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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 

 

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

Access the Clients module and 

from the ‘Contact’ screen 

select ‘scanned docs’
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1.2 Enquiries 

 

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

1.3 Holdings 

 

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

Access the ‘Notes and Docs’ 

tab from within the ‘Enquiry’ 

 

  

Access the ‘Holdings’ area and 

from the relevant holding, 

select the ‘Scanned docs.’ tab 
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1.4 Providers 

 

Documents stored in this section can only accessed here. 

1.5 Contacts / Introducers 

 

 

 

 

 

 

Access the ‘Setup’ 

module and 

‘Providers’. From the 

Provider’s ‘Main 

contact’ screen select 

the ‘Scanned docs’ 

 

 

Access the ‘Contacts’ module and 

select the contact. From the 

‘Contacts’ screen select the 

‘Scanned docs’ tab. 
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1.6. Adviser 

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

 

2. Adding Existing Electronic Documents 

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

 It is possible to link individual documents saved on your PC or server to Document Manager. 

 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. 

 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. 

 

Access the 

Compliance 

module and select 

the adviser. From 

the ‘Status’ screen 

select ‘Scanned 

docs’ tab. 
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Access the relevant ‘Scanned 

docs’ location you wish to add 

the document to. 

To add a 

document from 

your computer, 

select ‘Add a 

document to 

the library’. 

 

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. 
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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)  and the following screen will appear:  

Once you have 

selected the 

document the 

location will be listed 

in the ‘Selected file’. 

 

 

The ‘Document 

associations’ will default.  

These are labels and 

confirm the details of 

where the ‘Selected file’ 

will be linked to.  There is 

no need to add more 

associations. 

Select ‘OK’ to 

add the 

document to 

CCD. 
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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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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: 

 

Complete the ‘Description’ field. 

Select ‘Create 

Shortcut’ 
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Now use the ‘Browse’ button to navigate to where your client file shortcut is. 

 

Click into the field to ‘Allow 

Shortcuts to be added’. 
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The shortcut has now been linked to the client within CCD.   

 

 

 

 

 

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.   

 

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 

Double click on the shortcut, 

or click once and then click on 

the ‘Open’ button. 

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. 
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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’. 

 

 

 

Similar to adding an existing electronic document you 

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

 

 

Once you have placed the 

document in your scanner, select 

the scanner icon on the scanner 

screen. 

 

When the image has been 

scanned, select the page 

with the tick to add the 

scanned document to CCD. 
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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: 

 

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

 

Click OK to add 

the document 

to the library.                                                                                                                                                     

You will be taken 

back to the 

‘Document 

manager’ screen. 
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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: 

 

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: 

 

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

 

To view a document either 

double click on the 

document or highlight and 

click on ‘Select’. 

These column headings can be dragged to 

here. 
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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: 

 

By clicking into the small field, the following appears: 
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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. 

 

 

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’. 

A list of clients who have documents 

linked to them will appear. 
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The list of documents will be 

displayed, double click on the page 

icon next to the document you want 

to amend. 

 

 

 

 

You can delete the document 

by selecting ‘Delete’. It will 

confirm that you want to delete 

the document. 

The document 

‘Description’ can 

be amended. 

‘Close’ will return 

you to the list of 

Documents.  

The document ‘Details and 

‘Document Associations’ can be 

amended 
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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. 


