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Add Additional Recipients
To Receive eDocuments

Click eDocuments tab. 
Click Additional Recipients. 
Click Add Additional Recipients. 

3 Click Assign Documents and check boxes 
of accounts you wish to send to your 
recipient. You can give recipient access to 
all eDocuments within an account, or select 
individual eDocuments for them to see.

4 After clicking Save Settings, you will see a 
disclosure page. Please read through, then 
click I Agree to continue. You may print 
the disclosures for your records by clicking 
Print. Adding an additional recipient is 
complete. 

To add multiple recipients, repeat steps above 
for each additional recipient.

Process complete. 
Additional recipients will receive an email with a PDF link to sign in with their username and PIN to 
view assigned eDocuments.
*Note: Utilize the latest version of Adobe to open and access your PDF link for eDocuments.
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2 Create a username and PIN for additional 
recipient and add their email address. Click 
Save. Now you will assign documents. 

Give username and PIN to your recipient. 
They will use this to sign in. 
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