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Introduction:

The Contact Sage is the easiest to use, most feature rich contact management system available for 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 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), no other software installation is necessary. Because of its design, the Contact Sage is also compact and
self-contained, allowing for easy and quick backups.

To ensure that our product will meet your needs, the Contact Sage design team included inside and outside sales
professionals, and top-notch programmers and designers. (All of our programmers hold masters degrees in software
engineering or computer science.) In addition, the Contact Sage was written following the highest Software Engineering
Institute Standards. The Contact Sage 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)

= store contact information including full name, nickname, 2 full addresses, home/work/fax/cell phone numbers,

preferred contact method, Social Security number/tax ID number, birth date, status (lead/client/user selectable),

priority (for grouping or searching contacts), 2 email addresses, producer, risk tolerance, investment goal, income,

net worth, contact dates and more

store family member information including birthdates and comments

22 searchable user defined fields (5 text/3 date/6 number/8 checkbox)

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

store and open unlimited file links from the system

store and open unlimited URL links from the system

daily activities screen with today’s birthdays, appointments, and full To Do List

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 links between contacts (lets you link family/coworkers/etc.)

= duplicate selected contact information for spouses, etc

= setup unlimited producers and assign contacts to them

= automatically filter contacts and appointments by producer

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

= find contacts through any combination of information stored in the system (contact/
/note/remark/appointment/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, or appointments, 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)

= automatically backup database daily/weekly

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

= 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
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To facilitate ease-of-use, the Contact Sage 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 Information:

Most contact system data can be loaded into the Contact Sage. Because contact system data varies in form depending
on the contact system, B & | Computer Consultants will transfer contact system data into the Contact Sage for a nominal
fee.

Hardware requirements:

The Contact Sage works through and requires Microsoft Access 2000 or newer. The system itself is distributed on a CD-
ROM that includes the Contact Sage program, Contact Sage Backup program, sample word letter, Contact Sage Manual,
User’'s Guide, and a version 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:
a) 233 MHz Pentium class machine or higher
b) 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, we cannot provide support for
setting up network systems. Our systems are designed to only pass data to outside programs. Please direct all support
guestions about outside programs to the developers of those programs.

We reserve the right to change the cost of the Contact Sage, all optional modules, 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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CONTACT Sage Manual (Contact Management System)

Controls:

A mouse is not needed to use the Contact Sage.

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 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 help web page

Contact Sage Start Screen- Figure 2:
£ CONTACT Sage x
Contact Management Software For Sales Professionals

Start

Quit

gistered To
B & | Computer Consultants, Inc
Serial ® 1130200312345 Version 1.75

B sottware

This is the first screen in the Contact Sage system. For the automatic backup to function, you must exit the Contact Sage
from this screen.
Quit: closes the Contact Sage
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 screen below)
= open the main menu

Figure 3: Figure 4.
User Yerification XI Passwond Protection
. Pleass Enter Your User ID oK
Are ¥au bill Jacobs? If you have a general system password, click 3K and -
enter that password. T
Es Mo |

The administrator (or any user who has system permission) has the option of password protecting the Contact Sage.
(discussed in the utility section)
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If the administrator password protects the Contact Sage, 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 below in the utility section), the
password entry box will pop up asking for that user’'s password. If the user is not recognized by the system, 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.

Main Menu screen- Figure 5:

MAIN MENU

G| e

(] e
Bllwn oo []uone
P AT

From this screen, you can choose to look at contact data, daily activities, enter the 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

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:

Ac‘l‘ivi"‘ies To Do List Days 1 ~ | Producer - | A | User - | Al 08:’25.{2003

Morith
Contact Birthdays *| Family Member Birthdays Su Mo [Tu we Th [Fr Sa |,
First M arme Last Mame Farily Member  First Name Last Mame Jﬂ Aug
Carl Cameron Child Scott Harrison ﬂﬂﬂﬂ 7 ﬂﬂ ear
Justine Paul-Hynes ﬂﬂﬂ 13 | 14 ﬂﬂ 2003

=] 26| 27| 28 | 29| 30| J
- i
APPOiII“‘II'IQII"‘S Type Cortact Description ﬂ
08:00 | 20 init. Corstt willzm Chancdier j interview meeting
09:45 30 priflo rev Jon Gerson j nervous ahout market, reassure
10030 45 prifio rev Thomas Enge j assetallocation review
111530 prifio rev Ric nigt - | nervous ahout market, reassure j
To Do List Tofllin the date, pleace click © after you select a date on the Date Selector.  To prefill date and user, pleaze click ADD. | Add | User Prirt -
DSIESIEDDBQ CheckValue j Check priority 1 clients value - | Delete |
DSIESIEDDSQ Etrand j Pick up drycleaning Mark j%
082512003 Q Meeting j Staff meeting about phone calls Mark j%
<l a - oot

-

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.
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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.

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 birthdays and appointments only. You must assign contacts to a producer for the correct
birthdays and appointments to appear once a producer is selected. Once you assign a contact to a producer, all of the
contact’s appointments are automatically assigned to that producer.

The User selector works on the To Do List only. The To Do List will automatically assign a User to each new to do item if
that User is signed in. (Please see the Password and User Section.) You must select a user for each to do item for them
to appear once a user is selected.

With the exception of the to do list, all information on this screen cannot be edited or changed. If you want to send all
contacts with a birthday a form letter or an email, you should perform a search on the Find Contacts screen, use the List
Function on the Contact List to select contacts, and then use the fill merge, or built in email system or group email to send
the email.

Contact Information screen- Figure 7:
CONTACT INFORMATION find History Search List Galendar HAdd QOelete Appis Remks notes URLs  Family

«|Ji7eirrn 5 n] Q‘@‘ﬂ‘ 53 %‘Q‘w

Mirs - [First Biarhara M N LastiGroup Anesky Status  client | Priority 4 -] more
Cortact ID 453311579 Tile Mrs. Barbara N, Anesky ﬂ Mickrame Barb Link <l i e Links {
Company  AT| Technologies Occupation Computer Engineers = || Link Type | Spouse et
addresst 520 Whitingharn Dr Birth Date — 10,/12/1543 Barbara Anesky J Goto :‘ Hshid
Home j Add Date 0541242002 Francis Anesky Goto

City Rockyille MO - | 20847- Producer BEill | J Goto| | | _SPouse
Homephone  (301) 622-09958 wWarkphane (301) 6221912 Ed 557

Cellphane  (301) G22-5049 Faxphane Cortact Pref  hame

E-meil BarbaraA@msn.com Prsnl - | CallFres [~ 1 month

Risk Comfort. Conservative _~ | Income 45000 LastContact 07/15/2003

Invtmt Goal — Growth & Income j Wiorth 290,000 Next Contact - 09/04,/2003

Height: 83" Weight: 120 lhs. Smoker: Mo
Has very conservative views

ol |

4

070672003 | Interested in biotech stocks -
0572172002 | Keep an eve on Microstrategy stock

05172002 | Interested in government savings bonds

FillMerge Dearline T | F M| 5L | Email SelectEmail Rolodex Stams Filter Guide View Rem Duplicate Gloge

. Contact Profil
Ll‘_" = @ Appointrrert] j 2 - | Al @ CD al me:e mﬁ
4 i B cowerore |

This screen shows individual contact information, client link information, and selectable notes and remarks. From this
screen, you can access the appointments, remarks, notes, and URL links for the current contact (the contact currently
displayed,) 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:

<< brings up the first contact in the list (alphabetical or by next contact date depending on the filter entered)

< brings up the previous contact in the list

> brings up the next contact in the list

>> brings up the last contact in the list
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Find: opens the find box (below)

Figure 8: Figure 9:
CONTACT INFORMATION |If a search is performed and contacts are
o v s T G o | <c| < |1 o0 s || £ o filtered, a blue F for filtered appears next to the
Wmamstes . contact selectors. If a search by next contact
parate symbols and values with a space) Carcel
(Click OK or press ENTER to reset the contact filker)

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

(Please review the Seach Guide for search rules)

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: opens the Find Contacts screen (discussed below)

List: opens the Contact List screen filtered by criteria in the Find Contacts screen, or lists all of the contacts in the system
Calendar: opens the Calendar screen (discussed below)

Add: clears the screen to add a new contact

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, and notes 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.)

Remarks: opens the remarks screen for the current contact (if the Remarks 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.)

URLs: 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 of family members for the current contact. Clicking this button toggles the Notes
area between displaying notes and family members. (If the Family label is green, the current contact has Family member
information in the system.)(Figure 25)

More: (top left) opens the user defined fields screen for Figure 10:

the current contact. (The fields types are color coded) 8| User, Defined Client Fields X
Howard Abrahams USER DEFINED CLIENTS FIELDS
User defined fields can only be printed out in the profile  |esmertance | aunt wil in probate- £0¢ Has i ~
reports Achvisor John Jones, CFR 800-555-1212 Has Trust ™
) Aftorney Andrew Srnith, 301-522-3476 Haz PO& r
Mationality us i
wWiedding Date Azsets Elsewhere 240000
Reviewy Date 12/03/2003 House Yalue 450000
Last Face-to-Face  [8/01/2002 Home Equity 360000
Outstanding Debt 75000
Credit Card Debt B 500
Text Fields  Number Fields Flose
Date Fields ' Checkbox Fields %
Fill Merge: Figure 11:

fields for the current contact. (Microsoft Word accesses the n
filled table for the mail merge feature. This feature is l— = |
explained in the Contact List section.)

Hame Busineszs
Pr=nl Bu=n

fills a table with the name/address, contact dates and user |l mng Dearline| 7 F | M| 5]

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 for each contact. Home/Business in the top row
of figure 11 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 for each contact. Pers/Bus in the bottom row
of figure 11 lets you choose which address to use for system emails and reports involving the current contact. Each of the
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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.

E-mail: opens the default e-mail program and prefills the e-mail address for the current contact and the subject and body
selected.

Rolodex: displays the lastname rolodex in the notes area. Picking a letter filters the contacts by lastname.

Status Filter: filters the contacts by status.

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.

Search Guide: displays the field search rules

View Rem: opens the appointment reminder screen if there are current appointments in the reminder queue (if the View
Rem label is green, there are current appointment reminders in the system.)

Duplicate Contact screen- Figure 12:
Duplicate: lets you copy a contact by selecting fields to duplicate, selecting a link type
S — automatically creates a link between the original and new contact

Flease check th fiekds you wantto copy then click Duplicate.

| Fsthame Joan

Status [ Prioity W

LikType  Spouse
Lastname v

Compary Occupation &

Contact Profile: at the bottom right of the screen opens a profile preview for the current
contact that includes all contact information stored in the system (figure 13)

Couple Profile: opens a profile preview for the current contact and spouse that includes
all contact and spouse information stored in the system (figure 14)

2
Address1 v Fodicer ¥

Address2 2

Homephone v Warkphone [~ Ewt [
Celphons ¥ Faphons @
Emai 2
Fisk Tolerance [ Income v
InvstrtGosl  [7 Netwath

Duplicate ~ Close

= &

Close: goes back to the main menu.

Contact Profile- Figure 13: Couple Profile- Figure 14:

CONTACT PROFILE

Contact Information Title Mrs. Barbara M. Anesky
Wre First Barbara M [ LastHame Anesky
Company  AT| Technologies

Oceupation Cormputer Engineers

Hickname Bath D 463311579

Birth Date 10)/12/1948

Contact Information

Mrs First Barbara N Last Anesky

Hickname Barb BithDate 10/12/1948 1 463311579
Company  ATI Technologie s

Spouse Information
E Llast Anesky
BirthDate (1/02/1575 | FAB220061
Company  May Dept. Stores

First Francis
Hickname:

Address1  Addresstolse 2 Address 2 Occupation  Computer Engineers Oceupation  Computer Programmers

AMddress G20 Whitingham Dr Address 123 Technaology Circle Address1  Addresstolse 2 Address1  Addressto Use 1

Home Business Address 20 Whitingham Dr Address 520 Whitingham Dr

City Raockville State WD Zip 20847 - Gty St rling State A Zip 2B378- Horre Harne

Communication Infonnhation Preferences Contact Process City Rockyille State pD  Jp 20847- City Rockyille State MD  Zp 20547
Home (301) 522-0993 RiskCorfort  Conservative Add Date 05/12/2002 Address2  Tile Nhirs, Barbara M. Anesky Mddress2  Title ir. and Mrs. Francis Anoskey

Cell#  (301)822-5049 Intme Goal  Growth & Income Status  client Address1 123 Technology Circle Address
Work#  (301)B22-1912 Ext 597 Income 45,000 Prionity 4 Business

Fax 2 Worth 280000 Producer Bl City Sterling State VA Zip 28978- aty state Zip

E-mail Pref Last Cortact

E mflz Sarbarka»“@:r:snhcum ;rsnl calF ?Umg " ext cur:ct g;gigggg C i cati i Preferences Communication Information Preferences

-mail usn 2

anesiy@atilech.cam 4 O 1 men Home#  (301) 6220998 Risk  Conservative Home# ([301) 5220998 Risk  Aggressive

Contact Remarks Cell#  (301) 622-6049 Goal Growth & Income  Cell#  (301) B22-2557 Goal Preserve Assets
Height: 5'3' Weight 120 Ibs. Smoker: No work# (301)522-1912 EX597  Income 45000 work®  (301) 522-D461 Ex Income 109512
Has wery conservative Views . Fax # Worth 290,000 Fax#  (301)622-0061 Worth 1314144
Mother moved to assisted living facility in 5/01 E-mail  BarbaraA@msn. com Pref hame Email  FAacl.com Pref cell
%’“"T‘I’; Mote E-mail2  bhanesky@atitech com CallFreq (1 month E-mail2 Call Freq [J5 maonths

051752002 1305 Interested in government savings honds Contact Process Contact Process

0502152002 16:52  Keep an eye on Microstrategy stock Status  client Add D ate: 05/12/2002 Staus  [gad Add Date 114122002
07iD6/2003 13:29  Interested in biotech stocks Prioity 4 Last Contact (7/5/2003 Priority 2 Last Contact  (J3/15,/2003
%”““L‘fm " Last Sirtte o Producer Gl Hed Contaet (190472003 Producer Bl Hext Contact  12/03/2003
Cchild Alex ¥ Anosker 0324/1982 Senior at Johns Hopkins Contact Remarks Snouse Remarks

Child Jodi H  Anoskey 02111994 Sophomore at George Masan Height: 53" Weight: 120 bs. Smoker: Mo Height: 62" Weight: 205 Ibs. Srmaker: MNa

Child Jessie I Anoskey 101501982 Senior at Montgomery College Has very conservative views expecting inheritence

User Defined Fields Mother moved to assisted living facility in 5/01 has 12 year old son, 13 year old daughter

Expnbeiance  aunt estate in probate, $210000 expe  Wedding Date Besets Elsevhere 185,000 Haswam %] Contact Notes Spouse Notes

Pdvisor R Gore, (301)770-0412 Reviess Date 10/04.2003 House Yalue 471512 HasTret %] Date Hote Date Hote

Atomey Bernard Harrison, (30177700203 LastFaceoFace  04/122003 Home Equiy 231041 tespon o 0SA7R002 - Interested in government savings bonds 12202002 Call back araund Christmas with 401k rollaver infa

0502172002 Keep ah eye on Microstrategy stock 02A202003  Lim 611/02

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

If the contact ID is changed, the system checks to make sure that the new contact ID is not a duplicate of an existing
contact ID in the system. If the contact ID is a duplicate, you are informed.

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 15: Figure 16:

Link Type  Spouse 1 LINK EDIT
Barbara &nesky j% i‘ @%
Franciz Anesky | cata

Barbara Anesky -]

Link Type — Spouse -
j Goto j M Francis Anesky R
2
The contact link area displays relationships between contacts. These relationships
can include spouses, family members, co-workers, etc.

<, > brings up the previous and next link, respectively S
1 elele

New: opens the link edit screen and readies it for link entry @ |
Goto: goto the contact in the same row To add a fnk, select ortype in a ik type,

. . . . . d then click add to add each addiional
Edit: opens the link edit screen with the current link (below) ontactt o Ik, (e cumet aone
Spouse: toggles between spouse records guenstealjprefletin hellvk )

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 16) (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.

Remarks screen- Figure 17: Expanded Remark screen- Figure 18:
B Remarks |__|@!§| | Expanded Remark \Zl

Barbara Anesky REMARKS Toadd anew remark, please click ADD. — Beriera Anesty REMARK
" . . Sl Remark Height: 53" Weight: 120 Ibs. Smoker. Quit- 10719353
Height: 53" Weight: 120 lbs. Smoker: Quit- 10/1958 = Exp | —

has very conservative views v Exp
. ‘

B = 0 8@

Rddonthis AddonExp Delete Print Close

sereen sereen j E

Close

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

Exp: displays the current remark on the expanded remark screen (figure 18)
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Notes screen- Figure 19:

= Notes
[Barbara Anesky NOTES and FILE LINKS
07062003 1328 | |nterested in biotech stocks

052102002 1652 | Keep an eye on Microstrategy stock
054772002 1305 | Interested in goverment savings bonds

Dete Time  Mote Notes To add a new note, please click ADD.

Expanded Note- Figure 20:

CEm B Expanded Mote |X|
Ex Barbara Anesk:
sz arhara Anesky NOTE
= |bate  02/28/2003
Time  19:52

|Mote  Interested in Roth IRA conversion

o [

Date Filename File Links File Description
08012003 | cisagecomactrepartixt | Statement of accounts
030172003 | cisagepremium.txt 2002 Premium Report

Open | Exp
Open | Exp

o open e, cick OPEN. To ook new il ik, please click ADD. To property ik o fes, o o Lok
allfles should reside inthe mail merge tirectory. Fienames cannat have spaces in e = B

Close

¥ 14

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

Delete: deletes the current note

File Links: opens the File Link screen for the current contact (the color matched box to the right of the File Links button
counts how many file links for the current contact are stored in the system)

Print: prints the notes screen

Close: goes back to the contact information screen
Exp: displays the current note on the expanded note screen (figure 20)

File Links section- Figure 21.

Expanded File Link- Figure 22:

Date Filzname File Links Filz Description
080172003 | cisagecontactreport.tit Statement of accounts
030172003 | cisagepremiurm. txt 2002 Premium Report

- & Expanded File Link X
OQEH EXFJ Barbara Anesky FILE LINKS
Open | Exp File cisagepremiurm. txt |

Comment 2002 Prernium Report
Date 03012003 ¢

Open: open the file with the application selected on figure 22

To open a file, click QPEM. To add a new file link, please click ADD. To propery link to files,
all files should reside in the mail merge directory . Filenames cannot have spaces in them.

Application  \Word j
fdd - Delete
- iﬁ = ? For the file links to work property, pleaze select an application to open the Close

file with. The filename cannot cortain spaces, please use underscores
instead.

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
mailmerge directory set on the Setup screen. Keeping all of the files that can be linked in one directory makes backup
much simpler and much more efficient.

URL Link screen- Figure 23: Expanded URL Link screen- Figure 24:

& URL Links B Expanded URL

You can open unlimited URL links for

Berbsra Anasky URL Links Barbara Anesky URL each client by setting_ up the links on
EmployerSitel hittp:s | Exp - Personal Site the EXpandeq URL L|nk screen. URL
Personal Site it Exo links can point to contact employer
Em Address hltp:\\\n\fww.barbanesky.coml H i
. web sites, homepage sites, personal
T hae, click th Add  Delete  Close ose . . .
e @ ¥ i sites, or sites of interest to the
new LIRL link, pleaze click ADD. ,E j Contact
Client Family Area- Figure 25: You can store and search by limited
Child jJuhe M Anesky 05/021983 Sophamare at University of Maryland - fam”y member_ mformatlon. TO_ enter
child | Brian A |anesky 10151887 | Sophamaore at Sherwoad High family members into the system, click the
= Family button. The Notes area will be
~| replaced by family information. To add
lillMarna Naartina ] 7 F | 1| 51 [T Eman Raladoy  Granue Filkor Eumirda  Wiow Bam - Nun + Dloza new famlly members, Slmp|y type into the

table.
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Find Contact screen- Figure 26:

First hl LastiGroup Status j Priority j
Contact ID Tile Mickname
Company Occupation j @
Address] Birth Date: +
J AR e Search Llist  Search Guide
- (=]
Unlabeled Boxes:
iy -l Iy -l Left of First- Salutation mﬁ
Homephone Workphone Ext. Right of Lazt'Graup- Suffix Close
Cellphone Faxphone Contact Pref j Uniler Address]- Address Type
E-mil v | calFreq = Right of City- State, Fp
Risk Comfaort j Income == 150000 Last Contact LINES Head Hzhid
It Goal j Worth Hext Contact ﬂ Type j
USER DEFINED FIELDS APPOINTMENTS
Exp Inheritance COutstancing Debt Dete
Advisar Credit Cardl Dekt F C | _ [=]
Attorney Has Wil I o Description
Mationality Has Trust N N NOTES
ote Dty
#edding Date Has PO, = oee
Revievw Date Send Holiday Card DT lote
Last Face-to-Face A NOTES/REWARKS
Agsets Elzewhere C Levien
House Yalue FAMILY
T ~|F
Home Ecjuity T pe J
[alalz] L
s Comment
Al search criteria iz stored undl reset

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 and have income more than
$150,000. 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.)

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

Contact List screen- Figure 27:

B Contact List |:|@|X|
i : -
N;?nip Hi Incorne MD CONTACT LIST ™ Tum List Function Off ;
Accesszed  Mame Contact ID Procucer View Filtered Contacts

[w | Howeard Abrahams 93723VELY hark I Goto Contact

v Pushpa Agarwal 872835496 Mark & Goto Contact

v Jorge Aguilar 38654776 I Goto Contact

W et Ahn 856767535 & Goto Contact

fill Merge Email Select Email Email List Add Report Search Close

E j Select All j

= e,
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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/ BEEEEELE EE&®
addresses of the contacts on the contact list. After the table | OFENMERGEFILES

is filled, a list of available mail merge letters appears. You can  |[smo ke Gen |
select any of the letters that will automatically open in =
Microsoft Word. id

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 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.

Calendar screen- Figure 28:

B Appointment Calendar

CALENDAR 091162003 APPOINTMENTS To change the date of an appointment, click C, select the date and then reclick ©. -

Year 2003 Morth  Sep Time Duration Type Contact Description

j auto appt j Conrad Clyburn j auto system appt
09:00 BO - | prtfio rev _- | 4ames Focht _-| 407k rollover meeting

10:15 |60 j priflo rev j Virgie Satterwhite j 401k rollover meeting
1115115 j call back j T Redmaon j return call
11-45 30 j init. Constt j James Healey j interview meeting

Su Mo Tu e | Th Fr S
1

16 |
7l s
18 |

14 | 14| 11|

oy
=
b
@
| Cs3 U3 G2 Cx3 [N U Gl CxX [ =0

||I'|'|||I'|'|||I'|'|||I'|'|||I'|'|||I'|'|||I'|'|||I'|'|||I'|'|||I'|1
EBEERREERERREREE

s L 12:45 |45 ~|lprfiorev | Cathy Townsend | asset allocation review
12 | 16 15 | 11 | 10| 13:30 |45 -[int.Const .| amrhushkst | go over competitor perfc
921| 1132 a | 10 | 1125| 1425| 112?| 15:00 45 j init. Conzt j B Traynor j go over competitar perfc

o @ @ 16:45 45 j init. Constt j Shloma Yaniv j g0 over competitar perfc
11 | 54 ] 10| 17:30 45 ~|prifiorev - | edwardmiteiman - || asset allocation review

e — @ & 8 4 ¢

Mor"“|"“'<l|““‘<1|““'<3|‘““<ﬂ|‘““<§| Add Delete Schedule  Print Add Apptto notes  Add LM o notes
T O O e o o O e I o e R A

e MR E Close

Narth j s _ O O o O o
mﬁ Fam 8Bam  9am 10am 11am 12pm 1pm 2pm 3pm  4pm  5pm  Bpm  7pm  Spm -

Date Entry Enter Ticks on top of the appoirdrmert bar add a new appointment, ticks on the bottorn change the time for the current appointment.  «
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The calendar screen graphically displays how many appointments you (or the selected producer) 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 29)
Week (1..6): displays all of the appointments for the week chosen on the appointments screen (figure 29)
Enter: opens the appointment screen for the date in the date entry box

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.

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.)

Exp (E): displays the current appointment on the expanded appointment screen

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

Daily Ruler/Appointment Bar: the white and red bar visually shows when you have appointments scheduled for the current
day. Red means you have already scheduled an appointment during that time.

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 29: Exianded Ai i ointment screen- Figure 30:
B3 Appointments : : & Expanded Appointment X

- APPOINTMENT Appt with Last Cortact Viewed

APPOINTMENTS  Toadd anew appoinimert, please click ADD. - AT o [ EBE

Date Time  Duration Type Contact Diescription Time 11:00 Tvpe  init. Conslt J“”“‘V

lastrame
06/15/2003| ¢ | 10:15 B0 - |init.const - | Florence Lisver - | new client mesting, pitch agset allocation Exp | Goto Purstion 30 - |
Exp | Goto

061 EQDDSQ 111830 J init. Consit J Sandra Caro J interview meetmg Descrip  interview meeting, discuss asset allocation| A
=1

o nelem mm [ nnn 1Mo l}alemlnr Sthennle I'r|||l I}Iuse Shie

onoles  noles = mﬁ

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

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.
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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 31:

B Appointment Reminder,

APPOINTMENT REMINDER ;‘
Date Time  Duration Type Contact Description
DB/M0%/2003 | 1430 30 «|ink. Const | Linda Becker - | interview meeting Exp | Goto
0EMS/2003 ¢ [ 13:30 30 | ciertpich | Demison Reis _+| pitch bond fund Exp | Goto
O6/M3/2003 | 13:15 15+ | call back v | Raymond Edwards  + | retum call Exp Goto
30 min j Postpone @ @ %
Delete Add Appt  Add LA ﬂlnse
lonotes [0 notes Rd

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

Exp: displays the current appointment on the expanded appointment screen

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

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.

Report Menu- Figure 32:
REPORT MENUV

Contact Beport
Labels | labels: Type 5160 ~| [ contact List Current Contact

Status Report | Labels for cordacts without 2 TITLE will rot be prired.

&

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

Status Report: opens the status report setup screen
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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

POLICIES AND INVESTMENTS OWWED BY CLIENT
Reporlare B0 Delle CONTACT REPORT SETUP
- LAST NAME FIRST NAME HOME PHOME WORK PHONE
=1 i Birthday List
- A intments = Client Famil POLICY ACCT TYPE COMPANY PREMILUM  FACEVALUE
omntmnem rent Fam, INVESTMENT ACCT INVESTMENT TYPE ACCOUNT # SYMBOL CURRENT PRICE
¥ Contact  Gurvent Gontact | Cortact st Al Gontacts | PP ¥
Reddy mike 201)681-0050 (301)681-5224
r I ik ik (z01) (301D
First | 2 Ml Last/Grau 1 Status | 5 Priorit 4]
u [z L el 1T y[ 6 r r Enpl Disabi ST pisabi Pacific Life N 50
Cortact D [ Tile [ Micknams [ Life whole Li Prudentia 2,863 100,000
r I Remarks Trust Life Term Life Travelers 12,455  $1, 800,000
Compary [ Occupation F
™ Notes r 401k stock 571072726 co §220
Address1 [ Birth Date [ 401k pomestic Eguity 571972726 TWCVX $38,399
403h stock F3340272889 PLCM $2,908
[ [T Add Date [ 403k International M F3340272889  FOSFX §445
Unlaheled Boxes: Custadial Stack 4278G7350C106  SUNW $7,166
City [T State [ Zip [~ Procucer 1 Lot of First- Gahution IRA S(DCE 711110342C34  AIG $3,718
IRA stoc 711110342C34  ERTS 12,343
Homephone [ 3 Wrkphane [~ Ext. [~ Right of Last/ Group- Suffsc Joint Stock 10273580 KLAC %17,659
Cellphone ’—4 Faxphone I~ CortectPref [~ Uinder dddiress - Adkiress Time roth IRA stock ®OGYMLOIKOG  AOL $7,183
E-meil - Call Freny [ s <cloct s colimn) check e aguilar Jorge (703)545-0104  (703)549-1914
i b to the right of the field |shel. Disabilit ST Disabi  Travelers $27 50
ISR eS| - [EES [[7 LastContact C Empl Disabi ST pisabi Pacitic Life $30 50
Invstmt Goal [~ Net Warth ’_9 Mext Contact [~ empl Life whale Lif Prudential §32 $900, 000
Empl Life Term Life Travelers $1,952  §1,050,000
Grouping and Sorting ¥ Spaces 401k stock US4E16G146 MO $34,226
Lastname s automatically fzst grouping Motepsad GClose 401k stock US4E165146 MU $16,124
- Run 401k stock US4E166146  HPQ $5,355
1 oity o |[ase pes — bead 403b Sector Mutual F SARGS47E STEKX §504
" Reget Excel IRA stock 0B384861 INTC $5,710
2 hirthdzte ~|[ase Des = zCE Joint stock 462393000 AMZN $10,316
Joint stock 462393000 TYC $36,322
3 j Asc _Des rRoth IRA Ssector Mutual F o 530084v0 STEKX $3,852
SEP Growth Muotual F o 317M92223 FSCRX 115
SEP Government sond  317M92223 FSTGX $40,885
SEP stock 3L7MI2223 MCD §42,856
single stock 554848222404  WHT §18,938
single stock 5548462224M4  INPR $8,857
Single Growth Mutual F 5548462224N4  FEXPX $4,048
Trust stack GHIG23202246  AMAT $12,249
Trust stock OH3D23202246 F $6,018
Trust stock GH3G23202246  XOM $36,923

The contact report setup screen lets you create a text report that contains contact information with/without appointments,
notes, or remarks. 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.)

You can select only one report type (contact/appointments/notes/remarks/family) at a time. The fields in the appointments,
and notes 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.)

The Future Appts/Current Appts/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 appointments, notes, or remarks 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.)

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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Status Report Setup- Figure 35:

B Status Report Setup

STATUS REPORT SETUP
CurremCDntact| Cantact List | All Cantacts

hotepad 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).

Utility Menu- Figure 36:

&| Utility Menu X Setup: opens the setup screen
UTILITY MENU Users: opens the user screen _
Data Fi : Data Field Choices: opens the Screen Choices screen
ata Field Choices " N . .
P ——— User Defined Fields: opens the user defined contact fields setup screen
Cloanun Datanase Oc‘cuﬁanons Update Versions: runs the update version program
‘ClearFdeiSmW Email To Lines: opens the email to line screen
— S0iEE DESIED Email Subjects: opens the email subject screen
iford Merge Files Add-in hodules Email Bodies: opens the email body screen
Emails Report Display Setup: opens the report display setup screen
Repart Display Setup Cleanup Database: repairs data entry errors
e Backup Database: runs the backup program
™ vomams | Word Merge Files: opens the edit merge files screen
Screen Design: opens the data layout screen design
T Add-In_Modules: opens the Add-In Module screen. For some of the Add-in
E“ modules, you must install the appropriate files before those functions will work.

Setup screen (utility)- Figure 37:

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.

Excel Directary

Password Protection Settings SETUP Permissions Given For Each Password | Message/Area Settings
Passward Protect System; [v Functions Allowed Access  Add Change Delete System | Dizplay Comment Mags ™
System Password system Edit SetupiUsers, Run Update e e * * * Display Confirmation Msgs v
Delete Passwoard delete Enablez Delete Button * * X * Display Errar Msgs [w
Change Password  change Edlit SeftingzMerge Files * * X Showe Keyhoard ShortCuts [
Add Password add Enables Add Button b b

Access Passwaord  access Access System =

File Directory Settings Path Automatically Fill-n File Directory Settings Cher Yersion of MS Office  Applications that the
Access Directory ciprogram fileswmicrosoft officelofficel gkﬁ;ﬂ;ss?;ﬁ of MS
word Directory ciprogram filesimicrosoft officelofficel Office iz only used if

the network has

ciprogram fileswmicrosof officelofficel i e @

MotePad Directary — ciwindowest Metwark Path M3 Office.
Cortact Sage Dir cicisagel cicisagel Main System
File=Letters Dir cicisagel cicisagel Directory

Local Files Dir  cicisagelocal

Uszer File Link Type 1 Adobe PDF Path  CAProgram FilesdoheAcrobat 5.0Acrobat exe File Link Type
User File Link Type 2 Path Directary
Appt Reminder Settings | System Functions Automatically Show Notes _gn
Remind Upcoming Sppts  [v Create Auto Appointments: [v Backup Option  Off Waekly Daily All [ Manual MNote v %
Reminder Interval 1 min Use Cutlaak for Email [T Sync Setup Off  Palm | PocketPC Etniziltlzil v Remark [ 3
Reminder Time 10 | mir Fillin Zip Codes [~ Export Email List [~ | Appointmerd [ Status Change [ [
Load All Defaults “fou must restart the systermn for most chanoes to take effect. Close
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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 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. The row to the right of each functional password explains the functions allowable under each password.

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
Files/Letters contact files file links and mail merge letters will not work properly

User File Link Image Program not be able to open image file links

If you will be running the Contact Sage on a network, please fill in the directories on the right side of the Setup Screen
labeled Network Path:

Directory Label Path To Problems if directory invalid

Contact Sage dir  network cisage.mdb the backup program will not work from a networked computer
Forms/Letters dir  network *.doc, *.rtf network users will not be able to open central form letters or forms
Local Files dir local manuals network will slow down

If network computers have different versions of Microsoft Access/Word/Excel or Office, please fill in the Other Versions of
Office section. Each computer must have Access/Word/Excel installed on them to use Contact Sage functions that require
these applications.

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. 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.

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

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

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.

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
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.

Export Email List- Enables the Group Mail export function. (Please see Contact Sage Group Email manual.)
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User screen- Figure 38:

B Users e

USERS << < b3 > Ta add a new user, please click ADD.

Name Billl Producer W
[n] h1 Display Comment Messages v
Passweord: hill Dizplay Confirmation Meszages [
Permissions | system Delete | Change | Add |Access | DIty (EiE Misesegss 4
Uzer Mames cannot corfain spaces or Bod  Delete Close

. Lige Lind inztead of . -
commasz. Use Underscores instead of spaces @ mﬁ

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 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 permission.

Data Field Choices screen- Figure 39:
& Data Field Choices

Call Freg Status: Ho Quotes Appointment Type

1 maonth | client init. Canslt
3 months  lead priflo rev
16 rnonths  ather client pitch
12 months call back

DATA FIELD CHOICES B

Addd choices in the empty boxes.

To Do List Type Link &cct Family Type Risk Tolerance Investment Goal

Errand Familyl Spouse Conservative Preserve Assets

Check “alue Referral Child Moderate Inzame

hleeting Spouse Parent Aggressive Growth & Income
Children Relative Speculative Growth

Close

Ld8

User Defined Field Choices-

Figure 40:

& User Defined Fields Setup.

Text Fiekls il Date Fieldls Murkier Fiekds ieth
Exp Inheritance] Wedding Date  Assets Elsewhere
Advisor 4000 Review Date House Valug

Attomey 4000 Last Face-to-Face |Home Equity

Nationalty 000 OQutstanding Debt

Credit Card Deht

USER DEFINED FIELDS SETUP  0ae Eriry Box hid= 180 perinch

®
Checkbox Fields
Has Will
Has Trust
Has POA
Send Holiday Card

Clase

(]

Emails Setup Screen- Figure 42:

B Emails

EMAILS <f o>
Email Choice  Appointrient

Email Toline  Clients

Email Subject  Reminder for Appointrment with Bill Jacobs
EmailBody  Hello

Tostarta new
linsin bodles,
press Erer

4754
Thank you.

Sinceraly,
Bill Jacobs

Ld

This is a reminder that we have an appointrment on at . INook forward to meeting with you.

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

Occupations- Figure 41: (from 2000 US Census categorized occupation list)

B Occupations |;|@'E

¢ |
3
-

OCCUPATIONS ;I

Add cheices inthe empty boxes.

Occupation Occupation Group
Accourtants and Auditors| Business/Financial Operations
Actors Ants/Design/Entertainment/Sports/Media
Actuaries ComputerMathematical

Administrative Law Judges/Adjudicators and Hearing C Legal Occupations

=

Delete Close

You can store unlimited emails in the system.
To move to the next line in the email body box, press enter.
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Reports Parameters screen- Figure 43:
E Report Display Setup |Z|@Hz‘

REPORT DISPLAY SETUP 3‘

Field Mame: Field wickth: Field Display Mame:
accttype] 15 join type
adddate 10 date added
address1 30 address?

Glose

L8

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 44
B CONTACT Sage Backup

Cohtact Management For Sales Professionals

CONTAC¥Sage "
Backup?fte _ ‘

-
Which Contact Sage Do You Want To Backup? Locali  Metwork

[ B
Where Do You Want To Save The Backup"

Local  Network
Do You W’anl To Backup To A Disk? = Drive: A J

I COMPUTER CONSULTANTS, Inc.

www.ContactSage.com

(301) 537-4754 =
www.BandISoftware.com @ 2003 gfaﬁ’fﬁuﬂmre

X

To use the backup to a disk function, 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\

If you plan to use this function, please purchase and register Winzip (currently $29.)

Edit Merge Files List Screen- Figure 45:

B Edit Mail Merge Files

EDIT MERGE FILES LIST =
Dizplay Mame Filename
dermo letter mailmergedema. doc| ;
Add Delete Glose
] J g

The name of the merge file is displayed on the Open Merge Files screen. The file name 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 46:

ADD-IN MENV

Cutput Data to PDA

Synchronize Fram PDA

Close

[d
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Import Zip Codes: loads the zip code table to automatically fill in city/state/zip when entering new contacts (optional)
Output Data to PDA: opens the PDA Sync screen (optional)

Synchronize Data from PDA: compares the PDA data to the main system data (optional- please see the Contact Sage
PDA Manual)

Form Design Screen- Figure 47:
@Dial Mumber E Save Settings w7 Undox & .

Transparent
User |Jzer LoadO HEM B EEEER DESIGN Eeset| Qelete| Save Design | Close m-|
EEEEEENEN —
ﬁ. U e R N T O T
[ ][ # et
- [lUnb - [Festlunbound = ' | Unc} Stats] Unbaund
cardastR | Unbound | Unbound t_iﬁﬂdf'lﬁﬁﬁ'ié Unbound

-

You can delefe or change the position and |
withe of any of the white boxes and fabels. |
You cannof move the white boxes of labels =

ta fhe ofher sife of fhe hlse lhe because that |

space iz used for accounts, nofes, and |!
remarks. WHEN CLOSING THIS SCREEM |

JFYOUARE ASKED TO SAVE

CHAMNGES, DON'T,

nbound

nbound
| Unbound

i bhbhéi Unbound

FezRhEnE: 3 Unbound

et Lnbound
| [Unbound

Unbound

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 w7 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:

Symbol = Meaning Field types for symbols

, search for multiple values in a field (value 1 or value 2) = All fields

: search for range values in a field (value 1 and value 2)  Number, Date fields

* wildcard before or after search string in field Text fields, Dates (PLUS search)

> greater than (value 1 > search string) Number, Date fields

< less than (value 1 < search string) Number, Date fields

= Equal to (value 1 = search string) (for text fields, omit =) = Number, Date fields

<> not equal to (value 1 < > search string) Number, Date, Text fields

>= greater than or equal to (value 1 >= search string) Number, Date fields

<= less than or equal to (value 1 <= search string) Number, Date fields

+ PLUS Search: use wildcards for dates or add all Number, Date fields

values for each contact together for numbers

Null empty (<> null - not empty) Text, Date (use 0 for Number) fields

Examples:

Field Search String Meaning

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

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

Birthdate >=1/1/1950;<= 12/31/1964  find all birthdates from 1/1/1950 to 12/31/1964

Birthdate + 2/*[* find all birthdates in February

Birthdate + 2/**;<= 12/31/1960 find all February birthdates in or before 1960

Note prospect Find notes starting with “prospect”

Note *A01k find “401k” anywhere in notes

Phone null find all blank phone numbers

Phone 301 Find phone numbers with area code “301”

Balance >= 1000 Find all single account balances greater than or equal
to 1000

Balance + >= 1000 Find all combined account balances for each contact
greater than or equal to 1000

Commission > 1000;+ > 5000 Find combined commission greater than 5000 and at

least one product commission greater than 1000

All text fields automatically have * after the search string.

You must separate symbols and values with a space.
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