be left as is, therefore saving some time.

To copy an existing record to create a new record, follow the steps below:

STEPS

DESCRIPTION

With the sub-menu displayed within the Data Window, do either of the following:

« Select the Account record to be copied
e Select Copy...
» Use the Shortcut Key: Ctrl+C

Irl__PosiI:ion Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools Window Help
ol 2lzle| ¥y m| ¥ &l a)| =|=lm] &
R _ x
ﬂ__nccounts 1 Sort 5 1] =l
AffiliatedCie | AccountMun| AccountTyp Filker »
Pitsbuigh 00008 MarkstMaks  Hide Y|t Pitsbugh | d
Edit Column Properties. .. Chrl+alk+C
SanJoze | 00003 Cliert Edit Window Title. .. Chrl+alt+w  fr Pittsburgh  d
Philadelphia 00010 Drmribus Grid Optians. . AN k| Philaderphia d
Mew vork | 00011 Professional Mew. . Ins b Mew'vork | d
Ottawa 00013 Markettake = o Chrl+Al+R t | Ottawa o
Fhiladelphia 00015 Omnibuz Create a Master Scount From Account, . Fhiladelphia o
Yancouver | 00017 Firm Create new Master Account... b Wancouver B
wirri 0me Client Link ta & Master Account, .. e [winri b
NipEg e Link &ll Displayed to & Master Account, .. NipEg
‘ Wrilirk: Fram Master Sccount, ..
Unlink &l Displayed From Master Account, ..
Delete. .. Chrl+Del
Delete Al Displayed. ..
Import... Chrl+I
Export to Clipboard Chrl+Ins
Export to CSY File Chrl+B
Copy Row Chrl+R
Copy Cell Chrl+F7
Copy Column Yalues Chrl+Fa
Y
Search... Chrl+F
Search Calumn. . Chrl4+F3
Print...
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The Create Account Profile form is displayed as shown below with full details from the
copied record.

Create Account Profile x|
Mame Affiiated Company Mame  |EME ‘
Account
Mumber IDUm 75 = Address IT 79 Some Strest
= Cit = M
Duwner ID IET o Somewhers Proyince/State IE!uebec:
Counfry Canad *]* PostalCode  [IEIZE3 -
Owner Type ICanad\anBank j" Anada ‘oztal Code
(e [Specuiato i [ [ 514-765-3434 Fax 147553800
Account Type IC\iemt j B Email Ixyz@symat.ca
oK | Lancel |

Note: At this point, the procedure follows the exact same process as creating a new
account. Refer to section 4.2.1, Creating New Account Records, starting at Step
2 thru Step 17.

The new Account record will be displayed in the Accounts Data Window as shown below.

I']__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

ot 20 I 2 e TR T [ =

=10l x|

AffiliatedCie | AccountMumber | AccountType | AccountOwnerType | Dwnerld HedgeSpec | Mame Address [~

SanJoge 00009 Client FareignBank 1Mo Speculator | Sharks 1010 street

Fhiladelphia 00010 Omnibuz CanadianBroker 1110 Hedger Flyers 1110 street

MewYork 00011 Professional | HedgeFunds 111 Speculator | Rangers 1117 street

Ottawa ooi3 Markettaker | ProprietarTradingFir 3333 Speculator | Senators 3333 street

Fhiladelphia 00015 Omnibuz Corporate jalaialal Speculator | Flyers B85 street

Wancouver 00017 Firm Corporate T Hedger Canucks TETT street

“Winnipeg 00018 Client HedgeFunds 1818 Speculator 1818 street

HLDG 000180 CanadianBroker
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4.3

Note:

Business Item - Accounts

Editing an Account Record

This function enables the Approved Participant to modify an Account record if necessary.
The process is the same as if a record was being copied, the exception being no new

record will be created, only the existing record will be modified.
All fields, with the exception of the Account Number can be modified.

To edit an existing record, follow the steps as outlined below.

STEPS | DESCRIPTION

1 | With the sub-menu displayed within the Data Window, do either of the following:
» Select the Account record to be modified

» Select Edit Row...

* Use the Shortcut Key: Ctrl+Alt+R

[]__Position Report Manager - Workspace: Not defined

File Business Item Tools Window Help

=10l x|

| 2z wI¥| Al | &l =s|m] i

[ - - 5 10l =|
AffiliatedCie |AccountNumber |Accounl Filker » (=
12 SanJose | 00009 Client Hide: Yo 1010steet F
Edit Column Properties. .. Chrl+alk+C
13 Philadelphia | 00070 Ormnibus Edit Windaw Title. .. Chrl-+al+4 1110 street | F
14 Mew York | 00011 Professi  arid Options... Chr+Al+HN 1111 street |
15 Ottawa 00013 Marketty  Mew.. Ins 3333 street | C

Copy... Chrl+C

16 Philadelphia 00015 Omnibusz Edit Row... Cl+Al+R 555 street | F

17 Wancouver | 00017 Firm Create & Master Sccount From A:E\ount... TITT street Y

18 “Winnipeg 00018 Client Create new Master Account, .. 1818 street |
Link to & Master Account, ., =

1 Link &ll Displayed to & Master Account, .. ﬂ ] i E

HLDG 000180 Client Wrilirk: Fram Master Sccount, .. er| 5555 Anathe £
Unlink &l Displayed From Master Account, .. l
M

Delete. .. Chrl+Del

Delete Al Displayed. ..

Import... Chrl+I

Export to Clipboard Chrl+Ins

Export to CSY File Chrl+B

Copy Row Chrl+R

Copy Cell Chrl+F7

Copy Column Yalues Chrl+Fa

Y

Search... Chrl+F

Search Calumn. . Chrl4+F3

Print...
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STEPS | DESCRIPTION

The Create Account Profile form is displayed as shown below with full details from the
copied record.

Muodify Account Profile x|
Name lm— * Affiliated Companp Mame  |BMK ‘

Account
Humber [ooot75 « | | Address [178 5ome Stieat

= Cit; 8 - l— u
Duner ID IE? i Somewhere Pravince/State |Quebec

County  [Canada  v|" PogtalCode  [IEI2B3 i

Quner Tppe IEanadianBank j = ahada ‘ogtal Code
Biisk. | Speculator [ 514-765-3434 Fax [514-7e5-3800
Account Type IEIient j o Emai Ixyz@symat.ca

QK | LCancel |

2 | As mentioned earlier, all fields with the exception of Account Number can be modified.
Refer to section 4.2.1, Creating New Account Records, starting at Step 2, Step 3 and
Step 5 thru Step 17 for information on entering/selecting data.

The new Account record will be displayed in the Accounts Data Window as shown below.

Note: The modification to the existing Account record was to change the Risk field from
Speculator to Hedger.

[]__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools  Window Help
S 2 2 b A I A =T =1 i [ A e

ﬂ |LAccounts 1

AffiliatedCie | AccountMumber | AccountType | AccountOwnerType | Dwnerld HedgeSpec | Mame Address

SanJoge 00009 Client FareignBank 1Mo Speculator | Sharks 1010 street
Fhiladelphia 00010 Omnibuz CanadianBroker 1110 Hedger Flyers 1110 street
MewYork 00011 Professional | HedgeFunds 111 Speculator | Rangers 1117 street
Ottawa ooi3 Markettaker | ProprietarTradingFir 3333 Speculator | Senators 3333 street
Fhiladelphia 00015 Omnibuz Corporate jalaialal Speculator | Flyers B85 street

Wancouver 00017 Firm Corporate T Hedger Canucks TETT street

“Winnipeg 00018 Client HedgeFunds 1818 £ Jetz 1818 street

CanadianBank

oo sn Client CanadianBroker 105 Speculator

Montréal Exchange Inc. Page 28 External



4.4 Deleting an Account Record

Business Item - Accounts

On occasion it may be necessary to delete an Account Record. This feature enables the

Approved Participant to delete Account records when called for.

To delete an Account Record, follow the steps as outlined below.

STEPS | DESCRIPTION
1 | With the sub-menu displayed within the Data Window, do either of the following:
+ Select the Account record to be deleted
+ Select Delete...
e Use the Shortcut Key: Ctrl+Del
Irl__PosiI:ion Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools Window Help
ol 2z ¥ 2| m| ¥ &l s =|=lm] &
ﬂ__nccounts 1 - - 5 10l =|
AffiliatedCie | AccountNumber | Account  Fjkey » (M=
SanJose | 00009 Client Hide: Y1010 street F
Edit Column Properties. .. Chrl+alk+C
Fhiladelphia 00010 Omnibus £ wWindaw Title. .. Al 1110 street  F
New York | 00011 Professi;  @rid Options... Chr+Al+HN 1111 strest |
Ottawa 00013 Markethd  Mew... Ins 3333 street L
. 8 . Copy... Chrl+C
Fhiladelphia 00015 Omnibusg Edit Row... CtritAlttR BA5 street F
my Firmn eet
_- Create a Master Account from Account, .. n
“Winnipeg 00018 Client Create new Master Account, .. 1818 street
BHK 00175 Marketl|  Dktoaliasten fecount. . k 179 5ome 51 ¢
Link &ll Displayed to & Master Account, ..
HLDG 000180 Client Unlink Fram Master, Account, . er| 5555 Anathe £
Unlink &l Displayed From Master Account, .. d
[ Delete. ) CultDel | -
Delete Al Displayed. ..
Import... Chrl+I
Export to Clipboard Chrl+Ins
Export to CSY File Chrl+B
Copy Row Chrl+R
Copy Cell Chrl+F7
| Copy Column Yalues Chrl+Fa [
1
2 | The Account Deletion confirmation widow is displayed as shown below.
Account Deletion %]
€ , Youare about to delete the selected record
v
Are wou sure wou wank ko continue ¥
es Mo
+ Click Yes
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The Accounts Data Window is displayed with the previously selected Account record no
longer present as indicated in the illustration below.

I']__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

| 2z wI¥| Al | &l =s|m] i

AffiliatedCie | AccountMumber | AccountType | AccountOwnerType | Dwnerld HedgeSpec | Mame Address

Fittzburgh 00008 Markettaker | MutualFunds 99 Speculator | Penguing 9939 street
SanJoge 00009 Client FareignBank 1Mo Speculator | Sharks 1010 street
Fhiladelphia 00010 Omnibuz CanadianBroker 1110 Hedger Flyers 1110 street
MewYork 00011 Professional | HedgeFunds 111 Speculator | Rangers 1117 street
Ottawa ooi3 Markettaker | ProprietarTradingFir 3333 Speculator | Senators 3333 street
Fhiladelphia 00015 Omnibuz Corporate jalaialal Speculator | Flyers B85 street

000175 MarketMaker CanadianB ank g7 Small Bark 179 Some 5t £
000180 Client CanadianBroker 105 Small Broker 5555 Anothe £

o
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4.5

Business Item - Accounts

Deleting All Displayed Records

The Delete feature enables the deletion of one record at a time. Depending on the
number of records there are to delete, this could be time consuming. The Delete All
Displayed feature enables the Approved Participant to dipslay a group of records that will
be deleted by using the 'Filter’ function in either the sub-menu, or within the main menu
item 'Tools’.

For information on how to use the Filter on Data Window records , refer to section
8.3, Filtering Data, in Chapter 8, Data Window Customization.

To delete multiple records at the same time, follow the steps as outlined below.

STEPS

DESCRIPTION

1

From the active Data Window, do either of the following:

» Right-click to display the sub-menu and select Filter > Filter Selection
* From the Main Menu, select Tools > Filter > Filter Selection

¢ Use the Shortcut Key: Ctrl+Alt+F

The Filter Definition Form is displayed.

At this point refer to section 8.3, Filtering Data for details on how to fill out the Filter
Definition Form.

Note: In this example, all 'Firms’ within Account Type have been filtered out.

The completed Filter Definition Form is shown below.

Filter Definition Form x|
Colurnz
[ Accountld | [Fitter Conditior— ] Client
[ Accounthumber <
L] AccountOwnerType [ Intemalt aster
@m_ @ = ] MarketMaker
[ &ddress ] Omribus
[] AffiliatedCie &= [ Professional
[ ApprovedParticipantld e
[ City .
[ CountryCode s
[ Email
[ Fax " Between
L1 Filler1 .
LI Firnlnittd ember " Having
[] HedgeSpec .
[ InternalbcoountType LI " IsLike
[~ Compare with other column's value [~ Megation
[ Eilter Negation
Clear &l | (]9 I LCancel
* Click OK
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The selected Account Records for the Account Type 'Firm’ are now displayed below.

I']__Position Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools Window Help

| 2z wI¥| Al | &l =s|m] i

I']__Accounts 1 - Filter applied - |EI|1|
AffiliatedCie | AccountMumber AccountOwnerType | Dwnerld HedgeSpec | Mame Address City

MHL Q000& FroprietaryT radingFir 66 Hedger Flames B85 street | Calg

Flames nooie InsuranceCompany | 88 Hedger Dalmatiens 555 street | Calg

Qilers nooi4 CommodityT radingé:c 88 Hedger Labrador B85 street | Edm

| 4
The above four (4) records will now be deleted.

2 « Right-click in the Accounts Data Window and select Delete All Displayed... as shown
below.

I']__Position Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools Window Help

| 2z wI¥| Al | &l =s|m] i

I']__Accounts 1 - Filter applied

Sort
AffiliatedCie | AccountMumber Filker

Hide:

Edit Column Properties. .. Chrl+alk+C
HHL 00008 Edit Window Title. .. Ctrl+Al-+w 955 street

Flames nooie arid Optians. . Chrb+AlLH nz | B85 strest

Dilers o014 2o s ¢ 555 street
Copy... Chrl+C

Edit Row... Chrl4+-AlE+R

Create & Master Account from Sccount, ..
Create new Master Account, .,

Link £o & [Master Account. .

Link &ll Displayed to & Master Account, ..
Wrilirk: Fram Master Sccount, ..

Unlink &l Displayed From Master Account, ..

Delete. .. Chrl+Del

Import... Chrl+I
Export to Clipboard Chrl+Ins
Export to CSY File Chrl+B
Copy Row Chrl+R
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STEPS | DESCRIPTION

3 | The All Displayed Record Deletion confirmation window is displayed as shown below.

As a precaution to verifying that these four (4) records are to be deleted, the Approved
Participant is requested to enter the actual number of records in the Total number of
records area.

All Displayed Record Deletion x|

—Action Detail

Accounts: All Displayed

Y'ou are about to delete 4 curently displayed accounts.
Enter tatal number of records and press OF, button o proceed with the deletion.

Total nurmber of records : 4

T otal number of records

4

(0] | Cancel I

* Click Yes
The four (4) records have been deleted from the Accounts Data Window.
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Chapter 5

Business ltem - Positions

Business Item - Positions

5.1 Opening the Positions Data Window

The Positions Business item enables the Approved Participant to create, modify, and
delete Position records. To open the Business Item Positions Data Window, follow the
steps below:

From the Main Menu, select Business Item > Positions as indicated below:

1

|__Position Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools Window Help
Accounts | &8 =|=]m]) &

Mo Position ko report, .,
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STEPS

DESCRIPTION

The following Data Window titled Positions X is displayed, where X is the sequential
number of the Data Window that has been accessed in the current session:

Irl__PosiI:ion Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools Window Help

ot 20 I 2 e TR T [ =

Jl;Positions(03082011)

ExternalSymbol ClazzSymbaol g| CallPutCode ShortQuantity
|

Cal

From within the active Data Window, right-click the mouse to display the following sub-
menu:

Irl__PosiI:ion Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

_Ilﬂls_ll_llllillglﬁllilﬁll %=

Sort

Filker
Hide: 3
Edit Column Properties... Ctrl+al+C
Edit Window Title... ChrlHAlE+y
Grid Options. .. Chrl+Ale+r
Mew. .. Ins
Copy... Chrl+C
Edit Row,.. Chrl+Al+R
Delete. .. Chrl+Del
Delete Al Displayed. ..
Import... Chrl+I
Export to Clipboard Chrl+Ins
Export to CSY File Chrl+B
Copy Row Chrl+R
Copy Cell Chrl+F7
Copy Column Yalues Chrl+Fa
Search... Chrl+F
Search Calumn. . Chrl4+F3
i Print...
Y
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STEPS | DESCRIPTION

The sub-menu above displays all the available functions that that can be performed on
Positions records.

51.1 Positions Sub-Menu Functionality

After right-clicking the mouse button, a sub-menu with multiple functionality is displayed
as shown in the previous section. Available functions are explained as follows:

The top section contains items that can be used to customize Data Windows. They are:

Sort - sort single or multiple columns

Filter - filter for specific data

Hide - hide single or multiple columns

Edit Column Properties - customize individual columns for heading and layout
Edit Window Title - change the title of a Data Window

Grid Options - change overall appearance of the Data Window

For detail information on how to use the above features for customizing the Data Window,
refer to Chapter 8, Data Window Customization.

Note: Some of the above items can also be found on the Toolbar for quicker access.

The next section consists of the following items:

New - Creating a new Position

Copy - Copy of an existing Position for the purpose of creating a new Account with
similar information

Edit Row - The ability to modify existing information within a previously entered
Position

Delete - Used to delete an existing Position record

Delete All Displayed...- used to delete multiple records displayed as a result of using
the filter

The above functions will all be covered in the following section.

The next section of the sub-menu contains the following functions which are useful not so
much in the customization of the Data Window, but more so in working with the contents:

Import - import .csv data (for more information on this, refer to Chapter 7, Importing
CSV Files)

Export to Clipboard - copy data to the clipboard for other uses
Export to CSV File - export to a .csv file to be used in a spreadsheet
Copy Row - copy the contents of a specific row
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5.2

5.2.1

» Copy Cell - copy the contents of a specific cell
* Copy Column Values - copy the contents of an entire column

For detail information on how to use the above features, refer to Chapter 8, Data Window
Customization.

The last section contains the following functions:

» Search... - search for data within a column
» search Column... - search for a specific column
* Print...- print the contents of a Data Window

For detail information on how to use the above features, refer to Chapter 8, Data Window
Customization

Working with Positions

This section will presume that the Position Reporting Manager application is running and
that the Positions Data Window has been opened with the sub-menu displayed. If the
Positions Data Window is not open, refer to section 5.1, Opening the Positions Data
Window.

Creating New Position Records

STEPS | DESCRIPTION

1 | With the sub-menu displayed within the Data Window, do either of the following:
» Select New...
* Use the Shortcut Key: Ins

[]__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

| 2z wI¥| Al | &l =s|m] i

Irl__PosiI:ions 1 - No data found Sort » 10l =|
FeportD ate |AccountNumbe;| Group |Instr Filker » .odel StrikePrice |Expirati0nD4
Hide 3
Edit Column Properties... Ctrl+al+C

Edit Window Title... ChrlHAlE+y
Grid Options. .. Chrl+Ale+r
O g Chrl+C

Edit: Row, . ChrlAlER
Delete. .. Chrl+Del

Delete Al Displayed. ..,

Import... Chrl+I
Export bo Clipboard Chrl+HIns
Export bo C54 File Chtl+B
Copy Row CErl+HR
Copy Cell ChHFT

Copy Column Yalues Chrl+FE
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STEPS

DESCRIPTION

The Create a position form is displayed as shown below.

Create a position EI
Account Humber || : Feport D ate I Friday March 25, 2011 j i
External Symbol I Jx Expiration D ate I Thursday . July 15, 2000 j
LClazss Symbol I Cuantitie
Call PutCode  |Unknown =l | shor |
Strike Frice I Laong I

(0];8 LCancel

Fill in the form fields as indicated below.

For an explanation on the form fields, refer to Chapter 6, Field Types.

Note: Fields with a red '* must be filled.

* Enter an account number in the Account Number field

« Enter an External Symbol by selecting from the External Symbol drop-down list as

indicated below.

Note: Double click the External Symbol so that it fills the External Symbol field

Adh 110416C4.00 -
Adh 110416C5.00

Add 110416CE.00
Adh 1T0416CF.00
Adh 110416C3.00
Adh 110416C3.00
Add 110416FP4.00
Add 110416P5.00
Adh 110416PE.00
Adh 110416F7.00
Add 110416P3.00
Add 110416FP3.00
ABs 11041BC38.00
110416C40.00
AR 110416C42.00 LI

ADY A1NA1CTAd AN

Note: After entering the External Symbol, if a change is required, delete the existing data
in the External Symbol field, and click the External Symbol drop-down button to

see a refreshed list.
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STEPS | DESCRIPTION

Once the External Symbol is entered, the following three fields are automatically filled:
e Class Symbol
» Call Put Code
 Strike Price

4 |+ Enter a quantity in the Short (Quantity) field if required’

5 |+ Enter a quantity in the Long (Quantity) field if required®

6 e The completed Create a position form should resemble the one below.

¢ Click OK

Create a position il
Account Mumber IUUU'I 75 : Bepart Date I Thursday . March 24, 2011 jx
Esternal Symbol Expiration Date I Saturday . Apnl 16, 2011 j
Clazz Symbol uantitie: w
Call PutCode  |Cal =1 | Shor |
Stike Frice |33.UUU Lang I

)% LCancel

7 If you have entered incorrect data, an error message will be displayed as indicated in the
shippet below:

Create a position 5[
Accaunt Nurmber IDDD'I 5 : Fepart [ate I Thursday . March 24,2011 jx
External Symbol IﬁBX 110416C38.00 JK Expiration Date I Saturday . Apil 18, 2011 j
[Clazs Syrnbial IﬁBX Quantitie: .
Cafl PutCode |Cal | | Shor |
Shike Price f=8.000 Lang |

A position must be defined

LCancel |

Note: Neither Long or Short Quanitity has been entered

+ Click OK
« Correct the problem, and re-submit the Position Record
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8 |The following Create a position confirmation window is displayed as indicated below.

Create a position

i ) You are about ko Create a position

Press QK button bo proceed with this action

(0] 4 I Cancel

The Positions Data Window shows the result of adding a new record below.

I']__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

| 2z 7| v| Al ¥ &ls) =|S|ml

I']__ Positions 3

1. Quantity must be positive, and Long and/or Short Quantity must be filled. If both are empty, Posi-
tion will be rejected
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5.2.2

Copying Position Records

Business ltem - Positions

This procedure is used as a quick way to create a new paosition. When an existing record
is copied, all field information is displayed. Key fields must be changed before submitting
the new record. Those fields which contain data that is the same as the new record can

be left as is, therefore saving some time.

To copy an existing record to create a new record, follow the steps below:

STEPS | DESCRIPTION

1 | With the sub-menu displayed within the Data Window, do either of the following:
» Select the Position record to be copied

e Select Copy...

» Use the Shortcut Key: Ctrl+C

[]__Position Report Manager - Workspace: Not defined

File Business Item Tools Window Help

=10l x|

ot 20 I 2 e TR T [ =

ﬂ |LPositions 3

Sort

Hide 0110416
Edit Column Properties... Ctrl+al+C
Edit Window Title... ChrlHAlE+y
Grid Options. .. Chrl+Ale+r

Mew. .. Ins

Edit Row... ! Chrl4+-AlE+R

Delete. .. Chrl+Del

Delete Al Displayed. ..

Import... Chrl+I
Export to Clipboard Chrl+Ins
Export to CSY File Chrl+B
Copy Row Chrl+R
Copy Cell Chrl+F7
Copy Column Yalues Chrl+Fa

Search... Chrl+F
Search Calumn. . Chrl4+F3
Print...
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The Create a position form is displayed as shown below with full details from the copied

record.

Create a position il
Account Murmber  [IENIGS : Bepart D ate I Thursday . March 24, 2011 jx
Ewemal Symbol  [5BX 11041603800 .| EgpietionDae | Thusday . Juy 152000 7]
Clazs Spmbol I-"-\EX Huantitie =
Call PutCode |Cal =] | Shot f1500
Stiike Price |33.UUU Laong I

(0];8 Cancel

Note: At this point, the procedure follows the exact same process as creating a new
Position. Refer to section 5.2.1, Creating New Position Records, starting at Step
2 thru Step 8.

The new Position record will be displayed in the Positions Data Window as shown below.

I']__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

ot 20 I 2 e TR T [ =

FepaortDate | AccountMun] Group Instrument | LongGuantitd ShortGuantit] CallPutCode | StikePrice | ExpirationD a Clas:
20110324 000175 an ARl 1500 Call 38.000 20110416 | ABX

@ i
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5.3

Note:

Editing a Position Record

This function enables the Approved Participant to modify a Position record if necessary.
The process is the same as if a record were being copied, the exception being no new
record will be created, only the existing record will be modified.

The only fields that can be modified are Short and Long Quantities.

To edit an existing record, follow the steps as outlined below.

With the sub-menu displayed within the Data Window, do either of the following:
» Select the Position record to be modified

» Select Edit Row...

* Use the Shortcut Key: Ctrl+Alt+R

I']__Position Report Manager - Workspace: Not defined - |EI|1|

S 2 2 b A I A =T =1 i [ A e
Jl.Positions 3 p—, (ol

FeportD ate |AccountNuq Group Filker tCode| StikePrice | ExpirationD & Clas:

1 20110324 000175 an Hide: 38.000 20110416 | ABX
Edit Column Properties... Ctrl+al+C

0001 75 Edit Window Title... Chrl4+-AlE+H

Grid Options. .. Chrl+Ale+r

File Business Item Tools Window Help

Mew. .. Ins
Copy... Chrl+C
Edit Row... Chrl4+-AlE+R

Delete. .. Chrl+Del

Delete Al Displayed. ..

Import... Chrl+I
Export to Clipboard Chrl+Ins
Export to CSY File Chrl+B
Copy Row Chrl+R
Copy Cell Chrl+F7
Copy Column Yalues Chrl+Fa

Search... Chrl+F
Search Calumn. . Chrl4+F3
Print...

Montréal Exchange Inc. Page 44 External



Business ltem - Positions

The Modify a position form is displayed as shown below with full details.

Modify a position il
Secaunt Murmber IUUU'I 75 : Fepart D ate I Thursday . March 24, 201 j i
Esternal Spmbol IﬁBK 110416C42.00 : Erpiration [ ate I Thursday . July 152010 j
[Clazs Symbal I#’-‘«BK Quantitie #
Call Put Codz— |Cal =l | kot i
Stike Price f42 000 Lang |2000

()8 Cancel

As mentioned earlier, the only fields that can be modified are the Short and Long
Quantity fields.

» Enter a correct quantity in either the Short or Long Quantity field.
Note: In this eaxample the Long Quantity was changed from 2000 to 2500

Click OK to submit the modification

The Positions Data Window now displays the modified Long Quantity as indicated below.

I']__Position Report Manager - Workspace: Not defined

=10l x|

File Business Item Tools Window Help

ot 20 I 2 e TR T [ =

[

FepaortDate | AccountMun] Group Instrument

20110324 | 000175 Qo

AFR1
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5.4

Deleting an Account Record

Business ltem - Positions

On occasion it may be necessary to delete an Position Record. This feature enables the
Approved Participant to delete Position records when called for.

To delete an Positon Record, follow the steps as outlined below.

STEPS | DESCRIPTION
1 | With the sub-menu displayed within the Data Window, do either of the following:
» Select the Position record to be deleted
» Select Delete...
e Use the Shortcut Key: Ctrl+Del
Irl__PosiI:ion Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools Window Help
ol lzie) x| 2] ml ¥ | @la]| =(=|ml| & e
Jl.Positions 3 P S 10l =|
FeportDate | Accountun] Group Filker » utEodelStrikePrice |Expirati0an Clas:
20110324 | 000176 | OO e r 36.000 20110416 ABX
Edit Column Properties... Ctrl+al+C
000 75 Edit Window Title. .. ChrlHAlE+y
Grid Options. .. Chrl+Ale+r
Mew. ., Ins
Copy... Chrl+C
Edit Row... Chrl+Alk+R
Delete Al Displayedy. .
Import... Chrl+I
Export to Clipboard Chrl+Ins
Export to CSY File Chrl+B
Copy Row Chrl+R
Copy Cell Chrl+F7
Copy Column Yalues Chrl+Fa
Search... Chrl+F
Search Column, .. Chrl+F3
Prink...
| 4
2 | The Position Deletion confirmation widow is displayed as shown below.
Position Deletion x|
\?r) You are about ko deleke the selecked record
-
Are you sure wou wank ko continue ?
Yes Mo
» Click Yes
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The Position Data Window is displayed with the previously selected Position record no
longer present as indicated in the illustration below.

I']__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

ot 20 I 2 e TR T [ =
7
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55 Deleting All Displayed Records

The Delete feature enables the deletion of one record at a time. Depending on the
number of records there are to delete, this could be time consuming. The Delete All
Displayed feature enables the Approved Participant to dipslay a group of records that will
be deleted by using the 'Filter’ function in either the sub-menu, or within the main menu
item 'Tools’.

For information on how to use the Filter on Data Window records , refer to section
8.3, Filtering Data, in Chapter 8, Data Window Customization.

Do delete multiple records at the same time, follow the steps as outlined below.

STEPS | DESCRIPTION

1 From the active Data Window, do either of the following:

» Right-click to display the sub-menu and select Filter > Filter Selection
* From the Main Menu, select Tools > Filter > Filter Selection

¢ Use the Shortcut Key: Ctrl+Alt+F

The Filter Definition Form is displayed.

At this point refer to section 8.3, Filtering Data for details on how to fill out the Filter
Definition Form.

Note: In this example, all 'Q0’ within Groups have been filtered out.

The completed Filter Definition Form is shown below.

Filter Definition Form x|
Colurnz
[ Accountld «| Filter Condition— [ Ea
] AccouriNunber o
[ ApprovedParticipantld
[ CallPutCode i <=
[ ClazsSymbol
L] ExpirationD ate " =
[] ExtemalSymbol _
] Fillert o=
(] Firmnl nittd ember
= [l
[ Imstrument  Between
[ LongBluantity _
L] Masterdcoountld = Having
(] MzgType :
[ ReportD ate LI  Is Like
[~ Compare with other column's value [~ Megation
[ Eilter Negation
Clear Al | Qg I Lancel
* Click OK
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The selected Position Records for the Group 'Q0’ are now displayed below.

I']__Position Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools Window Help

| 2z wI¥| Al | &l =s|m] i

I']__P ons 3 - Filter applied

0ono7 1500 Call 38.000 20110416 | ABX

N I N

0o01a0n 1500 Call 38.000 20110416 | ABX

| 4
The above three (3) records will now be deleted.

2 « Right-click in the Accounts Data Window and select Delete All Displayed... as shown
below.

I']__Position Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools Window Help

ol 2llzle| xl 2| al ] &|a) =l=im]| &

AffiliatedCie | AccountMumber Filker

Hide:

Edit Column Properties... Ctrl+al+C
MHL 00006 Edit ‘Window Title... Chrl-+al+w Flames 555 street
Grid Options. .. Chrl+Ale+r

Flames 00016 Dalmatiens | 555 street

Dilers oo 4 (300 L Labrader | 555 street
Copy... Chrl+C

Edit Row... Chrl4+-AlE+R

Chrl+Del

C‘Eﬁﬂ

Export to Clipboard Chrl+Ins
Export to CSY File Chrl+B
Copy Row Chrl+R
Copy Cell Chrl+F7
Copy Column Yalues Chrl+Fa

Search... Chrl+F
Search Calumn. . Chrl4+F3
Print...
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STEPS | DESCRIPTION

3 | The All Displayed Record Deletion confirmation widow is displayed as shown below.

As a precaution to verifying that these three (3) records are to be deleted, the Approved
Participant is requested to enter the actual number of records in the Total number of
records area.

All Displayed Record Deletion x|

—Action Detail

Fazitiohg: All Dizplayed

“Y'ou are about to delete 3 currently dizplayed positions.
Enter total number of records and press 0K button to proceed with the deletion.

Total number of records © 3

Total number of records

[

(]S | Cancel I

» Click Yes
The four (4) records have been deleted from the Accounts Data Window.
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Business ltem - Positions

No Positions to Report

Should an Approved Participant have no positions to report on a given day, they must still

submit this fact to MX-R. To do this, follow the steps as outlined below.

1 From the active Data Window, do the following:
» Select Business Items > No Position to report... as shown below.

I']__Position Report Manager - Workspace: Not defined
File Business Item Tools Window Help

=10l x|

Accounts

| @[as]| == |ml] 8 (|

=

Positions

Mo Position ko report. ..

I']__ sitions 1 - No data found

FeportDate | AccountMumber] Group Instrument | LongGuantity | ShortQuantity | CallPutCode | StrikePrice | ExpirationD

End of positions

n"’ Mo positions ko report
-

Are you sure you wank bo continue ¢

Yes Mo

* Click Yes
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To view the result of declaring no positions, the Command History Data Window can be
displayed below by selecting the:
» Command History icon rn-l

The Command History Data Window is dispalyed indicating an
EndOfPositionDeclaration as follows:

I']__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

ﬂlﬂlﬁl&llllillglillilﬁllilﬁlmll
| CommandHistory2
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Chapter 6 Field Types

Field Types

The following tables display the format, length, and description for each field type. value
lists (Enum) are also listed within the Description column.

Under the Format column note that;
» A= Alphabetic

« N = Numeric

* X = Alphanumeric

6.1 Account Data Fields
|_
< T
FIELD NAME Z 5 DESCRIPTION
(o} |
L
Affiliated Cie X 24 If the Account Owne_r has_ affiliations to a company,
the company name is indicated.
Account Number X 16 Account number of the owner at the Approved Partic-
ipant system.
Type of account (for Account Type definitions, refer to
B.3, Account Types on page 100)
Acceptable values are:
Account Type A 1 |1 = Client
2 Firm
8 Market Maker
3 = Omnibus
4 = Professional
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FIELD NAME

FORMAT

LGTH

DESCRIPTION

Account Owner Type

Type of owner (for Owner Type definitions, refer to
B.2, Account Owner Types on page 99)

Allowable Values are:

= Canadian Bank

Foreign Bank

Canadian Broker

Foreign Broker

Fund Manager

Pension Fund

Government and State Owned Companies

Retail Client

Insurance Company

Miscellaneous

Hedge Funds

Mutual Funds

Sovereign Funds

Corporate

Proprietary Trading Firms Primarily Algorithmic
= Proprietary Trading Firms Local

TOZZIr "X« - ITOmTMmMOO®Tm>

Owner |d

24

Account Owner’s unique identification.
E.G,, SIN, Tax ID, SSN, etc.

Hedge Spec

Acceptable values are:

H
S

Hedger
Speculator

Name

25

Account Owner Name

Address

48

Account Owner Address

City

24

Account Owner City

State

Account Owner State

Zip Postal Code

12

Account Owner Postal Code

Phone

24

Account Owner Phone Number

Fax

24

Account Owner Fax Number

Email

48

Account Owner Email Address

Country Code

X| X| 2] 2| X| »| »| X| >

Account Owner CountryP Code
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6.2 Position Data Fields

Field Types

|_
< T
FIELD NAME Z 5 DESCRIPTION
(o} |
L
Acceptable format:
Report Date N 8
YYYYMMDD (year, month, day)
Account Number X 16 Account number of the owner at the Approved Partic-
ipant system.
Identification of a SOLA Instrument by MXOptional -
Can be filled if known
External Symbol X 30 |If External Symbol is known and filled, the ClassSym-
bol, ExpirationDate, CallPutCode, and StrikePrice will
be ignored.
Class Symbol X 20 Symbol for all series of an Option or Ticker Symbol
for a Future
o Acceptable format:
Expiration Date N 8
YYYYMMDD (year, month, day)
Acceptable values are:
Call Put Code? A 1 |c = call
P = Put
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FIELD NAME

FORMAT

LGTH

DESCRIPTION

Strike Pricel

10

Price format with format indicator and price mantis.
Format indicator (1):

If the format indicator is Alpha, it means that the price
is negative (A means negative value with no decimal,
B means negative value with 1 decimal, C means
negative value with 2 decimals, etc.).

If the format indicator is Numeric, it means that the
price is positive (0 means positive value with no deci-
mal, 1 means positive value with one decimal, 2
means positive value with 2 decimals, etc.).

If the format indicator is set to spaces, it means that
the price is not significant.

Price mantis (9):

The mantis represents the price value including the
number of decimals defined in the format indicator.

Examples:

Format indicator = 2;

Price mantis = 3509438; Price = 35094.38
Format indicator = A;

Price mantis = 3567838; Price = -3567838
Format indicator = ;

Price mantis = 3567838; Price = not significant

Long Quantity?

N

8

Number of contracts or shares.

Short Quantity?

N

8

Number of contracts or shares.

1. Required for Options, optional for Futures
2. Quantity must be positive, and Long and/or Short Quantity must be filled. If both are empty, Posi-

tion will be rejected
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Importing CSV Files

Chapter 7 Importing CSV Files

7.1 Import

For some Business Items, instead of entering one entry after another, manually, which is
tedious and time-consuming when there are a large number of entries to be entered, you
can import a text file in .csv format, which has been setup in the required manner and
which contains the required information.

You can import a file in .csv format for both Positions and Accounts.

To verify the fields that need to be included in the Position .csv file, do the following.
1 From the Main Menu, select Help > Position import format as shown below:

E[LE Position Report Manager - Workspace: Not defined _ | Dlll
File Business Item Tools ‘Window | Help

2” %ll Ell %7" Yl ?"glj pork Format k

|Disp|ays the information needed For a position import v
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The Position Import File Fields window appears displaying the fields that must be
included in the Position .csv file.

* Review and click Exit.

Position Import File Fields

ReportDate AI
Accountumber

External Symbal

C1assSymbol

Expirationbate
CallPutCode
strikePrice
LongQuantity
ShortQuantity

To verify the fields that need to be included in the Account .csv file, do the following.

From the Main Menu, select Help > Account import format as shown below:

I'-L: Position Report Manager - Workspace: Mot defined

_ ol x|
File EBusiness Item Tools Window ,?lp
=l 2lzia] x| 2] Al

Position import Format rn'

nt import Format
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Importing CSV Files

STEPS | DESCRIPTION

included in the Position .csv file.
* Review and click Exit.

Account Import File Fields

AffiliatedCie
AccountHumber
AccountType
AccountiwnerType
COwherId
HedgeSpec
Name

Address

ity

State
ZipPostalCode
Phone

Fax

Email
CountryCode

2 | The Account Import File Fields window appears displaying the fields that must be

L ||x

7.2 Importing Files in .CSV Format

You can import a text file in .csv format, which has been set up in the required manner

and which contains the pertinent information for Positions and Accounts.

To import a text file in .csv format into the Position Reporting Manager for Accounts and

Positions, follow the instructions given below.
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STEPS

DESCRIPTION

In the Accounts or Position window, do the following:
* Right-click and select Import from the pop-up menu

&_ﬂ Position Report Manager - Workspace: Mot defined - [Accounts 2]

o =[P

‘;h File Business Item Tools Window Help - IE‘ Iil
| allzdlee] 2| m | (e8] ®=|=|m]| g
AffiliatedCie AccountNuni AccountTypl AccountDwri Ownerld HedgeSpecl Mame Address City State ZipPostalCog Phone
1 Sort
2 Football 0001 F";er Y loades 261 street  boston  quebes | 467845
Hide D
3 MHHL 0000z Edit Calumn Properties. .. Chrl+al+o dianz 156 street  montreal quebec kv 99 514-87
4 NHL oopps | Edit Window Title... AW o) oafs 777 stiest toronto ontaio | j@vBsd 614677
Grid Options. .. Chrl+Ale+r
5 MHHL 00005 cks 585 street  Wancouver | BC EvEBed 514-87
Mew. .. Ins
E Canadians 00012 Copy... i og: | 156 street | hamilton quebec k8w 93 514-87
7 Fittzburgh 00008 Edit Raw... Chri+AlE+HR uing 9999 street | Fittsburgh | dsjaflk fkdsklaj 514-87
] SanJoze | 00009 Create a Master fecount from Aecount, .. 3 1010 street | Pittsburgh | dsjaflk jkdsklaj 514-87
3 Philadelphia 00010 | e ST 10 Phisderphia dsjafle | kesklsi | 51487
iladelphia Link o & Master Account. .. street iladerphia | dsjal [kdsklal -
10 MewYork | 00011 Link Al Displayed ta a Master Account. .. hers 1111 shreet | MewYork | dsjaflk ikdzklaj B14-87
Unlink from Master Account, .. . , X ]
11 Ottawa ooi3 U] e v e et tors 3333 shreet | Ottawa ontario fkdsklaj A14-87
12 Fhiladelphia 00015 B85 street | Philadelphia | ontario fkdsklaj 514-87
Delete. .. Chrl+Del
13 “Winnipeg 00018 1818 street  Winnipeg  Manitoba | jkdskla 514-87
Delete Al Displayed. ..
14 BHME. 000175 | Bank | 179 Some St Somewhere | Quebec JBIZB3 514-76%
15 HLDG 00080 Expart ta Clipboard 5 Chrl+Ins | Broker 5555 Anothe Someplace | Quebec ‘Y4HETS 514-76%
Export to CSY File Chrl+B
A I I Copy Row Chrl+R. _’I
[tmport business item data from . Copy Cell Ctrl+F7 4
Montréal Exchange Inc. Page 60 External



Importing CSV Files

STEPS

DESCRIPTION

The Import Data window appears, as shown below, enabling you to select the .csv
import file you want to import.

Do the following:

* Locate and open the folder in which the file is stored
» Select the file

« Click Open

]
| Import Data

Lock in: | = LOPR CSV Files ~| « @ ek -

Accounks 1_20110314082903
B ] ccounts 1_z0110329120000
- Demofccounts
Demofccountss

Positions 2_20110322134451
Positions 2_20110329120000

File name: Iﬂu:n:n:lunts 1201103291 20000 Open
Files of type: [ Import files [*.cov] - Cancel

[~ Open as read-only

Once the application runs the import process, a log window called Importation Status
appears. If the import has been successful, the window displays the message shown
below.

» Click OK

Importation status 3 Xl

L] The import has been successfully completed.
l/' There are 5 records created,

‘
—

For more details please consult Communication Skatus Window andjor imporkation log File:
ClappsimxgadiPositionReportManagerParticipantWiorkDirlAccounts 1 20110310099999 20110329 _125900.l0g
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STEPS

DESCRIPTION

If errors have been encountered during import, the Importation Status window displays a
message similar to the one shown below:
* Click OK

« Click Copy to Clipboard if you want to copy the list of errors to another application
such as Word

* Click Clear and Exit

Communication Status Details X |

2:GeneralErorlrvalid walue for Risk il
F:GeneralEror:Mat All Bequired Figlds are filled

4 eneralk ror:Mot All Required Figlds are filled
b.GeneralEmor Mot All Reguired Fields are filled
B.GeneralEmorlrvalid walue for Risk

¥ .GeneralEmorlnvalid walue for Risk
2.GeneralErmor:The account number exiztz already
9:GeneralEmorlrvalid walue for Risk
10:GeneralErmor; The account number exiztz aleady
11:GeneralEror:lnvalid value for Rizgk,
12:GeneralErmar;The account number exizts already
13:GeneralErmor; The account number exiztz aleady
14.GeneralErmar;The account number exizts already
15:GeneralErmar;The account number exists already
16:GeneralErmor:The account number exiztz aleady
17:GeneralErmar;The account number exizts already
18.GeneralErrorlrevalid value for Risk

13:GeneralErmorlreealid walue for Risk _|;|
< :

Copy ta Clipboard Clear and E xit Cancel |

The Importation status screen appears stating that the import has been completed with
some problems and identifying which importation log file to consult for more details.

+ Click OK.

Importation status il

The import has been completed with some problems,
There are 5 records created.

I_.}

Far mare details please consult Communication Status Window andfor impartation log File:
C:happsimxgadiPositionReportManagerParticipantworkDir\Accounts 1_Z0110314082903_20110329_0946357.log
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7.3

Note:

Note:

7.3.1

CSV Record Layouts

Importing CSV Files

The following tables define the Comma Separated Values (CSV) that are required for
import into the Position Report Manager for both the Account Record and the Position

Record.

Fields must be separated by the semi-colon (;) character.

Not all fields are mandatory. That being the case, the following legend will be used for the

Req./Opt. column:

* R =Required
e O = Optional

For the FMT column, the following legend will be used:

* A = Alphabetic
* N = Numeric (digits 0 thru 9)
* X = Alphanumeric

The header line is mandatory, and must appear as the first line in the .csv file(s) for import
of both the accounts and positions records. Refer to section 7.4, Header Samples for

examples of the header line.

Account Record

ACCOUNT DATA FMT MAX.LGTH REQ/OPT
AFFILIATEDCIE X 24 o
ACCOUNTNUMBER X 16 R
ACCOUNTTYPE N R
ACCOUNTOWNERTYPE A R
ACCOUNTOWNERID X 24 R
ACCOUNTRISK A 1 R
ACCOUNTOWNERNAME A 25 R
ADDRESS X 48 R
CITY A 24 R
STATENAME X 2 R
ZIPPOSTALCODE X 12 R
PHONE N 24 0]
FAX N 24 0]
EMAIL X 48 O]
COUNTRYCODE X 2 R
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7.3.2 Position Record

POSITION DATA FMT MAX.LGTH | REQ/OPT
REPORTDATE N 8 R
ACCOUNTNUMBER X 16 R
EXTERNALSYMBOL X 30 0
CLASSSYMBOL X 20 R
EXPIRATIONDATE N R
CALLPUTCODE A R?
STRIKEPRICE X 10 R?
LONGQUANTITY N R?
SHORTQUANTITY N R?

1. Required for Options, optional for Futures
2. Quantity must be positive, and Long and/or Short Quantity must be filled. If both are empty, Posi-
tion will be rejected.

Montréal Exchange Inc. 64 External



Importing CSV Files

7.4 Header Samples

7.4.1 Account Record Header

The following is an example of the Account Record Header:

AffiliatedCie;AccountNumber;AccountType;AccountOwnerType;Ownerld;HedgeSpec;Name;Address;City; State; ZipPostalC
ode;Phone;Fax;Email;,CountryCode

Aff;BG1002003;1;E;12345654321;S;Bob Gauthier;1234 Oak Street;Montreal;Quebec;H1H
202;5555555555;6666666666;bgauthier@bg.com;CA

7.4.2 Position Record Header

The following is an example of the Position Record Header:

ReportDate;AccountNumber;ExternalSymbol;ClassSymbol;ExpirationDate;CallPutCode;StrikePrice;LongQuantity; ShortQu
antity;

20110228;BG1002003;;ABX;20110122;Call;38.00;275;;
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Chapter 8 Data Window Customization

8.1

Introduction

This section explains the various functions that are available to a user for the purpose of
customizing a Data Window in an effort to facilitate information tracking.

When viewing the contents of a Data Window, the user uses the horizontal scroll bar at
the bottom of the window to scroll across the columns searching for specific information.
With the amount of information being viewed, it is not uncommon for specific information
to leave the window, resulting in the user having to scroll again to find it. The user uses
the vertical scroll bar on the right side of the window to search for and view information
within a specific column.

The Main Menu item "Tools’ contains a number of functions that will enable users to
customize a Data Window to their own specific requirements. These functions along with
additional functions are also available by:

* Right-clicking from within an active Data Window to display the sub-menu
» Selecting the appropriate 'lcon’ from the ToolBar
The table below lists the functions along with a brief description, that are available from

within the Main Menu item Tools, as an Icon on the ToolBar, or from the Data Window
sub-menu:

FEATURE DESCRIPTION

Enables the user to sort a single column in either acsending or

Sort : . .
descending order, or perform a complex sort using multiple columns.

Enables the user to filter information pertaining to the selected cell.
For example, clicking within a cell under the column Product Type,
with the contents indicating 'Bond’, then by selecting the Filter
option, only data for Bond records will be displayed. The Filter Crite-
ria selection enables the user to use more than one field type to
select specific filter criteria.

Filter

Enables the user to quickly 'Hide’ a column by not displaying it, or to

Hide hide multiple columns as required.

Column titles that appear on the data window are quite often trun-
cated to minimize space. In some cases the user must 'lock onto’
the cell border and stretch the column to display the full title.

To alleviate this, the user can change the name of the column title to
a more meaningful name. Additionally, both the colour of the column
background and the font colour can be changed, to either bring
attention to new data as the window is updated, or to make search-
ing for a particular column easier.

Editing Column Properties
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8.2

Data Window Customization

FEATURE

DESCRIPTION

Editing Window Title

Enables the user to change the title of a Data window from the
sequential number that is assigned to the window to a more mean-
ingfull name.

Enables the user to change the font family, style, and size of the

Grid Options text, as well as the height and text offset for all rows.
Enables the user to import the contents of the Data window in a CSV
Import (Column Separator Value) format, where it can be opened within

another application such as Excel, for further use.

Export to Clipboard

Enables the user to export the contents of the Data window to the
clipboard, where it can be pasted into another application for further
use.

Export to CSV File

Enables the user to export the contents of the Data window in a CSV
(Column Separator Value) format, where it can be opened within
another application such as Excel, for further use. The file is
exported to the working directory set up for the Approved Participant

Copy Row

Copies the contents of an entire row.

Copy Cell

Copies the contents of a single cell.

Copy Column Values

Copies the values within a column.

Search

Enable the user to search specific content within a selected column.

Search Column

Enable the user to search for a specific column.

Print

Enables users to print the contents of a Data window.

Sorting Data

Sorting allows you to sort information within a Business Item window. This option can be
used for locating specific Accounts or Positions, or Positions within a specific Account.

To sort data within a Business Item window, follow the instructions given below.

STEPS | DESCRIPTION

1 From within an active Data Window, do either of the following:

* Right-click the mouse button and select Sort > Sort Criteria as shown below.
* From the Main Menu item Tools, select Sort > Sort Criteria
« Use the Shortcut Keys: Ctrl+Alt+S
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I']__Position Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools Window Help

| 2z wI¥| Al | &l =s|m] i

Filker
Hide:
Edit Column Properties... Ctrl+al+C
Edit Window Title... ChrlHAlE+y
Grid Options. .. Chrl+Ale+r

Set Quick Sort Ascending  Shift+F7
Set Quick Sort Descending  Shift+F8
Remve Colummn Sork ShifE+Chr+F7

Mew. .. Ins
O Chrl+C
Edit: Row, . ChrlAlER

Delete. .. Chrl+Del

Delete Al Displayed. ..,

Import... Chrl+I
Export bo Clipboard Chrl+HIns
Export bo C54 File Chtl+B
Copy Row CErl+HR
Copy Cell ChHFT
Copy Column Yalues Chrl+FE

Search.,. Chrl+-F
Search Calumn. . Chrl4+F3
Frint. ..

2 The following Sort Selection Form will appear.

Sort Selection Form |

Fields: Sort By Fields:

A coountd i
AccountMumber

ApprovedParticipantid

CallPutCode

ClazsSymbol

ExpirationD ate

E stermalSymbol

Filler1

Firmld nithd ernber

Group

Insturnent

LongGluantity

M asterdcocountld j

3

L4

RS B2

Check item to zet ascending sort

Up Dovirn |
08 I LCancel |
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STEPS | DESCRIPTION

3 Select the fields according to which one you want to sort, by clicking on the field name in
the Fields box and then clicking the > arrow to copy it to the Sort By Fields box.

Repeat this for each field you wish to sort by.
Clicking on >> arrows move all fields to the Sort by Fields box.

Note: All field names are displayed in alphabetical order in the Fields list. To sort by one
or many fields, the fields need to be copied from the Fields list to the Sort by Fields
list by clicking on the field and pressing the > arrow.

To remove a field from the Sort by Fields list, click on the field name and then click on the
< arrow.

Clicking on << arrows removes all fields from the Sort by Fields box.

4 | Select items in the Sort By Fields box to include them in the sort (ascending only), by
clicking on the check box beside each field.

Note: To deselect an item, click on the check box to remove the check mark. This will
remove it from the sort process.

5 Use the Up and Down buttons to change the position of a field name from the order in
which it appears in the sort list.

6 Click OK when the sort criteria selection is completed.

8.3 Filtering Data

Filtering allows you to filter information within a Business Item window so that only the
records that contain the data you are interested in are displayed.

The filtering option allows you to select specific data in order to record data or print
reports.

To filter data within an open Business Item window, follow the instructions given below.

STEPS | DESCRIPTION

1 From within an active Data Window, do either of the following:

« Right-click the mouse button and select Filter > Filter Selection as shown below.
* From the Main Menu item Tools, select Filter > Filter Selection

e Use the Shortcut Keys: Ctrl+Alt+F
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File Business Item Tools Window Help

Position Report Manager - Workspace: Not defined

=10l x|

| 2z wI¥| Al | &l =s|m] i

Sort

»

Hide:

Edit Column Properties... Ctrl+al+C
Edit Window Title... ChrlHAlE+y
Grid Options. .. Chrl+Ale+r

Set Quick: Filker Chrl+Q
Reemaye Column Filker Ctrl4alk+0

Mew. .. Ins
Copy... Chrl+C
Edit Row,.. Chrl+Al+R

Delete. .. Chrl+Del

Delete Al Displayed. ..

Chrl+I
Chrl+Ins
Chrl+E
Chrl+R
Chrl+F7
Ctrl+Fa

Irnpork. ..

Export to Clipboard
Export to CSY File
Copy Row

Copy Cell

Copy Column Yalues

Chrl+F
Chrl4+F3

Search...
Search Calumn. .
Prink...

Filter Definition Form

2 | The Filter Definition Form is displayed as follows.

Caolumnz

wecountld

—Filter Condition—

Apcounthumber
ApprovedParticipantld
CalPutCode
ClazzSymbol

E xpirationD ate

E stermals ymbal
Fillerl

FirmnUnitt ember
Group
Irstrurnent

[ LongQuantity

[] Masterticoountld
[] MzgType

g ReportDate

o [

[T | Caompare with ather column's values

[

L

Betwesh
Hawing

|z Like

T Y Y Y D

I~ Hegation

I~ | Eilter Hegation

Clear Al |

LCancel
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STEPS | DESCRIPTION

3 | All column (field) names are displayed in alphabetical order in the Columns list.To set fil-
ters for a column; click on the box beside the column name to select it.

Note: Filter settings for multiple columns can be set, but each one must be set
individually.

Under the Columns list, a box will be displayed which will allow the user to compare the

value of multiple columns.

In addition, a filter negation box will be available which will enable the user to put a global

negation on all of the filters set for each column.

4 When a column has been selected, the Filter Condition in the center of the window
becomes active, and all of the different data values in the column are displayed in
sequential order in the box on the right side of the screen.

5 Select your filter criteria.

6 You can make the filter criteria negative by clicking on the box beside Negation and this
will set a negation on the column selected.

Note: The table below explains this.
Filter Meaning Meaning
< Less than Greater than
<= Less than or equal to Greater than or equal to
= Equal to Mot equal to
= Greater than or equal to Less than ar equal to
> Greater than Less than
Between | Between two values Outside of two values
Having Including this value Mot including this value
Select options viewed on the right side of the filter condition.
Repeat for other columns as necessary.
9 | When all the fields that you want to filter by have been set,
» Click OK to perform the filter process
10 | To cancel the filter process,
» Click Cancel.
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Hiding Column(s)

The Hide Column(s) function enables you to temporarily remove the selected column(s)
from the display on your screen.

There are two formats for hiding columns:

* Hide one column
* Hide multiple columns

They can be accessed from the Main Menu Tools item, as icons on the Toolbar, or from
the sub-menu displayed by right-clicking the mouse button in the Data Window.

To hide a single column, simply position the cursor in the column on the Data window
that is to be hidden and then select the appropriate feature from any of the above
mentioned sources.

» For example, the 4| icon from the Toolbar.

To hide multiple columns, follow the instructions given below.

1 From within an active Data Window, do either of the following:

* Right-click the mouse button and select Hide > Hide Columns as shown below.
» From the Main Menu item Tools, select Hide > Hide Columns
» Use the Shortcut Keys: Ctrl+Alt+H

* Select the ﬂl from the Toolbar

[]__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

| 2z wI¥| Al | &l =s|m] i

ﬂ |LPositions 3

FeportD ate Instrument | LongGQuantit] ShortQuantit] CallPutCode | StikePrice | ExpirationD a Clas:
ey ] [ | y
20 4 Ell 3

000175 ao : 38.000| 20110416
Sark 3

Filker 3
Hide Ml Hide Columns... (Chrl+a
Edit Column Properties... Ctrl+al+C
Edit Window Title... ChrlHAlE+y
Grid Options. .. Chrl+Ale+r

i )
Hide Cne Column Chrl+H

Mew. .. Ins
Copy... Chrl+C
Edit Row,.. Chrl+Al+R

Delete. .. Chrl+Del

Delete Al Displayed. ..

Import... Chrl+I

Export to Clipboard Chrl+Ins
Export to CSY File Chrl+B
Copy Row Chrl+R
Copy Cell Chrl+F7
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The Column Hiding Selection form is displayed as shown below.

Column Hiding Selection x|

Check columng in arder ta hide them

[] Accountd -
[ AccountMumber —
[ &pprovedParticipant! d

[] CallPutCode o
[ s bl
[1 ExpirationD ate
[] ExtemalSymbal

[ Fillerl [

Hide aAll Bezet Al

(] LCancel

Click the box next to the column name that you wish to hide.
Note: Multiple columns can be hidden at the same time.

Click OK.

The selected columns will not appear on the screen.

Note: To re-display the hidden columns, do the following.

* Right click and select Hide Columns from the sub-menu.

* Remove checkmarks from boxes by clicking on the boxes next to the column names to
be re-displayed

» Click OK

Note: Re-displayed columns are not displayed where they originally were, but are
displayed at the far right of the Data Window.
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8.5 Editing Window Title

The Edit Window Title function allows you to change the names of any Business Item

window.

To edit the window title of an open Business Item file, follow the instructions given below.

STEPS

DESCRIPTION

1

From the Main Menu choose Tools > Edit Window Title, as shown below.

|T|:u:u|5 Window  Help

Sork k
Filker r
Hide L4
Edit Colurmn Properties,..  Cerl+alt+C

Edit Windaw Title. .. CErlHAlE

E Export ko Clipboard L‘E Ckrl+Ins

The Title Window - Editing appears as shown:

Window Title - Editing x|

Title

IF'u:usiticuns Tracking

k. I Cancel

Type and enter the new window title as shown above.

Click OK.
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The title of the Data Window has changed.

|__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

ot 20 I 2 e TR T [ =

|__ Positions Tracking

zl:mn 5 |oom7s 20110416 / 041| @0
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8.6 Rearranging Columns

Rearrange columns by dragging and dropping the column heading to the desired
location.

To move a column within a file, follow the instructions given below.

STEPS | DESCRIPTION

1 Click on the heading of the column you want to move and hold the mouse button down.

2 | While continuing to hold down the mouse button, move the cursor with the mouse along
the column heading line to the location where you would like to place the column.

3 Release the mouse button.

8.7 Exporting to Clipboard

8.7.1 When to export data to the clipboard?

The following option allows the user to copy the current screen to a clipboard for copying
to another program. It is most often used to cut and paste information from a Business
Item window into an Excel spreadsheet so that the user can view, manipulate, and print
the data outside of LOPR. Prior to exporting to a clipboard, the Business Item window can
be filtered or columns hidden/displayed so that only the desired information is exported.
This option is frequently used to generate customized reports.

Windows can be set up for:

* Executed Reports
* Cleared All Report
* Unallocated Screen

8.7.2 How to Export to Clipboard

To export data from a window to the clipboard, follow the instructions given below.

STEPS | DESCRIPTION

1 Sort; filter the selected window, and/or display/hide columns to display what you want
to export on the monitor. Refer to the relevant sections in this document for details.

2 Click Tools on the menu bar at the top of the LOPR application window.
3 Click Export to Clipboard on the drop-down menu.

Or

Shortcut Key: Ctrl + Ins

Note: The information is copied to the clipboard.
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STEPS

DESCRIPTION

Use the clipboard function under Edit in Excel (or another program) to paste the infor-
mation into another file.

Or
Shortcut Key : Ctrl +V

8.8 Searching

The Search option is found in the Tools menu or by right clicking. The search function will
scan only the column that is selected.

8.9 Printing

The Print option allows you to print the contents of the current file.

8.9.1 Printing a Business Item

To print data from a Business Item window, follow the instructions given below.

Note: The Print option in will only be available if a printer is linked to the LOPR PC.
STEPS | DESCRIPTION

1 Sort; filter the file, and/or display/hide columns to display what you want to export on
the monitor. Refer to the relevant sections in this document for details.

2 Click Tools on the menu bar at the top of the LOPR application window.

3 Click Print on the drop-down menu.
Shortcut Key: Ctrl + P
Icon Shortcut _I%

4 Click OK on the print management window.
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Appendix A Workspaces and Data Windows

Al

All

This section explains the functionality of the Workspace and Data Windows within the
Position Reporting Manager application.

The Workspace

As mentioned in Chapter 3, Getting Started, When you first log into Position Reporting
Manager, the Workspace is empty and unnamed, unless you have previously set up a named
Workspace to be the default Workspace.

Opening a Workspace

Once you have logged in to the Position Reporting Manager, you can either open Data
Windows in the current Workspace, or you can open a pre-saved Workspace from an earlier
session, or that has been created by someone else. For information on how to save and
name a current Workspace, refer to section A.1.2, Saving the Workspace.

1 To open an existing Workspace, do either of the following:

» From the Main Menu, select File > Open Workspace... as indicated below.
* Use the Shortcut Key: Ctrl+F11

I']__Position Report Manager - Workspace: Not defined - |EI|1|
File Business Item Tools Window Help

CCd Login,,, Fg
Logout Chrl+F2

Open Window, .. F11
Chrl+F11

Save Window 5., Chrl+F12
Sayve Window As Template  Chrl+AET

Save Waorkspace Flz
Save Workspace As... Shift+F12
Save Workspace As Default F&

Exit
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Workspaces and Data Windows

STEPS

DESCRIPTION

The Open Workspace dialog window is displayed as shown below.

Open Workspace el

Loak, i Il.ﬂ' FozitionR eporthd anagerParticipant j = |-=ji v

APL Dir
LogDir
“WharkDir

File name: || Open I
Files of tupe: IWDrkspace files [ wrk) j Cancel |

[ Open az read-only

In the Open Workspace dialog window, do either of the following:

« Double-click the directory that contains the Workspace
» Select the directory that contains the Workspace and click Open.

When you have located the Workspace:
« Select it and click Open as illustrated below

Open Workspace e 2] x|
Logk in: | 5 APL Dir <] « @ ok B

Fil= name: I.&l:l:l:uunt-F'Dsiti-:un Tracking Dpﬂ% I

Filzs af type: I'w'-:urkspa-:e filers [ wark] j Cancel

[~ Open az read-only
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Note:

Workspaces and Data Windows

STEPS DESCRIPTION

A new Workspace named Account-Position Tracking is displayed below.

Note: The Workspace contains a Positions Data Window which has also been renamed.
For information on how to edit the title of a Data Window, refer to section
8.5, Editing Window Title.

[]__Position Report Manager - Workspacc: Account-Position Tracking - |EI|1|

|
File Business Item Tools Window Help

| 2zl vl mlv| Sl =lS|m] i [

”_.Posil:ions(l]Sl]BZl]l 1) - No data found

FeportD ate |AccountNumber| ExternalSymbol |EIassSymboI |Expir nDat% EallPutEodel StrikePricel Long

Saving the Workspace

To save a 'Not defined’ Workspace or the initial Workspace, after you have opened Data
Windows for one or more Business Items, you will be required to use the Save Workspace
As... option within the File menu. This function will also be used when it is necessary to
rename an existing Workspace. The next time this Workspace is opened, the same settings
will be displayed.

More than one Workspace can be named and saved, however, only one can be the 'Default’
Workspace, and only one Workspace at a time can be accessed.

Once a Workspace has been named and is in use, to save the Workspace, use Save
Workspace within the File menu. the Workspace will be saved with no dialog window
intervention necessary.

In this example, a 'Not defined’ Workspace containing a renamed Data Window for the
Business Item 'Positions’ is to be saved. Follow the steps as outlined below:
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Workspaces and Data Windows

To save the current Workspace with a new name, do either of the following:

« From the Main Menu, select File > Save Workspace As... as indicated below.
e Use the Shortcut Key: Shift+F12

=10l x|

I']__Position Report Manager - Workspace: Not defined

File Business Item Tools Window Help

TH Login,.. F2
Logout Chrl+F2

Open Window, .. F11

Open Workspace. .. Chrl+F11

ExpirationD ate| CallPutCode | StrikePrice | Long

rhalSymbol ClazzSymbaol

Save Window 5., Chrl+F12

Sayve Window As Template  Chrl+AET
Save Waorkspace Flz
| s space As... N Shift+F12

F&

Save Workspace As Default

Exit

Note: The first time a Workspace is saved, you are forced to choose the Save
Workspace As option. In the above illustration, you can see that the Save Window
option is not available.

The Save Workspace As dialog window is displayed prompting the user to enter a
name for the Workspace.

Save Workspace As ed
S ave ik I I~ PositionF eporttd anagerP articipant j = fji v
APL Dir
LogDir
WorkDir
File name: || Save I
Save as ype: IWDrkspace Filees: [* vark) j Cancel |
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Do the following:

« Navigate to the directory where the Workspace will be stored

« Enter the name of the Workspace (i.e. Account-Position Tracking)
The Dialog window should resemble the following illustration.

Save Workspace As

Savein:lﬁ'.ﬁ.F‘LDir j i I.:._:.F T

File name: I.-’-'-.u:cu::unt-F'u::siti-:un Tracking Save I
Save as type: IWnrkspace files [* wrk] j Cancel |

» Click Save

The Workspace now displays the new name as shown below.

I']__Position Report Manager - Workspa .e: Account-Position Tracking
e ———————————————

=10l x|

File Business Item Tools Window Help
|| 835 w2 m| | Sl =l2|m] & |5

I']_.Positions(l]Sl]BZl]l 1) - No data found
FeportDate | AccountMumber| E sternalSpmbol ClazzSymbaol ExpirationD ate| CallPutCode | StrikePrice | Long
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A.13 Saving the Workspace As...

In the situation where a Workspace has been previously named and opened, the user may
have altered the contents by opening new windows, modified content in one of the fields, or
added records, yet would like to retain the original Workspace, as well as saving the current
content. To do this, you would have to save the Workspace as a new 'named’ Workspace.
This would leave the original Workspace untouched in the directory. Refer to section A.1.2,
Saving the Workspace, for information on how to name or rename a Workspace.

A.l4 Saving a Workspace as the Default

As you work within a Workspace, you may decide that the Workspace should be the default
Workspace once it has been set up to your preference with specific Data Windows. By setting
up a specific Workspace as the default, the next time you log into Position Reporting
Manager, the default Workspace is displayed.

To use the Save Workspace As Default option, the Workspace must be a named.

STEPS DESCRIPTION

1 To save the current Workspace as the Default Workspace, do either of the following:

« From the Main Menu, select File > Save Workspace As Default as indicated below.
e Use the Shortcut Key: F6

Irl__PosiI:ion Report Manager - Workspace: Account-Position Tracking - |EI|1|
File Business Item Tools Window Help

TH [agin,.. Fo a3
Logout Chrl+F2

Open Window, .. F11

Open Workspace. .. Chrl+F11
rhalSymbol ClazzSymbaol ExpirationD ate| CallPutCode | StrikePrice | Long

Save Window As... Chrl+F12
Save Window As Template  Chrl+Aalk+T

Save Waorkspace Flz

Save Workspace As... Shift+F12

space As Default

Note: There is no display of a dialog box. The workspace must be a named
workspace and therefore was previously saved to a location.
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A.2

A21

Workspaces and Data Windows

Data Windows

A Data window displays information pertaining to a Business Item and is presented in a multi
column format. Each column has a title that relates to a data field. Users are able to open
Data windows for one or several Business Items to track specific information such as their
positions or assets within the Workspace. When you first open a Data Window, it is unnamed
and contains only a number. This number simply indicates the number of times the Business
Item has been accessed within the current session. You are able to rename this Data Window
with a more meaningful name by using the Edit Window Title feature within the Main Menu
item ‘Tools’. Refer to section 8.5, Editing Window Title.

Open a Saved Data Window

To open an existing Business Item Data Window, follow the steps as outlined below.

1 From within the current Workspace, do either of the following:
» From the Main Menu, select File > Open Window as indicated below
+ Use the Shortcut Key: F11

I']__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

TH Login,.. F2
Logout Chrl+F2

Open Window, ..

Open Workspace. .. Chrl+F11

Save Window 5., Chrl+F12
Sayve Window As Template  Chrl+AET

Save Waorkspace Flz
Save Workspace As... Shift+F12
Save Workspace As Default F&

Exit
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Workspaces and Data Windows

STEPS

DESCRIPTION

« Double-click the directory that contains the Data Window
» Select the directory that contains the Data Window and click Open.

Load Configuration 7| x|
Loak i Ilﬂ' PositionF eporthd anagerParticipant j = 5% ER-

AFL Dir
LogDir
‘i'arkDir

File: narne: || Open I
Filez af type: IEnnfiguratiDn filez [*.cfg) j Cancel |

[T Open az read-only

The Load Configuration dialog box is displayed. Do either of the following:

In the selected directory (APL Dir), do either of the following:

* Double-click the Data Window file
» Select the Data Window file and click Open.

Load Configuration |

Look in: | (= APL Dir <] « @ £} B-

APL Posikio

File name: I.-’-'-.F'L Positions

Ope
Filez af type: IEnnfiguratiDn files [*.cfg) j Cancel |

[T Open az read-only
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The selected Data window is displayed below.

Note: The filename of the Data Window is APL Positions, however the title of the Data
Window is Positions (03082011).To change the title of a Data Window, refer to
section 8.5, Editing Window Title.

|__Position Report Manager - Workspace: Not defined - |EI|1|

File Business Item Tools Window Help

B P 2 e d e e Y = o]

|_.Posil:ions(l]3l]32l]l 1) - No data found

FeportDate | AccountMumber| E sternalSpmbol ClazzSymbaol ExpirationD ate| CallPutCode | StrikePrice | Long
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A.2.2

Saving a Data Window As...

To save a current Business Item Data window, follow the steps as outlined below.

Workspaces and Data Windows

1 From within the current Workspace above, do either of the following:

» Use the Shortcut key: Ctrl+F12

I']__Position Report Manager - Workspace: Not defined

File Business Item Tools Window Help

« From the main menu, select File > Save Window As, as indicated below

=10l x|

A Lagin, .. Fo s

| =l=m]
Logout Chrl+F2

Open Window, .. F11

P — Chr+F1L
pen Warkspace i Instrument

Chrl+F12

Save Window As Templates  Chrl+alk+T

Save Waorkspace Flz
Save Workspace As... Shift+F12
Save Workspace As Default F&

Exit
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STEPS DESCRIPTION

The Save Window dialog box is displayed.

Save Configuration As - d |

Save in; IEI PositionA eparttd anagerParticipant j = |-=j€ v

APL Dir
LagDir
\i' arkDir

File name: || Save I
Save az lype: IEnnfiguratiDn filez [*.cfg) j Cancel |

2 * Navigate to the directory (APL Dir) where you will save the Data Window
» Enter a name for the Data Window
+ Click Save

Save Configuration As el

Savein:llﬂ.ﬁ.F‘LDir j - =k E5-

File: name; I.-’-'-.F'L Poszitions Save I
Save az ype: IEnnfiguratiDn files [*.cfg) j Cancel |

Note: Although you are asked to name the Data Window, in fact you are naming the file
that will be stored. This name has nothing to do with the actual name of the Data
Window. To change or edit the Data Window title, refer to section 8.5, Editing
Window Title
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A.3 Window Functions within the Workspace.

As mentioned above, more than one Data window for multiple Business Items can be opened
within a Workspace. To track or monitor a specific window within many windows in a
Workspace, the Main Menu item "Window’ contains a number of functions that will facilitate
this.

Functions such as:

» Cascade

» Tile Horizontally

» Tile Vertically

e Minimizing All

e Arranging All

» Active Window Listing

A3.1 Cascade

The following table illustrates the Cascade function on a Workspace containing four (4) Data
windows opened at random.

STEPS DESCRIPTION

The Workspace below contains four (4) randomly opened Data windows.

[]_ﬁPosition Report Manager - Workspace: Account-Position Tracking - |EI|1|

File Business Item Tools Window Help

|| 2zl T ol mlv| S|4 =le|m] i

Ir|_ﬁPosil:ions(l]3l:l32l:l1 1) - No data found

ﬂ |LAccounts

Commbh=ll nnnnt
Irl__PosiI:ions 3 - No data found

HeportDatelAccountNuq Group |Instrument |L0ngQuantit]ShortQuantitl CallPu 0de|8trikeF’rice |Expirati0nD4 Clas:

505
505
505 o
505

i
oo ola F

514-871 -5|:|5

B4 514-871-505 C
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STEPS

DESCRIPTION

From within the Workspace, do either of the following to Cascade the windows:
» From the Main Menu, select Window > Cascade as shown below

* From the Toolbar, select EI

=10l x|

Irl__PosiI:ion Report Manager - Workspace: Account-Position Tracking

File Business Item Tools Window Help

| lail] v| 7 S EEN—

TR E e O Tie verticaly
T bttt bdeetet

Minimize All

l ﬂ |LAccounts 4

Affilia

Arrange Al

1 Positions{03082011} - No data found
! v 2 Positions 3 - Mo data found

3 Accounts 4
| Instrument | LongQuantit] ShortQuantitl EallPutEodel StikePrice | Expiratioan Clas:

el
Irl__PosiI:ions 3 - No datajs ety

FeportD ate | Accounth un| Group

Cmmth

B4 514-871-505 C

— — 4
| 4
The Workspace now displays the Data Windows as follows.
Irl__PosiI:ion Report Manager - Workspace: Account-Position Tracking - |EI|1|

File Business Item Tools Window Help

| sz w2 m| ] @ =ism

”_.Posil:ions(l]Sl]BZl]l 1) - No data found

i |

]__ Accounts 5

ﬂ |LAccounts 4
(=l

Instrument | LongGuantitd ShortGuantit] CallPutCode | StikePrice | ExpirationD a Clas:

Irl__PosiI:ions 3 - No data found

FepaortDate | AccountMun] Group
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A.3.2 Tile Horizontally

Workspaces and Data Windows

The following illustrates the Tile Horizontally function on two Data windows.

STEPS DESCRIPTION

* From the Toolbar, select E'

'osition Report Manager - Workspace: Account-Position Tracking

1 From within the Workspace, do either of the following to tile the windows horizontally:
» From the main menu, select Window > Tile Horizontally as shown below

=10l x|

File Business Item Tools Window Help
2” %llill%ﬁ" vl%ECascade B
.
R imi
Minimize All - —
Arrange Al ddress City State lePostaIEoti Fhone | Fax
] 1 Positions(03062011) - No data found | o755t ohisage quebec 445454
2w ZPositions 3 - Mo data found E1 street | boston quebec 487845
g | e SGstrest | monhesl  quebes  kBv3vd | 514871434 514871505 n
4 Accounts 5
4 i} Mapleleals | Gpeculator | /77 steet | toronto ontario jAvBs9 514-871-494 514-871-505 o
5 44 Qilers Hedger 444 ztreet Edmonton Alberta udv3ed 514-871-434 514-871-505 o
E a3} Canucks Speculator | 555 street | Wancouver | BC EvBEed 514-871-454 514-871-505 C
7 15 Hedger B85 street | Calgary AB Hcfwe 514-871-434 514-871-505 F
)
9 a3 Dalmatiens  Hedger B85 street | Calgary Hcfwe 514-871-494 514-871-505 C
ﬂ P A A — - - P PRy pEv—

The Workspace now displays the Data windows as follows.

Irl_ﬁPosiI:ion Report Manager - Workspace: Account-Position Tracking 10l =|
File Business Item Tools Window Help
| ailzdlee] w2 m) | &) s8] ®l=|m]| g
ﬂ‘ﬁnccounts 5 : 10l =|
Ownerld Mame HedgeSpec | Address City | State |ZipPostaIE01 Fhone | Fax | Email | Eountry[:od4 ﬂ
1 v Raiders Hedger 261 street | chicago quebec 445454 Canada
2 I
3 22 Canadianz | Hedger 156 street | montreal quebec k8w 93 514-871-434 514-571-505 milE@nhl.ca  Canada -
Kl o
. Positions(03082011) - No data found I ] 1
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A.3.3 Tile Vertically

The following illustrates the Tile Vertically function on two Data Windows.

STEPS

DESCRIPTION

1

From within the Workspace, do either of the following to tile the windows vertically :
» From the main menu, select Window > Tile Vertically as shown above

* From the Toolbar, select El

[]__Position Report Manager - Workspace: Account-Position Tracking - |EI|1|

File Business Item Tools Window Help

il o 3B co

Tile Horizontally

[Lpositions 7o dalsl

Minimize Al ! - - - - —
FeportD ate |.ﬂ antit] ShortQuantit| CallPutCode | StrikePrice |Explrat|0nD4 Clas:
| Arrange Al

1 Positions{03082011} - No data found
v 2 Positions 3 - Mo data found
3 Accounts 4

4 Accounts 5

Dostan
ontreal q
aronto o

Edmonton | A

_’I ancouver | B
HHLC OO0 Firm Fropnetay 11 BE Hedger Flames Boo sheet | Lalgary A

Canadians 00012 Professional  CanadianBar 82 Hedger BullDogs 156 street | hamilton q

Flames nooie Firm InsuranceCo 88 Hedger Dalmatiens 555 street | Calgary

| 4
The Workspace now displays the Data Windows as follows.
Irl__PosiI:ion Report Manager - Workspace: Account-Position Tracking 10l =|
File Business Item Tools Window Help
| ailzdlee] w2 m) | &) s8] ®l=|m]| g
Irl__PosiI:ions 7 - No data found 10l =| ﬂ__nccounts 6 10l =|
FeportD ate |AccountNuq Group |Instrument |L0ngQuantit]Sl’ AffiliatedCie | AccountMun| AccountT ypd AccountDwr Ownerld o
1
2 Football 00001 Client CanadianBar 11
3 MHHL 0000z Professional  PengionFunc 22
4 MHL 00003 Client RetailClient | 33
5 MHHL 00004 Firm Government: 44
B MHHL 00005 Client Miscellaneo. 55
7 MHL Q000& Firm ProprietaryTr BB
8 Canadians | 00012 Professional  CanadianBar 88
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Note: The Tile Horizontally and Tile Vertically can sometimes display the same result when arranging
open windows, depending on the number of windows that are 'open’. Initially, the Tile Horizontally will
attempt to display open windows from top to bottom of the Workspace, while the Tile Vertically displays
the windows from left to right. If enough windows are open, both features display the windows from top
to bottom and from left to right. The top leftmost window in both cases is the last window opened, while
the window in the bottom lower right of the Workspace is the first window opened.

A.3.4 Minimizing Windows

The following table illustrates the Minimize All function on four (4) Data Windows.

STEPS DESCRIPTION

1 From within the Workspace, do the following to Minimize the windows:
» From the main menu, select Window > Minimize All as shown below

[]_ﬁPosition Report Manager - Workspace: Account-Position Tracking - |EI|1|

File Business Item Tools Window Help

2” %llillg‘?"mgﬁscade H

Tile Horizontally

ﬂ_ﬁnccounts 15 [T Tile vertically =lol x|
s o P Toamo T Toaa-.. Tra. [

= ] -o] x

ﬂ_ﬁPosﬂ:mns 1 Arrange Al ol =|

Fiepar LongCuantit] Shortuantit EallPutEodelStrikePrice |Expirati0nD4 Clas:
1 Positions{03082011} - No data found

v 2 Positions 3 - Mo data found
3 Accounts 4

4 Accounts 5

o
BullDogs 156 street | hamilton quebec k8w 93 514-871-434 514-571-505 bdmtlEnhl.c. Canada
AR

Dalmatiens | 555 street

Calgary Hcfwe 514-871-434 514-571-505 DF&B&ENK|.c Canada

| Y

The Workspace now displays the Data windows as follows.
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|__Position Report Manager - Workspace: Account-Position Tracking - |EI|1|

File Business Item Tools Window Help

| 2zl e vl ol mlv| Sl =lS|m] i [

A.3.5 Arranging all Windows

This feature will simply arrange 'minimized windows’ in the same fashion that the Minimize All
function does. Open windows are not affected by this feature. Only minimized windows will
be re-arranged in the event thay have been dragged to another location within the
Workspace
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A.3.6 Active Window Selection

Workspaces and Data Windows

This feature enables you to select a specific window among many windows within a
workspace. From the main menu select Window. Open window names are listed at the
bottom of the sub-menu, with a ¥ next to the active window in the workspace. Click on the

required Data Window, and it becomes the active window.

STEPS | DESCRIPTION
1 From within a Workspace with multiple open Data windows, do the following:
« From the main menu, select Window
Irl_ﬁPosiI:ion Report Manager - Workspace: Account-Position Tracking - |EI|1|
File Business Item Tools Window Help
2” %llillg‘?"vliﬂc‘ascade | i ||'|'|'|
—— ———— —— [ Tilz Horizontally
[T Tile Wertically Aglll
AffiliatedCie | Acc Minimize &l Mame _ |EI|1|
1 Arrange Al Hedger Raiders ExtemaISyml
2 Football ooof 1 Accounts 13 Speculator | Fenegades | 261 street
2 Positions 14 - Mo data found -
3 MHL 0o v 3 Accounts 15 Hedger Canadians 156 street  montreal q
4 MHL Qo003 Client FetailClient 33 Speculator | Mapleleafs | 777 street | toronto o
5 MHL nono4 Firm Government: 44 Hedger Qilers 444 street | Edmonton A
E MHL Q0005 Client Mizcellaneol 55 Speculator | Canucks B85 street  Wancouver B
7 MHL Q000& Firm ProprietaryTr BB Hedger Flames B85 street | Calgary A
8 Canadians 00012 Professional  CanadianBar 82 Hedger BullDogs 156 street | hamilton q
9 Flames nooie Firm InsuranceCo 88 Hedger Dalmatiens 555 street | Calgary A
‘] P Py - - P — - i
6 ILI 0|
7 B85 street | Calgary AB Hcfwe 514-871-434 514-571-505 FAB(&@nhl.ca Canada
8 quebec 0
9 Dalmatiens 555 street | Calgary AB Hcfwe 514-871-434 514-571-505 DF&B&ENK|.c Canada
ﬂ pre— PP - P PPy FEUppppp—— ppp——— Y Iy
| 4
2 The Active Data window contains the ¢ beside it.
To change to another Data window:
« Click the filename as indicated below
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STEPS DESCRIPTION

=10l x|

File Business Item Tools Window Help

Tile Horizontally

[T Tile Wertically
AffiliatedCie |Accc Minimize Al =]
1 Arrange Al edge ai 2 t | chicago @_
2 Foaotball DDDDM Speculator | Fenegades | 261 street | boston q
2 Positions 14 - No data Folsgd
3 MHL 0ooo v 3 Accounts 15 Hedger Canadians 156 street  montreal q
4 MHL Qo003 Client FetailClient 33 Speculator | Mapleleafs | 777 street | toronto o
5 MHL nono4 Firm Government: 44 Hedger Qilers 444 street | Edmonton A
E MHL Q0005 Client Mizcellaneol 55 Speculator | Canucks B85 street  Wancouver B
7 MHL Q000& Firm ProprietaryTr BB Hedger Flames B85 street | Calgary A
8 Canadians 00012 Professional  CanadianBar 82 Hedger BullDogs 156 street | hamilton q
9 Flames nooie Firm InsuranceCo 88 Hedger Dalmatiens 555 street | Calgary A
P P, - - P - A p——— il
Ld Il
B85 street | Calgary AB Hcfwe 514-871-434 514-571-505 FAB(&@nhl.ca Canada

Dalmatiens 555 street | Calgary Hcfwe
ﬂ o PR PSP - P PV Fppp—— e ———— 2l
4

This Data Window is now the active window.

Irl_ﬁPosiI:ion Report Manager - Workspace: Account-Position Tracking - |EI|1|
File Business Item Tools Window Help

| allzdlee] 2| m | (e8] ®=|=|m]| g

ﬂ_ﬁnccounts 15 10l =|

AffiliatedCie | AccountMun] AccountT vpl AccountOwr Ownerld HedgeSpec | Mame Address City = _||:||1|

ExtemaISyml

Hcfwe

Dalmatiens 555 street | Calgary AB

1
2 Football Qoo Client CanadianBar 11 Speculator  Fenegades | 261 street | boston q
3 MHL nonoz Professional | PensionFunc 22 Hedger Canadians 156 street  montreal q
- ! ﬂ_ Accounts 13 ;|g|5|
5 t Mame Address City State ZipPostalCog Phone Fax |Email |E0untry[:od4 ﬂ
& t 1 Raiders 261 street | chicago quebec 445454 Canada
7 t 2 Fenegades 261 street | boston quebec 487845 Canada
8 t 3 Canadians 156 street  montreal quebec k8w 93 514-871-434 514-571-505 milE@nhl.ca  Canada
3 F 4 MapleLeafs 777 street  toronto ontario jAvBs9 514-871-434 514-571-505 mi@nhlca | Canada
ﬂ_l |8 Oilers 444 street  Edmonton | Alberta udvIed 514-871-494 514-871-505 oe@rhlca  Canada
B Canucks 585 street  Wancouver | BC EvEBed 514-871-434 514-871-505 Cv@nhlca | Canada
7 Flames B85 street | Calgary AB Hcfwe 514-871-434 514-571-505 FAB(&@nhl.ca Canada
8
g
Kl
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Appendix B Acronyms and Definitions

B.1 Acronyms

The following table defines some of the acronyms that are used in this document.

ACRONYM DEFINITION

ID Identification

ETX End-of-Text

LOPR Large Open Position Reporting

MX Montréal Exchange Inc.

MX-R Montréal Exchange Inc. - Regulatory
SAIL SOLA® Access Information Language

B.2 Account Owner Types

ACCOUNT OWNER TYPE DEFINITION

Canadian Bank A Schedule 'A’ Bank or Credit Union.

Foreign Bank A Schedule 'B’ Bank or a bank based outside Canada.
Canadian Broker A Broker based in Canada that is a member of IIROC.
Foreign Broker A Broker based outside Canada.

A professional who manages various securities and assets to meet
Fund Manager his or her clients' specified investment goals (e.g., pool operator,
options advisor).

Any plan, fund (including pension fund of government-owned corpo-
ration or State-owned enterprise), or program that provides retire-
ment income to employees or that includes schemes that result in a
deferral of income by employees.

Pension Fund

Government and State A Government Ministry or a legal entity created by a government to
Owned Companies undertake commercial activities for an owner government.
Retail Client Generally refers to individuals, families and small businesses.

A company that provides insurance coverage to a person or entity

Insurance Company that buys an insurance policy.

Miscellaneous Refers to all other client types.

An investment fund open to a limited number of investors, and that
Hedge Funds takes on investments that carry a higher degree of risk than the risk
taken by traditional investment funds.
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B.3

Acronyms and Definitions

ACCOUNT OWNER TYPE

DEFINITION

Mutual Funds

A professionally managed investment scheme that pools money
from investors and that invests it in various investment securities.

Sovereign Funds

Pools of money derived from a country's reserves, which are set
aside for investment purposes that will benefit the country's econ-
omy and citizens.

Corporate

An entity that is engaged in a commercial activity (other than portfo-
lio management and other than Financial institutions, brokers and
Government - owned corporation) that is granted a charter recogniz-
ing it as a separate legal entity which has its own rights, privileges,
and liabilities and which are distinct from those of its shareholders.

Proprietary Trading Firms
Primarily Algorithmic

A Trader who trades primarily for his or her own account using a
computer programmed with an algorithm.

Proprietary Trading Firms
Local

A Trader who trades primarily for his or her own account.

Account Types

ACCOUNT TYPE

DEFINITION

Client

Means an order for a security or a derivative instrument entered for
the account of a customer of any Approved Participant, or of a cus-
tomer of a related firm of an Approved Participant, but does not
include an order entered for an account in which an Approved Par-
ticipant, a related firm of an Approved Participant, a person
approved by the Bourse or a restricted trading permit holder has a
direct or indirect interest, other than an interest in a commission
charged.

Firm

Means an order for a security or a derivative instrument for an
account in which the Approved Participant or a related firm of the
Approved Participant has a direct or indirect interest, other than an
interest in a commission charged.

Market Maker

An account established by an Approved Participant that is confined
to transactions executed by and positions carried by the Approved
Participant on behalf of a Market-Maker.

Omnibus

An account held in the name of an entity or person which may be uti-
lized for recording and clearing the trades of two or more undis-
closed customers of the account holder.
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ACCOUNT TYPE DEFINITION

Means an order for a security or a derivative instrument for an
account in which a director, officer, partner, employee or agent of an
Approved Participant or of a related firm of the Approved Participant,
a person approved by the Bourse or a restricted trading permit
holder has a direct or indirect interest, other than an interest in a
commission charged. The Bourse may designate any order as being
an order for the account of a professional if, in its opinion, circum-
stances justify it.

Professional

Montréal Exchange Inc. Page 101 External









TMXK | topuea

Montréal Exchange Inc..

Tour de la Bourse,

P.O. Box 61, 800 Victoria Square
Montréal, Quebec H4Z 1A9
Canada

phone: 514.871.2424
toll free: 1.800.361.5353
fax: 514.871.3584
e-mail: lopr@m-x.ca
website: www.m-x.ca



	Chapter 1 Introduction
	1.1 Purpose
	1.2 Scope
	1.3 Audience

	Chapter 2 Application Overview
	2.1 Objectives
	2.2 Account Details
	2.3 Position Details

	Chapter 3 Getting Started
	3.1 Starting the Application
	3.2 Connecting / Disconnecting
	3.2.1 Login
	3.2.2 Logout

	3.3 Navigating Within the Application Graphical User Interface (GUI)
	3.3.1 Main Menu Bar Items
	3.3.2 Toolbar and Icons
	3.3.3 Workspace & Windows


	Chapter 4 Business Item - Accounts
	4.1 Opening the Accounts Data Window
	4.1.1 Account Sub-Menu Functionality

	4.2 Working with Accounts
	4.2.1 Creating New Account Records
	4.2.2 Copying Account Records

	4.3 Editing an Account Record
	4.4 Deleting an Account Record
	4.5 Deleting All Displayed Records

	Chapter 5 Business Item - Positions
	5.1 Opening the Positions Data Window
	5.1.1 Positions Sub-Menu Functionality

	5.2 Working with Positions
	5.2.1 Creating New Position Records
	5.2.2 Copying Position Records

	5.3 Editing a Position Record
	5.4 Deleting an Account Record
	5.5 Deleting All Displayed Records
	5.6 No Positions to Report

	Chapter 6 Field Types
	6.1 Account Data Fields
	6.2 Position Data Fields

	Chapter 7 Importing CSV Files
	7.1 Import
	7.2 Importing Files in .CSV Format
	7.3 CSV Record Layouts
	7.3.1 Account Record
	7.3.2 Position Record

	7.4 Header Samples
	7.4.1 Account Record Header
	7.4.2 Position Record Header


	Chapter 8 Data Window Customization
	8.1 Introduction
	8.2 Sorting Data
	8.3 Filtering Data
	8.4 Hiding Column(s)
	8.5 Editing Window Title
	8.6 Rearranging Columns
	8.7 Exporting to Clipboard
	8.7.1 When to export data to the clipboard?
	8.7.2 How to Export to Clipboard

	8.8 Searching
	8.9 Printing
	8.9.1 Printing a Business Item


	Appendix A Workspaces and Data Windows
	A.1 The Workspace
	A.2 Data Windows
	A.3 Window Functions within the Workspace.

	Appendix B Acronyms and Definitions
	B.1 Acronyms
	B.2 Account Owner Types
	B.3 Account Types




