CIO TRAINING GUIDE – GETTING STARTED
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There are several critical steps to get started with your Emotomy account such as: creating a risk
questionnaire, adding disclosures, creating building blocks and more. Use each item below to help
customize your Emotomy experience.
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LOG INTO EMOTOMY
1. Using an internet browser, navigate to https://www.emotomy.com/.
For the best experience, we recommend using the latest version of one of the following browsers:
Chrome, Firefox, Opera or Safari. Internet Explorer and Edge are not recommended.

2. In the upper right hand corner, select the ‘Login’

3. If the log in button does not appear, use the Orange drop down menu to find the login option.
Alternatively, zoom out of your internet browser for the full menu onscreen.

Emotomy

2

REVIEW FIRM SETTINGS
Initially, Emotomy is set up with default settings, however as you begin to build portfolios for your firm, you
may want to adjust the settings to align with your goals.

1. On the left, click ‘Firm Settings’.

2. Review each of these items to get started in the platform and customize your experience. Some
of these items such as adding custodians and customizing the trading experience are explained
in detail within this onboarding document.
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CREATE A RISK QUESTIONNAIRE
Create a customized client risk questionnaire and manage how Emotomy builds portfolios using users
answers.

1.

Select ‘Risk Questionnaire’ in the top right hand corner.
Emotomy provides a default
questionnaire. The questions were
selected from the library of questions and
answers, and as such cannot be edited.
You can edit the risk score for each of
the available answers to the questions. In
addition, you can add and remove
questions to the questionnaire.

2. To work with the default questionnaire, but adjust the risk scores to one question, click on the yellow
icon to the left of the question.

3. Select ‘View answers and set their risk scores’.
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4. Use the drop down menus to select a risk score for each answer.

5. To remove the question from the questionnaire, select the yellow icon to the left of the question and
select ‘Delete this question’.

6. To change the order of questions, select ‘Reorder your questions’.
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7. To create a new question, select ‘Create a Question’.

8. Complete the pop-up screen with the following information
A. Type in the question as it will be seen by users
B. Use the drop down to categorize the question
C. Insert a number indicating what order the questionnaire should appear in the questionnaire.
D. Enter the first answer choice in the open field. Click ‘+ Add Another Answer’ to create more
answer options for this question. Fill in each answer choice for the question.
E. Once complete, click ‘Save’ and your new question will be added to the questionnaire.
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9. To add an already existing library question to your questionnaire, click ‘Add a Library Question’.

10. Check the blue check boxes on the left to add questions to the questionnaire. Uncheck any blue
boxes for questions you do not want answered.

11. Once you select a new question, a green tool bar will pop-up to confirm it has been added to your
questionnaire. Click ‘Questionnaire’ on the tool bar to return to your questionnaire homepage.

Emotomy

7

12. To set the parameters for the risk questionnaire, click on ‘Investment Policy.’

13. This page offers 35 steps to link the questionnaire to your building blocks. For each step, click on
‘Modify’ to adjust the settings or select the portfolios that should be included or excluded based
on the answers to the risk questionnaire.

14. Click ‘Questionnaire’ on the tool bar to go back to the Questionnaire homepage.
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15. To test the questionnaire, click on ‘Text Drive’.

16. Answer the risk questionnaire as if you were the investor using the radio buttons. After selecting a
radio button answer, click on the audit feature.

17. The audit feature will track
results as you go through each
question. The scores will adjust
in real time to show how the
answers are affecting the results.
Note: If your audit results are not
providing the results expected,
review the Investment Policy
Settings and the score used for
each answer to make
adjustments.

Emotomy

9

ADD FIRM DISCLOSURES
At a firm level, disclosures such as the Form ADV, privacy policy and the business continuity plan are
required to be signed by the client in order to create an account with the advisor firm. The forms added to
this section can be used by each advisor. Separately, the advisor can add their own disclosures, such as
the Form ADV Part 2B in their own account. The firm
disclosures will override the advisor forms. Be sure to use
PDF only. Follow the steps below to add your disclosures.

1.

Click ‘Disclosures’ on the main menu.

2. Select ‘Upload’ for the form you wish to add or update.

3. Select ‘Browse’ and select the PDF document from your files.
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4.

Click ‘Upload’.

5. Once uploaded you will see an alert that your form has been uploaded and a check mark next to each
document uploaded. Change the document by clicking ‘Change’ as needed.
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CUSTOMIZE WEBSITE DISCLOSURES

1.

Click ‘Disclosures’ on the main menu.

2.

Select ‘Customize Website Disclosure’.

3.

Add disclosure content to the open fields.

4.

When complete, select ‘Submit’.
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CREATE BUILDING BLOCKS
Create building blocks your advisors can use to invest their clients assets.
Select ‘Create Building Blocks’ on the top toolbar.
Emotomy offers several ways to create building blocks for
your firm. Select the method by which to create the
building block from the menu of options.
•

Create Building Blocks Using Ticker Symbols
and Other Building Blocks

•

Replicate Emotomy’s Default Building Blocks

•

Create a Synthetic Short

•

Upload a Spreadsheet

•

Use Overlays

Create Building Blocks Using Tickers Symbols and Other Building Blocks
1.

Select ‘Create Using Ticker Symbols and Other Building Blocks’.

2.

Give your building block a name and
select ‘Confirm.’
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3.

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

4.

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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5.

Enter an allocation between 0 and 100 for each security you select. For instance enter '10' to allocate
10%. The total of your allocated weights must equal 100 percent before you can proceed. 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.

If you do not see your
ticker symbol, select
‘Request New Ticker
Symbol’ to have it
added.

To build a strategy that targets a fixed asset allocation and trades to maintain that allocation within
deviation bands, select ‘Use Min/Max’ and enter the minimum and maximum allowable percentage
allocation for each symbol in the
'Minimum' and 'Maximum'
columns. If the allocation falls
below the minimum or rises
above the maximum, your model
will automatically rebalance to its
target percentage weights. To
build a strategy with a
rebalancing scheme other than
trading within allocation bands,
leave the 'Minimum' and
'Maximum' columns blank. You
will be able to select a
rebalancing method on the next
page.
To build a strategy that applies
tactical rules over time to select
positions from a universe of
potential securities, enter each
security in the universe below with
the same weights initially. You will
be able to select tactical trading
schemes on the next page.

Emotomy

15

7.

Once complete, select ‘Continue’.

8.

Review each feature below and select desired portfolio settings. Select ‘Continue’.
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9.

Finalize portfolio details and click ‘Create Strategy’.

Replicate Emotomy’s Default Building Blocks
Copy each Emotomy default building block as a new building block for your firm. You can delete, hide, or
exclude these building blocks from your risk questionnaire and other tools as needed.
1.

Select ‘Replicate Emotomy’s Default Building Blocks’.

2.

Click ‘Confirm’.
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3.
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The building blocks will automatically be added to your list of building blocks on the home page. Click
on the yellow button aside each security to manage/edit any characteristics of the building block or
review performance information.
.
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Create a Synthetic Short

Create a building block with a pro-forma track record corresponding to a short position in a ticker symbol.
1.

Select ‘Create a Synthetic Short’.

2.

Enter in a ticker symbol and click ‘Confirm’.

3.

You will be taken back to the home screen with your building block listed starting with the name
‘syntheticshort’. Your security will be automatically added to the list where you can edit the portfolio or
view performance information.
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Upload a Spreadsheet

If your portfolio is too complex to build on Emotomy or if you use third party managers, you can create a
building block by uploading a spreadsheet with a daily or monthly performance track record. This would
allow you to use Emotomy as a marketing and trading tool. Please make sure the format conforms to that
in the sample spreadsheet you can download here.
1.

Select ‘Upload a Spreadsheet’.

2.

Create excel spreadsheet using the instructions below. Click ‘View a sample spreadsheet’ for a
sample:
a.

The data should be entered on the first worksheet of your spreadsheet.

b.

Your file size cannot exceed 8 megabytes.

c.

The first row only needs the name in cell A1 that you chose for this portfolio, with no special
characters.

d.

All other rows contain 2 columns of data as follows:
i. Column A: Dates, for instance 12/31/2000 for December 31st, 2000;
ii. Column B: Price or performance, for instance 0.01 for 1%

3.
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Once your spreadsheet is complete, click ‘Browse’, and select the spreadsheet from your files.
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4.

Once the file is selected, click ‘Upload’.

5.

To confirm your portfolio, click ‘Continue’.

6.

To provide your users with more detail on this building block, navigate to the home page and select the
yellow menu button next to the building block.
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7.

Click ‘Describe this building block for your users’.

8.

Select the type of strategy, main geography and asset class. Use the open fields to describe the
strategy and select ‘Submit’.
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Use Overlays

Use Emotomy to research and design overlays, or select an existing overlay designed by Emotomy. You
may save overlays as investment building blocks, as well as apply overlays to specific securities inside
your firm's building blocks.
1.

Select ‘Use Overlay’.

Overlays enable you to create or modify investment strategies using signals from indices or listed
securities. You can choose an overlay suggestion from our menu, or create your own by defining three
basic parameters.
•

The target: The investment portfolio or security to which the overlay signal is applied.

•

The source: The security from which the overlay signal is constructed. This can be the same as the
target security.

•

The signal: The financial metric that is applied to the price history of the source to create an overlay
signal.

Using these parameters our engines create a pro-forma investment track-record that you can change, save
or download.
2. To review the suggested overlay securities, select ‘Suggestions’.

Emotomy

23

3. Use the drop down menu to select a security to review. Once selected, the page will populate with
performance history of the selected security.

4. To save this as a building block portfolio, click ‘Save’.

5. Enter in a name for your portfolio and select ‘Save’.

6. To change the target security, click ‘Change Target’.
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7. Use the drop down menu to select the target security to which the overlay applies. Once selected, the page
will populate with performance history of the selected security.

8. To save this portfolio, click ‘Save’.

9. Enter in the name of your portfolio and select ‘Save’.
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10. To change the source, select ‘Change Source’.

11. Use the drop down menu to select the target security to which the overlay applies. Once selected, the
page will populate with performance history of the selected security.

12. To save this portfolio, click ‘Save’.

13. Enter in the name of your portfolio and select ‘Save’.

Emotomy

26

14. To research, design and create your own overlay, select ‘Create a New Overlay’.

15. You need to choose two parameters.
•

The source of the overlay signal.

•

Which financial performance metric to
use as a signal.

These parameters will be applied to the price
time series of the security to create a proforma investment track-record
16. Once complete select ‘Create Overlay’.
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ADD CUSTODIANS TO EMOTOMY ACCOUNT
Set up your preferred and secondary custodians with Emotomy by providing your login credentials and
other details. Follow the steps below.

1.

Select ‘Firm Settings’.

2.

Select ‘Custodians’.

3.

In the first box, use the drop down to select your default custodian. In the case where you have
multiple custodian options, this will be the default custodian used to open new accounts. Click ‘Submit’.
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4.

Once submitted, the selected custodian will show under the title next to ‘Currently:’.

5.

In the next box, use the drop down to select your first custodian. Then select ‘Submit’.

6.

In the following box, select how brokerage accounts at the primary custodian are able to be viewed by
your users. If the custodian 'tags' client accounts with representative IDs, you can use those to enable
permissions. Alternatively you can select the username option and we will let you assign which
accounts each of your users may see based on their Emotomy usernames.

7.

Complete items 5 and 6 for the remaining custodian accounts you wish to create.
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ENABLE TRADING AND CUSTOMIZE TRADING SETTINGS
Manage trading guidelines for your Emotomy Users. Follow the steps below.

1.

Select ‘Firm Settings’.

2.

Select ‘Trading’.

3.

In the first block, select Yes to allow Emotomy Users to compute trades in client brokerage accounts.

4.

In the second block, use the check boxes to select which Building Blocks should be excluded from
trading and trade calculations.
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5.

In the third block, set the target time (Pacific Standard) at which you would like Emotomy to launch
trade execution. Enter your target as an integer ranging from 7 to 12 (e.g. 9 for 9 a.m. Pacific, 12 for 12
p.m. Pacific). Note that U.S. equity markets close at 1 p.m. Pacific time. Emotomy will automatically
execute your trades daily even if you do not specify a preferred trading time. Click ‘Submit’.

6.

In the fourth block, select ‘Restrictions’ to restrict trading of select securities in a brokerage account.

7.

Enter in the account number you would like restricted and select ‘Confirm’.

8.

Enter in the desired ticker symbols and select ‘Confirm’.
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9.
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Last, Customize how trades are calculated and submitted by selecting ‘View Details’. Click on the
boxes to update the following:
a.

Custody Costs: Set the fixed cost per month, minimum monthly cost per account and annual
costs in bases points on assets to be used to compute custody costs.

b.

Liquidation Trades: Set trading preferences for when raising cash in an account

c.

Tax Efficient Trading: Select tax lot identification

d.

Trade Approvals: select if/when approval is needed to execute trades.

e.

Trade Order Types: Set the default type of trade order.

f.

Trade Record Keeping: elect to have trade reports emailed or reviewed online.

g.

Trading Costs: add trading prices to your accounts

h.

Trading Thresholds: Set thresholds to minimize small trade sizes.
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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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