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1. ABOUT INVESTOR360°®

1.1 What does Investor360° provide?

Investor360° is a Web-based application that contains portfolio information within
Overview, Holdings, Activity, Statements, and Confirms pages. A Documents section allows
your advisor to share documents with you. It also includes an Administration tab, where you
can update your password, name, and security information. 

Investor360° also offers an optional account aggregation feature that allows you to consolidate
all of your account information, regardless of institution, in one place. If your advisor
chooses to give you access to this functionality, you will be able to collect all of your account
information—including data from bank, credit card, investment, mortgage, insurance, and
loan accounts—and view it all through Investor360.°

1.2 Security

Commonwealth uses industry-standard, 128-bit encryption on all websites that contain
personal information. This means that complete social security numbers are not displayed.

All clients must reset their passwords upon their first entry into Investor360.° Passwords 
must be at least eight characters long and must contain at least one number.

Please note:
• Your advisor must first create your login and set up your account. Without the login, 

you cannot access Investor360.°

• You must have Adobe Reader or Adobe Acrobat installed on your computer to view 
and print your statements.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 
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2. LOGGING IN TO INVESTOR360°

Your advisor will create a login ID for you and give you a temporary password. (All of your
Commonwealth accounts can be linked to this ID.) 

1. Go to the Investor360° website that your advisor has given you. Next, enter the login 
ID and password that he or she has given you. Click Submit.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 
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I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

2. The first time you log in, you will receive a User Agreement. Please review it; then, 
click I Accept.



6

3. For privacy and security purposes, you will be required to create a new password. Click in
the Password boxes and enter your new password twice. Your password must be at least 
eight characters and include at least one number.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

4. Next, you will be asked to choose two secret questions from the Secret Questions
dropdown menus and to provide answers to both. (If you forget your password, 
you will use these answers to gain access to the system.) When you finish with 
this procedure, click Submit. 

5. Your password has been changed and your secret questions have been accepted.
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3. WELCOME TO INVESTOR360°

Investor360° opens in the Overview tab, which is the home area. All of your accounts and
their current values are displayed here. The Overview tab also contains an Additional Assets
section, where you can view the value of your assets held outside of Commonwealth. This
tab also displays graphics for comparing your current net worth with your net worth at the
past three month-ends.

Please note: You have the option to stop receiving paper statements and confirms in the
mail. Instead, as these documents are generated, we will send you e-mails notifying you that
statements or confirms are ready for viewing online and for printing. Click the Paperless
Preferencs link in the top right side of the screen to get to the Preferences section, where you
can sign up. 

For more information about going paperless, go to the Administration tab section of this
user guide and scroll down to Preferences.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 
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4. NAVIGATING IN INVESTOR360°

The homepages for all tab sections in Investor360° have similar headers (the header is the
top section of the webpage). Each header area displays the Get a Quote feature, the client’s
name (i.e., your name), the account number(s) under review, as well as the Help, Print, and
Log Out icons. 

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

1. To use Get a Quote, enter a specific stock symbol and click Go. You will get a current
quote for that stock. Click on Symbol Lookup to search for the correct quote symbols.

2. Your name (last name first) appears in the upper left corner of the page, to the right of
the word Welcome; below that, you will see the Account field, where you will find a
dropdown menu with all of your account numbers.
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I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

3. Use the Account dropdown menu to view accounts one at a time. Or view all of your
accounts at once by selecting All Accounts.

4. As mentioned above, there is a Help icon.         Clicking on it opens a pop-up menu
with two options: Investor360°: Client User Guide (this guide) and some handy FAQs.
(You need Adobe Reader to view the Help documents.)

5. You will also see a Print icon. Click on it and it will print what you are viewing on your 

screen . (You can use the Print icon to print statements.)

6. The last item is the Log Out hyperlink. When you have finished working in Investor360,°
click Log Out; a window will pop up, asking if you really want to log off. Click Yes.
The application will close and you will be brought to the Investor360° Login page.
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5. OVERVIEW TAB

When you log in to Investor360,° as referenced in chapter 3, you will be in the Overview 
tab. (As you can see in the illustration below, there are three principal tabs: the Portfolio 
tab, which includes the Overview, Holdings, Activity, Statements, and Account Profile tabs;
the Documents tab, and the Administration tab.)

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

The Overview tab, contains all of the accounts in your household. You can view the data 
in a summary chart or as a quarterly breakdown. By making the appropriate selection from 
the dropdown menu under the household name, you can view all of the accounts in your
household, any of the open or closed accounts in your household individually, or just your
additional assets. 

1. The Accounts section displays the general details of your accounts: Account (as of the
prior date), Net Worth, and Cash Available. Net Worth shows the current net worth 
of the account, and Cash Available displays the current available cash in the account. 
The total net worth of all of your accounts is displayed under the accounts.
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2. The second section is the total balance for all of your additional assets, if you have any.
Additional assets include any manual assets (accounts, assets, collections, etc., that your
advisor has manually entered for you), as well as any outside accounts that you have
aggregated in Investor360° (bank accounts, credit cards, loans, insurance, etc.). 
Please note: Account aggregation functionality is only available to you if your 
advisor has enabled the service.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

3. The Grand Total is a final total combining your accounts total with your total additional
assets. This will only be displayed if your account contains any additional assets.

4. Beneath the Grand Total is a graph displaying the last 36 months of activity for all
accounts in your household. This is a default display and cannot be changed.
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I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

5. Quarter End displays quarterly data for all accounts, listing the household’s net worth, as
of the end of every quarter for the past 36 months. This section cannot be altered. 

6. Please review the disclaimer. To hide the disclaimer, click Hide. (When you print the
information displayed in this window, the complete disclaimer will print out, even if 
you have set the disclaimer to Hide.)

7. To view the disclaimer, click More. 
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6. HOLDINGS TAB

The Holdings tab lists your account investment activity over time. This includes buys, 
sells, dividends, and adjustments. You can directly add outside assets into Investor360.°
Just as in the Overview tab, you can use the Account dropdown menu to view one or 
all of your accounts.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 
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1. You have the option of viewing the account data in groups, with subtotals and totals. The
default setting is Group By Account. To view by security, click on Group By Security.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

3. To change back, click on Group By Account.

2. The display will change to a group that displays all of your accounts, showing total 
value amount. 
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I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

4. The next section is all about the account holdings. Notice that each holding is displayed
on a single line, making it easier to read. There are five headers in this area:

• Description – Short description using the name of the holding company

• Symbol – Lookup symbol of the holding company

• Price/Quantity – Holding price, as of the previous day’s close, with the quantity purchased

• Value – Sum of the price times the quantity ordered

• % – Percentage of the total holding in either account or of household assets invested in 
this holding

5. Additional Assets is the last section on the Holdings tab. This Section contains the
balances of all the assets that your Advisor has manually entered. It also will contain 
any financial asset that you wish to manually add to your Investor360° account.

6. Below the Additional Assets section is your Total Net Worth. This number is a
combination of all your accounts and assets.
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7. ACTIVATING ADDITIONAL ASSETS

Your advisor can choose to give you account aggregation functionality from within Investor360.°
This functionality allows you to collect all of your financial information—including data
from banking, credit cards, investments, mortgage, insurance, and loan accounts—and view
them all in once place. 

If you have not activated your account for online viewing, please contact your institution
before using the Additional Assets feature.

Please have your financial data (institution name, branch number, login ID, login password,
answer to any challenge questions) ready before you click the Additional Assets hyperlink.

1. If you have access to account aggregation functionality, you will see an Add/Edit Additional
Assets hyperlink next to the Additional Assets section on the Holdings page.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

2. To use the feature, you must accept a disclaimer for the service. Click Add/Edit
Additional Assets. This opens the disclaimer. Please review the terms and conditions of
the service. When ready, click to place a checkmark in the box and then click Submit to
activate the service.
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8. ADDING AN ADDITIONAL ASSET

In essence, what you are doing is linking an existing outside account to Investor360° so 
that you can see a more complete picture of your entire financial portfolio—including
accounts held elsewhere—and allow your advisor to serve you better as a more informed
financial planner.

Please note: You must have existing online access (i.e., you can access the account online
with a username and password) to an account in order to link the account to Investor360.°
If you do not have online access to an account already set up, go to the institution’s website
(e.g., www.bankofamerica.com) and follow the instructions to set up your account online.

1. Click Add/Edit Additional Assets on the Holdings tab. 

Please note: You must first activate this feature before you can use it.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

2. The Search for Additional Assets window opens. This is your home base for account
aggregation—adding and managing aggregated accounts takes place from here. Enter 
in the name of your financial institution; then click Search. The search area is not 
case-sensitive. Please verify the name before you click the Search button.
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3. The search results are displayed in the search area. Select the correct institution from the
search list and click Continue. 

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 
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4. If your institution is not found, you will receive an Unable to Verify Account message.
Click Continue, re-enter the name, verify that it is correct, and then click Search.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

5. After selecting the account you wish to add by clicking in the radio button next to the
institution name, and after you have clicked Continue, you will then be prompted to
enter in your online nickname, user ID, and password/passcode for your account. 
Some institutions may require additional information like the answer to security 
challenge questions. Click Submit.

This allows the system to automatically retrieve the data from your account daily and
display it in Investor360.° You must enter your user ID and your password twice 
(for confirmation). 
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I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

6. After clicking Submit, your user ID and password will be verified.

7. The next screen will confirm that your login information is correct and that the account
was added to Investor360.° Click Continue. 
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I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

8. You will return to the Search for Additional Assets window. 

9. Repeat steps 2–7 for each account you are adding. 
10. When you have finished adding accounts, close the Search for Additional Assets window

by clicking on Back to Holdings.

11. You will be brought back to the Investor360° Holdings tab, where you will see all of 
the accounts you just added. Verify that the assets have been added to your account. 
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9. REMOVING/DELETING AN ADDITIONAL ASSET 

There may come a time when you want to delete/remove an additional asset from your
Investor360° account.

1. To remove an account from your Additional Assets list, click Add/Edit Additional 
Assets on the Holdings page in Investor360.° The Search for Additional Assets window
will open. Find the name of the institution you want to remove; then, click the red X
under Remove. Remember, the red X you click must be on the same line as the
institution you wish to remove.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

2. You will receive a confirmation message, asking you if you really want to delete this
account. Click OK to remove the account from Investor360.°

3. It will take a few seconds for the window to be updated. When done, please verify on 
the screen that the selected account has been removed; then, click Back to Holdings
to return to the Holdings tab.

Please note: If the account you deleted/removed originally contained multiple sub-accounts,
you may want to remove/delete all of the sub-accounts from Investor360.° If you do not
remove/delete them all and you add that account later to Investor360,° you can have multiple
copies of the same account.
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10. ACTIVITY TAB

The Activity tab shows all transactions made during the last 12 months. Some of the details
displayed include the addresses on file, dividend holding instructions, and beneficiaries.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 



7. The data is organized under six column names: Date, Account, Entry Type, Description,
Quality/Price, and Amount. Five of the six column names are underlined because they
are hyperlinks. This allows you to sort the data by clicking on the column header. (The
Quality/Price header is not underlined and cannot be used to sort.) When you click on
the column header, an upward-pointing triangle appears; this means that the account
data has been sorted in ascending order. If the triangle points downward, the account
data has been sorted in descending order.
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1. The date range covers the last 12 months as the default, but you can change the range to
whatever period you wish. Click in the Date Range box at the left to add the first date;
then, click in the box to its right to add the second time frame. Click Go.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

2. Beneath the Date Range is a navigation bar that allows you to scroll through all of the
pages for the household. 

3. Click on any of the four arrows to move around                               . Clicking

takes you to page 1. The second button       moves you back one page; the third 

button       moves you forward one page. Clicking         moves you to the last page. 

4. The Go to Page area shows the number of the page where
you are working and the number of pages available for view. To move to a specific page,
enter the page number and click Go.

5. You can change the number of rows displayed in the window. (The default is 25.) 

Click in the box next to Rows per Page and delete what is
there. Next, enter the number of rows you want to show and click Go. The new number
of rows will be displayed.

6. The final section allows you to see all of the pages in one window. Click Show All Pages

. (You may have to scroll down the page to see all of the data.) The Go
to Page now displays page 1 of 1, and Rows per Page displays the number of rows in 
the window.
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11. STATEMENTS TAB

The Statements tab contains account, household, and brokerage statements—four in all:
Current Consolidated Statement, Current Consolidated Statement with Cost Basis, 
Month-End Consolidated Statement, and Month-End Consolidated Statement with 
Cost Basis. All statements can be downloaded, viewed, and printed. 

Please note: You must have Adobe Reader installed on your computer to view and 
print statements. If you have imported additional assets, they will appear on the
Consolidated Statement.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

1. There are two ways to open a statement. You can click on the statement name, or you

can click on the Adobe Reader icon        to the left of the statement hyperlink. 

2. Brokerage statements can be accessed from the area below the Statement section. The
Brokerage dates are hyperlinks: click on a specific date and Adobe Reader will open with
the statement displayed.
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I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

3. The Brokerage default lists only the statements from the last 12 months. If you want to
view older brokerage statements, click More…

4. If you have no brokerage statements, the display will state that. 
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I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

5. The statement gives you current balances with a chart, quarter-end data for the current
year and the past three years, a list of accounts, a list of additional assets, and positions
held at Commonwealth. 
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6. The footers at the bottom of the page display your name, the statement date, and the
number of pages in the statement.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

7. Once the statement is open in Adobe Reader, you can print it or save it to your
computer. To save it, go to the Adobe Reader toolbar and click Save a Copy.

8. You may receive a warning notice stating that this document does not allow you to save
any changes. If so, click OK.



29

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

9. The Save a Copy window will open. The file (or default) name that will appear is the
statement name. You can rename it and select the save location. If you wish to save the
statement in a different folder, double-click to open the folder where you want to save 
it. To rename the file, enter the new name in the File name box. When you are ready,
click Save.

10. To print the statement, click the Print icon        on the Adobe Reader toolbar.



11.1 Going Paperless for Statements
You can choose to view your statements online and to suppress the mailing of paper
statements. With this option, you will receive an e-mail notification when new statements are
available for viewing under the Statements tab. Please note: It could take up to 24 hours for
statements to be loaded into the system.

Click on the Paperless Preferences link on the Statements page to go to the Preferences tab,
where you can indicate your preferences for viewing statements online. More information is
available in section 15.2 Administration Tab – Preferences.
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I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

12. CONFIRMS TAB

You can view confirmations under the Confirms tab; by default, the last 10 days of confirms
will be displayed. You can choose either to view all confirms or to enter a date range for the
ones you would like to view.

1. Click the Confirms tab.

2. Enter the date range for which you would like to list the trade confirms; click Go.

3. If there are many pages, skip ahead by entering a page number in the Go to Page box.
Then, enter the number of rows to be listed in the Rows per Page box. Click Go.
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I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

4. Click on any column heading (i.e., Trade Date, Account #, Registration) to sort by that
heading. To open and view a confirm, click on its trade date.

12.1 Going Paperless for Confirms

You can choose to view your confirms online and to suppress the mailing of paper confirms.
With this option, you will receive e-mail notification when new confirms are available for
viewing. Confirms will be available for viewing within the Confirms tab.

Click the Paperless Preferences link on the Confirms page to go to the Preferences tab,
where you can indicate your preference for receiving online confirms. More information is
available in section 15.2 Administration Tab – Preferences.
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13. ACCOUNT PROFILE TAB

The Account Profile tab allows you to view the personal information that a specific account
has on record for you. 

1. To view the profile for a specific account, click on the Account Profile tab.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

2. Click on the account name.

Please note: You will have the ability to view information, but you will not be able to 
make any edits to the information. If you wish to make any changes, you must contact 
your advisor.
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14. DOCUMENTS TAB

Under the Documents tab, you can view documents that your advisor shares with you. These
documents are organized according to document, date, client name, and account number.  

1. To view documents, click on the Documents tab.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

2. The first time you select the Documents tab, you will be asked to accept the terms and
conditions. By accepting the terms, you are acknowledging that some of the documents
may contain highly sensitive information (e.g., your social security number). If you do
not want to see these documents, you should not accept the terms; instead, contact 
your advisor. 

3. If you enter the Documents tab and receive a message reading, “No documents have been
selected to share,” this means that your advisor is not sharing any documents.
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I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

4. To view a document, click on the icon to the left of the document name.

5. A box will open, asking you whether you want to open or save the file. It is
recommended that you do not save the document to your computer, unless you need to.
Click Open; the document will open.
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15. ADMINISTRATION TAB

The Administration tab has two sub-tabs: Personal Information and Preferences.

15.1 Personal Information
Click on the Personal Information tab to change your password and change your security
questions and answers. You can also view the Investor360° Privacy Policy.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

15.2 Preferences

Within the Preferences tab, you can easily set preferences to receive e-mail notification when
confirms and statements are ready for online viewing. If you select e-mail notification, then
paper versions of confirms and statements will no longer be mailed to you. Confirms and
statements will display under the Confirms and Statements tabs in Investor360,° respectively.

1. Click on the Preferences tab under the Administration tab.
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I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

2. From the Account Holder dropdown menu, select the primary person to whom e-mail
notification will be sent. Next, enter the e-mail address for the account holder whose
statement or confirm will be viewable. (If we have an e-mail address on file for the
selected account holder, the e-mail address field will auto-fill. Typing over a prepopulated
e-mail address will change the stored address to whatever you enter.) Then, place a
checkmark in the Paperless Confirms and/or Paperless Statements column for each account.

3. Click Save. An Agreement screen will appear. Read the agreement; to accept it, click in
the box to the left of Accept. Click Save. Please note: If you do not accept the
agreement, you will not be signed up for e-notification of statements and confirms.
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4. A message box will appear, indicating that your preferences have been saved. Click OK.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

You are now enrolled in e-notification for statements and/or confirms and will receive
e-mails alerting you that statements and confirms are ready for viewing online. 

If at any time you would like to stop receiving e-mail notifications for statements and
confirms, simply return to Preferences under the Administration tab and change your settings.
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16. PASSWORD CHANGE

Please note: 

• If you forget your login ID, you must contact your advisor to obtain it. The steps below
cover how to access your account if you know your login ID.

• If you get locked out of your Investor360° account, please contact your advisor. He or
she must change the password. Once the password has been changed, your advisor will
forward it to you.

1. To change your password or security questions, click on the Administration tab.

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

2. In the Password box, delete the temporary password, and enter a new password. Then, 
in the Confirm Password box, delete the password, and enter your new password. The
passwords must match for the change to be processed. This is for security reasons.

3. If you wish, you can change your security questions. Make your selections and then enter
the answers. When you are ready, click Submit.

4. Your password/security questions have been changed.

5. To view the Investor360° Privacy Policy, click                     at the bottom of the window.
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17. PASSWORD CHALLENGE

If you have forgotten your password but you know your login ID, you can still access
Investor360.° You will have to answer the security questions correctly.

1. At the login window, click Forgot Your Password?

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

2. This will open the Reset Your Password window; enter your Login ID and click Next.
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I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 

3. The next window prompts you to answer your selected security questions. Enter your
answers and click Submit. The secret answers must be entered exactly as you had entered
them previously. 

4. After successfully answering the security questions, you will be required to enter a new
password. It must be different from the previous password, and it must be at least eight
characters long, with one character being a number. Click Submit.

5. Investor360° will open.



18. LOG OUT

When you are done for the day using Investor360,° please use the Log Out hyperlink at the 
top right of the application. This action is for security purposes. When you click Log Out, 
it closes the application and will return you to your login page for Investor360.°

I N V E S T O R 3 6 0°® : C L I E N T  U S E R  G U I D E  continued 
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