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Introduction:

The Contact Sage Pro is the easiest to use, most feature rich contact management system available for insurance and
investment sales professionals. It is a simplified system designed to save time and increase productivity for sales
professionals with any level of computer skills or experience. The Contact Sage Pro interfaces with Microsoft Office and is
written in Microsoft Access. This means that once your computer has Microsoft Access installed on it (we even include a
version of Microsoft Access Runtime with the Contact Sage Pro), no other software installation is necessary. Because of
its design, the Contact Sage Pro is also compact and self-contained, allowing for easy and quick backups.

To ensure that our product will meet your needs, the Contact Sage Pro design team included licensed investment sales
professionals, independent financial advisors, and independent insurance agents. The Contact Sage Pro will never
become obsolete because Microsoft Access is backward compatible with previous versions, meaning that the system will
be compatible with all future versions of Microsoft Access and Microsoft Office.

Features: (“system” refers to the Contact Sage Pro)

= store contact information including type (individual, business, trust, etc), 2 full addresses, home/work/fax/cell phone
numbers, preferred contact method, SSN/TIN number, birth date, status (lead/client/user selectable), priority (for
grouping or searching contacts), 2 email addresses, producer, risk and income information, contact dates and more

= store family member information including birthdates and comments

= 80 searchable user defined fields for each contact type (individual, business, etc)(20 text/20 date/20 number/20

checkbox)

store notes and remarks for each contact (notes are automatically date/time/user stamped)

store and open unlimited file links from the system

store and open unlimited URL links from the system

store contact assets/liabilities with ownership and beneficiary information on balance sheet

store accountant and lawyer information for contacts, trust data for individuals and plan data for businesses

daily activities screen with today’s birthdays, appointments, and to do list

store insurance policies for contacts including status, company, policy humber, type, owners, insured, beneficiary,

issue date, expired date, mode, premium, death benefit, policy value, value as of date, commission, and comments

(stores life, medical, disability, and P&C policies)

= policy status choices include pending active and pending which can both be searched for to get a list of leads for
specific policies or policies in underwriting, medical, etc.

= 24 searchable user defined policy fields for each insurance type (life, medical, etc)(6 text/6 date/6 number/6
checkbox)

= store investments for contacts including status, account type, investment category, investment subtype, account
number, company, CUSIP, symbol, buy date, maturity date (for CDs, Bonds, Annuities, etc- can later be searched to
create a list of clients who have maturing investments,) owners, beneficiary, shares, purchase price, current price,
price as of date, commission, and comments

= 24 searchable user defined investment fields for each investment type (stock, mutual fund, etc)(6 text/6 date/6
number/6 checkbox)

= investment status choices include pending own and pending which can both be searched for to get a list of leads
for specific investment or investment purchases that are not complete, etc.

= link investments to policies to store variable life policies/annuities/etc.

= set up and monitor appointments (if appointment is with a contact, system can automatically update that contact’s

notes with the appointment details)

monthly calendar interface for setting up and reviewing appointments

appointment reminder system through pop-up windows

printout daily appointment schedule

set up and monitor to do lists (if to do is for a contact, system can automatically update that contact’s notes with the

to do details)

= monthly calendar interface for setting up and reviewing to do lists

= to do reminder system through pop-up window

= Dbuilt in timer to track time spent on clients for fee based professionals

= Duiltin expense tracker to track expenses and mileage

= drip marketing system to set up activity tracks and put contacts onto tracks (automatically schedule unlimited

activities)

track investment buys/sells through simple icon functions

manually mass update investment information by company trading symbol (current price, company name)

automatically mass update investment information by company trading symbol through Yahoo® Finance

view insurance and investment summary information on contact screen
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= setup links between contacts (lets you link family/coworkers/etc.) and specify relationship in link

= duplicate selected contact information for spouses, etc

= setup unlimited producers and assign contacts to them

= automatically filter contacts, appointments, and to do list by producer and user

= automatically track status change dates for contacts (used to track contact/client progression through underwriting
or client acquisition process)

= find contacts through any combination of information stored in the system
(contact/policy/investment/note/remark/appointment/to do list/user defined fields)

= scroll through the contact list returned from the search function

= simultaneously perform 2 searches

= automatically fill in e-mail address/subject/body for a contact or a contact group into the default windows e-mail
program (Microsoft Outlook/Outlook Express/etc.)

= interface with group email programs to send personalized emails to contacts

= automatically fill contact information into Microsoft Word mail merge documents accessed through the system

= user selectable contact report generator that lets you create a grouped contact based report with/without contact
notes, remarks, appointments, policies/investments, user fields, that are output to Microsoft Notepad, Word, or Excel
(you can select which information is output and also the order that the information is arranged in for all reports)

= user selectable pending business reports

= user selectable commission report generator (features of report above plus monthly commission tracking)

= user selectable premium report generator (features of report above plus monthly/annual premium tracking)

automatically backup database daily/weekly

set up email addresses/subjects/bodies, mail merge files

set up insurance policy drop box choices used to fill out policy information

set up investment drop box choices used to fill out investment information

full database cleanup and management utilities

arrange unique contact data display for each system user

password protect the system with general passwords (different passwords to control user access to system

functions), or user specific passwords

= dial any telephone number on the screen (requires a modem)

= networkable out of the box

= synchronize all system data with your Palm or Pocket PC PDA (included module)

To facilitate ease-of-use, the Contact Sage Pro does not have a traditional Windows menu system and can be used
without a mouse. The normal horizontal menu at the top of the screen has been replaced by an on-screen function limited
icon system. You can only access system functions that are on the screen, meaning that you will never again have to
waste time looking for functions in multiple menus.

CONTACT Sage Pro Information:
B & | Computer Consultants can transfer most contact system data into the Contact Sage Pro for a nominal fee.

Hardware requirements:

The Contact Sage Pro works through and requires Microsoft Access 2000 or newer. The system itself is distributed on a
CD-ROM that includes the Contact Sage Pro program, Contact Sage Pro Backup program, sample word letters, Contact
Sage Pro Manual, User’'s Guide, Tutorials, and versions of Microsoft Access 2000 Runtime and 2002/XP Runtime in the
event that you do not already have Microsoft Access 2000 or newer. The recommended system requirements are:

233 MHz Pentium class machine or higher, 64 MB of RAM or higher, Windows 95 or newer

Our systems interface with programs from Microsoft Office, Microsoft Outlook, Email Programs, Group Mail Programs,
Image Viewer Programs, and PDA sync programs and applications. Many of our users also set up our systems on
networks so that multiple users can use the same system at the same time. We cannot provide support for software
that we did not create, even if our systems can interface and use that software. Further, because of the complexities
involved in setting up a network, we cannot provide support for setting up network systems. Our systems are designed
to only pass data to outside programs. Please direct all support questions about outside programs to the developers
of those programs.

We reserve the right to change the cost of the Contact Sage Pro and the Annual Support without prior notice.

However, the Annual Support price will always remain at the level that it was at when the software was
purchased.
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Using the Contact Sage Pro:

The Contact Sage Pro is a very flexible system that can be setup to meet the needs of any advisor or agent. We get many
guestions from new users about how to best learn the features in the Contact Sage Pro and how to set up the system to
meet their needs. The following is a short step by step list designed to get you up to speed in using and setting up the
Contact Sage Pro as quickly as possible.

Please keep in mind that due to the many features available in the Contact Sage Pro, it is best to learn the system the
same way you would peel an onion, in layers. You should first learn the major functions such as entering contact data,
entering notes and remarks, setting up the user defined fields, and setting up appointments and to do’s. You should then
learn the next set of functions including searching for data, creating reports, and linking contacts. Finally, you should learn
the other functions such as the file and url links, marketing tracks, form letters, form emails, and PDA functionality.

Steps to learn the Contact Sage Pro:

1) watch the Audio/Video tutorials to understand how to move around in the system

2) spend an hour or so playing with the trial version filled with sample data. Since the data isn't real, click each
button and try every functions to see how they work. Use this manual as a reference to lookup functions and
features that you have questions about.

3) install the retail Contact Sage Pro

4) read this manual to familiarize yourself with the different screens and buttons in the Contact Sage Pro

5) read the User’s Guide to help you customize the Setup screen

6) initially customize the system for system drop boxes (you can select the value of a field from a list) and user
defined contact and product data

If you have any questions, please call us.
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CONTACT Sage Pro Manual (Contact Management System)

Controls:

A mouse is not needed to use the Contact Sage Pro.

Tab: move in between fields and buttons

F6: switch panes (panes are sections of the screen separated by horizontal grey lines)
Alt + letter under button: click that button

Alt + down arrow: see drop down box choices

Common Functions- Figure 1:
&35 Dial Mumber [ Save Settings «2 Undax Help

All Contact Sage Pro screens have a common menu at the top of the application window. The button functions are:
Dial Number: Dials highlighted telephone number (requires a modem)

Save Settings: Saves resized screens (to resize a screen, simply click on the screen border and drag it up or down)
Undox: Undoes last data change

Fill Color: Changes backcolor of text boxes on form design screen

Help: open the Contact Sage Pro help web page

Contact Sage Pro Start Screen- Figure 2:
B CONTACT Sage Pro x

CONTAET Sage Pro

= k x e
For B & | Computer &nsultants, Inc”
; 'l = L

bl Version
B & I COMPUTER CONSULTANTS, Inc. 0101200212345

www.ContactSagePro.com )
(301) 537-4754 © 2004 E@J Software

This is the first screen in the Contact Sage Pro system. For the automatic backup to function, you must exit the Contact
Sage Pro from this screen.
Quiit: closes the Contact Sage Pro
Start: has two functions:
= recognize the user, ask for a user password, and assign appropriate permissions, or if the user is not recognized, ask
for the user and their password, or a general system password (discussed in password entry below)
= open the main menu

Figure 3: Figure 4:

User Yerification EI Password Protection

. Please Enter Your User 1T oK
fre o bill Jacobsy If wou have a general system password, click OK and -
enter that password, m

Yes Mo |

The administrator (or any user who has system permission) has the option of password protecting the Contact Sage Pro.
(discussed in the Setup Screen section)

If the administrator password protects the Contact Sage Pro, the system will automatically determine who is logged on to
the PC from which the system is run. If that user has been entered into the system (discussed in the Users Screen
section), the password entry box will pop up asking for that user’s password. If the user is not recognized by the system,
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the password entry box pops up asking for the user id of the current user. If the user types in an invalid username and/or
password, the system will ask the user if they would like to try again. The user has 3 chances to enter a valid password.
After each invalid password entry, the user is given the option to quit the Contact Sage Pro.

Main Menu screen- Figure 5:
MAIN MENU

& e
e

@ Manual % Uniles @ Expenses
% hemue E Glose

From this screen, you can choose to look at contact data, daily activities, enter the expense tracker, report menu, or enter

the system utilities menu. The system utilities menu will only display options that you have permission to choose (see
password protection above).

Activities: opens the Activities screen
Contacts: opens the contact information screen
Reports: opens the report menu

Utilities: opens the utilities menu

Expenses: opens the expense tracker screen
Close: goes back to the start screen

If you want to open the program manual or user’s guide, make sure that the Microsoft Word directory is correct on the

Setup Screen. (You can click Automatically Fill-In File Directory Settings to verify that the directory settings on the Setup
screen are correct.)

Activities- Figure 6:
ACTIVITIES To Do List Days 1 j Producer

v |2 | User b k) 05/18/2004
Contact Birthdays ~| Family Member Birthdays Su Mo Tu We (Th Fr | Sa w
First Mame Last Name Family Member  First Name Last Name: 1 || May
vadim Miller Child Oriana Klein 2|3 als]| 6] 7] 8] ver
K Turer oo u]az] s 1] 5] 2008
Cleveland Watking 6 | a7 | 18| 19 ] 20| 21| 22 || pgge
B ] [1d
Appointments  Type Contact Description Pricrity  Stetus ey =
10:00 30 init. Constt Julia Phiter j interview meeting 4 Scheduled N =
10:30 | 60 pritlo rev At Pino j 401k rollover rneeting 3 | Scheduled [
11:30 30 priflo rev G Voge J nervous about market, reassure 5 | Stheduled r
1200 15 call back Lincla Brecker - | return call 2 | Scheduled el
To Do List B
Due Date Type Contact Description Priority User Status
05/24/2004  Check Value j Check priority 1 clients value 0 Bil J 26%
051872004 Check value j Check zero coupons for rates 5 Bil j Started
05182004 Errand j Pick up drycleaning 3 Mark J 8%
05/18/2004  Errand j Order new business cards 07 Mark j 25%
-

The Daily Activities screen shows what needs to be done for the current day. Birthdays for contacts and family members,
appointments, and a to do list are all tied to the date displayed in yellow at the top right of the screen.

You can change the current date being shown by clicking a new day from the calendar in the top right of the screen.

Contact Birthdays show birthdays for the date shown for contacts only. Family Member Birthdays show birthdays from the

Family List for the date shown. To access the Family Member Birthday list, you should search the Family criteria on the
Find Contacts screen.
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The To Do List Days drop box lets you select the date range for the to do list. If you select a number greater than 1, the to
do list will show dates between the current date shown and the selected days after the date shown. If you select All, all to
do items will be displayed regardless of the date shown. The to do list is grouped by date and to do type.

The Producer selector works on hirthdays, appointments, and to do items. You must assign contacts to a producer for the
correct birthdays, appointments, and to do items to appear once a producer is selected. Once you assign a contact to a
producer, all of the contact’s appointments and to do items are automatically assigned to that producer.

The User selector works on the appointments and to do list only. You must select a user for each appointment and to do
item for this selector to work properly.

Expense Tracking screen- Figure 7:

B Expenses [Z|
ExPENsEs To add a new expense, please click 80D, |~
Diate User Type Milez Expense  Description Paid  Date Paid Payment Type

02/09,2004 ¢ | Bil j Milzage j 34 1250  meeting with John Smith r C j

02042004 ¢ | Bil j Meals j a $34.70 lunch appointment with H. Jones  [v  02104/2004 | Yisa j

Su Mo Tu WWe Th Fr Sa  Month 0dl Delets P e
[N BN JE e e Em BUE i _o| ¢ | m
BN I T P N 7| Ml [l @ 4N
ﬁ ﬂ ﬂ ﬂ ﬂ E ﬂ <ea: Select userto view expenzes for
22|z 2]z 2] 2] 2 000 | From 02022004 -
29 | To 0212512004 [E Fiter | 2 |
=

You can record expenses that you incure in the course of your business including miles, meals, etc.

Yellow box: the day for which expenses are displayed

User Filter: shows the expenses for a specific system user only

Date Period Filter: shows the expenses that occured on or after the FROM date to the TO date
All: turns off the criteria to the left of the ALL button

Add: prepares the screen to add a new expense
Delete: deletes the current expense

Print: prints the expenses displayed on the screen. If there is a filter active (user and/or period), then only those expenses
are printed.

Close: opens the main menu.

Contact Information screen- Figure 8:
CONTACTS F P Search list fppt Tole Hdd Copy Delete Appis TolOo Remks notes files URLs Family Balnc Policy Imyst

] e || ORIED] R o ] ] B w =m2E

Prefers to he a little risky

Mr = | PN William M MG Jacobs Lser || Link < | Mews Links 1
Title hdr. And hrs. William Jacobs ﬂ D 731-69-4732 _Fields || Link Type SDDUSB ::::1 v
Company B & | Computer Consultants, Inc Mickname  Bill PP_[} Hus |william Jacobs :‘
Address1 213 Congressional Lane BirthDate  04/25/1958 _BP_|| Wit Inessa Jacobs e
- - Spouse
Busines: » | Sujte 219 Inustry - Carmnputer |
City Rockyille D j 20852- Occuptn: Management j Total Life Insurance Policies
Homephone (3017 803-2323 workphone (3017 842-1405 2 Azsistant  Diane Palicy Type Warious
Cellphane (3017 942-7373 Faxphane (3017 542-0205 Contact Pref — armail j Compary Warious
; o . Irvest
E-meil bill jacobs@bandisoftware.com  (Busn | Callfred [713 months < || g pate 01/19/2004-030212004 | Profie
Rizk Level Aggresgi\,’e j Income BS 000 Laszt Contact (037192004 ¥ )
Total Desth Beneft  $200,000.00 Policy
Invtimt Goal - Growth j wiorth H00,000 Mext Contact  0B/19/72004 ¢ )
Tatal Policy Yalue $31,260.67 P Tatal

Height: 6'Weight 185 lhs. Smoker: No E:J']Ckkpﬂ':u‘; ?’: a?:: d:irﬂpzﬂj:;'c" aLEs %

expecting inheritance 71504

Twpe Individual | Status client x| Priorty 5 - | Producer Bl | AddDate 03062003 C

04252004 plans to purchase vacation home next 6 months -

0452002004 | birthday letter sent

030172004 | Qut of town until 452002004

100222003 | Prefers small cap mutual funds —i
v

Appt ToDo HIl h‘lerg_e Dearln |— Flm|sL Emall Select Email ' Rnlnm: Iraclls Ilmer hind History [:unle Profile 1 Close

ﬁ. ﬁ‘ \Business |Home | Stams Filter cliert - AII /ls Q

‘ Buzn Pranl Tyne Filter  Incliviclusl - an 4 @ Prafile 2 |
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This screen shows individual contact information, contact family information, client policy and investment information,
client link information, and selectable notes and remarks. From this screen, you can access the appointments, remarks,
notes, file links, URL links, balance sheet, investments and policies for the current contact (the contact currently
displayed,) marketing tracks, and open the find contact and calendar screens. All of the mentioned screens will be
discussed in their sections.

There are command buttons along the top and bottom of the screen. The command buttons on top have the following
functions:

<< first contact in the list < previous contact > next contact >> last contact in the list

(the list is sorted alphabetically or by next contact date depending on the filter entered)

Search: opens the Find Contacts screen (Figure 42)

List: opens the Contact List screen filtered by criteria in the Find Contacts screen, or lists all of the contacts in the system
Appt (with calendar icon): opens the Appointment Calendar screen (Figure 50)

To Do (with calendar icon): opens the To Do List Calendar screen (Figure 55)

Add: clears the screen to add a new contact

Duplicate Contact screen- Figure 9:
_ Duplicate Contact L] Copy: lets you copy a contact by

DUPLICATE CONTACT selecting fields to duplicate, selecting

Please check the fields you want to copy then click Duplicate a link type automatically creates a link
Link Type: ~ | First MNatne P

e s — between the original and new contact

Lastname [

Company ¥ Industy Ird

Addiess1 ¥ Occupation [

Address2 rd

Homephane v ‘Workphone [T Ext [T

Cellphone ¥ Fasphone [
Ernail rd
v

Risk Tolerance Income I~
Irvestt Goal v  Metworth I~

Typs W Stats [v Pioiy [ Producer [@

Duplicate  Close

= ¥

Delete: removes the current contact as well as all related contact information from the system. It is very important that
you understand that the delete button not only removes the contact’s information from the system, but also removes all
links, appointments, remarks, notes, policies, investments, user fields and balance sheet fields that belong to the contact
from the system, and is irreversible

Appts: opens the appointments screen and displays the appointments for the current contact in reverse chronological
order (if the Appts label is green, there are future appointments scheduled with the current contact.)

To Do: opens the to do list screen and displays the to do list for the current contact in reverse chronological order (if the
To Do label is green, there are future to do items scheduled for the current contact.)

Remks: opens the remarks screen for the current contact (if the Remks label is green, there are remarks for the current
contact that are not shown on this screen.)

Notes: opens the notes screen for the current contact (if the Notes label is green, there are notes for the current contact
that are not shown on this screen.)

Files: opens the file links screen for the current contact (if the Files label is green, there are file links for the current contact
stored in the system.)

URLSs: opens the URL link screen for the current contact (if the URLs label is green, the current contact has URL links.)

Family: replaces the notes area with a list Figure 10:

H Family Type  First Mame Ml Last Mame Birthdate SendCard  Comments Dalate | o
Of famlly me.mbers for the Current ContaCt' Child j Sarah I Jacobs 04i1 01986 B j attending University of Maryland- freshman
(If the Family label is green, the current chis  ]and L |Jacobs 10121993 |B | nlays soccer, tennis
contact has Family member information in = = =

the system.) To add new family members,
simply type into the table.
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Balnc: opens the balance sheet Figure 11:
screen for the current contact. All

of the asset and liability categories | e ——
are setup on the Balance Fields .. i I i 3
setup screen opened from the [N . o - =
Utility Menu. (Figure 77) T = = 3 =
Wertgeon Spouse =
Cor e Soouse =l
[r—— 9 =l
::::':::‘ = L';I Ll j Total Ausets $815,000
I__'“_. §90000 [t By it B < Total Liabiries: 3,000
Het Rssets 37,000
Frim Dlase
Gl d

Policy: opens the policies list screen (Figure 30) for the current contact (the color matched box to the right of the policies
button counts how many active policies are stored in the system for the current contact)

Invstmt: opens the investments list screen (Figure 31) for the current contact (the color matched box to the right of the
investments button counts how many own status investments are stored in the system for the current contact)

User Fields: (top center) opens the user defined fields Figure 12:
screen for the current contact. (The fields types are

®
color coded) Fields are setup on the User Defined [ mprmimss s voms oo e 2
Fields Setup screen. (Figure 74) Aftorney James Yucich, (30197700348 Home Equity 96617 LastFioF 10032003 Has POA -
Mationality American Outstanding Debt 80,000 Holidary Card v
Credit Card Debt 13,600
USER DEFINED CLIENT FIELDS T — luse
william Jacobs Date Fields - Checkbox Fields m‘
PIP/BIP: Figure 13: Figure 14:
The Personal and Business Information [==5 R e e BUSINESS INFORMATION PAGE
Pages are formatted areas to store |== e = = - J
additional contact information. Most of the |5 = - R - R R— R
fields on these screens were previously set |= — i — - - =
up as user defined fields. These screens [= = = e e Dl
are designed as reference only and cannot = = v g o
be searched on or printed through the main  |%... = " = .
system reports. = . o R — A e
& 5% —~ - 8%l

Appt (with alarm clock): opens the appointment reminder screen if there are current appointments in the reminder queue
(if the Appt label is green, there are current appointment reminders in the system.)

To Do (with alarm clock): opens the to do list reminder screen if there are current to do items in the reminder queue (if the
To Do label is green, there are current to do reminders in the system.)

Fill Merge: fills a table with the name/address, contact Figure 15:
dates and user fields for the current contact. (Microsoft ﬁ||mng Dearline| 7 F [ n]sL

Word accesses the filled table for the mail merge feature. b
This feature is explained in the Contact List section.) L 3|

Hotne Business
Pr=nl Buszn

Mail Merge Dear Line — selects the form of the dear line in the mail merge letters- T (Title), F (First name), N (Nickname),
SL (Salutation + Last name)
Address Choice- you can store 2 different addresses in the Contact Sage Pro for each contact. Home/Business in the top
row of figure 15 lets you choose which address to use for labels, mail merges, and reports for the current contact. Each of
the 2 addresses can be individually named in the combo box under the Address label. The system will automatically use
the last clicked address column for reports, labels, and form letters.
Email Choice- you can store 2 different email addresses in the Contact Sage Pro for each contact. Pers/Bus in the bottom
row of figure 15 lets you choose which address to use for system emails and reports involving the current contact. Each of
the 2 email addresses can be individually named in the combo box to the right of the email entry box. The system will
automatically use the last clicked email column for email functions and reports.
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E-mail: opens the default e-mail program and prefills the e-mail address for the current contact and the subject and body
selected.

Status Filter: filters the contacts by status.

Rolodex: Top Half: displays the lastname rolodex in the notes area. Picking a letter filters the contacts by lastname.
Rolodex: Bottom Half: displays the contact selector pop up box.

The filters can be used together or separately. You can use the arrow buttons at the top left of the screen to advance
through the filtered contact list. The All buttons removes the last name filter and the status filter, respectively.

Tracks: opens the drip marketing/tracks screen to put the current contact onto the tracks (Figure 41)
Timer: open the session timer screen. This function is used to keep track of time spent on contacts for fee based
professionals.

Find: opens the find box (below)

Figure 16: Figure 17: If a search is performed and contacts are
Find .l CONTACTS - filtered, a blue F for filtered appears next to the
A N S o | « | p |1 of 764 s |55 contact selectors. If a search by next contact

date is run from the Find Contacts screen, the
contacts are ordered by next contact date in
reverse chronological order and a blue O for

(¥ou must separate symbols and values with a space) Cancel
(Click OK or press ENTER. to reset the contact: filker)

(Please review the Seach Guide For search rules)

Jsmith ordered appears. If a search includes a
Producer or User, blue boxes for P and U
appeatr.

Please refer to the search guide for search rules. (At the end of this manual.)
History: opens the Find History screen that keeps a list of all previous Find box searches
Search Guide: displays the field search rules

Profile 1- Figure 18: Profile 2- Figure 19:

CONTACT PROFLE T Induidhis ar
woE

Investment Profile- Figure 20:

opens a profile preview for the current operlls” a profile preview for the current Opens an investment report that
contact that includes all contact information contact's investments grouped by account groups investments by category and
stored in the system and then by mutual fund family. mutual finds by fund company

Close: goes back to the main menu.

The entry boxes on the contact information screen are mostly self-explanatory. The following is an explanation of the
more entry boxes. When you leave the mouse pointer on any of the entry boxes, a pop up note appears with a description
of the entry box.

white box to the left of firstname: salutation for contact white box to the right of lastname: suffix for contact
Contact ID: Social Security number of contact or system generated ID consisting of contact name and telephone number
(you must have a contact id to add notes, links, appointments, remarks, policies, and investments for the current contact.)
Preference: how the contact wishes to be contacted
Status: allows contacts to be categorized by contact, lead, other (other categories can be added on the Data Choices
screen accessed from the utility menu.)
Priority: importance of contact (importance can refer to assets, potential, etc.) choices are 1-5
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Call Freq: how often a contact should be called (depending on the setup screen options, call frequency can be used to
automatically set up appointments)
list box under Address label: the address type for the current address

The area of the screen between contact information and the bottom icons displays remarks and notes, respectively, which
are checked to appear on the contact information screen.

Link area:
Figure 21:

Figure 22:

Link < | b Edit | Mew

Link Type  Spouse

[
Hzhld Del ol
Hus  willism Jacobs | | ~ = %ﬂ;ﬂ mﬂs:
Wit Inessa Jacobs ~| o o N
- Spouse
~le j M Hus | Willam Jacobs -]

Lirks 1 & Link Edit X

Hoad <«|<]tof1 >3] LINKEDIT

The contact link area displays relationships between contacts. These relationships

can include spouses,

<, > brings up the previous and next link, respectively

New: opens the link edit screen and readies it for link entry W3 tokte

Goto: goto the contact in the same row L @ =
Edit: opens the link edit screen with the current link (right) et e
Spouse: toggles between spouse records e

Wit x| Inessa Jacobs |

LeLelefle

family members, co-workers, etc.

When adding a new link, the system will automatically add the last contact viewed to the link on the first contact row. Click
Add from the bottom of the screen to add new contacts to the link, and then select the new contact in the next empty
contact row. (The box to the right of the contact name on the Link Edit screen lets you select contacts by lastname.)

Link Edit: (Figure 22)

(bottom of the screen)

Delete: deletes the current link Add: lets you add contacts to the current link
Close: goes back to the contact information Delete: only works if the link has more than 1 contact. If the link has 1

screen

contact, the link itself must be deleted. This is done so that orphan links
cannot exist in the system.

Product Area Selector- Figure 23:

e - Polgy + nystr [Fotey Depending on whether the
—— Er— current contact has policies
+ I stimt Invst - .
— | Frotie [ Policy vt and/or investments, the product
’% P Total | | Tatal area selector will change.
No Policies No Policies Policies Policies
No Investments Investments  No Investments Investments

Selecting a choice from the product area selector will display the following in the product area:

View Policies
Figure 24: (Policy)
Policy < | > Edit | Mew

A TrustLife  VWhale Life

Company Travelers
Policy Mumber — 537%91521Y
Beneficiary Trust

Izsue Date: 110142002

Premium Wonth | §2326.08
Face Yalue $1,750,000.00
FPolicy Walue $54 E87.50

View Policy Total View Investments View Investment Total
Figure 25: (P Total) Figure 26: (Invest) Figure 27: (1 Total)
Total Life Insurance Policies Ediit | Mew Total Investment Values
Palicy Type Yarious 0 IRA Stock Investment Type  Warious
Company Warious Accourt # E2B333186331 Company Warious
[ tesus Date 11/01/2002-11/01/2002 Campnyfund  Amazon.com, Inc. Buy Date  07/11/2003-1211412002
Policy Policy Fymbol AMZH Policy Palicy
Total Puchaze § 71,068.27
P Tatal Total Pace Valie | §1,750,000.00 Dete Bought 112312002 P Total ot cunent 5 :5?'21 o P Total
[R— Tatal Policy 'alue $54,687.50 Shares 306 e ' - [
| Tatal Click Policy [t he rght) o Policy af the T Purchase Price §5,205.06 | Total Click lvest [£o the raft] or lavstrt (3t the oA
tap) To View hisklual Policies. Currert Price  $6,208.12 el etalilaans

The arrow buttons in

the top left of the area allow you to cycle among the products owned by the current contact.

< brings up the previous product
> brings up the next product

Edit: opens the product edit screen with the current product data (below)
New: opens the product edit screen to enter new product records
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Policy Edit- Figure 28: Investment Edit- Figure 29:

& Policy Edit [ [ = investment Edit X
| |2af3 > |>> POLICY EDIT ne e Unlink from Investments << |« [7of 11 > > INVESTMENT EDIT Dt
iliam Jacobs Payse Williarn Jacobs Wil Jacoks Sell Instructions  stop loss at 20
Status Active =l Litey Assignee Inessa Jacabs Status Owin - Iterest Rats 0 |Paid To Date DRP ~
Insurance Type  Life | Riders 2% accidental death Investment Acct. Single j Fund Yalue a Margin 2
Policy Type WL -l E\wder: a:\:n: apply to cash value Inwstmt Catey Stock B
| e CoNEE st Cor
olicy MNumber Erm
Account # S1LH30091
lssuebate 014192004 ¢ Cash Valuz 3,500 [Peidto Date 12/31/2004 | Ficed [
= Select Fund Family |
Dete Hon-Active C Choics Lo Amourt 0 Investmert Compor [~
Company/Fund  Nortel Metworks Corp
Cwner  Insured = i
Insuresd =
e & Symbal NT
|Joint Folicy?  2nd To Die?  Co-owned Poicy?
B o i DeteBought  07/0E003 ¢
el
B o etz betz Ghoice:
| non-smeker policy, premium rating, risk 14 o .| commert
Beneficiary Trust -l )
Beneficiary 1 Spouse |
Folley Wode — Monith 2] Beneficiary 2 |
Mode Morths 12 1 or ongoing commissions.
Premium £67.40 Shares 1124
Death Benefit 75000000 Purchase Price  §25 208.72
Commission  $6 576.40 Commission  §258.42 .
oy il $31 250,00 The Policy Cormpany must be ertered forthe policy selector InvesmentPart  Delete Glose Current Prics §25 252,23 Sell Buy+  The CompanysFund or Symbol must be entered for the FPolicy Part  Delete Close
: anmous in the product sechon on the contactiformation soreen = : =1 inwestment selector arros in te prostuct section on the v
Vakzasof 040172004 c and the cleanuy database hncion ok property [ m‘ vausasol 0472272004 c contact information sereen and cleztiup database funcion m"

The record selectors at the top left of the screens let you scroll between products for the current client.

Maturity Dates entered into investments can later be searched to create a list of contacts who have maturing investments.
(This can be used for CD, Bonds, Annuities, etc.)

Investment Part/Policy Part- you can link investments to a policy to store investment product components of variable
insurance and annuity products. You cannot link previously added investments to policies. To add an investment link, click
Investment Part from the Policy Edit screen. If there are no other investment links for the current policy, a new investment
record opens prefilled with the account number, account type, and buy date that match the policy information. If there are
already investments linked to the policy, you will be given the choice to toggle between the policy and linked investment/s,
or to create an additional linked investment. A policy can have unlimited investments linked to it, but an investment can
only have 1 policy linked to it.

If the current policy or investment has a corresponding investment or policy link, the Investment Part/Policy Part button
labels will be highlighted in green, and there will be an Unlink From Investments or an Unlink From Policy button at the top
right of the Policy and Investment Edit screens, respectively. Also keep in mind that if policies and investments are linked,
deleting one will also delete the other. If you want to keep the linked products, unlink the part you want to delete before
clicking Delete.

Sell: lets you sell all or a part of the current investment. You will be prompted to enter the number of shares and share
price, after which, a new investment record will be created prefilled with the current investment information, today’s date,
and the number of shares and share sale price entered. (Don’t forget to enter a sell commission if applicable.)

Buy +: lets you buy more of the current investment. You will be prompted to enter the number of shares and share price,
after which, a new investment record will be created prefilled with the current investment information, today’'s date, and
the number of shares and share sale price entered (keep in mind that the share price is not updated for other investments
of the same company and symbol, you must manually update the prices in the Investment Update screen- discussed at
the end) (Don't forget to enter a buy commission if applicable.)

Delete: delete the current policy/investment

Close: goes back to the contact information screen

Policies List- Figure 30:

B Policies

William Jacobs POLICIES 1o add a new policy, pleaze click ADD. =

S Insur Type  Policy Type  Policy Company  Policy Mumber Beneficiary lzsue Date Premium Desth Benefit Policy Yalue

A Life WL Pacific Life 99068374452  Trust 05/03/2003 $587.40 $250,000 $93,386

A PAC Auto GE 136846853 012772004 §1 22623 $E00,000 510,714

A PRC Auto Prudential 06076091 1022003 §1 465.35 $a50,000 $11,8086

E | Health Medical Exp Pacific Life  083wWB846152 | Prscr $5/810 0942272003 51261 §1,500 $10

P& Annuity | SPDA Pacific Life 52137777650 12M13/2003  $2570014  §1,350,000 §21.774
Add Delete Prink Inystmt  Glose
5 &1 B
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E: display the current policy on the policy edit screen

Add: add a new policy

Delete: deletes the current policy

Print: prints the policy screen

Invstmt: toggles to the Investment List for the current contact
Close: goes back to the contact information screen

Investments List- Figure 31:

B Investments

williatn Jacobs INVESTMENTS 1o aid a new investiment, please click ADD. =

= Account Investment Type  Account # CompanyFund Symhbol Date Bought  Shares  Purchase Price Current Price

O 401k Stock S25710727HGE4  Jds Uniphase Corp JDSU  0B/25/2003 0 5220 §10,544 §30,157 E

O 403k Stock 35402728 Mextal Communica METL 110372003 2625 $19.163 16571 £

0403k Growth and Inc 33402723 Growth & Income || FGRTX 0927720030 1452 $10,352 $11,939 £l

O Custodial | Stock SB428973A, BellSouth Corporat BLS 010372004 67 §1,314 $1.,485 (g

O | SEP Stock S0E49J04R71 Enterasys Metwork ETS 12/04/2003 1 8042 §5.525 §5,370 E

0 |ZER Stock S59649J04R71 Bank Of America C BAC 05/28/2003 157 $10,061 513,179 £

0 Single Cormrmaon 35402728 Mortel Metworks Co MT 01/02/2004 | 1000 25873 F34928

Add Delete Print Policy  Close
| @) &L %

E: display the current investment on the investment edit screen
Policy: toggles to the Policy List for the current contact
Remarks screen- Figure 32: Expanded Remark screen- Figure 33:

5 Remarks B Expanded Remark |z|
L <¢| < |F0f3 > |»>| EXPANDED REMARK  AddedBy MK ~|
William Jacobs REMARKS 1o add a new rematk, please click ADD. S — Height: B1" Weight: 195 Ibs. Smoker: No I a
Prefers to be a little risky -~ ¥ E

Height: 8" Weight: 195 lbs. Smoker: Mo W E

expecting inheritance 7r1/04 ~ E|— 2

= = William Jacohs Blose
= @ &% ¥
AddonExp HAddonthiz Delete Print Glose
screen screen j

Show: displays the current remark on the contact information screen
Add on this screen: lets you enter in new remarks on this screen.
Add on expanded screen: lets you enter in new remarks on the expanded remark entry screen (carriage returns allowed)

Delete: deletes the current remark

Print: prints the remarks screen

Close: goes back to the contact information screen

E: displays the current remark on the expanded remark screen (figure 33)

Notes screen- Figure 34: Expanded Note- Figure 35:
Bl Notes [2€]
- EXPANDED NOTE AdsedBy -]
William Jacobs NOTES To add a new hote, please click ADD. =
Date Time  Category Mote Show g ..'|;a._'-|.:..: L 3% bend, g
04/25/2004 20053 General j plans to purchase vacation home next 8 months W E
04/20/2004  20:52 | Form Letter Record _.J hirthday letter sent W E
0311172004 (1828  General Aj Out of town until 42072004 ¥ E
1002202003 14:48  General _'J Prefers srmall cap mutual funds v E
Add  Delete Print  Glose
Mote Category Fitter | an L L L L 0;
=[ul -
5
=
v [

Show: displays the current note on the contact information screen
dd: lets you enter in new notes on the expanded note entry screen (carriage returns allowed)
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Delete: deletes the current note

Print: prints the notes screen

Close: goes back to the contact information screen

E: displays the current note on the expanded note screen (figure 35)

File Links Screen- Figure 36:
B File Links
William Jacobs FlLE LlNKS

Date Categary
03092004 ' Tax Documents  wj2002tax.doc 2002 Tax Returns T Open | Exp
03082004 | Tax Docurnents  wi2001tax.doc 2001 Tax Returns Open | Exp
To open afile, click OPEM. To add a new file ink, please click Hdd Delete Glose

ADD. To property link to files, all fles should reside in the File Cetegory Fiter ;J Al =
master files directory. Filenames cannot hawve spaces in them - j

Open: open the file with the application selected on figure 37

Contact File Directory: you can create a separate file directory for each
contact under the master file link directory by filling in the path to the
contact subdirectory.

Contact File Directory  wit

Filename

File Description

Expanded File Link-

Figure 37:

B Expanded File Link
FILE LINK

Calegory  Tax Documents - |

File wi2002tax. doc =l
Comment 2002 Tax Retums

Dtz 030972004 ¢ |

Application Ward -

Forthe file links to work property, pleage select an application o open the file with. The
flenare cannot contain spaces, please use undetscorss instead

william Jacobs Close

[d

File links let you associate files with contacts. You can link emails (that were saved in the email program,) documents
(saved in Microsoft Word,) reports and charts (that were saved in Microsoft Word or Excel,) and document scans. (This
replaces the costly document scanning feature in other contact management systems. You simply use the scanning
software that came with your scanner and save the scanned image. You can then open the image from within the system
after you specify which program will open images on the Setup screen.) All files that can be linked must be put into the
either the Master File Directory or the Contact subdirectory in the Master File Directory. Keeping all of the files that can be
linked in one master directory and subdirectories makes backup much simpler and much more efficient.

You can open unlimited URL links for
each client by setting up the links on
the Expanded URL Link screen. URL
links can point to contact employer
web sites, homepage sites, personal
sites, or sites of interest to the

URL Link screen- Figure 38: Expanded URL Link screen- Figure 39:
& URL Links = |[5)5% Bl £ Expanded URL X
Barbara Anesky URL Liﬂks = URL ADDRESS
Ernployer Site] hittp: | Exp tame — Company Yyebsile
Personal Site hitp-t | Bxp Address  hitp: e, bandisoftware. com

William Jacobs Elose
To open a webpage, click the Ll Delete Glose &
undetined path box. To add a - @ mﬁ
news URL link, please click ADD.

Session Timer screen- Figure 40:

contact.

B Session Timer

Date Start  End Durstion Status Contact User Description Elapzed
02/09/2004 Q 10:43 0 Started j Howard Abrahams j il j Portfolio Review Goto
02/00/2004 E] 18:43  20:44 A Completed _VJ Robin &llen _.J stk j Azset Allocation Proposal Goto
2 n | | |
TIMED Sy Mo Tu Wwe Th Fr 3a Month ;J - | Al [ s H
2|5 o ] i ‘
SESSIONS LJL]L]LJLJLJLJ Bele;‘tcorﬂac‘tm\ﬂeuu Select by
ﬂﬂﬂgﬂﬂﬂ ::b ELs=DiE lazhatte To add a new session, click Start Mew.
B — __|
T (R (RN Y (B i TN ekte |
ﬂﬁ]ﬂﬂﬂﬂﬂ 2004 Select uzerto wiew expenzes for _
| From 021022004 ﬂ 1
e Fiter | 2 |
& 0201902004 Add Session o notes  Frint Cloze

v

You can record the amount of time you spend working on a contact’s portfolio through the Session Timer Screen. This
function was created for the fee based financial professional but can also be utililized by any user to track how much time
they spend working on specific contact’'s accounts. You can have an unlimited number of timed sessions counting
simultaneously. You can also pause any timed session and restart that session at any point. The Session Timer works in

the same way as a recorder.

Yellow box (under Timed Sessions title): the day for which sessions are displayed

Contact Filter: shows the sessions for a specific contact only
User Filter: shows the sessions for a specific system user only

Date Period Filter: shows the sessions that started on or after the FROM date and ended on or before the TO date

All: turns off the criteria to the left of the ALL button
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Start New: starts a new timed session with the current contact. Once a session is started, you can Stop, or Pause and
then Restart the session. The time Elapsed (in yellow) will show how many minutes have elapsed since the session was
started minus pause times. The time elapsed will not change while you are viewing this screen. It will only change when
you close and then reopen ths Session Timer Screen.

Start: restarts a Paused Session

Pause: pauses the current session. A session will remain paused even if you exit this screen, and/or the system. Keep in
mind that the session timer works on the system time, not the system date. Therefore if you restart the timer on a different
day than when it was paused, the duration will not be correct.

Stop: stops the current session and locks all fields for the current session except the description. You cannot change the
date, time, or duration values for a session once it is stopped.

Delete: deletes the current session

Add Session to Notes: Copies the session information to the session contact’s notes.

Print: prints the sessions displayed on the screen. If there is a filter active (contact, user and/or day), then only those
sessions are printed.

Close: Hide this screen.

Marketing Tracks screen- Figure 41:
& Client Marketing Tracks

Barbara Anesky

MARKETING TRACKS

Track Track Start Date
Client Track | ot/ma2004 ¢
N <
To add a new track, please click ADD. = 2]
4
Hdd  Delete Glose «

Once you setup Marketing Tracks from the Utility menu, you can assign unlimited tracks to any contact. Don'’t forget to
click Add before you add a new Track. The track start date is when you want the contact to go onto the track.

Track Activities are scheduled by assuming a track reference start date of 1/1/2004. Activities are then scheduled into the
future. (For example, if you schedule an activity on 1/8/2004, the time period for this activity will be 7 days after the track
start date.) The contact’s track start date then becomes the starting point for the track. In the example above, the track
start is 1/8/2004 which means the activity will be scheduled for 1/15/2004.)

Find Contact screen- Figure 42:

FH Ml LM Type - e I
Title: I Status - i
Company Mickname Priatity j Search  List
Address1 Birth Date + 25 Producer j Click Resetto clear
;I Incluistry j Add Date all zearch criteria.

City j Occupation j NOTES I Reset I
Homephone vyiorkphone: Azsistant Mote Drate
Cellphone Faxphone Contact Pref j Categary j User
E-mail x| callFreq | mete C;":I:?
Risk Lewvel j Income == 150000 Last Contact NOTES/REMARKS
Imtemt Gosl j wiorth Mext Contact H Keyward
POLICIES hore Fields | User Fields INYESTMENTS  tore Fields | | User Fields 7 CINES Head. (R
Palicy Status | Invst Status | e _~| Relation -~
Insurance Type j F (it AEEEm j C FAMILY .

) I 0 Type J Firstname
Palicy Type j Investment Cat j oom Lastname
Palicy Company j N | rvestment Type j N e j
Paolicy Mumker D Account # T Comment
lzzue Date CompanyFund -
[rate Mon-Active Trad'iang ;ymbol J g APPOINTWENTS M w
Palicy Mode j Date Bought T Date Avay
Premium Shares Type j Dore
Death Benefit = 1000000 Purchase Price S Descrip
Palicy “alue Current Price Uzer j
Walue as of Price as of Status j @ @
Policy Comment Invzt Comment Guide  Glose
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You have the option of searching for contacts in the system via a combination of any of the white boxes on the find
contact screen. For example, you can look for contacts who have a birth date in February, have income more than
$150,000, have bought policies worth at least $1 million dollars combined, and that have paid an investment commission
of at least $5,000 on 1 investment product (to search investment commissions, click the More Fields button in the
Investments area). The system will search the database for contacts matching the description. If only one contact is
found, that contact is displayed on the contact information screen. If more than one contact matches the criteria selected,
the contact list (discussed below) screen will come up and you will have the option of choosing which contact's information
you want to see, or you can scroll through the filtered contacts on the contact information screen (discussed in the contact
list screen section below). The Find Contacts screen is an exact copy of the contact information screen. This is done to
give you familiarity with the information layout.

If criteria is entered and you click search, the system remembers all of the search criteria until reset is clicked or the
system is restarted. (This is useful if you run a search that is not specific enough and you want to add more criteria.)

Figure 43: Figure 44:
POLICIES More Fields | Lser Fields INYESTMENTS  ore Fields | User Fields Figure 45:
Cravner j Maturity Date: C ol i i Tvpe d‘ “' m‘
Co-awmer j Co-owner j o | USER DEFINED CLIENT FIELDS SEARCH | TexFields  Humber Fields | Date Fields | Checkbox Fields | rig;rg';:gfﬁg%; 3:“&'&
2nd to Die Bensficiary 1 j | Exp Inherttance Outside Assets \Wedding Date Has il
Insured j Beneficiary 2 - N Advisor House Valus Review Date: Has Trust
Beneficiary j Commission = 5000 T || Attarney Home Equity Last F-to-F Has POA
Palicy Mote Morths cUSP A 1| Nationality Outstanding Debt Holictary Card
Commission Funict Family j c Cadiitagnent
I
| Figure 46:
s USER DEFINED POLICY FIELDS SEARCH | TestFields  Number Fislds |Date Fields | Checkbox Fields ng&cmggmdfma:u;;x
Payes Cash Walue Paic to Date: Fixed
Agsignee Loan Amount Investment Compc
Riders
Dividend Options
Paymert Method
Term
Figure 47:
USER DEFINED INVEST. FIELDS SEARCH | TextFislds  Mumber Fislds | Date Fields | Checkbos Fislds nfﬁﬁéﬁggeﬂ%ﬁﬁﬁzuﬁ
Sell Instructions Interest Rate Paid To Date DRIP
Fund Yalug Margin
Press the More Fields Press the More Fields Press the User Fields button in the Command Area to search in user
button in the Policies Area button in the Investments defined contact fields. (Figure 45)
to search in more policy Area to search in more
fields. investment fields. Press the User Fields button in the Policies Area to search in user defined
policy fields. (Figure 46)
Press the More Fields button in the Investments Area to search in user
defined investment fields. (Figure 47)

The User Fields buttons will be surrounded in green if there is search criteria entered for the
corresponding product or user defined fields, respectively; click Reset to clear all search criteria.)

Uzer Fields

Please refer to the search guide for search rules.

Search: creates a filter based on your entries and applies that filter to the database. If only one contact is found, that
contact is displayed on the contacts information screen. If more than one contact is found, the contact list screen displays
a list of all of the contacts found that match the criteria entered.

List: opens up the contact list screen without applying any filters. All of the contacts in the system are available for you to
pick from.

Search Guide: displays the field search rules

Reset: clears all criteria entered on this screen.

Y: automatically fills in the next contact box with “<= (today's date)”

Close: goes back to the contact information screen
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Contact List screen- Figure 48:

B Contact List

§ i nc WD CONTACTLIST e | ;3;;5;‘
Accessed MName Cortact 1D Company Producer

v W Arnoult 5796937731 Hewlett-Fackard hark ;] G
A Baird ABBS10036 BellSouth | e
v Jerry Bender JBT700145 LInion Pacific TG
W Charles Bettis 246131737 AL hdark j G
v Jordan Bontigao JB2450125 Public Svc. Enter. Group ;j G
W K Boyd 317EBE7 45 Wyalt Disney Bill ;] G
hllklerge Listmote  Email SelectEmail Email List Report Search Close

B ¢ § T el [

The contact list screen will open one of two ways; on the contact information screen, you can click List, or if the criteria
entered in the Find Contacts screen finds more than one contact in the database. The system has a list function that
allows you to individually select found contacts to use in reports, mail merges, group lists, emails, and labels. To turn on
the list function, click the Turn List Function On button on the contact list screen. The list function can only be turned off
by clicking the Turn List Function Off button on the contact list screen or by going to the find contacts screen, entering in
new search criteria, and choosing to replace the list criteria.

When the list function is off, the following options are available:

View Filtered Contacts: lets you scroll though the contact list on the Contact Information screen (you should click this
button again or reset all filters to view all contacts on the contact information screen.)

Goto Contact: opens the contact information screen for the contact to the left of the Goto Contact button

Delete: deletes the recalled contact group

Report: opens the report menu screen

Search: opens the Find Contact screen

Close: goes back to the contact information screen

When the list function is turned on, the following options are made available:

Fill Merge: fills the mail merge table with the names/ Figure 49:
addresses of the contacts on the contact list. After the table EEEEEEIEES
is filled, a list of available mail merge letters appears. Youcan | OFENMERGEFILES

select any of the letters that will automatically open in  |uccene 12006 Newsioner “open]
Microsoft Word.

File Category Fiter =] Glose

1

List Note: lets you edit and add a short note to each contact checked (useful if you are printing labels to put onto mail and
want to have a note record of the mailing.)

E-mail: opens the default e-mail program and prefills the e-mail addresses of the contacts in the contact list and the email
subject and body from the email selected. (Emails sent to multiple recipients will automatically use the BCC line for email
addresses.)

Email List: exports a text report with email, first name, last name, and date and time for the next appointment for the
current contact list. Used with group email program to personalize and send emails. (Please see the Contact Sage Pro
Group Email manual for details.)

Select All: selects all of the displayed contacts

Add: stores the selected contacts under the name entered to the left of the Add button (to add a group, turn on the List
Function, check the desired contacts, type in a new group name in the box to the left of Add and then click Add)

You can change any of the stored contact group names by changing the group name title at the top left of the screen.
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Calendar screen- Figure 50: Figure 51:
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The calendar screen graphically displays how many appointments you (or the selected producer and/or user) have for
each day of the month. The values next to the year and month labels under the calendar title specify which year and
month is being shown. The buttons in each of the day boxes reflect a count of the total number of appointments for that
day. A star next to the appointment count for any of the days shown means that you have an appointment with the last
contact viewed on the contact information screen on that day. By clicking on any of the appointment count buttons on the
calendar screen, the appointments for that day will be displayed in the appointments list on the right half of the screen.

drop boxes next to the year and month labels at the bottom left of the screen set the calendar display
arrow buttons next to the entry boxes let you move between the year and month, respectively.
Month: displays all of the appointments for the month chosen on the appointments screen (figure 52)

View Appointments for:

Week (1..6): displays all of the appointments for the week chosen on the appointments screen (figure 52)

Appt Bar:

Week (1..6): displays committed time for the week selected on the Appointments for the Week screen (figure 51)

Enter: opens the appointment screen for the date in the date entry box
To Do: (with calendar icon) toggles to the To Do list calendar
Close: goes back to the contact information screen

Add: opens the expanded appointment entry screen to add a new appointment. The date for the new appointment will be
filled in with the date being shown. (Figure 53)

Delete: removes the appointment highlighted (just click on any box in the appointment row you want to delete)

Add Appt to notes: automatically adds an appointment description note to the contact with the appointment (this only
works when a contact has been selected in the white box under contact)

Add LM to notes: automatically adds a left message note to the contact with the appointment (this only works when a
contact has been selected in the white box under contact)

Schedule: prints an hourly appointment schedule for the day shown

Print: opens the appointment report

C: lets you graphically select dates (on the appointment list on the calendar screen, you must click C again after you
select a new date from the date selector screen.)

Away: is the appointment out of the office? (the appointment bar uses 3 colors, white- free time, violet- appointment in the
office, red- appointment out of the office)

E: displays the current appointment on the expanded appointment screen

G: opens the contact information screen for the contact to the left of the button

Daily Ruler/Appointment Bar: the white and violet/red bar visually shows when you have appointments scheduled for the
current day (the appointment bar uses 3 colors, white- free time, violet- appointment in the office, red- appointment out of
the office)
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The ticks above the Appointment Bar let you easily add a new appointment on the expanded appointment screen for the
current day at the time clicked.

The ticks below the Appointment Bar let you change the time for an appointment. To change an appointment’s time, click
on the appointment time box you want to change, and then click a tick below the appointment bar.

When an appointment date, time, or duration are entered or changed, the system performs a check to make sure there
are no overlapping appointments. If there are overlapping appointments, you are informed.

Appointments screen- Figure 52: Expanded Appointment screen- Figure 53:
5 Appointments ‘__|@|§| £ Fxpanded Appeintmant
e . 5 of 10 Meded By B -
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050172004 Q 1015 |30 j prflo rev j 2 Blkhani j nervous about market, re | Bil j Scheduled j Wi - o e = natny | Cortct Viewri | chs Schocited =
D501 £2004 Q 1045 45 j init. Const j  Middlietan j o over competitor perfor | hark ;J Scheduled _J m furmon GO | ceoromes @ bk Priocty 3 - | Compiete [
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wrowners o Q] .t S H G ¥

Mdd  Oelee  click ADD ”"‘53 lenMessase  pupypalemtar Print  Glose _i

The appointments screen shows a detailed listing of appointments. The appointments screen can be accessed in two
ways. When you click to view a week or the month from the calendar screen, the appointments for that period are
displayed on the appointments screen. The other way is for you to click the Appts button on the contact information
screen. This brings up all of the appointments in reverse chronological order for the current contact.

Appt with Last Contact Viewed: fills in the Contact box with the last contact viewed on the contact information screen

Appt Calendar: is only visible if the appointments screen was opened from the calendar screen. If the calendar button is
clicked, the calendar screen is opened to the date formally viewed in it

Time must be entered in 24-hour format. All of the other buttons on the Appointments screen have the same function as
the appointment list on the calendar screen.

Appointment Reminder screen- Figure 54:

& Appointment Reminder

Date Time Duration Type Contact Description User Status
014/29/2004 Q 1200 30 j cliert pitch j B Jewett j pitch bond fund j Scheduled
041292004 Q 11:15 45 j priflo rev j Jorge Aguilar j azzet allocation review Bill j Scheduled

042972004 EJ 10:30 45 j init. Const j Karing Meragelman j g0 over competitor perfarm Mark j Scheduled

APPOINTMENT 20min -| Postpone @‘ i %mm.s

REMINDER Delete notes ¢ Left Message

The appointment reminder screen appears before a scheduled appointment. This feature is activated on the Setup
screen. Depending on the settings on the Setup screen, the system checks for upcoming appointments on a selectable
interval. Appointments are checked by a selectable period in advance. (If the appointment reminder setup is to: Check
every 5 minutes with a 30 minute warning cushion, the system will check every 5 minutes for appointments between 30
and 35 minutes from the current time.)

Postpone: adds the time in the box to the left of this button to the current appointment time.

Delete: removes the appointment highlighted

Add Appt to notes: automatically adds an appointment description note to the contact with the appointment (this only
works when a contact has been selected in the white box under contact)

Add LM to notes: automatically adds a left message note to the contact with the appointment (this only works when a
contact has been selected in the white box under contact)

Close: goes back to the contact information screen with the current contact's information

C: lets you graphically select dates

E: displays the current appointment on the expanded appointment screen

Goto: opens the contact information screen for the contact to the left of the button
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When an appointment date, time, or duration is entered or changed, the system performs a check to make sure there are
no overlapping appointments. If there are overlapping appointments, you are informed.

To Do List Calendar screen- Figure 55:
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The to do list calendar screen graphically displays how many to do’s you (or the selected producer and/or user) have for
each day of the month. The values next to the year and month labels under the calendar title specify which year and
month is being shown. The buttons in each of the day boxes reflect a count of the total number of to do’s for that day. A
star next to the to do count for any of the days shown means that you have a to do for the last contact viewed on the
contact information screen on that day. By clicking on any of the to do count buttons on the calendar screen, the to do list
for that day will be displayed on the right half of the screen.

drop boxes next to the year and month labels at the bottom left of the screen set the calendar display
arrow buttons next to the entry boxes let you move between the year and month, respectively.
Month: displays the to do list for the month chosen on the to do calendar screen (figure 56)

View To Do List for:
Week (1..6): displays the to do list for the week chosen on the To Do List screen (figure 56)

Enter: opens the to do list screen for the date in the date entry box
Close: goes back to the contact information screen

Add: opens the expanded to do item entry screen to add a new item. The date for the new to do will be filled in with the
date being shown. (Figure 57)

Delete: removes the to do item highlighted (just click on any box in the to do item row you want to delete)

Add to notes: automatically adds a to do description note to the contact that the to do item is for (this only works when a
contact has been selected in the white box under contact)

Print: opens the to do list report

C: lets you graphically select dates (on the to do list on the calendar screen, you must click C again after you select a new
date from the date selector screen.)

E: displays the current to do item on the expanded to do item screen

G: opens the contact information screen for the contact to the left of the button

To Do List screen- Figure 56: Expanded To Do screen- Figure 57:
E To Do List | R & Expanded To Do []
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The to do list screen can be accessed in two ways. When you click to view a week or the month from the calendar
screen, the to do list for that period is displayed on the to do list screen. The other way is for you to click the To Do button
on the contact information screen. This brings up the to do list in reverse chronological order for the current contact.

To Do Calendar: is only visible if the to do list screen was opened from the calendar screen. If the calendar button is
clicked, the calendar screen is opened to the date formally viewed in it

The To Do List has a Rollover checkbox. If checked, that to do item will continue to rollover to the current date until it is
deleted.

To Do with Last Contact Viewed: fills in the Contact box with the last contact viewed on the contact information screen

To Do Reminder screen- Figure 58:

& To Do Reminder |Z|@|z|
Date Due Date Type Contact Dezcription Priority  User Status e
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e a s 3
REMINDER El ] _
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The to do reminder screen appears when you first open the Contact information screen if the option is selected on the
setup screen.

Delete: removes the to do item highlighted

Add to notes: automatically adds a to do item description note to the contact with the to do item (this only works when a
contact has been selected in the white box under contact)

Close: goes back to the contact information screen with the current contact's information

C: lets you graphically select dates

E: displays the current to do item on the expanded to do screen

G: opens the contact information screen for the contact to the left of the button

Report Menu- Figure 59:
&l Report Menu |z|

REPORT MENU

Contact Eeport
Labels | labels: Type 5180+ | [cortact List Current Contact
Status Report Lahels for cortacts withaut a TITLE will nat he printed.
Commission Report
= Search Close
Bremium Report “ mﬁ

The report menu lets you access all of the system reports.

Contact Report: opens the contact report setup screen

Contact list/Current contact selector: selects which contacts appear on the printed labels
Labels: opens the label screen formatted by label type selected

Commission Report: opens the commission report setup screen

Premium Report: opens the premium report setup screen

Status Report: opens the status report setup screen

If you will be outputting reports to Microsoft Word, you should install a macro that will automatically format the Word
report. The procedure is simple. For instructions, open c:\cisage\sagewordmacro.doc
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Contact Report Setup- Figure 60: Figure 61:
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Figure 62:
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To add user defined screens to the contact report,
click the checkbox to the left of User Defined on the

| Expinheritance [~ Outside Assets | [ wedding Date | [ Has il - Contact Report Setup Screen and then select
Advisor r House valie [ Review Date [ Has Trust r which User Defined fields you want for the report.
Attorney r Horme Ecuity r Last F-to-F T HasPO& r Each checkbox will be replaced by the column
Nationalty r Outstanding Debt | [~ Holidary Card (™ order of the user defined fields in the report.
Credit Card Dekt [

The contact report setup screen lets you create a text report that contains contact information with/without appointments,
notes, remarks, or policies and/or investments. You have the ability to save and name report settings and recall those
anytime.

The report setup screen is broken down into sections. The contact section lets you pick which contact data will be
displayed on the report and the order of the data. Clicking on any of the fields (contact id, city, home phone, etc.) in the
contact section causes the checkbox to be replaced by the column order number for that field. The current
contact/contact list/all contacts selection next to the contact checkbox selects which contacts will be displayed in the
report. Current contact only displays the last contact viewed on the contact information screen. Contact list displays the
list checked on the contact list screen after the list function is turned on.

The Grouping and Sorting area in the lower left of the screen lets you sort contact information by three different fields.
Last name is always the default last field sorted by. (If you sort by city, the sort applied will be city then last name.)

The Product Filters area in the lower left of the screen lets you enter policy and investment criteria to filter the product
output. The checkboxes let you specify the status of the products that will be output.

You can select only one report type (contact/user defined/appointments/notes/remarks/family/policies and investments
count as one report type) at a time. The fields in the user defined, appointments, notes, family, and policies/investments
sections let you pick which additional data in addition to the core data is displayed in the report. (Core data such as
appointment date and appointment description are automatically displayed in the report if the appointments report is
chosen. User Defined, Policies and Investments don't have core data.)

The Future/Current/All Appts choice beside the appointments section lets you choose which appointments are displayed.
Future appointments only display appointments scheduled today or in the future. Current appointments only display
appointments for the last day selected from the calendar screen.

If user defined, appointments, notes, remarks, or policies/investments reports are chosen, you also have the option of
selecting whether all contacts are displayed, or only contacts that have the requested information are displayed. (A
contact with no appointments will not be displayed if the Only Contacts With Requested Info choice is selected and the
appointment report is selected.)
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combo box in the top left of the screen lets you recall previously saved reports.

Add: lets you add new reports to the system by resetting the report setup and using the name in the combo box to the left
of Add for the new report name. (to add a new report, type in a new report name then click Add)

Delete: lets you delete the current report from the system.

Run: runs the report

Reset: clears all the report choices. This is the only way to reorder the data fields for the contact section.

Close: goes back to the report menu.

To save a new report, you should click the Add button and type in a new report name in the white box under the title.
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The commission report setup screen lets you create a text report that contains policy commission information broken
down by month with selectable policy and investment information included. You have the ability to save and name report
settings and recall those anytime.

The commission report setup screen is broken down into sections. The Report Parameters section lets you enter a start
month/year, an end month/year and a producer for the commission report. The policy section lets you pick which policy
data will be displayed on the report. The investment section lets you pick which investment data will be displayed on the
report. The commission portion for the displayed months is automatically totaled and displayed. The contact section lets
you pick which contact data will be displayed on the report and the order of the data. Clicking on any of the fields (contact
id, city, home phone, etc.) in the contact section causes the checkbox to be replaced by the column order number for that
field.

The Criteria area at the bottom filters the products used for the commission report. For instance, you can select that only
whole life policies from Aetna be used in the report. You can also select which commissions you want totaled. (You can
select Investment/Insurance or both.) If you select a single product type commission, the other product type field
checkboxes will be disabled. You can also specify whether you want pending active and pending policies or pending own
and pending investments to be included in the commission report.

You can select any combination of the policy, investment and/or contact areas, that match the commission product type
selected.

All of the other buttons on the Commission Report have the same actions as those on the Contact Report.
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Premium Report Setup- Figure 65: Figure 66:

Repart Hdd  Delele
eRoitiane | PREMIUM REPORT SETUP
Poriod o e Poker ® Contacts L e
From Jan -| 2003 -] =l Fest [2 M | LestGrou| 1)
To  Dec -| 2003 | Vear =l e - ComtactD 2002
- ahams §,990.19
¥ Policies Al Feriad Compary [ Micknatme r Abrahans §5,500.19
Polioy Status [ Address [ BithDate [ h
Insurance Type [ r r Industry r ahn . $34. 8
e e City [ State [ Zp [ Occupation [~ P : s
Company W Homephone ,_3 Workphone ’_4 [ Assistant l_ A Trust Il] ife
u pisabiTity
Policy Mumber [~ Cellphane [~ Faxphone r Cortact Pref [ & Empl Life
Beneficiary r E-mail rr Call Freg r allen R Ds_:l;;-l-“‘_’_ $413.75
Izzue Date [ Risk Level [~ Income r Last Cortact [~ i L:.é ¥
Date Mon-active [~ Investmt Goal [~ het wiorth r Mesxt Contact [ A Empl Life
Payment Mode [~ Type [ Status [ Priority [ Producer [ AddDate [ &11450n N rru».r Life '.»}"{"JI‘ g;‘\“-uilii b £37, 820
Mode Morths [ To select a colurmn, check the bo to the gt of the field labe! i p'-‘::»r 4 }ff‘ :m:'hf‘ ‘IF:‘
— e Life  Term Life
Premium r Unlaheled Boxes: Left of First- Salutation, Right of Last/Group- Suffx, 4 Trust L erm Life
- Altine Mar; (301)949-0355 $439.94
Desth Benefit [ Policy Criteria Undzr Address]- Address Type N ey ol
Commission =3 Insurance j I | Spaces curert | List [0 cotecte | Glose andrews %3, 276,
Policy Walue r Type j & Y
Policy Comment [~ Compsany d Notgpad _ \ord Excel An?nnl"l'li $554. 31

The premium report setup screen lets you create a text report that contains policy premium information broken down by
client and time period, with selectable policy and contact information included. You have the ability to save and name
report settings and recall those anytime.

The premium report setup screen is broken down into sections. The period section lets you enter a start month/year, an
end month/year, a producer, and a grouping time period for the premium report. The policy section lets you pick which
policy data will be displayed on the report. The contact section lets you pick which contact data will be displayed on the
report and the column order of the data. The premium portion for the displayed time periods is automatically totaled and
displayed. Clicking on any of the fields (contact id, city, home phone, etc.) in the contact section causes the checkbox to
be replaced by the column order number for that field.

The combo list boxes at the bottom left filter the policies used for the premium report. For instance, you can select that
only whole life policies from Aetna be used in the report. You can select any combination of the policy and contact areas.

All of the other buttons on the Premium Report have the same actions as those on the Contact Report.

Status Report Setup- Figure 67:

B Status Report Setup
STATUS REPORT SETUP

CurrentContact| Contact List | All Contacts

Motepad Word | Excel

The status field for a contact can be used to track the dates that a contact goes through the various stages of the
underwriting or client acquisition process. The status tracker is enabled on the setup screen (below).
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Utility Menu- Figure 68:

Users: opens the user screen
UTILITY MENU Cleanup Database: repairs data entry errors
| g | Data Field Chaices | Worq Merge Files: opens the edit merge files screen
Users User Defined Fields Emails: opens the email setup screen _
Report Display Setup: opens the report display setup screen
Cleanup Database Yser Balance Fields Backup Database: runs the backup program
Clear Find Histary Marketing Tracks Compact/Repair DB: compacts and repairs the system, this should be done
weekly or monthly to improve system perfomance
Witnil IS FIDS SEEE DESH Update Versions: runs the update version program
Emails Add-in Modules Data Field Choices: opens the Screen Choices screen
Repor Display Setup | neurance Cholces User Defined Fi_elds:.opens the user defined contact fields setup screen
2 User Balance Fields: opens the user defined balance fields setup screen
Backup Database | User Policy Fields Marketing Tracks: opens the marketing track setup screen
CompactiRepair DB | Investmant Choices | Screen Design: opens the data layout screen design '
T | eor vmetmont Fieine | Add-In_Modules: opens the Add-In .Modlljle screen. For some of the Add-in
= . modules, you must install the appropriate files before those functions will work.
Close Insurance Choices: opens the insurance choices edit screen
Elﬁ ‘ User Policy Fields: opens the user defined policy fields setup screen
Investment Choices: opens the investment choices edit screen

User Investment Fields: opens the user defined investment fields setup screen

Setup Screen- Figure 69:

The system setup screen in the utilities menu lets the administrator setup password protection for the system, select the
directories for applications the system uses, and setup the appointment reminder, system message settings, auto
appointment, auto backup, and status note systems.

Password Protection Settings SETUP Permizzions Given Far Each Password Message/Area Settings
Displary C rit b
Pazsword Protect System [ Functions Allovwedd Access  Add Change Delste System D:;EI:: Czrnnfri]::'natin:gmssgs g
System Password system Edit Setupilsers, Run Update e e e * * Display Error Msgs ™
Delete Password delete Enahles Delste Button H H H H Showe Addl Info Labels v
Change Password change Edit ZettingsMerge Files e e e Showe Keyhoard ShortCuts [
Add Password add Enghles Add Button * * Add Pend. Active to Tatalz [
Access Password  aocess Access System b Default To Policy  Invest
File Directory Settings Path Automatically Fill-In File Directory Settings Cther Wersion of MS Office  Applications that the
. g . System Uses.

Access Director ciprogram filasimicrosoft officelofficel

b Arog Cher “ersion of MS
wiord Directory ciprogram files\microsoft officetofiicel Office iz only used if
Excel Directary cprogram fileswmicrosoft officeloficel the netwark has
et s wind . muttiple wersions of

ePad Directory  cowindows i
Metwork Path WELCITEER
Cortact Sage Dir cicisagel cicisagel Main System
Form Letter Dir cicizagemergefilest cicizagemergefilest Directory
Master Files Dir cicisage) cicisagel .
4 _g — Automatically
File Link Type Directories | Loeal Files D cicisagelocalt Show Notes
User File Link Type 1 Adobe PDF Path  CAProgram FilesWwdobetAcrobat 5.00crabat.exe all E
User File Link Type 2 Path EtmnailMail ™
Appt Reminder Settings [ | System Functions Syne Setup Oft Palm | PocketPC | Fillin Zip Codes [~ Appointment [ ;j:“
Initial &ppt Reminder [ Create Auto Appointments [ Dockup Option ot | wieekly  Dailv | Export Email List [7 - Marual Note [ %
. f . L Defined Field Default
Reminder Interval 1 min | &Auto Apptast | sppt I ToDa Cu:-rdau:ts'l.'a\,rfp: Imlandil\:du:l aulls | Restart Sage for Remark v j
Reminder Time 10 min i — Changes to Take Effect.  Status Chandge [ W
Create Track Appoirtments [ Insurne Type  Life -

Daily To Do"s Reminder [ | Use Cutlook for Email | — Category  hutual Fund -] | Load All Defaults | Close |

If the automatic user ID is not used or the user ID is unknown, a user has the option of entering in a generic password on
the start screen. Certain functions in the Contact Sage Pro can be password protected. Specifically, access to the
system, adding data, changing data, deleting data and accessing the system setup screens, can all be separately granted
through multiple passwords. The password on/off option enables and disables the password protection features of the
Contact Sage Pro. The row to the right of each functional password explains the functions allowable under each
password.
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Directory Label Path To Problems if directory invalid

Access directory ~ Microsoft Access not be able to run the backup or update

Word directory Microsoft Word not be able to run word reports or open mail merge files from the system
Excel directory Microsoft Excel not be able to run contact, premium, or commission reports to Excel
Notepad directory  Microsoft Notepad not be able to run contact, premium, or commission reports to Notepad
Contact Sage cisage.mdb the backup program and version update programs will not work
Network directory  network cisage.mdb the backup program will not work from a remote machine

Form Letter word templates form letters will not open

Network directory  word templates form letters will not open from a remote machine

Master Files contact files directory  contact file links will not open

Network directory  contact files directory  contact file links will not open from a remote machine
User File Link 1 user file application 1  not be able to open file links with user defined application
User File Link 2 user file application 2  not be able to open file links with user defined application

The System Message Settings lets you turn system messages on/off. As a user becomes more familiar with the Contact
Sage Pro, the Comment and Confirmation Messages can be disabled. The Error messages should be left on for most
users.

Show Addl Info Labels lets you disable the label highlighting feature on the Contact Information screen. (Labels such as
notes, remarks, url, file, appt, etc will be highlighted in green if there are records for those features in the system for the
current contact.)

You can also select whether you want the investment or policy information to automatically appear when you view contact
information. However, once you change the option in the product area selector, the system will remember that choice,
until it is restarted.

Automatically Fill In File Directory Settings: lets the system look for necessary files and lets you choose from the files
found to fill in the directory settings.

Appointment Reminder Settings: checkbox enables/disables the pop-up appointment reminder window. Initial Appt
Reminder enables/disables the automatic appointment reminder box that pops up when you first open the Contact
Information Screen. (The reminder system will work normally afterwards.) The appointment reminder interval establishes
the time period that the system waits between checking for appointments. The appointment reminder time sets the time
period that an appointment reminder box appears before an appointment.

Daily To Do Reminder: checkbox enables/disables the pop-up to do reminder window when the Contact Information
Screen is first opened.

The Auto Appointment checkbox is used to turn the master auto appointment feature on/off. The auto appointment
feature automatically sets up an appointment based on the call frequency selected for each contact. You can turn the
auto appointment checkbox on/off for each contact.

The Track Appointment checkbox is used to turn the master Marketing Track scheduling feature on/off. The Marketing
Track will automatically schedule appointments as the appropriate Track Activity date is reached.

If you will be synchronizing the system with a PDA (Palm or Pocket PC), you must click the appropriate device type for the
synchronization to work.

The Contact Sage Pro gives you the option of having the system automatically remind you to backup daily or weekly.

The Contact Type/lnsurance Type/lnvestment Category selectors select which user defined product field labels will be
displayed for a new product or a product type that has not been setup with its own user defined field labels.

Export Email List- Enables the Group Mail export function. (Please see Contact Sage Pro Group Email manual.)
Automatically Show Notes: All notes and remarks in the system can be checked to appear on the contact information

screen. This feature was designed because there is limited space for notes and remarks on the contact information
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screen. Each of the checkboxes in this section controls whether the system automatically checks the associated notes to
appear on the contact information screen.

The status change checkbox to the right of the show status change notes controls if the system automatically add a status
change note to a contact as that contact’s status is changed.

User screen- Figure 70:

The user ID for any unknown system user will be displayed on the start screen.
The system administrator is responsible for adding users to the system. Each

USERS

To add a new user, please click ADD

MName Mark Producer 3
Iniisls 3 Display Commert Messages [
0] m1 Dislay Confirmation Messages 7
Passvard mark Display Error Messages i

Permissions | system Delete | Change | Add | Access

User Names cannot cortain spaces or
commias. Use Underscores instear of spaces

permission.

Wil Delele  Close

= 0] ¥

Data Field Choices screen- Figure 71:

user should have a separate personal password. The data entered in the ID box
is what the system uses to recognize the user. The name is used to confirm the
user’s identity. The administrator or first user should give themselves SYSTEM

DATA FIELD CHOICES Choioes F1_ Choices P2 | Chaices P3 | Choices P4 || A cheices i the empty hoxes. | Clgse E There are 4 choices screens selected by the Choice
Statis Choices cannot contain apostrophes or guotes Track Activities cainot cortain apostophes of guotes. a ’ niti

Appointment Type  Appointment Status  To Do List Type ToDolist Status Track Activity Hote Calegary Pl/PZ/P3/P4 SeIeCtor Dont foget that TraCk ACtIVItIeS a'nd

Brop Schedued | Enand Statied cal L Recors Status choices cannot contain apostrophies or quotes.

Initial Interview Migsed Check Value 25% Send Letter Appointrment Record

Info Gathering Completed Meeting 50% Send Email Email Record

Closing Mty Phaone Call 75% Call for Appt Sales Email Record

auta appt Call Back Completed Check if Medical Done | Form Letter Record

Contact Delivery Set Appt Check if in Underwritin| List Record

Review Personal Status Change

Fallow Up General

To Do

Personal

Meeting

Portfolin Review

Product Choices Screens:

Figure 72:
& Insurance Choices ]

INSURANCE POLICY CHOICES i cheices in he ety boses, Please enter Glose INVESTMENT CHOICES e chioee i e pepty by Pleses e bestnent Elyse
Policy types wih the conresponding Insurance Type. Tepaz with e comeponding Inveciment Calepiry,
Insurance Choices Policy Types E Investmant Choices Investmant Types E
Insurance Type Insurance Company Beneficiary Disabilty User Field = || Inswrance Type Policy Type = lrvnsiment Acct  investmont Cotngory  investmant Company 11 Ieonstment Catngory Ivnstmant Type L
Life Aetna Insured Annuity - ELia Trust Stock Al Bond =] Comvertible
Disability GE Spouse Annuity | FrDA &1k Mulual Fuend Dyl Han =] Cosposite:
Health Pacific Life Trust Annuity | FPva 4036 Dend Fidelity Band = | Municipal
LTC Prudential Employer Annuity | SPDA SEP Tressury Mutusl Fund | Bstance MF
Annuity Travelers Annuity - | SPVA RA cn Mutual Furd = || Growth MF
FaC Digability | Indiv Rath R4, Putual Fund =] Income MF
Digability =L Single Mutusl Fund = Index
Disability s danril Mutual Fund = || Manay Markat
Health _| Medical Exp Mutusl Fund =] vaiue MF
Health _r| Medicare Sup Stock =] Common
Life | sPuL Stock _=| Prefemed
Life ~lsPvL Stock =] Epyder
Life _=|isPwi =]
Life | Tem
Life ~ue
Life ~|vue B
Life v
Life lwL
B R o B - -

Figure 73:

The policy choices screen lets you enter policy data choices that are used in the policy edit screen. To enter new data,
just type in the blank area in the appropriate column. The Disability Policy User Field is a user selectable number field for
disability policies. Insurance Types should be entered before Policy Types. Each policy type should be entered with a

corresponding Insurance Type.

The investment choices screen lets you enter investment data choices that are used on the investment edit screen. To
enter new data, just type in the blank area in the appropriate column. Investment Categories should be entered before
Investment Types. Each investment type should be entered with a corresponding investment category.
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User Defined Field Choices

User Defined Policy/Investments Fields

Figure 74: Figure 75,76:
Cortact Type Text Fields Wicth  Mumber Fisldz Wicth  Date Fields Checkbaox Figlds B User Dafinad Palicy Fialds Setup
Individual . | Exp Inheritance Quiside Assets wedding Date Has wyill USER POLICY FIELDS SETUP << | < | » [ s
Each Setof User Defined Advisor House Value Review Date Has Trust Rawans Tyie wan Fiok: o o (Dots Flotts T
Fields must have a Cortact | #HLOrNEY Home Equity Last F-to-F Hasg POA Lita =] Payes 0 Cash Vake 0 Pt Data Fientl
Type at the top left. Mationality Outstanding Debt Holiday Card Assignee 0/ Loan Amourt ] Investment Compo
Credit Gard Debt Teuh Fiekde Riders o a
Humber Freids Dikidend Cipsons [
L2 Payerenl Method [
Data Entry Box Width= 1440 Checkbox Frekle sy
- Term [
perinch. Murber Figlds in
Dark Blue have Decirmals Esch Setf nvarance Fieks saust v sn strsnce Type s1he o b G e Dele  lose
Maximum Text Field Wik~ Wk of deired sy baic n inches * 14D ﬂ
Width is 3269 H a*
Maximutmn Mumber Field
Width is 1380 -
o T &5 User Defined Investment Fields Setup X
Becals USER INVESTMENT FIELDS SETUP <« | < |> |»
Investment Category Text Fields Wicth  Humiser Fields Widh  Dete Fields Checkbox Fields
Text Fields Wutual Fund - | seltinstructions 0 Interest Rate 0| Paid To Date DRIP
Number Fields 0| Fund Value 0 Wargin
Dte Fields Test Fiells 0 0
Checkbox Fields Mumber Figlds 0
Date Fields 5
Checkbos Fields
i}
Hdd Gopy  Delere Close
USER DEFINED FIELDS SETUP <« | < |> | » @ mﬁ Each Setof Investmert Fieds most have an bnvestment Cateoory ot he op e Bid  gom Delele (Clgse
= [ Wiellh= Wit of dessied erry box in inches * 14401 @ m‘

You can setup separate user defined field labels for each Contact Type, Insurance Type and Investment Category.

Before you can add new fields for different Contact Types, Insurance Types or Investment Categories, you must add the

Contact Types on the Data Field Choices screen and the Insurance Types and Investment Categories onto the
corresponding product choices screen.

To add new fields, click Add, select the Contact or Product type in the upper left corner, and then fill in the labels.
User defined fields will only appear for labels that have been filled in.

The width column sets the width of the field using the following conversion: 1440 = 1 inch of field entry box. The width
does not refer to Characters.

User Defined Balance Fields Setup

Figure 77:
& User Defined Balance Sheet Setup [ ]

USER DEFINED BALANCE SHEET FIELDS SETUP

AssetTypa 10

Assets Liahilities
AgsetType 1 Resl Estate Lighility Type 1 Mortgage
AgsetType 2 Cars Lighility Type 2 Car Note
AsgetType 3 Investments Lighility Type 3 Margin Account

AggetType 4 Life Insurance Lighility Type 4 Credit Card Debt
AsgetType & Precious Metals Lighility Type & Personal Loans
AgsetType B Parinerships Liahility Type B Line of Gredit
AssetType 7 Liahility Type 7

Agset Type 8 Liahility Type 8

AssetType 8 Liability Type 9

Liahility Type 10

Close

[

You can setup the asset and liability field labels that will appear on the balance sheet for each contact. Asset and Liability
fields will appear for corresponding labels that have been filled in.

Marketing Tracks Setup- Figure 78:

B Marketing Tracks Setup |:|@|z|
MARKETING TRACKS SETUP =

Track Mame Description

Client Track 3 month track to land clients

=0

o]
= 6] ¥

Add Delete Close j

To add a new track, pleaze click ADD, and type inthe name ofthe tack and a track description.
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The Contact Sage Pro includes a track marketing system that lets you put contacts onto a track, and then reminds you of

track activities by creating appointments. Before adding track activities, you should name and describe the Marteking
Track. To add track activities, click EXP in the appropriate track row.

Marketing Track Activities Setup- Figure 79:

B Marketing Track Activity Setup |Z|@|Z|

Client Track MARKETING TRACK ACTIVITY SETUP e

Start Date Frecjuenc:y End Diate Activity Description Merge File Ermail

D1IDBJQDD4Q 1 j ﬂ Call j Faollow up to initial meeting J Appointrment j

0202004 g1~ c|sendieter  +| Send portfolio analysis | |

01492004 g1 ~| o ca - | Call with averview of analysis, sched. | |

D1a"23f2004g 1 j ﬂ Mzeting J Face to face meeting, pitch product j j

0202004 g1~ | Paperwork ~ | Complete Paperwark | |
<l < i i I

To add a new activity, please click ADD. Track actviies for contacts are scheduled by adding the nurnber of days beteen ]

THR004 and the Activity Date above to the unigue staring date ertered for each contact's track. @ E

Add Delere Cloze B

Track activities are added to the marketing tracks by describing the start date, frequency, end date, activity and

description for each activity. If the activity includes a merge file or email, you can also select the file or email that needs to
be sent for that activity.

Start Date: when the activity should occur after the track is started (calculated in number of days.) Days is calculated by
determining the number of elapsed days between the Activity Start Date on this screen and 1/1/2004.

Freqguency: how often the activity should occur (1- once or R-recurring.) If the activity is recurring, you can also fill in the
End date.

End Date: only works if the Frequency is R. Tells the system when the activity should stop recurring. If the frequency is R

and there is no End Date, the activity will keep recurring until the contact is taken off the track, or until the track is
changed.

Emails Setup Screen- Figure 80:
h s ]

EMAILS | < | > | | nid Delere tlose

Email Choice — Appointment E @ E

Email ToLine  Clients

Email Subject - Reminder for Appointrent with Bill Jacobs
Email Body — Hello
To starta news

line in bodis,
press Enter.

This is a reminder that we have an appointrent on at ook forward to reeting with you

If you have any guestions or need to cancel the appointment, please call my office at (301) 537-
4754

Thank you.

Sincersly,
Bill Jacobs:

You can store unlimited emails in the system.
To move to the next line in the email body box, press enter.

Reports Parameters screen- Figure 81:

B Report Display Setup

REPORT DISPLAY SETUP ;I‘

Field Mame: Field Wicth: Field Display MName:
accttype| 15 join type
adddate 10 date added
address1 30 address1

L4}
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The report parameter screen lets you change the field column name and width that appear in the report generator output.
The width of each column is determined by the greater of the column width entered or the character count in the column
name.

Backup Database- Figure 82:

5 CONTACT Sage Pro Backup

CONTAET sage Pro

- - s
Backup System i s

E M, ;
‘Where Is The Contact Sage You Want To Backup? | Metweark [

‘Where Do You Want To Save Th Backup? Metwvork
b 4 =%

System
Icons By

B & I COMPUTER CONSULTANTS, Inc. Version 2.0

i T
The Contact Sage Pro has a built in backup system that can be setup to automatically run daily or weekly.

You can choose to compress the backup file when you use the backup to a disk function. The compression function uses
Winzip. To install Winzip onto your computer, you need to:

1. download and install Winzip 8.0 or newer (http://www.winzip.com/downau81.cgi?winzip81.exe)

2. download and install the Command Line Support Add-On for Winzip (http://www.winzip.com/wzcline.htm)

3. copy the wzzip.exe file from c:\program files\winzip\ to c:\cisage\
Keep in mind, if you plan to use this function, please purchase and register Winzip.

Edit Merge Files List Screen- Figure 83:

| Edit Mail Merge Files = ]
EDIT MERGE FILES LIST =

File Categary Display Mame Filenarme
Newsletter | 142004 Newsletter  012004_Newsletter.doc ]

Add Delete Glose

= 0 .

The name of the merge file is displayed on the Open Merge Files screen. All merge files must be copied to the Form
Letter directory. The file nhame of the merge file must be exact and must also include the file extension. (File names
cannot contain SPACES, we suggest using underscores.) Clicking on the down arrow displays a list of the *.doc files in
the mailmerge directory for you to choose from. The sample merge file name is mailmergedemo.doc.

Add-In Menu Screen- Figure 84:
2 didiosens |

ADD-IN MENU

Output D3 10 BDA
Gamchecnize From POA

Lipdate Imvesimesits

¥

Import Zip Codes: loads the zip code table to automatically fill in city/state/zip when entering new contacts (optional)
Update Investments: opens the Investment Update screen

(The PDA components of the Contact Sage Pro are thoroughly explained in the Contact Sage Pro PDA Manual)
Output Data to PDA: opens the PDA Sync screen
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Synchronize Data from PDA: compares the PDA data to the main system data

Investment Update Screen- Figure 85:

= Investment Prices

EEE

Investment Type Fund Family CompanyiFund Symbal Previous $/Share Last Updlate  Current 5r3hare
Asset Allocation Muti_~ | Fidelity 7| Asset Manager: Aggressive | FAMRX $6.85  08/26/2003 823
Aszzet Allocation Munj Fidelity j Asset Manager: Growth FASGH §11.44 0.00
Asset Allocation Muhj Fidelity j Asset Manager: Income FAS $10.65 0.00
Asset Allocation Muhj Fidelity j Asset Manager FASK: §13.12 0.00
Domestic Equity Mutlj American Cerj “Yeedot A1 3750 DB/26/2003 402
Domestic Equity Mutlj American Cerj Mew Opportunities |l AN $4.13 0.00
Dornestic Equity Mut - | Strong | Blue Chip1s SBCHX $9.55 0.00
Dormestic Equity Mutlj Strong j L5, Emerging Growth SEMRX $10.22 0.00
Dormestic Equity Mutlj Strong j Enterprise SENTA $15.96 0.0
Dornestic Equity Mut_~ | Strong | Growth SGROX $12.95 0.00
Dornestic Equity Mut_~ | Strong | Growth 2012 SGRTX $10.52 0.00
Dormestic Equity Mutlj Strong j Large Company Growth SLGIR $10.39 0.0
Dornestic Equity Mutld Strong j Discovery STODIX $13.81 0.0
Domestic Equity Muti_+ | Strong | Large Cap Growth STRFY F16.17 0.0o
Domestic Equity Mut_» | American Cer_» | Growth(3) TWCEH $13.85 0.0o
Cloze

INVESTMENT UPDATE i

.

The Investment Update screen lets you mass update investments in the system. All of the unique investments
(characterized by exchange symbol) owned by contacts in the system are displayed sorted by investment type. You can
change any of the data on this screen except for symbol. After you enter the current price, the system will automatically fill

the Last Update date with the last full weekday. Once you finish entering changes, click Update to commit the changes.

Update: performs changes selected on all of the investments in the system. Current price changes only affect ‘O’ (owned)

status investments.

Close: goes back to the Add-In Menu screen

CONTACT Sage Pro By B & | Computer Consultants, Inc. (www.BandISoftware.com)

31



Form Design Screen- Figure 86:

ke o
User yger SCREEN DESIGN Reset Save Design Glose
Load Orig Design Delete Save Design For All Users ﬁ'
B form design : Form
L O O OO O O OO O OO OO OO -
j & Detail
i Unb_L][E_NEIUnbound ||_li—_l\j_!§._jUnh0und __ |UnhD “You can delete or change the position and
i UUnbound t_I' 3 {Unbound widths of any of the white hoxes and lahels.
g Unbound : | Unbound “ou cannaot move the white boxes or lahels o
........... e b the other side of the blue line because that space
Adldiesst et
- e noound = | SULTITE 1 is uged for accounts, notes, and remarks.
1 [Hunbour > Punbound Unbound HEM CLOSING THIS SCREEN, IF YOU
|| ey Unbound Unbound b RE ASKED TO SAWE CHANGES, DONT.
d Unbaund wiEkphene | Unbound igtat: || Lnbound T e e
2| |Unbound Eepndng =i nbound 2t |Unbound - (T Towg irto the system with 3 genetic pazsmond
1 Unbound ||Unbg| W |Unbound = T you have already changed the desian for
2 U nbound Unbound e Unbound SER, delete the changes by clicking DELETE

kit d then close and reopen this screen
Unbound Unbound Unbound i | iake the desired changes

il click Save for All Users

ou are Saving a Design for Al Uzers for the
first time, please restart the system for the
changes to take effect.

Each user in the system can customize their own data screen layout. Each user can delete unneeded fields, edit field
labels, change the position and width of any field or label, and also change the background color for each text box.

To delete a field or label, simply click on that item and press the delete key. To move any item, click and drag that item to
the desired location. To change the width of any item, click on that item, and then drag its borders.

To change the color of any of the text boxes (in white), click on the box and then choose the color by clicking the down
arrow to the right of the paint can icon at the top of this screen.

@Dial Mumber E Save Settings &7 Undox & + Help

You cannot move any item to the other side of the blue line. Before saving changes, the system will check to make sure
that no items are outside the allowed boundaries.

Load Orig Design: If the system asks you to save changes to the form design, you should always click NO. If you do save
the changes, you will not be able to reset the design screen to its original design. Click this button to reload the original
design screen.

Reset: If you are unsatisfied with the changes you have made you can reset the design screen to its original design.
Delete: If you are happy with the original screen layout, do not save the same layout, as this will slow down the system.
This button will remove the current users screen layout from the system.

Save Design: Saves position, width, and color for all screen items. Also runs check to make sure no items are outside
allowed boundaries.
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Search Guide

You can search on any data stored in the system.
From the Contact Information screen, you can search in any single field.

From the Find Contacts screen, you can search among multiple fields.

All searches return a list of contacts/clients that match the search criteria.

The system uses symbols to specify ranges and values:

Field types for symbols
All fields

Number, Date fields

Text fields, Dates (PLUS search)
Number, Date fields
Number, Date fields
Number, Date fields
Number, Date, Text fields
Number, Date fields
Number, Date fields
Number, Date fields

Text, Date (use 0 for Number) fields

find all last names beginning with “a” or “b” or “c”

Find all first names that are “steve” or “mike”

find all birthdates from 1/1/1950 to 12/31/1964

find all birthdates in February

find all February birthdates in or before 1960

Find notes starting with “prospect”

find “401k” anywhere in notes

find all blank phone numbers

Find phone numbers with area code “301”

Find all single account balances greater than or equal

Find all combined account balances for each contact
greater than or equal to 1000

Symbol = Meaning
, search for multiple values in a field (value 1 or value 2)
: search for range values in a field (value 1 and value 2)
* wildcard before or after search string in field
> greater than (value 1 > search string)
< less than (value 1 < search string)
= Equal to (value 1 = search string) (for text fields, omit =)
<> not equal to (value 1 < > search string)
>= greater than or equal to (value 1 >= search string)
<= less than or equal to (value 1 <= search string)
+ PLUS Search: use wildcards for dates or add all
values for each contact together for numbers
Null empty (<> null - not empty)
Examples:
Field Search String Meaning
Last name a,b,c
Firstname steve,mike
Birthdate >=1/1/1950;<= 12/31/1964
Birthdate + 2/*[*
Birthdate + 2/*/*;<= 12/31/1960
Note prospect
Note *401k
Phone null
Phone 301
Balance >= 1000
to 1000
Balance + >= 1000
Commission > 1000;+ > 5000

Find combined commission greater than 5000 and at
least one product commission greater than 1000

Plus number searches for policies and investments will only search active policies and owned investments.
All text fields automatically have * after the search string.

You must separate symbols and values with a space.
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New Functions:
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