NASD National Exam Program N
Web Information Request (Web IR) Job Aid

Web Information Request (Web IR) is part of an on-going NASD effort to increase the automation and integration of examination
processes and products for Member Firms. Instead of collecting firm pre-examination data through hard copy, data will now be
collected via a Web-based process. Each firm is required to complete the Web Information Request (Web IR) form at the time of its
routine cycle exam, this will be your firms second submission to the NASD for this examination.

Prior to you firm’s routine cycle examination, your NASD District Office Examiner will contact you. At that time, the Examiner will
advise you of your scheduled examination date, and will confirm that your firm has completed an NASD Member Firm Web
Information Request Account Administration Entitlement Form (AAEF) and the NASD Entitlement Agreement Form (NEA) in order to
access the Web Information Request login page.

Initial account setup requires a member firm to submit an Entitlement Form, with original signature. Entitlement Forms can be found
on the NASD Web Site at: www.nasd.com/entitlement. The Entitlement Forms requires a firm to designate a primary and an
alternate account administrator. Once the Entitlement Forms are processed. NASD will contact the Account Administrator with the
user names and passwords of the firm’s users who need access to Web Information Request.

) Please login with your user ID & password
Steps to Login to WEB IR S J y P

Welcome to Web Information Request

User ID:

NASD; Terms & Conditions
[MASD Entitlement Program ﬂ

Step 1: Access the Web Information Request Site:
https://forms.nasd.com/nep

Agreewent and Terms of Use

1. Agreement

Step 2: Enter the Required Login Information

i C Ui Y | This NASD ENTITLEMENT PROGEAM Agresment and Terms of Use [“Aoresment” or “HASD
certify thiat | have read and

urderstand all of the terms of the Entitlement Program Terms of Use”) is an agreement between National Association
MASD Erfitlement Program 0f Securities Dealers, Inc. (“NASD®) and each person or entity that establishes
Agreement and Terms of Lise an HASD ENTITLEMENT PROGRAM account or accesses the applications, materials or
and intend to form & hinding services available on or through the NASD ENTITLEMENT PROGRiMsw Web Site
agreement with the NAZD on (referred to herein as a “Subscriber,” “Vou” or “Your”). The NASD

those terts vithout modification ENTITLEMENT PROGRAMN® Web Site iz offered and operated by NASD on the World Wide

o SRR (il Weh of the Internet. The NASD ENTITLENENT PROGRAN system offers various on- v
accapting this agresment on

behalf of an organization, |
certify that | have the autharity of
that organization o enter into this
agreement.

2.1 Enter your user ID in the User ID field (provided
by the NASD Entitlement Group).

2.2 Enter your password in the Password field
(provided by the NASD Entitlement Group).

If you are experiencing any dificulties logging into the system, please contact your Account Administrator for
assistance. If you are an Account Administrator, contact the Gateway Call Center for Assistance.

Do MOT bookmark this page or add it to your favorites. If you would like to create a bookmark or add this application to

23 Read and accept the NASD Terms & Cond|t|0ns / | Agree | Disagree your favorites, please create the bookmark or add it to your favorites after successfully lagging in

2.4 Click the | Agree button to login.

: * Questions about navigating the Web IR form or process may be
The clarity of the screen shots are better directed to NASD’s Gateway Call Center at 1-800-321-NASD.

HE e JEle e 15 D * Questions about content should be directed to your District Office.
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Step 3: Viewing Forms in the Form Filing Cabinet

3.1 The Form Filing Cabinet allows
users to manage the various
forms they submit to NASD. A

IS 10F TiFma 10493

user can browse through the \

Various formS that they have reakpoint Follow-up Questionnaire|
access to. For each form, you e Toss o aut
may look at the various form | e et

instances that have either
been submitted in the past or
are in progress at the
moment.

3.2 Select the Information Request
(Web IR) form by clicking on the

form name.

Help

Select a form from the
menu at left

MNew User? Click on the Help link on the gray
meny bar abave for info on how to get started

The Information Request (Web IR) is used by member firms to provide information to NASD examiners
about member firm operations. Examiners use the information captured through the Web IR to help

develop the scope of an examination.

Questions about navigating the Web IR form may be directed to NASD’s Gateway Call Center at 1-800-321-NASD.
Questions about content should be directed to your District Office.
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Description of the Web IR

The Last Update column displays the The Description column displays the name of the form and the date
most recent date and time the form the form was created. If you hover over the description text, a link
was modified. will appear which will open the form upon clicking.

Information Request

The Inforrmation Request iz used by
use the information captured thro

\ Last Update

ernber firrms to provide information to MASD exarminers about mmember firm operations, Examiners

b the Infarmation Request to help develop the zcope of an examination,
Page 1 afi -

Description 5 Status Action
S/10/2005 3122142 PM Informmation Request for exam E4444444 created on 576705 11152156 AM. Subrnitted (2
5102005 3:09:54 PM Informnation Reguest for exarmn E33333233 created on S/6/05 11:52:532 AM, InFrograss B:‘%
SAef2005 11:52:27 AM Inforrnation Request for exarn E2222222 created on S/6/05 11:52:24 AM, Publizhed E‘?%

The Status column displays the condition of the specified information. There are three status types:

. Published — the form has been submitted by the examiner to the member firm; however, the firm has not
opened/viewed the form.

. In Progress — the NASD examiner has submitted the form electronically to the member firm. The member firm is working on
the form, but has not submitted to form.

. Submitted — the member firm has completed the form and electronically submitted it to NASD.
NOTE: Once the form has been submitted, the member firm no longer has access to it.

The Action column displays the actions that can be preformed. There are two action types:

. = Opens the form in read only mode.

« %, Allows the firm to edit the form.

Questions about navigating the Web IR form may be directed to NASD’s Gateway Call Center at 1-800-321-NASD.
Questions about content should be directed to your District Office.
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Steps to Review/Update the Web IR Form

Step 4: Completing the Web IR Form

4.1 Use the Web Information
Request Form to confirm and
update firm data. Users should
complete, review and submit
information in this section.

This updated information will be
used by the NASD examiner to
determine the scope of the
exam.

Form Controls k

Jiew | All Sections vl F‘rintl Show/Hide Comments | Savel Review and Submit |

validation Summary
’lease note that after 2 hours of inactivity your Web IR session will terminate automatically. At termination your data will be saved, but we encourage
rou to save your entries at regular intervals.

Types of Business

1, Your firm indicated it engages in the business checked below, For each, please indicate the approximate percentage of revenue, Make any needed changas,

% of business Business Type

Exchange mermber engaged in exchange commission business other than floor ackivities

Questions about navigating Web IR form may be directed to NASD’s Gateway Call Center at 1-800-321-NASD.
Questions about content should be directed to your District Office.
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Steps to Review/Update the Web IR (continued)

4.2 Complete all sections.

Form Controls N
L g iz |A|| Sections - Print I Show/Hide Comments I Save I Revievw and Submit I
Al Suctions )|
I - 71T T T
. *le aslipes of Buiniess Iours of inactivity your Web IR session will terminate automatically. At terminati
4_3 Select the ShOW/HIde rou t::llrll U-n':l!r'al-u.l'SI'l.'-’.'IU'E at réegular intervals.
Inancrts
Comments button to -lwudﬁuﬂurh and Trandactions Tomes o EmeTeee T
) ) Inddiiutignal Customirs |
view or h|de Comments. 1. Y°S.|Ie~.lrcrr'.m-.u-u.'I;.'Ie-er.h.n'l-’:;ruuls Fges imthe business checked below., For each, please indicate the approximate percentage of
HBqoks and Reconds — Loosima=s s
Comrunetalsang wih fhi Public le member engaged in exchange commission business other than floor activities
Siltlernert Agreemert/Customer Grivinces
YOU may entel’ CommentS Firni Pérsanriel =

in the Comments field if

you Want to prOVIde 2. Please indicate if your firrm engages in the following activities:
further explanation for — =
your response(s). =
2. Record the approximate percentage of vour firm's business bazed on revenue.
Principal Riskless Principal Agency
Retail ISD I I
Broker-Dealer |45 I I
\ Institutional I21 I I
‘ Cormment
=
=

4.4 Click the Print button to print a hard-copy of the form for your records before submitting it to NASD.

4.5 Click the Save button to save the information you have entered.

NOTE: You may save information and continue to enter changes on the form later. However, once you submit the form, no
changes can be made. If you find errors after submittal, please contact your examiner.

Questions about navigating Web IR form may be directed to NASD’s Gateway Call Center at 1-800-321-NASD.
Questions about content should be directed to your District Office.
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Steps to Review/Update the Web IR Form (continued)

4.6 After you complete all sections of the form, click the Review and Submit button. Clicking the Review and Submit button
takes the user to a Review page. The user can Print, Submit, or Edit from the Review page.

Form Controls k

_— |g|| Sactions j Prirt | Show/Hide Comments | Save | Review and Subrmit |

Yalidation Summary

Yease note that after 2 hours of inactivity your Web IR session will terminate automatically. At terminati
rou to save your entries at regular intervals.

Types of Business I

1. Your firm indicated it engages in the businesz checked below, For each, pleasze indicate the approximate percentage of

9% of business . Business Type

I Exchange merber engaged in exchange commission business othar than floor activities

Questions about navigating the Web IR form may be directed to NASD’s Gateway Call Center at 1-800-321-NASD.
Questions about content should be directed to your District Office.
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TIPS » Please be sure to Save your data prior to exiting the form.
3 =101 %]
You are about to leave this form. Do you wish to save
The clarity of the screen shots are better your data?

when the Job Aid is printed.

* You will receive the following message when you manually logout of the application.

Logout Successful Logout Successful

‘fou are now logged oot of the NASD system. For added security, you may close this browser window.

&

@ Copyright 2004-2005 National &ssociation of Securties Dealers, Inc. (MASD N | A rights reserved, | Leqal Motices and Privacy Policy | Use is governed by the Terms and Condtions,

® You will receive the following message after 2 hours of inactivity

ht appears that you are no longer working with this form. Would

I i i i i ] lik ti t k the f n Id like t
in_the application. The system will automatically SAVE any e your changes and log OUL? If you don-t reapond 1 1 minute
data that has been entered if you don’t respond to this message then your changes will be automnatically saved and you will be

logged ourt.

Save and Log Out Keep Working on the Form

and you will be logged out.

Questions about navigating the Web IR form may be directed to NASD’s Gateway Call Center at 1-800-321-NASD.
Questions about content should be directed to your District Office.
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TIPS (continued)

Make sure your firm submits the NASD Member Firm Web Information Request Account Administration
Entitlement Form (AAEF) and the NASD Member Firm Entitlement Agreement (NEA) Form.

NASD Entitlement Forms can be found at: www.nasd.com/entitlement

Allow 3-5 business days for processing of the form.

Web IR passwords expire every 120 days. When your password expires, you will be prompted to
change it. If you forget your password, you must contact your Account Administrator. Account
Administrators must contact NASD’s Gateway Call Center at 1-800-321- NASD to reset a forgotten
password, and unlock an account.

Print a copy of the completed form for your records prior to submission to NASD.

For additional Web IR information: http://www.nasd.com/web?idcplg?ldcService=SS_GET_ PAGE&nodeld=380

Questions about navigating the Web IR form may be directed to NASD’s Gateway Call Center at 1-800-321-NASD.
Questions about content should be directed to your District Office.




