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1. Introduction 

This guide provides step-by-step instructions for completing an agreement in the new Docs platform. 

Although the components of the agreement have not changed from the old EGUS system, Docs includes 

an enhanced workflow that allows you as a user to more easily action and view which sections of the 

agreement you have yet to agree upon with your counterparties to the agreement. As a result, each 

agreement is divided into a Legal, Rates, and Clearing Accounts section.  

In order to reflect this new workflow, we have also changed the names of the agreement statuses. Review 

is now known as Composition and Approval is called Execution. The below graph provides a quick 

comparison between the old EGUS workflow and the updated Docs workflow. 

EGUS Workflow     Docs Workflow 

 

 

2. Login 

Login to https://psim.fia-tech.com using your email address as your username. If this is your first time 

logging in, use the “Forgot Password” link to retrieve your login information. Once your email address is 

https://psim.fia-tech.com/
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entered, an email will be sent to you with instructions how to retrieve your password. If you encounter 

issues logging in, contact your administrator or FIA Tech for assistance. 

3. Dashboard 

Upon login, you will be automatically directed to the application Dashboard. The Dashboard provides a 

view of items requiring action (Items Pending My Action), as well as in-progress agreements (Agreements 

in Flight). 

Items Pending My Action: this is a view of action items based on your user permissions. It shows actions 

that you can take to move the agreement toward execution. In order to action any of the agreements 

shown in this pane, simply click on the agreement card. The following actions display here: 

 Compose legal/rates/clearing: details need to be added to the workstream in order to make it 

ready for approval. 

 Approve legal/rates/clearing: workstreams need to be approved by your party in order to move 

it toward execution. 

 Approve execution: your party needs to sign off on the agreement in order to execute it. 

 Visibility request: users with admin permissions to any customer and/or trader parties will see 

any visibility requests from brokers.  

Agreements In Flight: this list shows all agreements that are currently not executed by your party, or 

parties. Click on the agreement ID to view the full details of the agreement. 

 

 

 

 

 

 

 

 

 

 

ITEMS PENDING MY ACTION 

 

 

 

 

 

 

 

 

AGREEMENTS IN FLIGHT 
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4. Navigation Menu 

At the top of your window, you will see a black and grey bar. This allows you to navigate throughout the 

Docs application, and between FIA Tech applications. You can also find system support information here. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If your firm uses more than one of FIA Tech’s applications, use the top bar to 
navigate between systems. The one you’re in will always be underlined in 
blue. 

This is the Docs navigation bar. Depending on your permissions, some of the 
menus or options under them may not be available to you.  
The Dashboard is your landing page. Here you can see a list of agreements you 
need to action. 
Under Agreements you can access the pages to Initiate Agreement, Search 
Agreements and Upload Agreement. 
In Rate Schedules you can Download eModule to get a blank copy of the 
eModule with all the latest product reference data. This is also where you go to 
access your party’s (or parties) Rate Schedule Library. 

Need help with the system? Under Contact Us you will 
find email and phone information to contact FIA Tech. 
The Help button allows you to email FIA Tech directly 
from inside the application 
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5. Initiate Agreement 

In the Navigation bar under Agreements, users with permission to initiate agreements will see an Initiate 

Agreement option. When selected, it allows users to initiate Standard, LME, EFP, and GUSA agreements.  

Please note, if you are a customer or trader party that uses the system free of charge, you are not able to 

initiate agreements. 

 

 

 

 

Upon clicking on INITIATE AGREEMENT, Docs will validate that all parties on the agreement exist in the 

system and that the brokers all appear on the approved broker list of the chosen customer/traders.  

   Select the agreement template you want 
to base your agreement on.  

 

  Once an agreement type is selected, the parties 
required for this agreement type will display.  

 

   Type in the name of the parties to the agreement. The 
system will automatically display parties that match what 
you have typed in. 
If no name displays, type in what you think the party’s name 
is. When you initiate the agreement, the system will 
generate a party not found request for the party. 

 

   Click the blue INITIATE AGREEMENT 
button to initiate the agreement with 
the chosen parties 

 

Effective and termination dates can be added to the agreement 

prior to initiation if desired. They can also be added while the 

agreement is in Composition 

Additional parties beyond those required for the chosen 

agreement type by selecting the ADD button. 
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If any party to the agreement cannot be found in the system, the application will prompt you to initiate a 

party not found request.  

If the request is for a customer or trader party 

that is using Docs to sign agreements, their 

administrator will receive a card in the 

Dashboard requesting that all brokers to the 

agreement be added into the Approved Broker 

List. The admin can approve or reject the 

request by selecting the appropriate action on 

the card. 

 

While the visibility request is pending the agreement will 

be in a Pending Initiation status. Once the request has 

been approved, the agreement will move to Composition 

 

6. Composition 

The Composition phase is when the bulk of the agreement is put together. This is when modifications are 

made to the agreement text, rates are added and clearing accounts defined. Throughout the Composition 

phase, the status of the agreement can be monitored through the party matrix. At any point in time, you 

can also see the overall status of the agreement in the Agreement Status bar at the top of the agreement 

view. 

 

 

 

 

The Agreement Status tracker shows where in the 

agreement life cycle an agreement is. 

The Party Matrix shows what workstreams have 

been approved by each party to the agreement. 

Once a party approves a workstream, their blue 

dot is replaced by a green checkmark.  

You can quickly navigate to 

another agreement by 

entering the agreement ID 

into the search field. 



Accelerate DOCS 
Quick Start Guide 

 

6 
 
 

In addition to the status tracker, the agreement screen contains all the additional agreement information. 

The main agreement content is contained within the individual workstreams that can be expanded to 

review their content. Users with permissions to edit data in the individual workstreams can also edit them. 

 

 

 

 

 

 

  

In the LEGAL LANGUAGE workstream you will find the legal terms specific to the agreement type selected 

in the Initiation phase, as well as the agreement jurisdiction and space to upload supplemental 

documentation in PDF format. 

The RATES workstream contains the agreement billing information, rate schedules and executing 

accounts. 

CLEARING ACCOUNTS is the last workstream. It contains only the agreement clearing accounts. 

Agreement ID and agreement download icon. 

Click on the download icon to generate a PDF 

version of the agreement. 

The dates when the agreement was initiated and 

last modified as well as by whom display above 

the effective and termination dates. A new 

effective date can be defined by any party before 

the workstreams are approved. 

Any comment added to the 

agreement displays in the 

comments tab, while all actions 

are logged in the History section 

showing who made what 

changes, and when.  

 

Once a workstream is ready for approval, 

the Reject and Approve buttons become 

active. All parties have to approve each 

workstream in order to move the 

agreement to Execution. 

Users with permission to edit a 

workstream can click on the pen 

to open up each workstream into 

Edit mode 

 

Click on the arrow to 

expand the workstream 

and view the detailed 

information 

The status displayed for the workstream 

applies only to your party. For a newly 

initiated agreement all workstreams are 

Pending Composition, i.e. data needs to 

be added to complete them. 
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In the LEGAL LANGUAGE workstream, the only information that has to be added is the jurisdiction. 

Modifying the legal language and adding supplemental documentation are not required in order to 

complete all required data. 

 

 

 

 

 

 

 

 

 

   When you start typing in a jurisdiction, the system 
will display a list of suggested localities. You can 
either choose one of the suggested jurisdictions, or 
enter your own. 

 

 

   Once all required data has been entered, the Send 
for Approval button will become active. If you have 
made all necessary edits to this workstream, click the 
Send for Approval button in order to indicate to all 
parties that the workstream is completed and ready 
for approval. 

 

 

In order to modify the text of a paragraph, simply start editing the 

paragraph in question. In view mode, added text will appear in 

bold, and deletions in strike through. 

In order to help you track your modifications, the background of 

all modified sections displays in yellow.  

The original agreement text always appears on the right hand side 

of the screen in order to provide a comparison. 

 

 

The system tracks the number of paragraphs 

modified. If you add a paragraph to the end, 

the total number increases. 
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The RATES workstream requires that a Bill to Party be specified, rates are added, and the executing 

accounts are either defined, or registered as “TBA” before  

it is ready to be approved by all parties. 

 

 

 

 

 

 

 

The system defaults the Bill To Party to the Clearing 
Broker on the agreement. However, any party other 
than the Executing Broker to the agreement can be 
designated as the Bill To Party. 

Similar to the Legal Language workstream, 

once a rate schedule has been attached and 

executing accounts defined, the Send for 

Approval button is activated. Selecting it will 

send the workstream to be approved by all 

parties. 

Rate schedules may either be uploaded from an 
eModule template or selected from your party’s 
library of rate schedules. 
Once attached to the agreement, the system will 
list the name of the rate schedule, when it was 
last modified and by whom. 

If necessary, the Executing Broker and Client to 
the agreement can choose to hide the rates on 
the agreement from all other parties. 

If your rates cannot be electronically reflected, 
use the Waiver functionality to apply for a waiver 
from eRates and upload a .pdf rate card. 

If available, Executing Accounts can be added to the agreement in this section 
and associated to rate schedules. If no executing accounts are available, the 
TBA checkbox should indicate that they will be announced at a later date. 
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   Once at least one clearing account has been 

defined for the workstream, the Send for 

Approval button is activated. Selecting it will 

send the workstream to be approved by all 

parties. 

 

   Any account added to the agreement 

displays on the right hand side. You can add 

in a description, effective and expiration 

dates for any account added to the 

agreement. If the date fields are left blank, 

the accounts will take on the dates of the 

agreement. 

 

   Docs records into all clearing accounts between a Clearing Broker and 

Customer or Trader into a central repository. When you edit the Clearing 

Accounts workstream, the system will display any clearing accounts 

previously used between the Clearing Broker and Customer/Trader on 

other agreements so they can easily be reused on this agreement.  

Simply click on the account number to add it to the agreement, or if you 

want to add all, select the Add All button. 

 

 

 

 

 

 

 

   If the clearing account you want 

to add does not yet exist in the 

central repository, use this section 

to add it both to the database and 

the agreement. 
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Once Agreement details have been composed across all three workstreams, they must be Approved by 

all parties to the agreement in order to move it to Execution. Users with permission to approve a 

workstream will see a card to Approve Legal/Rates/Clearing in their Dashboard once a workstream is 

ready to be approved. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Users with permission to approve a workstream will see 
buttons to Approve, and Reject. If there is an issue with a 
workstream, and the approver needs to reject it, they can 
select the red X, enter a comment and the workstream will 
be placed into Rejected status. Once Rejected, the 
workstream needs to be sent to approval again in order to 
restart the approval process. 

A brief summary of the content of each 
workstream can be seen when they are in their 
collapsed view. To view the full content, click on 
the arrow to expand the view. 

If additional data needs to be added, or information 
edited, select the pencil to make the modifications 
and restart the workstream approval process. 

The workstream specific status will 
update to show the status of each 
workstream for your party. To 
review the status of all parties to 
the agreement, refer to the party 
matrix at the top of the page 
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7. Execution 

Once all workstreams have been approved by all parties, the agreement moves to the Execution phase. 

All parties to the agreement have to approve it in order for the agreement to be fully executed in the 

system. 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

Approve Agreement will update the Party Action Matrix 

for your specific party to reflect that you have Executed 

the agreement. 

Reject Agreement prompts an alert 

message, requiring users to specify 

which workstream(s) are being 

rejected, as well as a reason for 

rejection. After specifying the 

workstream and comment, the 

workstream goes back to the Rejected 

status, and all prior approvals for the 

workstream are removed from the 

row.  

The Party Action Matrix shows all workstreams 

with green checkmarks, indicating approval, and 

both Reject Agreement and Approve Agreement 

buttons are now visible in the upper right 
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If you have permissions to edit a workstream, you will still see the pencil to do so. If you need to make 

changes to any section, simply select the pen to make them. This will prompt the following message noting 

that all existing approvals will be removed if any edits are made at this stage. Selecting Cancel will result 

in no changes being made to the agreement, and previous Approvals will remain.  

 

8. Agreement Search 

The Agreement Search view may be accessed through Agreements > Search Agreements. You can use this 

screen to search for agreements using the various filters. If you click “Search” without entering any 

parameters, Docs will display all agreements you have permission to view on the system. 

The search results can be exported by selecting “Export to CSV” in the top right hand corner of the screen. 

 

 

 

 

 

 

 

 

 

 

 

Various search characteristics 
are available, including 
Agreement ID, Parties, Dates, 
and Accounts. 

Details are displayed within the 
Search Results, and agreements 
may be accessed via the 
Agreement ID link 
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9. Rate Schedules 

Rate Schedules may be managed through both the existing schedule library, consisting of previously 

uploaded rate schedules, and new schedules loaded through the eModule.  Both may be accessed through 

the Rate Schedule dropdown as shown below.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Download eModule will download a blank macro-

enabled excel eModule. The eModule maintains the 

previous functionality of the prior version of EGUS, 

and is outlined in greater detail in the eRate Guide . 

Rate Schedule Library displays details on 

existing rate schedules, and provides an option 

to upload new rate schedules from eModule 

templates.   

“Upload Another Rate Schedule” allows you to 
select an eModule file on your local computer, 
and specify applicable characteristics based on 
the party and how the schedule will be used.  


