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Introduction

Panoramix™ for Financial Advisors is a portfolio management tool with light customer relationship
management with robust billing, reporting, and batch reporting components, both of which extend to
the Client Portal. This manual covers common usage scenarios for report grouping batch reporting,
covering general principals through an example. From here, the imagination of each advisor drives the
extrapolation for individual implementations.

Authorized Use Statement

Usage of this manual is limited by the terms and conditions of the standard Panoramix Software License
Agreement dated March 2, 2017, which covers “any related documentation” (section 4). Only active
licensees of Panoramix may possess and use this document.

Legal Disclaimer

Sapphire Software Services, Inc., a Minnesota incorporated company, develops and markets Panoramix
for Financial Advisors for the convenience of its licensees. Sapphire does not directly employ compliance
experts, and its employees are not authorized to dispense compliance or legal advice. Certain practices
in this manual are designed to enhance the advisor’s ability to withstand an audit or review, but each
advisor is responsible for engaging their own compliance experts to establish their own requirements
and controls.

Panoramix is a registered trademark of Sapphire Software Services, Inc. While every effort has been
made to identify other trademarks, registered trademarks, saying marks, and copyrights held by others,
failure do so in this document does not constitute willful or negligent appropriation of same and does
not negate the ability of the owner to enforce their rights in other cases.

Conventions Used in this Document
Items flagged with this icon are particularly important to remember

Items flagged with his icon are practices followed by a significant number of
Panoramix licensees (see disclaimer)

Items flagged with this icon are for your safety or security

Items flagged with this icon represent areas in which Panoramix recommends
proceeding with caution

oM

Text in bold italics represents an important point, whether flagged with the icon or not.
Text in Bold with capital letters represent the tab levels in the Panoramix interface.
Text in SMALL CAPITAL LETTERS (SMALL CAPS) represent ribbon selections in the Panoramix interface.

Text in bold with lower case lettering indicates a button somewhere other than on the ribbon in the
Panoramix interface (regardless of how that text appears on the button, which is with an upper case first
character).

Non-figure-caption text in italics represent selections within the Panoramix interface.
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The text is written in the Calibri TrueType™ font for ease of readability on electronic media. Should the
advisor require another font or font size selection for Americans with Disability Acts reasonable
accommodations reasons, please contact Panoramix Financial Support at
support@panoramixfinancial.com.

Likewise, contact Panoramix Financial Support at the e-mail address above with suggested corrections,
additions or deletions.

The term client is reserved for referring to the individual(s) who engage with the financial advisor, while
the word advisor? refers to the consumer/licensee of the Panoramix software (regardless of their status
as an actual advisor in your firm).

All data displayed in this manual originates from the Panoramix test system. You will likely see the
humor of developers and testers represented in certain image clips.

General Guidance
e Create report groups through the Reports, BATCH REPORTS screen and use them as the source for
either delivering batch reports to multiple/all clients or to individual clients.

o Areport group is any collection of reports you create.

o Report groups can then be used to distribute in bulk (that is batches) to multiple clients
simultaneously, or to individual clients—in preparation for a scheduled review meeting,
for example.

o The content of these report groups may—or may not—differ depending upon the
distribution level, type, or location.

e Keep your reporting simple.
e Keep your reporting methodologies consistent.
e Compliance is king.

o We at Sapphire Software Services, Inc. do not give compliance advice.

o We do, however, recommend that you work closely with your compliance advisor(s) and
your regulator(s) to establish your standard operating model.

o Some things to consider in those conversations include the following.

= Retain copies of all generated billing reports, export files, and client statements
on a media that cannot be edited or altered once the file is written there (often
referred to as write once read many [WORM] media).

= Place limitations on, and create audit trails related to, any edits to exported
documents, spreadsheets or other files once they leave Panoramix.

= Maintain language consistency when communicating with your clients—for
example, it is all-too-easy to slip into saying “average daily balance” because of

! Panoramix uses the spelling advisor, with an o, as opposed to adviser, with an e, for two reasons. First, even
though the English Oxford Dictionary, AP Style Guide, and several other sources prefer the older form of adviser for
all usage, advisor is the de facto standard in North America for referring to the job title of an individual who earns
a living by working in an advisory capacity in academics or financial services (note, too, that the adjective form of
the word is always spelled with an o). Second, it’s more pretentious and calls attention to your special role (to
those who are aware that adviser appears roughly three times as often in print than advisor).
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the prevalence of that parlance in the banking industry; however, “average
balance” is accurate for Panoramix purposes.

Prerequisites to Report Group Creation and Delivery

Several elements determine the success of running report groups. The primary items are 1) to know
which reports you desire in a group; and 2) what parameters you desire for each report. Reviewing all
the available reports in Panoramix and all the available parameters is outside the scope of this
document. That appears in the General Reporting Manual—which is also available where you found this
document, on the Panoramix Help Guides site under the Help menu. The path of least resistance is for
you to access the reports and “play test” the ones that appeal to you for inclusion in one or more
groups. This manual creates a sample report group with you as working example as how to do it. Your
best course of action is to spend time getting to know the reports and the come back to create groups of
reports you want to run together or in batches.

Also Outside Document Scope
There are several prerequisites to running report groups together which are outside of the scope of this
manual. These include the following items.

e General client set up.

e General account set up.

e Client e-mail setup/validation.

e Establishing the client vault.

e C(Client portal set-up, access, and invitations (watch for a video guide on this prior to year-end
2018)

e Specifics related to billing (refer to the Panoramix Billing Manual or the Panoramix Billing Quick
Reference Guide).

Each of these is covered in detail in other documents as noted.

Getting Started—Background Work

In general, there are three prerequisites to complete prior to creating report groups and distributing
them in batches or to individual clients.

1. Knowing which reports to include in the group.
2. Setting your Report Settings overall.
3. Identifying which clients receive a group of reports.

Report Selection

Presently, Panoramix ships with over 50 different standard reports, including sixteen different
performance reports, statements and invoices, client details, and various summaries, snapshots, risk and
analytics reports, and the like. Selecting which reports you wish to include in a group depends upon the
purpose and frequency of your communication, and the narrative for your client or internal analysis
needs.

The best methodology is to become familiar with the scope of the various reports (see the Panoramix
General Reporting document available from the same location in which you found this document) and
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select based on that need. The best way to become familiar with the reports is to run them, study the
content, and become familiar with what they tell you and your client.

Want to know which parameter setting is better for you, x or y? Pick x. Run it. Examine it, save it for
comparison. Pick y. Run it. Examine it. Compare it to x. Which is better for you? Only you will know for
certain.

Establishing your Report Settings

Find several Panoramix report configuration settings under Settings, Report Settings. Here’s a chance to
talk about the difference between your Master Username and other usernames with access to
Panoramix. All the settings described below are best suited to being established using the Master
username, for when you do the are then set for all other users with access to that master domain of
data. Individual users may still override those master settings with their own, provided they have the
security access to do so. All that is out of scope for this manual, and you should review your firm needs
with Panoramix Support.

Report Logo

Remove the Panoramix logo and replace it with your own logo from the Settings, Report Settings tab.
Use the remove picture and upload picture buttons. Your logo may be in .JPG, .BMP, or .PNG format. A
.PNG file formats to the report space allocated for logos most efficiently while maintaining its color
integrity. .PNG files render the most quickly of the formats, and whenever possible, Panoramix
recommends using a .PNG file format for your logo. Ideally, a .PNG file 300 PX wide in fact. .BMP files
can be large, difficult to scale into the space allocated, and drop colors in unpredictable ways. .JPG
(.JPEG) files work well for photo-art, but the Joint Photographic Experts Group (JPEG) does not
recommend the format for logos or icons.?

Report Disclaimer

Work with your legal / compliance experts or regulators to craft your report disclaimer text. This text
appears in the report footer for all client-facing reports. Should your disclaimer text become longer than
that which will conveniently fit in a document footer, you may wish to include it as a separate .PDF
document in the group. We cover how to do that below.

Report Titles
Change the report title of any report® here. If you’ve made a change and want to reset to the Panoramix
default title for the report, use the reset to default button. Save changes.

Custom Benchmarks

Custom benchmarks allow you to create and maintain your own benchmarks based on either a fixed
percentage return or by blending the available Panoramix indexes into your own performance gauge.
It's easy to add custom benchmarks to your reports. From the Settings tab, SETTINGS, Report Settings,
select custom benchmarks, add. Give your custom benchmark a name and complete options as shown
in the figure below.

2 Source https://ipeg.org/ipeg/index.html. Accessed 3 December 2018.
3 Except the advisory-level reports, but you can’t put those reports into groups anyway so it should come as no
surprise that you cannot change the titles.
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Custom Benchmark Name |70-30 Blend
) Fixed Return | %
70% S&P 500
20% Vanguard Total Bond Market Index Inv
10% Fidelity Spartan US Bond Idx Investor

All Country World Index

BlackRock 20/80 Target Allocation Instl
BlackRock 40/60 Target Allocation Instl
BlackRock 60740 Target Allocation Instl bl ; * Pan,,

BlackRock 80720 Target Allocation Instl

Consumer Discret Sel Sect SPDR ETF

Consumer Price Index

Save | [ elete cu

Consumer Staples Select Sector SPDR ETF
DFA Global Allocation 60/40

Dow Jones Industrial Average

Dow Jones U.S. Real Estate Index

Energy Select Sector SPDR ETF

Fidelity Spartan US Bond Idx Investor
Financial Select Sector SPDR ETF

Figure 1:Editing a custom benchmark for use in future reports

Enter percentages as decimal values. For example, enter 10% as .1. Panoramix warns you upon saving if
your percentages do not add up to 100%. To remove a row, highlight it and click delete current row.

When complete, click save.

Fee Statements

Text you type into the four text boxes will appear on the fee statement or in the email exactly as you
enter it. Panoramix uses your local spell checker dictionary for spelling validation, underlining suspected
misspellings in red. The four text boxes are defined below.

e Custodian disclaimer—custodians generally disavow their responsibility to calculate fees. Their
text belongs here.

e General disclaimer—Your general disclaimer as you desire it. You may wish to include notices
about what documents the client received when establishing their relationship and how to
obtain copies should they desire.

e Email subject—Subject line of the email generated related to fee statements. Panoramix
recommends keeping it short, attention getting, and consistent so that clients come to
anticipate it over time.

e Email body—Text for the body of the email message. Should you require help with specific
formatting, please contact Panoramix support at Support@PanoramixFinancial.com.

Batch and Group Reports

Text you type into the two text boxes will appear on the batch and group reports email exactly as you
enter it. Panoramix uses your local spell checker dictionary for spelling validation, underlining suspected
misspellings in red. The two text boxes are defined below.
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e Email subject—Subject line of the email generated related to fee statements. Panoramix
recommends keeping it short, attention getting, and consistent so that clients come to
anticipate it over time.

e Email body—Text for the body of the email message. With a little bit of knowledge about HTML
tags and formatting commands for email clients, you can create messages that will stand out for
your own clients. Should you require help with specific formatting, please contact Panoramix
support at Support@PanoramixFinancial.com.

Custom Titles

Allows you to change the title appearance for Basic, Time Weighted, and Money Weighted should you
desire. (See appendix B.) also allows you to alter the text related to the display of Gross vs. Net of Fees
in your reporting. This is a good chance to mention that just because Panoramix allows you to do
something doesn’t necessarily make it a stellar idea. Check with your compliance person before you
change this text. Again, it’s easy to restore to the Panoramix defaults with the click of a button. Save
changes.

Other Settings

Checking the Make “As of Today” report date equal the last business day check box makes all “as of
today” settings equal to the end of the last business day. This is the default setting and uses data from
the overnight downloads to Panoramix for reports. Click save.

The Adjust reports in batch for duplex printing setting inserts a blank page (with this page intentionally
left blank message) on an even-number page that would start a new report without having this box
checked. For example, for a group report with a cover page and any other report in it leaving this box
unchecked will start the printing of the report on the “back side” of the cover page when printed on two
sides of a page (known as duplex printing) using your printer. Checking this box will print the text “this
page intentionally left blank” on the back of the cover page and begin printing the report on “page 3.”
This setting is especially useful when printing multiple reports in a group in duplex mode and you desire
a clear delineation between the end of one report and the beginning of another where any report in the
group produces an odd number of pages.

Include Date/Time Stamp in Footer is here because some states require that all reports delivered to a
client either in print or electronically include this information on the report. If you’re in such a regulated
state, make sure you set this parameter to true by checking the box. Even if you don’t it’s a really good
practice to do so. Save changes.

Display parameters vertically is the best thing since frozen toast. It moves the parameter jumble from
the top of the screen to an easier to use vertical listing on the right side of the screen.*

By default Panoramix only exposes Net of Fees calculations. With release 1.1.0.66 in January 2019 we
introduced the option of turning on a Gross of Fees calculation method. To activate Gross of Fees, check
the Allow Gross of Fees check box and click save. Once enabled, the Gross of Fees check box in affected
reports will be active.

% Yes, that was really most opinionated of me. I’'m entitled.
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The Allow Gross of Fees setting is only available to the Master ID for your firm. Impersonating IDs have
no access to this setting. Prior to engaging this setting check with your local compliance specialist.

Client-to-Report Matching

This is a two-step process and is useful for both batch generation and for individual client generation of
report groups. In this section we will cover the first step, assigning clients to categories. By assigning
clients to categories, you can perform actions on groups of clients at once, by category.

For example, perhaps you want to act on clients by generation indicator. In that case, you may wish to
create the following categories:

e Traditionalist—Those born 1945 and prior;

e Boomer—Those born 1946 to 1964;

e GenX—Those born 1965 to 1979;

e Millennial—Those born 1980 to 1995;

e GenZ—Those born 1996 to 2014; and

e GenAlpha—Those born 2015 to present (through approximately 2032).

Once you assign each client to a generation group based on their birthdate, you could then target
specific information and reports to specific generational groups. For example, you might have different
versions of a quarterly newsletter containing different articles for different stages of life based on those
generational tags. A GenZ client might need a “basic terminology guide,” a millennial might need a
“risk/rewards”” piece and a boomer may need a “mistakes to avoid when taking distributions” primer.
Later you'll see how to add a .PDF to a report batch to meet that desire.

The figure below shows a section of the Client Contact Information screen as a composite. The Personal
Information shows that the categories drop down list is multi-select. That is, a client may belong to any
number of categories from zero to N with N being the maximum number of categories you have created.

Clicking the manage button allows you to add and remove categories.

e Toremove a category, select the checkbox to the left of the ID/Description (the column is titled
“Delete?”) and click save.
e To add a category:
o Scroll to the bottom of the list;
o Check the blackened checkbox to activate the new row;
o Type in a name for the category in the Description column (The ID is automatically
assigned by Panoramix) and
o Click save.
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[ ] Inactive
[] 1 Referral
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Figure 2: Personal Information for client, showing categories list and manage dialogue box

Creating Report Groups

Prerequisites complete, this section covers creating report Groups and running them in both Batches
and for individual clients.

From the Panoramix interface, select the Reports tab, BATCH REPORTS ribbon selection, Generate Reports
tab. See the figure below for an overview of the ensuing screen.

You may add any number of report groups and each report group may contain any combination of
reports.

Let’s get to the nitty gritty.
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Displaying data far
;. Panoramix Demo (Deme1)

Rabe u
Batch Reports
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Ful Text
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Quarterly Performance

|
C \
:] ‘ ::: Reports hamburger menu list Save early, save often.
[]  FeeStatement Test | feiee
[ meLDecos
O mewezm2 ‘
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)
[ add
(| | = Report Groups hamburger menu list
; Detete
O ‘ Dupican Repors | Sertings
O SEED = Reports Left: a sample of a report group with
O ‘ three Panoramix reports and three
5 Cover Poge - Landscope. advisor-created .PDF files in it.
Basic Summary
L ‘ Portfolio Snapshot
L iAdvisery-U LLC Quarterly Newsletter (PDF)
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= ibdviseryl) LLC Long Form Dusclaimer (PDF)

Generate Button

e

Figure 3: Report Groups Creation and Generation main screen

Functionality of the Reports Groups
Add o .
hamburger menu covered in “Creating a
Edit New Group.”
Delete
Save
Duplicate Save early, save often.
Refreszh

Figure 4: Reports Group hamburger menu for working with assemblies of reports. Save button also shown.

Add The functionality of the Reports See the
) hamburger menu selections covered “Generating Batch
Edit in “Creating a New Group.” Reports” section
Delete for full description.
Figure 5: Reports hamburger menu for working with reports in the group Figure 6: The generate button

Creating a New Group

From the Report Groups hamburger menus, select add. Give your

report group a descriptive name in the ensuing dialogue box (see Create report group
right) and click save. You now have a report group. There’s

nothing in it, but you have a report group. Had that been all you

wanted, this could have been a very short manual.

Enter description
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Add Reports

Once you have a named Report Group, you may begin to add report content to that group. Report
content can be any number of Panoramix reports in combination with any number of .PDF files which
will all be run as a single batch and combined into a single output file.

Add a .PDF

Any .PDF file may be added to a reports group. See the figure below. This is a great method for including
a quarterly newsletter, or subscription market watch journal for which you have distribution rights, as
an addendum to other quarterly reports, for example. Recall the earlier example related to including
different versions of a newsletter based on generation classification. This is where you add the various
versions of your newsletter to your different report groups. The best method for doing this is to create
your content as a .PDF file (MS® Office tools such as Word™ and Excel™ among many others allow you
to easily save as .PDF) in a specific location with a relatively generic name that you can use over again
and again. Then, in Panoramix perform the following steps. (This example is based on a quarterly
newsletter created in house.)

1. Select (highlight) the Report Group to which you wish to add the .PDF (the reports included
display in the Reports list).

From the Reports Banner, click the add button.

In the ensuing dialogue box, choose the select PDF radio button.

Type in a description that will show in the reports list.

Select the file you wish to include using the ... (browse) button functionality.

Click save.

ok wN

Panoramix saves this report as part of your data in the cloud and all users in your firm will be able to run
the report group without necessitating direct access to the file location whence it originated.

Part of your monthly/quarterly (however often

Edit Report save | Cancel you generate a batch with an attached .PDF file
O Select Report in it) work will be to maintain the contents of the
— group containing any .PDF file(s).
Reports Settings
S Reports
Cover Page - Landscape
Basic Summary
(@) Select PDF Portfolio Snapshot
Description |iAdvisory-U LLC Quarterly Newsletter iadvisory-U LLC Quarterly Mewsletter (PDF)
Path B . iAdvisory-U_Quarterly_Newsletter.pdf II' iAdvisory-U LLC Boomer Supplement Newsletter (PDF)

iAdvisoryl LLC Long Form Disclaimer (PDF)

Figure 7: Adding a .PDF file to a group of reports—Ileft, process; right, result in Reports list

Add Panoramix Reports
This is the fun part.

Once you know which reports you want to include in your group, you add them by selecting add from
the reports hamburger menu. You then select the report and set its parameters in the dynamic dialogue
box and save those settings. Once you have set the parameters for any given report, they are saved for
future runs within that group. The same report in different groups may have different parameter
settings.
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What follows are three examples. Even if you don’t think you need examples at this point, read this
section, as there are some decent nuggets of information that you’ll thank me for later.

Add a Cover Page

Panoramix ships with two versions of a cover page, one in a portrait orientation and one landscape. Pick
the one that matches the majority of the reports you are including in your group. Note that most
Panoramix reports are landscape, and even if they are not you will have the option (covered later in this
manual) to produce a portrait report in landscape mode, so most often the logical choice for a cover
page is the landscape version. From the Reports banner, click add. In the dynamic dialogue box, click the
down arrow next to Basic Summary to expand the list of available reports and select the Cover -
Landscape report (See figure 8). The dynamic dialogue box changes to display the parameters for the
cover page (see figure 9).

Add report =

Edit Report Save Cancel

@ Select Report

NOTE: The width of the dynamic dialgue box expands as

2 your cover page title gets longer (Figure 9). There is no
I . .
2 spell checker in this text box—type carefully.
]
Honth 2 Edit Report Save | Cancel
Show Benefic d: |
chow s =2 (@) Select Repart
Show Asset Allocation Chart ¥ Cover Page - Landscape ¥ Household
Group Asset Allocation By Asset Class N Title Sapphire Financial Customized Title for Landscape Title Page
) Select PDF
Figure 8: Add Report dynamic dialogue box showing report list Figure 9: Cover Page report example

To include a new cover page for each household group, as opposed to everyone regardless of
household, select the Household check box. Enter a title for the cover page. This title will appear on the
cover page exactly as the text appears in this text box.

Click save. The cover page is now in your Reports list.

A Note Regarding the Household Check Box

When working at the report level, selecting the household check box creates that report at the
household level. The head of household® or first person in the household association becomes that
report master record. Clearing the check box instructs Panoramix to create the report for each client
regardless of household.

Later, when working on the distribution of these reports, there is another household check box.
Selecting the check box in that instance creates one set of reports and distributes them only to the head
of household or first person in the household association. Clearing the check box in the distribution
settings, while leaving the household check box value checked at the report level (the level in this

5 Head of Household is a formal designation in Panoramix. Any contact in the household may be flagged as the
head of household, but there may only be one head per household. This drives considerable behavior in
Panoramix, and you should strongly consider setting this flag—especially for households of three or more contact
records.
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section of the document) will send the same reports to all the clients in the distribution regardless of
household. This is a good way to ensure that both partners in a spousal relationship receive the same
information for their household in their Client Portal, for example.

(See, I told you there were good nuggets of information here.)

Add a Basic Summary

From the Reports hamburger menu, click add. The Basic Summary report is already active (see figure
10). Set parameters for the report and click save. The Basic Summary report is now in your Reports list.

Edit report o x Selecting this report for the example is a
£dit Report S— good object lesson for two reasons. First
it is one of the minority number of
® Select Report reports that prints as a portrait page by
BasicSummary ¥ | Houschold < default, so it’s a good method of seeing
Show Clients Breakdown o the impact of overriding that later.
Show Accounts Breakdawn ] Second it has a relatively few number of
As of Today V| parameters to explain, yet the way in
EndlofEs =t M which those parameters function affects
veer a number of other reports.
::::Beneﬁmemﬂsmds . Und?rsta nding them for this report
o Aecounte Chast - applies to many others.
Show Asset Allocation Chart =
e T, Asset Class . For a complete list of all report
. descriptions, all parameter descriptions
Seieatror and charts which show which reports
Description contain which parameters, see the
Path General Reporting Manual.

Figure 10: Basic Summery report with parameters set as desired

e Household—Checking the household box instructs Panoramix to create a report at the head of
household (or first member of household encountered) and not for each member of the
household. (See “A Note Regarding the Household Check Box” earlier in this document.)

e Show Clients Breakdown—Selecting this option adds a display of each client’s holdings for
householder clients as a grid (see image below). This grid appears above the Accounts and Asset
Allocation graphs on page one of the report.

Clhient Portfolio Valus Net Worth Annual Income Investment Assets

Bob Anderson 053, 11203 51,279,900 998.00 000 $1.00
Laura ARderson $135671.25 $500,000.00 75,000.00 $40,000.00
Bob Anderson & Lalia Anderson $123,56060 000 000 .00

e Show Accounts Breakdown— Selecting this option adds a display of each client’s holdings by
account for householder clients as a grid (see image below). This grid appears above the
Accounts and Asset Allocation graphs on page one of the report.
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Client
Bob Anderson

Bob Anderson & Laura Andesson

Laura ARderson

Total

Account Number
Er e nttk ]
IOOO523Z
IOOE64S
FRHIHEITA
FRHFHATEL
BT
D001
Tola
FRHHH 32
Total
FNE3LAD
Total

Panoramix™ Group & Batch Reporting Manual

Company
American Funds
T AmeniTace

American Furnds

TO Amefirade
Amefican Funds
TO Amenirade

TO Amefirade

Amenican Funds

Description Value
Baob’s 401k 566.203.44
Sob's Personal Stocks 5796, 455,00
Vanable 52805 6]
D=ty $3,333.00
Bab's Raoth 5415459
Fluzd 52,300.00
Proteus Liquid asse! 5100,000.00
5553, 11206
Joint Retirement $123,360.60
Aczour
512396060
Laura's 401k HEEMS
HEEMES
$1,242.743 83

Licensed Advisors Only

NOTE: it is redundant to check both the Show Clients Breakdown and Show Accounts Breakdown
checkboxes.

As Of Today—Selecting As Of Today overrides End of Last Period and the Year and Month

settings. It also overrides later end of month settings in the post-initial-generate dialogue. This is
the highest level of override. Clear this value to ensure that you are using either end of period or
a specific month-end.
End of Last Period—Selecting End of Last Period overrides the Year and Month settings, and
instructs Panoramix to use the end of the previous month for the report.

NOTE: End of Last Period is also the default setting. If you clear this check box, the As of Today
check box and the Year and Month text boxes, you will generate an End of Last Period report for
the end of the previous month.

Year—four-digit year (present or past) of the ending date for which you want to generate a
report when neither of the above date options checked. Used in conjunction with the month
value, below.
Month—See Year, immediately above. The single-or-two-digit month value for the month-end
for which you want to generate the report. Remember that in order to generate a report for a
prior period using the month/year settings, both the As Of Today and End of Last Period check
boxes need to be cleared.

NOTE: When setting these run-through dates for multiple reports in a group ensure that you are
setting each report’s parameters identically across the group. Inconsistency in parameter setting
results in reports incorporating information for different periods. Failure to select any run-
through option may cause the report to be skipped when generating the group of reports.

Show beneficiaries/Insureds—Selecting this option displays beneficiary and/or Insured
designations on the report.

Show Accounts Chart—Toggles the display of the accounts chart on or off.
Show Asset Allocation Chart—Toggles the display of the asset allocation chart on or off.

Page 17 of 35



e Group Asset Allocation By—presents a list of ten different
categories by which you may slice up the asset allocation pie chart
on the report. See image to the right for the list. The definitions for
these items is in the General Reporting Manual.

Add Portfolio Snapshot

From the Reports hamburger menu, select add. Click the drop-down list
next to Basic Summary (see figure 8), select Portfolio Snapshot. Set
parameters for the report and click save. The Portfolio Snapshot report is
now in your Reports list. See the General Reporting Manual for more on
this report.

Aszset Class

Aszet Type
Secunty Type
Account Model
Secunty Model
Account Group
Security Category
Account Category
Holding

Qualified

Notice that when there are too many

Edit Report swe lcnel  parameters for the size of the box,
@ Select Report Panoramix adds a scroll bar to the right.
Portfolio Snapshot ¥ Household

e — There being at least 30 parameters for
Start Dote Year this report, and since all of them are
e ventn B covered in the General Reporting
As Of Today
£ of Last Parod Manual, | shall not cover them all here. |
Year will cover a few of those with unique
Honth properties, to reiterate certain
Basic (| b h .
e ehaviors.
Mod Dictz 0 e Household—Checking the
Benchmarks - household box instructs

Use Money Weighted Benchmarks
Expanded

Show Fees

Show Commissions

Hide Zero Balances

Show Asset Allocation Chart

KRNI A YRR B CO RN 3|

Show Portfolio Value Chart

Panoramix to create a report at
the head of household (or first
member of household
encountered) and not for each
member of the household. (See

Column 1 Current Qtr L ”A NOte Regarding the

() Select PDF

Description

Path

Figure 11: Portfolio Snapshot report parameters dialogue box

Household Check Box” earlier in
this document.)

e Since Inception—Checking the since inception box overrides the Start Date Year and Start
Date Month options below. Panoramix includes all data from the earliest date for which it

has the data.

e Start Date Month/Year—If the date you enter is later than the earliest date for which
Panoramix has data, earlier data is excluded. If the date is earlier than the available data,
Panoramix uses the data available, which is the same as selecting Since Inception above.

e As Of Today—Selecting As Of Today overrides End of Last Period and the Year and Month
settings. It also overrides later end of month settings in the post-initial-generate dialogue.
This is the highest level of override. Clear this value to ensure that you are using either end

of period or a specific month-end.
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End of Last Period—Selecting End of Last Period overrides the Year and Month settings, and
instructs Panoramix to use the end of the previous month for the report.

NOTE: End of Last Period is also the default setting. If you clear this check box, the As of Today
check box and the Year and Month text boxes, you will generate an End of Last Period report for
the end of the previous month.

NOTE: When setting run-through dates for multiple reports in a group ensure that you are
setting each report’s parameters identically across the group. Inconsistency in parameter setting
results in reports incorporating information for different periods. Failure to select any run-
through option may cause the report to be skipped in the group.

While Panoramix allows you to show all three calculation methods (Basic, Money, and
Modified Dietz—TWW) on many reports, it is rarely done as showing all three may lead to a
plethora of client questions about your math.

Benchmarks—a multi-select drop-down list of available benchmarks. Select one or more
benchmarks you wish to include on the portfolio snapshot. This is benchmarking at the
report level. If you are using Panoramix to track benchmarks at the account level, see Show
Account Benchmarks, below.

Use Money Weighted Benchmarks—When using benchmarks, selecting this parameter
shows the impact of the client’s buy and sell activity on the benchmark itself. Believed to be
unique to Panoramix, using this parameter allows the advisor to show the client a
comparison to a benchmark that takes into account their own transactional activity in the
Money Weighted rate of return calculation

Expanded—Adds portfolio returns at the account level to the report.

Hide Zero Balances—Hides all accounts that had zero balances at the end of the period.
Show Asset Allocation Chart—Turns on the display of the Asset Allocation Chart. This is a pie
chart displaying the percentage of the portfolio allocated to accounts based on the Group

Asset Allocation setting from the drop down (see below).

Empty
Show Portfolio Value Chart—Turns on the display of the Portfolio Value Current Manth
Chart. This is a line chart on the extended version of this report and an Current Qtr

Previous Month

area chart on the legacy version which shows the portfolio value Previous Qtr
compared to the investment value over time, corresponding to the :hm Month

ree Months
timeline for the report.

One Year
Three Years

e Columns 1 through 5—See list of periods available in the image to the
right. Each of the five columns may be set to any of the available return
periods. Setting any column in the order to empty hides the column,
regardless if it it falls first to last. Each one, three, or five year period uses

Five Years

Calendar Year 1
Calendar Year 2
Calendar Year 3
Calendar Year 4

Panoramix™ Group & Batch Reporting Manual

Since Inception

the run-through date as its reference point. That is, if you run the report
through March of 2021 and it is now November of 2021, a YTD (Year to Date) calculation will
run only through March, not November. Calendar Year 1 — 4 allow you to set the columns to
specific past calendar years. For example, if it is now March of 2021 and you select Calendar
Year 1 the column will be for the calendar year 2020. Calendar Year 2 equates to 2019. Etc.
through Calendar Year 4—2017. In 2022 the year 2017 falls off and Calendar Year 1
becomes 2021. In general, you should select periods for which you have data in Panoramix,
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and the periods should become more expansive as the column number increases. Regarding
the latter, showing the current quarter in columnl, a three-year return in column 2, one-
year in column 3, and five years in column four is possible, but not a logical presentation for
your client. Presenting data from shortest to longest period is a more natural progression.
Regarding the former, if you only have three years worth of data in Panoramix, showing
both three years and five years as two of your column values will show the same return
results until such time as you build five years of history. This, too, is probably not an optimal
client presentation. (Not that we’re trying to be sauceboxes by telling you how to run your
business...) When Columns 4 and 5 are set to “empty,” the report generates in portrait
mode in the legacy version by default. If column 4 contains data, it produces in landscape
mode, even if one of the preceding columns is set to “empty.” This landscape mode differs
from the version of the report generated when either Column 5 is set to something other
than empty or when you check the Show Extended View checkbox, as it too uses the legacy
layout and charts. Using column five for any setting automatically converts this report from
a single-page portrait-by-default report to a two-page landscape report in a completely
different format. See Show Extended View, below.

e Show Extended View—Whether you have Column 5 set to include data or not, checking this
box converts the report to a two-page landscape version with additional information, and
different versions of the charts, if you’ve enabled them. It has a “more modern” look to it,
with more whitespace.

Edit Account Edit Security o

Asset Class
Asset Type From Asset Map Account Information

Edit Secu rity Save Cancel Cost Basis & Gains

Security Type
Account Model
Security Model
Account Grou
Security Group

D]

[ 5

[ O
5]

!

i

Managed Portfolios v | Manage

Categones Manage
High Risk

Low Risk \

Mot \

Managed Portfolios Moderate v Manage

Categories - Manage

Figure 12: The Group Asses Allocation drop-down list with explosion of various value sources
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e Gross of Fees—By default Panoramix only exposes Net of Fees calculations. With release
1.1.0.66 in January 2019 we introduced the option of turning on a Gross of Fees calculation
method. To activate Gross of Fees, you must first activate it by navigating to Settings,
SETTINGS, Report Settings, Other Settings, check the Allow Gross of Fees check box and click
save. Only the Master username or another user granted Administrator-level access may
change this setting. Once activated, the Gross of Fees check box in this dialogue will be
active and any user may select it.

e Show Non Performance— Toggles between displaying
and not displaying non-performance related items to

Save | Cancel

Billing and Performance

the bottom of the report.
. . . Exclude From Performance O
® Annualize Return— The default option on the Portfolio  __ ... s O
Snapshot, Account Performance History, and Generic Fee Schedule <defauit>
Performance reports. Unchecking this parameter Fee overnde Hone vjleco® ]
Additional Fee (Annual) MNone v |D.DODODD
converts the return rates to total return rates for the T @ S
date range selected. Bill to Account Number
Spread Billing to Other Accounts [
e Show Account Benchmarks—Allows you to use the g Stert Date (overrice] X
benchmark settings you’ve established at the account Benchmarks
level. (From the Portfolio Dashboard edit an account, M"”Eﬂ'%&kmwE‘” |
. —— f—
set the Benchmarks parameter from the multi-select E:ﬂ:‘:gmm '
drop-down box in the Billing and Performance tile, Ll Z3gieme

click save.) The image for this is on the previous page—sorry about that.

Final List for this example
For this example, you could end up

Reports ’ '
with a group that includes three
Cover Page - Landszcape Panoramix reports and three of your
Basic Summary Panoramix reports. own .PDF files. When you generate
Portfolic Snapshat this group, you will want to ensure
iAdvisary-U LLC Quarterly Newsletter . that it is distributed to your target

audience—in this case clients you
have tagged as members of the baby
boom generation (Boomers).

ifidvisory-U LLC Boomer Supplement Newsletter & poE<
ifdvisoryU LLC Long Form Disclaimer

Figure 13: Example of targeted audience group of reports

Remove Reports
To remove a report from a group, highlight the report in the Reports list and select delete from the
Reports hamburger meny. At the confirmation message box, select Yes.

Edit Report Parameters
You may edit any report parameters by either double-clicking on the report name in the Reports list or
by highlighting the report and selecting edit from the Reports hamburger menu.

Re-order Reports

You may add reports to the group in any order, keeping in mind that they will combine into the resulting
.PDF file in the order in which they appear in the Reports list. To re-order the list, select the report that
you want to move, click-and-drag it up or down the list to the place you desire, and drop it there.

Panoramix™ Group & Batch Reporting Manual Licensed Advisors Only Page 21 of 35



Editing an Existing Group Name
The Reports Groups edit hamburger menu selection (see figure 3) allows

you to edit the name of the highlighted (not selected with the check box, Edit report group
highlighted) report group (see dialogue box, right). To edit the contents of Eoter descetion [N
the reports in the group, use the menu selections from the Reports section

hamburger menu See Creating a New Group for specifics related to button
functionality.

Deleting a Report Group

To delete a Report Group you no longer need, highlight the report (don’t use the multi-select check
boxes) and select delete from the Report Groups hamburger menu. Confirm your deletion in the
ensuing message box.

Creating a new Report Group based on the Content of an Existing Group

You may easily duplicate all the contents, report settings and distribution settings for a report group as
the basis for a new group by highlighting the group you wish to duplicate and selecting duplicate from
the the Report Groups hamburger menu. Give the group a new name and then easily make changes to
report content, report settings, or distribution settings.

Refresh Report Groups List

The refresh menu selection refreshes the present list of report groups and their associated reports and
distribution settings from your local computer’s memory and re-sets those values from data stored on
the Panoramix database server. It also ensures that all links to such things as .PDF files in the Reports list
are current and pick up any new content upon report generation.

The Settings Tab

Introduced in release 2.0.0.18 in February of 2021, each report group may have its own settings, saved
for all future executions of the batch without need to change the settings at generate time.

Reports Settings

Report Options Report Filter

Group by Househeld Contact Category

Save to User Folder Online

The options and settings work exactly as described in the next section of this document, Generating
Batch Reports, so please refer to that material. At generation time you may elect to change of the
settings provided here and when you execute the generate task, the settings at run-time will replace the
settings you established here.
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Generating Batch Reports

Begin by selecting one or more groups of reports to generate
together (see image, right, for example). Once you have
selected one or more, click the generate button, found in the
lower left panel of the Generate Reports screen.

In this section we will break down the

functionality of the ensuing, complicated-looking
dialogue box, shown in the next figure below.

Select Description

Note that each selected group of reports has its own tab. The IMBELDocol
Report Options settings apply to all groups for which you are IMBLDoco?
generating reports. The settings you elect on each tab’s File IMBLDoco3

Name and Report Filter sections affect only that group of reports, so each group can have its own
parameters regardless of how many groups you generate simultaneously. Each tab has the same
settings, so we will cover those options only once in this document. You will need to examine each
report groups’ settings for accuracy as you desire.

JMBLDoco1 | JMBLDoco? | JMBLDoco3

Report Options Report Filter

[¥] Group by Household Contact Category | Account Category | Misc
[T] Save to User Folder

[] Save to Local Folder Select ® All O Specified

[] Email reports CCto Annual Fees

[] Additional Delivery Options

[C] Run as of EOM

[] Use Delivery Options

[] Generate all reports in Landscape mode
[T] Insert file before each contacts' reports

[] Insert file after each contacts' reports

File Name

Example:  JMBLDocol Contact Nome 123 20190401.pdf

Prefix Include Date (] ® Or (match any selected)
Include Report Group Name (V] Date Type | Today v And (match all selected)
Include Contact Name v Date Format | yyyyMMdd ) Match ALL EXCEPT selected

Include Contact Id

i

Separator Space v

1 Generate T 1 SaveSenipgs [ i Cancel |
Figure 14: Main Generate Batch Reports Screen showing three tabs, one for each of the 3 groups selected at generate

Report Options
e Group by Household—\When working on the distribution of these reports, the household check box
sets only the distribution of the reports, not how the reports themselves are grouped. (See “A note
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regarding the household check box” earlier in this document). Selecting this check box creates one
set of reports and distributes them only to the head of household, or first person in the household
association. Clearing the check box, while leaving the household check box value checked at the
report level will send the same reports to all the clients in the distribution regardless of household.
This is a good way to ensure that both partners in a spousal relationship receive the same
information for their household in their client portal, for example.

Reminder: when working at the report level, selecting the household check box creates that report
at the household level. The head of household or first person in the household association becomes
that report master record. Clearing the check box instructs Panoramix to create the report for each
client regardless of household.

e Save to User Folder—Checking Save to User Folder enables a drop down with both the Online and
Reports locations in it. You may then add your own path to that location. For example, suppose you
want to save the quarterly set of reports to the clients “QuarterlyReports” folder. With Online
active, add “\QuarterlyReports” to the path. If the folder does not already exist, it will be created for
each client in their online portal. Clients can only see items in their portal saved to a location either
in or under the Online folder. The Reports folder is for your reference.

e Save to Local Folder—Selecting Save to Local Folder activates the text box and ellipsis button. You
may either type the path to the local folder manually or use the ellipsis to open a standard
Windows® folder browser. You may select a local folder on your local machine or an available
network location or share.

e Email reports / CC to—In order to email the report to your clients, you need to have engaged the
email interface in Panoramix: Settings, SETTINGS, Email. Supported email integration includes
Outlook™, Google®, Hotmail™, Yahoo®, and other. If you select other, you will be prompted to
manually configure your interface. The others require lesser degrees of setup—all beyond the scope
of this document.

Checking the email checkbox generates an e-mail to the emaill mailbox for each client or head of
household (when Group by Household is checked). It also generates a message to email 2 and/or 3 if
they are tagged as Use for Correspondence.

If email 1 is not flagged as Use for Correspondence and either or both of email 2 or 3 is so tagged,
email 1 will not receive the message. If you want to use all three, check Use for Correspondence for
all three, for example.

The CC to adds a courtesy copy recipient to each message. This is a way to ensure that you receive a
copy of all messages sent for inclusion in your internal compliance mailbox archive, for example.

e Additional Delivery Options—allows you to establish delivery options to external third parties with
the option of having more control over the destination and file name. Select the check box, the use
the Add, Edit, and Delete icons to the right of the options list to control the settings for each added
delivery option. You may have multiple additional delivery points, and each one has its own
configuration.
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Filder

Use only for contacts connected to | N/A

Settings
Target ®) Local Folder =
Dropbox
F1P
Address
User name
Password

Remaote Directory

Port Timeout Seconds
Protocol SFTP
Transfer Mode ® Default Active Passive

Faded uploads folder
File Name

| Enable Custom File Foemat

Save Cancel

Figure 15:The basic Edit Delivery Options sub-dialogue box when Additional Delivery Options selection box checked.

Use only for contacts connected to | N/A = Select the desired set of contacts
N/A for whom to generate the
Rickalyze additional delivery options from

) the available list. This is a filter
Redtail L.
y et only, not a destination
oneyGuide Pro configuration. Leave as “N/A” to

Wealthbox

not filter your client list to any
Veo particular subset.

External CRM
Figure 16: Drop down list of supported third parties for Additional Delivery Options

The Settings area allows you to target a variety of destination configuration, from a local folder
(local or available mapped network drive space) to your Dropbox folder to an external FTP server.
Note that you will need to work with your external service provider on such things as the
appropriate security protocol etc. Panoramix presently supports FTP and SFTP.
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The File Name area allows you to select a custom format, if desired, by selecting the Enable Custom
File Format check box. Once enabled the Example box will show you an example of what your file

name will look like based on your other selections. The Include Integration ID is for the inclusion of
your third-party integration partner’s ID in the file name.

Date Type

Today

]

Teday

Last EOM
Run As Of EOM

Date Format

yyyyMMdd

yyyyMMdd

yyyyMMdd hhmm

yyMMdd
yyyy-MMM

yyyy-MMMM

Separator

Space

Underscore

Space
Dash

Figure 17: Selection choices of the three drop-down lists in the custom file name area of the additional delivery options dialogue

e Run as of EOM—As long as the reports in the group do not have the As Of Today checkbox checked,
the Run as of EOM allows you to create reports as of any month end. Enter the date manually or use
the date picker calendar control. This is an excellent method for going back in time and generating a
batch of reports for multiple month ends without a tremendous amount of labor, for example.

e Use Delivery Options—If you have gone through the effort of setting up delivery options for every
single client, then you may wish to check this

checkbox to use those settings to guide execution

behavior.

For example, say you have selected Save to User
Folder with a Client Portal (Online) location, Save to
Local Folder, and Email Reports plus User Delivery
Options. A client with only the delivery option of Email selected will receive only the email. A copy
will not be sent to their Client Portal. A client with both Email and Portal selected will receive an
email and have a copy placed in their Client Portal.

Delivery options

[] Mail
[ ] Email
[ ] Portal

A client with no deliver options selected will receive nothing. That’s generally bad. And that’s why
this is an “all or nothing” kind of setting. You need to make sure that every client has delivery
options before you use this parameter during batch report generation.

At the end of processing, you will be able to save/print a single .PDF file for all those set to Mail, and
a second .PDF which contains all the output for everyone in the batch. This is useful for compliance

retention.

e Generate all reports in Landscape mode—A relatively small number of Panoramix reports create in
portrait mode, the Basic Summary report being one of them. Setting this option forces portrait-
mode reports to print as landscape reports, bringing consistency to the overall bundle. Note that
this does not impact .PDF files that you have included in the report group.

e Insert file before each contacts’ reports—Checking this checkbox enables the text box and ellipsis to
the right of it. You may either type the path and file name of a .PDF file or use the ellipsis button to
open a standard Windows file navigation window to select the file you wish to include. This is simply
another option for including a .PDF file at the front of a group of reports. HOWEVER—these .PDF
files are NOT stored in your cloud database, so another user running this batch wo lacks access to
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the location of the file (your personal Documents folder on your computer, for example) will not be
able to run the batch with that included. That said, if you are the only one running a given batch and
if you wish to simply update a local .PDF to a new version each month using the same location and
file name, this is a good way to accomplish that.

e Insert file after each contacts’ reports—Same as immediately previous, only it puts the .PDF file at
the end of the group of reports.

File Name
The example box shows you a sample of what the file name will look like based on your selection
criteria. It updates dynamically with your changes.

e Prefix—Allows you to prefix the file name with text as you desire.

e Include Report Group Name—Check this box to include the report group name as part of the file
name. This can be helpful to you in knowing the source of a report long after you’ve put it to the
clients’ portals, for example, but it may be confusing to the client if your group name is something
goofy, like “JMBLDoco3.”

e Include Contact Name—Includes the client name in “last_first” format as part of the file name.

e Include Contact ID—Includes the client’s Panoramix ID number as part of the file name.

e Include Date—Includes the date based on options below as part of the file name. This can be helpful
in both identifying content and for showing when files were created in cases where compliance may
have questions.

e Date Type—Allows you to select from the drop-down listas  Include Date
follows.

Date Type Today b
o Today—Uses today’s date.
Today
o Last EOM—Uses the most recent end of month date.
Last ECM

o Run As Of EOM—Uses the Run as of EOM value
setting from the Report Options section of this
dialogue box.

e Date Format—See image to the right for the four date styles In<lude Date

supported, noting that y is a digit of the year, M is a digit of 0 I -
the month, and d is a digit of the day’s date.

Fun A= Of EQM

. Date Format | yyyyhiidd v
e Separator—There are three options for the separator
between various components of the file name. They are yyyyMMdd
space, dash ( - ), and underscore ( _). yyMhdd
yyyy-MMM
Report Filter (three tabs) F yyyy-MMMM

The three tabs of the report filter help narrow the focus of the audience of the batch of reports, can
help target your message, and may speed the time required to produce the content.

Contact Category Tab
e Select—A general selection for Contact Categories you previously established. Recall earlier
discussions about targeting a message and group of reports to particular generations. This is the
place where you do that.
o All—No filter. The multi-select list box and all other options on the tab are unavailable.
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o Specified—Activates all the other options on the tab, allowing you to select one or more
Contact Categories from the multi-select list box, and select matching options.

e Or (match any selected)—Selecting Or will match anyone who is in one or more of the selected
contact categories. For example, if you want this group to go to Boomers and those you have
flagged as Retired, select the two categories and OR. This will send to all Boomers, all Retired
(whether boomers or not) and Boomers you have flagged as also retired.

e And (match all selected)—Selecting AND will send the group only to those who match all of the
criteria listed in the contact categories list. Using your previous example, only Boomers who are
retired would get the group of reports if you select AND.

e Match ALL EXCEPT selected—Performs the reverse of what is selected. In the case of the examples
above, selecting all except would instruct Panoramix to produce the report for either all but those in
the Boomer or retired category in the or case; or all but retired boomers in the and case.

Report Filter Report Filter

Contact Category | Account Category | Misc Contact Category | Account Category | Misc

Select ® Al O Specified

Clients Cnly
[ Skip Clients with $0 Accounts

[] Last Mame starts with

® Or (match any selected)

And (match all selected)

Match ALL EXCEPT selected

Filker Contacts

Filter Accounts

Figure 18: Remaining Report Filter tabs of the Generate Batch Reports dialogue box

Account Category Tab
e Select—A general selection for Account Categories you previously established.
o All—No filter. The multi-select list box and all other options on the tab are unavailable.
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o Specified—Activates all the other options on the tab, allowing you to select one or more
Account Categories from the multi-select list box, and select matching options.

Or (match any selected)—In the case of selecting two options performs the condition A or B. Add
conditions C, D, etc. for each selected account category.
And (match all selected)—In the case of selecting two options performs the condition A and B. Add
conditions C, D, etc. for each selected account category.
Match ALL EXCEPT selected—Performs the inverse of the selected filter. In the or case, will create
the report for all but A or B.; in the and case, for all but A and B (with C, D. etc. for each account
category selected).
Filter Contacts—Instructs Panoramix to generate the report for only those contacts holding accounts
(not holding if all except selected) with the account category matching the specified selection and
other criteria above.
Filter Accounts—instructs Panoramix to generate the report such that it includes (excludes) those
accounts with the account category matching the specified selection and other criteria above.

Misc. Tab

Clients Only—Instructs Panoramix to produce the report group for only those contacts flagged as
clients, ignoring both prospects and inactive clients.

Skip Clients with S0 Accounts—Excludes all clients with zero dollars total.

Last Name starts with—A filter to limit the report group production to a specific grouping of last
names.

Generate Batch Reports Buttons

Generate || Save Settings | | Export Address Labels || Import Contacts | | Cancel |

Figure 19: The row of buttons in the Generate Batch Reports Dialogue Box

Generate

Upon clicking generate, you will likely see a series of status bars. The first indicates the status of the
initialization process. The second shows two status bars (see image below) showing overall progress for
all clients and the state of generating the reports in the batch for the current client being processed. The
last one shows the progress of finalizing the .PDF assembly, placement of files, and the like that are still
pending after the reports are assembled.

Processing client 2 of 32:

Generating report 2 of &

Cancel

Panoramix™ Group & Batch Reporting Manual Licensed Advisors Only Page 29 of 35



At the conclusion of all processing, you are given the opportunity to both view and save the master PDF
of all the reports produced. We at Panoramix recommend viewing and carefully reviewing output,
especially during the testing of any new groups or batches, and always saving the file to your compliance
folder. The dialogue box showing the view, save, and close options follows, left. At right is a sample of
the number of report pages created as shown inside a .PDF viewer.

Reports were processed successfully! PanoramixReport_2... x

| ViewPDF | | Save PDF | | Close | ® Q )

Every act of generating a batch or multiple groups in a batch of reports saves the settings across all tabs
of this dialogue box.

Save Settings

As noted above, each act of generating a batch or batches of
reports automatically saves the present settings across all tabs of
this dialogue box. The save button offers you the opportunity to
perform intermediate saves to your settings should you desire it. o |
Upon successful save, the message box shown to the right informs you of the status.

':0] Settings for all selected batch reports were saved successfully

Export Address Labels and Import Contacts

The export address labels and import contacts buttons are for advisors who process United States
Postal Service (USPS) mail through Pitney Bowes®. The process involves exporting the file from
Panoramix, processing it through Pitney Bowes, and re-importing that output into Panoramix so that
Panoramix will produce the reports in the order that matches the optimal USPS sorting for maximizing
your mailing discounts. All these steps must be completed prior to clicking generate if you are using this
process.

Since this is a relatively rare practice, please contact the Panoramix support center (Help, SUPPORT
ReQueEsT) if you need assistance with the Panoramix functionality offered.

Cancel
Allows you to cancel and return to the Generate Reports screen without generating any reports or
saving your current settings.

View History

The View History tab shows you everything you could possibly want to know about batches you’ve
generated in the past and is both an excellent audit trail and a recovery/UNDO tool when something
goes amiss.
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Viclet Full Text < |Fearch for Contoct =

Batch Reports
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Figure 20: The View History Tab

Search your batch generation history by date range. Select a Start Date, End Date and click refresh. The
list show the date and time for each batch generated and a colored icon for the status. Green indicates
everything executed perfectly as planned. Yellow, Orange, and Red indicate various degrees of issues
you may wish to examine in more detail.

The Results tab shows results for the highlighted batch. The upper pane shows an explanation of the
status along with an overview of the settings. The middle section shows which reports were in the
batch. The lower pane lets you search for and view the detailed list by a variety of criteria along with a
detailed list for every report created along with its status, this time using a green checkmark for good
and colored Xs for not so good.

Buttons across the bottom allow you to take certain actions. Select all and clear all check and uncheck
the individual selection boxes respectively. Regenerate all and regenerate selected recreate the
execution for the items as indicated by the button selected. Resume is only available for cancelled batch
(user cancelled, loss of power, interruption of internet service, etc.). Resume picks up where the
previous execution left off, whereas regenerate takes the action even if it successfully executed
previously. View/Undo reports is only available when a batch saved to a Documents folder in
Panoramix, either the Client Portal or another folder inside the program.
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Results Settings Report Parameters

Canceled

Saved to user folder: Reports\Test2
Sent emails to contacts (CC to: cjhastings@sapphiress.com)
Used delivery options

Selected Reports
Cover - Portrait

Include @ All O Generated ) Not Generated Combined with Household [_] Accounts with $0 Value

Search contact Display |All -

Sort by Contact Name v

"
I

Brennan, Dr Temperance X Not saved to user folder: Batch was canceled before this report could be printed
Email not sent: Batch was canceled before this report could be printed

Bush, Rose X Not saved to user folder: Batch was canceled before this report could be printed
Email not sent: Batch was canceled before this report could be printed

Hastings, Charles A. X Not saved to user folder: Batch was canceled before this report could be printed
Email not sent: Batch was canceled before this report could be printed

Hastings, Chris X Not saved to user folder: Batch was canceled before this report could be printed
Email not sent: Batch was canceled before this report could be printed

Hastings, Michael John X MNot saved to user folder: Batch was canceled before this report could be printed

Email not sent: Batch was canceled before this report could be printed

Lightyear, Buzz X Not saved to user folder: Batch was canceled before this report could be printed
Email not sent: Batch was canceled before this report could be printed

SelectAll || ClearAll | | Regenerate All || Regenerate Selected || Resume | | View/Undo Reports

Figure 21: Sample of a cancelled batch which is resumable

View Reports n

Reports generated on 3/1/2021 7:30 p.m. View Selected Undo Reports Close

Contact Id I | Householdld % | Contact I | File Name I FileType I | FleSize I
= @B= W~ - BB - 8
37222 37222 Temperance Brennan Sample Reports 37222 20210301.pdi PDF 14858 Test

34804 34804 Charles A. Hastings Sample Reports 34804 20210301.pdi PDF 14830 Test

1}
[
Z

266871 266871 Michael John Hastings Sample Reports 266871 20210301.pc PDF 14847 Test

pmanman ™ aebes A ._..,.-.[» VY s ..I’, P
Figure 22: View Reports Grid and actions

The view/undo reports button opens a new screen (See figure 22). This presents a searchable, filterable,
sortable grid such as are found in the blotters. The close button closes the screen. The view selected
button lets you view the report package for the selected row. The undo reports button is a mass undo
for the saved .PDFs. You might consider this if you intended to place documents into the Client Portal
and put them into a Reports folder instead. Or if you have bad juju in your reports. Since you could be
deleting a lot of data, we do ask for you to confirm this action by entering your user credentials at the
big scary warning screen. That screen is serious. There really is no recovery from this action.
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You are about to delete all reports generated en 3/1/2021 730 p.m.

THIS ACTION WILL RESULT IN PEEMANENT REMOVAL OF FILES FROM
PANORAMIX!

To confirm, please enter your Panoramix password and click the "DELETE" button. If you
den't want to permanently delete files, use "Cancel” button to return to the previous screen

| DELETE || Cancel |

Figure 23: Delete Reports Confirmation Screen - requires your credentials to proceed

The Settings tab shows you exactly which parameters you used for Report Options, File Name, and
Filtering when you generated the report batch. “Why didn’t emails go out?” you may ask. Well, now you
can look and see whether the email reports setting was enabled at the time.

The Report Parameters tab show each report and each report parameter setting at the time of
execution. You’ll be able to tell exactly what you did.

Generating Report Groups for an Individual Client/Household

A Note about Batch Execution in the Panoramix Web Interface

While possible to generate batch reports via the web user interface, not all the features and functions
described in this manual are supported. Panoramix is primarily a Windows desktop app and the
installable component should be used whenever possible. We have a variety of support tools available
to Mac users. Contact support if you use a Mac.

A Question About Scheduling the Production of Batch Reports

As noted earlier, generating batch reports relies on the local processing power of your Panoramix client
machine. Therefore, this functionality cannot presently be scheduled to execute as an unattended
process.
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Appendix B

General Notes

e if you don’t like the display name Panoramix generates for reports, add a salutation (edit in the
Contact Information area of the client dashboard) for any contact in the household. Panoramix uses
the salutation as an override to the standard first name, middle initial, last name for all reports.

e If you're integrated with RedTail Technology, any prefixes (Mr. Mrs., Miss, Ms., Dr., Rev., etc.) stored
there will download to Panoramix and are used on reports. If you do not like that, either create a
salutation for each client (see above) or remove the prefix from RedTail. Removing them from
Panoramix is an exercise in futility as they will return with the next download.

e For details on changing report titles, adding/changing footer content, logos, disclaimers, etc. please
see the General Reporting Manual
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