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1. Setting up CCD

For CCD to work correctly and to support your company’s processes the system needs to be
set up for use. Most of this will only need to be done ONCE but there are some area’s that
will need to be re-visited, for example when a new staff member joins the company.

Some of these processes will have been done for you by the Implementation team if they
have installed CCD for you, but if you are performing the installation yourself then all these
area’s will need to be completed.

1.1. Licenses

CCD is licensed on a concurrent user basis and once a quarter you will be sent new licence
keys which must be processed if the system is to be kept operational.

Licences will be sent to you in an encrypted e-mail (you will need to tell us WHO to send
these licences to). Once received, you will need to input your licence(s) into CCD. There is 1
licence for each module of CCD that you have purchased.

NB: YOU SHOULD NOT TRY AND TYPE THESE LICENCES BUT SHOULD COPY AND
PASTE THEM INTO CCD.

Example of a licence e-mail.

%Trai Safefsdi v1.0-1]/17" . D.9-H-DE8GAGAE A= .7 @ - W [F G- 7 /350
@ISR BUL LAY S = - 2/ eb i S S m0-3-0,a7-@ -, 5. L7008 B4/ 0. Q]S -a -
LMA Al AEE-SMAYLSE at_T_ow.=-M9%%End Safefscii w1.0 ,CCD1

HeTroi Safebsci w1.0-]]/ 4 . DL9-H-DE S G 0-=" 7.0 - W [F15-7 30
1@ IS BUL LAY - = - 2B i S 0l 2H L L KA1 P -P-0-F  HAG KO P - B
LT, > TR . afHF-=/_/Z6-SMN /LG . a7_7_w.=-M%End Safefscii w1.0 ,FIM1

“#Trai Safefsdi +1.0-]1]/ 4 . D9-H-DEG G 0. 0-=% 7.2 - W[/ G- 7 /570
1@ 2 e B UL L Y - = - 2t es i S S o APSL-Z2F1  PA N O B v i S-S0 -
MN=,F[Alw# i iu U FO-=, 72 M-D/W =7/ 2% End Safefscih w1.0 ,FCT1

=#Trai Safefsdi w1.0-]]/ 14 . D.9-H-DEGE 56 0= 7@ - W [F15-7 #3550

1.0 @ o BUL LAY - = - 2 el iy A S o TA -0 - T a2 =k o . MA5 6 T- G-k -1-7 -
wA1TGL T =ifE S S ave | SrAhABS 2 BA e P -6 - = k-HFA PRI LAY A L End Safedscii wl.0
JCMPL

Trai Safefsci v1.0-]1]/1/ . D.9- H-D8GEAG/6 A= .7 @ - W A G- 7 /370
JoE s xS BUL LAY - - 20 eh i S 0 -Tp-_-@ 8. 3/D=AU-EKAC-9451ef | - .1 -

QLGOS aavrd | SrAhsBSEnBAe P -6 - < k-HT AP RIALS WS SeEnd Safeasdi wl.0 ,CRP1
HeTroi Safebsci w1.0-]]/ 4 . DL9-H-DE S G 0-=" 7.0 - W [F15-7 30

J.ov@sdw T B UL LAY N - 2 e 0 S o fen ) =S8 - LTS A pke Sr PTIOVL S
GO = T Aufi %] l-= A v-1-R.3'0-6=,/dh- Z%:End Safefscii 1.0 ,ELC1

The first time you launch CCD you will be asked to licence your software.
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System setup
FINANCIAL SOFTWARE

System configuration

Products licensed to Quay Software Solutions:

Client Care Deszktop,
Financlal Express Data Faad,
Factfind plug-in:
Compliance Management plug-in,
Head Office System

Group Schemes plug-in,

ELT commissions;

Financial Express fund factshaets,

Ewpires Tuesday 01/09/09
asday 01/09/09
ay 01/09/0%
Expires Tuesday 01/09/09
Expires Monday 04/05709
Expires Tuesday 01/09/09
Expires Tuesday 01,0908
Expites Tuesday 81,/09/02

CAPITA

System setup

FINANCIAL SOFTWARE

Setup = Softerare licence

Your Product Licences

Products in med are about to expire, and productsin grey have already expired.

Y product 'z Start
Client Care Desktop Cuay Software Solutions 1 0&/0&/2008 0170972009 %
Financial Express Data Feed Quay Software Salutions 1 oefoefzo0s oifo9fzoo09 %
Factfind plug-in Cuay Software Solutions 1 0&/0&/2008 0170972009 %
Compliance Management plug- Quay Software Solutions 1 0&/0E/2008 0170972009 %
Head Office System Evaluation Systemn i0 15/12fz006 04/05/2009 ¥
Group Schemes plug-in Cuay Software Solutions 1 0&/0&/Z008 01709/Z009 %
—— I comrmissions Quay Software Solutions 1 o0&f0efzo0s 01092009 ¥
Cth here to add ncial Express fund Quay Software Solutions 1 0&f0sfz2o008 01/09/2009 %
. tion Builder Quay Software Solutions 1 0&/0&/2008 0170972009 %

a new licence. : j .

ne Client Service Centre Quay Software Salutions 100 o&f0efz008 01092009 %

‘j,l Tell rmie how to licenca /f re-licence the softwars
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FINANCIAL SOFTWARE

Setup = Software licence = New licence

User licence

Licencing Your System

Licences Click inte the box below and paste vour new licence code,
Mew licence Then dick *Adivate Licence’,

Status report

COPY AND PASTE THE CCD1 LICENCE HERE
AND THEN CLICK TO ACTIVATE THE LICENCE

N

@ Activate Licence

‘J Tell e more about software licensing [ re-licensing options

Quit

NB. Ensure the CCD1 licence is added first. (the licence code/name can be found at the end of
each encrypted licence message).

CCD will now automatically finish loading

e Welcome

The systar is starting up...
Logging on-as Super User

1.2. System Setup Wizard

Once the system has finished loading you will be taken to the system setup wizard. You will
need to go through each section completing the details as required.

5 | The information contained in this document is the property of Capita Financial Software Ltd. The contents of
the document must not be reproduced or disclosed wholly or in part or used for purposes other than that for
which the document is supplied without the prior written permission of Capita Financial Software Ltd. April
2010 V3



c A P I TA @ quaysoftware

FINANCIAL SOFTWARE

CAPITA

FINANCIAL SOFTWARE

System setup wizard (Capita Financial Software Ltd.}

Chent ¢

te the hasic configuration of

ConTigura’

Welcome Welcome to the Client Care Desktop System Setup Wizard.

our Company

¥ou have been taken to this wizard becau=e sither you have s newinstallation
that reguires configuring or because you have just upgraded your existing copy
of Client Care Desktop.

You will now be taken through = zet of screens which will ensure that the
minimum =et-up data has been entered.

You do not have to answer all the questions at this stage and all your answers
can be changed at = later date.

If you have upgraded, then the sections will contain the information that vou
orevicusly entered. Pleaze take & minute te scan =nd verify that this information
i= correct.

You will be prompted to send your contact information to Quay Software during

the vazard. You will have the opportunity to view or amend the infermaticn
before it iz sent.

Company name is set from the
licence, if this is not correct please
contact Capita Financial Software
support so that new licences can

. 7fd (Capita Financial Software Ltd
be issued. (Cap

[Therley Wash Business Centre
|Th0r|e‘.' Wash
[Bishops Stortford
[Hertferdshire
|
Postcode | CMZ3 44T

Telepghone Mo. |01279 756080

Fax Mo. |0870 224 727

EMAIL Address | enquiries@quaysoftware.co.uk

Your Company

Company website sddress | wwwi.quaysoftware.co.uk

Unique Company Code |
(Enforms user code)

Complete as much of the above details as possible. It will be possible to add any missing
information at a later date.
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The company bank details can be added here, when direct
debit or standing order mandates are printed from a client
CAPITA file these details will be pre-populated.

FINANCIAL SOFTWARE

System setup wizard (Capita Financial Software Ltd

= screens below to complete the basic configuration

1)

o
=
I

=]

Standing order mandates

Banker |
Bank branch |
|

Account number

L L]
Account name |
Sort code = =
|

Standing order collaction day

Direct Debit mandates

Criginator's ’T I?I?ITI?I?

Identification Mumber

Neotice period for change ,— .
of collection =

You can store your company and regulator logo’s here, these will then display on reports and
illustrations generated from CCD. If you do not have them to add in at this point, it can be
done later from within Setup>User Info>Brand.

CAPITA

FINANCIAL SGFTWARE

System setup wizard {Capita Financial Software Ltd.)

Follow the screens below to complete the basic conf

rTsnoon of L

Company defsult Regulator [F& Prometions

Paste your logos into the image spaces allecated.

For best results, use JPEG images size 110 x 110 pixel=
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If you are a member of a Network, the details need to be entered here. If you have a network
deduction from any commission, ensure the percentage is added. This will then become the
default on all commissions.

CAPITA

QRS Click here to select your
network. If your network is
not listed, manually
complete all details.

System setup wizard {Capita Financial Software Lt

Follow the screens below to complete the basic configuration ©

Network member / head office

Company Name

|
|
Address |
[
|
|

Postcode

SIE Registration number |

FSA Registration number |

Member number |

Ragulator (blanksafaults to FSA) |FSA

]
10% is input as 0.10.

The next section to complete is the Staff List. The system will automatically open up this
section on the system administrator’s details.

Enter the forename and surname of the system administrator, CCD will then allocate a Login
ID based on the surname and forename. This Login ID will also be the staff reference used
throughout the CCD system. The password will default to the system default (password). On
the next Login the user will be asked to change their password to one of their choice.

For additional staff the system will not allocate a Login ID. The system administrator must
allocate a Login ID and it is recommended that each ID is 3 characters and must be unique as
this will be used throughout CCD and will be used by staff members to log on.
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System setup wizard (Capita Financial Software Ltd.)

i Set-up the System Admfnistratar@

Foremame Surname |

Login ID: genersted
Password:
) ou e will forced to change b the first time you login to the sy=tem
i ] | ] Al Last b et

CAPITA

FINANCIAL SOFTWARE

System setup wizard {Capita Financial Software Ltd.)

Follow the screens oeloy camplete the basic configuration of Client Car

CF

Set-up the System Administrator Account

Foranzme |&lison Surname |Stree|:

Membership

Login ID: STRA

Password: password

1) Yeu be will farced to change It the first time vou login to the system

-Hmﬂl.... il L=st ¥ Mext
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System setup wizard (Capita Financial Software Ltd.)

Follow the screens below to complete the basic configuration of

Manually enter
the staff
reference.

Select your document management system from the drop down and enter any user name and
passwords below. If you have not purchased a document manager, the system will default to
the Capita Financial Software Ltd Document Manager.

CAPITA

FINANCIAL SOFTWARE

System setup wizard {Capita Financial Software Ltd.)

Document -
M c |QLIE';' Image Library (built-in}

1ement System

e Bl paymentshield B Agency Number |
Complste
L .
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If you have a Modular Website provided by Capita Financial Software, enter the appropriate
details on this screen. If you do not have this product, click Next to continue.

CAPITA

FINANCIAL SOFTWARE

System setup wizard (Capita Financial Software Ltd.)

Fallow the screens below to complete the basic configurstion of Client Care Desktop

If you have s Modular Website together with the Client Care Hub plug-in, you
can create accounts for your dlients on your website 2nd upload detailed
information from Client Care Desktop.

To use the datz upload facility you must complete the informastion below,

Cion’t have a website? Click: to to ==e howwe c=n helo.

Website URL

Camplate Edit suite user name

|
|
Edit suite password |
|

Contact e-mazil address

ini ] ] 4 Last b Nt

Ensure you read the backup details and select the blue link to find out what files need to be
backed up.
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System setup wizard (Capita Financial Software Litd.)

resns b

: the basic configuration of

Secure On-line Database Backups

We can help you secure your data...

v commercial backup software

@ Infermatica sbout what files vou need to Back up

Information sbout Depositit and the specisl term= awvailsble.

HREEEMNEEEN il Last b Next

CAPITA

FINANCIAL SOFTWARE

System setup wizard {Capita Financial Software Ltd.)

Set-up complete

¥ou are now ready to start using Client Care Desktop. At some stage you are
sure to need help and you might care ko familiarize yourself with the help
facilities below:

Help system

¥ Cpen the Client Care Desktop Knovdedge Base

|k E-mail the helpdesk for priarity supoort

Complete

Ik Birections to our Bishop's Stortford office

|
)
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2. Logging into CCD for the first time

Save Configuration

You will now be logged out of the system to save the configuration
and activate your security preferences,

CAPITA

FINANCIAL SOFTWARE

Enter the Login ID for the
system administrator
generated in the set up
wizard.

Pleasze enter your login information

N

Password

Enter the
default
password.

Use the Login ID as the user name.
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Preferences

Lzer Interface Options
Allow drag and drop text selection

[] show FileMaker Quick Start Screen
Show recently opened files: 0 |
[ ]Erlarge window contents to improve readability

Reset dialog sizes and positions:

Iser name: | ztrs |

IUser Interface Languags; | English v|

Font smoothing style: | Ciark w |

[ Ok J[ Cancel ]

You will now be asked to change the password from the system default.

Change Password

‘Your password has expired or has been reset, please enter a new
ong

Your new password must be at least 3 characters in length.
Mew Password

Confirm Password

Cancel ] [ Change ]
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e Welcome

The system is starting up..
Logging on as Alison Strest

|

Client Care Desktop

vd 1

Once logged in the administrator will need to access the staff list in the ‘Setup” module to set
the user privileges for each staff member.
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3. The Setup module

CAPITA

FINANCIAL SOFTWARE

Client Care Desktop

wvd.d

Click to view our new training courses Logged in as Alison Street

CAPITA System setup

FINANCIAL SOFTWARE

Setup b

Setup = Staff list

all staff - Yiew by role Security Options

@ quaysoftware

List by staff surnare, initial | + add record

Harme no. Mabile na,

Alison Street Ik Mare
Mark Turner Ik More

D Wiew records as a data table

Quit
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Click into the system administrator’s record and go to the ‘Security’ tab.

CAPITA System setup

FINANCIAL SOFTWARE

Alison Street

Setup - Setup = Staff list > Staff member = Security

Staff rmember Location Passwards ( Security )

\/

> Security settings for Alison Street

User privilege Supervisor

Alizon is allowed o access reports in the admin, area |ves
fAlizon is allowed to access Setup |Yes
Alison is allowed to access Updates |ves

Find out more about...
N Advanced Security module

The system administrator will have defaulted to Supervisor and have full access.

Other staff members will have defaulted to Operator and all management access will have
been set to ‘No’.

CAPITA System setup

FINANCIAL SOFTWARE

Mark Turner

Setup w*  Setup = Staff list > Staff member = Security

Staff member Location Passwords Security

Security settings for Mark Tumer

User privilege Crperator

Mark is allowed to access reports in the admin, area |Mo
Mark is allowed to access Setup |Mo
Mark is allowed to access Updates |Mo

Find out more about...
i\ Advanced Security module
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The user privileges are as follows:-

Printing Exporting Modifying Deleting
Supervisor Yes Yes Yes Yes
Operator Yes Yes Yes No
Consultant Yes Yes Yes (some) No
Read only Yes No No No

You can amend the default of ‘Operator’ from the ‘User Privilege’ drop down list where
relevant.

Once the user privileges have been set then access levels can be selected for 3 key areas of
CCD. Select ‘Yes’ or ‘No’ to each area.

Go back to the main staff list on your History bar at the top of the screen and select the
options tab.

Setup *  Setup = Stafflist

all ztaff = WView by role Security GD

O —
List by staff surmnarne, initial : % Add record

Ik Wiew current

iy Marme Horme na. Mabile no.
Alizon Street Ik Maore
Mark Turner Ik More

The ‘Options’ tab allows the company default password, number of characters and number of
days before it prompts for a new password to be changed.

All default passwords are set to ‘password’ and will always prompt the user to change it when
used for the first time.
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M‘F ;-A‘ . Setup = Staff list = Security settings
all staff Wi by role Security Options
'I I Password Control

Define how vour systern handles passwords and their axpiig,

=] Characters or rmore for password |a2ngth

z0 Davs until expiry

,\ﬁg Ternporary default password

thie useris forced to change it upon initizl login

2y We recommend thatyou set a minimum password length of 8 of more charackers containing
f both alphanumeric and punctuation characters, Ensure they do not sppear in the dictionary
and are in random erder. In addition, force password changes every 30 days,

If a staff member forgets or needs their password changed, the system administrator will
need to access the staff record and click on the link to reset the password to the company
default.

CAPITA System setup

FINANCIAL SOFTWARE

Mark Turner

Setup - Setup = Staff list = Staff member

Staff member Location Passwords Security
Staff mermber D Settings Image

‘\/
Staff Reference |[MTL 3 Feset Password

Title, Surname | |Turner Ik More

Forename | Mark

Category | Staff member left O

On initial sign in each staff member will be asked to change their password.
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Change Password

‘four password has expired or has been reset, please enter a new
one

Your new password must be at least & characters in length.
Mew Password

Confirm Password

[ Cancel ] [ Change l

3.2. Locations/Branches

It is possible in CCD to have several locations/branches set up for 1 company. This will allow
reports to be run to show the company as a whole or for each location/branch to report
separately.

In the location tab the first screen is the ‘Set-up’ screen. Select from the two drop downs the
default for the system.

. . , D 4 add location
To add a new location/branch go to the ‘Branches’ tab and select

Whenever locations or branches are added, the head office must be set-up as a separate
location/branch.

Enter the main details for location/branch.
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Quay Birmingham Satellite Office

- Setup > User information > Lecatiens > Location details

User infa. Address ¥ Advisers Regulatery text
Admin. codes
Standard text
Staff list
Providers Brimary Contact Agencies Erand Invoicing
Products
Status | Current

Prices "
Add location or
branch name.

Forms
Technical
Tables

Location name
Region
Location address

Chartered Firm E
150 zzzzz O

Postcode
Website address

Commission deductions

Enter the Network deduction for business written by

Quay Birmingham Szatellite Office

1 Park Lane

Woodbridge

Birmingahm
B4d4 44803

FSA Mo

—

Advisers of this Branch

Branch code |U30002

Under the ‘Contact’ tab, add the main contact at each branch for example the manager.

Addrazs =

Advizers Requlatory taxt |

Setup > User information > Locations = Location details > Contact details

In the ‘Agencies’ tab
enter any agency
numbers for the
location/branch.

M Agencies

Brand Inwoicing

Title ¢ Initial § Surname
Forenamefs

Salutation

Poszition

Ermail address
Branch tzlephone no.
Fax no.

Principal contact mobile na.

Date Branch establishead

It is possible to add a separate logo to the main company logo for the location/branch. This is
done in exactly the same way as for the main company logo. If no logo is added here then the

company logo will be used.
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Setup = Userinformation > Locations > Location details > Agencies

Address Aduizers Regulatory tent ‘

Primary Contact Agencies Brand Inwaicing

Insert your company logo here if this location operates
under a different brand to the main company

(Ideal forrnat: 110 pixel x 110 pixel JPEG)

“our brand cam say a lot about vyour business, & strong brand has the potential to zet vou apart
fraorm the competition and prezent your business in a pawerful and compelling way, vou can
load wour campany logo inta Client Care Desktop so that printable Fax headers, Fack finds and
Client reports become more personalised.  If you do not have a logo, of have a logo but not in
the right format, then why not see how we can help vou, Call Sales on 02870 224 7272,

The payee details printed on client invoices from each branch can also be varied from the
main company details, and the return address can be selected as either the head office
address or the branch address depending on your company procedures.

Setup = User information > Locations > Location details = Invaoicing

User infa. — : ﬁ

Regulatery text

Admin, codes Set the payee details

Standard text

Staff list here. ) o

Providers ETTITETY Agenciss Brand Inveicing

Products

PREEE I number [12345

FDFTIE | Company registration ber

Technica . - —

S Invoice Pagee@atmn D
VAT rate applicable to this location | 17.5%c

Femittance address

Select return
address for
payment.

I Famrmeane
Woodbridge
Birmingahm
B44 44AG

I Apply this VAT rate to client fees due for this
Location

I+ Apply this VAT rate to adviser fees due for this
Location

Setup = Userinformation > Locations > Location details > Agencies

Address ( Advisers equlatory test

Primary Zontact Agencies Brand Inwvoicing
I

22 | The information contained in this document is the property of Capita Financial Software Ltd. The contents of
the document must not be reproduced or disclosed wholly or in part or used for purposes other than that for
which the document is supplied without the prior written permission of Capita Financial Software Ltd. April
2010 V3



C A P I TA @ quaysoftware

FINANCIAL SOFTWARE

The list of advisers attached to this location will populate from the individual adviser’s record
in the staff list.

Regulatory text for reports etc can either be set to the company default or can be varied for
each location.

3.3. Admin Codes

Admin codes are used when work, tasks and trackers are added to your system. Standard
letters can be attached to tasks to ensure that audit trails are followed. Full use of Admin
codes and setting up of work flow trackers is covered in full on our Advanced CCD and
Administration course, details are available from the training department on 01279 756086.

3.4. Standard Text

Standard text covers letters, auto text, quick reports and some of the introduction paragraphs
from the personal financial review.

To set up a standard letter you can either free format type the body of the letter (name,
address, salutation and date are automatically inserted) or you can copy and paste an already
set up word document into the standard letter section. If the copy and paste option is going
to be used, we recommend copying the letter into Notepad, before copying from here to
CCD.
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Setup ¥  Setup > Standard text

User infa. Letters - } Adverts Auto-text Quick reports Financial review

Communication

Communication type Createa

Change of address to provider Letter ig8/0z2/03
Confirmaticn of appeintment Letter 18/02/02
Policy Confirmation Letter Letter 28/05/07

Technical
Tables

Do you wish to create a new standard text?

Mo Yesg

Complete the ‘Details’ tab to record the basis of the standard letter.
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Description of how the letter
Setup ¢ 5Setvr > Standard text > Details will be identified when using
Details = Letter text Financial prom, it in the client record.
Code 423100001
Date 16/07/2008

Communication Type |Letter

Category |Genera|
Suitability Letter subject |

N Drescription |Char|ge of Telephone Mumber
Will appear on >—Letterme Re:
Author of this Letter EMS Anna Maria Smith
the completed
letter.
Message Maker Central
Jse Message Maker Central te setup and modify your standard text,
Include auto-text and Merge items to automatically cempile and personalise your letters
I+ Create / modify Letter text using Link Message Maker

A\

Allows you to insert merge fields from the CCD data base into the letter.
you can create one standard letter but each time you generate it in a
client record it will be personalized for that client.

Once all the fields have been completed go to the ‘Letter text’ tab.

CAPITA System setup

FINANCIAL SOFTWARE

Setup ¥  Setup > Standard text = Details > Letter text

DCretails Letter text Financial prom.
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Complete the letter
title.

Setup * | Setup * Standard text > Details * Letter text

Either type or copy and paste the
body of the letter here.

CAPITA System setup

FINANCIAL SOFTWARE

Setup *  Setup * Standard text > Details = Letter text

Dretails Letter text Financizal pram,

iRe: Change of Contact Details.

Thank you for letter informing me of your change in telephone number. Our records have been amended and all 1=~
future: calls will be to the new number.

ours faithfully

|A4lison Strest
Training Consultant
Duay Software Ltd.

Type or copy the body of the letter
here. The name, address date and
salutation will auto populate.
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CCD allows, via the Message Maker, standard letters to be personalised by inserting details
held on the client file into CCD the letter. This is covered in full on the Advanced CCD and

Administration course, further details are available from our training department on 01279
756086.

3.5. Staff List

Your staff list will have been populated from the set-up wizard and all personal details will
have been checked, amended or added by individual staff members when they signed in for
the 1% time, additional information can now be added.

Resets password to the system
CAPITA default, the staff member will be asked
FINANCIAL SOFTWARE . . .

to change this on next sign in.

Setup - Setup = Staff list > Staff member
Staff member Lacatian Passwards Securi

Staff member

Settings Image

Staff Referance | CMD

Title, Surname [Mr [McDenough
Forename [Clive

Set the hourly charge
and cost for client
fees.

Category |Sa|es staff member left O

Hourly Charge Service Manager |

Hourly Cost

This person is an Adviser
Adviser has left

This person is a Supervisor

Commission 5pli

This perscn is & Paraplanner

Enter the advisers default % for
commission. This will only be
modifiable when the staff
member has been marked as an
adviser.

Select from the options here if the staff member
falls into one of these roles. An adviser must be
marked as an ‘Adviser’ in order to appear in all
adviser drop downs.
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If you require the staff member to

CAPITA complete the set up wizard again,
FINANCIAL SOFTRARE uncheck the box, on next sign in
the staff member will need to
Setup *  Setup > Staff list = Staff member > Identity Complete the Wizard.

Staff member ‘ Location Passwards 5

Staff member Settings Image Fi Contrel Functions

@MEDonough has run the system configuration wizard D

s Py e TP I Y Srscem L

If you are @ member of a network, what is the Network's cwn

This check box will open the
home page of
www.capitafinancialsoftware
.co.uk on opening CCD,
enabling access to the latest
\newsletter and information.

Quit

The Image tab allows for a photo of the staff member to be added.

CAPITA System setup

FINANCIAL SOFTWARE

Clive McDonough

Setup *  Setup = Stafflist > Staff member > Identity

Staff member Location Passwords Security

Staff member Settings Image Financial Control Functions

Clive McDonough
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In the financial tab you can enter the agency numbers allocated to the adviser along with
detailed commission splits and adviser fees charged. The commission split entry is covered in
full on the Commission and Fees course, further details of this course are available on
www.capitafinancialsoftware.co.uk or from the training department on 01279 756086.

CAPITA System setup

FINANCIAL SOFTWARE

0

Setup - Setup = Staff list = Staff member > Financial

Staff member | Location Passwords Security

Staff member Settings Imzage Financial Control Functions
Agencies "Commission splits | Fees |
N

N\

EDI commission large case check limit

Quit
Setup - Setup = Staff list > Staff member > Financial
Staff member | Location Passwords Security
Staff member Settings Image Financial Contral Functions
Agenci Commission splits s
Default commission split
Select detailed commission
split this will override the
default split where
appropriate.
\
Add new commission type: \
Indemnity el
Quit Non_indemnity

sP
RSP
Level
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Setup - Setup = Staff list = Staff member > Financial

SECuri
Shows the detailed commission splits to be applied for this ”
advisor. If no detail for any commission type has been added
then the default W||.|. apply Financial Contrel Functions
/
Agencies | Commissig,
Default commissicn split £5.00%
Ahamission splits
[se 75.00% S
|F|.|n|:| based renewal 25.00% “
Select
commission
type and =1 ﬂrund based renewal
click:

The fees section under the financial tab is where a record of fees charged to the adviser and
offset against commissions paid is kept. Fees are set up in the compliance module and could
cover network charges, phone charges, IT charges etc. Setting up these fees is only available if
you have the ‘Compliance’ licence.

CAPITA System setup

FINANCIAL SOFTWARE

Satup w | Setup > Staff list > Staff member > Financial

Staff member | Location Passwords Security

Staff member Settings Image Financial Control Functions

Agencies | Commission splitsl Fr=r=5|

Fee description Amount (net) Payable from To

Lead generaticn fees 10.00 M 01/06/08
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The last tab within the ‘Staff member’ section is ‘Control functions’.

Setup *  Setup > Staff list > Staff member > Identity

Staff member Location Passwords Security

Staff member Settings Image Financial Control Functions

A~ N\

Date passed

Adviser statuz

Current adviser status  |CF22

Examination

Enter the
date that

CF 4
Select the adviser’s exam F 4 (AR)
status from the drop passes o

down. were

gained.

3.5.1. Location

If the company has more than one location then advisers need to be attached to a location.
Each adviser can only be attached to one location.

Setup - Setup > Staff list = Staff member > Location

Staff member Location Passwords Security
ﬂnsure that the

adviser’s e-mail

address iS entered Business e-mail address ||:|ive.m:donough@evaluation.:o.ul—c
o that CCD can Mobile telephone 07777 555555

automaticall This-asconican Adviser X
I. t th y I_ [ < Eocation [Read Office Ik More
populate the e-mal

Personal

———

Region
addreSS In Outlook Office address Thorley Wash Business Centre
Thorley Wash
or OUthOk EXpI’eSS Bishops Stortford
When Send'ng e- Hertfordshire

H Postcode CM23 4AT
mails ==k } .
Branch Tel. 01279 750606 Fax 0870 224 7272
I @ndence address |Firm Including commission statements B
‘ o ——— —

Quit ¥ Set up Adviser Locations 5\ s details under Se > User information > Locations

‘ Select the adviser correspondence address as either firm or home.
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Set up user specific passwords as required. This will enable auto opening of the integrated
applications

CAPITA System setup

FINANCIAL SOFTWARE

TestAdvisar

»  Setup * Staff lizt = Staff member > Passwords

Staff mermber Lacatian ( Paszwards ) Security

v

o
Capita Software \ Cruotations Research Crocuments Suitability

Username

Platform Comparator

Password

webline ID

webline

Password

[SYNAPTIC| s
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Setup - Setup > Staff list = Staff member = Passwords = Quetations

Staff member Location | Passwords | Security
~ N
[/
Capita Software Research Documents Suitability

User name

Password

The Exchange

Uszer narmea

Passward

C;penwork Openwork usermame

CAPITA System setup
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Test Adviser

- Setup > Staff list » Staff member > Passwords > Product research

Staff mamber Location | Pazswords | Security
Capita Software Quotstions i Research Documents Suitability

Personal user ID

Online Password

Personal user ID

Password

Personal user ID

Password

Company name

.analytics Personal user ID
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3.5.3. Security

The ‘Security’ tab will display different options depending on whether the Advanced Security
Licence is active.

No Advanced Security Licence.

All the privileges available where ‘Advanced Security’ has not been set up on CCD will have
been set up immediately after the set up wizard was completed.

CAPITA System setup

FINANCIAL SOFTWARE

Clive McDonough

Setup - Setup > Staff list > Staff member > Secwrity

Staff member Location Passwords Security

Security settings for Clive

User privilege Operator

Clive is allowed to access reports in the admin. area |Yes
Clive is allowed to access Setup |Yes
Clive is allowed to access Updates |Yes

Find out more about...
a Advanced Security module

Quit Password reset: Last changed:

3.5.4. Advanced Security Licence is Active

When the ‘Advanced Security’ Licence has been activated the ‘Security’ tab will have
additional fields available for selection. It is vital that at least one (we recommend two)
members of staff are set up with a ‘User Privilege’ of Supervisor. They will be responsible to
looking after the ‘Security’ tab.
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Setup - Setup = Staff list > Staff member = Security

Staff member Location Passwords Security

Sacurity settings for Anna Maria Smith
_._.l\'/'. -

& - Enabling Advanced Security for any member of staff will cause the system to
- display 2 secondary legin screen before access is granted to the Client Care
Dasktop.
User identification N — ,7'_1.“15 3 Resat Password

User privilege |Supervisor

Access permission granted

Manager [d Adviser [
Administrator [ Sarvice Manager [
Compliance [
Branch/s administrator [ kSelect
AEIETEILEIE TEEED Anna Maria is allowed to access reports in the admin. area |Yes

Anna Maria is allowed to access Setup |Yes
Anna Maria is allowed to access Updates |Yes

Quit Password reset: Last changed:

The access rights are as follows.

Manager
Managers have the highest level of access.

Managers have unrestricted access to the system, including the ability to modify
security settings for other users.

Compliance
Compliance has the same level of access as Manager, but without the ability to modify
security settings for other users.

Administrators
Administrators have the same level of access as Managers but without the ability to
modify security settings for other users, or access to the compliance module.

Branch Administrator

If your Company is large enough to have numerous locations (branches) and these
have been set up correctly, each member of staff will be attached to a stated location
(branch). Advisers will have been attached to a branch in their staff record;
administrators have to be attached to a branch here. An administrator can be attached
to more than 1 branch but can only view 1 branch at a time.

Limited view will now be available and restricted to clients, fact finds and Admin, solely
for the location (branch) that the person logged on belongs to. Set up and compliance
are unavailable under this profile.
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Advisers
Advisers have the most restricted levels of access.

They have a limited view to their own clients, fact find and Admin.

They cannot view clients where they are not recorded as having the access rights to do
so, nor can they access the Setup or compliance module.

On a client record the primary adviser and anyone with the correct authority can grant
access rights to other advisers. This has to be done on each client record where access
is to be allowed.

Service Manager
Service Managers have a limited view to their own clients, fact find and Admin.

They cannot view clients where they are not named as the Service Manager, nor can
they access the Setup or compliance module.

3.6. Providers

Your CCD system comes with the latest copy of the Providers data base.

CAPITA System setup

FINANCIAL SOFTWARE

Setup *  Setup > Providers (F)

Providers = Favourites

Eroviders beginning with letter

HH Provider Contact

Family Investment

Farley & Thompson Stockbrokers

Farming &griculturz| Finance Led

FEBD

Federated Intl Fds

FEE

Fiat &uto Financial Services Ltd

Fidelity John Smith 0121 656 7766
Fidelity Funds II

Fidelity Fundsnetwark
Fidelity International

Fidelitw Tnrernatinnal Tnwesrment S&dvisnrs e AMnrs

D View records =5 = dat= table I Can't find the Provider you are looking for?

Only the main company name is added to the central data base, contact details are left blank
so that each company can add their own preferred contacts. Adding contact details to your
providers here will enable letters to auto populate with provider contact details as required.
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A provider can be added to a list of most commonly used (favourite) providers, any
“favourites” list is company-wide and not per user.

To add a provider to the favourites list, select the favourite check box on the right hand side
of the screen (as indicated for Fidelity, above).

Add the main contact details
for that provider here.

Setup > Setup = Providers = Main contact
Main cantact Activity Scannad docs, Infarmation
Title / Initial / Surnam [ [smith N

buhn

[Fidelity

|Fi|:|e|i1:',.I House

|1. -18 Colmore Row

Towm |Birrr|ir|gharr|

0121 656 7766

Click here to add additional contacts for different departments at
the Provider. Each contact will be available for selection when
writing letters direct to the provider.
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Setup > Providers = Main contact = Other Contacts

Contact Work Scanned docs.

Title / Initial / Surname
Salutation

Company name Fideliby

e o
Post code | Select which

Telephone number i Fax _________________ department the
Mobile number | contact works in.

Email Address
Contact for /\

Office name § administration [

Agencies

All

Commissions

Compliance

Marketing

CAPITA System setup
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)
o
m

Setup - Setup = Providers = Main contact > Information
Main contact Activity Work Scanned docs, Information
A
<~ Extranst/ agency Services Compliance Commission Motes

Extranet URL |v.rv.rv.r.Fide|it',r.|:o.ul-c I+ Go

Extranet login |

Extranet password

Agency number (Indemnity)

Agency number (Non-indemnity) Ik Mare
Your own / your network’s code

Add the provider’s extranet details here

to allow you to link directly through from

the client’s file to the provider’s website.
Quit S~
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Satup ¥  Setup = Providers > Main contact > [nformation > Services provided
Main contact Activity wark Scanned docs, Infarmation
Extranet/ agency Services ) Compliance Commission Meotes

Groups to which the Fund supermarket
Pravider belongs iCommissions administrator

If a provider also acts in another
capacity, add from the drop down
list.

Annuity provider

[»

Cammercizl insurer
Commissicns administrator

Fund manager

Electronic services Fund supermarket

General insurer

Lender
Supports electronic

. Life protaction and savings
Supports electronic comim

Mortgage packager

Pensions provider

Quit i Stack brok
fhe, e fere | oC| roker R
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3.7. Products

CAP'TA System s Select the

FINANCIAL SOFTWARE

product

basis.
Satup *  Setup > Products
Products ¥ Other assets

Select contract basis |[QERFEER
:
Personal Equity release Lifetime mortgage Mortgage
Personal Equity release Home reversion plan Other
Personal Interest enly mortgage Martgage Protection
Personal Interest only mortgage Remortgage Retirameant
Personal Interest anly mortgage Further adwvance Savings
Commercial Interest enly mortgage Mortgage I+ Maors
Persanal Interest anly mortgage Buy to let I+ Maore
Persanal Interest anly mortgage Let to buy I+ More
Personal Part interest part repayment mortgage Mortgage I+ Maors
Persanal Part interest part repayment mort 2 Remortgage I Mare

List will populate dependant on
By basis T L the product basis selected.

CAPITA System setup
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Satup - Setup = Products = Product overview

Overview ‘ Autotext Caontract holders

Product Infarmation FS4 Reparting Motes

The display name can be
changed here or on each
individual holding.

Select business written of this product type for a file rev

Specialisation required by Adviser [Eguity release
=

Set as replacement contract
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If the ‘Compliance’ licence is activated, product types can be selected for file reviews. This will
set all holdings written for this type of product for a file review in the ‘Compliance’ module.

- Setup > Preducts > Product overview > Information

User info. Overview T | Autotext | Contract holders
Admin. codes

Standard text

Staff list f
Providars Product { ) Fsa Reporting Motes

‘ Products

Frives

LAUTRO commission basis |MOR

Forms
Your owmn / your network's code

Technical
Tables
Default allocation of the value of this contract

Autc-complete the fact find (income, expenditure, asset and liabilities) from
the client helding's schedule based on the allocation settings below.

Allocation of income from contract |

Sets where in the
fact find the value
of the holding will
appear.

Allocation of capital from contract |Private home

Allocation of debt |Mc+rtgage (private residence]

Allacation of expenditure |Murtgage repayment / Rent

Setup > Products = Preduct overview > Notes

User infa. Overview ¥ Autotext | Contract halders |
Admin, codes

Standard text
Staff list
T Product Information FSA Reporting Motes

Products

Drices

Forms

Technical
Tables

Regulated activity to which this contract belongs |Flegu|ated Mortgage Contract

Regulated / non regulated |[Regulated
N

PMERZZHRPZ

This information will auto populate each commission entry for
RMAR reporting in the ‘Compliance’ module.
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]

epayment mortgage

Setup w  Setup = Products > Product overview > Plan holders
Owerview Autotext Contract holders

Filter by Consultant |:|

E*ay Contract holder Provider Current status Effactive Consultant

Clift, G H Mationwide Building Completed i8/08/06 Mark Andrew =8
Pound, M K E Pound, C Abbey MNational Completed 27/07/99 Clive McDonough Ef
Cheung, T Alliance B Leicester ple  Coempletad 01/07/05 Clive McDonough Ef
May, G B Farley, R C Mationwide Building Redeemed 13/06/04 Mark Andrew =8
Taylor, C & Woolwich Plec Completed 1z2/02/04 Sheila Andrews =8

The list of contract holders will auto complete as holdings are entered. There is the option to
filter by consultant or display the full list, print the list or create a marketing campaign for all
the clients with this type of contract or to switch to the full record for any individual contract
listed.

3.8. Prices

The Prices data table is fed from Financial Express. You need to update your Data base
regularly. This will update the bid prices in the data table, add any new funds that have been
added to the Financial Express data feed and cross reference to your clients holding. It will
then update the bid price and therefore the value of funds that have been attached to
holdings from the data table. It is now possible to schedule a Financial Express update, as well
as running one for selected funds only. How to run the Financial Express update is covered in
full in the Getting Started Manual.

3.9. Forms

The forms library will allow you to add any forms that are regularly used to the system for
selection against an individual clients file. These may include Terms of business etc. start and
end dates can be entered so that forms cannot be selected after they have expired.
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The forms shown below sre those that remain active (hawe not expirad)

System setup

Setup = Form library

User info. All forms - Sift ferms Expired forms

Admin, codes
Standard text
Staff list

Providers
Mew Business Checklist

Cost of Services Brochure [Menu}
Mew Broker Form

Terms of Business Letter [TOEL})
Customer Disclosure Form

List of LA Requirements

E + Add form

Recrui ent iz/02/08
Compliance
Compliance
Compliance
Compliance 28/03/08

Client assets

Setup = Forms library = CIDD

Wserinfo,
At codes
Standard text
Staff list
Providers
Produces

Prices.
N Date created | 23/09/03
Ta.:h.nh:aj Date expires |23/03/10

Takles

Farm Index
Crescription | ZICD

Category |Corn|:|ian|:e
Hest product [ Micrezoft word

—

Note: If you receive an errar bryin
apen-z file, rght click on the file an
select "Open/Activate document”

Szve the file to vour PC and reinsart

via the "Add" button abowve

3.10. Technical

In the Technical tab company defaults are set.

43 | The information contained in this document is the property of Capita Financial Software Ltd. The contents of
the document must not be reproduced or disclosed wholly or in part or used for purposes other than that for
which the document is supplied without the prior written permission of Capita Financial Software Ltd. April

2010V3



CAPITA

FINANCIAL SOFTWARE

CAPITA

FINANCIAL SOFTWARE

@ quaysoftware

System setup

Setup b

User info.
Admin. coder,
Standard te <t
Staff list
Providers
Products
Prices

Forms

Technical
Tables

Setup = TW"
Applications Passwords Commissions Advanced m

. "Werd processing Data Softwars Extracts Marketing tags

__—

Document location

Store documents at this location |C:KLin|-cKM',r BDOF=

Email

Y o

(I

Edit in Email Package before sending. Emazil is loaded E

Word processing Location of "Our Ref’ in correspondence relative to address |Below
Location of date in correspondence relative to address |above
Defzult cutput to M3 Word™ [

¢ Configure setup for MS Ward™

Browss

¢ Configure Email footer

Quit

Under the

word processing tab you can set default stores for both PDF's and MS Word

documents produced from within CCD, along with the default footer for any e-mail message
generated from within CCD.

The location for storing documents needs to be a shared location. It is accessible both in read
and write modes for all staff who will be using CCD. If you are a sole user of CCD, then this
location can be your C drive.

Setup -

User info.
Admin. codes
Standard text
Staff list
Providers
Products
Prices

Forms

Technical
Tables

Setup > Technical configuration

Applications Passwords Commissiens Advanced

Regional

Word processing Diata Software Extracts

Marketing tags

Document location

_
Store documents at this locappen | Ci\Link\My PDFs

@

Set up a shared PDF store
accessible to all staff.
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User info,
Admin, codes
Standard text
Staff list
Providers
Products
Prices

Forms
Technical
Tables

User infa,
Admin. codes
Standard text
Staff list
Providers
Products
Prices

Forms
Technical
Tables

Setup > Technical configuration

Applications | Passwords Commissiens Advanced | Regional ‘

Word precessing Data Software Extracts Marksting tags

Document location

Store documents at this location |C:\Liﬂk\.MY FDFs Browse

E-mail

Edit in Email Package before sending. Email is loaded E

# Configure Email footer

Click here to set default e-
mail footer.

Setup = Technical configuration

Applications | Passwords | Commissions Advanced ‘ Regional ‘

Word processing Data Saoftware Extracts Marketing tags

—

This e-mail and any attachment is for autheorised use by the intended recipient(s) only. It may
contain proprietary material, confidential information and/or be subject to legal privilege. It
should not be copied, disclosed to, retained or used by, any other party. If you are not an
intended recipient then please promptly delete this a-mail and any attachment and all copies
and inform the sender. Thank you.

Diefault text to appear as a "footer” in system generated emails

Type the company default footer for e-
mails.

In the word Processing section there are several settings to complete. The first is the location
of the date relative to the address. This can either be set above or below the address. The
default output to MS Word tick box should be ticked at all time so that correspondence
created within CCD outputs to MS word. To set the default store and template for MS word

Ik Configure setup for MS Word™

documents click the link.

45

The information contained in this document is the property of Capita Financial Software Ltd. The contents of
the document must not be reproduced or disclosed wholly or in part or used for purposes other than that for
which the document is supplied without the prior written permission of Capita Financial Software Ltd. April
2010 V3



C A P I TA @ quaysoftware

FINANCIAL SOFTWARE

Setup > Technical configuration

Applications Passwords Commissions Advanced Regional
. , Select

Word precessing Data Softwars Extracts Marketing tags
above or
below for

Document location the c‘iate
and ‘Our
Store documents at this location |C:"._Lin|-<:"._r‘v1',' FDFs Browse Ref

-

Email 3
Edit in Emazil Package before sending. Emazil is loaded E

I Configure Email footer

@ L» Word processing  Location of 'Our Ref’ in correspondence relative to address [Below
7 Location of date in correspondence relative to address |a|:u:|'.'e
‘ Click here to set the MS Word Default output to MS Word™ [B

defaults. b Configure setup for M5 Word™
[

Word Exporter Configuration v3.1.0

CAPITA

FINANCIAL SOFTWARE

/ . late File ghould point ta the Document Template [DOT] that pou want o uge when
Add the location cuments fram within the spstem. Faor maore information on document templates
of the template Lr docurmentation for Microzaft 'Word,
that will be _ _
lied t h ment Store iz the folder where completed documents will be stored. [ pou uze the
apptied 1o eac multi-uger environment then you can set this folder to be on a netwaorked drive so all
MS Word coess saved documents. Add the
document location of the
produced_ shared MS
word
Template file 10k \Microzoft Office Documentsywordshemy document

=
store.
Document Stare 1L ink \Microzoft ffice Documentsiiyond, = /

Cancel |
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How to set up templates to take into account any letter headings, different fonts etc is
covered in the Advanced CCD and Administration Course, further details of this course are
available on our website www.capitafinancialsoftware.co.uk or from the training co-ordinator
on 01279 756086.

There is no set-up required under the data tab as the options here are for advanced data
management and is covered in the Getting Started Manual.

Under the software tab you can select the preferred provider for some of the integrations
available from within CCD, along with which checklist you require to make new business files
available for file check selection in the compliance module.

Selecting the preferred - Software
quotation platform here does
not exclude manual selection

of other quotation platforms
Wlthln CCD. A\ Software Extracts Marketing I:a/;,

Select the

vords Commissiens Advanced Regicnal

<’Pﬁ'erred gquotation platiorm bline .
Document managemeng” | Quay Image Library (built-im . .
—_— N will trigger
Branch code Clignt Ref prefix X
file check

Opticnal client list view |

ﬁ Compliance check triggerfnmplian:e :he:l-cliaf>
Select the

selection.

document lient overview ref choice |Llaer defined
manage'ment Fact find defaults I» Fact find view/print defaults
system In use,

if any.

\ / Start-up Modules [Jall

Fact Find

‘Fact find defaults allow each company to select which pages of the fact find should be
printed, viewed and printed to PDF. Setting it here will set a company standard, which can be
changed on a client by client basis.
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Setup > Technical configuraticn > Software

@ quaysoftware

Applications Passwords Commissions Advanced Regional
Ward precessing Ciata Software Extracts Marksting tags
Full fact find Short fact find |
Ik Personal (10710 Personal section customisation
I Blanning e Personal details tzsats
_ - - Family and dependants [E] Liabilities
IP General notes 111} Professiconal advizers Meortgages & loans
Income analysis
IP Summary & declaration 11} Income deductions
Expenditure . .
I Attitude to rish (1/1) Events 2nalysis Click on each sgctlon
i} — — and choose which
Ih Current provisions L 1l Back .
pages of the fact find
I Retumn should be printed as a
company default.
Extracts
Weard precessing Cizkz Software ( Extracts Marketing tags

Simple data extract | Comprehznsive XML datz Exl:ract|

Mote :

Clients:
Contracts:
Fremiums:

Data extraction wizard

Select Adviser

Generating = data extract for an adviser prompls you to select 3 filenames
The filenames relate to the Client, Folicy 2nd Premium records helg within the system.
You can generate Datz Extracts a5 often as you like and the system is not affected in any way

The Extracts tab requires no set up. This tab allows client information for a particular adviser
to be extracted from the system with various different formats i.e. CSV, XML.

Marketing Tags.

This tab allows some company specific marketing tags to be added to the system. These can
then be attached to individual clients as required. This section is covered in full on the
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Advanced CCD and Administration course, further information about this course can be found
on our web site www.capitafinancialsoftware.co.uk or from the training co-ordinator on
01279 756086.

Passwords

Here passwords are set up for applications and integrations that require companywide
passwords rather than user specific passwords. Passwords for the Online Client Service Centre
(Client Care Hub) and company Extranet will be set up by our installation team if they are
relevant, all other passwords need to be entered as required.

CAPITA et your

FINANCIAL SOFTWARE company wide

passwords as

These required

Setup = Technicsl configurstion > Passwords
passwords a '
will be set fpplications Basswords Commissions Advanced Regiznal
by Capita
FInanCIal‘ Clisnt Carz Hub Cuotations Mangy Laundaring Scanning
Software.

Clizsnt Care Hub | Company Extranst //

Share data with your clients and business introducers vig xoucushsita.

Website URL |
Edit zuite uzar name |
dit suite psssword |

Contact emar s I

N

When natifying clients, sutomsztically indude Password 2= well 2= Uzer ID* E
Enzble Silent Upload (log errors) E

More information &) T=ll me miors sbout Madular W

H_)’J Tell me bow te select clients

t_.l) Log-in to Modular Website Edit Suits

A

Quit

Commissions

Settings for how the reconciliation of commission payments will be handled need to be
selected. Setting the commission defaults is covered in full on the Commission & Fee’s
training course. Further details are available at www.capitafinancialsoftware.co.uk or from the
training co-ordinator on 01279 756086.
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Click'More
" to view
Setup *  Setup = Technical canfiguration > Commissions the
Applications Passweords Commissiens Advanced Regienal Options
available
Genzral EDI g
A —
Commission split basis / VAT rate Commission split
Default VAT rate for
SElect Commission tolerances
GI’OSS or Apply telerance settings during commission reconciliation
Tolerance minimum / maximum value Set the
net. Tolerance % tolerances,
— for introducers® .
Pay Introducer splits on gross or net? anythlng
Apply application date to expected commissions OUtS|de Of
W||.|. estimate Estimate the commission due date these will
nciliation
commission Display 2 warning when attempting to reconcile receipts with past dates prompt a
Date for reconciliation purposes I
due 30 days Commission suppression Warnlng
after Posting. Withhold commission payment to advisers where compliance incomplete message
/
* If you are a network member, you can agree to pay introducers based either an the total gross When
commission or the net that vou recaive after the network deductive reconciling

Basis 1

Consultants 2, 2, 4 and 5 will receive a share of consultant 1 commission calculation

I.e. % going to consult 2

Basis 2

I.e.

o oo n

Commission split basis selected | 2

commission.
Setup = Technical cenfiguration > Cemmissions > Commission split options \ J
1 Back
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Ganeral ( EDI
\
Commission split basis [ VAT rate Commission split basiz  [3 Ik Mare
Default VAT rate for fees

EDI settings are set as part of the EDI training that is given when that licence has been applied
to your system. Before a firm considers EDI, it is preferable that a period of manual
commission reconciliation has taken place.

Details of the providers that offer EDI commission reconciliation can be found on our web site
www.capitafinancialsoftware.co.uk.

Advanced

The ‘Advanced’ tab contains some of the technical setup of your system. It is recommended
that no changes are made here unless our technical support team ask you to.

CAPITA System setup

FINANCIAL SOFTWARE

Setup - Setup = Technical configuration > Advanced
User info. Applications Passwords Commissions Advanced Regianal
Admin. codes
Standard text
Staff list
Droviders Message Hub Web Services Mazintenance Electronic Data Servicing
Products
FrEEs New Business Submission method [Enforms Message Hub
Forms
Technical Include Reference Mumber in Submission ’E
Tables
Change this option to select the preferred means to submit new business. Changing this
option may result in an inability to submit new business forms

Regional

CCD can now be used in the ROI as well as the UK, this section sets up the region that you
operate in.CCD is set to the UK by default and only needs to be changed by users operating in
the ROL.
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=  Serup = Technical configuration = Labels

Applications Passwords Commissions Advanced Regional
Territory Labels

F Territory Details
Select the Currency used throughout the system

System Territory LK L‘\“ Fj
Currency £ m ﬂ

Changing the system territory will change the labels used to the default set
of the selected territory unless you are using the custom label sst

If you need to change this to the ROI, you will need to log out and log back in again for the
changes to take effect.

Your new CCD system is now ready for you to start using. It is recommended that all new
users to CCD attend the Getting Started course. Further information about this training can
be found on our website www.capitafinancialsoftware.co.uk or by calling the training co-
ordinator on 01279 756086.
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