
Guide to digital address change tools

You can now use Schwab’s newest, most efficient, and most secure digital tools to initiate 
address changes for your clients’ accounts, with no paper required. The system then sends 
the request to your client to approve online or with a few taps on their mobile device—similar 
to the electronic approvals for move money transactions.

This guide is a step-by-step walk-through of the experience for you and your clients.  
For additional information and answers, please consult our FAQ. 

Advisor’s 
experience >>

Client’s  
experience >>

https://www.schwab.com/public/file/P-11984886


Charles Schwab2

Advisor’s 
experience >>

To access the tool, use the two new links on the Forms & Applications page. 1  The Change client 
address link initiates a new process. 2  Use the View & manage digital envelopes link to continue 
working on a previously saved envelope or to check on the status of an existing request.
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Welcome Advisor
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Advisor’s 
experience >>

1. Select Client 2. Edit Addresses 3. Finalize Envelope 4. Submission Confirmation

Address Change

 
1  You can choose the client’s name from the Recent Contacts list and drag-and-drop it into the space 

indicated. 2  Or you can search for a client based on name or on Social Security or account number.
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Advisor’s 
experience >>

1. Select Client 2. Edit Addresses 3. Finalize Envelope 4. Submission Confirmation

Address Change

1  Once you’ve selected a client, you’ll see all accounts for which that client has authority to approve 
an address change. 2  Next, choose the master account to which you would like to send alerts and 
status updates. 3  Then click Next to begin updating addresses.
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Advisor’s 
experience >>

Address Change

Edit Addresses

1. Select Client 2. Edit Addresses 3. Finalize Envelope 4. Submission Confirmation

On the Edit Addresses page, you will see all the addresses currently associated with the client you’ve selected. 
1  Click the Edit link to update an existing address, 2  or you can use the Add Alternate Address link to add a 

new address to the client’s profile. 3  If this client would prefer that mail for all accounts be delivered to a single 
address, check that box and choose the address from the drop-down list. 4  If mail for different accounts should 
be assigned to specific addresses, use the drop-down list to choose the right address for each account.
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Advisor’s 
experience >>

Address Change

Edit Addresses

1. Select Client 2. Edit Addresses 3. Finalize Envelope 4. Submission Confirmation

When you click the Edit link for an address, you have the option of 1  using the drop-down list to 
assign an existing address from the account or 2  entering a new address; for example, you can 
designate an existing Alternate address as a New Home address. Once you’ve finished, 3  click 
Continue. Please note that each address entered will be validated to ensure timely mail delivery.
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Advisor’s 
experience >>

 
1  Review all changes before submitting them to your client for approval, then 2  click Next.

Address Change

Review Changes

1. Select Client 2. Edit Addresses 3. Finalize Envelope 4. Submission Confirmation
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Welcome Advisor
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Advisor’s 
experience >>

 
1  Confirm the email address and phone number for the approving client before you send the digital 

envelope for authorization. If the information is correct, 2  click Send envelope to client.

Digital Envelopes

1. Select Client 2. Edit Addresses 3. Finalize Envelope 4. Envelope Sent

2
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Welcome Advisor
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Advisor’s 
experience >>

1  You’ll see a confirmation that the digital envelope has been sent to the client. 2  Click the 
Envelopes in Progress link to review the envelope’s status. You will also find a link to this status 
page on the Forms and Applications page.  

Digital Envelopes

1. Select Client 2. Edit Addresses 3. Finalize Envelope 4. Envelope Sent
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Welcome Advisor
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Clients’  
experience >>

Approving  
via mobile

Approving  
via web

Your client’s approval experience
Once you’ve submitted the digital envelope, your client can 
approve the changes, using either a desktop computer or a 
mobile device. Choose from the two samples below to review 
what your client sees during each process.

Please note: The desktop experience reflects what a client 
who has existing Schwab accounts and Schwab Alliance 
login credentials will see during the approval process, while 
the mobile experience reflects what a Schwab client without 
Schwab Alliance login credentials will see. The additional 
steps reflected in the mobile experience are very similar to 
those that a client without Schwab Alliance credentials would 
experience when approving via desktop computer, as well.

Client’s  
experience >>
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Approving  
via web

Client’s  
experience >>

Once the envelope has been submitted, your client will receive an email from Schwab, indicating 
that you’ve initiated a change to their account that requires their approval. 1  Your client will click 
the Review Changes button to begin the process.

1
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Approving  
via web

Client’s  
experience >>

1  Your client will enter their Schwab Alliance credentials and click Login. 2  If they don’t have 
login credentials, the client will click New User and follow the guided process for creating a login 
ID and password.

1

2

Account Maintenance
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Approving  
via web

Client’s  
experience >>

1  Once logged in, your client will review the changes you’ve initiated and 2  click Approve to 
implement them. If your client chooses to decline, no changes will be made to the addresses on 
the account.
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Account Maintenance
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Approving  
via web

Client’s  
experience >>

Account Maintenance

Your client then reviews and consents to using electronic records and signatures by 1  clicking the 
I consent checkbox. 2  The client then clicks I agree to the terms and conditions before 3  clicking 
Submit to complete the address change.
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Approving  
via web

Client’s  
experience >>

 
1  The next screen confirms that the process has been completed successfully. 2  Your client then 

clicks the Logout button to exit.

Account Maintenance

1

2
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Approving  
via mobile

Client’s  
experience >>

Account Maintenance

Once the envelope has been submitted, your client will receive an email 
from Schwab, indicating that you’ve initiated a change to their account 
that requires their approval. 1  From a mobile device, your client will 
click the Review Changes button to begin the process.

1
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Approving  
via mobile

Client’s  
experience >>

Account Maintenance

If your client does not have a Schwab Alliance login, the system will 
authenticate their identity by providing an access code. 1  The client 
indicates their preference for receiving the code either by text message  
or automated call. 2  The client then clicks Continue.

1

2
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Approving  
via mobile

Client’s  
experience >>

Account Maintenance

1  Your client enters the access code on the next screen, then  
2  clicks Continue to complete the authentication process  

and proceed to approve the digital envelope.
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Approving  
via mobile

Client’s  
experience >>

Account Maintenance Account Maintenance

Because this client does not have Schwab Alliance credentials, the system will prompt 
him or her to 1  create a login ID and password and select a security question. The client 
then clicks 2  Next. Clients with existing Schwab Alliance credentials will skip this step.

Next, your client will be prompted to 3  login with these new credentials.
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Approving  
via mobile

Client’s  
experience >>

Account Maintenance Account Maintenance

1  Once logged in, your client will review the changes you’ve initiated 
and 2  click Approve to implement them. If your client chooses to 
decline, no changes will be made to the addresses on the account.

Review your address updates.

1

1
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Approving  
via mobile

Client’s  
experience >>

Account Maintenance Account Maintenance

Your client then reviews and consents to using electronic records and 
signatures by 1  clicking the I consent checkbox. 2  The client then clicks 
I agree to the terms and conditions before 3  clicking Submit to complete 
the address change.

Provide your consent to use 
electronic signatures and agree 

to terms and conditions.

1 12
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This material is for institutional investor use only. This material may not be forwarded or made available, in 
part or in whole, to any party that is not an institutional investor. 

Schwab Advisor Services™ includes the custody, trading, and support services of Charles Schwab & Co., Inc. 
(“Schwab”), a registered broker-dealer and member SIPC. Schwab Performance Technologies (“SPT”) provides 
technology solutions to independent investment advisors (“Advisors”), while Schwab provides them and their 
clients with custody, trading, and related support services. SPT and Schwab are separate companies affiliated 
as subsidiaries of The Charles Schwab Corporation, but their products and services are independent of each 
other. Independent investment advisors are not owned by, affiliated with, or supervised by Schwab.

Institutional Intelligent Portfolios® (“IIP”) is a technology and service platform made available by SPT to 
independent investment advisors who maintain a business relationship with Schwab Advisor Services. IIP is 
used by Advisors to provide their clients with an automated investment management service. 

Schwab Charitable is the name used for the combined programs and services of Schwab Charitable Fund, an 
independent nonprofit organization. Schwab Charitable Fund has entered into service agreements with certain 
affiliates of The Charles Schwab Corporation.

Use of certain features requires a wireless signal or mobile connection. System availability and response times 
are subject to market conditions and mobile connection limitations.

©2019 Charles Schwab & Co., Inc. (“Schwab”). All rights reserved. Member SIPC. TWI (0519-9NMU) (05/19)

Brokerage Products: Not FDIC-Insured. No Bank Guarantee. May Lose Value.
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