ADVISOR TRAINING GUIDE
BUILD A CUSTOM PORTFOLIO
Knowing that each client interaction is unique, Emotomy offers several options for creating portfolios for clients.
This guide focuses on how to create portfolios by selecting individual securities by percentage or dollar amount,
or uploading the details of a portfolio with a spreadsheet. Use the steps below to create a custom portfolio.

1. Select ‘Build a
Portfolio’

2. Scroll down and select ‘create
your Portfolio with Ticker
Symbols’
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3. Emotomy offers three options for creating your portfolio. On screen, select the work stream that most closely
aligns with the desired process. Then, select the desired work stream below for further instruction:
3.1. Allocate Assets using Percentages – use this feature if selecting percentages for each security.
3.2. Specify a Dollar Amount for Each Security – use this feature if dollar amounts per security are available.
3.3. Upload an Excel Spreadsheet – use this feature for an already existing portfolio allocation available in
excel format.
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Allocate Assets Using a Percentage
Follow this work flow to build a portfolio using ticker symbols and assign asset allocation by percentages.

1. Select the drop down arrow next
to ‘None’ to add the first security.

2. Type in your desired security and select from the drop down menu, or use the scroll bar on the right to select
your security.
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3. Type in the desired percentage for each security. An overview of allocations will appear in a pie chart on the
right. Be sure allocations add up to 100%. To add more than 5 ticker symbols to the portfolio, select “+More
Symbols” in yellow.

4. Once your securities are selected, confirm the asset allocation adds up to 100% and select ‘Continue.’
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5. Using the first drop down, select an annual portfolio fee. This fee will be added to any management fee or
expense ratio subsumed in the price history of the component securities you selected. Using the second drop
down, select the benchmark.

6. Use the drop down menu to select how often the portfolio should be rebalanced.
Once you have made your selection (Monthly, daily, etc.), select ‘Use Defaults’ in green.

6.1. By clicking ‘Customize’, modify the rebalancing options for the portfolio. Options include resetting initial
weights, optimizing the Sharpe Ratio, etc.

On this same page, you have the option to buy and hold (Scroll to the bottom until you reach the image
shown below. In this approach, the portfolio is never rebalanced. Emotomy's financial engines use the
selected initial asset allocation for each security in the portfolio to calculate the value of the strategy over
time as security prices change.
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7. To apply a technical indicator to the portfolio, select ‘Customize’. Then the drop down will be enabled and you
can select the drop down menu to make your selection. Once you have made your selection, select
‘Continue’.

Technical indicators allow you to
manage security selection at
rebalancing. The indicator you select
will be used when the portfolio is
rebalanced to exclude any security from
the portfolio that does not meet the
corresponding criterion. This can be
used in addition to, or without, the stop
loss criteria you will be able to set for
this portfolio on the following pages.

If you do not want to use a technical indicator, select skip.
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8. To replace cash in your portfolio by a cash-equivalent, click on ‘Select’ in yellow and the drop down options
will be enabled.
Search for the cash-equivalent
security using the open field, or scroll
through using the scroll bar on the
right. Once the security is selected,
select ‘Continue’.

If you do not want to replace cash in your portfolio, select skip.
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9. To enter criteria to protect against stop losses, select ‘Customize’ to enable the controls.

Step One: Apply portfolio level stop losses.
Select a percentage point at which a stop loss will be
triggered.

Use the drop down menu to select a time period at which
the investment should be reinvested.

Step Two: Apply position level trailing stop losses.
Use the radio dials to select ‘No’ or ‘Yes’ for trailing
stop losses.
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Once all criteria have been selected, select ‘Continue’.

If you do not want to set criteria for stop losses, in your portfolio, select ‘Skip.’

10. If you want to delay reinvestment after a stop loss while markets are highly volatile, select ‘Customize”.

Step One: Select a number of days to look back and assess volatility.
Enter the length of the time-window used to assess this volatility trigger as a number greater than or equal to 10
business days.
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Step Two: Select volatility threshold.
Enter the volatility threshold as a number between 1 and 100, for instance enter 12.3 for 12.3%. Once market
volatility subsides below that level, the portfolio will be allowed to reinvest in the markets.

Once complete, select ‘Continue’.

If you do not want to delay reinvestment, select ‘Skip’.
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11. Once complete, you will be taken to the portfolio landing page. Here, you can review the portfolio’s risk score,
portfolio returns and performance, the asset allocation and more. If you are satisfied with this portfolio, select ‘Save
Portfolio”.
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Allocate Assets using a Dollar Amount
Follow this work flow to build a portfolio using dollar amounts for each security.

1.

Select the drop down arrow next to ‘None’ to add the first security.

2.

Type in your desired security and select from the drop down menu, or use the scroll bar on the right to select
your security.
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3.

Type in the desired dollar amount for each security. An overview of allocations will appear in a pie chart on the
right. To add more than 5 ticker symbols to the portfolio, select “+More Symbols” in yellow.

4.

Once all securities are selected, click ‘Continue’.

5.

From here, follow the instructions starting on page 5 to walk through the additional details needed for your
portfolio.
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Upload an Excel Spreadsheet

Follow this work flow to build a portfolio using an Excel spreadsheet with details about the portfolio.

1. Create excel spreadsheet using the instructions below. Click ‘View a sample spreadsheet’ for a sample:
1.1. The data should be entered on the first worksheet of your spreadsheet.
1.2. Your file size cannot exceed 8 megabytes.
1.3. Cash, money markets and unlisted positions should be input using the symbol 'Cash'.
1.4. If you allocate using percentages, your total
allocation in column B must sum to 1.
1.5. The first row must contain the alphanumeric name
of this portfolio in cell A1, with no special
characters.
1.6. All other rows contain 2 columns of data as
follows:
1.6.1.

Column A:Listed ticker symbol, for instance
SPY or Cash

1.6.2.

Column B:Dollar or percentage allocation,
for instance 1234.56 for 1,234.56 dollars or
0.01 for 1%

Click here for optional details that can be included in the
spreadsheet.
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2. Once your spreadsheet is complete, click ‘Browse’, and select the spreadsheet from your files.

3. Once the file is selected, click ‘Upload.’

4. To confirm your portfolio, click ‘Continue.’ From here, follow the instructions starting on page 5 to walk
through the additional details needed for your portfolio. Alternatively, to change your portfolio, click ‘Change.’
If you wish to change the allocation, update the spreadsheet and re-upload using the instructions starting
with number 1 of this section 'Upload an Excel Spreadsheet.'
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IMPORTANT INFORMATION
The information contained herein is intended for use with current or prospective clients of Northern Trust Investments, Inc. The information is
not intended for distribution or use by any person in any jurisdiction where such distribution would be contrary to local law or regulation.
Northern Trust and its affiliates may have positions in and may effect transactions in the markets, contracts and related investments different
than described in this information. This information is obtained from sources believed to be reliable, and its accuracy and completeness are
not guaranteed. Information does not constitute a recommendation of any investment strategy, is not intended as investment advice and does
not take into account all the circumstances of each investor. Opinions and forecasts discussed are those of the author, do not necessarily
reflect the views of Northern Trust and are subject to change without notice.
This report is provided for informational purposes only and is not intended to be, and should not be construed as, an offer, solicitation or
recommendation with respect to any transaction and should not be treated as legal advice, investment advice or tax advice. Recipients should
not rely upon this information as a substitute for obtaining specific legal or tax advice from their own professional legal or tax advisors.
Indices and trademarks are the property of their respective owners. Information is subject to change based on market or other conditions.
Past performance is no guarantee of future results. Performance returns and the principal value of an investment will fluctuate. Performance
returns contained herein are subject to revision by Northern Trust. Comparative indices shown are provided as an indication of the
performance of a particular segment of the capital markets and/or alternative strategies in general. Index performance returns do not reflect
any management fees, transaction costs or expenses. It is not possible to invest directly in any index. Gross performance returns contained
herein include reinvestment of dividends and other earnings, transaction costs, and all fees and expenses other than investment management
fees, unless indicated otherwise.
The samples presented are intended to illustrate products and services available at Belvedere. They do not necessarily represent
experiences of other clients nor do they indicate future performance. Individual results may vary. Software services are for information
purposes only and do not constitute investment advice or an investment recommendation by Emotomy. Customer acknowledges and agrees
Emotomy, as a technology provider, does not independently evaluate the suitability of, or recommend, any investments for Customer or
Customer’s clients. Customer agrees and acknowledges that the information provided in the Emotomy Software will not be construed as an
offer to sell, an offer to buy, or a recommendation for or against any security by Emotomy. Emotomy will not be responsible for any trading
decisions, damages or other losses resulting from Customer use of the Emotomy Software. Customer acknowledges and agrees to full
responsibility for effecting underlying investment transactions for all accounts under Authorized User’s management and supervision.
Northern Trust Asset Management is composed of Northern Trust Investments, Inc. Northern Trust Global Investments Limited, Northern Trust
Fund Managers (Ireland) Limited, Northern Trust Global Investments Japan, K.K, NT Global Advisors Inc., 50 South Capital Advisors, LLC and
investment personnel of The Northern Trust Company of Hong Kong Limited and The Northern Trust Company.
© 2020 Northern Trust Corporation. Head Office: 50 South La Salle Street, Chicago, Illinois 60603 U.S.A.
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