PRIVATE

CLIENT

SERVICES.

Creating an Advisor Work Office Item from an

Uploaded Document
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Click on Retrieve, then Advisor Office.
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Click on Advisor Office Documents, click the checkbox next to the item to turn into
a Work Item, then click Create WI.
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Click the Request Type drop-down arrow and select the appropriate type for the
document being submitted. This is what drives the workflow piece.
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Navigate down to the Folder/Subfolder and click Add > Advisor Office Folder.
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On the next screen, a rep search may need to be conducted if you have access to
more than rep code as you want to ensure you are inputting into the proper rep’s
folder. Once you locate the appropriate folder for the document being submitted,
click the checkbox and then click Select.
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This will bring you back to the Details screen. Confirm the indexing information and
then click Save.
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Within the Work Item screen, review the information and if all is in good order, click
Send for Review.

Pending Advisor Review
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