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LinkedIn	and	3rd	parties	use	essential	and	non-essential	cookies	to	provide,	secure,	analyze	and	improve	our	Services,	and	to	show	you	relevant	ads	(including	professional	and	job	ads)	on	and	off	LinkedIn.	Learn	more	in	our	Cookie	Policy.Select	Accept	to	consent	or	Reject	to	decline	non-essential	cookies	for	this	use.	You	can	update	your	choices	at
any	time	in	your	settings.	From	the	2020	reviews	of	Document	Storage	and	Document	Management	systems.	CCH	Axcess	Document	from	Wolters	Kluwer	is	well	suited	for	accounting	firms	of	any	size.	While	users	will	experience	greater	functionality	when	used	with	other	Wolters	Kluwer	applications,	CCH	Axcess	Document	can	also	be	used	as	a
stand-alone	document	management	application.		CCH	Axcess	Document	is	a	cloud-based	application	that	includes	a	mobile	app	that	allows	users	to	access	and	manage	all	documents	from	their	smart	phone	or	tablet.	(For	those	looking	for	an	on-premise	solution,	CCH	ProSystem	fx	Document	is	available	from	Wolters	Kluwer	as	well.)		The	CCH	Axcess
Document	dashboard	is	completely	customizable,	and	users	are	able	to	add	up	to	six	document	panes	to	the	home	page	for	easy	document	access.	All	documents	stored	in	CCH	Axcess	Document	are	stored	in	their	native	file	format	with	an	option	to	create	a	PDF	of	any	document	for	security	purposes.	Custom	folders	can	be	easily	created	for	each
client,	and	users	are	able	to	create	a	folder	template	for	expedited	folder	setup.	The	dashboard	also	displays	a	list	of	all	currently	checked-out	files	as	well	as	a	list	of	recently	accessed	files.	Accessing	a	file	is	easy	using	the	tabs	found	in	Document	Central.	Users	can	also	add	desktop	shortcuts	to	Document	Central	that	will	point	directly	to	a	stored
file,	or	a	file	hyperlink	can	be	copied,	with	the	option	of	inserting	the	link	into	another	document.	CCH	Axcess	Document	offers	excellent	management	tools	for	accounting	firms,	including	easy	document	lookup,	document	check-in	and	check-out,	file	versioning,	direct	editing	of	any	document,	and	a	file	overdue	notification	which	alerts	users	if	a	file	is
checked	out	longer	than	scheduled.	Firm	managers	can	also	create	and	set	a	document	retention	policy	that	can	be	used	firm	wide.	Authorized	users	will	always	be	able	to	view	exactly	where	a	file	is	at	any	time,	and	good	search	options	enable	users	to	search	for	documents	using	a	client	name,	file	name,	document	name,	keyword,	document	class	or
subclass	in	the	search	process.			During	the	product	setup	process,	managers	can	establish	file	naming	conventions,	with	the	ability	to	add	classes	or	subclasses	to	documents	as	well.	Each	new	user	is	automatically	subscribed	to	a	pre-defined	folder	template,	users	are	able	to	create	additional	templates	as	desired.	Once	a	document	has	been
uploaded	to	a	folder,	the	folder	template	cannot	be	changed.	CCH	Axcess	Document	also	offers	complete	audit	trail	functionality	in	the	application,	displaying	which	documents	have	been	accessed	as	well	as	any	changes	that	were	made.	The	biggest	drawback	to	CCH	Axcess	Document	is	the	lack	of	a	scanning	option,	but	users	can	integrate	the
application	with	CCH	ProSystem	fx	Scan	if	scanning	a	document	is	necessary.	Scanned	documents	can	be	imported	directly	into	the	application.			For	secure	sharing	of	documents	with	clients,	users	will	need	to	subscribe	to	CCH	Axcess	Portal,	which	offers	bi-directional	file	sharing	capability,	with	users	able	to	share	to	a	client	portal	directly	form
CCH	Axcess	Document.	Users	can	also	publish	a	file	to	the	portal	if	desired.	Users	can	add	new	portal	users,	edit	an	existing	user,	or	delete	a	portal	user	as	needed.	CCH	Axcess	Document	includes	256-bit	Secure	Socket	Layer	encryption,	with	password-protected	access.	All	files	stored	in	CCH	Axcess	Document	are	encrypted	immediately,	remaining
that	way	during	both	storage	and	transmission,	and	all	files	are	backed	up	on	a	daily	basis.	In	addition,	any	documents	uploaded	to	CCH	Axcess	Document	are	scanned	for	viruses.			CCH	Axcess	Document	seamlessly	integrates	with	other	CCH	Axcess	applications	including	CCH	Axcess	Tax,	CCH	Axcess	Practice,	CCH	Axcess	Portal,	and	CCH	Axcess
Data	Insights,	as	well	as	CCH	ProSystem	fx	applications,	such	as	ProSystem	fx	Scan,	ProSystem	fx	Tax,	and	ProSystem	fx	Engagement.	The	application	also	integrates	with	Microsoft	applications	such	as	Word	and	Excel.	The	product	uses	an	Open	Integration	Platform	for	integration	with	third-party	applications.			CCH	Axcess	Document	users	can
access	the	product	support	page,	which	includes	product	videos,	a	searchable	knowledge	base,	an	FAQ	page,	and	direct	access	to	the	product	help	page,	which	includes	getting	started	options,	and	help	in	working	with	files,	managing	files,	and	searching	for	files.	Users	can	log	in	to	open	a	support	case	or	contact	support	via	telephone,	email,	or	chat.
Users	can	also	request	a	remote	support	session	for	more	difficult	issues.	CCH	Axcess	Document	is	a	cloud-accessible	document	storage	and	management	application	that’s	suitable	for	accounting	firms	of	any	size.	CCH	Axcess	Document	offers	excellent	integration	with	other	Wolters	Kluwer	applications	which	include	both	CCH	Axcess	and	CCH
ProSystem	fx	applications.	Pricing	for	CCH	Axcess	Document	is	available	directly	from	Wolters	Kluwer	upon	request,	with	add-on	applications	priced	separately.			2020	Rating	–	5	Stars	Strengths:	Excellent	integration	with	other	CCH	Axcess	and	ProSystem	fx	applications	Product	is	accessible	from	within	tax	preparation	applications	Includes	an	Open
Integration	Platform	for	integration	with	third-party	applications	Potential	Limitations:	Better	suited	for	firms	using	other	Wolters	Kluwer	applications	Lack	of	a	scanning	option	.	CCH	Axcess	Document	helps	you	streamline	the	management	of	documents	including	tax	returns,	client	correspondence,	employee	records	and	email.	With	electronic	filing
and	automated	retention	policy	capabilities,	your	business	will:	Reduce	costs	by	minimizing	the	need	for	copy	machines,	supplies	and	storage	space	for	filing	cabinets.	Improve	collaboration	with	version	control	and	other	features	that	ensure	everyone	has	access	to	the	most	recent	version	of	a	document.	Mitigate	risk	and	maintain	compliance	with
retention	and	audit	trail	functionality.	Be	prepared	for	emergencies	and	disasters	with	off-site	file	back-up	and	recovery	tools.	"It	improved	our	speed	and	efficiency.	We	can	pick	up	our	laptop,	go	home,	plug	right	back	in	and	it's	ready	to	go."Kylene	Carse,	CPA,	Managing	Partner	at	BWC	&	Associates,	Inc.	describes	how	her	firm	has	benefitted	from
the	mobility	CCH	Axcess™	enables	and	how	it	has	modernized	operations	so	they	can	offer	partners	and	staff	better	work/life	balance	and	enhance	its	client	services.	Contact	us	to	learn	about	CCH	Axcess	Document.	This	site	uses	cookies.		By	continuing	to	browse	this	site	you	are	agreeing	to	our	use	of	cookies.		Continue	or	Find	out	more.	Where	is
the	CCH	Axcess	Document	portion	of	the	CCH	Axcess	(mobile)	app?	After	selecting	a	client	to	view	in	CCH	Axcess	(Mobile),	all	documents	located	in	CCH	Axcess	Document	are	found	under	the	section	titled	"Document	Files."	Manage	your	CCH	Axcess	Tax	files	without	actually	keeping	them	on	your	computer.	With	the	help	of	the	TaxDome	Drive,	you
can	quickly	access	all	documents	as	if	they	were	on	your	local	drive.	×Sorry	to	interruptCSS	Error	This	site	uses	cookies.		By	continuing	to	browse	this	site	you	are	agreeing	to	our	use	of	cookies.		Continue	or	Find	out	more.	CCH	Axcess™	Document	and	CCH®	ProSystem	fx®	Document:	First	Year	Guidance	This	article	gives	additional	information
about	various	activities	for	CCH	Axcess™	Document	that	aren’t	performed	every	day.	It	provides	information	about	those	activities	with	links	to	other	Knowledge	Base	articles	or	help	files	for	further	detail.	If	you	have	any	questions	after	reviewing	this	information,	please	contact	your	Implementation	Consultant.Use	the	links	below	to	scroll	to	a
specific	section	of	this	article.			The	Recycle	Bin	should	be	reviewed	on	a	monthly	basis.		Do	not	let	deleted	items	build	up	in	the	recycle	bin	over	an	extended	period	of	time.		The	recycle	bin	counts	against	the	space	being	used	by	your	firm.	For	additional	information,	see	our	help	and	Knowledge	Base	topics	below.			Have	you	found	your	Class	and
Subclass	structure	to	be	efficient?		This	is	a	good	time	to	review	the	class	and	subclass	structure	to	ensure	that	all	of	items	are	being	accounted	for.	You	should	also	check	to	ensure	that	retention	periods	are	appropriate.	Document	can	be	used	to	store	files	for	non-client	information,	such	as	Human	Resources	or	Firm	Management	documents.	This	is
done	by	creating	additional	Business	Units.	Additional	security	should	be	configured	to	limit	access	and	visibility	to	those	Business	Units	and	their	files.	See	the	following	help	files	for	more	information.	Managing	business	unit	optionsSetting	up	client	access	groups	At	this	point,	it	may	be	time	to	evaluate	the	usage	of	the	Routing	Queue.	CCH	Axcess
has	the	ability	to	automatically	route	scanned	files	into	Document.	This	is	a	service	often	used	in	conjunction	with	CCH®	ProSystem	fx®	Scan.		This	service	can	be	configured	on	each	person’s	workstation.See	the	following	help	files	and	Knowledge	Base	articles	for	more	information.	Is	the	CCH	Axcess	mobile	app	being	used	by	your	staff	to	access
client	files?	If	not,	you	can	download	and	install	the	apps	from	your	app	store.	CCH	Axcess	on	Apple	App	StoreCCH	Axcess	on	Google	Play	Reports	that	should	be	run	periodically	are	the	Over	Due	Files	and	Checked	Out	Files	reports	to	ensure	all	files	are	checked-in	in	a	timely	fashion.	See	our	help	file	on	Running	Document	Reports	for	more
information	on	the	reports	available	for	Document.		Additional	training	sessions	can	be	beneficial	to	you	during	your	first	year	of	using	CCH	Axcess.	Visit	our	Training	and	Consulting	Services	website	for	additional	training	opportunities	and	resources.If	you	use	all	of	the	products	in	CCH	Axcess,	we	recommend	the	Integrated	Workflow	course.	This
course	can	be	critical	to	ensuring	your	firm	is	using	all	the	possible	integration	points	within	CCH	Axcess.
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