Selling Shares in Your Stock Plan Account

Follow the steps below for requesting a transaction to sell your company shares.*
Before you place your sale transaction
We recommend that you establish instructions with Fidelity for how you would like to receive
your future proceeds. This process takes about four to seven days, so doing this in advance
of any future stock sales will save you time. Click here to review the instructions.
Requesting a transaction to sell stock

1. G
 o to NetBenefits.com
to log in.

Note: Shares are sold on a first-in, first-out (“FIFO”) basis (meaning the oldest shares are
sold first) unless, before settlement, you make specific identification of shares to be sold.
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2. F
 rom the home page,
click Stock Plan Account.
Screenshots are for illustrative purposes only.

3. O
 n the Stock Plan Account
Detail page, select Sell
Request on the right side
of your screen.

Screenshots are for illustrative purposes only.

Note: Only whole shares will be depleted from each lot. Fractional shares can be held
or pooled with other shares to make a whole share.

4. F
 ill in the quantity and
order type.
Note: Your company stock
symbol will automatically fill
into the Symbol field.
See Understanding the
Language of Stock Trading on
page 6 for helpful information.

Quantity: The amount of shares you want to sell. This must be in whole shares only.
Symbol: Your company stock ticker symbol will populate automatically.
Type: The method that will be used for the transaction.
Time in Force: The time limit you want for the transaction.
Money Transfer: You can choose to keep the sale proceeds in your stock plan account, or transfer the proceeds.
Choose Specific Shares: For tax purposes, you can choose to sell specific shares or “lots.” Check this box to
advance to that page.

5. P
 roceed options will become
available based on order type
you select.

Screenshots are for illustrative purposes only.

Note: Only whole shares will be depleted from each lot. Fractional shares can be held
or pooled with other shares to make a whole share.

6. R
 eview information and click
Place Order.

Screenshots are for illustrative purposes only.

Note: Only whole shares will be depleted from each lot. Fractional shares can be held
or pooled with other shares to make a whole share.

7. A
 confirmation number will
appear, acknowledging that
your transaction has been
accepted.
Keep a record of the
confirmation number for future
reference, should you need it.
Note: It will take two business
days for your transaction to
settle. Proceeds are available
thereafter and can take an
additional seven to ten days
to process.

8. L og in to NetBenefits.com
and view order status
during settlement.

Screenshots are for illustrative purposes only.

1

Understanding the Language of Stock Trading
A lot refers to the number of shares you
purchased in one transaction. For example, if
you bought the same stock a few times during
the year, you will have purchased multiple lots.
Positions refers to the stock you hold in your
account for a particular company. For example,
if you hold stock in two different companies
within your account, you have “two positions.”
Types of Transactions
Market orders — A market order instructs
Fidelity to buy or sell securities for your account
at the next available price. A market order
remains in effect only for the day, and usually
results in the prompt purchase or sale of all the
shares of stock, options contracts, or bonds
in question, as long as the security is actively
traded and market conditions permit. In a sense,
a market order guarantees the actual purchase
or sale but not the specific price.†
Limit orders — When you place a limit order
to buy, the stock is eligible to be purchased at
or below your limit price, but never above it. A
limit order to sell sets a minimum price on the
sale, meaning it will never sell below this price;
however, it could be sold at a higher price. You
could say that a limit order guarantees you a
price but doesn’t guarantee that the market
can actually fill your order.
You may place limit orders either for the day
on which they are entered (a day order) or for
a period that ends when it is executed or when
you cancel (an open order or good ‘til canceled
(GTC) order).
Stop orders — Stop orders are generally used
to protect a profit or to prevent further loss if the
price of a security moves against you. They can
also be used to establish a position in a security
if it reaches a certain price threshold or to close
a short position. Not all securities or trading
sessions (pre- and post-market) are eligible for
stop orders.

Time Limits of Transactions
You can place a time limit on a stock
transaction by selecting one of the following
time-in-force types:
Day — This limitation has a default expiration
time of 4:00 p.m. Eastern time (ET). You may
select your own order expiration time between
10:00 a.m. ET and 4:00 p.m. ET in 30-minute
increments (e.g., 10:00 a.m., 10:30 a.m., 11:00 a.m.,
etc.). If all or part of your order is not executed by
the time you’ve selected for expiration, your order
will be canceled.
Good ‘til canceled (GTC) — For orders placed
on Fidelity.com, this limitation has a default
order expiration date of 180 calendar days
from the order entry date at 4:00 p.m. ET. You
may select your own order expiration date
and/or time, up to 180 calendar days from the
order entry date. If all or part of your order is
not executed by the date and/or time you’ve
selected for expiration, any open portions of
your order will be canceled.
Fill or kill — Requires that the order is
immediately completed in its entirety or
canceled. Fill or kill is used only under very
special circumstances. If you do not fully
understand how to use fill or kill, talk with
a Fidelity representative before placing this
limitation on an order.
Immediate or cancel — Requires that a broker
immediately enter a bid or offer at a limit price
you specify. All or a portion of the order can
be executed. Any portion of the order not
immediately completed is canceled.

For further assistance, call a Fidelity Stock Plan Services Representative. Representatives are
available Monday through Friday, from 8 a.m. to 8 p.m. local time, excluding holidays of
the New York Stock Exchange, except Good Friday. Calling instructions can be found at
Fidelity.com/globalcall.

Control and Restricted securities must be sold in accordance with Securities and Exchange Commission (SEC) Rule 144 requirements.
Additional documentation, approval, and conditions must be met prior to selling, which may limit your ability to sell at a specified time. Stock
markets are volatile and can fluctuate significantly in response to company, industry, political, regulatory, market, or economic developments.
Investing in stock involves risks, including the loss of principal.
*Check your plan documents for any rules that may require you to hold your stock for a specified period.
In order to maintain a fair and orderly market, most market centers generally do not accept cancellation requests after 9:28 a.m. Eastern time
(ET) for market orders eligible for execution when the market opens at 9:30 a.m. ET. Acceptance of a cancellation request by Fidelity
between 9:28 a.m. and 9:30 a.m. ET does not guarantee an order cancellation. All requests to cancel an order are processed on a bestefforts basis.

†

System availability and response times may be subject to market conditions.
Fees will apply to trades. You will also be charged a processing fee for a wire or check, and this fee will be displayed during the transaction.
Additionally, for U.S.-dollar conversions, a currency exchange rate fee will be applied.
You can place your orders when markets are open or closed. However, orders placed when the markets are closed are subject to market
conditions existing when the markets reopen, unless transactions are made during an extended-hours session.
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