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Quick Start Guide
For those familiar with the account opening process in TCAdvisor and with using
other areas of the Liberty application, the following Quick Start Guide provides
the basic information you need to get up and running with creating accounts in
Liberty. Please refer to individual sections for more information.
1. Navigate to the Account Registration area by selecting Pending Accounts
from the Select a list drop-down in the account Search Bar.
2. Click on the Create Account button.
3. Enter account information in the Account Details screen, click Continue
when done.
4. Associate models to the account in the Model Allocations screen, click
Continue when done.
5. Associate one or more representatives to the account in the
Representatives screen, click Continue when done.
6. Associate primary and contingent beneficiaries in the Beneficiaries screen,
click Continue when done.
7. Associate the account to a fee family and assign individual fee schedules
in the Fees screen, click Continue when done.
8. Establish systematic contributions or distributions for the account in the
Systematics screen.
9. Create account opening paperwork in the Forms screen which can then
be viewed and printed for client signature. If enabled, use eSignature to
send your forms out for signature.
10. Create new statement families from the Statement Families screen so
they can be tied to client accounts in the Account Details screen.
11. Copy an existing Account to create additional account types for an
investor.

General Usage Notes
•

No conversion of data is needed to use the Account features within
Liberty. The data displayed on Liberty comes from the same books and
records system that the data on TCAdvisor comes from. Data entered into
Liberty is immediately visible on TCAdvisor and data entered into
TCAdvisor is immediately visible on Liberty.

•

Always tab off of or click off of a field after entering data. This tells the
Liberty application that you are done entering data in the field and allows it
to validate the entry.
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•

Unlike TCAdvisor, you will be able to edit certain information without
clicking an Edit button. The user documentation gives further information
about the specific behaviors you will experience where this sort of editing
is allowed.

•

Error and Informational messages are generally displayed at the top of the
screen and contain helpful information regarding errors or actions about to
be taken. Please pay special attention to these messages as you
complete actions within Liberty.

•

Liberty has the same robust user authorizations as TCAdvisor so we can
tailor user access to authorize only those areas you deem appropriate.

•

As with most web-based applications, you should use the navigation
options provided within Liberty rather than your browser’s back button.
Using the browser’s back button will typically take you back to the
Analytics page, which may not be your desired result.

•

As with most web-based applications, you should use the sign out link in
Liberty to exit the application rather than simply closing the browser
window.

•

Reset and Cancel actions will not save your changes. Reset will clear any
entered data and allow you to start over. Cancel will exit the modification
screen without saving your changes.

•

Navigating away from a page by clicking on another area within the
application will not save your changes. For example, if you change an
email address on the Account Details page, and then click on the Return
to Account Search button, you will be navigated to account search and
your changes will not be saved.

Messages
There are several messages you will see as you perform actions within Liberty.
In general, messages appear at the top of the screen with a colored background.

Informational messages appear with a blue background and an “I” icon. These
messages typically confirm that you have successfully completed some action.

Critical messages
appear with a red background and an ‘x’ icon. These messages indicate that
something needs to be corrected before you can proceed.
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Navigation
The tabs at the top of your screen define major areas of functionality within
Liberty

The Analytics tab is the landing page for financial professionals, including
investment advisors, office managers, and representatives. The appearance and
available options may vary depending on your role. You can always return to the
Analytics tab by clicking on the Home link located under your name in the upper
right corner of the Liberty screen.

Search Bar
The Search Bar at the top of the screen is always visible and allows you to
quickly navigate to the search results page. Navigation to additional areas is
available from the account search results page. Click Create Account to quickly
start the account opening process in the Account Registration area.

Search for an existing account by typing an account number, name or tax id into
the search box and clicking the Search button. By default the search results will
not include closed accounts. If you want to include closed accounts in your
search use the +Closed button instead of the Search button.
The Select a list drop-down is automatically populated with a set of standard
lists.
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In addition to the above your drop-down will include any lists created in
TCAdvisor.
When searching or retrieving a list of accounts, if only one match is found, you
will be taken directly to the Overview tab for that account. From there you can
navigate to other areas.
If multiple matches are found, you will be taken to the Account Search Results
screen. From there you can navigate to other areas. See Account Search
Results for more information.

Account Search Results
The Account Search Results screen provides access to creating, editing and
viewing account information. Access the Account Search Results screen by
clicking the Search button or by selecting a list from the Select a list drop-down.

Once in the Account Search Results screen, you can filter your search results,
navigate to other areas for an account, produce portfolio reports, combine
accounts for viewing or create a new account. Use the check-boxes on the left to
select accounts for viewing combined or creating reports. Use the Go To menu
on the right to navigate to areas specific to the account.

Creating a New Account
Click Create Account to navigate to the Account Registration area and start the
process of creating an account. Alternatively, click on the Go To drop-down and
select Account Details to edit or view an existing account in the Account
Registration area.
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Note: A quick way to view all pending accounts is to select the Pending Accounts
list from the Select a list drop-down. This gives you a list of all accounts that are
in the process of being opened.
Registration Steps
The steps on the left side of the Account Registration area guide you through the
process of creating an account and provide quick-links to specific types of
account information. Once account details are entered you can click on a step to
go directly to that section of the account.
Account Details
Account Details contains the account registration information and other details of
the account, including Personal Identification Information entry fields. Once the
required fields in Account Details are completed, all other Registration Steps are
enabled. Required fields are outlined in Red.
•

New - Personal Identification Information
Complete the Personal Identification Information by providing the primary
owner’s information, as required by the US PATRIOT ACT.

•

o Fill in primary client’s patriot information for all fields provided. If
using a driver’s license or state ID all 5 fields are required.
o Custom Fields are listed at the bottom of the screen if defined for
your firm.
Select Statement Family takes you to the Select Statement Family
screen where you can find and attach a statement family to the account.

CONFIDENTIAL
© 2016 Trust Company of America. All Rights Reserved.

Liberty Account Creation User Guide

•

8

o Use the Remove button to remove the account from an already
selected statement family.
o Done keeps your changes and takes you back to the account
details screen. You must use the Save or Continue button in
the account details action dock to commit your changes.
o Cancel discards any changes made and returns you to the
account details screen.
o If you cannot find the appropriate statement family to associate
to the account you may need to create the statement family.
Please see Create New Statement Family for instructions on
how to create a statement family.
Clicking Back to Account List takes you back to the Account Search
Results screen. Clicking on a Registration Step will take you to the
related screen.
Caution! Changes will be lost if you navigate away from the page
prior to clicking Save or Continue.

•
•
•
•
•
•
•

Once any data is populated or changed, the Reset button will be
enabled.
Reset resets the page to what it was prior to any changes being made.
Once required information is populated the Continue and Save buttons
will be enabled.
Continue saves your changes and automatically navigates you to the
next step.
Save commits your changes and leaves you on the current step.
Always tab off of fields after entering information to make sure the
information is recorded appropriately.
Information is not saved unless you see the confirmation message

Model Allocations
The Model Allocations screen contains the models associated to an account.
Use the radio button to view either allocations or model instructions.
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To change model allocations, set model instructions or add model comments,
click the Edit button.

•
•
•
•
•

The Other Assets model is the default model assigned to a new account
and cannot be removed.
Add Model by selecting a model from the drop-down and clicking the Add
button.
Remove a model by clicking the
in the far right column.
Allocation, Contribution and Distribution columns must total 100%.
Deviation must be a percent between 0% and 5%.
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Special Handling allows you to set handling instructions for the assets
within the associated model.
o Hold, Do Not Sell: When selected, the model will not participate in
any trading activity.
o Sell, Model Process, Hold: When selected, a model will be sold
out the next time model processing takes place. For IAs using
model closure tracking, the holdings will be sold and the cash will
stay in the model.
o Sell, Model Process, Sweep: Holdings will be swept to other
model(s) as allocated the next time model processing takes place.
This option is only available for IAs using model closure tracking.
o Sell, Nightly Batch, Hold: When selected, a model will be
automatically sold out via Trust Company of America automatic
batch process. For IAs using model closure tracking, the holdings
will be sold and the cash will stay in the model.
o Sell, Nightly Batch, Sweep: Holdings will be swept to other
model(s) as allocated via Trust Company of America automatic
batch process. This option is only available for IAs using model
closure tracking.
Always tab off of fields after entering information to make sure the
information is recorded appropriately.
Reset reverts the page to what it was prior to any changes being made
and leaves the user on the Edit Model Allocations screen.
Cancel exits the Edit Model Allocations screen without saving any
changes.
Save commits your changes and exits the Edit Model Allocations screen.
Information is not saved unless you see the confirmation message

Once your model changes have been saved, click the Continue button in the
action dock to move to the next step in the account registration process or select
a step from the menu on the left.
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Representatives
On the Representatives screen you can add representatives to the account.

•
•

Search retrieves all representatives. To limit the search results, enter all
or part of the representative’s name in the Search box.
Click on the check-box in the left-most column of the search results to
view Representative Details to confirm you are selecting the correct
representative.

•

Add representatives by clicking on the

•

Remove representatives by clicking on the
in the Account
Representatives table.
Representative Listed on Statement must be selected for one
representative.
Receives Statement must be selected for any representatives that need to
receive copies of client account statements.
Percent of Fee column must total either 0% or 100% in order to save.
Always tab off of fields after entering information to make sure the
information is recorded appropriately.
Clicking Back to Account List takes you back to the Account Search
Results screen. Clicking on a Registration Step will take you to the
related screen.

•
•
•
•
•

in the search results.

Caution! Changes will be lost if you navigate away from the page prior
to clicking Save or Continue.
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Once any data is populated or changed, the Reset button reverts the page
to what it was prior to any changes being made.
Continue saves your changes and automatically navigates you to the next
step.
Save commits your changes and leaves you on the current step.
Information is not saved unless you see the confirmation message

New Interested Parties
On the Interested Parties screen you can add interested parties to an account in
Open or Pending status.

•
•

•

Search retrieves all interested parties. To limit the search results, enter all
or part of the interested party’s name in the Search box.
Click on the View Details link to the right of each search result to view
interested party detail to confirm you are selecting the correct interested
party.
Edit the selected interested party by clicking the View Details link and
then clicking on the Edit button.

•

Add interested parties to the account by clicking on the
results.

•

Remove interested parties by clicking on the
in the Account Interested
Parties table.
Transaction Confirmations must be selected for any interested party that
needs to receive copies of client account transaction confirmations.
Tax Forms must be selected for any interested party that needs to receive
copies of client account tax forms.

•
•

in the search
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Statement must be selected for any interested party that needs to receive
copies of client account statements.
Clicking Return to Account takes you back to the Account Overview
screen. Clicking on a Registration Step will take you to the related
screen.
Caution! Changes will be lost if you navigate away from the page prior
to clicking Save or Continue.

•
•
•
•

Once any data is populated or changed, the Reset button reverts the page
to what it was prior to any changes being made.
Continue saves your changes and automatically navigates you to the next
step.
Save commits your changes and leaves you on the current step.
Information is not saved unless you see the confirmation message

Beneficiaries
On the Beneficiaries screen you can add beneficiaries to an account.

•

•

Search retrieves all beneficiaries. To limit the search results, enter all or
part of the beneficiary’s name in the Search box.
View details by clicking on the View Details link to the right of the Name in
the search results table.
Edit beneficiary details by clicking on the Edit button.

•

Add Beneficiaries by clicking on the

•

in the search results.
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Remove Beneficiaries by clicking on the
in the Account Beneficiaries
table.
Spouse may be selected for one and only one beneficiary.
Primary Percentage must be between 0% and 100% for each primary
beneficiary. The total of all primary beneficiaries defined must be 100%.
Contingent Percentage must be between 0% and 100% for each
contingent beneficiary. The total of all contingent beneficiaries defined
must be 100%.
Always tab off of fields after entering information to make sure the
information is recorded appropriately.
Clicking Back to Account List takes you back to the Account Search
Results screen. Clicking on a Registration Step will take you to the
related screen.
Caution! Changes will be lost if you navigate away from the page prior
to clicking Save or Continue.

•
•
•
•

Once any data is populated or changed, the Reset button reverts the page
to what it was prior to any changes being made.
Continue saves your changes and automatically navigates you to the next
step.
Save commits your changes and leaves you on the current step.
Information is not saved unless you see the confirmation message

Create New Beneficiary
New beneficiaries are created from the Beneficiaries step in Account
Registration. Click on the Create New Beneficiary button in the action dock to
create a new beneficiary.

Enter the Tax ID of the beneficiary you wish to create and click the Create
button.
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Note: If you enter a Tax ID for a beneficiary that is tied to accounts outside of
your firm, you will be asked to contact your Relationship Manager and will not be
allowed to create the beneficiary. Your Relationship Manager can help associate
the beneficiary to your firm.
After you click Create you will be brought to the full Beneficiary Management
screen.

•
•
•
•

Name is the only required field for defining a beneficiary.
Save saves the beneficiary information.
Cancel exits the screen without saving the beneficiary.
Once returned to the Beneficiaries screen you can search for the
beneficiary you just created and add it to the account.
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New Fees
On the Fee screen, there are 3 selections—Investment Advisor Fees,
Maintenance Fees, and Transaction Fees. Investment Advisor Fees is selected
by default.

Investment Advisor Fees
Fee Families
When you select Investment Advisor Fees, you can assign the account to a fee
family and/or assign individual fee schedules to the client account.
The top part of screen defines fee family information. Fee families are used to
combine individual accounts’ market values in order to take advantage of
breakpoints defined in their fee schedule.
Note: Fee Families are created in TCAdvisor. This functionality will be added to
Liberty in a future release.
•

•
•

•

Select Fee Family takes you to the Select Fee Family search screen
where you can search for and select the fee family the account should be
added to.
o Select a family using the radio button next to it. Click Select to
return to the Investment Advisor Fees screen.
Family Fee Schedules will display if a fee family has been selected.
The Search field for Fees paid by related account allows you to search for
an alternative account to pay all or part of the family fees. This option
becomes available once a Fee Family has been selected.
Percent Paid becomes available if a related account will be paying all or
part of the family fee. If blank, the account will pay 100% of the family fee
allocated to their account.
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Account Fee Schedules
The bottom table defines fee schedules tied to the individual account. An account
can have Fee Schedules and/or Family Fees. By default, all valid fee schedules
defined for your firm will be used to calculate charges for the client account.
Caution! If family fees are the only fees to be charged to the client account then
select an account level fee schedule that charges zero fees. If no account fee
schedules are selected, then all eligible fee schedules will be used to calculate
account level fees.
•

Click Add to add an account level fee schedule to the account using the
Manage Fee Schedule screen.

•
•

Select the fee schedule you want to add from the dropdown.
If an alternate account will be paying the fees calculated from this
schedule then search for the account in the Alternate Account search
box.
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Once an alternate account is selected you can enter the percent of the fee
the alternate account is to pay. Any remaining percent is paid by the client
account.
To select All, Include or Exclude models for the Fee Calculation, use the
ID field checkboxes.

Click Select to add the fee schedule to the Account Fee Schedules
section. Note that the fee schedule will not be saved to the account until
you click the Save button on the Investment Advisor Fees action dock.
You can remove a Fee Family or Family Fee Schedule by clicking on the
next to each.
To remove a schedule select the radio button in the left most column of
the Account Fee Schedules table and click the Remove button. The
removal is not saved until you click the Save button.
Clicking Back to Account List takes you back to the Account Search
Results screen. Clicking on a Registration Step will take you to the
related screen.
Click Cancel to exit the screen without selecting or changing the fee
schedule information.
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Caution! Changes will be lost if you navigate away from the page prior
to clicking Save or Continue.
•
•
•
•

Once any data is populated or changed, the Reset button reverts the page
to what it was prior to any changes being made.
Continue saves your changes and automatically navigates you to the next
step.
Save commits your changes and leaves you on the current step.
Information is not saved unless you see the confirmation message

Maintenance Fees
Maintenance Fees are paid to Trust Company for custody services. This
information is read-only and can only be updated by Trust Company.
Fees may be paid by the investment advisor or another account. The Investment
Advisor or other account may elect to pay all (100%) or a portion of the fees for
an account. However, the remaining. Maintenance Fee balance is paid by the
client.
To view the Maintenance Fees for an account:
1. From the Account Overview, select Account Details. On the registration
menu, select Fees.
2. Click on the Maintenance Fees radio button.

Transaction Fees
Transaction Fees are paid to Trust Company and are based on the transactions
that have occurred in an account. This information is read-only and can only be
updated by Trust Company.
Either the Investment Advisor or client may elect to pay all (100%) of the fees.
Partial payment of Transaction Fees by another client's account is not allowed.
To view the Transaction Fees for an account:
1. From the Account Overview, select Account Details. On the registration
menu, select Fees.
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2. Click on the Transaction Fees radio button.

Systematics
Systematics lets you define recurring distributions and/or contributions for the
client account. Systematics may be added during the new account process or to
an existing pending account. Once the account is opened you may not modify
Systematic information on Liberty. The funds will be withdrawn from the account
and may be sent electronically via Automated Clearing House (ACH) or directly
to an individual via check. All new distributions/contributions initially reflect a
Suspended status.

Distributions
To create a new systematic distribution, click on the New Distribution button. To
Edit an existing distribution, check the checkbox in the table and click on the Edit
Selected button.
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Select Payee type:
o Account Holder
o Beneficiary
o Other - You will be prompted to enter information regarding the
alternative person receiving distributions from the account including
Name, Address, City, State and Zip.
Select either By Net Amount, to enter the Net Amount (the amount the
client is to receive) for the distribution OR select a method from the
Calculated drop-down. Available options are:
o Available Cash - ALL cash not invested
o Cash Dividends - ONLY cash dividends
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o Cash Divs/Int - ONLY cash dividends and interest
o Divs (cash/reinvs) and Int - ALL dividends and interest
o Reinvest Divs - ONLY reinvested dividends
For Calculated distributions, select the Income Period to be used when
calculating the distribution amount. Available options are:
o To Current Date - Includes transactions from the last distribution
date through the current distribution date.
o To Prior Month End - Includes transactions from the last
distribution date through the end of the month prior to the current
distribution date.
The Gross Distribution amount is a calculated field that will update as you
make selections for Distribution, Federal Withholding and State
Withholding. This is the total amount that will be withdrawn from the client
account.
Federal Withholding may be entered as a Percent or Dollars.
Select the state that the withholding amount should be reported to. Note
that some states require withholding be done in whole dollars only. State
Withholding may be entered as a Percent or Dollars.
Select the Frequency for the distribution.
o Annually
o Monthly
o Quarterly
o Semi-Annually
Enter the Next Requested Distribution to define when the first distribution
should be taken from the account. Note that although TCA supports
sending distributions on any date, Liberty currently restricts the next
distribution date to the 5th, 15th or 25th of the month. This will be revised in
a future release.
If the distribution is to be sent via ACH, enter the Bank Information for
ACH
• Account Number - the unique number at the financial institution
receiving the distribution
• Account Type - the type of account, checking or savings, receiving
the distribution
• ABA Number - the American Banking Association routing number
for the account receiving the distribution
If the distribution is to be sent by check, leave the Bank Information for
ACH section blank.
Always tab off of fields after entering information to make sure the
information is recorded appropriately.
Cancel exits the Manage Distribution screen without saving any changes.
Save commits your changes and exits the Manage Distribution.
Information is not saved unless you see the confirmation following
confirmation message:
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Contributions
To create a new systematic contribution, click on the New Contribution button.
To Edit an existing contribution, check the checkbox in the table and click on the
Edit Selected button.

•
•

•

Enter the Amount of the contribution.
Select the Frequency for the distribution.
o Annually
o Monthly
o Quarterly
o Semi-Annually
Enter the Next Requested Contribution to define when the first contribution
should be deposited into the account. Note that although TCA supports
receiving contributions on any date, Liberty currently restricts the next
contribution date to the 5th or 25th of the month. This will be revised in a
future release.
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All contributions must be done via ACH so Bank Information for ACH is
required:
o Account Number - the unique number at the financial institution
funding the contribution
o Account Type - the type of account, checking or savings, funding
the contribution
o ABA Number - the American Banking Association routing number
for the account funding the contribution
Cancel exits the Manage Distribution screen without saving any changes.
Save commits your changes and exits the Manage Distribution.
Information is not saved unless you see the confirmation message

Forms
The Forms screen lets you print pre-populated forms in order to complete the
account opening process.

The Available Forms table will list the forms pertinent to the type of client account
being created. Click on the Form Name link to review and print the forms. Select
eSignature to create an electronic envelope.
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eSignature Steps
You will be walked through the eSignature process in
a series of short steps:
•
•

•
•
•

You will be able to select from the available
TCA forms for inclusion in your envelope.
You will also be able to upload other required
documents, such as asset management
agreements or broker-dealer paperwork.
Last, you will define the recipients of the
envelope and send it out for eSignature
You will receive confirmation that you envelope
has been successfully sent
Please reference the eSignature user guide for
more information.
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Statement Family
Statement families can be viewed, edited or created in the Statement Families
screen accessed under the Client Management tab.

•
•
•
•

•

•

Enter text in the Filter box to limit the search results
Click on the check-box in the left most column to view all accounts in the
statement family
Click on the check-box in the left most column and click the Edit button to
edit the selected statement family.
Click Create on the action dock in the lower portion of the page to create a
new statement family.

Name is the only required field to create a statement family. Once the
family is created, new accounts can be tied to the family from the account
details screen. See Account Details for more information.
Use Search Accounts to find one or more accounts to tie to the
statement family.
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•

Click the

•
•

Click the
to remove the account from the family.
If any accounts are tied to the family then a Primary account must be
selected.
Click Cancel to exit the screen without saving your changes.
Click Save to save your changes and return to the Statement Families
search screen.
Information is not saved unless you see the confirmation message

•
•
•

to add the account tc the family.

New Copy an Existing Account
Select the Go To drop-down and select Account Details to edit or view an
existing account in the Account Registration area.
Click the Copy button in the Action Dock to copy the data into a new account.
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A window will display, allowing you to select what data you would like to copy.
Account is default selected, which will copy basic account information such as
Entity Tax ID, EIN, or SSN and Name, Address, City, State, Zip, DOB, Email
Address, Statement Frequency, and Phone Numbers.
You can also select optional data to copy such as Models, Representatives,
Interested Parties, Beneficiaries, and Fees.
•

Selecting Models will copy models data, model allocations, contributions,
and distributions.

•

Selecting Representatives will copy representative associations,
statement preferences, and % splits.

•

Selecting Interested Parties will copy interested parties and their
statement and tax form selections.

•

Selecting Beneficiaries will copy beneficiaries, spousal status, type, and
percentage.

•

Selecting Fees will copy family fee schedule and account fee schedules.
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Once you have made your selections, click Copy to create a new account with
the copied data. Cancel takes you back to the existing account details page.
A success message will appear once the account data has been copied and you
will be on the account page for the account you just created. A new account
number will be displayed. You must complete the required fields before the
completing the account creation process.
Note: You may get a failure message if all or part of the account data does
not copy into the new account. The error message will let you know what
sections did not copy and which copied successfully.

In the Account Type dropdown, select the account type of the new account. This
field is mandatory. Mandatory fields will be notated with a red border. These
mandatory fields can be different depending on the account type selected.
You can choose to edit existing data or add additional information to each
screen. Ensure that you click Save or Continue to save your changes.
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Return to Account takes you back to the Account Details for the existing
account and cancels creating the new account.
Reset clears the data on the new account screen.
Save commits the data to the new account and leaves you on the current
page.
Continue saves the data and takes you to the next screen in the
Registration Steps.

Caution! Changes will be lost if you navigate away from the page or click the
Return to Account button prior to clicking Save or Continue on every step of
the registration process.
Keep stepping through each of the Registration Steps until you reach the
Systematics screen. Once you click Continue on this page, your new account
details will be saved and the new account will be created in the system.
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