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Getting Set Up

Activate Account
To active your ComplySci account, open your Welcome to ComplySci email and click on
the Activate Account button.
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Compliance Notification: User invitation Emall

Welcome to ComplySci

Elizabeth Sullivan

PLEASE DO NOT REPLY TO THIS EMAIL

You have been invited by Alberto Demo Site 10 join ComplySci.

Your user name is shown below and you'll be asked to set up your password during registration.

User Name: esullivan

Go to ComplySdi to activate your account:

Click here to view on MOBILE devices: ://Jeffeties.complysci. /! pajSedhzpcgMCeDQIRIW_plus_Q%3d%3d

Until your ComplySci account registration is complete, you will receive a new
registration email from ComplySci daily. Please use to most recent invitation to activate
your account as each email invitation link expires after 24 hours. If you do not see your
Invite email in your inbox, be sure to check your junk folders.

For subsequent access to ComplySci, go directly to your login URL, as noted below. Do

not click on your Activation/Welcome email as it is a one-time registration email. For
quick access to the site, be sure to Favorite your login URL in your web browser.
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Create Password

In the webpage that opens after clicking Activate Now, enter the username that was
contained in your Welcome to ComplySci email. Then, create and confirm a password
and click Finalize Invitation.

ComplySci Registration

o Welcome to ComplySci

© Please create your Complysei password to register successfully

t meet the following security requirements:
o
£

your old passwo
{r email address

© Once your password is set, click Finalize Your Invitation to gain access to your company site (company
url)

Password®

Confirm Password*

Please ensure that your new password meets the system requirements:
e 8 characters minimum

1 uppercase letter

3 Numbers

Cannot be the same as your old password

Cannot be similar to email address

Complete Account Registration
Once in ComplySci, review and accept the Terms of Use, then enter details for your
User Profile. Once the details are up to date, click Finish Registration.

Note: After you accept the Terms of Use, subsequent logins will navigate directly to your
ComplySci dashboard.
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Your ComplySci Dashboard

Navigation Menu
The left side of your dashboard houses your navigation menu.

e Personal Dashboard: Your ComplySci homepage which will provide quick
access to certifications, preclearance requests & History, as well as
communication items.

e Communications: Review any open, in-progress, or archived between you and
Compliance

e My Certifications: View the status of all your historical certifications, including
those that have yet to be completed

e My Preclearance: Access previously submitted preclearance requests to see
their statuses or submit new preclearance requests

e Data Records: View your disclosed information including accounts, transactions,
holdings, documentation, and other contributions or affiliations.

e Securities to Watch: If your compliance team chooses to share securities that
are on a restricted list, you can check them here before submitting a new trade
request.

e Proxies: If you have been assigned as a proxy to submit preclearance requests

or data records on behalf of another employee, or would like to assign a proxy for
yourself, you can review and submit that information here

PERSOMNAL DASHBOARD

COMMUNICATIONS

MY CERTIFICATIONS

MY PRECLEARANCE

DATA RECORDS

§ SECURITIES TO WATCH

PROXIES

User Settings

Click on your name in the upper right side of the screen to access/update your account
profile, access support files, report an incident. To the left of your name, you can click
on the three letters designating your current language to update language settings.
ComplySci can be translated to English, French, German, Japanese and Simplified
Chinese.

ENG~ () Elizabeth ~

User Profile
Support
Contact Customer Support

Incident Reporting

® Logout
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Submit Requests and Disclosures

The top portion of your Personal Dashboard is dedicated to submitting preclearance
requests and disclosing information. The Preclear/Self-report toggle enables you to
select what type of submission you will make (a request or disclosure).

Preclear Self-Report

Broker Account @ Trade o Gift & Entertainment 0 Outside Affiliation
Political Contribution PO o Private Placement @ Marketing Material

You can also submit a preclearance request using your left-hand navigation menu and
selecting My Preclearance > Add Request.

B MY PRECLEARANCE

Preclearance History

+ AddRequest

Compliance Requirements and History
The bottom portion of your Personal Dashboard is dedicated to quick access to relevant
compliance requirements or recent history.

Certifications

This section will list out any open Certifications. You can easily understand whether
there are Certifications you have yet to complete. Click View All to view all
Certifications, not just those that are outstanding or open.

# Certifications  viewall

Drag 2 column header and drop it here to group by that column

Y reme Y  Duebst A g

2019 Certification - 2019 Employee Code of Ethics 12/11/2019

Preclearance Requests
View the status of recent requests to determine whether they were approved, denied, or
still pendinc_;. Click View All to access all preclearance request history.

Z Preclearance Requests  Viewal

Y Cameory Y RequesDzms/Time T

Trade Request 10/15/201910:14 AM

Trade Request 10/15/201903:24 PM

Buy 2.00 Bed Bath & Beyond Inc Trade Request 11/26/201912:56 PM
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My Open Communications

Sort, view and open any open communication items. The right side of this section
enables you to sort communication items by those that require review, those that have
been received, or those that you have sent. Click View All to access all communication
items, not just the open ones.

# My Open Communications  view al

Certifications

Identifying Outstanding Certifications
ComplySci makes it easy to identify whether you have outstanding certifications to
complete, both on your Personal Dashboard and In your Left hand navigation menu.

From Dashboard

If you have Certifications to complete, they will appear in the Certifications section of
your Dashboard, with their status and Due Date. Certifications with a red status and due
date are past due, and Certifications with a yellow or green status and due date are
open.

# Certifications  view all

Status A d Mame T Due Date T

2019 Certification - 2019 Employee Code of Ethics 12/11/2019

From Navigation Menu

Outstanding Certifications will cause a red circle and number to appear next to My
Certifications in your Navigation Menu. The number will identify how many Certifications
require completion.

@ MY CERTIFICATIONS (1

\‘ I
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Completing Certifications
Click on the Name of any outstanding certification to open it. Read all instructions,
answer required questions, review data, and click Certify.

Back

Certification: 2019 Certification - 2019 Employee Code of Ethics
Employee: Elizabeth Sullivan

Certification Period: November 26, 2018 - November 25, 2019
Certification Due Date: December 11, 2012
Status: Not Complete

Instructions

Please read the attached Code of Ethics handbook. Once completed, please confirm that you have read the handbook and agree to follow the
conduct expectations.

View Communications ( + Add New Communication )

Certification Document (View Only)

2019 Code of Ethics.p ..

Attachment

&3 DRAG AND DROP A FILE HERE TO UPLOAD OR CLICK TO SELECT FILES

<+ Add from my CS1 Doc Repository

CERTIFY

Please click "Certify" only once, as some certifications may take longer to process

If the certification includes data records to review, and some of the data is incorrect,
click edit to the left of the data record to update the information, or click Back at the top
of the certification page, update the information from within ComplySci and return to the
Certification at another time.

Data Records

How to Self-Report

From Dashboard

If you have information to report (accounts, transactions, holdings, affiliations, etc.),
select Self Report from the Preclear/Self-Report toggle on the top of your Personal
Dashboard. Then select the type of Data Record you will be disclosing.

Preclear Self-Report
Add Accounts e Add Holdings e Add Transactions G Add Gift & Entertainment
0 Add Outside Affiliation Add Political Contribution o Add Private Transaction
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From Navigation Menu

You can also submit data records by clicking on Data Records in your left-hand
navigation menu and selecting the relevant type of information you will share. On the
page for that data item, click +Add from the top right side of the screen.

Add Account

If you would like to add a new account (i.e. Trading Account or 401k), click Add
Account from the Self-Report Toggle on your Personal Dashboard or from Data
Records > Accounts in your left navigation menu.

Accounts s

You will be asked to fill in details for the account on the Add Account page. At minimum,
complete all required fields (denoted with a red asterisks *), share any additional details,

ugload suggorting documentation as needed, and click Add.

Add Account

Account Holder* Account 2 *

Elizabath Sullivan

Account Name (Nickname/description) * Broker/Custodian*

ceount Name Select Account Pravider.

Relationship Account Type

Select Relationship. - Select Accourt Type

Date Opened / Today * Date Closed / Today

Compliance Status Preclear Exsmpt

Aporoved - Praclesr Exempt

Managed Account Cert Exempt

Managed Account Cert Exempt

Paper Statement Required

Supervisor Hote

Attachment

&8 DRAG AND DROP A FILE HERE TO UPLOAD OR CLICK TOSELECT FILES

+Add from my C31 Doc Repasitory
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Review or Edit
To review or edit existing data records, click Data Records from your left-hand

navigation menu and select the type of item you wish to review/update (i.e. Accounts).

Then, click on the particular record you would like to review. For example, for accounts,
Select the account number for the account of interest from the Accounts Page.

Accounts &
Drags column header and drop it here to group by that column
Usernsme Y  Employee Y CEmployeeStatus W Broker/Custodian Y  Acouxs Y  AccountHolder YW AccountType W FirstBrokerReportDste Y
esullivan Elizabeth Sullivan Registered Wells Fargo Elizabeth Sullivan 401k
esullivan Elizabeth Sullivan Registered JP Morgan — John Doe Trading

Elizabeth Sullivan Trading

esullivan Elizabeth Sullivan Registered TD Ameritrade

1-3of3items

If you need to edit the details, select Edit from the top right corner of the details page for
the specific data record. When editing a data record, you can use the Attachment widget

to add/pull any supporting documents.

54245633

Elizabeth Sullivan

€3 DRAG AND DROP A FILE HERE TO UPLOAD OR CLICK TO SELECT FILE
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Preclearance Requests

How to Submit a Request
If you would like to make a preclearance request, select Preclear from the
Preclear/Self-Report toggle on the top of your Personal Dashboard and click on the type

of request.

Preclear | Self-Report

Privats Placemant

On the request details page, fill in all relevant information about the preclearance
request, attach any supporting documentation, and click Submit.

New Broker Account Request
Broker/Custodian *

Select your option...

Account Humber +

LLimited to 500 characters

Is this an existing account?

No

Yes

‘Account Mame (Hickname/Description) =

Limited te 500 characters

Account Holder =

Elizabeth sullivan

Ralationship

Selectyour option...

Account Type

Select your option...

Supporting Documentation

€3 DRAG AND DROP A FILE HERE TO UPLOAD OR CLICK TO SELECT FILES

+ Add from my CS1 Doc Repository

e m

After submission, a box will appear summarizing the request details as well as the
request status. Some requests will be automatically approved or denied, while others
will require additional review from a Supervisor.

Preclearance Request Approved

Where would you like to go?

Personal Dashboard = Mew Request

=
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Submit a Trade Request

From your Dashboard click Preclear from the Preclear/Self-Report toggle and select
Trade or select My Preclearance > Add Request from your left navigation menu and
click Trade from the add request page.

Preciear  Seif-Report

Fill out relevant details including the transaction type and number of shares. To add the
security type, click Search for Security and type in the security details. Note: Search
for Security defaults to “Symbol”, which is not always unique. Simply select the exact
Security Identifier (i.e. ISIN, CUSIP, etc.) to render better results or to search by

Comgang Name.

Trade Request

Transaction Type * Quantity *

Select your opti

ares, not number of contracts
lue. Fér example 35 bands of 31000 should be entered as 35,000

Symoal

& DRAG AND DROP A FILE HERE TO UPLOAD OR CLICK TO SELECT FILES

e “

Click Advanced Search when searching for options, bonds, or futures, or securities on
a limited number of exchanges. Broaden the search by deselecting Exact Match and/or
clicking on the selected security to confirm the details are correct.

Security *

Symbol v

All Security Types
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Disclose Approved Preclearance Trade Requests

After a preclearance request has been approved, it is very important to disclose the
trade upon trade execution so it can be saved as a Data Record in ComplySci. This
tells the system that not only was the trade request made and approved, but ultimately
that you have moved forward with purchasing or selling the security.

To disclose the approved trade, Click on the specific trade request from My
Preclearance > Preclearance History or from Preclearance Requests on your
Dashboard.

Once on the Request Details page, click Disclose. Then, review the details and click
Save. The completed request (Trade, Donation, Affiliation, etc.) will now be saved as a
Data Record.

I ———
Trade Request Details

Requasted By
Elizabeth Sullivan

symbel
BBBY

security Description
B2d Bath & Beyond iInc

Issuer
Bed Beth & Beyond Inc

Security Type
Stocks

Request Date
11/26/2019 1256:53 PM

Processed Date
11/26/2019 12:56:53 FM

Request Status

Approved

Expiration Date
4/2/202011:59:59 PM

Transaction Type *

Buy

Quantity

View Communications + Add Communication

View Supervisor MNotes + Add Hote

fAcr Disciese

13 complysci.com



complysci

Reset Password

If you forget your ComplySci Password, resetting it is very simple. First, navigate to your
ComplySci login page. Under the password box, select Forgot Password.

Welcome to ComplySci

User Name

Password

FORGOT PASSWORD?

Then, enter your User Name and click Reset to trigger a reset password email. Follow the
instructions from the email to create your new password. If you forgot your user name, please
refer to your Welcome to ComplySci email or ask your Compliance team.

Forgot your password?

To reset your password, please enter your Username
(as provided in your welcome email).

User Name
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