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1 Locations

The Document Management software can be used in various different locations within CCD, wherever
the tab ‘Scanned docs’ is. Within this tab, documents can be linked to a record and can be found at a
later date.

The Document Manager locations are:

Client

Enquiries

Holding

Tasks

Provider
Contact/Introducers

Advisers

1.1 Client

Access the Clients module and
from the ‘Contact’ screen

Clients select ‘scanned docs’
/\
——
Contact ¥ Fostal address EEEH@. Goals | Chverview ‘

Add note
Client type |Individual Client Ref. |A03354002
Marketing Title / Initial / Surname |Mr |A| | |P«p|:||e

e Foreaname |Andrew
Salutation | Andrew

AL A Quszlification / Honours |

Company name

Personal email address

Ik Create security question Home @

|
|
Work [14) Work email address |
|
|

[ Do not mailshot Work O

[ oo not share client data Maobile O
with partner Current status | Current

::::E Intro. date / source |
Introducer |MNo introducer b Mare

Employer b Mare

Adviser |Simon Cockle Ik Mare

Service manager I» More

Documents stored here will only be available to view from here.
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1.2 Enquiries

Access the ‘Notes and Docs’
tab from within the ‘Enquiry’

Clignts = Holdings = Enquiries cutstanding = Enquiry details \. —S

o
Enquiry Resezarch Recemmendation Tasks < NutesandDun:;

o —

Engquiry Enquiry date [15/10/12 |&) Mesting date [14/10/12 [ &

Data upload

Advice basis |Full compliance

Recommendation basis | Initizl Ik Select existing contract

Work ([14) Client source  [Referral from Introducer

Campaign (Financial promaotion) |

Mature of the enguiry |Investment of lump sum

Flanning goal® |
Consultant [Milham Les & Send referral

Service manager |

Current enguiry status Status | Enquiry Type |Policy
Current position |E|'|n:|l.|ir',.r received but not acknowledged

Mew business forecast
Remuneration basis
Potential case value (£]
Expectation of completion __ mare likely b
Complete when (days) __ further away ¥

Completion date override Forecast value £ in Oct 2012

*A planning goal can be selected when set under Clients = Goals View case completion scale ¥

Documents added here can be found here and also within the ‘Scanned docs’ tab at the client level.

1.3 Holdings

Clients > Holdings > Overview Access the ‘Holdings’ area and

Contract detail Scanned dnc; from the relevant hOIdIng’
select the ‘Scanned docs.’ tab

Product
Contributions
Details

Administration
Tacks Lives Single b Change

Application status  In force Marked for upload [
Contract holder  Apple, A
Life / lives assurad Apple, A

Remuneration Provider Skandia
Submission Contract type Stocks and Shares ISA
Contract number 525235
Effective date 01/12/2007 End date
Regular Contributions £100.00 M Singles £
Total investment £3,900.00 Current value £32.50

Work (14)

Adviser Cockle, Simon Ik Maore

Advice Type
Introducer I More

b Make this contract paid up / cancelled

& Print a file fact sheet for this holding

Documents stored here will also be available in Clients ‘Scanned docs’.
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1.4 Providers

User infa.
Admin. codes

Standard text

Forms
Technical
Tables

Setup > Providers > Main contact

Main contact Activity

Wark

ECEH@.

Information

Title / Initial / Surname
Forename/s

Company name
Address

Town

County / Postcode
Email address
Telephone

Mobkile telephone

New Business James Brown

Wl

|Mr

IJ | Erown

|Jarr|e5

w Access the ‘Setup’ \
N\

[Fidelity

module and

| 23 Cannon Street

‘Providers’. From the

Provider’s ‘Main

[Londen

[ecan  contact’ screen select

I
[og45 273882
I

Office
Head offica

Select Fidelity to appear in your favourites list E

Territory E Uk EROI

P |_\ the ‘Scanned docs )

+ Add contact

08435 273882 Ik Maors

Documents stored in this section can only accessed here.

1.5 Contacts / Introducers

Data upload

Contacts > Contact

Contact ¥ Motes

SCEH@.

Title / Initial / Surname
Forename/s

Company name

Group

Address

Town

County

Fost code

Emazil address
Website address
Telephone No.
Mobile telephone
Contact type

Mr |E Cod

( Access the ‘Contacts’ module and

select the contact. From the
‘Contacts’ screen select the
‘Scanned docs’ tab.

|Eimnn

[Cockle 2nd Smith Accountants

[121 Horthern Road

[Londen

[eEciv svH

[simen@cockle.com

= Send mail

[0112 847 2837

| Accountant

I+ Go

Fax No.

Ik Multiple types

Defzult Adviser |

This contact is an introducer of business @
Add Cockle and Smith Accountants to your favourites list E
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1.6. Adviser Access the \

Compliance

This area is only available if you have the Compliance module.
module and select

Adviser list = Adviser the adviser. From

Status ¥ Personzl Financizl EEEH@E. the ‘Status’ screen
select ‘Scanned

Staff ref [LMI w1 docs' tab.
Adviser TERC Title / Initial / Surname |Mr ||'“'| | Lea J
Adviser KPIs Forename |[Milham N

Category [Consultant

Recruitment
Wark

Initial Advizer status [Competent

Training program required |ND Longer Required

Initial assessment form date |[01/04/201 1_-

Self assessment form date

Adviser display name [Millam, Lee T

Current Adviser status |CF3I:I - Investment Adviser Adviser has l=ft [0
Date status last updated [01/01/20 ]_2- Adviser Type [ Competant

Comments regarding the Adviser's
current status

Refarence |[LMI

2. Adding Existing Electronic Documents

There are a number of ways of adding documents to the Document Manager.

e Itis possible to link individual documents saved on your PC or server to Document Manager.

e Alternatively, if you have a client file stored on your server, with all of their documents stored, you
can link this to their record in CCD.

e Finally, documents can be scanned and linked using the Document Manager.

We will firstly look at attaching a document already saved on your computer.

Before adding a new document, ensure that you are adding it to the most relevant ‘Scanned docs’
location. For example, copies of policy documents should go in the Holdings location.
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Clientz = Scanned documents

—

Cantact Postal addrass

Clients  ~
Toadd a
document from

your computer,
select ‘Add a
document to
the library’.

f

IF Find a decument for this client

—2
| 1 Ik Add @ document to the librapy

Scannsd docs,

Access the relevant ‘Scanned
docs’ location you wish to add
the document to.

| Quit

Add document

-
@ guaysoftwe Document manager *
Infomation

Description Document associations :
|"»-"a|uatiu:|ns Description MName A
Detail Client Mame Adams, Paul

Advizer Jonathan Paul Jones
Clerical Medical

Client Type Individual

Level Clients

A ‘Description’ needs to

be entered before you

add a document.
‘Detail’ is optional.
Select ‘Browse’ to
search for the
document on your

computer or network.

M your computer

Browse...

s to be added [

anew document  Create New...

Add...

Cancel oK
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Add document

-y
@ quaysoftware Document manager ‘0@

Information
Description Document associations :
|"\-"a|uati0ns Description Mame o
Detail Cliert Name Adams, Paul
Adviser Jonathan Paul Jones
Clerical medical
Cliert Type Individual
Level Clients
Selectedfile - [mal'my documentsclaire jones' Valuations doce
e from your compy — v
Once you have The ‘Document Select ‘0K’ to
tcuts to be add d..
selected the associations’ will default. add the
document the These are labels and document to
location will be listed ~ 2M3MEWE0S  e the details of CCD.
in the ‘Selected file’. where the ‘Selected file’
!
will be linked to. There is Cancel | oK
I no need to add more

associations.

N.B. CCD will take a copy of the document and save it to a directory, which has been set up when
Document Manager was installed. For confirmation of where this will be, right click on this icon (right

hand tool bar) E and the following screen will appear:
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@ Quay Image - System Preferences ﬁ

@ quaysoftware

Ondine Storage l Offdine Stn::mge] |ser details] Scanner Setup]

Server |I]-:u:a|}"-.qss ﬂ Werify

|Use Windows Authentication [

User Name |

Password |

Directory |-:: Data

“Your on-ine document store is the main
respository for documents you use with Client
Care Desktop. Al users of Client Care
Desktop should use the same ondine
document store so you should select a
networl; location f you have many users of
Client Care Degltop.

Quay Document Management (1.0.82) ———_ ]
() Quay Software Solutions 2005 ——

=

3 Adding a Client File To CCD

If you have a client file on your server, or PC, which holds copies of correspondence sent, copies of
illustration etc. it is possible to link this to a client’s file on CCD. To do this you will first need to create a
shortcut of the client file. This is done by right clicking on the client file:
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&3 s PA A S B
vMientFila v

File Edit View Tools Help

‘ Crganiz 1EWs B E-mail @ Burn

Date modified Type
File Folder

Favorite Links

E Documents Explore
E| Pictures Open

E‘ Music

More »»

Scan for threats...

Restore previous versions
Folders

B Desktop Send To

E Ermmma Sharpe Cut
| AppData Select ‘Create
|| Bluetooth Soft Copy Shortcut’

E Contacts Create Shortcut

peskiop Delete

=7 Decuments
@ ALL CCD REF
@, ATEBINTELL Properties
&l CCD
@ Client Files
@ Consultancy
@ CPD Certifici

& EDI

& Framatnch

} r Meredith, Peter Date modified: 25/09/2009 16:57 Offline status: Offline (not connected)

Rename

File Folder Offline availability: Always available

A shortcut has now been created and this is what will be linked to the client file on CCD. The next step
is to select the client to which this file needs to be linked, and go into the ‘Scanned Docs’ tab and use:

Ik Add a document to the library

Complete the ‘Description’ field.
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| @ Add document

“
@ guaysoftware Document manager‘,ﬁ

=10 X

Information
Description Document associations :
|Client letters ste saved prior to 25 September 2009 Description MName o
Detai Client Mame Meredith. Peter
Adviser Mitchell Philpatt =
Client Type Individual
Level Clients
Selected file
Select a file from your computer Browse... i
I Allow Shortcuts to be added W Add..
Click into the field to ‘Allow t Create New...
Shortcuts to be added’.
Cancel DK

Now use the ‘Browse’ button to navigate to where your client file shortcut is.
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Name“ Date rmodif.. Type

3. Meredith, Peter
¢, Meredith, PeteR%ortcut

Favarite Links
E Documents
[# Recently Changed

Bl Deskiop Location: \Q?_ter (Wsiliconypersenalimy documentsiDocuments

‘-t-i.—.'—l_'. Recent Places
8 Computer Double click on the shortcut,

) or click once and then click on
ﬁ Pictures
) the ‘Open’ button.
E’ Music P

E Searches
) Public

Folders LS

File name:

The shortcut has now been linked to the client within CCD.

NOTE: Do not delete either the shortcut or the actual client file. If this is done, the link from CCD
will not work. However, once the shortcut has been added to the Document Manager it can be
deleted. If the location of the file is moved hen the shortcut will need to be created and added
again.

4 Scanning New Documents

If adding a document from a scanner, firstly ensure the scanner you will be using is selected in the
Document Manager preferences.

Right click on the scanner icon in your task bar at the bottom right of your computer by your clock, =
select Preferences and the Scanner setup tab. Make sure you have the correct scanner selected from

the drop down list.

Selected Scanner  |\yIA-Hewlett Packard PhotoSmar (v |

We recommend that the scanner is directly attached to the computer you are using, however if you are
using a scanner on your network that other computers also have access to, you will first have to scan
This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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the document onto your computer and then add it in the same way as was earlier explained in ‘Adding
Existing Electronic Documents’.

To scan a document, select the location you wish to add the document and select ‘Add a Document to
the library’.

Add document EI E| E|

-
@ guaysoftware Document manager.‘,ﬁ

Irformation
| Description Document associations :
I |Guote] Description Mame ~
| Detail Client Mame Adams, Paul
I Advizer Jonathan Paul Jones
Client Type Individual
Level Clients
Selected file = |

E |
Select a file from your computer Browss... .
Alow Shotcutstobeadded [ Add...

Scan a new docul@ent  Create New..

Similar to adding an existing electronic document you Cancel oK

need to enter a ‘Description’ and ‘Detail’ is optional.

You will then be able to select the ‘Create New’
button which will take you to the scanning screen.
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Quote

Once you have placed the
document in your scanner, select
the scanner icon on the scanner
screen.

> @ el ¢ @R

Screen: £91/341 Image: 0/0 A

Follow the instructions that will appear on the screen. These will be relevant to your scanner.

EEX

Term Axsurance Quotstien Legal%‘

SR LOEAL & GEMral's elecrenic onty raves General

fropuod by, Clene and Vi Tese Acumim
Progared fe Wi T Adarm

e Agc ocu badndey. 310 NuwSmie N Womner  Ouassption Class 4
Life Cower £200,900

Puliey Tarm 38 yous
Yionr Ormmmtunsd Frommarn o €10.80 Payabile: Mostly

Tovmmerved Thevans Coevn buve Sumern sons bialnd ot e patvan covnt
This (rrmmesams 44 conty o ks if e proposed guatatan m mnde and wismsed electrosicdly
What hemefits does the plan provide?

* Life Cover of £200.000
= Thar Bl v ol o g b dbannhd o e e e St of o by

o Tomnal lhess Cover will be paysble oo Gagmenls of & Tommbnd Bnew, whow W%
oy o et fhan 1] e, diiig e tom of the plin. excrt in the ket 1§
ncuthe I Tormnad Tliness {Convr 1n purysbsle. an srmaird caul 30 Be M cover will Ses be

Pousble. ameradt al o doel
* You mey inreme T (EVES OF COVEr, WITROUl TUTTor Medicl Ioomsthom, un yire T iage,
et ol youur < or WIEH yOu SaowE GF HEPIUVE YOS MBS, IIIET ) ATVM Conciei.

 Vour My e ptmated b @ st 2 v Vo st =48l g When the image has been

v wvam o] <o chatnge yeast phom i1 ity woy
o 1f you heep your poley for 23 youn, Sen the fotel prermm you will Move pead il e

e e o e ey scanned, select the page
W armiog - S poey b 2 - sy e with the tick to add the

Viouw promwems puy for e sent of Se v, s—i . o, Bangec and cthe
vy

scanned document to CCD.

How much will the advice cost?

Vern Fornseniod sudvivee willl give yom denaile abst G comte. Tho mwvment =il dvpmdd e S sune

ok yimas g masen aned the Lomgth o e rormmet term. B wesl e pad fuw ot of the pressmns. ‘
- wu-—a—-...-.-..--.,-....u,n«-m.—u.-»

Page: |
Do 210712008 T b o 1y comguancivons with K.sy Fowiarcs
Vous 2001005 WISy 00 L0 N BT

Dlaw (@@ &)

|Screen: £99/348 Image: 0/0 A
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Add document M ((=1E3

A
@ quaysoftware Document manager "?ﬁ

Information
You will be taken
Description Document associations : back to the
|Dunte Description MName ‘Document
Detail Cliert Name: Adams, Pal manager’ screen.
Adviser Jonathan Pa
Cliert Type Individual
Level Clierts
Selected file :  |locumentsclaire jones' My Scans'scanii04 jpd
Select a file from your computer Browse... o
Alow Shortcuts to be added ™ [ Click OK to add Add...
the document
Scan anew document  Create New... to the library.
Cancel oK

5 Searching For Documents

All of the ‘Scanned docs’ areas will allow you to search for documents that have previously been added.
It is important to remember which location the document was added to when searching for the
document, as this will determine which location you will be able to find the document in.

Access the relevant ‘Scanned docs’ location and select:

(=

| | Ik Find a document for this client

All documents that have been added to that location will be listed.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. April 2013

15



CAPITA

Search |:| |§| |X|

guaysoftware Document manager ) L
@ﬂ

Show records from | 20/06/2008 > | to |21/07/2008 > | Show Advanced Search [

Description MName [iate Added Type

Quoe 21/07/2008_ JPEG noge

E Waluations Waluations docx 210772008 Microgoft Office Word Docy

To view a document either
double click on the
document or highlight and
click on ‘Select’.

Document[z] found ; 2

Over time, some of your client’s may have a large number of documents linked to their file and because
of this there are two options to make it easier to search for them:

The first one is to use the date fields at the top of the page:

Show records from | 25/08/2009 > | te |25/09/2009 |

If a document was added within a specific month, simply change the dates fields and documents added
between the dates will appear.

Secondly, there is a drag and drop option:
These column headings can be dragged to

Drag a Column Header Here to Group by that Calumn here.

Description Date Added

=T - - T e T ———

In the example below, the ‘Type’ column has been dragged into the light grey box.
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'@1 Search

-
@ quaysoftware Document manageroﬁ

Show records from | 25/08/20039 | to |25/09/2009 v | Show Advanced Search [

Type

| Description | Mame Date Added
Type: Microsoft Office Ward Document
Type: POF Document
Type: Shortcut

Clicking on the ™ by the side of a type of document, will open up the box and show the saved
document links.

5.1 Locating Other Clients’ Documents

When working on a client file, another client could call to discuss a document that has been sent to
them (and saved in Document Manager). It is simple to view this second client’s documents, without
leaving the client record that is currently being worked on.

This is done using:
Show Advanced Search [

By clicking into the small field, the following appears:

[ @ Search
.
@ quaysoftware Document manager ’

Show records from | 25/08/2009 ~ || to |25/09/2009 - | Bhow Advanced Searchi v
Description MName -
Client Mame Meredith, Peter E
| Description Mame Date Added Type
[ Mustration for the new Zurich Term Plan percy illustration . PDF 25/05,/2009 PDF Document
[ letterto Peter re new application for Zuri... | Peters letter docx 25/05,/2009 Microsaft Office Word Doc
[ Client Comespondence saved before 25 ... | Meredith, Peter - Shortcut Ink 25/05/2009 Shortcut

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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By clicking on the client name shown, the field will go white, with a drop down arrow at the end of the
line. Click on this arrow.

| ® search ————— (= [ 2 )
@ coreon Document manger g
quaysoriwalre ocumen manager0 |
Show records from |25/08/2003 ~ | to |25/09/2003 ~ | Show Advanced Search ¥
Description Mame -

Clift, Gemma Hamiett

Hoyland, Sylvia Mary

E:H%E?f_'ogisa Greta A list of clients who have documents -
Meredith, Peter
Pound, Mark Keith
The Carpet Group

T I o

| m

linked to them will appear.

Ao -

Select the client and click on the ‘Find’ button and that client’s document will be displayed. Once that

client has been finished with, come out of the Document Manager and you will still be on the original
client’s record.

6 Amending Document Descriptions and Deleting

Document descriptions and labels can be amended at a later date. Access the ‘Document Manager’

location where the document you want to amend or delete is stored and click on ‘Find a document for
this client’.
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Search

@ quaysoftware

Show records from | 20/06/2008 v | to |21/07/2008 v |

EBX]
-
Document manager ’

Show Advanced Search [

r;lj) WE=tiong Waluations docx

The list of documents will be
displayed, double click on the page
icon next to the document you want
to amend.

| Description | MName [iate Added Type
|__j Suitability Letter G5 2 - An Introduction to the Clients ... | 21/07/2008 Microgoft Office Word 57 -
[F| Quote scan D004 jpg 21/07/2008 | JPEG Image
[@7| Details Dietails xs 21/07/2008 | Microsoft Office Excel §7-2

21.,/07/2008

ST EdUG

Microgoft Office Word Docy

Cancel

Document[z] found ; 4

The document

J 7\] Description ‘Description’ can
‘\ Details be amended.

l Azzociation |$|

Date added
21 /072008

The document ‘Details and
‘Document Associations’ can be

amended

spreadshest |

You can delete the document

by selecting ‘Delete’. It will

confirm that you want to delete

the document.

| ‘Close’ will return
Open Properies | Delete LCloze | youto the list of

I Documents.
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Search |:| |§| |X|

@ guaysoftware Document manager & !

Show records from | 20/06/2008 > | to |21/07/2008 | Show Advanced Search [

Diate Added Type
G5 2 - An Introduction to the Clients ... | 21/07/°2008 Microgoft Office Ward 57 -
scan(004 jpg 210772008 JPEG Image

Details xds 21/07/2008 | CAUNKMNData \Quay Image

E Waluations Waluations.docx 210772008 Microgoft Office Ward Docy

When you initially return to the list of documents the document
you have deleted will still be listed but will have a X. The next time
you open this screen the document will no longer be listed.

Document(z] found : 4
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