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.)

Advisor Dashboard | Tracker Bl | Dashboard | Monitor | Retrieve ~ | Administration | & New ~ f

Starting Point
@® Upload File

Advisor ID Advisor Name Creator Work Item Id B Create Work Item Validatior
Client Folder
Client Subfolder

25003 REP3 jason_allen 16258
5123 REF jason_allen 15631 Client Documents

Advisor Office Folder

Advisor Office Documents

Unindexed Documents

Labels



2) Select the Money Desk tile.

What do you want to do?

Account Transfer Account Service

[ 1 1] [ 11 1}
LI\ IO\, IO\
1Y 1Y an
Trade Desk Maney Desk Account Maintenance Update

° —
s

New Account

Compliance

Money Desk

1
3) Then select the Existing Client tile.

Existing Client




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

client.

Default

Clear

Full name search
Full name search

TIN/SSN

TIN/'SSN

Last Name
cien
First Name

First Name

Brokerage

‘ 2 Refresh ‘

begins with ~

Individual

Click on a record below to select:

First

Name

Last Name

PRIMARY  CLIENT

Brokerage -

Retail

PERSHING

SSN Rep
Masked ~ Code  Name
XXXXX9992 PS003  REP3

Advisor Last

Rep

Advisor First

Name

PS

Advisor Rep
SSN

XXXXX3333

PRIMARY CLIENT

Advisor 0SJ Business
Code Type
BO/RIA
PS003  REP2

Last Client Client
Note Type Status
Person  Active
PS XANXXKIIIZ

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

Show 15« entries
User Group
CLIENT
b tz
SCERMEE Lousen

becca_meiz

[ ew ciient subfoicer | Show 10 v entries
Client Folder Rep

Client Registration Product Last  Other First Last  Company  Rep  AdvisorLast  AdvisorFirst  AdvisorRep  AdvisorOSJ

Subfoider Type  Type Type Vendor/Custodian Account#  Note  Descripon  Name  Name  Name Code  Name Name Code User
Direct - Mutual

Direct Business  IRA-Tradtional Do FIDELITY ADVISORS 712368250414 PRIMARY CLIENT PSO03  REP3 Ps 00003333 jason_allen

Diract Business  pyon®¥ FUrenase  rect-MULa! pine iy apvisors OK1234567890 PRIMARY CLIENT PSO02  REP3 Ps 3000062333 jason_allen

Individual 40100 - Direct - Mutual JACKSON NATIONAL LIFE Ps123-

Direct Busi PRIMARY CLIENT PSO0Z  REP3 Ps 00003333

rect Busines Employer Fund INSURANCE COMPANY 000112345 perep
Direct - Mutual

Direct Business  Partnership AMERICAN FUNDS Ps123578051 PRIMARY CLIENT PSO0Z  REP3 Ps 00003333 becca_metz
Brokerage -

Brokerage Individual ook PERSHING PRIMARY CLIENT PSO0Z  REP3 Ps 00003333 becca_metz

Direct Busingss  401*0 - Rotn Direct-Mulal £1pe| Ty ADVISORS PRIMARY GLIENT PSO003  REP3 PS XOCX3333 jason_allen

Participant Fund
crece  40100-Inneried  Direct-Mutual JACKSON NATIONAL LIFE N

Diectusiness 1014 " Dred oSl PRIMARY CLIENT PSO03  REP3 Ps 00003333 jason_allen
Direct - Mutual JACKSON NATIONAL LIFE

Direct Business  Individual prec O PRIMARY CLIENT PSO03  REP3 Ps 00003333 jason_allen
Brokerage -

Brokerage Individual orove PERSHING PRIMARY CLIENT PS003  REF3 Ps 00003333 ps.reps

et oumness e IS MU e owisors P cuent S s — Joson_aten

Showing 11010 | Previous | Next
v

Mo State Required



7) Review the summary and click Create Work Item.

Review summary before creating Work ltem
Selected folders
Rep

First Last Company

Advisor Last Advisor First Advisor 05
Name Name Name SSNMasked RepCode Name Name AdvisorRep SSN Code Business Type  LastNote ClientType  Client Status  User Group
PRIMARY  CLIENT XXXXX9999  PS003  REP3 PS XHOK3333 BDIRIA Person Active becca_metz CLIENT HOUSEHOLD

Options Selected

Client infermation PRIMARY CLIENT

Selected Rep Code PS003

Selected Business Type
Selected Sponsor/Custodian from Account
Selected Product Type from Account

Selected Registration Type from Account

Account Maintenance Update
PERSHING
Brokerage - Retail

Individual

Form Name Form Number

Optional Forms

Description

ACHAUTHORIZATION AGREEMENT INS

AFFIDAVIT OF DOMICILE

FRUM-ACH

FRI-AFFDOM-8-08

Used to establish electronic fransfer between a Pershing retail brokerage account and & client bank account.

BROKERAGE ACCOUNT ADDENDUM Addendum for Brokerage Accounts

CANADA TAX TREATY 2 HYBRID ENTITY NR203 NR303

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

Client Work Item

Notes 2 Get Jcore Data

Client Account

Work Client

Client Client Advisor  Advisor Advisor Advisor  Advisor Advisor sLA sLA
ltem Account  Client Folder FolderLast ~ FolderFirst  ClientFolder ~ ClientFolder  FolderRep  Last First Advisor  0SJ Rep  Last First Advisor  0SJ Request Stat  Stop  Eror Jaccomo
D RequestType  # Group. Name Name Company Name ~ SSN Masked  Code. Name Name Rep SSN  Code Code  Name Name RepSSN  Code Status  Time  Time  Descripion Checked
Account 1202120
16640 Maintenance CLIENT HOUSEHOLD CLIENT PRIMARY 00009999 PS003 REP3 PS 200003333 PS03 REF3 PS 00003333 indeed 2 20b
pdate

+ Add Documents ~

Unindexed Documents
‘ Client Documents

Form Number Description

Form From Library

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.

& Save % Cancel

Bateh ID.

Scanning Station Scanning Station .

Image Content

File upload was successtull

Drag & Drop image here. It MUST be located in the boxt

Document lools

B Update Document APl

ol J-[lv ¢ i




10) The check image will appear with the details section on the left.

Dashboard / Work ltem #16640 / Client Documents #143708 / Details & save X Saveand Close % Cancel
EE, T o

U @ 6 re 1o ¢ @) @@ (omacm - G B8
Upload File > )

Test Doc
Details Drag & Drop image here. It MUST be located in the

box!

Subfolder (1]

Business Type* | BDRIA
Notes History
Document Type *  Unindexed
Check Allocations
Document Review

status.

Document Date MNDDITYYY 8
Form Name
Form Form

Description

Notes.

Check Number
Gheck Amount
Purpose of Check  Purmose of Check

Name Of Security

Certificate Number

2 @ ¢ @ ¢ ©

11) Business Type will default to BD/RIA. Document type is required and Check should always be
selected to blotter a check.

Upload File >‘

Drag & Drop image here. It MUST be located in the

Dox!
Business Type * BD/RIA -r
Document Type * Check v
Document Review - x

Status



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.

a J

A
Check Number = o
Check Amount 500 (i ]
Purpose of Chack Deposit PR : )
Name Of Security o
Certificate Number o
Number of Shares o
Approximate Share i
Value
Date Advisor Received 12/20/2020 @ 0
Date Advisor 12120/2020 11:44AM = [: ]
Forwarded
Advisor Forwarded To Advisor Forwarded To | @
Date Field 0SJ \
Received
MFS INVESTMENT MANAGEMENT
Date Field OSJ NATIONWIDE
Forwarded OTHER
Field OSJ Forwarded To PACIFIC LIFE
PERSHING
Date Back Office PRINCIPAL FUNDS
Received
PRUDENTIAL
Date Back Office DRINENTIAD MILITHAD E1INNS
Forwarded ‘ ‘ ‘

Pending Advisor Review

[ L3 Actions ~ “  Reassign l

Send for Review H Merge “ Archive “ Re-Process l




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

Client Last Advisor Advisor Work Item  Last SLA
O Request Type Name SLA Start Name D Account # Creator  1d ¥ Medified Task Name Status Request Status Validation Message Assigned to  Node Name
[  Account Maintenance 12121120 11:38 . Documents added on
Update CLIENT AM REP3 PS003 ps.rep3 16640 Operations Review IGo GO 1212120 Fre-Review4

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.

Advisor Dashboard | Tracker Bl | Dashboard | Monitor | Retrieve ~ | Administration | & New ~ E
Starting Point
® Upload File
Advisor ID Advisor Name Creator Work Item Id B Create Work Item Validatior
25003 REP3 jason_alien 16258 Client Folder
Client Subfolder
25123 REF jason_allen 15631 Client Documents

Advisor Office Folder

Advisor Office Documents

Unindexed Documents

Labels

2) Select the Money Desk tile.

What do you want to do?

1 1] [ 1 1 ] aEms
IO/ IO/ IO\
L1 L1~ L1~
Account Transfer Account Service Trade Desk Money Desk Account Maintenance Update

— as
| — I
-, ad
New Account Compliance

9

Money Desk




3) Then select the Existing Client tile.

Existing Client

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

client.

Default
Clear <
Full name search
Full name search
TINISSN
TIN/SSN
Last Name
client

First Name

First Name

Erokerage

Individual

begins with ~

Retail

Brokerage -

~| . Clickon arecord below to select
Refresh
First Company
Name LastName ~ Name

PRIMARY  CLIENT

PERSHING

Rep
SSN Rep AdvisorLast  AdvisorFirst  Advisor Rep
Masked ~ Code  Name Name SSN

AXXXX9990 FS003  REP3 FS XXXXX3333

PRIMARY GLIENT

Advisor 0SJ  Business  Last
Code Type Note
EDRIA
PS03 REP3 PS

show 15 v entries
Client Client
Type Status User Group
CLIENT
Person  Active becca metz [l oo
XXXXX3333 becca_metz

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

Crient
Subroider 1ype
Direct Dusin

Piract Rusinass

Direct Dusiness

Piract Rusinass

Drokerage

Piract Rusinass

Direct Dusines

Piract Rusinass

Drokerage

Piract Rusinass

B New Clienl Subfolder

Registration
type

IRA - Traditional
Money Purchase
Plan

Individual 401 (i
Employer

Earmarsnin

Individual

4010k - Rolh
Participant

40109 Inherited
Invividuz
Inaweal

Individual

Inaweal

Product
type
Direct Mutual
Funud
Ditect - Mulus
Fund
Direct Mutual
Funud
Ditect - Mulus
EBrokerage
Retail
Ditect - Mulus
Direct Mutual
Funud
Ditect - Mulus
nd
Brokerage
Retail

Ditect - Mulus

Vendor/Custoaian

FIDELITY ADVISORS

FINENITY ADVISORS

JACKSON NATIONAL LIFE
INSURANGCE COMPANT

AMERICAN FUNDS

PCRSIING

FINENITY ADVISORS

Last

ner
Aecount# Note vescnpuon

712380259414

OK1zasATAIN

Ps123
000112345

esizasTass

JACKSON NATIONAL LIFE
INSURANGCE COMPANT

JACKSON NATIONAL LIFE
INSURANCE COMPANY

PCRSIING

FINENITY ADVISORS

First
Name

PRIMARY

FRIMARY

PRIMARY

FRIMARY

PRIMARY

FRIMARY

PRIMARY

FRIMARY

PRIMARY

FRIMARY

Client Foider

Last Company
Name Name

cucnT

cHEnT

cucnT

cHEnT

cucnT

cHEnT

cucnT

cHEnT

cucnT

cHEnT

Ren
Code

rso03

esona

rso03

esona

rso03

esona

rso03

esona

rso03

esona

Advisor Last
REFD
rEP3
REFD
rEP3
REFD
rEP3
REFD
rEP3
REFD

rEP3

Rep

Advisor First
Name
rs
es
rs
es
rs
es
rs
es
rs

es

Advisor Rep
ssn
HOOUKIIID
HRHEHAIAA
HOOUKIIID
HRHEHAIAA
HOOUKIIID
HRHEHAIAA
HOOUKIIID
HRHEHAIAA
HOOUKIIID
HRHEHAIAA

snowing 1 1o 10

Advisor 0SJ
Code

Previous

~ entries

user

jeson_allen

Jasan_atien

psrep

bacca_matz

becca_metz

Jasan_atien

jeson_allen

Jasan_atien

ps.rep3

Jasan_atien

Next




6) Click No State Required

State .

State Required

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

Review summary before creating Work ltem

Selected folders
Rep
First Last Company Advisor Last Advisor First Advisor 05
Name Name Name SSNMasked RepCode Name Name AdvisorRep SSN Code Business Type  LastNote ClientType  Client Status  User Group
PRIMARY  CLIENT XXXXX9999  PS003  REP3 PS 0063333 BDIRIA Person Active becca_metz CLIENT HOUSEHOLD

Options Selected

Client infermation PRIMARY CLIENT
Selected Rep Code PS003
Selected Business Type Account Maintenance Update
Selected Sponsor/Custodian from Account  PERSHING
Selected Product Type from Account Brokerage - Retail

Selected Registration Type from Account  Individual

Create Work Item

Optional Forms

Form Name Form Number Description
ACHAUTHORIZATION AGREEMENT INS FRM-ACH Used to establish electrenic ransfer between a Pershing retail brokerage account and a client bank account.
AFFIDAVIT OF DOMICILE FRI-AFFDOM-8-08
BROKERAGE ACCOUNT ADDENDUM Addendum for Brokerage Accounts
CANADA TAX TREATY ? HYBRID ENTITY NR303 NR303

8) To add a copy of the security, click Add Documents — Unindexed Documents

Client Work ltem

Wi Notes & Get Jcore Data

Client Account

Work Client Client Client Advisor  Advisor Advisor Advisor  Advisor Advisor SLA SLA
item Account  Client Folder FolderLast  FolderFirst  ClientFolder  ClientFolder  FolderRep  Last First Advisor  0SJ Rep  Last First Advisor  OSJ Request Stat  Stop r Jaccomo
D Request Type roup Name Name Company Name ~ SSN Masked  Code. Name Name Rep SSN  Code Code  Name Name RepSSN  Code Status  Time  Time  Description Checked
Account 1202120
16640 Maintenance CLIENT HOUSEHOLD CLIENT PRIMARY 200009999 PS003 REP3 Ps 300003333 PS03 REF3 Ps 300003333 Indesed 0
Update

+ Add Documents

Unindexed Documents

Client Documents

Form From Library

Form Number Description



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.

Dashboard / Work tem #1665 X Save X Cancel

Batch ID
eanRingiSatien L)

File upload was successfull

Drag & Drop image here. It MUST be located in the boxt

Document Tools B ypdate Document & APPlY

‘ o[ J[Jv ¢ ‘

10) The security image will appear with the details section on the left.

Dashboard / Workltem #16640 / Client Documents #143708 / Details & save & Saveand Glose % Cancel

O 8 Wlre  oc @ 6w - G B

upiaa e > 8
Test Doc
Details Drag & Drop image here. It MUST be located in the
box!
Subfolder (1]
Business Type* | BDRIA
Notes History
Document Type *  Unindexed
Check Allocations:
Document Review
Status
Document Date L LA ] L]
Form Name
Form Form
Description
4
Notes
4
Gheck Number °
Check Amount <]
Purpose of Check | Pumose of Check -le
Name Of Security [:]
Certificate Number (] -
a

10



11) Business Type will default to BD/RIA. Document type is required and Security should always be
selected to blotter a security.

Upload File >‘

Drag & Drop image here. It MUST be located in the
box!

Business Type " BO/RIA
Document Type " Security

Document Review -
Status

Document Date MM/DDYYYY =




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.

MName Of Security
Certificate Number
Number of Shares

Approximate Share
Value

Date Advisor Received

Date Advisor
Forwarded

Advisor Forwarded To

Date Field OSJ
Received

Date Field O5J
Forwarded

Field O5J Forwarded To

Date Back Office
Received

Date Back Office
Forwarded

13) Click Save and Close.

Apple

a123456

100

12500.00

1220/2020

1220/2020 12:01PM

PERSHING

P

r._;l r.__-l I :: D_,-\_.- Tt T

Field ©SJ Forwarded To

MM/DDAY Y Y

MM/DDA Y Y

X Save X Save and Close 3 Cancel

o (s

e ¢ © ¢

<

12



14) Click Send for Review.

Pending Advisor Review [ £ Actions ~ H A Reassign l

Send for Review ” Merge H Archive H Re-Process l

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

Client Last Advisor Advisor Work ltem  Last SLA

[m] Request Type Name SLA Start Name o Account # Creator Id ¥ Modified Task Name Status Request Status Validation Message
[m] Account Maintenance 12121720 11:38 ~ Documents added on
Undate CLIENT a REP3 PS003 psrepd 16640 Operations Review 160 160 122130

Assigned to  Node Name

Pre-Reviewd

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.

Advisor Dashboard | Tracker Bl | Dashboard | Monitor | Retrieve ~ | Administration | & New ~ ?

A Starting Point

=+ Exp
@® Upload File
Advisor ID Advisor Name Creator Work Item Id B Create Work Item
25003 REP3 jason_allen 16258 Client Folder
| Client Subfolder
s REF jason_allen 15631 Client Documents

Advisor Office Folder

Validatior

Advisor Office Documents

Unindexed Documents

Labels

13



2) Select the New Account tile.

What do you want to do?

Account Transfer Account Service Trade Desk Account Maintenance Update
— L 1] ]
[ B— 1
% -
New Account Compliance

3) Go through the New Account Process by selecting New Client.

Who do you want to do this for?

® n @ &

WPy

New Client

L () e

Existing Client No Client

@
-,

Multiple Clients




4) Fill in client data and click save.

+ Add i Remove

Advisor
O Rep Code Last Name First Name Rep SSN 08J Code

O PS003 REP3 PS HHHKHK3333

Showing 1101 Previous = Next

G

Client Type * Person '
Client Status * Active N Business Type ™ BO/RIA M
First Name om Middle Name
Last Name Clien] Suffix
Company Name Group
TINISSN Gender Gender L4
DOB MM/DDAYYYY E Email
Legal Address Legal City
Legal State Legal State & Legal Zip
Legal Country Legal Country v Legal Province
Copy Legal to Mailing » Mailing Address o
Mailing Address Line 2 Mailing City

5) Select Sponsor or Custodian.

What Sponsor/Custodian do you want to use?

Select a Sponsor/Custodian

Pershing &3 Fidelity omonmidr JACKSIN

PERSHING FIDELITY ADVISORS NATIONWIDE INSURANCE JACKSON NATIONAL LIFE SCHWAB
INSURANCE COMPANY

6) Click No State Required.

State v

Mo State Required

15



7) Select Product Type.

Select a Product Type

‘ Product Type b

| Q

Brokerage - Advisory

Brokerage - Retail

8) Select Registration Type.

Select Registration Type

Registration Type i

| Q
:

401(K) - Inherited Individual

401(k) - Omnibus

401(k) - Participant

401(k) - Roth Omnibus

401(k) - Roth Participant

403(b)

457 Plan

9) Click Create Work Item.

Review summary before creating Work Item History
Rep

Selected Rep Code

PS003

FirstName  LastName ~ CompanyName  SSNMasked ~ RepCode  AdvisorlastName  AdvisorFirstName  AdvisorRep SN AdvisorOSJCode  BusinessType  LastNote  ClientType  ClientStatus  User  Group
Selected Business Type

Tom CLENT PSO003  REP3 Ps X00X3333 BORIA Person Acive New Account

Folder

Created New Folder

Options Selected Selected Sponsor/Custodian

PERSHING
No State Required
Selected Product Type

Client information  TOM CLIENT

Selected Rep Code  PS003 Brokerage - Retail
Selected Registration Type
Selected Business Type  New Account \ndividual
Selected Sponsor/Custodian  PERSHING m

Selected Product Type  Rrokerage - Retail

Selected Registration Type  Individual

ate Work ltem
Required Forms B Add Forms

Form Name Form Number Description
BROKERAGE ACCOUNT ADDENDUM ‘Addendum for Brokerage Accounts

CUSTOMER ACCOUNT FORM PGS Customer Account Form

FORM CRS PCS Clent Relationship Summary 06012020 pdf

RECOMMENDATION DOCUMENTATION SUPPLEMENT

Showing 1104 | Previous | Next

16



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.

Work Iltem Client Documents Il Barcode (O Combine & Print @ Merge @ eSign 1 Create W1

New Client Documents
Ibfolder
Form From Library
.ent Client Clien Client
Client  Folder Folder Folder Fol Folder
Document Account  Folder Last First Company  SSN Rep
U Type Form Name # Group  Name Name Name Masked Code
O Accont  eopm crs CLIENT TOM XXXXX6788 PS003
Maintenance
] Account RECOMMENDATION
Maintenance °CCUMENTATION CLIENT TOM KAOOKETEE PS003
SUPPLEMENT
O Account BROKERAGE
Maintenance TCCOUNT CLIENT TOM KHOKETEE PS003
ADDENDUM
U F CUSTOMER CLIENT TOM KAXNKETEE PS003
o ACCOUNT FORM
Showing 1 to 4 Previous Next

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.

Dashboard / Work ffem #1661 & Save % Cancel

Upload File ® Upload

Subfolder (1]

Business Type©  EDIRIA
Check Allocations

Document Type * | Check v ‘

Document Review Status Document Review Stafus
Document Date annmiey L
Form Form

Description

Notes.

Check Number
Check Amount

Purpose of Check Purpose of Check

Name Of Security

e © 0 © ©

Certificate Number

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.



Document Type *
Documeml}eview Status

Document Date

Form

Description

Notes

Check Number

Check Amount

Purpose of Check

Name Of Security
Certificate Number
Number of Shares
Approximate Share Value

Date Advisor Received
Date Advisor Forwarded

Advisor Forwarded To

Check

Document Review Status

MM/DDYYYY

Form

Purpose of Check

MM/DD/YYYY

MM/DDYYYY

Advisor Forwarded To

13) Click Save and Close to return to the Work Item.

Dashboard / Work ltem #1661/ Cilent Documents #143771

Subfolder [1]
Notes History

Check Allocations

Upload File

Business Type *

Document Type *

Document Review
Status

Document Date

Form Name

Form

Description

Drag & Drop image here. It MUST be located in the
boxt

comn
b

Check

Document Review Status

MM/DDYYYY B

Form

Test Doc.pdf

2 0 0 © © 0 0 ©

& save & Saveand Close X Cancel

a1 G B 6@ onmczom

Test Doc

18



14) Continue with the signature process for the new account and submit for review.

FRIVATE Cliant aarrh
ngh‘&?‘ﬂn Allby Name » | Client Searc Q

Dashboard /| Work ltem #16661

Pending Advisor Review | @ actions + || & Reassign |

‘ Send for Review || Merge H Archive || Re-Process ‘

Client Work ltem =WiI Notes 4 Get Jcore Data

Client Account
Client Client Client Client Client
Work Client Folder Folder  Folder Folder Folder  Advisor  Advisor
Item Request  Account Folder Last First Company S5N Rep Last First
1D Type # Group Name Name Name Masked Code Name Name
16861 eV CLIENT TOM XXXXX6788 PS003 REP3  PS
Account

Reports

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

Allby Name - | Client Search Q Advisor Dashboard | Tracker Bl | Dashboard | Monitor | Retrieve ~ | Administration | [l New ~ &

1= 17

il
=X

List Domains Reports File Uploaders Barcodes

2) Click on the log to run a report.

[ Back to Groups

D Reports s
4 items found, displaying all items.1
Name Description
Checks Received and Forwarded Log Rep Version Checks Received and Forwarded Log
Correspondence Report Rep Version Correspondence Report Rep Version
Securities Received and Forwarded Log Rep Version Securities Received and Forwarded Log Rep Version
Signature Guarantee Log Rep Version Signature Guarantee Log Rep Version

3) Enter the report parameters.

Parameters for:Checks Received and Forwarded Log Rep Version

Received Date From  [12-01-2020 | [4]
Received Date To 2-01-2020 | [
Forwarded Date From = s
Forwarded Date To =]

List of Reps for User* [Al v

L.

Sales Branch * Al v

“Tndicates required parameters

OpenHeports 3.U22 Copynght © Z0UZ 2020 All Kights Heserved

19



4) Select the output format.

@Export Options for:Checks Received and Forwarded Log Rep Version

Export Type @ PDF O HTML O csv O RTF O Text

Checks Received and Forwarded Log

Date Received: 12/01/2020 12/21/2020 Rep #: PS003
Date Devlivered: Sales Branch Al
Rep Name Rep# Client Name Subfolder Acct# Forwarded To Check# Check Date Purpose of Check
Type Amount Forwarded
12/16/2020 PS REP3 PS003 PRIMARY CLIENT  Brokerage PERSHING 123 $1.000.00 12/16/2020 142813 Deposit
12/16/2020 PS REP3 PS003 PRIMARY CLIENT  Direct Business JACKSON 987 $ 300000 12/16/2020 142816 Deposit
NATIONAL LIFE
12/17/2020 PS REP3 PS003 PRIMARY CLIENT  Direct Business  PS123-000112345 JACKSON 789 $10,000.00 12/17/2020 143357 Deposit
NATIONAL LIFE
12/17/2020 PS REP3 PS003 PRIMARY CLIENT  Direct Business  PS123578951 AMERICAN 456 $1.236.00 12/17/2020 143351 Deposit
FUNDS
12/20/2020 PS REP3 PS003 PRIMARY CLIENT  Brokerage PERSHING 123 $ 500.00 12/20/2020 143708 Deposit
Date Received 12/01/2020 12/21/2020 Rep #: PS003
Date Devlivered Sales Branch P33

Advisor

Rep#

Client Name

Subfolder

Type

Acct# Name Of

Security

Cert#

Shares#

Forwarded
To

Date

Document ID

Forwarded

12/20/2020

PS REP3

PS003

PRIMARY CLIENT

Brokerage

a123456

100

PERSHING

12/20/2020

143708
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