Comsec Clients
Comsec have a history of not processing the standard broker notice letter so we recommend to clients to add the link themselves. Please follow the steps below. 

To update the Broker Link at the client end
1. Log into your Comsec account. 
2. Go to the ‘Profile’ section of your Comsec account. This is just under whereyou entered your login code. Click “Profile” to enter. Here you will find your account details. Can you please add the following email address to your profile. 
trades@yourportfolioonline.com.au 
· This can be done by pressing the ‘change’ button next to your existing email address or in the Email Address section;
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Please note the superfund@optusnet.com.au email address will be your SMSF address you have advised Comsec of when opening the account. This address used in these instructions should not be entered into your account setup as it is only an example.
· You will click through to the following screen
[image: image2.png]superfund@optusnet com au “This address cannot be removed

[ a Add

“This address cannot be removed until it is unsubscribed from Electronic Confirmation Contract Notes.

Click here to update your Confimmation Contract Notes preferences.




· then enter the trades@yourportfolioonline.com.au email address in the white box, check the ‘Preferred Email’ box, and then press ‘Add’.
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· The screen should refresh as below.
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3. Ensure you have subscribed to the electronic contract note option. You can activate this by pressing the link at the bottom of the email Address Setup screen above where it says “Click here to update your Confirmation Contract Notes preferences.” Press Click here to update or confirm your preference.
· You should click through to this page below. ‘No’ should appear here. If it says “Yes” then make the change, by clicking ‘change’.
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Note: CommSec may charge a fee of $1.95 for the printing and postage of paper Confirmation Contract Notes when you
trade over the Intemet and Professional Trader.




4. The trades@yourportfolioonline.com.au email address needs to be set to accept the original contract note and all other email addresses set to Copy. To ensure this change is recorded correctly the following steps need to be taken.
· Click the “change” button next to the email address setup to receive the original or if no address exists press the “Add” link.

· Select the trades@yourportfolioonline.com.au email address from the drop down box.

· Press the “Save” link to record this change. A red message should appear at the top of the screen confirming this change.
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· You can continue to do this for all email addresses you wish to receive contract notes for. PLEASE ENSURE YOU NOMINATE THAT THE ORIGINAL GOES TO trades@yourportfolioonline.com.au
5. Click on the ‘Profile’ link at the top of the careen again just under where you logged in to check the changes. It should look similar to this;
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6. Click the ‘Change’ button next to the email addresses and it should say ‘*This address cannot be removed.’ next to the trades@yourportfolioonline.com.au email address. It may also say this against other email addresses, this does not matter. It should look similar to this below. If it does not then you should repeat the process from the beginning.
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7. Can you please also forward your HIN and broker account number to our office by email, as this is needed to setup the broker link at our end. Please send to admin@yourportfolioonline.com.au
8. Once we receive this information at step 7, and you have successfully setup the link at your end, your link in complete. If you have problems with initiating these settings than please email our office and an administration consultant will make contact with you to help you over the phone in setting this up.
