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Overview

MyRichardsonWealth is your secure online information center.

MyRichardsonWealth enables you to stay connected anytime, anywhere, with our easy-to-navigate, mobile responsive system. This means you can connect using your phone, tablet, or computer. 
MyRichardsonWealth will allow you to:

• Elect to receive statements, trade confirmations, and tax reporting 
electronically – you'll be notified by email when the documents are 
available on our secure website

• Access your statements, trade confirmations, and tax documents. 
View and/or download a single document or export multiple 
documents to a folder on your computer

• View a summary of all your account information upon login

• Access your information – 24 hours a day – seven days a week

• See the positions of your portfolio on a consolidated basis or itemized 
by account

• View your current holdings or historical holdings on a specific day – 
holdings can be viewed on any day in the past two years plus the 
current year

• Create custom account groupings to view your holdings

• Create personalized nicknames for each account for easy recognition

• Download your account/portfolio holdings to Excel or CSV

• View transactions on an account-by-account basis

• Export activity for a single account or multiple accounts to Excel or 
CSV

• Filter your transactions based on the type of activity

• Search for transactions for a specific security by selecting the symbol

• Securely communicate and share documents with your Advisor 
Teams using the  Message Centre

• Share access to your account information with your spouse, 
accountant, or any trusted  individual

• Access the Markets page, which provides:

• An overview of the intra-day changes for each of the major 
indices

• Currency exchange rates

• The option to obtain quotes for market-traded  securities 
as well as Canadian mutual funds

• The ability to create a portfolio watchlist for your securities 
or those that you want to follow

• The News section which displays up-to-date news related 
to the indices  displayed or the quote information 
requested

For step-by-step instructions on how to use MyRichardsonWealth, refer to the relevant section of this guide, or 
visit our online Support located at the top right corner of the screen within the profile icon           or by clicking on 
the Support link on the login page.

Online reading tip:

For your convenience, this document is interactive for online viewing. Please use the arrows below to navigate 
through the pages or click on the underlined text within the document to jump to the selected item.

Supported browsers
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Tip For Logging In

                To view the password you entered, click the eyeball 
                icon.
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Logging into MyRichardsonWealth

MyRichardsonWealth is located at My.RichardsonWealth.com

1. Enter your Login ID in the Login ID field.

2. Enter your password in the Password field. As a reminder,  
passwords are case sensitive.

3. If you have forgotten your Login ID or your Password, use the 
links available to retrieve your Login ID or reset your password.

4. By checking the box beside Remember my Login ID, your  
Login ID will be tracked with a cookie. A cookie allows us to 
recognize your device the next time you sign in using the  
same browser. It will automatically populate your Login ID in  
the Login ID field. Note: If multiple MyRichardsonWealth  
users are accessing this site from the same device and  
browser, the Login ID for the last user that accessed the 
site will be displayed in the Login ID field.

5. Click on Log In to access MyRichardsonWealth to enter the 
site.

TABLE OF CONTENTS
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Password Reset and Failed Login

For your protection, your password will be suspended if you enter it incorrectly three consecutive 
times. Should your Login become suspended, you will be able to complete a password reset to regain 
access to your accounts. You will be required to complete an additional identity verification step as 
part of this process.

You will not be able to use a password which has been recently used.

About passwords:

Passwords are case-sensitive and must be a minimum of 8 characters. A warning message will be 
presented if you have Caps Locks on. Passwords entered can be viewed by clicking on the eyeball          
icon         available at the far-right side. If you have stored the password previously in your browser, 
make sure you update the store password otherwise the old password may be returned preventing 
your ability to login. 

Tips for creating a strong password

• The longer the length, the stronger the password. Consider using a phrase or a sentence which 
will be easy for you to remember but would be hard for others to guess. E.g. I got straight A’s in 
school.

• Consider using both upper and lower-case letters.

• As well as using numbers and special characters.(1,2,4,%,$,#)

• Use different passwords for different online services – it makes it harder for others to attempt to 
gain access to your various accounts.

To Reset Your Password:

1. Click Forgot Password. 
2. Enter your Login ID, then click Request password reset.
3. Check your email for a message from MyRichardsonWealth. In this email, click the 

Click Here link. Note: This link will expire if not used within 12 hours. 
4. Additional Authentication step must be completed via a call, text, token, or security 

question. Click Verify once the verification method is complete.
5. You will be presented the Reset Password screen shown below. Enter your new 

password in the boxes . 
6. Click Reset Password You will be returned back to the login page where you will 

enter your Login ID and your New Password to access your accounts. 
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As part of your set up on MyRichardsonWealth you will be asked if 
you want to enable this feature. This feature is controlled by you and 
can be turned on or off within your profile preferences. You have the 
ability to trust your personal device(s) so that you do not need to use 
this feature when accessing the system from the same browser on 
the same device. This can be done by clicking the Device Trust 
Level icon       to trust or un-trust the browser and device. 

To turn on Two-factor Authentication, click the dropdown to the 
right of Additional Security, within the highlighted box, and select 
Yes.

Your password can also be changed from the Preferences 
dropdown. Click the       icon and enter your current password into 
the box, then click Submit. This will allow you to change the 
password.
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Ensuring Your Security

MyRichardsonWealth uses state-of-the-art technology and rigorous security practices to provide you with secure online access to your accounts and information. MyRichardsonWealth uses a secured 
HTTPS website that is encrypted by an Extended Verification SSL Certificate using a 256-bit RSA cypher.

The use of an encrypted password for MyRichardsonWealth’s secured website safeguards against unauthorized access to your accounts. The system has automatic session terminations 
when extended inactivity is detected. This helps to protect your account information if you are called away from your computer.

What you can do to protect your information?

Two-factor authentication – is a feature that strengthens security by requiring two stages of identity verification. Two-factor authentication protects you against phishing, social engineering, 
password brute-force attacks, and secures your Login information from attackers exploiting weak or stolen credentials.
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Ensuring Your Security

How it works:

In addition to entering your password when you log in, you will be prompted to complete one of the following:
• Answer one of your security questions. If you choose to answer a Security Question, remember your answer is case sensitive.or; 

• Enter a verification code that you receive via text message or phone call or;

• Use the Token. For this option, the Authy mobile authentication app must be installed on your mobile device in advance (Available in the app store for iPhone and Android devices).

As a reminder:

• Don’t share your password with any person or organization.

• If you want to allow an accountant or lawyer access, you should create a third-party login for them, and not share your credentials for your Login ID.

• Richardson Wealth will never send an email asking for your Login ID or password. Be careful about unsolicited emails and other phishing attempts. Richardson Wealth will always send you back 

to the MyRichardsonWealth site to ask for or provide information.
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Summary

Summary Charts

Upon login, you will be presented with a Summary page. The information on the 
page is based on the accounts associated with your login profile.

The information on the page and within MyRichardsonWealth will update every two 
hours based on the current day’s activity. 

If you have a mix of account currencies, your assets will be converted to CAD for the 
charts and graphs. The FX rate(s) at the top of the page has been used for the conversion 
to CAD.

1. To navigate to other pages within MyRichardsonWealth, you can use the navigation 
bar at the top of the page or the shortcuts which are explained in the guide.

2. The Asset Class Summary allows you to view how your overall portfolio is 
structured by asset class. By placing your mouse over the boxes, the dollar value 
and percentage breakdown will be displayed.

3. The Top Holdings displays the largest positions by market value for your overall 
portfolio.

4. The Account Type bar graph shows the market value by account type for the 
overall portfolio. By placing your mouse over the bar, the market value for the line 
item will be displayed.

5. The Grouped by Client bar graph shows the market value by client. By placing your 
mouse over the bar, the market value for the line item will be displayed.

6. The Securities Pricing % shows the portion of the portfolio which is priced in each 
of the respective currencies. This is based on the primary market in which the 
security trades.
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1. Use the checkboxes at the top of the table to make updates 
to the prices being  used.

2. It enables seamless switching between consolidated and 
individual account formats, allowing you to select the 
presentation that best suits your needs. You may also 
save your preferred default view, ensuring that your 
selected preference is retained upon future visits to the 
page. 

 Note: This enhancement is only available to those with 
UMA or PMMC accounts.

3. Use the           to export information in the table to an Excel or 
CSV file.

4. Click on an account from the table or the            icon at the 
front of the row to be  redirected to the Holdings page for 
the selected account.

5. Click on the         icon at the front of the row to be 
redirected to the Documents page for the selected 
account. 10

Summary

Asset Summary Grid

The Asset Summary Grid provides summary valuation details for each account grouped together by unique client relationship. The name associated to the group of accounts is listed in the grey line 
above the account grouping.

The information in the table can be sorted by clicking on a column header. For  example, if you want to have the account with the largest cash balance for each group listed at the top of the table, simply 
click on the Cash column to change the order to ascending or descending by the amount. An arrow will populate in the column where the filter has been applied.

By default, valuation is based on the previous day’s market close. You can update the price used for the valuation to Previous Day’s Last Bid or use Refresh Prices to update pricing with a 20-minute 
delay from Thomson Reuters.
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The information shown on the Holdings page is defaulted to display all the accounts  
associated to your login profile. You can use the search and filters options to view specific  
accounts. The information on the page and within MyRichardsonWealth will update every 
two hours based  on the current day’s activity.

If you have a mix of account currencies, your assets will be converted to CAD for the charts  
and graphs. The FX rate(s) at the top of the page has been used for the conversion to CAD.

Holdings Charts

1. The Holdings Summary displays the trade date and settlement date cash balances.
• Trade Date Cash Balance displays the cash that will be available when all  

pending trades settle
• Settlement Date Cash Balance is the current cash balance on the date of inquiry
• Securities is the total market value of securities, not including cash balances
• Margin Value is the total amount that can be borrowed against based on cash  

balances and the loan value of securities – only applicable to Margin accounts
• Loan Value represents the amount that can be borrowed against securities - only  

applicable to Margin accounts

2. The Asset Class Summary allows you to view the allocation of your portfolio to the  
various asset classes. By placing your mouse over the boxes, the dollar value and  
percentage breakdown will be displayed.

3. The Sector Summary illustrates the sector allocation of the holdings in your portfolio.

4. The Geography Summary shows the geographical breakdown of the securities held. For  
mutual and exchange-traded funds, there is no drill down available to the underlying  
country allocation. You can use the              to zoom-in or out of the map.

5. You can pause, play, move forward or backward to view the graphs using the                in  
the top right corner of the graph.

11

Holdings
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Holdings

Updating your View

The default pricing valuation is based on the previous day’s market close. 
You can update the price used for the valuation to Previous Day’s Last Bid 
or use Refresh Prices to update pricing with a 20-minute delay from 
Thomson Reuters. 

1. Use the checkboxes at the top of the table to select your pricing option.

2. When viewing current day’s holdings, the default displays on a trade date 
basis. Use the checkboxes to select trade date or settlement date 
viewing for the current date. When viewing holdings on a historical basis, 
the view will only be available on a settlement basis.

3. The holdings in your portfolio can be viewed on a consolidated basis or 
itemized by account. When itemized, if you hold the same security in 
multiple accounts, you will see the breakdown by account.

4. Use the Search by to refine your search, to select from Groups or by 
Account(s).

5. Use the As of Date to view the holdings for a date in the past by clicking 
on the calendar to select the date. Information is available for the current 
year and the past two years.

6. After you’ve made your selections, you will need to click on the Search 
button.

7. Using these buttons to:

                                               Save a default view to load when you go to the Holdings page 

                                               Load your default view to return you to the saved view 

                                               Return to the firm view to display all the accounts associated to your login profile

                                               Remove the search criteria and return to the firm default view

8. Use the Sort Preference to update the table view by Asset Class, Sector and/or Geography. These option 
boxes are additive and can be used in combination. To remove an item, click on the X beside it.

9. Use the         to update the columns being displayed.

10. Use the to export to Excel or CSV format. The export will be based on the search criteria  
        entered.
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Holdings

Asset Holdings Grid

1. Click on the        icon at the front of the row to go to 
the trade confirmations for the selected security. In 
some cases, it is possible that no document is 
available. 

2. Click on the        icon at the front of the row to view the 
activity for the selected security. If no icon appears, 
you may need to update your view to itemize by 
account or there may be no activity available for the 
security 

The Information in the table can be sorted by clicking on 
the column header. For example, if you want to have the 
symbols listed in alphabetical order, you can click on the 
Symbol column to change the order for ascending or 
descending. If you have selected a sort preference, the sort 
will occur within the asset class. An arrow will populate in 
the column where the filter has been applied.

Tip for sorting and exporting

Remove all sort preferences prior to exporting the data.  
This will make it easy to work with the file and filter the 
data in Excel.
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Activity Page Overview

The Activity Page in MyRichardsonWealth offers a consolidated view of recent transactions across all 
investment accounts. By default, it displays the latest activity across all accounts, but you can customize 
the view by selecting a specific account or grouping of accounts as their default.

The page is refreshed hourly to capture current-day activity. The default date range includes transactions 
most recently processed date, going back 7 calendar days.  Activity is available going back two years 
plus the current year.

Activity Charts

Charts on the Activity Page provide insights into portfolio performance and income earned:

Change in the Consolidated Portfolio (CAD)

• Opening Market Value: The value of the holdings calculated using the previous day’s closing prices 
on the selected day.

• Additions/Transfers In: Cash or assets added during the selected period.
• Withdrawals/Transfers Out: Cash or assets removed during the selected period.
• Change in Market Value: Reflects how the value has changed due to market activity. 

Closing Market Value + Withdrawals – Additions – Opening Market Value 
• Closing Market Value: Current value based on latest closing prices.

This summary provides information on how the portfolio value has changed over time.

Summary of activity (CAD)

This section summarizes income earned during the selected period. It categorizes transactions by 
income type.

• Interest Income: Interest paid during the period. 
• Dividend Income: Dividends paid in cash and/or reinvested. 
• Distribution Income: Distributions paid in cash and/or reinvested

Note: This may section not reflect taxable income; you should refer to official tax slips for reporting.

Tip: The Activity Page view can be displayed at the individual 
account, a grouping of accounts, or all accounts consolidated. Use the 
“Save As My Default View” option—to change the clients preferred 
view.

Activity
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Updating the View

1. Use the Search By feature to filter by group or account. The default view shows all 
accounts, but it can be switched to an individual account or group of accounts.

2. Adjust the Start Date and End Date using the calendar tool. Activity is available for the 
current year and the two previous years.

3. Choose from three date types:
• Processed Date: When the transaction was processed
• Trade Date: The trade date of the activity 
• Settlement Date: The date the activity was settled

4. After selecting filters, click Search to update results.

5. Use Filter By to refine the populated data or narrow down search results. Filters apply 
automatically as selections are made, or text is entered. To include cancelled transactions, 
check the box labeled Include cancelled transactions.

6. Use these buttons to:

7. Use Sort Preference to sort by Client Name or Account Number (both selected by 
default).

8. Use this icon          to add additional columns and this icon           to export to Excel or CSV 
format. The export will be based on the search criteria entered.

Save As My Default View Save a default view to load when you go to the Activity page 

Load My Default View Load your default view to return you to your saved view 

Firm Default View Return to the Firm view – the default account selected by the system

Clear Search & Filters Remove the search criteria and return to the saved view

Tips for tracking cash balances and adjusted cost base

Use Net Cash Amount and Market Value to monitor cash added or withdrawn from your 
account.

Use the Cost Adjustment column to track transactions which have had an impact of the cost 
of a security. This does not include activity which reduce the position held. For example, a 
partial Sell will not display a value..

Note: In the consolidated portfolio view, columns will be available to show the conversion of 
activity to CAD when there is a mix of accounts of different currencies being consolidated 
such as Net Cash Amount (CAD), Market Value (CAD), and Cost Adjustment (CAD).

Activity
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Sheet1

		Save As My Default View		Save a default view to load when you go to the Activity page 

		Load My Default View		Load your default view to return you to your saved view 

		Firm Default View		Return to the Firm view – the default account selected by the system

		Clear Search & Filters		Remove the search criteria and return to the saved view
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Activity

Exporting Activity

You can export activity for one account or modify the export to include multiple accounts.

Use the           to export to Excel or CSV format. The export will be based on the search criteria 
entered on the page or you can modify the export by following the below steps.

1. Create a name for your export.

2. Select the format of XLSX for Excel or CSV.

3. Click on the           to open up the option to modify the export.

4. Select the Date Range for the export.

5. Select Processed Date and Settlement Date. 

6. Click on Update to refresh the data.

7. Select the Groups, Accounts, Activity or Symbols for the export. These are multiple select 

options. Use the X beside an account to remove it from the filters.

8. Include All Cancelled Transactions. This is important to ensure your records are up-to-date.

9. Click on Export or Cancel (if further modifications are required).
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Messaging Your Advisor Team

Use the Message Centre to send and receive secure 
messages.

1. To send a message to your Advisor Team go to 
Messages. Click on

This will open a new message where you can type your 
message to your Advisor Team.

2. Select your advisor in the To: field. 

3. You can attach documents using the paperclip icon       . 
A maximum of 25 MB can be attached to a single 
message.

4. You can also link documents from the Documents or 
Tax Centre, which includes them as links within the 
message to your Advisor Team.

5. Once your message is ready, click on the Send button 
to have it delivered to your Advisor Team. A copy of the 
message will be available to you in your sent items 
should you need to refer back to it. If you are not ready 
to send the message, use the Save button which will 
create a draft which you can come back to in the Draft 
folder to complete at another time. If you no longer wish 
to send the message, you can click on the Cancel 
button and the message will be deleted.
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Messaging Your Advisor Team

If your Advisor Team sends you a message through MyRichardsonWealth, you will 
receive an email notification to the email address associate with your login ID.

When you login into MyRichardsonWealth, you will see a count of the new messages 
available to you for review. New/Unread messages will be in purple text. When you 
select a message it will be highlighted in blue.

To reply, click on the            preview pane icon or double click on the message and click 

on the            to open the reply window.

Tip for updating your email address

To ensure that you do not miss any messages, make sure you keep your email 
address up-to-date. If your email changes, you can update it in your Profile 
Preferences.

Managing your messages

1. Use the Filter by to find a specific message. The filter works automatically as you 
make your selections from the options available or the text you enter in the  
available fields.

2. Should you no longer require a message and want to delete it, click on the box  
beside the message you want to delete. This will open up the trash can icon which 
will allow you to delete the message. You can delete multiple messages at the 
same time by selecting multiple check boxes or you can select the box at the top of 
the column for all items.
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Markets

Market Overview

Provides the value and intra-day changes for each of the major indices.

When you click on an index, the chart and news will update to match with your 
selection. The Index chart is defaulted to a one-year period, but you can change 
the timeframe by making a selection at the top of the chart.

1. Currency

Lists the market currency exchange for the bid and ask quoted against USD.

2. News

Displays up-to-date news related to the indices displayed. The news source is 
Thomson Reuters. Some news may not be available in your language preference.

3. My Holdings Chart

The My Holdings heat map is defaulted to display the turnover by size for the day 
within the marketplace related to securities you hold in your portfolio.  This is not 
reflective of the quantity of the position held in your portfolio but solely related to the 
market activity. You have the ability to update the chart using the options available. 
The chart is only available for securities that trade over an exchange.  If you do not 
have any exchange traded securities in your watchlist, then it will default to TSX-60 
holdings.

If you change your watchlist default, the chart will display the information from your 
default watchlist.
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Markets 

Access to Quote Details

1. Enter a symbol or the name of the security in the Quote field. Results will 
automatically come back based on your entry.  

2. You can further refine the results by selecting from the available instrument types.

3. Select the security from the list to open the quote details. A security may be listed in multiple 
markets so ensure you are making the correct selection. Securities traded in Canada will display 
an ISIN beginning with CA and securities traded in the United States will display an ISIN beginning 
with US. In some cases, only the primary market may be available for a quote.

4. The quote screen provides current day information or last close if viewing on a non-business day, 
after the market close, or on a market holiday. Stock Reports may be available by clicking on the      
icon       .

5. By default, the one-year chart information is displayed. The chart can be changed with the chart 
options available.

6. There will be fundamental information about the security which includes dividend information if 
applicable.

7. Any news related to the security can be viewed. Some news may not be available in your 
language preference.

8. Securities can be added to a new Watchlist by selecting 

Tip for adding to a Watchlist

You cannot add securities to the My Holdings watchlist as this is based on your account holdings. 
You will need to create a new custom Watchlist first. After you’ve created a custom watchlist, you 
can add the securities you’d like to follow. You are also able to set this watchlist as your default view.
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Markets   

Creating and Editing Watchlists

By default, you will be presented with a watchlist of your market-
traded positions. This list cannot be edited and will update 
dynamically as securities are bought and sold in your portfolio.

To create your own watchlist:

Select

1. Create a Name for the watchlist.
2. Set it as your default (optional).
3. Find the securities you are interested in following. 
4. Use the plus icon to add securities.
5. Use the trash can icon to delete selected securities.
6. Save when done.

You can create multiple watchlists, but they will need to have a 
unique name.

Once you have created a watchlist, you can                       it as 
needed or                       if no longer required.

Mutual Fund Quote

To access quote information on a Mutual Fund:

1. Enter the Mutual Fund symbol in the quotes field. A list of 
funds will be returned. Select the fund from the list to display 
the quote details.
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Documents

The Documents page is broken into 3 categories: Statements, Confirms and the Vault.  

If you have selected e-delivery for your Statements, Confirms and Tax Documents, you will receive notification by email when a new document is available for viewing. New documents will be bolded in 
purple font. Once a document is read it will appear in black font.  By default, documents unread documents are listed first, followed by documents that are read.   

Statements:  New statements will be available in MyRichardsonWealth approximately one week after the end of the month. Note: If there is no activity in your accounts, a statement may not be 
produced.  Statements will always be provided for March, June, September, and December regardless of activity. The Annual Performance and Charges Reports are available in January 
approximately three weeks after the end of December. Statements and Annual Performance and Charges Reports will be available for a maximum of seven years.

Confirms:  Trade Confirmations will be available the next business day after a trade has occurred. Note: Trade confirmations are not produced for SMA or PMA accounts. Annual Performance and 
Charges Reports Confirms will be available for a maximum of two years.

Vault:  Used to upload documents you want to share with you Advisor team and/or they want to share with you. These documents will be available for a maximum of seven years but may be achieved 
or deleted as required.

The orange circle above the documents category will indicate if you have any new “unread” documents available.

To access the Documents screen:

1. Click on the Documents icon 
in the navigation bar. The orange 
circle above the documents 
category will indicate if you have 
any new “unread” documents 
available.

2.Click the appropriate box to 
select Statements, Confirm or 
Vault.

22
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Documents – Documents and Confirms

Documents and Confirms tabs

1. Mark as Read allows you to mark several documents as read at 
once. You must select the documents to be updated by checking the 
boxes beside each unread document. 

2. Use the Account Cross Reference dropdown (Document of Confirm 
tabs) to select the pre-conversion account number(s) to search for 
documents. The new account number(s) will populate in the 
Accounts field in the Search by section when selected.

3. The Search by and Filter by boxes located at the top of the page 
will assist you in finding specific documents.

Use the Search by to refine your search. You can select from Clients, 
Accounts, and/or a date range. The search boxes can be used 
individually or in combination. After you have made your selections, you 
will need to click on the             button.

Use the Filter by to filter the pre-populated data or in conjunction 
with the Search by results. The filter works automatically as you 
make your selections from the options available or the text you 
enter in the description field.

Use the Clear Search & Filters to reset the search and filters.

To view a document:

4. Click on the document icon         located at the beginning of the row. 
This will open a PDF copy of the document which you can print or 
save locally to your computer.

Tips: - Double-click on the column heading to sort the documents. For example, if you double-click on 
Uploaded Date, the list will arrange the files from newest to oldest.

When a document that was previously unread is marked as read, it will automatically move to the bottom 
of the list. This ensures that unread documents always appear at the top. 23
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Documents – Documents and Confirms

To download multiple documents:

1. Click on the boxes at the beginning of the row, 
selecting at least two documents. 

2. Once you’ve made your selection, click Download 
Selected Documents.

                            
A window will open allowing you to name and save the file. 
Click on Save. This will create a file which can be saved 
locally to your computer. To access the downloaded files, 
go to your Downloads folder on your computer.  Look for 
a folder with the name you created; the documents you 
selected will be within the folder.

You can download a maximum of 25 documents at one-
time.  

24
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Vault tab

1. The Search by and Filter by boxes located at the top of the page will 
assist you in finding specific documents.

Use the Search by to refine your search. You can select from Clients, 
Accounts, and/or a date range. The search boxes can be used individually or 
in combination. After you have made your selections, you will need to click 
on the             button.

Use the Filter by to select specific criteria for your search.  The 
Search by allows you to select a date range for the document search. 
The filter works automatically as you make your selections from the 
options available or the text you enter in the description field.

Use the Clear Search & Filters to reset the search and filters.

2. Understanding the document icons:

Click on the View Document      icon to see the content of the document. This 
will also allow you to print or save locally to your computer.

Click on the Archive Document     icon to add the document to archive. To 
unarchive document, click on the Restore Document       icon. Archived 
documents can be included in search results if the box Archive Documents is 
checked.

Click on the Garbage       icon to delete documents that have been archived. 
Note: The garbage icon is only available for documents that have been marked 
as archived.

Click the Edit        icon to edit the document name, description, and visibility.

Click the View Detail      icon to view file details of the upload document.

Documents – Vault

Tips: - Double-click on the column heading to sort the documents. For example, if you double-click on 
Uploaded Date, the list will arrange the files from newest to oldest.

When a document that was previously unread is marked as read, it will automatically move to the bottom 
of the list. This ensures that unread documents always appear at the top.
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Documents – Vault

To download documents from the vault

1. Click on the boxes at the beginning of the row, selecting at 
least two documents. Once you’ve made your selection, 
click Download Selected Documents.

                            
A new window will open allowing you to name and save the 
file. Click on Save. This will create a file which can be saved 
locally to your computer. To access the downloaded files, go 
to your Downloads folder on your computer.  Look for a 
folder with the name you created; the documents you 
selected will be within the folder.

You can download a maximum of 25 documents at one-
time.  

To upload new documents into the Vault:

2. Click Upload New.  

On the File Upload screen:
a) Select a Document Categoryy from the dropdown menu.
b) Click on the        icon. This will allow you to access your 

files on your computer where you can search for and 
attach the desired document.

c) Enter a File Name.
d) Enter the individual(s) who should have access to the 

shared file.  
e) Enter a Description of the document being uploaded 

and shared.
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Tips: - Double-click on the column heading to sort the documents. For example, if you double-click 
on Tax Year, the list will arrange the files from newest to oldest.

When a document that was previously unread is marked as read, it will automatically move to the 
bottom of the list. This ensures that unread documents always appear at the top. 27

Tax Center

In Tax Centre, you will have access to PDF copies of tax documents issued by 
Richardson Wealth.

Tax documents will be available for a maximum of seven years.

If you selected e-delivery for your tax documents, you will receive notification by 
email when new tax documents are available for viewing.

1. Click on the Tax Centre link in the navigation bar. The orange circle above the 
Tax Centre link will indicate if you have any new “unread” documents available.

2. ‘Mark as Read’ allows the user to mark several documents as read at once. 
The user must select the documents to be updated by checking the boxes 
beside each unread document. 

3. Use the Account Cross Reference dropdown to select the pre-conversion 
account number(s) to search for documents. The new account number(s) will 
populate in the Accounts field in the Search by section when selected.

The Important Events calendar will display key dates associated to contribution 
deadlines and personal tax filing dates. The calendar will also include the dates for 
when tax slips are expected to be available within MyRichardsonWealth.

The Search by and Filter by boxes located at the top of the page will assist you in 
finding specific documents.

Use the Search by to refine your search. You can select from Clients and/or 
Accounts. The search boxes can be used individually or in combination. After you 
have made your selections, you will need to click on the Search button.

Use the Filter by to filter the pre-populated data or in conjunction with the Search 
by results. The filter works automatically as you make your selections from the 
options available.

Use the Clear Search & Filters to reset the search and  filters
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Tax Center

To view a document:

Click on the document icon       located at the 
beginning of the row. This will open a PDF copy 
of the document which you can print or save 
locally to your computer.

To download multiple documents:

Click on the box at the beginning of the row, you 
will need to select at least two documents with a 
maximum of 25 documents at one time. Using 
the filters, you can  download all of the tax 
documents for a selected tax year. Once you’ve 
made your selections, click on

A window will open allowing you to name and 
save the file. Click on Save. This will create a file 
which can be saved locally to your computer. To 
access the downloaded files, go to your 
Downloads folder on your computer.  Look for a 
folder with the name you created; the documents 
you selected will be within the folder. 

TABLE OF CONTENTS



29

Resources 

Additional materials and information are available to 
you on the Resources page.

The resource types are:

Market Commentary – will contain articles from 
our internal research team

Education – will contain articles from our Tax and 
Estate Planning team

Help Centre – will have the user guide for  
MyRichardsonWealth and other related 
materials

News – will contain news related to Richardson 
Wealth

General – will have other miscellaneous topics
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Use the             located in the top corner of the screen to view and edit key information 
about your profile.

1. Click on Profile

From here you can access your Advisor Team contact information.

2. Use the             to open the Preferences section.

3. Click on the Edit button and then select one of the two-factor authentication options 
available  After you have successfully completed one of the two-factor authentication 
options, you will have access to make changes to your profile information.

a. You can update your email address and mobile phone number as required. As a 
reminder, this is the email used to send notifications regarding document delivery 
and messages.

b. You can update your Login ID. 
c. To change your password, you will need to click on the edit icon          and enter your 

existing password.
d. Trust a Device – You can click on the lock icon        to trust the current device. This 

allows you to bypass two-factor authentication when you access the system from that 
device.

e. You can update your language setting.
f. Turn on or off the two-factor additional security feature.
g. Change and update your security questions and answers.

4.    When you are finished with your updates, click the Save button.

       Tips for granting access to view accounts           

Another user of MyRichardsonWealth may want to grant you access to see their accounts 
and documentation. For them to be able to grant you access to their accounts, they may 
need you to provide them with your personal access code which is located at the top of the 
preference section (see the orange box). The code is not required if have accounts 
where you have shared authority such as a joint or entity account. This code is used 
solely for the purposes of granting access. See page 30-31 for more details. 30

Updating Your Profile 
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Updating Your Profile

E-Delivery

You can update your e-delivery preferences for your Statements, Trade Confirms, 
and Tax Forms anytime in your profile. To do so follow these steps:

1. Access your E-Delivery Setting by selecting Profile from the dropdown in the 
top right of your MyRichardsonWealth. 

2. Click the E-Delivery dropdown              to open this section.

3. Click Edit E-Delivery. 

4. Each document type has a dropdown option to select Yes or No. 
Select Yes to receive that document type electronically. 
Select No to receive that  document type by mail. 

      Click the Save button once you’ve finished editing your delivery methods. 

5. You will be required to confirm and accept the terms and conditions for any 
changes made. Document elections will be presented at the top of the page in  
bold.  The document will be displayed associated with their relevant term and 
condition. For electronic delivery, you will need to scroll to the bottom, to check 
box to confirm your agreement to the electronic delivery terms.  You will then 
click the Confirm button. 

Changes to delivery methods can take up to two business days 
for the change to take effect  so it is possible that you may 
receive a document based on your old preference (paper or 
electronic).  
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Managing Accounts

In the Manage Account section, you will have the ability to add accounts and organize 
them into custom groups.  

Creating Groupings

The system provides default groupings based on each unique client. You can create 
custom groupings of your accounts. For example, if you want all your USD accounts 
grouped together or all your registered accounts grouped together you can create a 
custom grouping for these accounts.

1. Click the person icon at the top right and select Profile.  
2. Use the Arrow          to open the Manage Accounts section. 
3. Click the                  button.
4. Create a group name for the accounts. Next, select the accounts you wish to add to 

the group from the account dropdown list by clicking on the account(s). 
5. Click Save when finished.

Modifying Groupings 

You are able to add/remove accounts from custom groups as well as rename the group. 
This can be done by clicking on the        icon. Note: The name on default can be 
modified but you cannot add or remove accounts from default groups. 

6. To remove accounts from custom groups, click the account or the X in the account 
description field.. To add accounts to the existing grouping, click within the Account # 
field to open up the dropdown list and then select your accounts by clicking on them.

Deleting Groupings 

Custom groupings can be deleted by clicking on the trash can icon       .  However, 
default groupings cannot be deleted. 
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Updating Your Profile

Adding Accounts 

As part of a nightly process, the system will look for accounts associated 
to you and add them to your profile. There are some account types 
where this process will not work, such as entity/corporations which 
require additional validation. If there are accounts that you should have 
access to but have not been added, you can add them to your access.

1. Click the person icon at the top right and select Profile.
2. Use the Arrow          to open the Manage Accounts section 
3. Click the                        button.
4. Select the type of  account either an Individual/Joint or Entity 

Account. Fill in the required information and click Save. You will get 
a confirmation message if successful. If an issue occurs, please 
follow up with your Investment Advisor. 

Nicknames

Nicknames can be applied to an account for identification or to assign a 
purpose. For example, you might want to label an account as “Jannie’s 
education” for an RESP. 

To create a nickname, click the edit         icon at the end of the row of the 
account you want to add or modify the nickname.

5. Enter the name in the Nickname field.  If you want to Delete a 
nickname, use the edit icon and remove the text from the Nickname 
field.  The description will then revert to the system description.  

6. Once completed, click Save.
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Manage Access – Granting Access to your Accounts

In the Manage Access section, you can share access to your account 
information with your spouse, accountant, or any other trusted
individual.

There are three different ways to grant somebody access to your 
accounts. It depends on whether you are granting access to;

• Someone you share accounts with (e.g. Joint or Entity account 
where you both have authority over the account)

• An existing user of MyRichardsonWealth
• A Third-Party user of MyRichardsonWealth who doesn’t have an 

existing login or wants to have a unique login for your accounts

Granting Access with Shared Accounts 

1. If you have joint or entity accounts with someone and they have a 
MyRichardsonWealth Login ID, you can grant them access to your 
accounts by clicking on the edit button at the far right of the user’s 
name. Select the accounts and documents you would like them to 
have access to. Follow the steps below:

a. Click the          icon for the selected user.

b. Select the documents that you wish to grant the user access to by 

check marking the boxes. Refer to page 34 for more details

c. Check the box confirming that you accept the changes made to the 

user's access.

d. Click Submit.
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Manage Access – Granting Access to your Accounts

Granting Access to Existing Users

2. If you want to grant account access to someone 
where you do not have any shared accounts and 
that person already has a MyRichardsonWealth 
Login ID, you can grant access by clicking on the                        
button. Follow the below steps:

a. Each login user is assigned a unique personal access code 
located in their Profile under the Preferences section. This 
access code is solely used for the purpose of granting 
access. You will need to Obtain the personal access code 
from the person that you want to grant access to your 
accounts. 

b. Enter the personal access code into the Account Access 
Code box.

c. Click the Validate Code button.
d. You will receive a message confirming the validation of the 

personal code. An error may occur if you have shared 
accounts as the granting of access in this case uses 
another process. In addition, if the code is not validated by 
the system, you will receive an error and will not be able to 
proceed. You will need to validate that the code is correct.  

e. Scroll down and select the documents that you wish to grant 
the user access to by checking the boxes. Refer to page 34 
for more details

f. Click Submit when finished
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Manage Access – Granting Access to your Accounts

Granting Access to Third Party Users

3. If you want to grant access to a Third Party, such as your accountant or 
have another trusted individual and they are not an existing user of 
MyRichardsonWealth or want to have a unique login for your accounts, you 
can grant them access by clicking the button. Follow the 
below steps:                                  

a. Click the                    button.
b. Type the information regarding the person you are granting access to into 

the third-party access fields. 
c. Scroll down and select the documents that you wish to grant the user 

access to by checking the boxes. Refer to page 34 for more details.
d. Click Submit.

A notification will be sent to the email address entered. The person will need 
to complete the enrollment steps within 14 days of receiving the email to 
complete the process and gain access the accounts you’ve permitted them to 
see.  
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Manage Access – Removing and Modifying Access to your accounts 

Removing Access you Granted

You can remove someone’s access to your accounts at any time. 

a. To remove access that you have granted, go to the Manage Access 
section labeled Access Granted to My Personal Account(s). The 
name of each person with access is located in the grey header. Click on 
the garbage can        icon to remove access.

b. Select Yes to remove access or No if you want to continue to give 
access to that person. 

Modifying Access you Granted

c. To edit the access you’ve granted to somebody, go to the Manage 
Access section labeled Access Granted to My Personal Account(s). 
Click the        icon next to the person who’s access you wish to update.  

d. You can then modify the accounts and documents access you have 
granted to that person. Refer to page 34 for more details

Removing Access Granted to You 

1. To remove access to some or all of the accounts which have been 
granted to you, go to the Manage Access section labeled Access 
Granted to You. Click on the edit        icon beside the person. This 
will open a new window displaying the accounts you’ve been given 
access to. You can remove some or all of the accounts by using the 
selection boxes. Once you’ve made your changes, click on the 
removal button at the bottom. Once removed, they cannot be added 
back by you. They can be added back only by the person that had 
granted the access. 
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Manage Account – Viewing and Document Access

You have control over the accounts and the documents you permit 
others to see.

1. Use the checkboxes to select the accounts and documents you  want to 
make available to the individual you are granting access to. To grant 
document access, you must first grant the account view access and then 
select the document access you wish to grant.

 
The boxes at the top of the column allow you to select access to all the 
accounts and documents. Using the individual boxes across the row allow 
you to select specific accounts and/or specific documents that you want to 
grant access to the person to see. (e.g. You may only want to give your 
accountant access to your RRSP and not your TFSA.)   

•   - View access to all documents

•   - Statements

•   - Confirms

•   - Tax Forms and Supplemental Tax Reports
 

2. If you are giving access to all accounts and documents, you can grant 
access to all future accounts as well. This will provide access to any 
new additional accounts under the existing client. If you add additional 
accounts under a different client relationship, these accounts will need 
to be added using the modify steps on page 33. 

 
3. Accept the request and submit.     
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Support

This page provides answers to frequently asked questions on how to use  
MyRichardsonWealth and the features available.

Additional Support:

1. In conjunction with this user guide, there is additional support on the 
external login page with questions and answers to help you with the 
system and troubleshoot issues. These questions and answers are 
typically related to enrollment or login items.

2. After you’ve logged into the site, there is additional support available 
under the Support icon        located in the top right corner of the page. 
These questions and answers are related to functionality within the 
system.

If you cannot find what you are looking for, you can submit your own 
inquiry or reach out to your Advisor Team for furtherassistance.
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Disclaimers
Richardson Wealth Limited is a subsidiary of iA Financial Corporation Inc. and is not affiliated with James Richardson & Sons, Limited. Richardson Wealth is a trade-mark of James Richardson & Sons, Limited and Richardson 
Wealth Limited is a licensed user of the mark. Richardson Wealth Limited, Member Canadian Investor Protection Fund.
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