Opening a New IRA

1) Log into Deposit Platform.

-Go to Account Add, Change and then IRA.

2)
In Customer Name bring in the primary customers name whom which the IRA is for.


-Enter 1 in Plan Number.


-In Description enter in the CD account #.


-Change Product Type to the correct IRA type.

3)
Move down to the General tab.


-Change Officer to 00 NO OFFICER.


-Under Marital Status choose the correct option for the customer.


-Make sure Security is 1 Unrestricted.


-Enter in the primary customers’ date of birth in the Date Birth space.


-In the Original Investment space enter in the amount they are going to be depositing.

4)
Next go to the Beneficiaries tab if there are beneficiaries.

-If the primary customer is married yet they want a child to be the beneficiary then the spouse has to sign off on it.


-Select New under the beneficiaries tab.

-In the Beneficiary space type in the beneficiary’s name.  Or if they are already in our system you can bring them in by clicking on the glasses with the arrow pointing to them.

-Next enter in the beneficiaries Address, City, St, ZIP.

-Enter in the beneficiaries SS# in the Tax ID Number space.


-Change the Relationship to the correct option.

-Change the Designation option to the correct one.

-Enter in the correct Percentage for the beneficiary.

-Enter in the beneficiaries’ birth date in the Date of Birth space.

-Hit Save under the Beneficiaries tab.


-Repeat for each beneficiary.

5)
Under the Fin Discl tab be sure the Contribution Type says the correct type for the IRA.

-Type CD in Investment Instrument.

6)
Go to the Transaction tab.


-Under Seq enter 1.


-Document Transaction should pre fill to 1 IRA Contribution/Investment.


-Change Transaction Status to 0 New.


-Change Transaction Type to the correct type.


-Enter in the deposit amount in the Contribution Amount spot.


-Make sure the Contribution Date is the day you open the account.


-Contribution Tax Year is the current year.


-The Deposit Taken By should pre fill with your name.


Under Investment Information change the Investment Type to 1 Certificate.


-Change Module to 1 Certificate.

-Enter in the CD account # in the Account Number space.


-Change Statue to 0 New.


-Make sure that Date Opened says the day you open the account.


-Make sure that the Term says the correct months for the CD term and select Months.

-Enter in the correct interest rate for the CD in the Interest Rate space.


-Hit Save under the Transaction tab.

7)
Under the Documents tab print any documents that are needed.
8)
Save.

9)
Open up a new CD account the way you would normally using the account # you used in the IRA plan. (There are some changes that will need to be made).

a. Change Product Type to correct option for the IRA.  (Don’t forget that if the CD/IRA is over $100,000.00 you will need to choose that option).



-b. Go to the General tab.


-Enter in the IRA plan # in the IRA Plan space.

