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Instructions for Submitting Checks and Securities in Docupace  
For standalone checks received for an existing client follow steps 1 – 15 (pg. 1-7). 

For standalone physical securities received for an existing client follow steps 1 – 15  (pg. 7 – 13) 

For checks or physical securities received for a new client follow steps 1 - 14 (pg. 13 – 19)  

To run reports of check or securities blotters for reference follow steps 1 – 4 (pg. 19 – 20) 
 

Standalone check received for an existing client  

1) To blotter a check for an existing client with no additional paperwork begin in New – Starting Point.  
(In case of a split check, such as for a 401k contribution for multiple participants, it can be blottered in 
the employer-level client folder with a list of participants attached or listed in the Notes box.  A split 
check for a 529 contribution can be blottered in one 529 account with the second account referenced in 
the Notes box.) 
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2) Select the Money Desk tile.

 

 

 

3) Then select the Existing Client tile. 
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4) Choose the existing client from all clients provided or use the search fields on the left side to find the 
client. 

 

 

 

5) Choose the existing account the check is being deposited to or click New Client Subfolder if the 
account does not appear.  

 

 

6) Click No State Required 
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7) Review the summary and click Create Work Item. 

 

 

8) To add a copy of the check, click Add Documents – Unindexed Documents 

 

 

9) Drag a copy of the check into the Drag & Drop box or click on Upload to find a copy of the image on 
your computer and click Save in the upper right corner. 
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10) The check image will appear with the details section on the left. 

 

 

11) Business Type will default to BD/RIA.  Document type is required and Check should always be 
selected to blotter a check. 
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12) Fill in the Check Number, Check Amount, Purpose of Check, Date Advisor Received, Date Advisor 
Forwarded, and Advisor Forwarded To fields.  

 

 

13) Click Save and Close. 

 

 

14) Click Send for Review. 
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15) The check has been blottered and sent for Operations Review. 

 

 

Standalone security received for an existing client 
 

1) To blotter a security for an existing client with no additional paperwork begin in New – 
Starting Point. 

 

2) Select the Money Desk tile. 
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3) Then select the Existing Client tile. 

 

 

4) Choose the existing client from all clients provided or use the search fields on the left side to find the 
client. 

 

 

5) Choose the existing account the security is being deposited to or click New Client Subfolder if the 
account does not appear.  
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6) Click No State Required 

 

 

7) Review the work item and click Create Work Item. 

 

 

 

 

8) To add a copy of the security, click Add Documents – Unindexed Documents 
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9) Drag a copy of the security into the Drag & Drop box or click on Upload to find a copy of the image on 
your computer and click Save in the upper right corner. 

 

 

10) The security image will appear with the details section on the left. 
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11) Business Type will default to BD/RIA.  Document type is required and Security should always be 
selected to blotter a security. 
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12) Fill in the Name of Security, Certificate Number, Number of Shares, Approximate Share Value, Date 
Advisor Received, Date Advisor Forwarded, and Advisor Forwarded To fields.  

 

13) Click Save and Close. 
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14) Click Send for Review. 

 

 

15) The security has been blottered and sent for Operations Review. 

 

 

Checks or Securities received with New Client Documents 
1) To blotter a check or physical security for a new client with the new account process begin in 
New – Starting Point. 
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2) Select the New Account tile. 

 

 

3) Go through the New Account Process by selecting New Client. 
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4) Fill in client data and click save. 

 

 

5) Select Sponsor or Custodian. 

 

 

6) Click No State Required. 
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7) Select Product Type. 

 

 

8) Select Registration Type. 

 

9) Click Create Work Item. 
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10) Complete the client documents for the new account process then click Add in the Work Item Client 
Documents box and select New Client Documents. 

 

 

11) Drag and drop the copy of the check or security into the Drag & Drop box or select Upload to choose 
the file from your computer. 

 

 

12) Select the Document Type of either Check or Security and fill in the appropriate check or security 
details as well as receipt and forward date and forward to information and click Save. 
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13) Click Save and Close to return to the Work Item. 
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14) Continue with the signature process for the new account and submit for review. 

 

Reports 

1) To run a check or securities blotter, go to Administration – Reports. 

 

2) Click on the log to run a report. 

 

3) Enter the report parameters. 
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4) Select the output format. 

 

 


