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1.0 LOGGING IN 
 
Lets start with the basics.  Logging in.  Be sure to get the correct website from your broker before you start.  
 

1.1 Log In Screen 
 
 
 

In order to log in you will need to have a valid Username and 
Password.  If you do not have a valid Username and Password Please 
contact your broker.   
 
Enter in your Username in the blank field next to Username do the 
same with your password. 
 

Once finished click on the [Login] Button  
 
 
After clicking the Login button you should see the Summary Page (See Figure 2).  If not refer to FAQ for help.   
 

 
 
Once you login to the level 1 Trading platform you will see this Bar to the left side of the 
window.  To navigate through this platform simply click on any one of the Links to get you 
to the page you desire to go.  This Navigation Bar will provide you with easy access to 
Account information, Order Status/ History, Execution information/History, Quotes and 
News.  Jump from one page to another with a simple click of the mouse button..   
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 1 
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2.0 Your Account 
 
Your account is broken up into five sections Summary, Balances, Positions, History, and Messages.  The 
following is a detailed explanation of each. 
 

2.1 Summary 
 
 

 
 
The Summary Page is the first page you will see once you log in.  It will show your account number, whether 
you have any new messages, if new messages are present a summary of the message, and Account 
Information. 
 
If You wanted to view all your messages instead of just the new ones you can click on the View Messages 
Link.  This will take you to the Messages Page explained later. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To go to the Messages 
Page click here 

Figure 2 
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2.2 Balances 
 

 
 
The Balances Page will give you detailed information about your account and provide a running monthly total 
of trades done in your account. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 3 
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2.3 Positions 
 

 
 
The Positions Page will display detailed information about the Position you are currently holding. 
 

 
 
For more detailed information about 
a Position click on the D link.  A 
window will pop up giving you a 
break down of the Position you are 
holding. 
 
To trade a Position you are holding 
click on the T link.  It will take you to 
the Trade Page, which is explained 
later. 
 
 
 
 

 
 

 
 
 
For a Real Time Quote of a Position 
click the RTQ link.  A window will 
pop up displaying information about 
that symbol. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here for 
Positions Detail 

Click here for 
Real Time 
Quotes 

Click here to Trade 

Figure 4 

Figure 6 
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2.4 History 
 

 
 
 
The History Page gives the history of Orders, Executions or Both.  You can view historical records as far back 
as one year, six months, three months, or a month.   
 
To change the time frame from 1 month to a year, six months or three months click on the down arrow.  
Choose the time frame you wish to view then click on the Get History button.  To view Orders, Executions or 
Both place a check mark in the empty box next to the Item you want to view and then click the Get History 
Button. 
 

 
 
To view the order in more detail 
Click the D link at the end of the 
row.   A window will pop up with 
the order detail. 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 7 

Figure 8 

Click here to 
see Order Detail 
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2.5 Messages 
 

 
 
The Messages Page contains all messages sent to you.  You can view up to fifty of your last messages.   
 
Click on the down arrow to view 10, 20, 30, 40 or 50 of you last messages then the refresh button to display 
them.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 9 
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3.0 Trading 
 
There are two ways to trade stock in the level 1 platform through the trade pages or trade center. The 
following is detailed instructions on how to use the trading platform.  
 

3.1 Trade Pages 
 
Trade Pages are found  
 
3.1.1 Stocks 
 

 

 
 
The Stock Trading Page is used to trade ONLY STOCKS.  Option Symbols will not work on this page.  To 
place a trade follow the instructions below. 
 
To Place a trade:  
  

1. Type the Symbol of the security in the blank field next to Security. 
2. Choose your action buy, sell, short, or cover. 
3. Type the quantity you wish to purchase in the Quantity field 
4. Choose an order type Limit, Market, Stop, Stop Limit Order or VTSO. 
5. Once an order type is chosen the limit and stop target price fields will either be grayed out or white 

allowing you to enter in a price.  For example if Market is chosen both the limit price and stop target 
price fields will be grayed out. This is due to the fact that when doing a Market order there is no limit 
price or stop target price used for that type of order. If a limit order is chosen then only the limit price 
field will be white allowing for you to assign a price to the order. 

6. Choose your Duration Time Day, GTEM or GTC (Refer to the Definitions section if your not sure what 
kind of order you want to send) 

7. You can choose an ECN or leave it on auto and have the software do it for you. 
8. If the order is to be an All or None order Put a click on the empty box next to All or None this will put a 

check in the box.  
9. If you require a quote click on the Get Real-Time Quote button a window will appear (See Figure 6) 
10. Look over your order to see if there are any mistakes then click preview order to continue 

 
 

Click on the 
down arrow to 
display all your 
options 

Figure 10 

Grayed out 
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(3.1.1 Stocks continued) 
 
 
 
 
Finally look at the order one 
last time to see if any 
mistakes have been made. 
If a mistake has been made 
click on the Edit Order 
Button to make a correction.  
If no mistake was made 
then click send order, this 
will send the order to the 
market. 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 11 
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3.1.2 Options 
 
The Options Trading Page is used to trade OPTIONS ONLY.  Stock Symbols will not work on this page.  
 

 
 
 
There are three differences when placing 
a option trade compared to a stock trade.  
So you can follow the same basic steps as 
you explained for stocks. 
 
The ALL OR NONE box is gone and 
replaced with an Uncovered box.  If you 
want to send out an Uncovered Option 
Order this box must have a check in it. 
Transaction Type is now Buy To Open, 
Sell To Close, Sell To Open or Buy To 
Close. 
 
 There is no Preferred ECN choice 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 12 
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3.1.3 Order Status 
 

 
 
 
 
 
The Order Status Page will display all orders done today.  For historical orders view the History Page (See 
Figure 7).  
 
To see more detail about the order click on the D link to get an Order Detail Window (See Figure 8). 
 
To see a Real Time Quote for this symbol click the RTQ Link. A window will appear with this symbols 
information (See Figure 6). 
 

 
 
To place a cancel for this order click on the Cancel Link.  Once clicked you will see the Cancel Confirmation 
Window.  This window is to confirm you want to cancel the order once Cancel Order Button is clicked a cancel 
message is sent to the market.  This window DOES NOT CONFIRM THE ORDER IS CANCELLED.  To see if 
the order is cancelled check your Order Status Page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click her to see 
Order Detail 

Click here for 
Real Time Quotes 

Click here to 
cancel this order 

Figure 14 

Figure 15 
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3.1.4 Executions   
 

 
 
The Execution Page displays all you execution for the day. For historical orders view the History Page (See 
Figure 7). 
 
 To see more detail about the order click on the D link to get an Order Detail Window (See Figure 8).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 16 
 

Click here to 
see Order Detail 
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3.2 Trade Center 
 

 
 
The Trade Center is the central part of the Level 1 platform.  It will give you streaming quotes for various 
stocks, News reports and allow you to trade while looking at another page (Positions, Order Status or 
Executions). 
 
To find a News Report on a Security: 
 

1. Enter in the symbol in the field next to symbol Headlines. 
2. Using the scroll bar on the left side of the window find the report you are looking for. 
3. Click the Title Link to bring up the Report for you to read. 

 
To change the symbols in the Streaming Quote Box: 
 

1. Click on the symbol you wish to replace 
2. Delete old symbol and type in new symbol 
3. Hit enter when finished. 

 
Trade Center Navigation Bar 
 

 
 
 
 
 
 
 

Figure 17 

Figure 18 
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3.2.1 Trading 
 
Stock trading and Options trading will switch depending on which was the last link you selected in the Trade 
Centers Navigation Bar. (See Figure 18)  
 

 
 
Figure 19 shows the two Order Entry 
Panels follow the same procedure from 
the Stock Trading Page and the Options 
Trading Page to place an order. 
 
 
 
 
 
 
 
 
 
 
 
 

3.2.2 Account Information 
 

 
 
Positions, Order Status, Executions can all be accessed using the Trade Center.  Like the Order entry These 
Three Screens with switch if you click the Link on the Trade Center Navigation Bar (See Figure 18) 
 
Switching these screens will not affect Order Entry, Streaming Quotes or News Reports. 
 
The T Link in these screens will not take you to the Trading page like the other pages before.  Instead It will fill 
in the information on the Order Entry Panel in the Trade Center. 
 
To see more detail about the Order, Position or Execution click on the D link to get an Order Detail Window 
(See Figure 5 and Figure 8).   
 
To see a Real Time Quote for this symbol click the RTQ Link. A window will appear with this symbols 
information (See Figure 6). 
 
To place a cancel for this order click on the Cancel Link.  Once clicked you will see the Cancel Confirmation 
Screen.  This Screen is to confirm you want to cancel the order once Cancel Order Button is clicked a cancel 
message is sent to the market.  This Screen DOES NOT CONFIRM THE ORDER IS CANCELLED.  To see if 
the order is cancelled check your Order Status Screen. 

 

Figure 19 

Figure 20 
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(3.2.2 Account Information continued) 
 

 
 
The N Link causes a 
window to appear with all 
the News Reports for that 
Symbol.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 21 
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4.0 Market Data 
 
Market Data contains all of the Quotes needed to trade in the market.   
 

4.1 Quotes & Charting 
 

 
 
 
To get a quote: 
 

1. Select the [Quotes & Charting] link in you 
Navigation Bar. 

2. Type in a symbol in the open field next to 
the submit button (see figure 22). If you do not know the symbol then select Symbol lookup to find the 
symbol. 

3. Choose Quote, Chart or Option  
 
Quote will provide: 
 

 
Detailed real time quote data on the select symbol. (See figure above) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 22 

Figure 23 
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(4.1 Quotes & Charting continued) 
 
Chart will provide: 
 

 
Charting of selected stock symbol.  The chart has various time parameters, studies and comparison tools. 
 
Clicking on the down arrow next to the setting you want to change will display all your options you can 
change.  
 
Compare to symbol and moving averages have fields to enter in data: 
 

1. Compare to symbol you need to enter in a symbol you wish to compare in chart data to the symbol 
you have already chosen. 

2. Moving averages has a down arrow and a field.  The down arrow will show all the moving averages 
studies that can be applied to the chart. The field is for the time parameter you wish to set. 

 
Click [Refresh Chart] once all changes have been made to view your changes on the chart data. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 24 
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(4.1 Quotes & Charting continued) 
 
Options will provide: 
 

 
 

Option Chain will display both calls and puts but the quote is delayed 15 minutes.  For a real-time quote click 
on any of the symbols. 
[Trade] will send you to the option trade page, which was explained earlier. 
 

 
 
 
 
 
 
 

Figure 25 
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4.2 Symbol Lookup 
 
 

 
The Symbol Look Up Page is designed to give you a way to find the symbol for 
any company trading on US markets.   
 
To find a symbol type in the first ten letters of the name of the company in the 
field under Symbol Lookup, then click Submit to start the search.  
 

 
 
 
 
To trade a symbol from the list created click on the Trade link.  It will take you to the Trade Page, which was 
Explained Earlier 
 
For a Real Time Quote of a Position click the RTQ link.  A window will pop up displaying information about 
that symbol. (See Figure 6) 
 

4.3 News 
 

 
 
The News Page gives a list of news reports for US stocks.  You can search for a single symbol or look at all 
the news reports at once.   
 
To search for a single symbol, type the symbol in the blank field next to Get News.  Once finished click the 
Get News Button to start the search. 
 
To read a Report click on the Headlines Link.  This will cause a window to appear with the article you want to 
read.  

Figure 26 

Click here for 
Real Time Quotes 

Click here to Trade 

Figure 28 

Figure 27 
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5.0 Definitions 
 
Ask: Is what the amount the seller is offering ( what price you can buy the stock for). 
Bid: Is the price in which the buyer is willing to pay (what price you can sell your stock for)  
Buy: To purchase a stock.  Creating an Open Position 
Buy to Close:  will cover a short stock position, sell a call to close and buy a put to close 
Buy to Open:  will buy long stock, buy a put to open, and sell a call to open. 
Cover Order:  to repurchase a previously sold Stock. also called short cover 
Day Order:  Buy or sell order which automatically expires if it is not executed during market hours.   
ECN:   Electronic Communication Network. An electronic system that brings buyers and sellers together for 
the electronic execution of trades. It disseminates information to interested parties about the orders entered  
into the network and allows these orders to be executed. Electronic Communications Networks (ECNs) 
represent orders in NASDAQ stocks; they internally match buy and sell orders or represent the highest bid 
prices and lowest ask prices on the open market. The benefits an investor gets from trading with an ECN 
include after-hours trading, avoiding market makers (and their spreads), and anonymity (which is often 
important for large trades). 
GTC Order: (Good Til Cancel) Buy or sell order which remains in effect until it is either executed or 
canceled. 
GTEM Order:  (Good Til Extended Market) buy or sell order which can trade in pre and post market hours 
but automatically expires if it is not executed that day.   
Limit Order:  An order to a broker to buy a specified quantity of a security at or below a specified price, or 
to sell it at or above a specified price (called the limit price). This ensures that a person will never pay more 
for the stock than whatever price is set as his/her limit. This is one of the two most common types of orders, 
the other being a market order. opposite of no limit order. 
Market Order:  Buy or sell order in which an order is executed at the best price currently available. also 
called at the market. 
Sell: sell a stock.  Closing an Open Position 
Sell to Close: will sell stock, sell a put to close and buy a call to close.  
Sell to Open: will sell stock short, buy a call to open and sell a put to open. 
Short Order: (Also known as Shorting or Short Sale) borrowing a security from a broker and selling it, with 
the understanding that it must later be bought back (hopefully at a lower price) and returned to the broker. 
Short selling (or "selling short") is a technique used by investors who try to profit from the falling price of a 
stock. For example, consider an investor who wants to sell short 100 shares of a company, believing it is 
overpriced and will fall. The investor's broker will borrow the shares from someone who owns them with the 
promise that the investor will return them later. The investor immediately sells the borrowed shares at the 
current market price. If the price of the shares drops, he/she "covers the short position" by buying back the 
shares, and his/her broker returns them to the lender. The profit is the difference between the price at which 
the stock was sold and the cost to buy it back, minus commissions and expenses for borrowing the stock. But 
if the price of the shares increase, the potential losses are unlimited. The company’s shares may go up and 
up, but at some point the investor has to replace the 100 shares he/she sold. In that case, the losses can 
mount without limit until the short position is covered. For this reason, short selling is a very risky technique 
Stop Limit Order: An order to buy or sell a certain quantity of a certain security at a specified price or better, 
but only after a specified price has been reached. A stop-limit order is essentially a combination of a stop 
order and a limit order 
Stop Order: A market order to buy or sell a certain quantity of a certain security if a specified price (the stop 
price) is reached or passed. Also called Stop Market Order and if used to limit the amount of loss on a 
Position its called a Stop Loss.  
VTSO Order: (Virtual Trailing Stop Order) A complex Stop order in which the stop price is set at fixed amount 
below the market price if you are buying and above if you are selling. When you are buying and the market 
price rises, the stop price rises proportionately, but if the stock price falls, the stop price doesn't change and 
the reverse is true for sell VTSOs.  The reason for this kind of order is it allows an investor to set a limit on the 
maximum possible loss without setting a limit on the maximum possible gain, and without requiring paying 
attention to the investment on an ongoing basis.  
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6.0 FAQ 
 
Problem:   Unable to retrieve your session cookie. 
Solution:   Set your Internet browser to accept Temporary Internet Cookies. 
 
Problem: UNKNOWN PROBLEM WITH USERNAME OR PASSWORD (7). PLEASE REENTER. 
Solution: Call your broker.  You are not permissioned to trade on the Level 1 platform 
 
Problem: The page cannot be displayed. 
Solution: Check to see if you are getting any Internet connection.  If so call your broker. 
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