ADVISOR TRAINING GUIDE – GETTING STARTED
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This document offers a high level overview into some of the most used workflows on the Emotomy platform. Click
on the options below to move quickly throughout the document.
• Log in
• Open a Client Account with Advisor Firm in Emotomy
– Onboard by Inviting a Client to Review an Existing Portfolio
– Onboard by Inviting a Client to Complete a Risk Questionnaire

• Build a Portfolio Using the Portfolio Analyzer
• Upload your Disclosures
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LOG INTO EMOTOMY
1. Using your internet browser, navigate to your firm’s instance of Emotomy for Advisors. 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.
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OPEN A CLIENT EMOTOMY ACCOUNT
Emotomy offers several ways for the end investor to open a client account whether on their own computer or
sitting directly with their advisor.
•

Onboard by Sending an Existing Portfolio for Review

•

Onboard by Sending the Risk Questionnaire

Onboard by Sending an Existing Portfolio for Review
1.

Find the portfolio to share with
the client and click the yellow
action icon.

2.

Scroll down and click on ‘Send invitation to a client to sign your firm’s onboarding and disclosure documents.’
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3.
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Add the client’s first name, last name and email address. Option to send via email or text message.
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Onboard by Inviting Client to Complete a Risk Questionnaire

1. To invite a client to sign up for an account on Emotomy by starting with the risk questionnaire, select ‘Client
Invitations’.

2. Click ‘Select 7’ next to ‘Client Risk Questionnaire.’
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3. Fill out the following fields:
3.1. Client’s first and last name
3.2. Select ‘by email’ or ‘by text’. Selecting by text
will open a field for the client’s phone number
3.3. Client’s email address
3.4. Personal message to the client

4. Select ‘Confirm’ to send the email to the client.
Select ‘Send to me instead’ to have the email sent
directly to you. This is a good option to use if sitting
with the client while completing the questionnaire.

5. Once the client receives the email they will be
prompted to:
5.1. Create a profile including name, address, telephone number, etc.
5.2. Complete a suitability questionnaire. Answer questions about investment risk tolerance and goals.
5.3. View a personalized investment portfolio based on the responses to the risk questionnaire.
5.4. Sign your advisory agreement online allowing the advisor to manage the portfolio.
5.5. Open an investment advisory account.
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BUILD A PORTFOLIO USING THE PORTFOLIO ANALYZER
Emotomy allows advisors to build a portfolio using the portfolio analyzer. This guide walks through the process of
selecting building blocks available on the platform. Advisors can review and select one or more building blocks
that best fit the client’s needs. Use the steps below to create a portfolio.

1. Select ‘Build a Portfolio’.

2. Scroll down and select ‘Optimize using a Portfolio Analyzer’.
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3. Enter the portfolio dollar amount in the open field and select ‘Continue’.

4. The following screen will populate with strategy options that can be used to build a portfolio. These strategies are
built and managed by your firm. Select each portfolio to be included in the portfolio and select ‘Next’.

Click on each hyperlinked portfolio
name to view performance
information for each strategy.
At the bottom right, select the green
‘Show’ to open up additional
strategy options.

5. Enter a percent allocation for each portfolio you would like included. The values must add up to 100. Then select
‘Create Portfolio.’
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6. Once the portfolio is created, you will see the characteristics and details displayed under ‘Your Custom Portfolios.’
To save the portfolio, select ‘Save.’

7. Choose a name for your portfolio and enter the client name. Use the dropdown menu to enter the account type.

8. A confirmation will show on screen when the portfolio has been saved. Click ‘Home’ to view your new portfolio.
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UPLOAD ADVISOR DISCLOSURES
Upload your Form ADV, Form ADV2B, privacy policy and business continuity plan. These forms will be included
in the documentation sent to your clients when they open accounts or receive electronic signature requests from
you. Use the steps below to add your forms.

1.

Click ‘Upload Your Disclosures.’

2.

Click on ‘Upload’ next to form ADV2B to upload.

3.

Click ‘Browse.’ And choose your Form ADV2B 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. You have the option of changing the document by clicking ‘Change.’

Note: In some instances, the Form ADV, privacy policy statement and the business continuity plan forms will be
uploaded by your firm and show here as already complete.
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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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