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Course Objectives

Utilize the Full Power of Advisors Assistant!

In thiscourseyou will learn to:

Vv

< < I K< K K K K K <K <

Track your prospects, clients, policies, groups
and more

Print letters, envelopes, and labels
Customize FlexField s

Pri nt great looking reports for your clients
Search client files for new sales

Track follow -up dates

Manage Workflows

Merge with MS Word for letters & emails
Log letters , emails, and phone calls
Schedule appointments, projects and Tasks
Market to current clients and prospects

Build rapport with clients to keep them from
straying to other producers

Synchronize with Outlook for mobile devices






Getting Started

In this chapter you will:
V Start Advisors Assistant

V Explore the Menu and Status Bars

V Identify and access H ELP



Abbreviation Codes

Starting Advisors Assistant
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As with other Windows programs, Advisors Assistant can be
started in two ways. You can either start Advisors Assistant
using the Windows Start Menu, or add a shortcut to Advisors
Assistant on your De sktop.

When you installed Advisors Assistant it will have installed an
icon to your desktop. If you do not have the icon on your desktop
instructions for creating one are below.

How to Start Advisors Assistant

1. Make sure your computer is on.

2. Click on the Start button in Windows.

3. Select Programs

4. Select the Advisors Assistant  program group .
5

. Select Advisors Assistant

How to Add an Advisors Assistant Shortcut to your Desktor

Go to your Windows Desktop.
Right click on the Desktop.
Select New , Shortcut

Click the Browse Button.

Click on the Down Arrow next t

o g & w N PE

Browse to the following directory: C:\ Program Files \ Client
Marke ting Systems \ Advisors Assistant.

7. Hi ghl i ghtAdvtisoreAsdistarit.exe @ a nd Opeh.i c k
8. Click the Next Button.

9. Give the Shortcut Icon a Name (i.e. Advisors Assistant).

10.Click the Finish Button.

11.Double click on the Advisors Assistant Icon on your Desktop
to open Advisors Assistant.

0]

t

he
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The Advisors Assistant Menus

Many of the maintenance and setup tasks you perform in
Advisors Assistant are accessed through the Menu Bar. Below
is a table describing the options available from each menu. For
some menu options more detail will be given in the sections that
apply to those commands.

Menu

Option Description

File Preferences set up your user preferences

Printer Setup
Exit

Edit Common edit commands such as Cut, Copy, Paste
and Find which are used throughout Windows
programs.

Lookup Allows different ways of looking up names, same
as the ObinocuSidahar6 i co

Tools Has several tools to help run Advisors Assistant

Reports Central listing of all reports in Advisors Assistant

Admin Performs administrative tasks. (You must have a
security level of Administrator to access this
menu.)

Access Only visible in MultiProducer Version & allows
users to change the list of names they are
accessing.

Help Opens the Advisors Assistant Help, which
includes Videos, and has a utility to check for
updates to Advisors Assistant.

Getting Help With Advisors Assis tant
Opening Help

Throughout Advisors Assistant there is context -sensitive Help

available at the click of a mouse. In fact there even Tutorial

Vides available in many help topics. If you have a question on

Advisors Assistant, you should first try the onl  ine Help before

calling our technical support staff. Most people find the answer

theyodore |l ooking for in the online He
picking up the phone.

How to open Help
1 Pressthe F1 key anywhere in Advisors Assistant  or

Pagell
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1 Click on the Help Menu Item or

1 Click on the Help Button in the middle of the View Screen or
the bottom of any other screen.

Using Help

Advisors Assistant has context sensitive Help, which means
once you have opened Help you will see the Help topic for the
section of the program you are currently in. When you select
Help from the middle or bottom of the screen you are currently
on, you access the context sensitive Help.

There are also Help Topics in the chapters not assigned to a

screen, such as overviews of a particular topic (i.e. WordMerge
Overview.) So itdés a good idea to go
help, which is laid out like a book with different chapters

covering different topics.

When you press F1 or use the Help Menu Option, you will be
taken t o the main Help Contents. From this point you can select
a topic from the contents list, or search for the specific topic you
need.

Whenever you see a movie icon, that means the help topic has a
Tutorial Video you can view for additional help on that scre  en.
Just click on the movie icon to play the video. Internet access is
required 0 if you do not have Internet access to play the videos
contact Client Marketing Systems at (800) 799 -4267.

The Help Tabs

Tab Description

Contents See a list of all of the hel p chapters. The Help is
arranged like a manual, which each chapter (book)
containing different topics on that subject. There
are help topics, such as overviews of a topic, that
are not attached to a screen.

Index Search Help for a keyword

Search Search Help for a phrase or more than one
keyword

Favorites Add Help Topics to your favorites list

Page12



Abbreviation Codes

In this chapter you will:
V Add Abbreviation Codes

V Modify Code Descriptions
V Delete Abbreviation Codes



Abbreviation Codes

Abbreviation Codes

In order to maintain the integrity of the information added to
Advisors Assistant, and to make it possible for you to search on
that information later, many of the fields in the database use
abbreviations. You set up your own abbreviations, so they make
sense to you.

Abbreviation Lookup

Name Type

Abbreviation Description Editable -~

401K {401(k) Participant i Yes b

A Level A Yes

AGENT Agent Yes

B Level B Yes

BUSCLIENT Business Client

C Level C Yes

CHILD Child of Client Yes

CLGRP Group Client Yes

CLIENT Client

FRIEMD Friend Yes

GROUPRART Group Participant

INSCO Insurance Company Yes

INSTRUST Insurance Trust Yes —

INWVCO Investment Company Yes

JOINT Joint Account Yes

MAILLIST Mailing List Name Yes

NOME Mone Assigned

QUTLOOK Imported from Outlock

PRODUCER Preducer

PROSPECT Prospect

QUICKADD Quick Add b
OK | Cancel ‘ Add ‘ Modify ‘ J

Name Type Abbreviation Code List

The ability to add or edit abbreviation codes may not be
available to you. If you do not have the Edit List option you can
contact your System Administrator.

Advantages Of Usi ng Lists

Page 14

Lists save keystrokes and give you consistency of data entry. By
picking abbreviation codes from a list, you are exactly

identifying which code you want. You avoid the confusion of
having information in your database ent ered several different
ways.

An example best explains how important it is that lists are used.

John Q. Agent entered a type of name as "Client" by
entering the code "CL" in a field. John hires an assistant
who decides that "CLIENT" and "GROUPCLIENT" are
more appropriate entries for other names and enters
several names that way. John agrees, but fo rgets that
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"GROUPCLIENT" is being used and he enters several
names as "GROUPCL."

When it comes time to search the database for clients, the
task would be almost impossible because there are now 4
different entries for clients. It would take 4 separate
searches to pull out all the names.

If John Q. Agent Had Advisors Assistant Using Lists

When John first went to put in "CL", he would have been
forced to add "CL" to the list of Name Types as an
abbreviation and would have had to define just what the
code CL meant, such as "Client". Then when any other
person entering data clicked on the Down Arrow next to
the Name Type field, they would have seen John's list and
they would have seen the CL item.

Even if they added their own abbreviation, they could
have gone back later and changed the new abbreviation
into CL automatically without having to find each name
containing the duplicated item.

Each time CL is used, it only needs to be picked from the
list. It doesn't need to be typed every time.

When you do a search for a particular code, you pick the
code from the list, so you know it's already an acceptable
abbreviation to search. You know your searches will be

accurate.
When youdre adding information to Ad
mind that the more information yo u add to the database the
more useful the database becomes. | f
Occupations, then youdre able to get
Business Owners in your database and send them a targeted
mailing.

Adding Abbreviation Codes

Abbreviaton codes can be added as youdre a
information in Advisors Assistant.

How to Add an Abbreviation

1. Click on the field to which you wish to add an abbreviation,
scroll to the bottom of the list, and select Edit List . You must
have security rights to edi t abbreviations.

Page 15
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2. You can view the lists by abbreviation or description by
clicking on the column name.

3. Type in the first few letters of the abbreviation code you wish
to add to make sure it is not already in the list.

4. If the code is not in the list, click on the Add Button.
5. Type in the abbreviation code you wish to add.
6. Type in a description.
7. Click OK when done.

You can also add and modify the abbreviation lists through the
Advisors Assistant Admin Menu.

Modifying Abbreviation Code s

If you have the appropr iate security rights, you can modify the
abbreviations at any time.

1. Click on the field to which you wish to modify the
abbreviation, scroll to the bottom of the list, and select  Edit
List. You must have security rights to e dit abbreviations.

2. Highlight the code in the list, and click on the  Modify
Button.

3. Make your changes.
4. Click OK when done.

Deleting/Combining Abbreviation Codes

Advisors Assistant will only allow you to delete an abbreviation
code ifitis notin use. Therefore it is usually easier to combine
a code with another code rather than deleting the code. If you
know that a code is not being used in any records, you can delete
the code from the list. If you try to delete a code that is being
used, Advisors Assistant will tell you where the code is being
used so you can change it and then delete it.

How to Delete an Abbreviation Code

1. Click onthe Admin menu option.
2. Cl i c kMaiatain Abbreviations. o]

3. Select the Abbreviation List you wish to change.

Page16
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4. Highlight the code you wish to delete and click on the Delete
Button.

5. Confirm the deletion by clicking Yes.
6. Click OKwhen youdre finished deleting

How to Combine Abbreviation Codes

1. Click onthe Admin menu option.

2. Cl i c kMaiatain Abbreviations. o}

3. Select the Abbreviation List you wish to change.
4

. Highlight the code you wish to combine and click on the
Combine Button .
5. The code youdbve selected wil e i
occurrences ofo field. You n
youdre combi ni nbgthe cade oo Wishwodkeep.
You can then decide if you wish to delete the original code

(which is recommended so it is not used again.)

[ b |
eed to
d

7. Click OK to combine the codes.

Page17






Adding Names

In this chapter you will:
V Explore the Advisors Assistant View Screen

V Add a new nhame

V Modify Name FlexField s

V Add Addresses and Phone Numbers
V

Copy Addresses & Phone Numbers to other
names

<

Find and Modify a name

<

Find a name using a phone number

V Delete a name



Adding Names

Exploring the View Screen

The first screen you see upon opening the Advisors Assistant is
the View Screen. The name on the screen will be the name you

were viewing when you exited Advisors Assistant the last time
you had it open.

: R L S T
James Magison {Jim) #lelslt]  Home Adaress = . olels]
Types Chent Head of Hel Aodessrn  Jarmes Nadissn (M)
' X tqvum ke B , o
RCh ey Growp Panticipamt A0 Tt
S Qb Actve “ At 1 11407 Conattiutian Mwy
- wgaton Presitent Ad¥uws 2
15¢ Dothey Madison Tobr hoew $180.000 Alyess
g athdale SNEHAET 61761 Pt AT $9,250,000 Tty Swte Mompeler Station, VA 22987
<: Depanants 2 ¢ Brackit 0% v
S A Q2RHIT0 1182 Dry Licenss. MOTSES556 (VAI Enel.. pmos@madintnsem ' * alaly
- [ « Monwymakar, Chris x 0 838553708 Wt Sep werw.madissn cam - ' ?l,‘l ¢
> --w [ n " l-ul o P Business Phone - s olse]
- e a2 Fiiste @12) 8703957 |Crect Line|
S T @10375-3008 (Marketng)
Yoru Actxe AN Carpems
0 N CharsRA
Begn Quae: 1007010 Pocsatt Comvgiam
= Added By: Tivw Weneyrrate Seatin: Ot
Notty: C ~
o n
- ~aazas Prionity: Iigh Coemplesd Dase
[
Troe. Now Chas Seny Revernm 100
W] O
Aeteance
\
LRI ey Mow (10 e Werdim ’m ey T e o T Emey

“View Name with Workflow

The top of the View Screen has the demographic, add ress, and
phone informatio n for the name you are viewing.

The bottom half of the View Screen has the diff erent Views that

are available. The tabs are color coded to indicate if data has
been added to the view.

In the middle of the screen are several Action Buttons that
perform specific functions.

Action Button | Description

n%l Adds information to the active view.

@ Modifies information in the active view.

Page 20



Adding Names

el

Gt

Deletes information in the active view.

g
=
[=]
="

W

Quick Report: creates a summary report of the
active view.

Opens MS Word for letters or emails

G

Ex Exports the data in the active view to Excel.
4

Dial Dials a phone number if a modem is set up.

L

Help Opens the HELP for the active view screen.

On the left is the Sidebar, which gives fast access to some of the
most commonly performed functions in Advisors Assistant.

Opens the Selection Reports.

Sidebar Icon | Description
-

Current Client Reports

Selects all of the data for the current name
being viewed and opens the Reports.

xR .

Lookup Mame

Lookup by Name by clicking on the main icon.
Lookup by Tax ID, Phone, Address, Email
Address or Web Address by clicking on the
small black arrow next to the icon.

Opens the Outlook Synchronization Screen.

Outlook
3 OpensReadyDo¢ Ehagi ng Assi
e (option al module s) to scan a document for the
Scan currently viewed name.

Page?21
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—= Opens Laser App or Quik! Forms and passes
f'\ data for the currently viewed name over to the
EOrTe application program .

Opens the Advisors Assistant Calendar.
12 | Calendar

) _ Opens the Advisors Assistant Messenger.
£S) hessaging

rlﬂ oachboara| | OPENS the Advisors Assistant Dashboard.

The Recent Names List is the last item in the Sidebar, and will
show a list of the recently viewed names for quick access to
those names. You can control how many names are tracked
through the User P references.

Adding a New Name

Page22

Before adding a name in Advisors Assistant, you should check to
make sure the name is not already in the database. If the name
is not in the database, you can quickly add it.

A name may either be an individual or an organizat ion. All
names are entered in the same place in Advisors Assistant -
there is not a separate module for enter ing
organizations/groups .

How to Add a New Name

1. Click on the down arrow next to the name on the View

Screen

or
Click on the Binocular Icon ( Lookup Name) in the Sidebar.
You can also click on the down arrow next to the icon to
lookup names in other ways @ such as by email address or
Tax ID

or
Click on the Lookup menu and select By Name or by
another field .



Adding Names

2. Type in as many letters of the last name or business name as
you know. For each letter you type you will move further
down the list of names. If there are several names with the
last name you are looking for, press Tab to go to the first
name and type in as m any of the letters of the first name
that you know.

Name Lookup

Last Namo First Kami

flack [

Maale Name | Fust Nace Frivory Type Agmess

Jaml Aocsum

oK ] Cancel Add @!| Fgon

Looking up a New Name

You can also click on any column heading, and lookup the
names based on that column. The column with the arrow
next to it is the column you are selecting by.

3. Ifthe name is not in the list, click onthe  Add Button . (If the
name is in the list, you can modify the name. This is covered
in a later section.)

4. You now have a blank name screen. Enter the information
you have for that person. If the name is an organization, click
on the button oOiChatmigentd® O%fgraa
names will change.) Definitions of each field are available in
the HELP.
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It is recommended that you add your name and any other
producers first. Then you can designate them as the producer
rg addir@ the client names. You may enter as little or

when

as much information as you need.

What is the Name Type?

Page24

ModEy Name
Dt e P Finbtn Aolcaten rin
Furst Name: [T Nickname: Lm Drwers Leense: [M0756455%
Midtle Name Tax ID: [555.56.3768 sute: |Vegeia -
Last Name: ;Maal.’.on Profix: wsoee |
Mousetold Name: [Family of Jamas Madson Suffix | Eagares !p.‘:a'xns
Name Types T O e _
Primary: | Chen *!  Depesdent Status: [SPOUSE + 1 Resdency Status: | -
s 23 | 1 Depesdents 24 Noo-Cizen 10 |
. |Level A [ o 1 <
o | Parti oo Tobacco: |Usancwn nsuee | hd
—_— - Expiras ‘
Earned Income: $125 500
Tutad bec omme: 5180 000 .
— Madicars Numbed |
Gender: [1Aale = Nee Worth $1.250,000
- ~ Tax Bracket 0% = -y
Date Of Birth: |6116/195 v Citizenship Natios: |USA |
Mwtiversary: [12R1970 o send Mait: [ ves = Passport Number: \”, 867652
Status: [Active ] Send Ematt: | ¥ = e |
Occupason ”r. r]‘-f - Calt [Yes : Expinms jaaane =
spouse: |Dolley Madksor i | Producer: |Moeaymaker Ches 5 |
: oK Cancel | Deate Change To Orgamzation ‘ i | .J‘
Add/Modify Name Screen
The type of name field describes who the person is. It allows you
. N .
to store several different ol

y 0 u 0at ®wvitching between programs.

Some Name Type examples follow:

Client

Prospect
Group Client

Mailing
Agent

List Name

Vendor
Friend

Insurance Company
Church Group Member

Rep

There is a Primary Type for each name, and then you can add
Other Types. The Primary Type should be a broad definition of
the name, such as CLIENT, so you can easily get a list of all

clients. Then the Other Types can be codes such as FRIEND, or

a ranking such as A or B. If you have a Primary Type of Client

and an Other Type of FRIEND, that name will show up on a list

of clients and a list of friends.

stso

(0]
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Modifying Name Flex Fields

If Advisors Assistant does not have a field for something you

want to track, you can customize a Flex Field to tra ck that
information. Name Flex Fields are attached to the Name Type,
so you can have a different set of 30 FlexField s for each Type of
person you enter , ie. prospect, client, vendor, etc. You can also
search on the FlexField s to pull information out of the database.

There are 30 Name FlexField s, and they can store three

different formats of data: text information, date information,

and numbers. You want to be careful when customizing the
FlexField s that you choose the correct format for the information
be enteri nsgpatexyfeeldfordondt
numerical data or a date.)

you

wi ||

How to Modify a NartexField

1. As

on the second tab, FlexFields .

youdre addi
additional tabs across the top of the name entry screen. Click

ng

t he i

ni

ti al

2. To change the name of the FlexField , click once on the
FlexField Label s.

Ti

Modify FlexField Titles

Flex Type:

Flex Name:

Field 1:

Field 2:

Field 3:

Field 4:

Field 5:

Field 6:

Field 7:

Field 8:

Field 9:

Field 10:

Field 11:

Field 12:

Field 13:

Field 14:

Field 15:

Name Type
Client

[RMD] 5,299,598 895,59

|FlexField 2

5,950,960,560 49

|FlexField 3

9,999,999, 959,99

|FlexField 4

5,850,560,560. 55

|FlexField &

9,999,999, 999, F9F9F9

|FlexField 6

5,959,560, 560 550065

|Review Manth

|FlexField 8

999,959,959

|Med Option

HHROOOONON00000

|Fee Based Only

HHROOOONON00000

[will?

HHROOOONON00000

|FlexField 12 e
|Employed 01012000
|Retirement Date 01012000
|FIexFieId 15 01/01/2000

(o]

Cancel |

Thi

Field 16:

Field 17:

Field 18:

Field 19:

Field 20:

Field 21:

Field 22:

Field 23:

Field 24:

Field 25:

Field 26:

Field 27:

Field 28:

Field 29:

Field 30:

s t ak e sFlexkield
tl e Set 6 daacentey baxes ard riow for the field
names themselves instead of the data.

|FlexField 16

017012000

|Sp0use'9 Name

OO0

|Chi|drens' MNames

OO0

|Chi|drens' Narmes

OO0

|Chi|drens' MNames

OO0

|First Contacted

017012000

|Last Review

0170172000

|FlexField 23

OO0

|FlexField 24

OO0

|FlexField 25

OO0

|FlexField 26

AXHREHAHHHHAHAIODOR

|FlexField 27

OO0

|FlexField 28

AXHREHAHHHHAHAIODOR

|FlexField 29

OO0

|FlexField 30

FHHHEHHH AT

19|

Modifying FlexFiedl Labels

Page 25
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Adding Names

3. Choose the field whose name you wish to change. Be sure
you choose the right format for the data, ie. text or date:

FlexField # Field Format

1-4 Numbers & 2 decimal places
5,6 Numbers & 5 decimal places
7,8 Numbers & no decimal places
9-12 Text

13-16 Date

17-20 Text

21,22 Date

23-30 Text

4. Type in the name of the FlexField (i.e. Retirement Date )
and click OK.

Automating Applications

Advisors Assistant will export data to third party application
automation programs, such as Laser App and Quik! Forms
(purchased separately ,) to help you save time in filling out forms
and applications.

Basic information, such as name, address, and phone numbers,
is sent to the app program based on the data entered into
Advisors Assistant. But there is also an additional App
Automation screen t hat allows you to link information such as
dependents and beneficiary information.

How TAddAdditional Information for Applications

1. From the Add/ Modify Name Screen, click on the
App lication Info tab across the top of the screen .

2. Enter the information that you wish to use for the
applications. If you select any of the fields (ie. joint
applicant, spouse) the name has to be entered into
Advisors Assistant so that the birth date, address, etc. can
be used on the application. You can click on the Get
Defau Its button to automatically fill in information if you
have set up the relationships through Links.  The HELP

Page 26



Adding Names

lists out which relationships can be used with the Get
Defaults option.

3. Additional dependents can be passed to applications using
the Household screen.

[

| om I o Debte Chargs To Cugasaason Got Owrmate | Expon I L&

Application Automation Screen

Once the information is filled out, you can click on the  Export
button to open the application program and have Advisors
Assistant pass the data over. Then the application s can be
selected to print. You can also click on the Forms Icon in the
Sidebar at any time to print applications.

Adding Addresses

Once addresses have been added to Advisors Assistant, you can

right-cl i ck on any address on the View S
connected to the Internet that address will be  mapped with

Google Maps.

How to Add Addresses

1. Click onthe 0 + ldutton in the address box
or
if there are no addresses added yet, click in the empty
address box.

2. Enter the address information. Be sure to select the
appropriate address location.

3. Make sure you designate one of the addresses as the Primary
address by checking the Primary box. The Primary address is
used when printing reports and letters.

4. Click OK when done.
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Advisors Assistant stores zip codes and the city and county for
that zip code. Once you enterazipcode, i f it 6s on
be filled in automatically

Modify Address

Client: James Madison ¥ Primary Address
Greeting: Im j

Location: IHome Address j

Addressee: IJames Madison j

Job Title: |

Business: |

Address 1: |11-‘l[]? Constitution Hwny

Address 2: |

Address 3: |

City: |M0ntpe|ier Station State: I\."A Zip ! Postal Code: |2295?
County: | Route: I
Country: | Del Point: I

Comment: -

-

|9

oK Cancel gl

e

Add/Modify Address Screen
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Email Addresses

You can add an email address by clicking on the 0 + ldutton next
to the email address line . Multiple email addresses can be
entered for each name, and you can designate which email is the
primary address.

Modify Email Address

Client: James Madison [ Primary Email

Greeting:

Job Title: |

Contact: |James Madison

Business: |Home Email

Email Address: |madisonfamily@hnme_net

Ok | Cancel gﬂﬂ
Web Site Addresses
You can add a web address by <clickin

the web site line. Multiple web addresses can be entered for each
name, and you can designa te which address is the primary
address.

Web addresses can be actual websites, or other addresses like
Facebook or LinkedIn.

Joint Addresses

If you wish to send correspondence addressed to both the
husband and wife, you can use an address location code named
JOINT.

I n the Head Of Househol dds name reco
using the JOINT location. For the greeting, enter both the
husband and wifeds name (i e. wllohn an
read oDear John and Marybéo.

For the Addresse®rsentehnooH@uwni t aod
youdd | i ke the enveWhenpyeusendlettere, addr es
you will be able to select the JOINT Address Location, and your

letters will use the combined address name.
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Modify Address

Cliant; James Macison ~ Primary Address
Greating:
Locaton: |Jowt Address =

Addressee: [?-h and Mrs_ James Madison

Job Titke: [

Business: |

Address 1: [11207 Constitution Hwy

Address 2: )
Addrass 3:
city: [Montpeher Station State: (VA Zip/ Postal Code: 122957
County: ] Route: ]
Counry: | Dol Paint: |

[ox ]| conem | @l i

Joint Address Example

9|

Adding Phone Numbers

How to AdalPhone Number

1. Click onthe 0 + lgutton in the phone number box
or
if there are no phone numbers added yet, click in the empty
phone number box.

Modify Phone

Client: James Madison [+ Primary Phone

Location: |Business Phaone j
Contact:
Area Code: W Phone Number: W Extension: ’7
Country Code: |

0K | Cancel ‘ gﬂﬂ

Add/Modify Phone Number

2. Enter the phone number information.  Be sure to select the
appropriate phone location.

3. Make sure you designate one of the phone numbers as the
Primary phone number. The Primary phone number is used
when printing reports and letters.

4. Click OK when done.
Page 30
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Copying an Address to Another Name

When you have more than one name at one address, Advisors
Assistant will save you time by copying the address information
from one name to another.

If you are dealing with members of a household or group, you
can also link addresses to the members. This is det ailed in the
Household/Group section.

How to Copy an Address to Another Name

1. Go to the name from which you wish to copy the address .

2. Click on the Down Arrow  button next to the address to
open the list of addresses .

3. Highlight the address you wish to copy an d click the Copy
To button.

4. Select the name to which you want to copy the address. If
the name is not in the database, add the name from the
Select Name screen.

5. Verify that the information Advisors Assistant filled in
automatically, such as greeting and a ddressee, are correct.
Turn the Primary check on or off (depending on if this will be
a primary address for the new person).

6. After copying the address, Advisors Assistant returns you to
the first personds OKdfdaneospyamcr ee n .
address to another person.

This address has now been added as a new address to the person
you selected. You can look that person up to verify that the
address has been added.

Copying a Phone Number to Another Name

You can also copy phone numbers to other names in Advisors
Assistant without having to add the phone number each time.

If you are dealing with members of a household or group, you
can also link phone numbers to the members. This is detailed in
the Household/Group section.

How to Copy a Phone NumB@iotbher Name

1. Go to the name you wish to copy the phone number from.

2. Click on the Down Arrow  button next to the phone number
to open the list of phones.
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3. Highlight the number you wish to copy and click the  Copy
To button.

4. Select the name to which you wantto copy the phone. If the
name is not in the database, add the name from the Select
Name screen.

5. Verify that the information is correct. Turn the Primary
check on or off (depending on if this will be a primary phone
number for the new person).

6. After copying the phone number, Advisors Assistant returns
you to the first perOKd®ddodesorcopgyone | i s
a number to another person.

This phone number has now been added as a new phone number
to the person you selected. You can look that person up to verify
that the phone number has been added.

Finding and Modifying Names

How to Find and Modify a Name

1. Click on the down arrow next to the name on the View

Screen

or
Click on the Binocular Icon (Lookup Name) in the
Sidebar. You can also click on the down arrow next to the
icon to lookup names in other ways @ such as by email
address or Tax ID

or
Click on the Lookup menu and select By Name or by
another field .

2. Type in as many letters of the last name or business name
as you know. For each let ter you type you will move
further down the list of names. If there are several names
with the last name you are looking for, press Tab to go to
the first name and type in as many of the letters of the
first name that you know.

You can also click on any column heading, and lookup the

names based on that column. The column with the arrow
next to it is the column you are selecting by.
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3. Once the name you are looking for is highlighted on the
screen, you may:
Press Enter
or
Double click on t he name
or
Highlight the name by single clicking and click  OK.

4. To Modify information, click on the box with the
information you wish to modify.

5. To Modify an address or phone number not showing on
the screen, click on the Down Arrow next to t he address
or phone section. Highlight the address or number you
wish to modify. Click onthe Modify Button.

6. Click OK when done.

Deleting Names

When you delete a name, all references to that name and any
additional information such as notes, new business, etc. are
removed from the database. It is always a good idea to Back Up
your database before making large deletions.

How to Delete a Name

1. Find the name you wish to delete.
2. Click once in the Name Information Box.

3. Click on the Delete Button located at the bottom of the
screen.

4. Confirm that you wish to delete the name.
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Notes

In this chapter you will:
V Add Notes to a name

V Modify Notes

V Add a Follow Up Date to notes
V Add/Modify Note Topics

V Search Notes

V Combine Notes



Notes

Adding Notes

There is no limit to the number of notes you can add to each

name in Advisors Assistant. And each note can have a follow -up
date attached , which adds a Task directly to your calendar (or
anot her per s 9 Advisors@Assistenhhdsafree form
notes, so you can write as much or as little as you want.

NoteTopicand Note Entries

In Advisors Assistant there are note topics and note entries.

Note Topics are designed to enable you to organize similar notes
together . In th e View Notes Screen, yousee7 0 No Topics6, and
each of those Note Topics can have unlimited Note Entrie s.

o Advivars Aalstant

fie 081 Lmko Tel Abw  Aces b

=) James Madison (Jim) o|o]o|¢[ Home Address Porvary 4 0|'|'|

Tipes Cliemm Mead af Held Addertee James Madieen {Jin)

Gooup Parmicipan Betness
Level A

1107 Canstinstion My

Tetal lecome  $300,000
Net Viorth: $9.250, 000 Cay Stats Mongeler Stetan, VA 2090

. n.,u ¥ Lumi Foocen ity | Magved Ta Campiund

$ 000X 15820 = N oces

s ljx-po-'unr ]
{end | coont MOTH45SS Jeradwnon Vigiale Creae  pames@mutisen. com Py 2 olol '|
OCutene redecer Mosapmaler, Clvis 53562763 She wwwmadison Persary 8 ‘!‘l'
'> Busmess Phone peary 5 a]ele]
Phone @12} 3753907 [Dwwect Line}

bew Far @12) 4753908 Mackuting)

2 pectives Cligm Acceum Pelicy

N

- L P

---------

L N = 1 S T R e e ) ol

View Client with Notes

How to Add a Note to a Name

1. Make sure you are viewing the name to which you want to
add the note.

2. Click onthe Notes Tab at the bottom of the View Sc reen.

3. Highlight the Note Topic to which you wish to add a new
note and click on the Add Action Button . If you do not have
any Note Topics added to the name yet, the first time you
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click on the Add Act i omsetBpat t on y o ud
Topic before you can add the note entry.

4. Advisors Assistant automatically tracks the create date,
time, and the initials of the person adding the notes. If you
have the correct security access you can change the create

Add Note to General Notes
Created: [10/52012 ~] [B46AM -] By: CM Personal Contact | Private Fotowup: FEEOIE <
Updated: 10572012 846:31 AM By: CM Origmally Craated: 10052012 8.46:31 AM Edit Follow-up [

Called Jim to setup annual review appt. He's 100 busy with taxes nght now, and asked | call back in Fabruary

oK I Cancel ‘ Spell Check ‘ Prnt Highlighted ’ Print i o

Add Note Screen

date, or add a Private Note . Begin typing your notes. You
can spell check your notes by clicking on the Spell Check
Button.

5. Click OK when done.

You can also add new notes at any time from the View Notes
Screen.

The View Notes Screen is opened any time you ad d or modify a
note.

To add a new note from the View Notes Screen, highlight the
Note Topic from the top of the screen to which you wish to add
the note entry, and click the Add Note Button.

Scheduling Follow -up Dates

Follow -up dates can be attached in many areas of Advisors
Assistant: Notes, Phone & Letter Logs, New Business Actions,
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and Markets. Once a follow -up date has been filled in, a Task is
added to your calendar . You can edit the follow -up to move the
Task to another personds cal endar.

How to Adal Followup Date

1. Add a new note to a name.

2. Enter a follow -up date. (Click on the down arrow next to the
date to pop up a calendar.)

3. Click OK to add the note. A Task is added to your calendar.

To add the Task to another personds
Edit Follow -up Button under the date. The Task window

will open with some of the fields filled in for you

automatically: the date, the description, and the notes.  Use

the Calendars box to choose to whose calendars the Task will

be added.

4. Click OK to add the follow -up to the calendar. Then click OK
to add the note.

W Pides - Towved Madras Owvd

View NotesScreen

Personal Contact

Many producers wish to insure that they have a Personal
Contact with their clients or prospects (or top clients and
prospects) at least once every 60 or 9 0 days (or any time period
you specify.) The Personal Contact Checkbox is designed to help

Page 38



Notes

you track when you've had a personal contact with a client or
prospect, so that you can get a list of clients or prospects who

you haven't had personal contact with.

The definition of

Personal Contact is up to you, but it would typically be a face  -to-
face appointment or an actual phone conversation.

When you're adding a note that resulted from a personal

contact, you can check the Personal Contact Box

. Advisors

Assistant then has a Personal Contact Wizard (under the Tools
Menu) that will allow you to print a report or even add a
Calendar Task to the people who haven't had a Personal Contact

within the time period you specify.

Adding/Modifying Note Topics

When you add the very first note to a name, you will first need
to add a Note Topic. After

need to add or modify additional topics from the

Screen.

How to Add/Modify a Note Topic

t he

View Notes

1. From the View Client With Notes Screen , click on the Modify

Action Button

2. Click onthe Add Topic Button in the top left of the View
Notes Screen to add a new note topic. Highlight an existing
Button to modify the

topic and click on the Modify Topic
topic name.

Archived Emails
General Notes 11137200
Health Claim - Surgery Motes  04/04/200

Insurance Motes 11287200
Imvestment Notes 11200200

Letter Log

Add Topic | Modify Topic Delete Topic

]

&
2

03113/2002

Topic Latest Mote Latest Follow-Up Total Motes

3
=TS I FL R - T 8 )

Note Topic Section of View Notes Screen

Combining/Moving Notes

There are two ways of moving notes:

Moving a single note from one topic to another:

1. From the View Notes Screen, highlight the note entry you

wish to move.
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2. Click the Move Note s Button at the bottom of the screen.

3. Highlight the new Note Topic to which you wish to move this
note.

4. Click OK to move the note.
Combining one entire Note Topic into another Note Topic:

1. Inthe top left Topic Section, highlight the Note Topic you
wish to combine.

2. Click the Combine Topics Button in the topic section.

3. Highlight the Note Topic to which you wish to combine these
notes.

4. Click OK.

Searching Notes

You can search through the notes within Advisors Assistant to
find notes containing a specific keyword, or written within a
date range by a specifi ¢ user.

You can search within just one clien
globally across all notes within the database. Performing a
global notes search can take some time.

Topics: |AII Topics j
User:|AII Users j
Date:| j | ﬂ
Eontains:"

Tao search with more than one keyword, separate each word
with a semi-colon [}

Appl:.rFiIter| Clear Filter ‘ Wiew All |

HowtoSeardCl i ent s Not es

1. Fromthe View Notes Screen, enter the criteria on which you
wish to search in the top right corner of the screen.

1 Select if you wish to search within just one topic, or all
topics.
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1 Select if you wish to search for notes written by just
one user, or all users.

1 Enter a date range if you wish to limit the no tes found
to those written within a date range.

1 Enter a keyword(s) to find notes containing the
word(s).

2. Click on the Apply Filter  Button to see the notes that match
the criteria in the grid.

3. Once the notes are selected you can print the list of notes by
clicking on the Print Notes Button at the bottom of the View
Notes Screen.

4. Click the Clear Filter Button to clear the search criteria
and enter another search.

5. Click the View All Button to view all notes on the screen.

How to Globally Search Notes

1. Click onthe Tools Menu at the top of any View Screen.
2. Select Search All Notes

91 Select if you wish to search for notes written by just
one user, or all users.

1 Enter a date range if you wish to limit the notes found
to those written within a date range.

1 Enter a keyword(s) to find notes containing the
word(s).

6. Click the Apply Filter  Button.

7. Once the notes are selected you can print the list of notes by
clicking the Print Notes Button, or highlight a note and
clickthe GoToClient Button to go to that «cl
screen.
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Wastunglon Gearge  Latier Log

Madson, James Latter Log

WMorroe, James Latter Log

Jacksan, Andrew Lotter Loy

Sowell Betty J Latter Lag

Benckowshl Miloofer  Letter Log

Gith, Steve Letter Log

Jeflerson Thomas ¢4 Lefter Log

e T coroom | ___l

Contains: jen User [ATUser *|  Dame: | =l =

I Search Topic Descripbons ¥ Match Whole Words Private Notes: | Al Notes E]I

Apply Filter [ Cloar Fitor Topic: | =l

121 Notes Displeyed. Keyword{s): "wa", matching whole words,

Name Tople | Date [By  [Nows 3

Jatkson Andrew  Investment Notes DI092001 CM  Andyme ihg opmeing A Samaing & p -'-*oli

Jareas Notes 100232012 €M Call Mm in a couple weeks aBout adding 10 s IRA

Madison, James ProneLog OUIE385 UDA %"‘mu&f‘“h‘“‘" My ki by, N0 vty i o seerolein

Document: IRA letter
Sipner Crris Moneymaser
Sumnary

Dotument. IRA ietter
Signer: Cheis Moneymater
SunmscpCemmants

Dotuneot IRA letter
Signer Crais Moneyreaker
SunmarpComments

Dotumant IRA Istier
Signer Crvis Maoeymaier
Summaryammenty

Dozument IRA letiar
Signee Covis Noneyrear e
Summaryommenty:

12202017 o™

Docoment: IRA |etter
Signer. Crris Moneymat e
Summ-mms:

Document IRA (atter
Signar Covis Naney sk e
SummaryCommants.

ICamments




Linking Names

In this chapter you will:
V Link two names together

V Add a new Link Relationship Code



Linking Names

Linking Names
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Advisors Assistant allows you to link names  to each other so
that you can track different relationships between names in

your database. You can link family members together, link
employees to their company, and track the sources for your new
clients and prospects. Once two names are linked togethe r, you
can easily switch back and forth between the name records.

2o Advisets Aahbant

e NN losko Tooe  Aden Ao g

J James Madison {Jim) At B4 B Mome Address Pemayy 4 0|0| il
Seecao Mma=s Typas. Clort thead ol Mend Adchowases Jurmes Madison [Jim|

Gtoep Participant Haanes

| Lol &
Cursert Dt ®ogorn Octipaton Mooy

1107 Conmanson Hwy
3 Spoces Doliey Madison doves 2
3-’ . Bethdane. 951150 Totsl beoive $130.000 Adcrees 3
~ :., Naar ST( ST Mot Woth $1.250.000 Coy Stte Montpelier Stathn, VA 22957
oy VS190 s 2 B
o 1) Dev L . MOTSSASS0 Bcton Viegink [mad jamesSmafinon con Parary 2 0|o| 0]
e r Manepmakes, Chils Tax ID 995563758 Tow wewmadisen cam Fow 1 e
‘> ™ Business Phone R e
'1 - , g : 3 Paces (H1} 37537 (Dvect Linw)
- Fax (NN 5356 Marketieyg)

cives Lok

e - ares ey Wyt o Funt ey Feges Everty =

View Client with Links

Each link you add must have a Relationship.  When you connect
one client to another, you must designate what that connection

is - their relationship. Examples of relatio  nships are attorney,
accountant, or source of referral. You can link family members
together and use relationships like spouse and child, but you
might wish to add these names to the Household rather than
linking them.

Links are a great way to track referr als. In the sample screen
above, you can see that Jim was originally referred by George
Washington (Source of Referral) and that Jim referred Sam
Adams (Referral.)

The Reciprocal Relationship is the relationship of the perso n or
company to whom you're linking, back to the person being

linked. Each link relationship can only have one reciprocal code
ditds a one to one relationshi

p .

So
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relationships, you could useanda rel at
reciprocal of o0Client of Accountant.

How to Add a Link to a Name

1. Go to the View Screen for the person to which you want to
add a link.

2. Click on the Links Tab at the bottom of the screen.
3. Click onthe Add Action Button.

4. Click onthe Linked To Field to choose from the list of
names in your database.

5. Enter the person's last name or the organization's name. If
the person is not yet in your database, you can click on Add.
Click on the name to select it when it comes into view.

6. Back on the Add Link Scre en, click on the Relationship
Field.

7. Select the relationship from the list. If the relationship is not
on the list already, and you have the appropriate security
rights you can click on Edit List to add a new relationship
code to the list.

8. I f 'y o u dgaefamdydink,isuch as a spouse or child, you
can also tell Advisors Assistant to add that person to the
Household by checking the Add Linked Name To

Household Box. The name to which youdre
must be marked as a Head Of Household.
9. Click OK.

Adding Link Relationship Codes

The link relationship code is an abbreviation code like all other
codes in Advisors Assistant, but there is one extra field for the
link relationship called the reciprocal code. You must have the
appropriate security access to edit codes.

When youdre adding |links Advisors As
together, and the two names are linked together using the

reciprocal relationship codes. Since the reciprocal relationship

controls the two names being linked, it is important that the

link relationship codes be added with the reciprocal.

Since link relationship codes have a reciprocal code also, adding
new link relationship codes becomes a 3 step process. We will go
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through the steps of adding the two link codes of Brother and
Sister. Details on adding abbreviation codes are listed in the
Abbreviation Codes chapter of this manual.

How to Add link relationship codes

1. Add the first new link code, BROTHER. Leave the Reciprocal
field blank. Click OK to add the first code .

2. Click on the Add button again to add the second code,
SISTER. For the code sister, enter a reciprocal code of
BROTHER. Click OK to save the code.

3. Modify the code Brother by highlighting the code and clicking
the Modify button. Select the code SISTER for the reciprocal
code of Brother. Click OK to save the Brother code.

While the example of Brother/Sister is used to show how to add
link codes, a code of SIBLING is much better for designating
family relationships because it can be used for brother/sister,
brother/brother, and sister/sister.

Modify Abbreviation

Relationship

Abbreviation: |[SyERE*E

Description: |Client of Attorney

Reciprocal: |Attc:rne1,r j

Ok Cancel %/(' é)

Adding Link Relationship Codes
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In this chapter you will:
V Create a Household in Advisors Assistant

V Create a Group in Advisors Assistant
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When you add an individual to Advisors Assistant the tab on the
View Screen says Household. When you add an organization to
Advisors Assistant the tab on the View Screen says Group.

Creating Households

The View Client With Household Screen allows you to group
members of a household together. These Households can then be
used for combined reporting, and it gives you quick access to the
other names just by double -clicking on the member's name.

James Madisce (Jm) #lelels] Home Address LU 3 Y |
eocn Anrat Trpes Chemt Ve ot Pdd Addecses Janes Madison [Jim)
= Lrovp Patcipan Hasewss

| Lawel A

T e Canel Spg a0 copmen Amrey 1 1A0T Consthuton My
> Szoune Delley Madinan
‘\3-‘ » Babade 101351 Tatal Meorw $190.000
oo v s ¢ Sre Mostpelier Stlon, VA 22987
v p W s
e 3 voe WITH45558 " Ena |emes@maivsncon roe 1 4l ele]
AN Pxaducw u.m,mm. Chrly Ta Ste wwwmadeos.com oo 1 +| o] 2]
S et Business Phone T 3 B
> " ", Proes (N2 3053000 (Deact Line|
icar Far (MAATSIN Marketng)

v Mantan Murzhar Of

= act
N e
r

Tssisnats | Wwerwes | Wew D Bews | Betam LhAe Vawtidd Pae Thgilile | Pages ey =

ViewHousehold Screen

How To Create A Household

1. Decide who will be the Head Of Household. Modify that
name and check the box oOo6Head Of Hou

Household Name.

2. From the View Client With Household Screen , click the Add
Action Button

Add New Member

What kind of name do you want to add to this household?

+ Add Existing Mame To Household

| .

" Add Entirely New Mame To Household

Ok Cancel |
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3. You can add a new member to the household by either
clicking on the Browse Button and selecting a name already
added to your database, or by adding a new name directly

into the Modify Household Screen. Sel ect which opti

using to add the household member and click OK.

4. Atthe top of the Modify Household Screen sel ect 1 f youdd

to have a specific Name Type added to each member of the
household.

5. Sel ect if youdd |Ii ke to have an add

linked to each member of the household. When you link an

address or phone number to household members, you only

have to change the address or phone number at the Head Of
Househol dds record and it will be
record.

[ | —

[Farmvty of darmas bacison W aavens elof][  emom *|+]
Aca Nematype To AN Members W Lins Aodross To AX Mesibars ¥ Link Paone To A) Members
Fores Pranary Ay ess Force Primary Phore
Namie Type: | 5 Home Address Home Phone

19407 Constmstion Hwy QIesar
Mormpeder Staton, VA 27957
- S—
A3 Memdel Rarmgse Meosbat Charge Dilaped Flekds Lot Chick » Tt Mighd Ik = M

{Fed Mo Lt Nam Date D1 em  Dender  Scospalon incone vt Aot Daperrient Fateszn b I |

8 anenist Make Albarmy $30 M0 20 $1.35000000

.......

prrery L 89 1MI15e9 Myie Unkngwn 3080 08 ¥ Shikd

Modify Household Screen

The member has been added to the household, and you can add
new members directly from the View Household Screen.

You can also use the Dependent and Relation to HOH features
to expand the data that is sent to application automation
programs like Laser App. Check the Dependent box and select
the relationship.
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Creating Groups

If you add a company to Advisors Assistant, you can use the
Group feature to group the employees of the company together
for reporting purposes.

%a Addvisers Avststarnt

= The Acme Company 01 'l '[ !| Business Address F L AR B
Zawssar fesom Typen Group Clmmt Addename Nr. Hesry Spendright (enry)

Lowl A Himiness The Acme Company
) Jots Te: Chiel Finmnciel OfSoe
wrt Chart Magari ledastry Matfoctures Addwas | 1764 Farn Parhway, Suite TO00
: Cortact Mary Jachsan Addwee J
‘&) - Cstatibstes IV Frotes $750,000 Adiress
La3ba@ Hawe AQe / Near %7 97 Assets $3.090.000 Ciy Seate Flemo Beach, VA 204859234
§ Fiscal YiEad 1213111938 Emplovess 10
15 [ g Eul HapenilOett@ocmeco com Porary 1 ‘I‘l s
p | + Moaeymaker, Thils I Bauress B0 SAe WWNATTIACH ST Frne ' OIQ !l
> Nemt Group Administration rever 4 | 4| )
= Frore [212) 2465073 1257 Mary Jacksen)
Seae I Fas (#12) 5553876
. ‘ Messhier
N =
e - TR Reah et
Faves
.

.
0] Caends

" '_/ Naseagna

Racent Narres

g | oo aisnsce W B Hetes [T ™ Gt Fiwe FionFronte Petre Fommy o

ViewGroupScreen

How To Creaté&roup

1. Modi fy the organizationds name and
Enter the Household Name.

2. From the View Client With Group Screen , click the Add
Action Button

3. You can add a new member to the group by either clicking on
the Browse Button and selecting a na me already added to
your database, or by adding a new name directly into the
Modify Group Screen. Sel ect which option you
the group member and click OK.

4. Atthe top of the Modify Group Screens el ect i f youdd |
have a specific Name Type added to each member of the
group. For example you could have all members of the group
have a Name Type of Group Participant.

5. Sel ect if youdd |i ke to have an add
linked to each member of the group. When you link an
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address or phone number to group members, you only have to
change
it

and

t he
I

Wi

address or phone number

be

c h

anged on each

Ves tay | e }
[Cmuo for This Acme Company Ay ena e Proew Ol QI
¥ Add Namatype To Al Mombers ¥ Link Address To A8 Members ¥ Link Pons To Al MamDers
B || I Force Primary Aoress I” Force Primery Phone
Nome Type! | Growp Paicipant -l Bamenss Adress Rsimes Phone
1766 Dotiver 1212) 5554567
The Acme Bulding
Plsmo Beach, CA 83449
AdoMemoe | Remove Mamber | Cnangs Displaed Pk | L Gk = Ee AUk = Menid
(Fist Name Last Name T O Date Ot B Gender  Fobascco Ocoupastion Incame Net Worth
r!’hn'!!al | Jatfeeson 555-68-7453 3N219&2 Maa Uniknasan Accountam $50000 00 §4.000 20000
{Samus Adame 555- 7804 ANANGET Une Uninown Erecutne 312500000 §1.250.00000
| James Wadsan 553.563783 AN146N95 Mato Uniknoan Adomay $180.000.00 §1.250,00000
[ Aadrew Jackson 555-23-6453 ananue? LYy Lnansan Erscuthe §75000 00 $450.200 00
jLeang Jutesan 555-880001 AQINGLS Mae Uninown Enecutive $125,000.00 $500 20000
{0aue Jacksan 113223333 I2TN9sS Mo Uninawn Esacutive $140 003 00 $2.000 00000
| Gecrge Weminglon  555-44-5087 aQ210%0 Vaw Uninewn Peamaent $175.000 00 $1.967 45600
(Jamea Erown 555344567 8001933 Mae Unknown Accountam §000 $000
) Jesapn Flos S55.46-83738 7AW Mua Unkngan Pabican $90 020 00 $483 200 00
L v Q)
Modify GroupScreen

The member has been added to the group, and you can add new
members directly fro m the View Group Screen.
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Markets/Areas of Interest

In this chapter you will:
V Add Markets/Areas of Interest to a name



Markets

Markets/Areas of Interest

A unique feature of Advisors Assistant is the Markets or Areas

of Interest. Markets/Areas of Interest can be used for tracking:

Page54

1 Markets - products a person may be interested in like an
IRA, Universal Life or Term Insurance.

1 Producers - products the produ cer specializes in.

i Areas of Interest - add codes for hobbies, clubs, or other
demographics youdd |ike to track.
could be golf, Rotary Club, or their favorite sports teams.

1 Mailings 0 flag names for newsletters, holiday cards or gi fts,
etc.

1 Adcampaigns dadd mar kets for the differe

running, and track how well the ads are performing.

Markets work similar to an abbreviation list and allow you to

add as many Mar ket

completely searchable, so you can pull out people who are

Prospects with a Market of ROTH IRA.

£ Advisars Asalsiarnt

- tar o Tty atrs Aswe - .
) James Madmson (Jim) hd -|0|l[ Home Address R £ K] |
S action Repam Trpes Chiars oot of baeidd Adtmeesr Jumes NMadison (Jiey)
B Gerup Panicipant Busrent
=, Lewd A Job Tk
e e e Octapation ABciney Addenns 1 11407 Constingion Mwy
& Secews Defley Mastson Actrens
'\’\J . e WIS Total breoome $100.008 L
- o SIS 1.9 00 fy St Moxtpelier Station, VA 3007
Arveversary BUTST0 Dep oy 2
el « Uceoss: MOTHGAS55S pan Virginia Emsl james@uadison com i OIOI 2
““““ i Moseynakor, Ohris T 0 M35%.00%8 et Boa wewmadison cem | 0| OI 0]
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. 4 Frase [212) BI52%07 {Dwect Lineg
beon Fau (N2 0753508 Marketing)
~  Markay
N
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View Client with Markets

How to Add a Market/Area of Interest to a Name

1. Go to the View Client Screen for the name to which you wish

to add a Market.
2. Click onthe Markets Tab.

c 0 Marketsarsaisy ou o d | i
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3. Click onthe Add Action Button.

4. Click on the down arrow next to the Market Field to geta
list of markets already added. Highlight your choice and
click OK. As with other abbreviation code lists in Advisors
Assistant, if the Market is not on the list  and you have the
appropriate security rights you can add the Market by
selecting the Edit List option.

5. Enter a Follow -up Date if you wish a Task to be added to
your calendar to follow -up on this Market.

6. Click OK when finished.

Add Market \ Area of Interest

Client: James Madison

Market: |Likes Gardening =l

Follow-up: | Edit Follow-up

oK Cancel ‘ i}.;' ‘_;;J

Adding Markets

The Market/Area of Interest is now added to the name record,
and you will see it listed whenever you view the Markets.

You can select a list of people with the same Market using the
Selection Reports, and print a report, send an email, or  print
letters and envelopes/labels.
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Associating Files

In this chapter you will:
V Add a new File Association to a name
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The View Client With Files S creen gives you the ability to
associate files from anywhere on your computer or network to a
client or prospect stored in Advisors Assistant. You can then
double click on that file to open the program and file you have
associated.

With File Association you can:

T

Use a document storage program to scan documents and
then associate them with your clients and  view them from
inside Advisors Assistant.

Store pictures of your clients

Store letters created with your word processor. Mail
Merge letters can not be stored unless the letter has been
merged and saved with the name information.

Store presentations and spr eadsheets
Store proposals in Adobe Acrobat .PDF format

Store Morningstar Principia portfolios and open Principia
directly from Advisors Assistant, going right to that
cl i ent 0 s(Prmapraimiéisbble pucchased separa tely.)

2o Advirars Aatslant
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Adding File Associations

Advisors Assistant stores the path to the file that you are
associating. Once the file is on the
click on the file and Advisors Assistant will load the application,

which Windows associates wi th the file extension, and tell the

application to view or edit the file.

How to Add a File Association to a Name

1. From the View Client With Files Screen, click on the Add
Action Button.

Open RX

Look m: | 3 image Fles "I -~ @ c¥ B

3 " AIM Account Appication NQ.pdf
_._) N ajackson.bmp
My Recent  ™%Disadiity Applcation. pdf

Documents | TR

{ ,.;} £ JamesMadison. g
- €] Madizon.gf

Desktop " Perching04282001.pd¢
5] Princpia Snapshot View Report. g
, " Putnam Trad IRA Adop Agree Pgl.pdf
Lt "% Putnam Trad IRA Adep Agree Pg2.pdf

Wy Documents | o ravd Front.pg
. T Tuesday, February 19, 2002 (7). max
i " variable Annuty App.pdf
. BE
My Computer
Ji
My Network  Fle name [DMasecn pg ] [L_]
Flaces —
Fles of typo | i Cancel J

Selecting the File to Associate

2. Browse to the location of the fi le on your computer or
network. Before associating files, please read the section
in this chapter regarding file locations and network
environments.

3. Enter a Description and Category:

Description : allows you to further describe what is
contained in the file in the event the file name is not
enough of a description.

Category: designed so you can assign tags, such as
Application, Photo, or Letter. Then when you sort by
Category by clicking on the column heading, all of your
applications will be listed together.
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From the Add Associated File Screen you can click on the
Add Button to add another file, but it will have the same
Description as the first file. If you wish to add a new file
with a different description, click OK to add the first file
then click the Add Action Button from the View Screen to
add another file.

Add Associated File(s)

File{s): | File Mame LasiChanged |Path

DMedisonjpg 02272002 DATrainingimage Files

Add I Remawve I

Description: |Dolley Madison Photo

Category: ;Phaotograph

ol Cancel | i

Entering the Description and Category

4. Click OK to save the file association.

How to Modify File Information

1. Highlight the file you wish to Modify.

2. Click on the Modify Action Button. You can then change
t he Description or Category
change the actual file. To change th e file, double click on
the file to load the associated application.

How to Delete A File From The List

1. Highlight the file association you wish to delete.

2. Click on the Delete Action Button. Decide if you wish to
just remove the reference to the file in the Advisors
Assistant database , or if you wish to delete the file itself
from your computer or network

di spl
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Running An Application With The Referenced File

When you click on the file, if Windows contains an association

for the file extension, that application  will load and run with the
file you clicked. In a network environment, each workstation

must have the application installed to view the file. For

Instance, if a .pdf file is associated with a name, each

workstation must have Adobe Acrobat Reader install ed to open
and view that .pdf file.

Sorting The File List

To sort the list of files, just click at the top of the column. By
sorting on Category, you can list all of the forms, applications,
etc. together based on the categories you have assigned.

Linkin g Folders to a Name

Rather than associating a single file with a contact, you can also
associate a folder on your computer with that contact.

From the View Client With Files Screen , right -click on the Add
Action Button . You can then select the location of the folder.

Things That Can Interfere with View Files Functionality

Renaming, Moving, Or Deleting Files

Advisors Assistant stores the path to the file you have

associated, not the actual file itself. The list of files stored in

Advisors Assistant does not know when you move or delete the

actual file on your computer. Therefore, if you move, rename, or

delete a file, using Windows Explorer or another program, the

original reference will remain in Advisors Assistant. If you

double click on the file, youdoll get
be found.

Reassigning or Remapping Drive Letters

In a network env ironment, the C drive on one computer can be
"mapped" to a different drive letter when accessed by another
computer.

If you add a file to a client and it is referenced on Drive K from

the workstation and someone comes along and changes the drive
mapping t o Drive Q, then as far as Advisors Assistant is
concerned, the file should be on K, and it will not be able to find

it.
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Storing Files On Drive C

| f youdre on a network, or DOver expe
NOT reference files on Drive C. The reason is that each station

will have it s own Drive C. If your Drive C ends up on a network

as "Station 1" and Station 2 is also running Advisors Assistant,

when Station 2 tries to double click on the file, Windows will

| ook on Station 208s diveCvliveCijs not St a
always the local workstation drive.

Why You Should Not Reference Documents On Your C Drive

Your C drive is the ONLY drive that cannot be accessed from

another computer on the network as d
accessed as another drive le tter, through drive mapping, but

another computer cannot click on a file associated with your C

drive and load the file. The reason is because the other

computer on the network has its own C drive and it will look on

its own C drive for the file.

What TBo If You Are A Single User, or Not On A Network Now, But May Be

Later

Tips and Hints
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If you are on a single user system, you should still use a drive
other than drive C because someday you may want to network.
This is easily accomplished by creating another drive part ition,
such as drive D or drive F on the same disk. Software, such as
Partition Magic, can do this easily and safely. Partition Magic is
available anyplace business software is sold.

Map Drives

Map the drive(s) you refer to with a drive  letter. That way, if
you move the drive or the folders to another computer, you
simply have to map that drive with the same drive letter.

If you use the Universal Naming Convention, such as

\'\ MikesComputer and Mike leaves or his computer gets
renamed, the n all of your file pointers in Advisors Assistant will
be looking for a computer that does not exist.

Map Drives Consistently

When you map drives, itds very i mpor
with the same drive letter.

For example: If you install a new hard drive to hold your
document scanning files, have all computers on the network
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refer to the drive with the same mapped drive letter. In our
office we use Drive S (for Scan). All computers refer to the drive
with the docu ments as Drive S.
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Printing Reports

In this chapter you will:

Vv
Vv

< < < <

Print a Quick View Report

Select a list of names using the Selection
Reports

Print a report using the selected names
Save frequently used Selection Reports
Print Current Client Reports

Select names using the Tagged Names Report
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Printing a Quick View Report

At the click of a mouse button, you can quickly print a report for
the information you are viewing on the screen. If you are
viewing notes, it prints a summary of the notes. Ifyou  are
viewing Markets, it prints a summary of the Markets.

The Report Action Button in the middle of the screen will print
reports for one person at a time @ the person on your View
Screen. The Selection Reports Icon in the Sidebar prints reports
for many pe ople at a time, or one person.

How to Print a Quick View Report

1. Put the information you want on your report on the View
Screen.

2. Click on the Report Action Button.

3. The report wil/l be generated and yo
the screen. To print the repo rt click on the printer icon at
the top of the screen.

4. To close the report without printing it, click on the Exit
Button at the bottom of the window.

Selection Reports

The power of a database is in not only storing your information,
but also making it easy for you to sort that information for
marketing purposes. Advisors Assistant has made data
retrieval easy through our Selection Reports.

The Selection Reports allow you to go into Advisors Assistant
and select data based on the criteria you specify. The
combinations of selections are limitless, and you can save sets of
selections that you run on a frequent basis. The Selection
Reports are also a powerful feature of Advisors Assistant that

will help you increase sales.

You can use Selection Reports to search for:
1 Birthday Lists

1 People in specific age ranges or income levels to tell about
certain products you sell

1 Clients investing in a particular security, category, or sector
(i f youdre using the Advisors Assi s
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1 Clients with a spe cific type of insurance for contacting about

a new benefit (i f youdre using the
Insurance Module)
1 Prospects that you have coded with a certain market to
contact them regarding that market
1 Anniversary Date reports
1 Clients turning 70 who h ave an IRA (using either the
Investment Module or Markets)
1 and much more
Once you have O0Oselectedd the names,

print letters, labels, or envelopes, or send emails to the group
youdve selected.

Solection Critersa

4 | | X J|l H| @
Search Cancel Clew | Load Save Help
Progucar; | ] Wty ( Orp s
Typw vl Heametant J
Acagonal Type: | - Incude Ordy the séeads of Mousehoid
suns: | - Maskig List =
Cocupaton: | - City:
iotry: | | Rt Moo | - Garier -
Linked 10: | - A Monmy = Toweecer [ -
Refationstip: | -l Who Changea = mettat [ o
Market: | - Mating Optioe: - State:
First Name: | Calling Optioec =1 Acoe Code:
Last Kame: | EXACT - v

Emating Optioe:

Emak |
_] Name Ratgme 3

No Lower Lma From To No Upper Lanit
™ No Date Of Eumn v 2 Brthdate e
I N0 Antewreay v Anreversaty +] *
I Ns Enrned mcame v Earned ncome v
I Mo Totw ncome v Total income W
v Nat Worsy ’
v Depencdents @
v Do Codm v
v Crange Date | »
Name Flexfiod
Warve A VassTvent A Pusnce A Teoa B ness

Name Selection Screen

How to RunSelection Report

We 6| | run a selection report on
June.

Cli e

1. Click on the Selection Reports Icon in the Sidebar .

You will now see the main Selection Reports Screen. The
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first set of information you see is the name information.
There are additional Tabs on the bottom of the screen that
allow you to navigate through the selection screens and
select on the Name Flex Fields, and depending on which
modules you own the Investment and Policy information.

2. First click on the empty box or arrow next to Type of Name to
select the type of person weodre
Select the Client abbreviation from the list and click OK.

3. Then click on the empty box or arrow next to Birth Month,
select June, and click OK.

4. Click Search to start the search once all your selection
criteria have been entered.

After you click OK Advisors Assistant will begin searching
through all of your records to find names that match the

criteria you just entered. Once the searchi s done, you will be
on the Report Selection Menu Screen. The number of names
that have been selected is in the top right hand corner of the
screen. From this screen you can print reports, send the data
to Microsoft Word to print letters and envelopes or  send
emails, or export the data to use it with another program.

Frepant Sdechon Men
Repoet Typec | Olnt - e

Destrpeen Commest AgTen Only LantChanged By Hepan T =
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Contact Ligt Soated 8y Nama ‘Wi Latest
tezse

Cantad List Sortad By Name

Emal Adares: Book Sa0ws 3T ema J0TReTes XT000NT Wi 93ch contact secorg. Best  smarch 0V0IR012 313 10904
s Mans B mael 150 e Emadl Crieas Indaies Do Tzt £ mad € sel for cherdt

Favoeties

Dasoagsian Agnn Only

Merage | Sute Wew Asd o e

2 ¢ 5 5§

Report Selecton Menu

Faomese .y

ad ®)




Reports

Include All Investment Data or Include All Insurance

Data: When youdre searching for names
insurance information, Advisors Assistant does not select every

product the cl ient has unless you tell itto & only the product you

are telling Advisors Assistant to search for would print on the

report. If you want all of the investments or policies to be

printed on the report, the Investment and Insurance Selection

Screens have a box you can check to include all products. You

can also use the Current Client Report Icon in the Sidebar to

select all of a single clientdés prod

Printing Reports using Selected Names

Once youbdbve searched for thHne nam
reports for those nameReportSdestiory o u
Menu Screen, there are many reports to choose from. The best

thing is to print them out at some point to see which reports you

like best.

How to Print Reports Using Selected Names

1. Run your search for the names you want to select.

sy
|

e
o1 1

2. Highlight the report you wish to print. Click the  Report
Button at the bottom of the screen or double click on the
report.

You are now in the view report screen. You can move around
the report while viewing it, or just print or save the report.

3. Click on the Printer Icon to print the report or the Floppy
Disk Icon to save the report to another format, such as a PDF
file.

4. Click Exit to returnto the Report Selection Menu Screen,
New Search to run another sear ch, or Add To Search to save
the names youdve just selected and
the first list.

5. Click Finished to return to the Advisors Assistant View
Screen.

Saving Frequently Used Selection Reports

You may find yourself running some selectio n reports on a
monthly, weekly or even daily basis. Rather than entering the
Selection Criteria in each time you need to run the report, you

Page 69



Reports

can save that selection report and load it whenever you need to
run it.

Advisors Assistant also automatically save s the last Selection
Report that was run. I f youdve exit
decide you need to run the same search again, you can load the
previous search (see OHow To Load Se

How to Save Selection Reports

1. Open Selection Reports .

2. Enter the criteria you wish to select. Be sure to include any
Product or Flex Field information.

3. Click on the Save Button.
4. Give the saved selection a name.
5. Click OK.

How to Load a Saved Selection Report

1. Open Selection Reports.
2. Before entering an vy criteria, click on the Load Button.

3. Highlight the saved Selection Report from the list and click
OK.

4. The criteria you saved will appear on the screen. Click OK to
start the search.

Selection Report Options

Once your names have been selected, you have other options
available. The following buttons are available across the bottom
of the Report Selection Screen:

Exit : exit out of Selection Reports

Report : run the highlighted report (you can also just double -
click the report.)

Export : export the selected names to another file, such as an
excel spreadsheet.

Word : send the selected names to Microsoft Word to print
letters or send emails. This function is described in detail in the
aMerging With MS Word 06 chapter.
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Manage: take the names youdve selected
with all of the names. For example, you can add a market to all

of the names selected or change the producer name for all of the

names selected.

Subset: take the names youodywithsel ect ed
those names from the main View Screen. When you create a

subset your View Screen will be yell
working within a subset of names. You can turn off the subset

just by unchecking the box in the bottom left corner.

New Search : open a blank selection criteria screen.

AddtoSearch : put the | ist of names youdv
add a new list of names to the first list. You can keep adding

new names by using the Add To Search Button again after your

next search. Thi ssegch.i-ér exampke,yaun 0 ORO

can build a list of people that have the Market golf OR the

Market boating.

Footnote: if you have security rights to edit report footnotes,
clicking this button will take you to the report footnotes so you
can edit them.

Printing a Current Client Report

At the click of a mouse button, you can quickly access all of the
reports in Advisors Assistant for the name you are viewing on
the screen.

How to Print a Current Client Report

1. Make sure the name for whisorh youdr e
the View Screen.

2. Click on the Current Client Reports Icon in the Sidebar.

3. All of the contact and product information for that name will
be selected, and youdl | be taken to
Screen to select the report you wish to print.

The Tagged Names Report

The Tagged Names Report works similarly to the Selection
Reports. Il nstead of filling out the
searching on, you can just go down the list of names in the
dat abase and otagdé them to select th

When you antegahgdamais moved to the bottom half of
the screen to show that it has been selected. Once you have
selected all your names, you will move to the Reports menu and
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have all the same options available as you do through the
Selection Reports.

How g6 O&ames

1. From any View Screen, click on the Tools menu at the top of
the View Screen.

2. Select Tagged Names Report

Tagged Mumw Sedection

Last Name First Mame e

o | Mo

asesh

Ok Cancel = |

Tagging Names For Selection Reports

You are now on a screen similar to the Lookup Name Screen.
There are a few ways to find the name you wa nt to select:

1 You can click on any column tab to sort the list by that
col umn. I f youdre sorting by | ast
and then first name in the boxes at the top of the screen (just

|l i ke when youdre |l ooking for a name

Advi sors Assistant will narrow down the list as you put more
letters in, and the names will appear in the grid.

1 To go through the complete list, you can use the arrow keys
on your keyboard to scroll through the list. Then you can tag
the names as you look thr ough the list.

3.0nce youdve found the name you want
I

three ways to actually otagod the

to the bottom half of the screen:

¢ Double click on the name
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1 Highlight the name and press Enter

1 Highlight the name and click the  Blue Arrow  Button in
the middle of the screen

4. When youdre finished tagging
OK Button to move to the Reports menu. From the reports
menu you can print reports with those names, or merge with
a word processor; just as with other Selection Reports.
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The Advisors Assistant Calendar

In this chapter you will:
V Customize your calendar settings

V Schedule appointments

V Schedule Tasks and Phone Calls
V View your calendar

V Print your calendar

VSchedule and view an associ



The Advisors Assistant Calendar

The Advisors Assistant Calendar

@Ca!endar EI = @
Day Week Month Year Schedule Reports |Show Appointments ~| |Chris Moneymaker =l
nbimia il : q February 2011 March 2011 b
S50 Mo Tu We Th Fr Sa Su Mo Tu We Th Fr 5a
1 2 3[a]s 1 23 4 5
6 7 8 9 101 1z 6 7 [8& 9% 10 11 12
g am 13 |14 15 16 17 18 19 13 14 15 16 17 18 19
20 A 22 23 2425 2% 20 2122 3 24 25 %
77 (28 77 2 2930 3
qQ 00

1) U0 |Client Meeting (Leann Barnhart)

Tasks and Calls Add | Delete
1 B Time Type |With -« | Description Priority | Comp
Annual Review (Bonnie & Kehle) 12:00 PM Task Fred Smith Followup for Fred Smitt High
00 9:00 AM Task James Brady Followup - 3: Case Pre) Medium
.00 M Call  James Madison Followup for James Ma Low
S 00 500 AM Task Les Jones ‘Walue Proposition Emai High
—L _ ] el i =
5 00
Client Meeting - Fund Presentation (James Madison, Dolley
4 - Madison)
c 00

ﬂ. Exit ‘ Setup ‘ Today ‘ Report ‘ﬂ \ﬂ\hﬂ\“ﬂ\ﬂ 21412011 - 9999

The Main Calendar Screen

The Advisors Assistant calendar is fully integrated with the

main database, so you can set up appointments with any person
you have in the database and have all of their information
available at your fingertips. Follow -up dates are also
automatically carried over into the calendar when you add them
to a note, market, or new business action

Advisors Assistant Calendar Features

U The calendar o pens in its own window, so it can stay open
throughout the day while you work in Advisors Assistant.

U Each person in your office who is a user of Advisors Assistant
can have hisorherowncalendar., You can al so set
calendars.
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U You can keep your calendar private or selectively give rights
to others to view your calendar and add appointments and
tasks.

U You can transfer blocks of tasks, phone calls, or
appointments from one calendar to another.

U Any follow -up dates you enter for notes, Workflows, letter
logs, phone logs, markets or new business comments will
automatically create Tasks and be copied to a calendar note.

U Tasks can roll forward if they are not completed.
U You can be notified of pending calendar events.

U You can set up recurring events, such as calling a client for a
review on the first Monday of every June for the next 3 years.

U You can print various schedules.

U You can see a graphical depiction of your entire office's
calendar quickly and easily.

Calendar Views
You can view your calenda r by week, month, year, or day.

Day Week Month Year Schedule Reports [StowAppointments | [Chus Moneymaker =]
S Iy 32 Mer, Jurwiary 31 Tom Februmy 01 | Wed Februby 03 | Tha Fetruery 03 o, Fatnawy 04 ‘ Sul, Fabesary 05
[
r
|
[y

!Dn"-tna R - Avusl Fevaw
Datim K Ceou) {Ronne A Vahie)

Funa Presectaton. | |
SES

) Ea | o | Vo | Ree | @) Yjwhwiofra2011 o> w> W ¥

Weekly Calendar View
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Weekly View
To see a weekly view of your calendar, click on the word Week
at the top of the screen.
You can add an event by double clicking in an empty time period
on the screen, or you can modify an exi sting event by double
clicking on the event. You can change the length of an existing
appointment by single clicking to highlight the appointment,
and clicking and dragging the bottom or top border of the
appointment.
You can change weeks by using the righ t and left arrow buttons
at the bottom of the screen. You can always change back to the
current day by clicking on the Today Button at the bottom of the
screen.
Monthly View
To see the current and nexitkomont hos
the word Month at the top of the screen.
JM =N |
Day Week Month Year Schedule Reports [ShowAppointments ~| [Chns Monsymaker =
4220 pr 330 pm 1 am-
= {330 pu4@pm €
e 1_ SO 2 o . 10 1 12
(900 s 4008 am () 11200 o d 00 pn $ 200 pe- 100 gan 4
13 u 1) 1 1
100 an-12300 o
:
0 n u a3 E e ] %
iy
) e | Sew || oy ] e | @) tfwhwiofazott - o>w ¥ v

Monthly Calendar View
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Yearly View

Associ

Camveder

. Day

Ty (e

You can move to different days in the month by clicking on a
new day, and then clicking on the word Day at the top of the
screen. You will then be looking at the day you just selected.

You can change months by using the right and left arrow
buttons at the bottom of the screen. You can always change back
to the current day by clicking on the Today Button.

To see the year and change between months and years, click on
the word Year at the top of the screen.
You can change years by using the right and left arrow buttons
at the bottom of the screen. You can always change back to the
current day by clicking on the Today Button.

atedbs Schedul es
To see the times other users have available in their ¢ alendars,
click on the word Schedule at the top of the screen.

Week Month Year Schedule Reports 9

i“ :A'.n l-. 1 ['l

1
! I | L i | "
. |

sarm e

Eiiadls

B

Todsy | | @ Yy .ml w-‘ﬂ1014f2012 Jowh Moy

Vi ewing Associateds Schedul e
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You will see all of the calendars to which you have access for the
current day you are viewing. You can double-click on any events
to modify the event.

Customizing Your Calendar Settings

Before you start using the calendar, you should set up the
calendar options. Your settings are saved under your initials,
and every time you log into Advisors Assistant it will
automatically bring up your calendar settin ~ gs.

How to Set Up Your Calendar Options

1. From any View Screen, click on the Calendar Button in the
Sidebar.

2. The first time you enter the Calendar, you will be prompted
to customize your settings. If you have already bypassed this
screen, click on the Setup Button at the bottom of the
Calendar screen.

3. Enter your preferences:

1 Select the users you want to have access to your calendar.
Click on the 0+6 Button and sel ec
access to your calendar.

1 Select whether you want your tasks to automati cally roll
over to the next day if they are not completed.

1 Select if you wish to have your Monthly View show
Saturday and Sunday in different boxes, or grouped
together.

1 Select whether you would like to be alerted when an
appointment/ task comes up. If you want to be alerted,
you need to set how long before the appointment or task
you want the alert . If you opt to be alerted y ou can select
if you wish a sound to play with the alert and if so which
sound.
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Calendar Preferences

Calendar:

Chris Moneymaker

[+ Rollover Uncompleted Tasks and Calls
[v Group Weekends on Month View
I+ Show PopUp Alerts for Impending Events

Minutes In Advance: 15 3:

I+ Play Sound With PopUp Alert

| Cuckoo

=] Play |

[ Appointments Must Have With-Names

Time View Increment:
Appointment Length:
Priority:

Event Time:
Appointment Color:
Call Caolor:

Task Color:

30 h
60 EIZ
[Medium ~]
0300 AM
N
L

Color for Days With Eventis I

DK ‘ Cancel ‘

Users With Access

2|1

Chris Moneymaker
Jesse Dynamo

9l

Calendar User Setup Screen

1 Selectifyouwishtoal way s
in your calendar events. This will allow you to only add
events for a name that is in Advisors Assistant.

have

a

OWitho

1 The last section is for the calendar defaults. You can set a
default event time and priority, and you can set the
default colors for appointments , calls, and tasks. These
defaults automatically appear when you add a new
appointment or task. You can also change the color that
appears on the two calendars indicating you have an
event on a particular day.

4. Click OK wh e n

rg fonish@d.

To change your calendar settings at any time, click on the Setup

Button at the bottom of the calendar screen.
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Adding & Modifying Appointments

How to Add Appointments

1. From any View Screen, click on the Calendar Button in the
Sidebar.

2. Select the day of the appointment, and double click on the
time slot to which you woul d like to add the appointment

Add Appoi ' .
e I

Type: | Appointment Begin: (10/5/2012  ~|[11:30 AM = |
Sub Type: | Client Meeting .

Priority: [ Medium v End: [10/52012  ~|[12:30 PM =]
[~ Completed I~ Multiple Days [ All Day

Description: IClient Meeting

Location: lFirestone Grill

Notes:

Spell Check =
With _+]_x_| Calendars (Curent if blank) i]
Dial David A. Jackson - Chris Moneymaker -

D Beth Jackson

Recurs:|Only Once | Until: v Color:l I

@

OK ] Cancel [ -I_IJ

Appointment Screen

3. Enter the details of the appointment:

1 Date. The date you originally selected will be filled in, but
you can change it.

17 Beginning and endingtime . Check the box if
day appointment or over multiple days.

1 The Sub-type of the appointment. You can set up sub -type
codes to group calendar events together for reporting.
Your System Administrator can also link colorsto  specific
Sub-types.

1 A description and notes
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1 Who the appointment is with. Clickonthe 0+ 06 Button i n
the With Box to choose the names from the database.

1 On whose calendar the appointment will be. If you do not
select a name the appointment will automati  cally be
added to your calendar. Click on
Calendars Box to choose the user names. Be sure to
select your name also if you wish the appointment to be
on your calendar as well as the other calendars.

1 How often the appointment will recur . Once you select
how often the appointment recurs
recurring pattern.

17 The color youdd Ii ke to have appe
appointment

4. Click OKwhen youod6re finished entering
information.

Your appointment has been added , and will now show up on
your schedule with the time blocked off.

How to Modify an Appointment

1. Open the calendar.

2. Double click on the appointment you wish to change.
3. Enter your changes.
4.

Click OKwhen youod6re finished.

How to Delete an Appointment
1. Open the calendar.

2. Double click on the appointment you wish to delete.
3. Click on the Delete Button.

4. Confirm the deletion.

Adding & Modifying Projects/T asks/Phone Calls

Projects, Phone Calls, and Tasks are considered similar entries,
and are entered into the same are a of the calendar.

When youdre | ooking at t h€lickoai |y Vie
the Task/Call and move directly to the name record the Task is
with.
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How to Schedule a ProjeaskiPhone Call

1. From any View Screen, click on the Calendar Button in the
Sidebar.

2. Click onthe Add Button at the top of the Task/Call list . You
can also double click on the daily schedule where the
appointments are listed, and change the Typeto Task or
Call.

3. The event will default to Task, which can also be a project

Task Screen

you define in the Description. To separate phone calls change
the Type to Call.

4. Enter the deta ils of the Task/Phone Call. The fields are the
same whether you have selected a Type of Task or Call:

1 Beginning and Due date and time. Tasks and Calls will
show as overdue after the due date.

1 The Sub-type of the event. You can set up sub -type codes
to group calendar events together for reporting.

1 A description and notes
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