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SERVICES. Opening a New Account
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A Registered Investment Advisor

Let our independence ignite yours.™

The following walks through the process of opening a new account via Docupace. Many of
the steps used in this process are similar for other types of Work Items.

Always Begin with New — Starting Point

As with most processes in Docupace, the New Account Opening workflow begins at New -
Starting Point.

Advisor Dashboard Dashboard Monitor Retrigve = Administration E New - E

® Upload File
Name Advisor 1D Account # Creator Workitem W Create Work Item Validation Me

PS003 rarmock 86644 Client Folaer Documents adc
Client Subfolder

PS003 ABC123654  rarmock 86643 Client Documents

PS003 rarmock 86630 Advisor Office Folder Documents adt
Advisor Office Documents

PS003 rarmock 86634 Documents adt

PSO03 rammock 284F33 Unindexed Documents

PSD03 ramock 80633 Forms
Labels

PS003 rarmock 80133

Multiple Rep Codes

If you have more than one rep code, you will first be asked which rep code you want to
use. All rep codes in Docupace are the three-digit PCS rep code. If you have a different
rep code with the sponsor, you will need to substitute that code on vendor paperwork later
in the process. Click on the rep code you will be establishing this account under. Once
selected you will be taken to the "“What Do you Want to do?” screen.

Click on a record below to select: Show | 15 ~ entries

Advisor

Rep Code NFS# Pershing # Split Rep Last Name First Name Rep SSN 0sJ Code Rep Group
BD123 BD456 REP BD XXXXX3333 BD1

PS123 PS456 REP PS XXXHX4444 Ps1



Single Rep Code
If you have only one rep code, you will be taken immediately to the "What Do you Want to
do?” screen.

What do you want to do? History

Selected Rep Code
[ 1] ] [ 1 ]] 1] PS003
9 I\ I\

N 3N 3 N Y Y

Account Transfer Account Service Trade Desk Money Desk Account Maintenance Update

[ — agy®
%o “¥

New Account Compliance

From here, you will select the New Account tile.

What do you want to do? History

Selected Rep Code
as ass an as as PS003
\J IC\/ \J \J

g Hp Hep Hy Hp

Account Transfer Account Service Trade Desk Money Desk Account Maintenance Update

New Account Compliance

New Client

If you are opening an account for a new client that you have not placed any business with
before, you will select the New Client tile. If it is an existing client but the client does not
have a folder or record in Docupace, you may also select this tile and retrieve client data
from jaccomo later in the process (see the Using Existing Client Data from jaccomo
reference guide). If it is an existing client in Docupace, you can proceed to the Existing
Client section. NOTE: If the account registration is for more than one client, the Multiple
Clients tile would be selected and both new and existing clients can be added.

Who do you want to do this for? History

Selected Rep Code

. . . (. PS003
Selected Business Type
'0 '0 'O "0 N

New Client Existing Client No Client Multiple Clients




If at any point in the process you made a wrong selection, you can click the Back button to
go back to the previous step.

Selected Rep Code
PS003

Selected Business Type
New Account

On the next screen, you will enter as much pertinent data as you have for the client.

4+ Add il Remove

Advisor
a Rep Code Last Name First Name Rep SSN 08SJ Code

O P3003 REP3 PS XUXHHIZ33

Showing 1101 Previous Next

Client Type * Person N

Client Status * Active v Business Type ~ BD/RIA N

First Name Primary Middle Name

Last Name Client Suffix

Company Name Group
TIN/SSN T Gender Male x 7

DOB 01/01/2021 L} Email

Legal Address 123 MAIN ST Legal Address Line 2
Legal City ANYWHERE Legal State WA x v
Legal Zip 12345-5555 Legal Country Legal Country N
Legal Province Copy Legal to Mailing Yes ~

Mailing Address © Mailing Address Line 2
Mailing City Mailing State Mailing State N

Once complete, click Save in the upper right corner. Proceed to Sponsor Selection.

& Save X Cancel



Existing Client
For an existing client, you will be taken to the client search screen. On the right-hand side,
you can enter the client or company name and click Search.

Default w

Full name search

TIN/SSN

Last Mame begins with -

client

client
Client il |

CLIENT

Group

Select the existing client you are opening the account for from the results by clicking on it.

Click on a record below to select Show| 15 w entries
Rep
First Last Company SSN Rep Advisor Last Advisor First Advisor Rep Advisor 0SJ Business Last Client Client
Name Name Name Masked Code Name Name SSN Code Type Note Type Status User Group
JACK CLIENT XXXXX9741 PS002  REP3 PS XHHXX3I323 ED/RIA Person Active rarmock
MR CLIENT KXXXXBT7T6 PS003 REP3 PS KHHAK3I333 BOD/RIA Person Active rarmock
ARY 313 - o _CLIEN &
PRIMARY  CLIENT KXXXX9999 PS003 REP3 PS KHAHKK3I333 BD/RIA Person Active becca_metz
Ny HOUSEruLL
PRIMARY  CLIENT HXAXX1212 PS003 REP3 PS KHAKK3I333 EBD/RIA Person Active ps.rep3
TOM CLIENT KXXXX6788 PS003 REP3 PS KHHAK3I333 BOD/RIA Person Active ps.rep3



Sponsor Selection

Here you will select the sponsor you are opening the account with. You can begin typing in
the Select a Sponsor/Custodian box to narrow down the choices. Click on the Sponsor’s
box.

What Sponsor/Custodian do you want to use?

A |

- : -

PERSHING PARNASSUS FUNDS PERSHING ADVISOR PRUDENTIAL ANNUITIES PRINCIPAL FUNDS
SOLUTIONS (ADVANCED SERIES)

E B E o 3

PRUDENTIAL PREMIER PAX WORLD FUNDS PACIFIC FUNDS PRUDENTIAL MUTUAL FUNDS PRUDENTIAL ANNUITIES
RETIREMENT

pershing

Pershing

On the Select a State screen, choose the client’s state. This will make state specific PCS
forms appear in the Optional Forms section of the Work Item. They must be added to the
Work Item Client Documents if applicable. State specific vendor forms will need to be
manually added from the Form Library as needed.

Select a State

State v

Mo State Required

Select the Product Type of the account being opened.

Select a Product Type

| Product Type e

| Q
Annuity - Fixed o
Annuity - Variable

Erokerage - Advisory

Erokerage - Retail

Direct - Advisory

Direct - Altinvest

Direct - Mutual Fund

Insurance - Fixed



Select the Registration Type. You can type in the search box to narrow down the options.

Select Registration Type

l Reqgistration Type v

Ind Q
S
Individual
Individual 401(k) - Employer
Individual 401(k) - Inherited Individual
Individual 401(k) - Omnibus
Individual 401(k) - Participant
Individual 401(k) - Roth Omnibus
Individual 401(k) - Roth Participant

You now can review the Work Item you are about to create. Review the client, rep code,
business type, sponsor, product type and registration.

Review summary before creating Work Item History

Client information

St
elected folders. ARy 1T
Rep Selected Rep Code
PS003
First
Name LastName ~CompanyName SSN Masked RepCode AdvisorLastName —AdvisorFirstName ~AdvisorRep SSN  Advisor OSJ Code  BusinessType LastNote ClientType Client Status  User Group Selected Business Type
New Account
PRIMARY  GLIENT X00@ege  PSO03  REP3 Ps 03333 BDIRIA Person Actve becca_metz GLIENT HOUSEHOLD)

New/Existing Folder
Selected Existing Folder

Selected Sponsor/Custodian
PERSHING

Selected State

Options Selected

Client information ~ PRIMARY CLIENT
Selected Product Type

Selected Rep Code  PS003 Brokerage - Retail
Selected Business Type  New Account SEELEREIS TS
Individual
Selected Sponsor/Custodian ~ PERSHING m

Selected State WA
Selected Product Type  Brokerage - Retall

Selected Registration Type  Individual

Create Work Item

Form Name Form Number Description
CUSTOMER ACCOUNT FORM PCS Customer Account Form
FORM CRS PCS Client Relationship Summary 06012020 pdf

RECOMMENDATION DOCUMENTATION SUPPLEMENT

If anything is incorrect, you can click the Back button or click on the blue hyperlink on the
right side of the screen to go back and change it.



Client information
PRIMARY CLIENT

Selected Rep Code
PS003

Selecied Business Type
New Account

New/Existing Folder
Selected Existing Folder

Selected Sponsor/Custodian
PERSHING

Selecied Stale
WA

Selected Product Type
Brokerage - Retail

Selected Registration Type
Individual

You can also review the required forms that will appear in the Work Item as well as add
any of the optional forms available by clicking on the plus sign that appears next to an
optional form when you hover over it with your cursor.

Required Forms I Add Forms.

Form Name Form Number Description

BROKERAGE ACCOUNT ADDENDUM Addendum for Brokerage Accounts

CUSTOMER ACCOUNT FORM PCS Customer Account Form

FORM CRS PCS Client Relationship Summary 06012020 pdf

RECOMMENDATION DOCUMENTATION SUPPLEMENT

Showing 1104 | Previous = Nex
Optional Forms
Form Name Form Number Description
AACCOMMODATION TRANSFER FORM FRM-ACCOMTA-11-07 =

/ACCOUNT REGISTRATION DEFINITIONS

ACCOUNT TRANSFER FRM-TSFR

ACH AUTHORIZATION AGREEMENT INS FRM-ACH Used to establish electronic transfer between a Pershing retail brokerage account and a client bank account
CORESTONE ACCOUNT AGREEMENT ECAGR-PER-CSTON

CORESTONE ELECTRONIC APPLIGATION APP-CRST Not to be used if a Paper Check Book is needed

FEDERAL FUNDS WIRE REQUEST

Clicking on the folder next to a form will allow you to preview the form. It will not add it to
the Work Item. Note that you cannot enter any data on a form at this point. You must
create the Work Item to begin entering data.

ACCOUNT TRANSFER FRM-TSFR

If you preview the form and want to go back to reviewing the Work Item before creating it,
click the X in the upper right corner of the form preview.



If you want to remove an optional form you added to the Required Forms section, click the
minus sign that appears as you hover over the form.

ACCOUNT TRANSFER FRM-TSFR ﬁ’

You can add any other additional forms to the Work Item once you have created it
including vendor specific or PCS forms.

Creating the Work Item

After you have reviewed the required forms and selected any optional forms, you can click
the Create Work Item button.

Review summary before creating Work Item

Selected folders

Rep

First

Name LastName Company Name SSNMasked RepCode Advisor LastName  Advisor First Name  Advisor Rep SSN  Advisor 0SJCode Business Type LastNote ClientType Client Status  User Group
BD123
D22
PRIMARY  CLIENT 2000009999 PS002 REF3 PS 2000003333 ED/RIA Person Active becca_metz CLIENT HOUSEHOLD
PS123 REP PS XXXXXd4d4 PS1
QA123 REP QA XXXXX5555 QA1

Options Selected

Client information PRIMARY CLIENT
Selected Rep Code PS003
Selected Business Type New Account
Selected Sponsor/Custodian PERSHING
Selected State WA
Selected Product Type  Brokerage - Retail

Selected Registration Type Individual

Create Work liem

It is best practice to make note of the Work Item number in the upper left corner, as this is
the easiest way to retrieve and reference a Work Item later.

Dashboard /' Work ltem #90136

There are four major areas of the Work Item screen. Below are the key areas of each
section.

Pending Advisor Review Section

This section indicates the current Task Name the Work Item is in. Pending Advisor Review
is the task where the Work Item is being worked on by the advisor or staff member.

Pending Advisor Review l £ Actions v l I # Reassign || = Work ltem Client Documents l

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




The Actions button is used to begin with the Wet Sign or eSign process. The Attach and
Barcode buttons are rarely used if using these standard signature processes.

Pending Advisor Review l £ Actions « H # Reassign || 58 Work ltem Client Documents ‘

@® attach
© eSign

= Wet Sign
= WI Notes 1 Get Jcore Data
Ml Barcode

The Reassign button can be used if another user needs to complete actions within the Work
Item such as filling in information on the forms.

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

Pending Advisor Review | £ Actions [ # Reassign l B3 Work Item Client Documents ‘

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

Clicking the Reassign button will open a pop-up where you can type in and select the user
ID that you want to reassign the task to. After clicking Complete, it will show in their pool
of work items.

Reassign Tasks

| Assign to Poaol

I Q
(Assign to Pool)
Ihill

!




Work Item Client Documents opens the Direct File Uploader allowing you to load forms into
the Work Item. This will upload an unindexed item to the client Work Item Documents. It

will not read documents with Barcode Pages. Barcoded documents should only be uploaded
through New - Upload File.

Direct file uploader x

Name Size Progress Status Actions Document Type Description

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. If using barcode cover
pages, please use New->Upload File.

= The maximum file size for uploads is 100.00 MB.

The Send for Review button is used to send the Work Item to the next task in the workflow.

Pending Advisor Review ¥ Actions - H # Reassign | B2 Work ltem Client Documents ‘

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

The Merge button is used to Merge the Work Item to another existing Work Item. All
documents will consolidate to the one Work Item. See the Merging Work Items reference
guide for instructions.

Pending Advisor Review | £ Actions - H # Reassign | 22 Work ltem Client Documents ‘

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

The Archive button will Archive the Work Item and take it out of the workflow. There is no
ability to delete a Work Item. Archive is the process used when the Work Item is no longer
needed.

Pending Advisor Review | @ actons + || # Reassion |

‘ Send for Review H Merge ll Archive ” Re-Process ‘

28 Work Item Client Documents ‘

10



When clicking the Archive button, a warning message will appear that you are closing the
Work Item. To continue, check the Ignore Warnings box and click Archive again.

Pending Advisor Review | £ Actions « || ~ Reassign | 22 Work Item Client Documents
Ignore Warnings ‘ Send for Review ‘ Merge | Archive || Re-Process |
The Re-Process button should generally not be used.
Pending Advisor Review | LF Actions - H A Reassign | 22 Work Item Client Documents ‘

‘ Send for Review H Merge

Archive I Re-Process

Client Work Item Section

This section contains information about the Work Item. To view additional information
about the advisor(s) assigned to the Work Item, click the down arrow on the left.

Client Work ltem =wI Notes & Get Jcore Data

Client Account

Client Client Client

Work  Work Folder  Folder Folder
Item Item Request  Account Client Folder Last First Company
1D Priority Type # Group Name Name Name
D CLIENT HOUSEHOLD CLIENT PRIMARY
90135 New
Account

Client Client
Folder Folder
S5N Rep

Masked Code

FOOOX9999 BD123
D22

P3003
P5123
QA123

Clicking WI notes will display any notes added to the Work Item. This is especially helpful

in viewing NIGO reasons.

Client Work ltem =Wl Notes | Get Jcore Data

Client Account
Client Client Client Client Client
Work  Work Folder  Folder Folder Folder Folder
Item Item Request  Account  Client Folder Last First Company SSN Rep
D Priority  Type # Group Name  Name Name Masked Code
CLIENT HOUSEHOLD CLIENT PRIMARY HHXX0099 BD123
D22
90136 New PS003
Account
P5123
QA123

11



Get Jcore Data button allows you to search for an existing
additional client information for use in completing forms.

client in jaccomo and retrieve
See Using Existing Client Data

from jaccomo in Docupace reference guide for details on this process.

Client Work ltem

Client Account

Client Client
Work  Work Folder  Folder
Item Item Request  Account  Client Folder Last First
ID Priority  Type # Group Name Name

CLIENT HOUSEHOLD CLIENT PRIMARY

New

90138
Account

=Wl Notes| A Get Jcore Data

Client Client Client
Folder Folder Folder
Company SSN Rep
Name Masked Code

HXOxX0990 BD123
D22
FS003
P5123
QA123

When hovering over the Work Item, three icons appear.

Client Work ltem

Client Account

Client Client
Work  Work Folder  Folder
Item Item Request  Account Client Folder Last First
D Priority  Type # Group Name Name

CLIENT HOUSEHOLD CLIENT PRIMARY

New

90138
Account

= WI Notes L Get Jcore Daia

Client Client Client
Folder Folder Folder
Company S5N Rep
Name Maski de
xoox # B T
D22
PS003
PS123
QA123

The pencil icon will open the Work Item Details where you can view information like Event
History for the Work Item, NIGO reasons and Notes History. This is also where you can go

to remove a form from the Work Item.

Dashboard | Work tem #90136 / Client Work tem #90136 / Detalls Save & Save and Close % Cancel

Request Type bl
_ Merge into Work item Number
Client Account o Draft NIGO Subject

Draft NIGO Email

Draft Reject Subject

Draft Reject Email

Request Status  Indexed

SLA status

o SLAStrtTme  Apr 14,2021 11:02:53 Al

o SLA Stop Time

Error Description
Documents added on 04/14/21

Work item Priority

Last Notes

Assigned Processor

12



The book icon opens the client account details where you can access the client folder,

subfolders and documents that are part of the Work Item.

Client Folder
Rep

First Name LastName Company Name SSN Masked RepCode  Advisor LastName Advisor First Name Advisor Rep SSN Advisor 0SJ Code Business Type LastNote  Client Type Client Status User Group
BD123
D22

PRIMARY CLIENT 3000(X9999 PS003 REP3 PS 300003333 BDRIA Person Active becca_metz  CLIENT HOUSEHOLD
Ps123 REP Ps 00004444 Psi
Qa123 REP aa X00O0K5555 oa1

Client Subfolder A Starting Point  Barcode:
Client Folder Rep
Client Subfolder Type ~ Registration Type  ProductType  VendoriCustodian  Account#  LastNote  OtherDescripion  FirstName  LastName  CompanyName  RepCode  AdvisorlastName  AdvisorFirstName  AdvisorRep SSN  AdvisorOSJCode  User
Brokerage Individual Brokerage - Retal  PERSHING PRIMARY  CLIENT PS003 REP3 Ps XO0X3333 ramock

ZAddNew L Stamp~ O Combine &Print @ Merge [ Create Wi

Client Documents

Document Type Subfolder
Clent  Cllent  Client  Client  Client
N Folder Folder Folder  Folder  Folder Advisor Advisor Advisor Advisor Advisor  Advisor  Advisor  Advisor Number
Account  Client Folder Last  Fist  Company SSN  Rep  Last  Fist  Rep  OSJ)  Rep last  Fist  Rep  0SJ Last  Document Creation  of Work
(m) Name Priority  Form Name. # Group Name  Name  Name Masked ~ Code  Name  Name SSN Code. Code Name  Name SSN Code. Description  Note 1D Date Pages  User ltem
o CLIENT HOUSEHOLDCLIENT  PRIMARY 00009999 BD123
RECOMMENDATION 022
Account oz
1 DOCUMENTATION PS03 REPS  PS 00003333 PS03 REP3  PS 00003333 249852 3 ramock90136
Maintenance 102
SUPPLEMENT PSI3 REP  PS X000U444PST
oAz REP oA 0005555041
o CLIENT HOUSEHOLDCLIENT  PRIMARY 00009999 BD123
o022
Aecount FORM GRS PS03 REP3  PS XOXHK3333 PS03 REP3  PS XX0KK3333 aagaer Ny amock80136
Maintenance 102
Psi2s REP  PS 0000844451
oAz ReP oA 0005555041

Work Item Client Documents Section

The Work Item Client Documents section contains all of the forms that are part of the Work

Item. By clicking on any one of the forms, you can begin the process of editing or adding

data to the form.

Work Item Client Documents

A padd~ L Stamp~ Il Barcode () Combine & Print @ Merge @ eSign [ Create W1

Document Type Subfolder

Client Client Client
Folder Folder Folder
Account  Client Folder Last First Company
O Name Priority  Form Mame # Group Name Name Name

r'Y

O  Account FORM CRS CLIENT HOUSEHOLD CLIENT PRIMARY
Maintenance

O account RECOMMEMDATION
DOCUMENTATION CLIENT HOUSEHOLD CLIENT  PRIMARY

Maintenance SUPPLEMENT

| Account EROKERAGE ACCOUNT
Maintenance ADDENDUM

CLIENT HOUSEHOLD CLIENT PRIMARY

U Form CUSTOMER ACCOUNT CLIENT HOUSEHOLD CLIENT PRIMARY

FORM

O Unindexed CLIENT HOUSEHOLD CLIENT PRIMARY

Showing 110 5 Previous | Next

=+ Add Documents «

13



You can also add documents by clicking on the Add Documents button.

=+ Add Documents -

Unindexed Documents allows you to add documents from outside Docupace. This would be
ancillary documents like a death certificate, trust document, client statement, etc. You will
not be able to edit these forms in Docupace.

L

== Add Documents =

Unindexed Documents

Form From Library

Form From Library will take you to the Form Library Search page.
L

=+ Add Documents

Unindexed Documents

Form From Library

Here you can search for and add vendor or PCS forms to the Work Item.

Monitor / Work Item #90136 /  Select

Show| 15 v entries

Default v o [seec |[xcancel | [ W creste new || 5 accio pavontes |
Clear ‘ S Refresn ‘ Enable
— Form Form Fom Version  Revision Major Minor Fom PDF Enable PDF
Form Type O Company Type  Form Name Category  Provider  Date Date Pages  GUID Revision Version Description ~Number  State Formatting Calculations
None Selected ~ [} Ak
AL
520 PLANS ACH College 29600- FRM-ACH-
PERSHING Quiki 06/012013 121062013 2 0 o
. > AUTHORIZATION AGREEMENT Planning QUIKODD000000000000000000000000 52006-13 :;
PERSHING ~ Az
@] Usedto
Form Name contains estabiish
T elecronic
AK
ACH transfer L
Account ACH AUTHORIZATION Account a1 betueen a
PERSHING Quik 0210172020 0511412020 4 0 o FRM-ACH
Form Category )4 Update AGREEMENT INS Admin o ‘QUIK000000000000000000000000000000 Pershing retail :Z
None Selected + brokerage Az
accountand a
i client bank
Fom Provider [<] account

None Selected v
Revision Date
MMDDYYY | B MMDDIYYY E
Version Date

MWDDNYYY | MWDDYYY | &

Pages

From T

GUID

14



To add a form, click the check box next to the form and click the Select button.

II « Select ll ® Cancel l l I Create New H ¥ Add to Favorites Show| 15 | entries
Enable
Form Form Form Version Revision Major Minor Form PDF Enable PDF
O Company Type  Form Name Category  Provider Date Date Pages  GUID Revision  Version  Description  Number State  Formatting  Calculations
=] AK
529 PLANS ACH College 29509- FRM-ACH. AL
. ) - -ACH-
2> PERSHING AUTHORIZATION AGREEMENT Flanning " DBI0172013 120053013 2 QUIKDODK000000000000000000000000 0 529-06-13 2:
Az
Used to
establish
electronic AK
transfer A
< Account ACH AUTHORIZATION Account 441- between a
PERSHING Quikt 0210172020 051412020 4 0 0 FRM-ACH
b= Update AGREEMENT INS Admin o at 1000 Pershing retail AP
brokerage AR
Az

accountand a
client bank
] account.

The form now appears in the Work Item Client Documents.

Work ltem Client Documents

Aadd~ L Stamp~ Il Barcode (O Combine & Print €@ Merge @ eSign [ Create W1

Document Type Subfolder
Client Client Client
i Folder  Folder Folder
Account  Client Folder Last First Company
- Name Priority Form Name # Group Mame Name Name
“ U Actfount FORM CRS CLIENT HOUSEHOLD CLIENT PRIMARY
Maintenance
O RECOMMENDATION
Account
Maintenance DOCUMENTATION CLIENT HOUSEHOLD CLIENT PRIMARY
SUPPLEMENT
O ACHAUTHORIZATION
Form AGREEMENT INS CLIENT HOUSEHOLD CLIENT PRIMARY
O Account EROKERAGE ACCOUNT
Maintenance ADDENDUM CLIENT HOUSEHOLD CLIENT PRIMARY
O Form CUSTOMER ACCOUNT CLIENT HOUSEHOLD CLIENT PRIMARY
FORM
Showing 1to 5 Previous Next




The Required Forms and Optional Forms sections appear below the Work Item Documents.

Documents in the Required Forms section cannot be edited. This is for reference only.

Required Forms

BROKERAGE ACCOUNT ADDENDUM

CUSTOMER ACCOUNT FORM

FORM CRS

RECOMMENDATION DOCUMENTATION
SUPPLEMENT

Form Name Form Number Description

Addendum for Brokerage
Accounts

PCS Customer Account Form

PCS Client Relationship Summary
06012020 pdf

Showing 1 to 4 Previous Next

Optional Forms

Form Name Form Number

ACCOMMODATION TRANSFER FORM | MFACCOMTA-

1-07
ACCOUNT REGISTRATION
DEFIMITIONS
ACCOUNT TRANSFER FRM-TSFR

ACH AUTHORIZATION AGREEMENT

CoOrl AU

Description

Used to establish electronic transfer between a Pershing retail brokerage

Forms can be added from the Optional Forms section as well by hovering over the form and
clicking the plus sign. That optional form will be added to the Work Item Client Documents.

Optional Forms

Form Name Form Number Description m
ACCOMMODATION TRANSFER FORM jigﬂ;ACCOMTA' =+
ACCOUNT REGISTRATION
DEFINITIONS
ACCOUNT TRANSFER FRM-TSFR
ACH AUTHORIZATION AGREEMENT FRIM-ACH Used to establish electronic transfer between a Pershing retail brokerage
INS account and a client bank account.

CORESTONE ACCOUNT AGREEMENT Egﬁgﬁ'PER'

'(:F?ELEISL%EENELECTRONIC APP-CRST Mot to be used if a Paper Check Book is needed

FEDERAL FUNDS WIRE REQUEST

FEE SCHEDULE 7 CLIENT

EROKERAGE

INTERESTED FARTIES

JOURNAL REQUEST

LOW-PRICED STOCK

ACKNOWLEDGEMENT

VARGIN AGREEMENT ECAGR-PER-CA :Jlf;r:l[izdf;nrm to establish a CreditAdvance account for margin trading (if

16



Form Completion Section
This is the section where you will complete the documents on the Work Item.

Document #249890 - CUSTOMER ACCOUNT FORM

By clicking on the form in the Work Item Client Documents section, you will bring up the
form on the right side. You can tab or cursor through the form to complete all of the

u a “ Page 1 ofz G a “ | “ Automatic Zoom w B u
Rep Name? PS REP3
PRIVATE - PS003
Rep Number:
/ g:g_fl{ I\E/ NT o Customer Account Form R
|:| I have received and reviewed the PCS Best Interest Disclosure and Account Type definitions at https://pesbd net/Regulation Best Interest
and discussed my investment needs with my Investment Professional prior to selecting the account type listed below.
Select One: New Account ijdale Account Select One: . i Brokerage . Advisory
Account Type (Select ONE)
individual Ol tnherited TRA [JsIMPLE IRA [ Trust [ coverdell | ESA
[JJoint WROS (default) [JIRA [J401(k) / PSP [Estate [ corporation
[ Joint TIC [JRollover IRA [Jindividual (k) 529 []Non-Profit Organization
[JJoint Community Prop [ ]Roth IRA [JsEP IRA OJUuT™MA / UGMA O other:
Otop [CJRoth Conversion IRA J403(b) (state of gift)
Account Registration
Name (Primary Owner / Trust Name / Entity Name) Name (Joint Owner / Trustee / POA / Executor / Authorized Person)
PRIMARY CLIENT
Social Security # or Tax ID# Marital Status Date of Birth/Trust Social Security # or Tax ID# Marital Status Date of Birth/Trust
777889999 01/01/1960
Legal Street Address (No P.O. Box) Legal Street Address (No P.O. Box)
987 APPLE DR
| City State Zip City State Zip
ANYTOWN 1A 51025
Mailing Address (if different) Mailing Address (if different)
123 ELM ST, ANYTOWN, 1A 51025
Email Address Country of Citizenship | Email Address Country of Citizenship
primary.client@gmail.com USA
Home Phone Number Business Phone Number Cell Phone Number | Home Phone Number Busmess Phone Number Cell Phone Number
7123682594 7123681234 7123682160
Employment Data

required fields. The blue arrows can be used to bring in information from other forms or to

clear the field.

STEP 1. ACCOUNT INFORMATION

Brokerage Account Mumber Brokerage Account Holder's Name(s)

[JPRIMARY CLIENT :

G PRIMARY CLIENT
STEP 2. BANK/CRED'T UNION ACCOU ACH AUTHORIZATION AGREEMENT INS =

BROKERAGE ACCOUNT ADDENDUM
Set up new instructions. LN R AT RO -
FORM CRS
RECOMMENDATION DOCUMENTATION SUPPLEMENT
Reset
Clear

Replace existing instructions.

ABA Number

Bank/Credit Union Mame

Citw State Zin/Postal Code

17



Once you have completed all of the appropriate fields on the form, be sure to click save at
the top.

Document #249890 - CUSTOMER ACCOUNT FORM

The Customer Account Form, BD Change form and Brokerage Account Addendum have
validations built into them that will not allow you to eSign or send the Work Item for review
until they are all satisfied. When clicking save on these forms, the validations will be
checked, and you will receive a warning for any fields that still need to be completed. Red
warnings are required fields and yellow warnings are optional and may or may not apply to
the client or account.

Document #249890 - CUSTOMER ACCOUNT FORM SR

Q @ a |“ Page: | 1 i3 G E' =) | “ Automatic Zoom

€
2

Account Number is optienals

Customer Account Form

Rep Nime| PS REP3

Rap MNumber: PS003

Acct Number:

Rep Name is required L PRIVATE
CLIENT
SERVICES.

[ 1 have received and reviewed the PCS Best Interest Disclosure and Account Type definitions at https://pesbd net Regulation Best Interest
and discussed my mvestment needs with my Investment Professional prior to selecting the account type listed below.

Select One:DDirect Brakerage D.-\dn'sor}'

Marital Status is required  ®

Institutional / Non- ®
Institutional Account is
required Select One:_\'ew Account Dl'pdare Account

Account Type (Select ONE)
A""{a'f"l’“"m‘ 5 [Findividual [inkerited IRA [JSIMPLE IRA O Trust [JCoverdell/ ESA
IEEE Coint WROS (defaul)  [JIRA Oao1ge /PSP CEstate Corperation
EJcim TIC ERello‘.'er IRA Elndi'\ idual (k) E 529 E.\'ot—?roﬁt Organization
) Joint Community Prop Roth IRA SEP IRA UTMA / UGMA Other
Investment Experience o - e 031 (<tate oF cift)
Other Description is [JToD [JReoth Conversion IRA 1403 (0) (state of gift)
optional Account Registration

Name (Primary Owner / Trust Name / Entity Name) Name (Jomt Owner / Trustee / POA / Executor /| Authorized Person)
Investment Experience (]

Other is optional PRIMARY CLIENT

Social Security # or Tax ID=

Marital Status Date of Birth Trust

777889939 I i 1/01/1960

Legal Street Address (No P.O. BoXT

Social Security # or Tax ID= Marital Status Date of Birth Trust

Estimatad Value for Other
Investments is optional

Legal Street Address (No P.O. Box)

, 987 APPLE DR
Comments / Additional City State Zip City State Zip
Information is optional

ANYTOWN 1A 51025
Mailing Address (if different)

5 Mailing Address (if different)
Exe_mpt Payee Code is ® =
optional 123 ELM ST, ANYTOWN, IA 51025

Email Address

Couniry of Citizenship | Email Address Country of Citizenship

FATCA Reporting Code s s primary.client@gmail.com

o Home Phone Number Business Phone Number Cell Phone Number | Home Phone Number Business Phone Number Cell Phone Number
7123682594 7123681234 7123682160

Tax Certification for L

Account Owner is required Employment Data
EE:np]e}'ec [self Employed [JRetired [JOther OEmployed [ASelf Employed [JRetired [ Other

0S] Name is aptional ®) Occupation Years Occupation Years
CUSTODIAL SERVICES 5
Employer Name City State Employer Name Street Address City State

Street Add
ABC FINANCIAL = covswr o s

Employee, or related to employee, of PCS?
If yes, name of relative:

e soe Busnessville 1A
[dves [No | Emplovee, or related to employes, of PCS?
1f yes, name of relative:

Oves ONe

Fmnlaves_or related tn smnloves_of snother Brokar Tiealer? [T1 Vae [ Na | Fmnloves or related o emnlaves of anather BrakerDealer? T Ve T Na

Once all forms have been completed and any additional documents have been added, you
can begin the signature process.

Wet Sign
The wet sign process allows the client to physically sign all of the documents and then

upload the completed forms back into Docupace using barcode pages. To begin the wet
sign process, click the Actions button - Wet Sign.
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Monitor /  Work ltem #90136

8 Work Item Client Documents ‘

Pending Advisor Review l £ Actions ~ H A Reassion |

® Attach
© esign

lor Review H Merge || Archive || Re-Process ‘

Client Work ltem =Wl Notes & Get Jcore Data
Il Barcode

A popup box will open where you can print all of the documents with barcoded coversheets.
Click the Print button.

Print and Submit Documents

Generate Coversheets
[] Print paperwork double sided
[] Print paperwork without client SSN

‘ Cancel H Print ‘

A separate screen will open where you can download or print the PDFs generated. Click the
printer icon in the upper-right corner.

= 3XFDEuRPhBIGG4R2choSw 1/ | — 0k + | B O

) TECHNOLOGIES

Document Coversheet
Workitem ID: 90136

Document ID: 249891
Document Type:  Account Maintenance
Form Name: FORM CRS
Client Name:  PRIMARY CLIENT
Account Registration: Individual

Account #:

*DOC 249891*
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Once you have printed the documents and they have been wet signed by the client and
representative, make sure the barcode pages and the document pages are in proper order.
Then, scan and save them to your computer as one PDF document.

W1 90136.pdf

Click New - Upload File. Please note that this is the only place you can upload files and
have Docupace recognize the barcode pages. Do not upload barcoded files directly from
the Work Item itself.

:~ | Administration | & New ~ ‘E

# Starting Point

@® upload File

¢ B Create Work Item

age Assigne
p| Client Folder 1 an
s rarmock
| Client Subfolder
in  Client Documents kmealliste
Advisor Office Folder
Advisor Office Documents kmcalliste
In bd.rep
Unindexed Documents
In Forms rarmock
Labels
In kmcalliste

The Direct File Uploader screen will appear. You can drag and drop the wet signed PDF
from your computer into the box to upload or you can click the Add files button to select
them from your computer’s files.

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. If using barcode cover
pages, please use New->Upload File

+ The maximum file size for uploads is 100.00 MB
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When you see the file name and size appear in the box, click Start Upload.

Direct file uploader x
Name Size Progress Status Actions
W1 90136.pdf 1.67 MB E

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. If using barcode cover
pages, please use New-=Upload File.
« The maximum file size for uploads is 100.00 MB.

Once successfully uploaded, a check box will appear under the Status column.

Direct file uploader %

Name: Size Progress Status Actions

W1 90136.paf 167 MB ] v & |

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. If using barcode cover
pages, please use New-=Upload File.

+ The maximum file size for uploads is 100.00 MB.

You can view the status of the Work Item by going to Monitor.

Advisor Dashboard Dashboard Monitor Retrieve = | Administration k New ~ @
«ctivity [RRET ] =+ Export v Reassign
N Client Last Advisor Account Work: Last SLA Node
O Request Type Name SLA Start Name Advisor ID # Creator itemid ¥ Modified Task Name Status Request Status Validation Message Assigned to Name
[m] 04/14/21 11:02 Pending Wet Sign Pending Client Image Updated on Advisor
‘ New Account CLIENT M REP3 PS003 rarmock 90136 Compiation GO signature 0414221 rarmock Review2
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After a couple of minutes, the Task Name in the Work Item will change from Pending Wet
Sign Completion to Final Review. Click on the Work Item to review the uploaded
documents.

Client Last Advisor Account Work Last SLA Node

[ RequestType Name SLAStart  Name Advisor ID # Creator ltemid ¥ Modified  TaskName Stalus  Request Sfatus  Validation Message  Assignedto  Name
O NewAccount GLIENT MMAZID2 gy PS003 rarmock 90136 Final Review 16O Signatures Received M20° Updaled on rarmock Advizer
Al 0411472 Review3

Once you have reviewed the documents in Final Review, you can click Send for Review.
The Work Item will then move to Field OS] or Principal Review for review and approval.

Final Review | £ Actions + || A Reassign |

28 Work Iltem Client Documents |

I Send for Review l Send Back to Pending Advisor Review for eSign |

eSign

The eSign process allows the client to electronically sign either in person or remotely using
integrated DocuSign. The eSigned documents are returned back into Docupace at the end
of the signing order. To begin the eSign process, click the Actions button - eSign.

mawe-|

® attach by

= Wet Sign
I Il Barcode I

In the eSign details screen, click on the advisor and the client signers to verify their
information.

eSign Recipient i Remove:
[m] Signer Type First Name Last Name Email Sign Mode eSign Status. Signer Auth Mode Order Index
O Advisor 1 PS REP3 test3@ps.com &Sign - Remote Dratt ] 9
(] Primary Signer PRIMARY CLIENT primary client@gmail com e3ign - Remote Dratt SMs
Showing 1102 | Previous = Next
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When clicking on each of the signers, you want to verify the email address and the cell
phone number for SMS authentication.

First Name e Last Name REF3

Middle Name Date Of Birth 01/01/1990 =

TIN/SSN 333003333 | Email test3@ps.com |

Signer Type * Advisor 1 v Sign Mode *

&Sign - Remote N ‘

Signer Auth Mode Sms x v Phone for A 7123682594 [:] |

Address e city
State State v Zip Code

Order Index @ esign Status  Draft
esign Date/Time Apr 19, 2021 12:56:03 PM esign Status Notes

IP Address

If you make any changes, be sure to click Save and Close before leaving the details screen.

Mext ¥ X Save X Save and Close 3 Cancel

Continue to verify all signers. Once the emails and cell phone numbers are verified, click
on eSign in the upper right.

Next 3 X Save X Save and Clos:: €@ eSign % Cancel

You will receive a popup confirmation that the documents have been sent for signature.
The client(s) will receive an email from DocuSign. They will click Review Documents to
open DocuSign.

DocuSign

Jason Allen sent you a document to review and sign.

REVIEW DOCUMENTS
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After clicking Review Documents, they will be taken to the authentication screen where
they will click Send SMS to receive an access code via text.

Security Requests from Sender

Jason Allen
Docupace - Private Client Services

3MS 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: EARL HARALDSON

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

® +1 920-200-4551

SEND SMS CANCEL

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

Once the code is received, they will enter it and click Confirm Code.

Security Requests from Sender
Jason Allen
Docupace - Private Client Services
SMS Authentication
An 5MS 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 SM3 message, select "Cancel", verify the mobile phone number and try sending the SMS message again.




DocuSign will then walk the client(s) through the signature fields and they will click Finish

when complete.

Please review the documents below.

[~

Qa &80

OTHER ACTIONS v

Under penalties of perjury, | certify that
START 1. The number shown on this §

subject 10 backup withh
3.1am a USS. citizen ¢

4. The FATCA code(s) entered on this form (if any) ind

Certification instructions:
report all interest and ¢ I\khml n your tax retum, Fu

|:: rlhn :\ || I| et '. onj Hequlred Sign Here -
The Internal Revenue -+ Sign

ing that | sm exempt fror

cal st
pent acec umlk\ mklt
the instructions on page 3

ification number (or | am waiting for a number 10 be issued 10 mc ), and
from backup withholding, or (b) | have not been notified by the Internal Revenue Servic

" rt all interest or dividends, or (c) the IRS has notificd me that | am no longer um\u bac Lupumm ding; and
ther U.S person (defined below ); and

ompt

m FATCA reporting is correct

ot require your consent to any provision of this document other than the certifications required to avoid backup withholding.

 ceptilliva w;hnxkn ot
e o o

(IRS) that | am

you have failed 1o
ccured property,
the

ot requ

Sign Signature o " B
Here U.S. person {}j Date 11/6/2017

sdoption taxpayer ide m
10 report on an information return the amount pad (o ye
information return. Examples
following

* Form 1099-INT (interest carned or paid)

unless otherwi
ion about developments affecting Form W.9 (such as legislation

Sect ar¢ 10 the Intermal Revenue Code
o irs.gov/iwo
Purposc of Form

An indiv

whual or entity (Form W-9 requesier) who is reguired to file an iformation retum

with the IRS must obtain your correct taxpayer identification n

your social security number (SSN), individual axpayer e
v

or other ame vuml]\ b
of inforastion stturas iackude, s asc ot linited 10, 6o

In orm 1099. l)l\ (dividends, including those from stocks or mutual funds)

s¢ noted. Future eroct TIN

. See Whar |

er (TIN) which may be
on numhullll\l
mber (EIN),

apphcable, y& ¢ al
share of any partnership incom

-9 only if you are a U.S. person (including a resident alicn), 1o

return Form W-9 to the re
s hackup withholding* on page 2*

By signing the filled-out form, you

at the TIN you are giving is

mption from hackup withholding if you are a U.S. exempt payee If

e from a U.S. trade or business is not

vquester with a TIN. you might be subject

correct (or you are waiting for a number

that as a U.S. person, your allocable

The next signer will receive an email and the process will continue until the advisor has
completed their signature through the same process. Once all signatures have been
captured, the Work Item will move from Pending eSign Completion to Final Review under
the task name. This make take several minutes after the advisor has completed their

signature.

BD123 bd.rep

PS003 rarmock 90136

80633

Pending eSign
Completion

Final Review GO

Go Fending Client C
Signature i}

mage Updated on

Signatures Received 04142

Click on the Work Item to review that all signatures are complete. After reviewing, click on
Send for Review to move the Work Item to the approval process.

Final Review

‘ £ Actions = || ~ Reassign |

28 Work Item Client Documents ‘

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

Should you need to have the client resign, click on Send Back to Pending Advisor Review
for eSign to go through the process again.
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Review the Task Name in Monitor to verify where the Work Item is in the review process.

Dashboard Monitor

ed Task Name
Fending Advisor

Review

Field OSJ Review

The New Account workflow process will move through the following Tasks:
Pending Advisor Review - This is the step where documents are added and completed.

Pending Wet Sign Completion - The Work Item is awaiting the wet signatures to be
uploaded using the bar code pages.

Pending eSign Completion - The Work Item is awaiting client and/or advisor signatures.

Final Review - Signatures have been received and the Work Item is awaiting final review
by the advisor or staff member before sending for approval.

Field OS] Review - If applicable, the Work Item is awaiting review and approval by the
field OSJ.

Principal Review - The Work Item is pending review and approval by a home office
principal.

Operations Review - The Work Item is being reviewed by Operations and the account is
being established.

Sending to Sponsor - If eligible, the vendor documents are attempting to fax to the
sponsor.

Send Failed - The fax to the sponsor has failed and documents should be manually
submitted to the sponsor.

Complete - The Work Item is complete.
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