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Course Objectives  

Utilize the Full Power of Advisors Assistant!  
 

 

 

In this course you will learn to: 

V Track your prospects, clients, policies, groups 

and more  

V Print letters, envelopes, and labels  

V Customize FlexField s  

V Pri nt great looking reports for your clients  

V Search client files for new sales  

V Track follow -up dates 

V Manage Workflows  

V Merge with MS Word for letters & emails  

V Log letters , emails,  and phone calls  

V Schedule appointments, projects and Tasks 

V Market to current clients and prospects  

V Build rapport with clients to keep them from 

straying to other producers  

V 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   
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Starting Advisors Assistant  

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 St art  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 Desktop 

1. Go to your Windows Desktop.  

2. Right click on the Desktop.  

3. Select New , Shortcut . 

4. Click the Browse  Button.  

5. Click on the Down Arrow next to the òLook Inó box. 

6. Browse to the following directory: C:\ Program Files \ Client 

Marke ting Systems \ Advisors Assistant.  

7. Highlight the file òAdvisorsAssistant.exe ó and click Open . 

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.  
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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 òbinocularó icon in the Sidebar.  

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 ð 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 

theyõre looking for in the online Help, and itõs much quicker than 

picking up the phone.  

How to open Help 

¶ Press the F1 key anywhere in Advisors Assistant or 
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¶ Click on the Help Menu Item or 

¶ 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 itõs a good idea to go to the Contents Tab in the 

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 ð 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  



 

 

Abbreviation Codes  
 

 

 

 

In this chapter you will: 

V Add Abbreviation Codes  

V Modify Code Descriptions  

V Delete Abbreviation Codes 
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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. 

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  

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 

 
Name Type Abbreviation Code List 
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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 youõre adding information to Advisors Assistant, keep in 

mind that the more information yo u add to the database the 

more useful the database becomes. If you fill out peopleõs 

Occupations, then youõre able to get a list of, for example, all 

Business Owners in your database and send them a targeted 

mailing.  

Adding Abbreviation Codes  

Abbreviation  codes can be added as youõre adding any 

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.  
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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.  

How to Modify Abbreviation Codes 

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 if it is not in 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 Ass istant 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 on the Admin  menu option.  

2. Click on òMaintain Abbreviations. ó 

3. Select the Abbreviation List you wish to change.  
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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 OK  when youõre finished deleting codes. 

 

How to Combine Abbreviation Codes 

1. Click on the Admin  menu option.  

2. Click on òMaintain Abbreviations. ó 

3. Select the Abb reviation List you wish to change.  

4. Highlight the code you wish to combine and click on the 

Combine  Button . 

5. The code youõve selected will be listed in the òCombine all 

occurrences ofó field. You need to select the code to which 

youõre combining, which would be the code you wish to keep. 

You can then decide if you wish to delete the original code 

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

7. Click OK  to combine the codes. 

 





 

 

Adding Names  
 

 

 

 

In this chapter you will: 

V Explore the Advisors Assistant View Screen 

V Add a new name  

V Modify Name FlexField s 

V Add Addresses and Phone Numbers  

V Copy Addresses & Phone Numbers to other 

names 

V Find and Modify a name  

V Find a name using a phone number  

V Delete a name  
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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.  

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 

 

Adds information to the active view.   

 

Modifies information in the active view.  

 

 
View Name with Workflow 
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Deletes information in the active view.  

 

Quick Report: creates a summary report of the 

active view.  

 

Opens MS Word for letters or emails  

 

Exports the data in the active view to Excel.  

 

Dials a phone number if a modem is set up.  

 

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.  

Sidebar Icon Description 

 

Opens the Selection Reports.   

 

Selects all of the data for the current name 

being viewed and opens the Reports.  

 

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.  

 

Opens ReadyDocÊ or Imaging AssistantÊ 

(option al module s) to scan a document for the 

currently viewed name.  
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Opens Laser App or Quik! Forms and passes 

data for the currently viewed name over to the 

application program . 

 

Opens the Advisors Assistant Calendar.  

 

Opens the Advisors Assistant Messenger. 

 

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  

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 ð such as by email address or 

Tax ID  

      or 

Click on the Lookup  menu and select By  Name  or by 

another field . 
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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.  

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. If the name is not in the list, click on the 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 òChange to Organization.ó (Some of the field 

names will change.)  Definitions of each field are available in 

the HELP.  

 

Looking up a New Name 
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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 

when youõre adding the client names.  You may enter as little or 

as much information as you need.   

What is the Name Type? 

The type of name field describes who the person is.  It allows you 

to store several different òlistsó of names in one big database so 

youõre not switching between programs.  

Some Name Type examples follow:  

Client     Vendor  

Prospect   Friend  

Group Client   Insurance Company  

Mailing List Name   Church Group Member  

Agent     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.  

 
Add/Modify Name Screen 
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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 

you will be entering (you donõt want to use a text field for 

numerical data or a date.)  

How to Modify a Name FlexField 

1. As youõre adding the initial name information, youõll notice 

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

on the second tab, FlexFields . 

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

FlexField  Labels.  This takes you into the òModify FlexField  

Title Setó screen. The data  entry boxes are now for the field 

names themselves instead of the data.  

 
Modifying FlexField Labels 
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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 ð 2 decimal places 

5, 6 Numbers ð 5 decimal places 

7,8 Numbers ð 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 To Add Additional 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 lts  button to automatically fill in information if you 

have set up the relationships through Links.  The HELP 
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lists out which relationships can be used with the Get 

Defaults option.  

3. Additional  dependents can be passed to applications using 

the Household 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 -click on any address on the View Screen and if youõre 

connected to the Internet that address will be mapped with 

Google Maps. 

How to Add Addresses 

1. Click on the ò+ó button 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 su re 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. 

 
Application Automation Screen 
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Advisors Assistant stores zip codes and the city  and county  for 

that zip code. Once you enter a zip code, if itõs on file the city will 

be filled in automatically . 

 
Add/Modify Address Screen 
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Email Addresses 

You can add an email address by clicking on the ò+ó button 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.  

 

Web Site Addresses 

You can add a web address by clicking on the ò+ó button next to 

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 n amed 

JOINT.   

In the Head Of Householdõs name record, add a new address 

using the JOINT location. For the greeting, enter both the 

husband and wifeõs name (ie. John and Mary) so your letters will 

read òDear John and Maryó. 

For the Addressee, enter òMr. and Mrs. John Smithó or how 

youõd like the envelope to be addressed. When you send letters, 

you will be able to select the JOINT Address Location, and your 

letters will use the combined address name.  
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Adding Phone Numbers  

How to Add a Phone Number 

1. Click on the ò+ó button in the phone number box  

     or 

if there are no phone numbers added yet, click in the empty 

phone number box.  

 

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. 

 
Add/Modify Phone Number  

 
Joint Address Example 
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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 personõs address screen.  Click OK  if done or copy an 

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 Number to Another 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 want to  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 personõs phone list.  Click OK  if done or copy 

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 ð 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 on the 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.  

 





 

 

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  
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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 

another personõs calendar.)  Advisors Assistant has free form 

notes, so you can write as much or as little as you want.  

Note Topics and 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, you see 7 òNote Topicsó, and 

each of those Note Topics can have unlimited Note  Entrie s.  

 

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 on the 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 

 
View Client with Notes 
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click on the Add Action Button youõll be asked to setup a 

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 

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, 

 
Add Note Screen 
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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 personõs calendar. 

How to Add a Follow-up 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 personõs calendar, click on the 

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.  

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 

 
View Notes Screen 
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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 

Assist ant 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 the first note topic is added youõll 

need to add or modify additional topics from the View Notes 

Screen. 

How to Add/Modify a Note Topic 

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

Action Button . 

2. Click on the Add Topic  Button  in the top left of the View 

Notes Screen to add a new note topic. Highlight an existing 

topic and click on the Modify Topic  Button to modify the 

topic name. 

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.  

 
Note Topic Section of View Notes Screen 
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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. In the 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 c user. 

You can search within just one clientõs notes, or you can search 

globally across all notes within the database. Performing a 

global notes search can take some time.  

 

How to Search a Clientõs Notes 

1. From the View Notes Screen, enter the criteria on which you 

wish to search in the top right corner of the screen.  

¶ Select if you wish to search within just one topic, or all 

topics. 
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¶ Select if you wish to search for notes written by just 

one user, or all users.  

¶ Enter a date range if you wish to limit the no tes found 

to those written within a date range.  

¶ 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 on the Tools  Menu at the top of any View Screen.  

2. Select Search All Notes . 

¶ Select if you wish to search for notes written by just 

one user, or all users.  

¶ Enter a date range if you wish to limit the notes found 

to those written within a date range.  

¶ Ent er 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 

click the Go To Client  Button to go to that clientõs view 

screen.  
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Linking Names  
 

 

 

 

In this chapter you will: 

V Link two names together  

V Add a new Link Relationship Code  
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Linking Names  

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.  

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 

ð itõs a one to one relationship. So if you track other professional 

 
View Client with Links 
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relationships, you could use a relationship of òAccountantó and a 

reciprocal of òClient of Accountant.ó  

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 on the Add  Action Button.  

4. Click on the 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. If youõre adding a family link, such 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 youõre adding the link 

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 youõre adding links Advisors Assistant links two names 

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.  
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Households/Groups  
 

 

 

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. 

How To Create A Household 

1. Decide who will be the Head Of Household. Modify that 

name and check the box òHead Of Household.ó Enter the 

Household Name.  

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

Action Button . 

 
View Household Screen 

 
Add Household Member 
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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. Select which option youõre 

using to add the household member and click OK . 

4. At the top of the Modify Household Screen  select if youõd like 

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

household. 

5. Select if youõd like to have an address and/or phone number 

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 

Householdõs record and it will be changed on each memberõs 

record.  

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.  

 
Modify Household Screen 
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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.  

 

How To Create A Group 

1. Modify the organizationõs name and check the box òGroup.ó 

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. Select which option youõre using to add 

the group member and click OK . 

4. At the top of the Modify Group  Screen select if youõd like to 

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. Select if youõd like to have an address and/or phone number 

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

 
View Group Screen 
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address or phone number to group members, you only have to 

change the address or phone number on the companyõs record 

and it will be changed on each memberõs record.  

The member has been added to the group, and you can add new 

members directly fro m the View Group  Screen. 

 

 

 
Modify Group Screen 





 

 

Markets/Areas of Interest  
 

 

 

 

In this chapter you will: 

V Add Markets/Areas of Interest to a name  
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 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:  

¶ Markets - products a person may be interested in like an 

IRA, Universal Life or Term Insurance.  

¶ Producers - products the produ cer specializes in.  

¶ Areas of Interest - add codes for hobbies, clubs, or other 

demographics youõd like to track.  Some Areas of Interest 

could be golf, Rotary Club, or their favorite sports teams.  

¶ Mailings ð flag names for newsletters, holiday cards or gi fts, 

etc. 

¶ Ad campaigns ð add markets for the different ads youõre 

running, and track how well the ads are performing.  

Markets work similar to an abbreviation list and allow you to 

add as many Market codes as youõd like.  The Markets area is 

completely searchable, so you can pull out people who are 

Prospects with a Market of ROTH IRA.  

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 on the Markets  Tab. 

 
View Client with Markets 
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3. Click on the Add  Action Button.  

4. Click on the down arrow next to the Market Field to get a 

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.  

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.

 
Adding Markets 





 

 

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:  

¶ 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 

clientõs portfolio (Principia must be purchased separa tely.)  

  

 
View Client With Files Screen 
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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 clientõs list, you can double 

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.  

 

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.  

 
Selecting the File to Associate 
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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.  

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 

the Description or Category displayed.  Donõt use this to 

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 . 

 
Entering the Description and Category 
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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, youõll get a message that the file cannot 

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  

If youõre on a network, or ever expect to be on a network, DO  

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 

look on Station 2õs drive C, not Station 1õs drive C.  Drive C is 

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 drive òCó.  It can be 

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 To Do If You Are A Single User, or Not On A Network Now, But May Be 

Later 

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.  

Tips and Hints 

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, itõs very important to reference all drives 

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.





 

 

Printing Reports  
 

 

 

 

In this chapter you will: 

V Print a Quick View Report  

V Select a list of names using the Selection 

Reports 

V Print a report using the selected names  

V Save frequently used Selection Reports  

V Print Current Client Reports  

V 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. If you 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 ð 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 will be generated and youõll first be viewing it on 

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:  

¶ Birthday Lists  

¶ People in specific age ranges or income levels to tell about 

certain products you sell  

¶ Clients investing in a particular security, category, or sector 

(if youõre using the Advisors Assistant Investment Module) 
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¶ Clients with a spe cific type of insurance for contacting about 

a new benefit (if youõre using the Advisors Assistant 

Insurance Module)  

¶ Prospects that you have coded with a certain market to 

contact them regarding that market  

¶ Anniversary Date reports  

¶ Clients turning 70 who h ave an IRA (using either the 

Investment Module or Markets)  

¶ and much more  

Once you have òselectedó the names, you can then print reports, 

print letters, labels, or envelopes, or send emails to the group 

youõve selected. 

 

How to Run a Selection Report 

Weõll run a selection report on Clients who have a birthday in 

June.  

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

 

You will now see the main Selection Reports Screen.  The 

 

Name Selection Screen 
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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 weõre looking for, in this case Client. 

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 search i 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.  

 

Report Selection Menu 
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Include All Investment Data or Include All Insurance 

Data : When youõre searching for names based on investment or 

insurance information, Advisors Assistant does not select every 

product the cl ient has unless you tell it to ð 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 clientõs products for reports. 

Printing Reports using Selected Names 

Once youõve searched for the names you want, you can print 

reports for those names.  As youõll see from the Report Selection 

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.  

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 return to the Report Selection Menu  Screen, 

New Search to run another sear ch, or Add To Search to save 

the names youõve just selected and add a new list of names to 

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 
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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.  If youõve exited Selection Reports and 

decide you need to run the same search again, you can load the 

previous search (see òHow To Load Selection Reportsó below.) 

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 y 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 -

cli ck 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 

òMerging With MS Word ó chapter.  
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Ma nage: take the names youõve selected and perform a function 

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 youõve selected and work only with 

those names from the main View Screen. When you create a 

subset your View Screen will be yellow to indicate youõre 

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.  

Add to Search : put the list of names youõve selected aside, and 

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. This performs an òORó search. For example, you 

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 which youõre printing reports is on 

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 youõll be taken to the Report Selection Menu 

Screen to select the report you wish to print.  

The Tagged Names Report  

The Tagged Names Report works similarly to the Selection 

Reports.  Instead of filling out the criteria for what youõre 

searching on, you can just go down the list of names in the 

database and òtagó them to select them. 

When you òtagó a name, the name is 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 to òTagó Names 

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

the View Screen.  

2. Select Tagged Names Report . 

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:  

¶ You can click on any column tab to sort the list by that 

column. If youõre sorting by last name, type in the last name 

and then first name in the boxes at the top of the screen (just 

like when youõre looking for a name in the database.)  

Advi sors Assistant will narrow down the list as you put more 

letters in, and the names will appear in the grid.  

¶ 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. Once youõve found the name you want to òtagó, there are 

three ways to actually òtagó the name which moves the name 

to the bottom half of the screen:  

¶ Double click on the name  

 

Tagging Names For Selection Reports 
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¶ Highlight the name and press Enter  

¶ Highlight the name and click the Blue Arrow  Button in 

the middle of the screen  

4. When youõre finished tagging all of your names, click on the 

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.  





 

 

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  

V Schedule and view an associateõs calendar 
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The Advisors Assistant Calendar 

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  

ü The calendar o pens in its own window, so it can stay open 

throughout the day while you work in Advisors Assistant.  

ü Each person in your office who is a user of Advisors Assistant 

can have his or her own calendar.  You can also set up òofficeó 

calendars.  

 

The Main Calendar Screen 
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ü You can keep your calendar private or selectively give rights 

to others to view your calendar and add appointments and 

tasks . 

ü You can transfer blocks of tasks , phone calls, or 

appointments from one calendar to another.  

ü Any follow -up dates you enter for notes, Workflows, let ter 

logs, phone logs, markets or new business comments will 

automatically create Tasks and be copied to a calendar note.  

ü Tasks can roll forward if they are not completed.  

ü You can be notified of pending calendar events.  

ü 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.  

ü You can print various schedules.  

ü 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.  

 
Weekly Calendar View 



The Advisors Assistant Calendar 

Page 78 

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 next monthõs calendar events, click on 

the word Month  at the top of the screen.  

 
Monthly Calendar View 
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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 b y 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.  

Yearly View 

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.  

Associateõs Schedules 

To see the times other users have available in their c alendars, 

click on the word Schedule  at the top of the screen.  

 

 
Viewing Associateõs Schedules 
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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:  

¶ Select the users you want to have access to your calendar. 

Click on the ò+ó Button and select who you wish to have 

access to your calendar . 

¶ Select whether you want your tasks  to automati cally roll 

over to the next day if they are not completed.  

¶ Select if you wish to have your Monthly View show 

Saturday and Sunday in different boxes, or grouped 

together . 

¶ 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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¶ Select if you wish to al ways have a òWithó name selected 

in your calendar events. This will allow you to only add 

events for a name that is in Advisors Assistant.  

¶ 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  when youõre finished.  

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

Button at the bottom of the calendar screen.  

 

Calendar User Setup 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 .  

3. Enter the details of the appointment:  

¶ Date. The date you originally selected will be filled in, but 

you can change it.  

¶ Beginning and ending time . Check the box if itõs an all 

day appointment or over multiple days.  

¶ 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 colors to  specific 

Sub-types. 

¶ A description and notes  

 

Appointment Screen 
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¶ Who the appointment is with.  Click on the  ò+ó Button in 

the With  Box to choose the names from the database.  

¶ 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 the ò+ó Button in the 

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.  

¶ How often the appointment will recur . Once you select 

how often the appointment recurs youõll be able to select a 

recurring pattern.  

¶ The color youõd like to have appear next to the 

appointment  

4. Click OK  when youõre finished entering the appointment 

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 OK  when youõre 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 youõre looking at the Daily View, you can Right-Click on 

the Task/Call and move directly to the name record the Task is 

with.  
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How to Schedule a Project/Task/Phone Call 

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

Sidebar. 

2. Click on the  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 Type to Task or 

Call.  

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

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:  

¶ Beginning and Due date and time. Tasks and Calls will 

show as overdue after the due date.  

¶ The Sub-type of the event. You can set up sub -type codes 

to group calendar events together for reporting.  

¶ A description and notes  

 
Task Screen 


