
 
Add Accounts 
 
By now you should have seen articles in the E*Star on ‘Account Establishment Procedures Updates’ to address upcoming 
Reg BI requirements and reduce action-needed items.  I’d like to expand on this topic by addressing two features that 
you may be under utilizing. 
  
When you use the New Business Solutions Add Account feature, the first field you see is Session Name.  This is grey, 
indicating it is an optional field.  Most who do elect to use the field put something in to identify the account.  I would like 
to propose an alternate usage for this field. 
 
If you Save an Add Account for future retrieval by searching Add Accounts, you will see the headings above.  You will 
notice that the summary screen will provide not only the client name, but also registration and compensation 
type.  These three fields are enough for you to easily differentiate if you are opening both an advisory and a commission 
IRA for the same client, or if you are opening an Individual and a Trust account.  For that reason, I would like to suggest 
using Session Name as a status field.  You can enter 25 characters in this field.  Save & mail for signature, save & send for 
docusign, pending dob/ssn, are all examples of statuses that would fit within the session name field.  This would enable 
you to quickly identify where you are at in the account establishment process.  With so many of us not able to check 
with an associate in the next desk to see if they took care of something, it creates a built in communication 
mechanism.  You can keep updating the Session Name until you hit Set Up Account.  Establishing a practice to facilitate 
your work during these extreme circumstances will become a habit so that when we return to normal times and you are 
out of the office, another associate can readily identify what paperwork needs to be followed up on. 
  
The second feature that is under utilized is allowing the system to help you populate Sponsor paperwork.  When you 
Select and Print Forms, you are accustomed to all the mandatory forms being checked at the top of the screen.  Then 
most of you are used to grabbing the Optional Forms like Change of Dealer forms or Transfer forms.  But many of you do 
not scroll far enough down the page to get to Direct Sponsor Forms.  Check the drop down menu for the Sponsor 
Company of choice. There are currently almost 200 listed.  Once you have selected a sponsor, all of their available forms 
will display below.  Simply select all forms you need to include in the packet.  If you select one and then realize you don’t 
need it, you have a delete option.  And if you need paperwork for two different sponsors for this client registration, you 
can just keep changing the Sponsor Company name and keep selecting forms.  Once you have all the documents you will 
need, go back to the top to Print forms and you will have fillable PDFs of all the sponsor paperwork, pre-populated with 
any fields that are shared with the new account form like Name, Address, Date of Birth, SSN, etc.  Not only can this be a 
time saver, but is another opportunity to reduce errors.  If you verified the accuracy of all the standard data on the new 
account form, it will be accurate throughout the paperwork set. 
Please note, anything other than mandatory forms will not be saved as part of the save session so be sure you save your 

PDFs when you get to the print screen. If you print and mail for signatures it is always good to have a copy should 

something happen with the initial mailing so you can just do a reprint rather than recreate. Additionally, saved PDFs can 
be uploaded to the non-new business solutions version of DocuSign in many instances. Check the resource center 

(https://www.saionline.com/intranet/resource-center/r/topics/tech/e-signatures.htm#overview=nb ) for clarification of 
participating companies and any limitations or restrictions they may have. 
  
If you have questions, or additional suggestions on this topic, please let us know. 
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