Importing an Information Table from a file
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The 13F software contains a set of functions to import data from an external file into a Form 13F-HR submission.
Most frequently, these tools will be used to import data into the information table of the 13F-HR submission.
However, depending on the source of the data, you may be able to import other information and form data.

The following file formats can be imported into the information table:
CSV (comma-separated values file)

CSV is a simple, common format for moving tabular data from one place to another. Most spreadsheet and
database software has the ability to export or save as CSV, making it an ideal format for importing
information table data into your filing. CSV can be imported into three places in your submission: the List
of Other Managers Reporting for this Manager, the List of Other Included Managers, and the 13F
Information Table. This article covers how to import data into the 13F Information Table.

When importing from CSV, your data does not require a heading row. The Import function will import
information based on the order of the columns if no heading row is present.

If you want to always be certain that your CSV data will import with the data in the correct columns in the
13F, then you should add a heading row to the CSV file. This can be done using a spreadsheet editor like
Excel or even by opening the CSV file in a text editor and manually adding a heading row. Different
heading keywords will be used to identify each column. For the Import function to identify a column of data,
the keywords must be present in the heading. If more than one keyword entry is listed for a column, you
can use any of the listed keyword entries to represent that column. Additional words can be used in the
heading for your own organizational purposes. That data will be ignored on import, provided it does not
contain other keywords. The keywords for the information table are as follows:

Information Table Column | Associated Keyword(s)

Name of Issuer Name
Title of Class Title
Class
CusiIP CuUsIP
Value (x$1000) Value
(x$1000)
(x $1000)
(x1000)

(x 1000)



Shares/Prn Amount Sh/Prn Amount
Sh/Prn Amt
Shares Amount
Shares Amt
Shrs Amount
Shrs Amt
Prn Amount
Prn Amt
Sh/Prn Sh/Prn
Shares/Prn
Shares
Shrs

Prn

Put/Call Put/Call
Put

Call

Investment Discretion Investment

Discretion

Other Managers Other
Managers

Mgrs

Voting Authority — Sole Sole

Voting Authority — Shared Shared

Voting Authority — None None

Once you have a CSV file prepared for import:

1. Navigate to the information table by clicking on/nformation Table in the left navigation of your
submission.

2. Click File > Import > Import CSV From File



3. Select the CSV file in the dialog that appears and press Open.

4. The Information View will appear with a log of the import process. All entries in the selected CSV
file will be appended to the end of the information table in your submission.

The Form 13F-HR Assistant will use CSV as the data file when creating a new 13F-HR submission. If you
want to use a data file, you can structure your CSV file as described above.

TXT (Text document)
HTML (HTML document)
DOC or DOCX (Microsoft Word document)

A textual document can also be imported into your information table. This can be a plain text document or
a rich text document. While the most versatile import option for the information table, importing from a

textual data source is largely dependent on the quality of the source document in terms of formatting and
style.

Importing from Plain Text

Text files are generated by various systems for the specific purpose of reporting to the SEC. A text
document can use EDGAR tagging or simple formatting to denote the columns of your information
table. If your document has EDGAR tagging, you can use the EDGAR and-tags-to-determine-each-of
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<TABLE>
FORM 13F INFORMATICON TABLE
VALUE SHRRES/ SH/ PUT/ INVSTMT OTHER WOTING AUTHORITY
NAME OF ISSUER TITLE OF CLASS CUsIP (x$1000) PRN RMT PRN CALL DSCRETN MANAGERS S0LE SHARED NONE

<35> <C> <C> <C> <C» <C» <C> <C> <C> <C> <Cx» <C>
Example Issuer COoM 123458AA1 4321 12345 SH Sole 12345 1234










