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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

. Access the Clients module and
1.1 Client

from the ‘Contact’ screen

Clients / select ‘scanned docs’
/\
'
Contact ¥ Postzl address ‘ Scanned docs, Orverview |

Account

Data upload Client type |Individual Client Ref. |A03554002
Marketing Title / Initial / Surname |Mr |P«| | |A|:||:|Ie

Servicing Forename |ﬂmdrew

Salutation | Andrew

Fiew Amy Qualification / Honours |

Company name

Personal email address

It Create security guestion Home @

Fax home
[0 Do not mailshot Wark: O Fasx work
[0 Do not share client data Mobile O Contact
with partner Current status | Current Method

Client Intro. date / source |
i Introducer |No introducer Ik Mare
Employer Ik Mare
Adviser |Simeon Cockle Ik More
Service manager I» Mare

|
|
Work (14) Work email address |
|
|

Documents stored here will only be available to view from here.
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Access the ‘Notes and Docs’

1.2 Enquiries o )
tab from within the ‘Enquiry’

|

Clients = Heldings = Enquiries sutstanding > Enquiry details —F

—
@and Daocs )
R
15/10/12 Mesting date [14/10/12 [B] &
|FLI|| compliance

Initial b Select existing contract

| Refarral from Introducer

Research Recemmendation Taszks

Enguiry =

Enquiry
Data upload

Enguiry date

Advice basis

Recommendation basis

Work (14) Client source

Campaign (Financial promotion) |

Nature of the enguiry |Inve5tment of lump sum

Planning goal* |
[Milham Lee

Consultant & Send referral

Service manager |

Status

Current position

Type |Policy

|Enquir',r received but not acknowledged

Current enguiry status |Enquir',r

New business forecast

TV o ikelyr
TV urihercvsy
Forecast value £ in Oct 2012

View case completion scale v

Remuneration basis
Potential case value (£]
Expectation of completion
Complete when (days)

Completion date override

*p planning goal can be selected when set under Clients = Goals

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

1.3 Holdings

Access the ‘Holdings’ area and
from the relevant holding,

Clients > Holdings = Owerview
Contract detzils Scanned decs.,
p e

Application status
Contract holder

select the ‘Scanned docs.” tab

Produ
Caontributions
Details

In force Marked for upload [

Apple, A

Administration
Tasks
Remuneration
Submission

Work (14)

Life / lives assured
Lives

Provider

Contract type
Contract number
Effective date
Regular Contributions

Total investment
Adviser

Advice Type
Introducer

& Print & file fact sheet for this holding

Apple, A
Single Ik Change
Skandia

Stocks and Shares ISA
325235

0i/12/2007

£100.00 M

£5,900.00

End date
Singles £

Current value £32.90
Cockle, Simon Ik Mare

Ik Mare

Ik Make this contract paid up / cancelled

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

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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1.4 Providers

) Setup ® Froviders = Main contact

User infa. Main contact Activity Work Information

{ Scanned docs, )

Admin, codes
Standard text

Fiouoots
Prices
Forms
Technical
Tables

Title / Initial / Surname
Forename/s

Company name
Address

Taown
County / Postcode
Emazil address

Telephone

|Mr |J |E!-rcu.-'.n'|

|James

w Access the ‘Setup’ \
AN

[Fidelity

module and

| 25 Cannon Street

‘Providers’. From the

Provider’s ‘Main

|L|:|r|u:|0r|

[ecam 5T, contact’ screen select

the ‘Scanned docs’
Fazx (w] \ J

Mobile telephone

I
[0845 272822
I

Territery Uk FEROL

+ Add contact
Office
Head office 0845 272882

MNew Business James Brown

Ik Maore

Wt

Documents stored in this section can only accessed here.

Select Fidelity to appear in your favourites list E

1.5 Contacts / Introducers
Access the ‘Contacts’ module and

select the contact. From the

Contackts * Contact

‘Contacts’ screen select the

Contact ™ Maotes

© Scannsd docs ,
N :

[5cockle

‘Scanned docs’ tab.

Data upload Title / Initial / Surname

Forename/s

|Mr
|Ein'|c-r|
|CDI:|-C|E and Smith Accountants

Group |
Address | 121 Morthern Road
|
|L0ndnn
County |
[Eciv evH

Emazil address  [simon@cockls.com
Website address |
[011z 647 zg27
Maobile telephone |

Contact type |A|:|:0untant
Default Adviser |

Company name

Taown

Paost code

[= Send mail
I+ Go

Fax No.

Telephone No.

IF Multiple types

This contact is an introducer of business E
Add Cockle and Smith Accountants to your favourites list E

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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1.6. Adviser Access the \

Compliance
module and select

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

Adviser list > Adviser the adviser. From

S —
"
Statuzs ¥ Personal Finzncizal . Scannsd decs, > the ‘Status’ screen

ruicment

'
work select ‘Scanned

Staff ref [LMI IRN docs’ tab.
Adviser TEC Title / Initial / Surname |Ml' |M | Lee k )
Adviser KPIs Forename |[Milham N

Category | Consultant

Initial Adviser status | Competent

Training program reguired |N-:- Longer Requirad

Initizl @ssessment form date |01/04/Z20 1.1-

Self assessment form date

Adviser display name  [Willham, Eee T

Current Adviser status [CF30 - Investment Adviser Advizer has left [0
Date status last updatad [0D1/01/20 1_2- Adviser Type [ Competent

Comments regarding the Adviser's
current status

Reference |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.

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
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Clients - Clients = Scanned decuments

I
Contact Fostal address Scanned docs, ) G~ Access the relevant ‘Scanned

|

docs’ location you wish to add
the document to.

| :" E! Ik Find & document for this client lﬁ Only find records created here)
Toadda

document from jﬁ b 2dd a document to the library
your computer,

select ‘Add a
document to

the library’.

‘Quit rerr Andrew Apple's System Reference |L1Z34A03534002

Add document
-
quaysoftware Document manager ’
Information
Description Document associations :
" aluations Description Name -
Dietai Cliert Mame Adams, Paul
Advizer Jonathan Paul Jones
Clerical Medical
Cliert Type Individual
Level Clierts
A ‘Description’ needs to
be entered before you
add a document.
‘Detail’ is optional. .
Select ‘Browse’ to urcomputés,_ Browse... »
- — —

search for the eadded T Add.

document on your

computer or network. fwdocument  Create Mew...

Cancel oK

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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Add document E| @| Fz|

-
@ guaysoftware Document manager , ﬁ

Irfarmation
Description Document associations :
|Valuatinns Description MName -+
Detail Client Mame Adams, Paul
- - Adviger Jonathan Paul Jones
Clerical medical
Client Type Individual
Level Clierts
Selected file< lnnal\m}r documents*claire jones'\aluations .docx
wm your computer, o~ w
Once you have The ‘Document Select ‘OK’ to
; to be added Lo , dd th
selected the associations’ will default. a e
document the These are labels and document to
|0cati0n will be I|Sted p new documer confirm the deta”s Of CCD.
in the ‘Selected file’. where the ‘Selected file’
will be linked to. There is ancel oK !
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)
and the following screen will appear:

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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@ Quay Image - System Preferences

@ quaysoftware

)

Server

Use Windows Authentication

|zer Name
Password

Directony

Ondine Storage l Ciffdine Stmage] Llserdetails] Scanner Setup]

|ﬂDDal}"-ﬂss ﬂ Verfy
N

I

|

|-:: Data

Client Care Desktop.

Your ondine document store is the main
respositary 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 if you have many users of

CGuay Document Management (1.0.82)
(c) 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:

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
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| Q& B A 4w
w | Emma-‘umenis v Client Files » 57 | 3 i Search
— .

File Edit WView Tools Help

‘ Organize = B E-mail (@ Burn

Date modified Type
File Folder

Favorite Links

E Documents Explore
E| Pictures Open
E‘ Music

Muore »»

5can for threats...
Folders Restore previous versions
Bl Desktop Send To
Ermma Sharpe Cut
& AppData Select ‘Create
|| Bluetooth Soft Copy Shortcut’
E Contacts Create Shortcut
Deskiop Delete
5| Docurments
@) ALL CCD REF
@ ATEB IMTELL Properties
@l CcD
@ Client Files
@ Consultancy
@ CPD Certific:

&) EDI

& Framatnche
Meredith, Peter Date modified: 25/09/2009 16:57 Offline status: Offline (not connected)
File Folder Offline availability: Always available

Rename

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 decument to the library

Complete the ‘Description’ field.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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=ron X

. @ Add document

-
@ quaysoftware Document manager "*ﬁ

Information
Description Document associations
|Elient letters etc saved prior to 25 September 2003 Description Name -
Detail Client Name Meredith, Peter
Adviser Mitchell Philpott E
Client Type Individual
Level Clients
Selected file :
Select a file from your computes Browse... i
I Allow Shortcuts to be added [ Add..
Click into the field to ‘Allow Create Mew...
Shortcuts to be added’.
Cancel oK

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

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
11



CAPITA

FINANCIAL SOFTWARE

S ————— |
‘ Organize ~ &28 Views ~ [ Mew Folder 2]

NameA Date medif... Type
E Documents @ Meredith, Peter

. Meredith, Peter - Shortcut
[4 Recently Changed
Bl Desktop Location: Mer \%ﬁ'\silicnnipermnal'\my docurnents\Document

Client Files)
':EI. Recent Places
M Computer Double click on the shortcut,

Favorite Links

E pi or click once and then click on
Ictures
the ‘Open’ button.
E‘ Music P

E Searches
Ji Public

Folders E

Filz name: -

| Open |*] | Cancel ]_:;

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 Seanner || A-Hewlett Packard PhotoSmart (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 the document
onto your computer and then add it in the same way as was earlier explained in ‘Adding Existing Electronic
Documents’.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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To scan a document, select the location you wish to add the document and select ‘Add a Document to the
library’.

Add document E| [E| E|

-
@ guaysoftware Document manager ‘

Information
Description Document associations :
| Guote] Diescription Mame ~
Detail Client Mame Adams, Paul
Adviger Jonathan Paul Jones
Client Type Individual
Level Clients
Selected file
E |
Select a file from your computer Browse... “w
Alow Shortcutstobe added [ Add...
Scan a new document( Create Mew... |
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.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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Quote

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

Qeaw DRRGIRE

Screen: 691/341 Image: 0/0 V|

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

EBX

Legha

SHRE LAl & GOMrE)'s SIecIrenic only rates General

Teorm Assarance Quotatien

fropmmt by, Clare st Ykl Tew v
Tropared foe M T Adaem

e Axc scu badudey. 210 NuwSobes N Womner  Osusnpabion Class 4
LUtk Cover £200,00

Puticy Tarm 3 youss

Yowr Cummmmtuns! Brommarn of €10.80 Payabile: Muostily

Tormirsed omsns Cormom bune ety s hiolinS o e ptrs conet
Thhis (rrmmenans 46 coy o aslabibe if e proposed Gratatnn m vmde and wismmsed ¢l etronscadly
What hesefits does the plan provide?

* Lifle Cover of £200000
* T Ml wrven ol o oy sy e i e st ol B ey

« Tommnad Dness Cover will be puysble oo Gusneals of 5 Iumml Hnere, -ln- %
wnpranry o et than 1] saote. disiing the tom of the phin. excrt in
- r!n-uuh-t-nnv-nﬂ: an wmmaird cowl 0 Be Me coves Nlneh(

~ e i e s e (. . )
" S bl S e e s W i o Gl Y When the image has been

ot s e v channge yeast phom i 4y woy

. i whq-)\\lp»{n for 29 yours, Sen the kol prermum you will ave pest will he

PO AR YA s o S B e et ot o v scanned, select the page

will b Siffcacsd froes that o, “snpnn-vulm-wx Trom what yies it e s
vert have chanisnl o (ol v ooty i ey o e

i sl e with the tick to add the

Vour promusems pay for e seet of Sfe cvee, sm—cn, e, Buege ind st
et ey

scanned document to CCD.

How much will the sdvice cost”

Vern Fovmnim ik sl iver will give romm ihenaile abost v comte. The movrmnt =8 gl un S sine
ol i pucimennen aned the Lomgth of e o vt serm. Wil loe pacd fu ous of the presss

- Tl L B e s el e

s
Do 21070008 T b ol 1 omguanc toons with oy Towiarcs
Vows 2001095 WIS TRORT 004 S0 Y ST

Dleaw [ H@Q Q)

|Screen: 639/348 Image: 0/0 A

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

14




CAPITA

FINANCIAL SOFTWARE

Add document E|@| E|

-y
@ quaysoftware Document manager

<

Information
You will be taken
Description Diocument associations : back to the
|Quate Description Name ‘Document
- A

Detail Cliert Name Adams, Paul manager’ screen.

Adviser Jonathan Paul Jo

Client Type Individual

Level Clients

Selected file : |Incumems\claire.junes\hhr Scans'scan0004 jpd

L

Select a file from your computer Erowse... Z

Allow Shortcuts to be added [ Click OK to add Add...

the document

Scan anew document  Create Mew. . to the library.
Cancel L oK A

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:

3

| [ 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
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B(=](E

qu software Document manager ) k!
Wﬂ

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

Description [iate Added T

ypE
Guoe 21/0772008_| JPEG Imoge

|3 Waluations Valuations . docx 21/07/2008 Microsoft Office Word Docd

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 | 25/02/2009 > | to |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 Column here.

Description Diate Added Type

Il_h m ' - r i - - - - ' - R Ll N N Nl Lol ol ol oY

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

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
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r@ Search
-
@ guaysoftware Document manageroﬁ

Show records from |25/08/2003 | to |25/09/2009 v | Show Advanced Search [

Type

| Description | Mame Date Added
Type: Microsoft Office Word 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). Itis 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 | te |25/09/2009 - | Ehow Advanced Search; W
Description Mame -
Client Mame Meredith, Peter =
| Description Mame Date Added Type
|j llustration for the new Zurch Term Plan percy illustration POF 25092009 PDF Document
|j letter to Peter re new application for Zuri... | Peters letter docx 25092009 Microsoft Office Word Doc
|j Client Comespondence saved before 25 ... | Meredith, Peter - Shortcut Ink 25/09/2009 Shortcut

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
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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.

f @ Search

@ guaysoftware

Description Mame

Show records from | 25/08/2009 + | to |25/09/2003 ~ |

=

-
Document manager ’

Show Advanced Search

[

~] |5l

Clift, Gemma Hamiett
Hovland, Sylvia Mary
Hughes, C

Lamb, Louisa Greta
Meredith, Peter
Pound, Mark Keith
The Campet Group

A list of clients who have documents
linked to them will appear.

- I

Mo AL -

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’.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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Search E| @| E|

e
@ guaysoftware Document manager ’

Show records from | 20/06/2008 v | to |21/07/2008 v | Show Advanced Search [
_| Description | Mame [iate Added Type
D Guitability Letter G5 2 - An Introduction to the Clients ... | 21/07/2008 Microgoft Office Word 57 -
D Cuote scan(004 jpg 21072008 JPEG Image
[ Dletails Dietails xls 21/07/2008 Microsoft Office Bxcel 97-2
[ faluTise Waluations.docx 21/07/2008 Microsoft Office Ward Docy

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

Cancel

Document(z] found ; 4

The document
Description ‘Description’ can Date added

J;j |Details be amended. — 1/07/2008

The document ‘Details and

‘Document Associations’ can be

l Agsociations

amended.
spreadshest 0

You can delete the document

by selecting ‘Delete’. It will

confirm that you want to delete

the document.

| ‘Close’ will return
. i I you to the list of

Open Properties | Delete Cloze |

e = —_— I Documents.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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((=1E9

Document manager ) ﬂ
I @ﬁl

Show Advanced Search |

[tate Added Tvpe
D Suitability Letter G5 2 - An Introduction to the Clients ... | 21/07/°2008 Microsoft Office Word 57 -
[ Quote scan(004 jpg 2170772008 | JPEG Image

Details :ds 2170772008 | CALUINKNData \Quay Image
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