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Preface

This user guide describes how to use Omgeo inSITESM, in the role of Viewer. Omgeo
inSITE is a web-based repository for storing confirmation disclosures.
Omgeo inSITE allows broker/dealers to post their disclosures to the Omgeo inSITE
web site based on established enrichment profile criteria that generates a reference
number unique to that specific disclosure document. The Omgeo Central Trade
ManagerSM (Omgeo CTM) confirm submitted by broker/dealers is then enriched
with the Omgeo inSITE URL and reference number assigned to the relevant
disclosure. As part of the existing Omgeo CTM processing, the enriched confirm
will be distributed to all parties of the trade. Investment managers and parties to the
trade can then use the URL and reference number to view the associated confirm
disclosure in Omgeo inSITE.
Note
Omgeo received a “no-action” letter from the US Securities and Exchange Commission (SEC), so this
solution complies with rule 10b-10 and the legal requirement to deliver confirm disclosures
electronically.
Providing the confirm disclosure with the trade confirm reduces costs for
broker/dealers, since they can eliminate the mailing of paper confirms. The online
repository has two parts:
l
l

Broker/dealers can upload disclosures to a web-based repository.
Investment managers and other trading parties view disclosures by using an URL
and disclosure reference number.

This guide provides information on how to log on and view disclosure documents.

Audience
This guide is for investment managers, counterparties, and other interested parties
that need to view a confirm disclosure associated with a trade.

Related documents and training
For related documents and all documents referenced in this manual, go to
www.omgeo.com/documentation. Omgeo also offers training to clients on how the
product works and how to use it. Course information and a calendar of offerings
are available at www.omgeo.com/training.

Omgeo inSITE: Viewer Guide (Omgeo CTM)
October 13, 2015

4

Questions?
The Omgeo Client Contact Center (CCC) provides general assistance and technical
help. Visit www.omgeo.com/ServiceCentral to:
l
l
l
l

Enter a service request or check the status of an existing service request
Search the Omgeo knowledge base
Access the Omgeo documentation library
Obtain contact information
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Using Omgeo inSITE to view confirm disclosures

Introduction
Using the Viewer role, Omgeo inSITE allows investment managers, counterparties,
and other interested parties the ability to view a confirm disclosure associated with
a trade. Viewers with access to the electronic or paper confirm can use the Disclosure
Reference Number to view the details of a disclosure document.

Accessing disclosures
This section outlines how to view, open, and download disclosures.

Viewing disclosures
To view a disclosure document:
1. Enter the URL for Omgeo inSITE (http://insite.omgeo.net) in your browser. The
View a Confirm Disclosure Document page appears (Figure 1).

Figure 1 View a Confirm Disclosure Document
2. Enter the disclosure number in the Disclosure Reference Number field (available on
your electronic or printed confirm).
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3. Enter the security code text that appears in the Enter Security Code field, and then
click Get Document.
l

l

l

If you entered correct information, the Confirm Disclosure Document page
appears (Figure 3).
If the Security Code is invalid, the following message appears in red: Security
Code does not match with security code shown. Please try again. and the page
displays a new security code. Re-enter the new security code in the Enter
Security Code field and then click Get Document.
If the document does not exist for the Disclosure Reference Number you entered,
an error page displays the message: No Document found with reference number,
followed by the number that you entered (Figure 2). Click Try Again? and reenter the information.

Figure 2 No document found with reference number

Opening disclosure details
To open a disclosure, Omgeo inSITE requires that you have Adobe® Reader®
installed. If step #3 in the previous procedure was successful, Omgeo inSITE
displays a summary of the disclosure (Figure 3).

Figure 3 Confirm Disclosure Document page
Table 1 describes the fields and links in the Confirm Disclosure Document page.
Table 1 Confirm Disclosure Document page fields
Field or Link
Description
Disclosure Reference Number This is the disclosure reference number entered on the Viewing page (Figure 1). Click the
number to view a PDF image of the document.
Description/Reason
Optional text used by the executing broker/dealer that describes the disclosure document.
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Table 1 Confirm Disclosure Document page fields (continued)
Field or Link
Document Status

Description
Defines the current status of the disclosure document. Possible values are:
l
In-Use—Disclosure document is active and can be associated with current trades.
l
Retired—Disclosure document is scheduled for deactivation or is already deactivated and
no longer associated with current trades.

Upload Date
Retired Date

The date that the disclosure document was first uploaded to Omgeo inSITE.
If applicable, the date that the disclosure document was deactivated or is scheduled for
deactivation.
Click this link to return to the Viewing page (Figure 1) and view another disclosure document.
Click this link to read a brief description of PDF files, which Omgeo uses for purposes of security
and global accessibility.
Click this link to download Reader from the Adobe web site.

Lookup Another Document?
What is a PDF?

Downloading disclosure documents
In the Confirm Disclosure Document page, you can click the unique disclosure
reference number to open or save the PDF document.
To download a PDF of the confirm disclosure document:
1. At the Confirm Disclosure Document page (Figure 3), click the number in the
Disclosure Reference Number field. Depending on your Microsoft® Internet Explorer®
browser version, a message appears with the options to Open, Save, or Cancel as
follows:
l

Click Open to open a PDF image of the confirm disclosure document in the
Reader viewer (Figure 4).

Figure 4 PDF image of a confirm disclosure document
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l

l

Click Save to save the PDF file to either a network drive or the hard drive on
your computer. In the Save As dialog box, specify the file path and file name
for the document, and then click Save.
Click Cancel to close the message without opening or saving the PDF file.

Disconnecting from Omgeo inSITE
Close your browser window to disconnect Omgeo inSITE.
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