INTERNAL USE ONLY

Account Maintenance

For any subsequent forms, these can be uploaded using TD message center “Document Only” for processing. You will
also need to upload any subsequent forms on Docupace for client form retention.

Incoming check recommendation is to purchase a Brothers DSmobile 720D scanner for income checks. (Cost at Staples
approx. $139.00) Checks are deposited that day you are given a tracking/confirmation number so that you are compliant
with Cetera Advisors 8.2.1.2 Checks Received and Forwarding rules regarding tracking rule.

Step 1:
Log into Docupace

e On your desktop select: upload document
e Drag and Drop your document
e Select “Start Upload”
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Once upload is complete your desktop will update and the Tasks folder will appear:
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Step 2:

Click on Contents
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Step 3:

Under Work Item Content: The upload document will be an “Unindexed Document” you will need to index this item.

Click Edit
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Step 4:

To index the document, you need to assign a subfolder:

1. Click Add —then type in clients account number and the next screen will appear as below: You will need to
populate the following fields:
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2. Then Click Submit (Once completing this step you will be brought back to your desktop)
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Step 5:

You will see your document is now located in “Client Documents”
Click the check box then select Archive

«

c &

www paperout.com/ad

+
kel Tabstel. tank toptiservice=ditectBisession=18ap=M537546

* B oo @

H o Imparted Imparted 1) wosite @ 1 5EEE540, -T2 93, D 50 Member Conte @ AlianzLife|Login 8. Amasan I3 amedicsn " Dthes baokmads
/)Mm weote Log Out | Hefa | Contact Us | Bxiacy
cdenonadll . P

Frbdes Sutrcider Work lews g Pegueat Type: Emrar Message
1arassa -
[ S Sort By | Document Date » e tew #oDacoss f combee & Merge
prm—
—— ao oo o | o
Chent | Creaton Cheed | Chent Chesd | Folder | Foider Folder | Fokder Rep | Mep | Mg | Mop Sponsar
Bunmness Lasd Ducurment Y
Bckonn | Documeet | Fom lame | Descrplon | Dule | Bess) List Ducimen | 5 iy O | i rescar | Fokiar| Foae | o S0 |Fiicar| fun | Faa | Raw | b | MkG | AddGse |Adwiscr! Advisor|Addga| Peges | Usee | S35 (Ciiban || TION
o 1) | Aol Foer “Lapthiame | Fin Compaey |TOeela! | Rnp | Advisor Aovecr Advace Addsce Code|  Led | FrM | Res | 0% R
b Nme | Riame. Code | Lml | Fel | Fep | 0S4 Wame | Niewt  ERH | Code
Nuns  Hame  S5N Cote
[
Asstunt Fusas e e - KE- KL 7,
5 Edi uw nce Uncalanscus Transter LTR2018 BOMALL 08 BB AW _ WEXNTIAT o CONDEM KEITH X000 T COMDEMI KEIMH 300000 1 veoke wran
Foem

n £ Type here ta search

%
i
|

No Records Found

E
%
|

o Records Found

Office Accounting Docurments:

& El
i

My Personal Documents:
No Recorss Found

Unindexed Documents:
o Records Found

AN Docimants View:
o Aircords Found

i

New

Hiw

Mew

i

New

You have completed your Account Maintenance for Client File Retention!!
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