Instructions for Submitting Compliance Disclosures in Docupace
(excluding check and securities blotters)

If representative is signing the disclosure form via wet signature or adobe pdf digital signature and does
not need to attach additional documents to the disclosure (i.e. copies of correspondence) then follow
steps 1-7, then steps 7a — 7g.

If representative is signing the disclosure via e-signature and does not need to attached additional
documents to the disclosure then follow Steps 1-7 and then skip to steps 8a — 8m.

If a disclosure requires additional documents to be uploaded to the disclosure (i.e. copies
correspondence, etc) then follow steps 1 - 7, then steps 9 - 10 before sending for review via steps 7a — 7g
or 8a —8m.

1) To initiate any compliance submission workflow, begin in New — Starting Point. If you have multiple
reps codes, select your primary rep code for compliance submissions.

Advisor Dashboard | Tracker Bl | Dashboard | Monitor | Retrieve ~ | Administration | [ New - Q.g

Starting Point
ﬁ g
® Upload File

v Advisor Name Advisor ID Account # Creator Workitemic W Create Work ltem Validation Message

PM  REP3 PS003 psrepd 16661 Client Folder Documents added on
Client Subfolder

"PM REF3 PS003 ps.rep3 16660 Client Documents Documents added on

iPM  REP3 PS003 712368250414  ps.rep3 16659 Advisor Office Folder Documents added on
Advisor Office Documents

AM REP3 PS003 ps.rep3 16653 Documents added on

FM  REF3 PS003 ps.rep3 16647 Unindexed Documents

PM  REP3 PS003 ps.rep3 16646 Labels Image Updated on 12



2) Select the Compliance tile.

What do you want to do?

[ 1] ass [ 1] ase [ 1]
L ICN\/ N/ L ICN\/ N/ L ICN\/
1Y 1N 1Y 1N 1Y
Account Transfer Account Service Trade Desk Money Desk Account Maintenance Update
p— ase
[ — gy
(8 1
New Account Compliance

3) Choose Existing Office Folder tile.

@

Existing Advisor Office Folder




4) Select the Advisory Office Folder for the compliance type submission.

Default v Click on a record below to select Show| 15 w entries
Clear L Rep
Advisor Office Business
Advisor Office Type Folder Name Type Type Rep Code Advisor Last Name Advisor First Name Advisor Rep SSN Advisor 0SJ Code
None Selected ~
SUPERVISORY LOGS Operations BD/RIA PS003 REP3 PS XXXXX3333
Folder Name
SOCIAL MEDIA DISCLOSURES Correspendence BD/RIA PS003 REP3 Ps KHRKX3333
Folder Name
PRODUCT PROVIDER TRAINING REQUESTS Training BD/RIA PS003 REP3 PS KRRHHIIZZ
Business Type
None Selected ~ PRIVATE SECURITIES TRANSACTIONS Compliance BD/RIA PS003 REP3 PS KRRHHIIZZ
Rep POLITICAL CONTRIBUTIONS Compliance BD/RIA PS003 REP3 PS XHXXXIIZZ
Rep v OUTSIDE RIAACTIVITY DISCLOSURES Correspendence BD/RIA PS003 REP3 PS XHXXXIIZZ
Modified OUTSIDE BUSINESS ACTIVITY DISCLOSURES Correspendence BD/RIA PS003 REP3 PS XHXXXIIZZ
From
OUTSIDE BROKERAGE ACCOUNT LOGS Operations BD/RIA PS003 REP3 PS XHXXXIIZZ
To
LICENSES AND REGISTRATIONS Compliance BD/RIA PS003 REP3 PS HHHFHIIZZ
GIFTLOGS Operations BD/RIA PS003 REP3 PS HHHFHIIZZ
GENERAL General BD/RIA PS003 REP3 PS KHHHHIIIZ
CUSTOMER COMPLAINT Complaint BD/RIA PS003 REP3 PS HOAKXX3333
CORRESPONDENCE Correspondence BD/RIA PS003 REP3 PS HOAKXX3333
CLIENT EVENT / SEMINAR / ADV
REIMBURSEMENTS Advertising/Marketing  BD/RIA PS003 REP3 PS KHHHHIIIZ
ADVISORY Advisory BD/RIA PS003 REP3 PS XHXXXIIZZ

5) Select the corresponding Compliance Type.

Select Compliance Type Histo

|| comptiance Type Selected Rep Code
PS003

| Q Selected Business Type
Compliance

New/Existing Folder
Selected Existing Folder

Client Event / Seminar / Advisor Reimbursements =
Comespondence

Customer Complaints

Gift Logs
Investment Account Disclosure - Personal
Licenses and Registrations

Outside Business Activity Disclosures
Outside RIA Account Activity Disclosures



6) Review the details and click Create Work Item.

Review summary before creating Work ltem

History

Selected folders

Rep

FirstName  LastMame  CompanyName  SSNMasked  RepCode  AdvisorLastName  AdvisorFirstName  AdvisorRep SSN  AdvisorOSJCode  BusinessType  LastNote  ClientType  Client Status  User  Group

PS003 REP3 PS XXRHX3Z33 BDIRIA

Options Selected

Selected Rep Code PS003
Selected Business Type  Compliance

Selected Compliance Type Client Event / Seminar / Advisor Reimbursements

Create Work Item

Required Forms i Add Forms.
Form Name Form Number Description
CLIENT EVENT SEMINAR ADVERTISING REIMBURSEMENT Request
Showing 1101 | Previous = Next

Create Waork Item

Selected Rep Code
PS003

Selected Business Type
Compliance
New/Existing Folder
Selected Existing Folder

Selected Compliance Type
Client Event / Seminar / Advisor
Reimbursements

6a) This note is for OSJ’s (Office of Supervisory Jurisdictions) only and only when adding Supervisory Logs:

Skip Step 7 in this User Guide. There is no coversheet that requires generating a bar code. To manually

add the signed document created outside of Docupace: click Add Documents — Advisor Office Documents

on left side of screen.

‘ = Add Documents - ‘

Advisor Office Documents

Form From Library




Drag and drop the document in and change the Document Type to Logs/Reports and enter the Document
Date along with any Notes you wish to add. Click Save / Save and Close.

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

Document Type * | Logs/Reporis -
Document Review Status Document Review Status -
Business Type * BD/RIA &
Document Date MMDDYYYY E
Broker Dealer Forms Eroker Dealer Forms -
Other Forms
Vendor
Notes

Once uploaded, click “Send for Review” to finish out the work item.

7) Complete the appropriate form in the work item and prep for signature. Be sure to click the Save

button at the top of the PDF (o | when complete.
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7a.) Wet Sign steps — includes physically signing or adding Adobe digital signature (If you instead
choose to e-sign/docusign skip to page 8 of this document to follow step 8a - 8.

To wet sign by either printing and physically signing or using electronic Adobe PDF signature, click
Actions, Wet Sign.

Pending Advisor Review [ £ Actions ~ H  Reassion |

= _

@ Attach
© esign

= Wet Sign
Advisor Office Work ltems
Il Barcode

7b.) Ensure Generate Coversheets is checked and click Print.

b3 H Archive ‘

a7

Print and Submit Documents

Senerate Coversheets

[ Print paperwork double sided

[ Print paperwork without client SSN

7c.) From here you can either download to your computer or physically print.

IWmrf780TIHEOG20aXuAYg

) TECHNOLOGIES

Document Coversheet

Workitem ID: 16642
Document ID: 143710
Document Type: Advertising
Form Name:
Client Name:
Account Registration:

Account #:

0 OO 0T 0
“DOC 143710




7d.) Once signed, you can upload the document with coversheet back into Docupace by clicking New —
Upload File.

Advisor Dashboard Tracker Bl Dashboard Monitor Retrieve « Administration E New ~ QB ps.re
_ ﬁ Startmg mont + Expun TR
® Upload File
Work Item Last SLA . Assigned
Creator Id ¥ Meodified Task Name Status Reqi B Create Work Item e to Node Nam
. | Client Folder '
jason_allen 16658 12122120 10.01 Principal Review 1GO Senti h Pre-Review:
Al Client Subfolder
bd.rep 16657 K'zzazo e57 Compliance Review 1GO 1GO Client Documents h Fre-Review:

| Advisor Office Folder
12/22/20 948  Pending Wet Sign Fendi

16655 AM Completion 1GO signa  Advisor Office Documents ps.rep3 Advisor Rev

16648 12121120 3:21 Principal Review ®IGO GO | Pre-Review!
i | Unindexed Documents _

16645 ;i.;.?h?o 258 Final Review 1GO Signa Labels P ps.rep3 Advisor Rev

v 122120251 - . ... o L . . Documents added oﬁ - .,

7e.) Drag and drop the signed document into the Direct File Uploader Box and click Start Upload.

Direct file uploader x

Name Size Progress Status Actions

Queue progress:

= You can drag & drop file(s) from your desktop here

= WARNING: When using Actions-=Attach, barcode cover pages will not be processed on uploaded files. IT using barcode cover
pages, please use New->=Upload File.

= The maximum file size for uploads is 100.00 MB.

7f.) Once successfully uploaded, a check box will appear under status. Click close.

Size Progress Status Actions

s - B



The Request Status will move to Signatures Received. Click on the work item.

(] Outside RIA Account 122120121
PM

Actty OUTSIDE RIAACTIVITY DISCLOSURES PS003 REP3 16643 Image Updated on

Final Review IGO0 Signatures Received ‘o

22120 ps.rep3 Advisor Review3

7g.) Click on Send for Review to submit the work item.

Final Review l ¥ Actions « H # Reassign ]

Send for Review H Send Back to Pending Advisor Review for eSign ]

8a.) E-sign/Docu-sign Steps

To use e-signature, click on Actions — eSign. (e-signature charge may apply)

Pending Advisor Review l £ Actions + H A Reassign l
© eSign
= Wet Sign

Advisor Office Work ltems
Il Barcode

8b.) Advisor information should be populated in the eSign Recipient box.

eSign Status *  Draft @Sign Date/Time
eSign Tra[\saction Action eSign Transaction Action A ]
eSign Recipient 1 Remove
(] signer Type First Name Last Name Email Sign Mode esign Status Signer Auth Mode Order Index
a Advisor 1 PS REP3 test3@ps.com eSign - Remote Draft SMS 9
Showing 1 to 1 Previous | Next

Attached Documents

Advisor Office Documents + Add~ il Remove
O Document ID
(] 143773

Showing 1 1o 1 Previous = Next




8c.) To modify the information or change the Sign Mode, click on the advisor name and update the
information. eSign Remote send an email, and eSign — In Person opens a new window on your
computer. When complete, click Save and Close.

In Recipients #15075 /  Details & Save X Saveand Close ¥ Cancel

First Name Ps Last Name REF3
Middle Name Date Of Birth 01/0111990 E
TINISSN 333005333 Email test3@ps.com
signer Type ~ Advisor 1 i sign Mode * eSign - In Person
signer Auth Mode M * ¥ Phone for Authentication REETE S e
Address o city
State State ¥ Zip Code
Order Index 9 esign Status Draft
esign Date/Time  Dec 22, 2020 4:22:18 PM esign Status Notes
IP Address

8d.) To send to eSign, click eSign in the upper right.

=2 Save X Save and Close € eSign M Cancel

8e.) The DocuSign box appears if you selected eSign — In-person or check your email for eSign Remote,
click SMS to send a text to the indicated phone number for authentication.

Jason Allen
Docupace - Private Client Services

SMS Authentication

In order to access this document, you need to confirm your identity using your mobile phone.

1. Choose a phone number below and select the "Send SMS" button to receive a text message.
2. Enter the access code on the following page.

Authenticating Signer Name: PS REP3

Please select a phone that can receive text messages so you can authenticate:

® 1 920-205-6505

SEND 5MS CANCEL

If you do not have access to your mobile phone at this time, select “Cancel” and retry when you have access.




8f.) Enter the text code and click Confirm Code.

Jason Allen
Docupace - Private Client Services

SMS Authentication
An SMS message has been sent to your mobile phone. You should receive it momentarily.

Enter the code you received in the SMS message in the field below and press Confirm Code.

CONFIRM CODE CANCEL

If you do not receive an SMS message, select "Cancel", verify the mobile phone number and try sending the SMS message again.

8g.) Agree to the disclosure by checking the box and Continue.

Please Review & Act on These Documents D Sian

Jason Atk
Docupacs - Prvate Cliert Servces

Please sign the following documents,

OTHER ACTIONS v

8h.) Click Start to sign.

Please review the documents below.

@ a 8 E

DEMONSTRATION DOCUMENT ONLY
DocuSign Envelope ID: EE070041-05E6-4F83-065C-F51458D6FCAC PROVIDED BY DOGUSIGN ONLINE SIGNING SERVIGE

? E]EIE’II:TTE IND%EIEE’ er ﬁﬁﬁf”kﬁﬁ” - Washington 98104 - (208) 219-0200
é SERVICES. ACTIVITY DISCLOSURE

(RIA ACCOUNT NOTIFICATION)

START

TAR Name: Rep #: PCS Supervisory Principal Name:

PS REP3 PS003
Disclosure Type: ] New RIA Customer [ Customer Information Update [] Close Account
RIA Firm Name:

Test RIA

Account Regiseration:

Tom Client

Account Type:
Advisor Managed

Model/Style (If Applicable): | Srowth

“Account Objective/ Go
(What does the client hope 10 achi
with

Long term growth

ceount?)

Customer Date of Birth: | Primary Account holder DOB: 01/01/2020

Related Accounts:
(Provide Account Registrations and
account numbers)

Source of Funds: | Sayings
{How the account is beis
Rollover, Gift, Savings,

funded?

ansfer, ete)
Compensation Type: | [ ]Flac Fee $ Paun o 1.00 ¢ Tiered /Blended [

Discretion / Trade Authorization: | Diseretion, Trade Authorization granted by customer: jf Yes [] No

Client Financial Information: | Annual Income: $_100000 Nt Worth: 51000000 Liguid Nw: 5 1000000
Aswcks ABonds  pAMurual Funds  [JOptions  []Variable Annuities
Oeps  [Qother # Years:

Suitability: | Risk Tolerance: _High Objective;_Growth

Investment Experience:

‘Time Horizon: | pALong (> 10 years)  [JMedium (5— 10 years) [_]Short (< 5 vears)

Liquidity Need: | JALow (> 10 vears) [ Medium (5 — 10 yearsy [JHigh (< 5 years)

Name of custodian|

: [TD

wggrment Advisor Representative Signature: Date:
ign

10



8i.) Click Sign.

e g e ey RS —

-
Liguidity Need: Eln\' (= 100 years) D Medium (5 — 10 years) D High (< 5 years)

MName of custodian(s): |1

'---a """""" Advisor Representative Signature: Date:
on

SIGN ¥

| 12/22/2020

Approval: By signing below, Private Client Services approves this account for Private Securities Transactions.

Home Office Principal Name: Home Office Principal Signature: Drare:
2225 Lexington Road, Louisville, KY 40206 Internal Use Only Updated 02/28/2020
INDEPENDENT RIA ACTIVITY JISC_GS%E 1of1
FINISH

8j.) Adopt your signature and Adopt and Sign.

Adopt Your Signature

Gonfirm your name, initials, and signature.
~ Required
Full Name™ Initials*

PS REP3 PR

SELECT STYLE DRAW UPLOAD

PREVIEW Change Style

DocuSigned by: Ds

PS kEP% PK

4FAG3OTASA244D1...

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | {or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL

11



8k.) Click Finish.

2225 Lexington Road, Louisville, KY 40206 Internal Use Only l_'pd:m:d 002,/ 2872020

INDEPENDENT RIA ACTIVITY DISCLOSURE 1of1

FINISH

8l.) Once complete, the work item will move to a Request Status of Signature Received. Click on the
Work Item.

Advisor Advisor Work ltem Last SLA Assigned
[m] Request Type Advisor Folder Name D Name Creator  Id ¥ Modified Task Name Status Request Status Validation Message to Node Name
0O Outside RiAAccount OUTSIDE RIAACTIVITY DISCLOSURES PS003  REP3 16663 T2AOEID el Review 16O Signatures Received oCuments added on ps.rep3 Advisor Review3
Activity P 12122120
. .
8m.) Click Send for Review.
Final Review £ Actions = H ~ Reassign |

‘ Send for Review H Send Back to Pending Advisor Review for eSign |

9.) Adding Documents to a Disclosure prior to signing/submission - When applicable, after following
steps 1 - 7, follow steps 9 - 10 before signing and submitting via steps 7a - 7g or steps 8a - 8m when the
disclosure form requires additional documentation to be uploaded/associated with a Compliance Work
Item (i.e. copies of correspondence, etc).

To add additional documents to a Compliance Work Item prior to signature/submission, click Add — New
Advisor Office Documents in the Work Item Advisor Office Documents section of the Work Item.

Work Item Advisor Office Documents Il Barcode () Combine & Print @ Merge [ Create Wi

Mew Advisor Office Documents

Formm From Lit:rar},'
Advisor

12



10.) Drag the document into the Drag & Drop box and the file will upload automatically. The Document
type is prefilled by the Compliance Type. Click Save. To finish the Work Item reference steps 7a— 7g or
steps 8a — 8m depending on the method of signature to sign/submit.

X save % Cancel

File upload was successfull

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

Business Type * BD/RIA
Document Type * Advertising
Document Review Status Document Review Status

Document Date MM/DDAYYYY

af

Notes




