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1. Setting up CCD1. Setting up CCD1. Setting up CCD1. 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. Licenses1.1. Licenses1.1. Licenses1.1. 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.  
 
 
 
 
 

Example of a licence e-mail. 
 

 
The first time you launch CCD you will be asked to licence your software.  

 

NB: YOU SHONB: YOU SHONB: YOU SHONB: YOU SHOULD NOT TRY AND TYPE THESE LICENCES BUT SHOULD COPY AND ULD NOT TRY AND TYPE THESE LICENCES BUT SHOULD COPY AND ULD NOT TRY AND TYPE THESE LICENCES BUT SHOULD COPY AND ULD NOT TRY AND TYPE THESE LICENCES BUT SHOULD COPY AND 
PASTE THEM INTO CCD.PASTE THEM INTO CCD.PASTE THEM INTO CCD.PASTE THEM INTO CCD.    
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Click here to add 
a new licence.  
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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  
 

 
 

1.2. System Setup Wizard1.2. System Setup Wizard1.2. System Setup Wizard1.2. 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.  

COPY AND PASTE THE CCD1 LICENCE HERE COPY AND PASTE THE CCD1 LICENCE HERE COPY AND PASTE THE CCD1 LICENCE HERE COPY AND PASTE THE CCD1 LICENCE HERE 
AND THEN CLICK TO ACTIVATE THE LICENCE AND THEN CLICK TO ACTIVATE THE LICENCE AND THEN CLICK TO ACTIVATE THE LICENCE AND THEN CLICK TO ACTIVATE THE LICENCE     
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Complete as much of the above details as possible. It will be possible to add any missing 
information at a later date.  

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

 

The company bank details can be added here, when direct 
debit or standing order mandates are printed from a client 
file these details will be pre-populated.  



  

8 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 

 

 
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. 
 

  
 
 
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. 
 

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

10% is input as 0.10. 
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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. 
 

 

Manually enter 
the staff 
reference. 
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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. 
 

  
 
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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2. Logging into CCD for the first time2. Logging into CCD for the first time2. Logging into CCD for the first time2. Logging into CCD for the first time    
 

 
 

  
 
Use the Login ID as the user name.  

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

Enter the 
default 
password.   
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You will now be asked to change the password from the system default. 
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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 module3. The Setup module3. The Setup module3. The Setup module    
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Click into the system administrator’s record and go to the ‘Security’ tab.  
 

 
 
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’.  
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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.  
 

 
 
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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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. 
 

 
 
On initial sign in each staff member will be asked to change their password. 
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3.2. Locations/Branches3.2. Locations/Branches3.2. Locations/Branches3.2. 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.  
 

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

  
 
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. 
 

Add location or 
branch name. 

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

  
 

 
 

Set the payee details 
here. 

Select return 
address for 
payment.  
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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 Codes3.3. Admin Codes3.3. Admin Codes3.3. 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 3.4. Standard Text 3.4. Standard Text 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. 
 



  

24 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 

 

 
 
 
 

 
 
 
Complete the ‘Details’ tab to record the basis of the standard letter. 
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Once all the fields have been completed go to the ‘Letter text’ tab.  
 

 

Description of how the letter 
will be identified when using 
it in the client record. 

Will appear on 
the completed 
letter.  

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.  
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Complete the letter 
title.  

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

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.  

3.5.3.5.3.5.3.5.    Staff ListStaff ListStaff ListStaff 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 1st time, additional information can now be added.  
 

   
 
 
    
    
    
    
    

Resets password to the system 
default, the staff member will be asked 
to change this on next sign in.  

Set the hourly charge 
and cost for client 
fees.  

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

 
 

If you require the staff member to 
complete the set up wizard again, 
uncheck the box, on next sign in 
the staff member will need to 
complete the wizard.  
 

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

 
 

 

Select detailed commission 
split this will override the 
default split where 
appropriate. 
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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.  
 

 
 
 
 
 

Shows the detailed commission splits to be applied for this 
advisor. If no detail for any commission type has been added 
then the default will apply.  

Select 
commission 
type and 
click: 
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The last tab within the ‘Staff member’ section is ‘Control functions’. 
 

  
  
 
3.5.1. Location 3.5.1. Location 3.5.1. Location 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. 
 

 
 
 
3.5.2. Passwords3.5.2. Passwords3.5.2. Passwords3.5.2. Passwords    

Select the adviser’s 
status from the drop 
down.  

Enter the 
date that 
exam 
passes 
were 
gained.  

Ensure that the 
adviser’s e-mail 
address is entered 
so that CCD can 
automatically 
populate the e-mail 
address in Outlook 
or Outlook Express 
when sending e-
mails 

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 
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3.5.3. Security3.5.3. Security3.5.3. Security3.5.3. 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. 
 

 
 
 
3.5.4. Advanced Security Licence is Active3.5.4. Advanced Security Licence is Active3.5.4. Advanced Security Licence is Active3.5.4. 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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The access rights are as follows.  
 

ManagerManagerManagerManager 
Managers have the highest level of access.  

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

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

AdministratorsAdministratorsAdministratorsAdministrators 
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 AdministratorBranch AdministratorBranch AdministratorBranch 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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AdvisersAdvisersAdvisersAdvisers 
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 ManagerService ManagerService ManagerService 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. Providers3.6. Providers3.6. Providers3.6. Providers    

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

 
 
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). 
 
  

  
 

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.  

Add the main contact details 
for that provider here. 
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Add the provider’s extranet details here 
to allow you to link directly through from 
the client’s file to the provider’s website. 

Select which 
department the 
contact works in. 
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If a provider also acts in another 
capacity, add from the drop down 
list. 
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3.7. Products3.7. Products3.7. Products3.7. Products    

 

  
 

        

Select the 
product 
basis.  

List will populate dependant on 
the product basis selected.  

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

  
 

   
 
 
 
 

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

This information will auto populate each commission entry for 
RMAR reporting in the ‘Compliance’ module. 
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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 3.8. Prices 3.8. Prices 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. Forms3.9. Forms3.9. Forms3.9. 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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3.10. Technical3.10. Technical3.10. Technical3.10. Technical    

    
In the Technical tab company defaults are set. 
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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. 
 

 
     Set up a shared PDF store 
accessible to all staff. 
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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 

documents click the link.  

Click here to set default e-
mail footer.  

Type the company default footer for e-
mails.  
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Select 
above or 
below for 
the date 
and ‘Our 
Ref’. 

Click here to set the MS Word 
defaults.  

Add the location 
of the template 
that will be 
applied to each 
MS Word 
document 
produced.  

Add the 
location of the 
shared MS 
word 
document 
store. 
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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.  
 

  
 
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. 
 

Selecting the preferred 
quotation platform here does 
not exclude manual selection 
of other quotation platforms 
within CCD. 

Select the 
checklist that 
will trigger 
file check 
selection.  

Select the 
document 
management 
system in use, 
if any.  
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Extracts 
 

 
 
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 

Click on each section 
and choose which 
pages of the fact find 
should be printed as a 
company default. 
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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.  
 

  
 
 
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.  
 

These 
passwords 
will be set 
by Capita 
Financial 
Software. 

Set your 
company wide 
passwords as 
required.  
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Click‘More
’ to view 
the 
options 
available  

Set the 
tolerances, 
anything 
outside of 
these will 
prompt a 
warning 
message 
when 
reconciling 
commission. 

Select 
Gross or 
net.  

Will estimate 
commission 
due 30 days 
after posting.  
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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.  
 

 
 
 
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 ROI. 
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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. 
 
 
 
 
 
 
 
 
 


