
TRADING ON FOLIO INVESTING 

We offer the ability to trade individual stocks, funds and ETF’s, individually or as a whole basket  

(what we call a “folio”) with the following order types: 

• Window Trades:  Orders executed twice daily including orders for fractions of shares 

placed in dollar amounts (as opposed to shares).  

• Market/Limit/Stop Trades: Traditional market, limit, stop and stop-limit orders which can 

be executed at any time throughout the trading day.  

o Market/Limit/Stop trades must be for whole shares. 

To trade individual securities, select Trade from the Folio Quick Links drop down menu and 

choose GO, or click the Trade link next to the name of the folio on your Accounts page. The trading 

page will be displayed. 

 

For buys you must either: i) have cash in your account to pay for the buy (we show you the cash 

available for trading in the Folio Details section, below) or ii) have sell orders entered that will 

produce sufficient funds to pay for the buy. 
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In addition to this Guide, more help is available under the Ways to Trade tab.  

 

To Buy or Sell a Single Security 

Step 1: To buy or sell a single security, you must first add it to, or choose it from a folio. You can do 

so from either the Trade Individual Stocks and Funds or Trade Entire Folio tabs on the Trading 

page.  Next, select + Add Securities. 
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Step 2: If you know the ticker of the security to add to the folio, just add it. You can add multiple 

securities separated by commas or copy and paste here whole lists of tickers if you like.  Choose 

Lookup if you need help with the tickers: type all or part of the company name to find the ticker. 

When you have entered all desired tickers, choose Add. 

 

Step 3: New securities will be added to the top of the list of securities displayed on the selected 

trading tab. You can then place a window trade or market order following the instructions 

provided in the next section. 
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To Place a Window Trade for One or a Specific Set of Securities in a Folio 

Step 1: Select the Window tab on the Trading page (see below). 

Step 2: Next to each security you wish to trade, select buy, sell or sell all from the drop down menu 

that appears, enter either a dollar or share amount to buy or sell, then choose Preview Order.  

 

Step 3: After reviewing the trade details on the Preview Order screen, choose Place Order to 

complete your trades. 
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To Place a Market/Limit/Stop Trade 

Step 1: Select the Market/Limit/Stop tab on the Trading page.  

 

Step 2: Choose the Action to perform on each security (buy, sell, or sell all) and the Order Type 

(market, limit, stop, stop-limit) from the drop down menus. Enter the number of Shares to buy or 

sell.  For limit, stop, and stop-limit orders enter the Stop Price, Limit Price, and the Term (either for 

Day or GTC). Then choose Preview Order.  

 

Step 3: After reviewing the trade details on the Preview Order screen, choose Place Order to 

complete your trades.  
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To Trade an Entire Folio 

Select the Trade Entire Folio tab on the Trading page.  

 

• To buy more shares in an existing folio: Choose the Buy More tab under the Trade Entire 

Folio tab, select how you would like to invest more money in the securities in your folio, 

enter a dollar amount to invest, then choose Preview Order. After reviewing the trade 

details on the Preview Order screen, choose Place Order to complete your trades. 
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• To sell some or all shares in an existing folio: Choose the Sell Some or All tab under the 

Trade Entire Folio tab, select how you want to sell securities in your folio and enter a 

dollar amount to sell, then choose Preview Order. After reviewing the trade details on the 

Preview Order screen, choose Place Order to complete your trades. 
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• To update or exchange shares in an existing folio: Choose the Update & Exchange tab 

under the Trade Entire Folio tab, then select how you want to buy and sell securities in 

your folio. You can: 

1. Rebalance a folio to bring the security weighting in line with target weights; 

2. Exchange among folios by buying and selling securities in the folio as required to set 

its weights to the target weights of a Ready-To-Go (RTG);  

3. Exchange from a Watch Folio  by buying and selling securities in the folio as required 

to match the target weights of a watch folio.  

 

After reviewing the trade details on the Preview Order screen, choose Place Order to 

complete your trades. 
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