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Welcome 

WebLink is our online portal that provides access to your investment portfolio 24/7. 

This guide is meant to act as a resource for our clients as well as other users of this site which 
includes self-guided instructions on how to log in for the first time, reset your own password, 
register/manage PIN devices as well as how to navigate the website. 

If you are having trouble following this guide or need any further assistance regarding the 
WebLink portal, please contact the LWC office by email at ClientAccountAccess@lwcotrust.com 
or by phone at 617-523-6531.  

We are available to assist you during office hours: Monday through Friday between the hours of 
9am and 5pm, with the exception of federal holidays. 

Please note, in order to conform to the Federal Financial Institutions Examination Council 
(FFIEC) Authentication Guidance, our WebLink site requires you to step through a multi-factor 
authentication process. Information regarding this process is outlined within the guide. 

Go Green! If you are currently set up for paper statements and would like to switch to 
electronic, please reach out to our office at ClientAccountAccess@lwcotrust.com, or by calling 
617-523-6531.

mailto:ClientAccountAccess@lwcotrust.com


Loring Wolcott & Coolidge Trust - WebLink User Guide 

 

                                                              Loring, Wolcott & Coolidge Trust, LLC 

First Time Login 
  

Changing your Temporary Password 
If this is your first time logging into the site, or you have just had your password reset, you must 
change your password.  

1. Enter your User ID and click on “Proceed”. 

 

2. Then enter your provided temporary password and click on “Sign in”. 
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3. In the “Old Password” textbox, enter the temporary password that was sent to you by 
email prior to login. 

4. In the “New Password” and “Confirm New Password” fields, enter a new password of 
your choosing. Please ensure your new password fits within the criteria of the 
password requirements or it will not be accepted. 

 

5. Commit your new password to memory, or store it in a safe place where others 
cannot access it as you will need it for future logins. 
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Selecting your Personalized Image & Caption 
You must select an image and provide a personalized caption. You will not need to memorize 
this image and caption, but it should be familiar to you as it will display at each future login. This 
is for security purposes to prevent others from coaxing you into entering your password to a 
fake site. All future logins will always display the image and caption that you have selected. 

1. Click on an image of your choosing and click “Proceed”. You may click on “Get More 
Images” if you do not like any of the options displayed. 

 
2. Next, in the provided textbox, enter a personalized caption for your selected image and 

click “Proceed”.  
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Registering a Device 
The next step is authenticating your login by registering a phone number (device) to your 
account so that WebLink can authenticate future logins. If you would like to utilize an 
Authenticator Application instead of your phone number, please skip down the “Use of 
Authenticator App for PIN Device Registration” section of this guide. 

Note: if you have previously used WebLink, you may have a phone number already listed. If the 
phone number is still valid, you may select it and skip to step 4. 

1. At the below screen, click add “Add a New Device”. 

 

2. A screen will pop up asking for you to provide the device details. Complete the fields as 
follows and hit “Save” when complete. 

a. Device Name – You can enter any label for your device e.g. “Cell”, “Mobile” etc. 
b. Device Profile – This option will determine how you will receive your 6-digit PIN 

code. Select either “SMS/Text Message” or “Voice Callback”. 
c. Country Code – Select your country from the dropdown. 
d. Mobile Number – Enter your phone number with no dashes or spaces 
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3. After saving your new device info, it should now appear as an option on the “Select OTP 
Device” screen. Click the radio button next to this new device and click “Proceed”. 
 

 
4. Upon hitting proceed, a 6-digit PIN will be sent to your newly registered phone number in 

the delivery method chosen earlier (text or phone call). Enter this PIN in the text box and 
click “Verify Security Code”. 
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5. If you do not receive a PIN, click ‘Reconfigure OTP Device’. Confirm that your phone 

number does not have any typos and is formatted properly. If anything is incorrect, 
please refer back to step 1 to add a new device with the correct info. 

Note: If you have successfully completed the above steps but are still having trouble receiving a 
PIN, please visit our FAQ section for tips on resolving this issue. 

6. You may be prompted at a future login asking if you would like to register your desktop. If 
you are on a personal computer or mobile device, select “Yes”. If you are on a computer 
or mobile device that is public, or does not belong to you, please select “No”. 
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PIN Device/Phone Number Registration Reset 

 

The following steps are for users that know their User ID and password, but need to change the 
phone number associated with their account.  

1. From the main login screen, click “Trouble singing in? 

 

2. Click the button next to “I have problems with the One-Time-PIN”, then enter your 
username, or the email address associated with your account and click ‘Proceed’. 
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3. Now click the radio button next to “I want to reset my One-Time-PIN device”, then enter 
your password and click ‘Proceed’. 

 

 

4. If you entered the correct password, a link will be sent to the email address associated 
with your account. Please check your inbox for an email from ‘Default Messenger’ 
(FISGlobal.com) that looks like the below. 
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If you do not receive the PIN device reset email within 5 minutes, please let Client Account 
Access know and they will verify/update the contact information on your account. 

5. Click the link in the email and you will be taken back to the below screen. Enter your 
password and click “Sign In”. 

 

  

6. You will be taken to the Device registration screen where you can add a new phone 
number to your profile. If you need further guidance on this step, please refer to the 
“Registering a Device” section within this guide.  
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Password Reset 

 

The following steps are self-guided instructions for resetting your password. If you have any 
issues with these steps, you may also email Client Account Access to have your password 
manually reset by our help team. 

1. From the main login screen, click “Trouble singing in? 

 
2. Click the button next to “I forgot my password”, then enter your username, or the email 

address associated with your account.  

 



Loring Wolcott & Coolidge Trust - WebLink User Guide 

 

                                                              Loring, Wolcott & Coolidge Trust, LLC 

3. To verify your identity, WebLink will send you a 6-digit PIN code to your phone number 
on file. Enter the 6-digit PIN code and hit ‘Proceed’. 

 

4. A temporary password will be sent to the email address linked to your account. Please 
check your inbox for an email from ‘Default Messenger’ (FISGlobal.com).  
Note: ensure you are not copying the space at the end of the provided temporary 
password. WebLink will reject the password if the space is included. 

 
5. Now enter this temporary password in the “Password” box. If the temporary password is 

entered correctly, you will be taken to the screen to create a new password. If you need 
further guidance on this step, please refer to the “Changing your Temporary Password” 
section within this guide. 
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Use of Authenticator App for PIN Device Registration 

 

This section is a recommended alternative for users that are unable to receive a PIN code via 
phone call or text message. The Authenticator App is a mobile application that generates a 6-
digit PIN code on demand for multi-factor authentication login purposes. 
*If this is your first time logging into WebLink, please first visit the “First Time Login” section of 
this guide to complete the password and security image steps.  

*If you have logged into WebLink before and are looking to reset your PIN device from a phone 
number to the Authenticator App, please refer to the section titled “PIN Device/Phone Number 
Registration Reset” prior to completing these steps.  

1. Before proceeding, open up the Apple AppStore or Google Play Store on your mobile 
device and download one of the below three recommended Authenticator Applications. 

 

2. When you reach the below screen within the login process, select “Let me use a software 
app” and hit “Proceed”.  
Note: If “Let me use a software app” is not an available option, please reach out to 
ClientAccountAccess to enable the feature on your profile. 

 

mailto:ClientAccountAccess@lwcotrust.com
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3. Then at the next screen, select “I’ve already installed the app”, and hit “Proceed”. 

 
4. A QR code will then appear on the screen. Now open your authentication app. Upon 

opening the app, there should be an option to “scan QR code”. Select that option and 
scan the QR code provided on the WebLink screen. 
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5. If successful, the app should bring you to screen looks similar to the below, where it 
shows your User ID and includes a 6-digit code. This is your PIN for logging in. 

 
6. For future logins, this is how you will obtain your 6-digit PIN when prompted at the login 

screen. Please note, the PIN in the authenticator app expires every 30 second and a new 
one is generated. 
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Navigating the Site 

 

Account Search\Look Up 
Upon logging in, your default landing page will be the Portfolio Review. If you have more than 
one account with LWC, the account displayed at login will either be the first account in 
numerical order, or the last account selected from a previous login.  

To change what account you are viewing, there is a dropdown menu in the upper right-hand 
side of the screen 

 

You may also navigate to the “Accounts” tab on the left-hand side to see a summary of all 
accounts linked to your WebLink ID. 

If you would like to view more than one account at a time, click the “ ” icon in the top right of 
the screen and select “Account Groups”. Click on the “Create New +” button and fill out the 
fields as requested. 

Group ID - Input a group ID of your choosing, beginning with ‘G’ followed by 5 digits 

Group Name - Provide a name for this group 

Group Description - Provide a brief description if needed 

Then use the “Add” and “Remove” buttons to select which accounts you would like to 
include in the group and click save.  

This newly created group will now be available to select in your dropdown list of accounts. 
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Posted Transactions 
Navigate to the “Transactions” tab on the left-hand side of the screen to view all transactions 
on the selected account.  

On this screen, you are able to filter and sort all transactions by a certain date ranges and 
groups using the dropdowns. 

 

To add or remove certain columns from the transaction table, locate and click on the  icon 
and select/unselect desired columns. 

 
 

To export or print these transactions, locate and click on the  icon(s) and follow the 
prompts to print this to a printer or export to a digital file. 
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Holdings/Tax Lots 
Click on the “Holdings” tab to view all holdings of the selected account. You can click on the 
Ticker to obtain price and other details of that asset.  

Use the “Group By” dropdown to view specific categories such as Security Name, Investment 
Category, and Industry Sector.  

Use the “As Of Date” to change the date you would like to view the holdings as of.  

Click the “View” dropdown to toggle between trade and settlement date. 

To add or remove certain columns from the holdings table, locate and click on the  icon and 
select/unselect desired columns. 

 

To export or print these holdings, locate and click on the  icon(s) and follow the 
prompts to print this to a printer or export to a digital file. 

To view the tax lots of each of these holdings, navigate to the “Tax Lots” tab on the left-hand 
side of the screen. 
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Viewing Your Statements 
If you are set up for electronic statements, navigate to the “My Reports” tab on the left-hand 
side to view all your statements. These statements are available for viewing on WebLink for 
three years from the date they were generated. 

Use the Account dropdown in the top right to toggle between your different accounts to view 
all available statements for that account. 

To download your statement, click on the  icon to download the report as a PDF file. 

 

 

Managing User Options and Logging Out 

Click on the “ ” icon in the top right-hand of the screen to view a list of available user options. 

 

In this menu, you have the 
options to change your 
password, challenge Image, 
email address, OTP Device. 

 

Click on “Start Page 
Options” if you would like 
for your WebLink to open 
up to a page other than the 
default “Portfolio Review”. 

 

 

 

 

 

Click on “Ticker” to change 
the source of the Stock 
Tickers. 

 

Click “unregister desktop” 
if you are on a public or 
shared computer and need 
to unregister the device 

 

To Log out, click the “Sign 
Out” at the bottom of the 
dropdown. 
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Downloading your Tax Forms - Form 1099 and Schedule K-1 

 

From the left-hand side menu bar, locate and click the “File Downloads”. 
1. At the “Format” dropdown, select “Tax Forms” at the bottom. 

 
2. Next, select the applicable tax year from the dropdown list, then select the account 

number you wish to pull the tax form for. Lastly, select the ‘recipient name’ on the form. 
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3. Click “Submit”. Any available tax forms will generate at the bottom of the screen. Click 
the link to view and download the file from your browser.

 

If you have any trouble with pulling these forms, please contact your Tax Advisor or send an 
email to ClientAccountAccess and someone will be happy to assist.  

 

mailto:eClientAccountAccess@lwcotrust.com
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Frequently Asked Questions 

 

1. What is an “OTP Code” or “Out-of-Ban PIN Device”? 
a. OTP means “One-Time PIN”. This is a unique 6-digit PIN that is sent to the phone 

number linked to your account so we can verify it’s actually you logging in. 
b. “Out-of-Ban PIN Device” is just fancy tech lingo for your cell phone or home phone 

that receives the 6-digit PIN, by either text or phone call. 
2. Does the PIN change? Will I need to provide a PIN every time?  

a. Yes, the PIN changes for every login 
b. You will not need to provide it every time. At the final step of the login process, if 

you select “Yes this is my computer or mobile device that I use regularly”, you will 
not be prompted to provide a PIN next time you log in, as long as you are using the 
same computer/phone/tablet. 

3. Why isn’t WebLink accepting my temporary password? 
a. Temporary passwords are case sensitive. Please ensure you are using the correct 

case and Caps Lock is not on. 
b. Sometimes when copy/pasting a temporary password, a space at the end of the 

password can get included in error. Ensure the space is removed/not copied 
i. It may be easier to type the password manually in this instance
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4.  I added my phone number to the OTP Device list, but it’s not showing up. 

a. The list of phone numbers on the OTP Device screen is a scroll box, the new device 
you just added is likely on the bottom of the list. This can sometimes be less 
apparent if accessing our portal from an iPhone or tablet.  

i. If on a smart device, use your finger to scroll within the list of phone 
numbers to move up and down on the list. 

ii. If on a desktop, hover your mouse over the phone numbers and use the 
scroll wheel to move up and down on the list. 

5.  Why aren’t I receiving a PIN? 
a. Ensure you are using the correct username and password. Your email address is 

not your username. Our usernames are formatted as the first letter of your first 
name, your last name, and sometimes your birth month and day will be included. 
Example: JSMITH0508.  

i. Our portal does not tell you if the username is invalid, but the security image 
and tagline will be random and unfamiliar to you, this is the only indicator of 
an incorrect username 

b. Are you lacking cellular signal? Try moving somewhere with a better signal, or 
connect to a secure WiFi. 

c. Ensure the text/phone call isn’t being sent to a spam folder. We suggest adding 
these two numbers to your contact list to avoid spam filtering: 25-412 and 316-
333-6623. Please also review your blocked contacts list to ensure these phone 
numbers are not listed as blocked contacts. 

6.  Why is my browser auto-populating a password that isn’t correct? 
a. You likely have either a saved password that is not correct, or you have ‘suggested 

passwords’ setting turned on your browser. 
i. To located saved passwords, go to your browsers settings and look for a 

password saved under ‘fisglobal.com’. Either edit the saved password to 
your new password, or delete the saved password entry entirely. 

ii. The ‘Suggest strong passwords’ toggle is generally located in the same 
setting screen and should also be turned off. 

  


