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Introduction

The Advisor module is used to store and track detailed information on Advisors, Advisors’ State
Licenses, Continuing Education, Errors and Omissions information, Contracting/ Appointments,
and Production. It also maintains additional agency-defined Advisor requirements. The Agency
module is used to store and track Licensing, Contracting, and Appointment information of
Agencies as well as linked Advisors that are working under the Agency. The Advisor/Agency
modules consist of the following sections:

Summary

Personal/Production Dashboard
Additional

Key Relations

License/E&O

Cont./Appt. (Contract and Appointment)
Production

Ind. Policy

Group Policy
Letters/Documents

Fulfillment
Request/Requirement

Proposal Tracking

Custom

User Management and Roles

Access to the Advisor/Agency module requires that the Base SmartOffice option is selected
from the User Management — User Roles/Licenses tab. Users can be set up with the Full role in
order to add, modify, and delete data, or a Read-only role that enables the user to view
Advisor/Agency information. The Advanced Advisor Management Features section provides
more control over the features a specific user can access.

For more information on user management roles and licenses, refer to the SmartSecurity User
Guide.

Accessing the Advisor/Agency Module

In the Quick Add/Search section, select Advisor/Agency, Advisor, or Agency from the drop-
down list and then click the GO button.

Select Advisor/Agency from the side menu and then select Advisor/Agency Search from
the expanded list.

From the Policy module, click the Primary Advisor hyperlink.

From the Pending Case Management module, click the Primary Advisor hyperlink.
From the Individual Contact module, click the Primary Advisor hyperlink.

From the Business Contact module, click the Primary Advisor hyperlink.
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Advisor/Agency Search Window

Select Advisor/Agency Search from the expanded Advisor/Agency menu to open the
Advisor/Agency Search Option dialog box.

3 SmartOffice

AdvisoriAgency Search Option

r Advisars On by i Agencies Only
C Both Advizars and Agencies

Search Advisors/Agencies

Hame |

Source | F

S3# (Tax D) |

Contract No. |

Click here for Advanced =earch Optionz |

Filter |

Set |

| Search I | Close |

@ Intemet g

o Click the Advanced Search Options button to search by address or phone number.

e Click the Search button without entering any search criteria to display the Advisor/Agency
Summary.

e Enter a specific Name, Source, SS# (TaxID), Contract No., etc. to display the
Advisor/Agency Summary for the specified criteria.
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Advisor Search Window

Select the Advisors Only option in the Advisor/Agency Search Option dialog box and then click
the Advanced Search Options button to search for Advisors by address or phone number.

<3 SmartDffice

Advisor/Agency Search Option

C Advizars Only i Agencies Only
- Both Adwvisors and Agencies

Search Advisors

Last Name, First Hame |

Augency |

Supervisor |

S5 |
Type Al
Status |1

Hlj| 1

Caontract No. |

Source | F

Code |

Click here tor Advanced search Options

Advanced Search Information
City |
State/ZIF Code | ||

FPhone # |

E-mail Address |

Alphakey - Customized | F

Filter |

Set |

| Search | | Add | | Close |

D Intemet g

Click the Search button without entering any search criteria to display the Summary for all
Advisors.

Enter a specific Name, Employer, Supervisor, SS#, Type, Status, Contract No., Source, Code,
etc., to display the Summary for the specified criteria.
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Agency Search Window

Select the Agencies Only option in the Search Advisors/Agencies dialog box and then click the
Advanced Search Options button to search for Agencies by address or phone number.

3 SmartOffice E

AdvisoriAgency Search Option

r Advisars On by O Agencies Only
r Both Advizars and Agencies

Search Agencies

Agency Hame |

Abbreviation |

CBA |

Frimary Advisar |

Supervisar |

Tax D |
Type Al
Status ||

0

Cantract No. |

Source | F

Ende|

Click here for Advanced Search Cptions |

Advanced Search Information

City |
State/ZIF Code | ||

Phone # |

E-mail Address |

Alphakey - Customized | I:

Filter |

Set |

I Search I | Add | | Close |

| @ Intemet 4

o Click the Search button without entering any search criteria to display the Agency Summary.

o Enter a specific Agency Name, Abbreviation, DBA, Supervisor, Tax ID, Type, Status,
Contract No., Source, Code, etc., to display the Summary for the specified criteria.
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Advisor/Agency Summary

The Advisor/Agency Summary lists all the Advisors and Agencies available in the Office. At the
bottom of the window, the system calculates the number of records displayed and the total
number of records. The information displayed on the Summary can be customized through
sorting and filters, as well as column customization to display additional information. For
additional menu options, click the More Features button. The Advisor/Agency records having an
Inactive status are displayed with a red background.

Advisor/Agency Summary

Summary || Personal || &ddtional ][ Key Relations |[ License/E &0 00 |[ CortJappt. |[ Production (Z) | Commission ][ Smart Checks oy |[ ==

[ [Advisor& Job Title Agency 55 % Advisor Supervisor
Status

[~ A&kle, Christisn Adsm Managing General Agent Westlake Insurance Grouwp  232-23-2004 Active Wiestlake Insurance Group & |
- Corona

[T Adams, Mark Inzurance Lgent Westlake Insurance 585-35-1002 Active Christiangen, Caroling
Services

[~ Acke-hll Active Best Brokerage Sgency

[T A&lexander, Sherman Inzsurance Agent Westlake Insurance 285-35-1003 Active Christiansen, Caroling
Services

[~ Alred, Jerry General Syert 585-35-1004 Able, Christian Adsm

[T <haney, Charlotte Celine 676-22-9925 Candicate

[T Chen, Guan FT-00-1675 Candidate

—  h 1 Haors: (Garom Irwes st it Consutact rnith Franklin st ET 16 QST i~ ancidst i

Frevious Page |1 vl Mext Page  Total Records: 51+ (Click here to list all)

Advisor Summary

The Advisor Summary lists all of the Advisors available in the Office. Select multiple Advisors
by marking the checkboxes next to the Advisor record(s).

Advisor Summary

Summary || Personal || Additional || Hey Relations || LicenseE & O (3 || Cont fAppt. || Production (Z1 || Commizsian || Smart Checks () | ==

[~ [ Advisori [ Type [ Agency | Full Phone [

| Able, Christian Adam Addvizor ‘Westlake Insurance Group - Corona  (909) 575-7222%26541 1=

- Adams, Mark Addvizor ‘Westlake Insurance Services (8007 335-1452#103

[~ Adve-mI Addvigor

I Alexander, Sherman Aulvigor Westlake Insurance Services (3231221151

I Allred, Jerry Aulvisor (323 852-9288

- Anderzon, Philip Advizor ‘Westlake Insurance Services [909) 574-T222%73

I Arlizz, Jill Eileen Adwizor Tax Tech, Inc. [818) 430-98587 =

[T Dawson, Ted Advisar

I Fillert, Meredith Avizor (3531 6580-2213 =
Frevious Page |1 w| Pext Page Total Records: 51+ (Click here to list all)
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Agency Summary

The Agency Summary lists all of the Agencies available in the Office. Select multiple Agencies

by marking the checkboxes next to the Agency record(s).
Agency Summary

+ @0 &5

Summary || Agency (B) || Additional || Key Relations || LicenseiE & 0 (0 |[ CantJapet. |[ Commission |[ Smart Checks (b ][ Ind. Palicy |[ ==

[ [Business Hame [ Advisor Status | Advisor Type [
m AMErican INsurance Services Home Office 155
I First Mational Bank - Insurance Services Branch Office

I Hatmittan karketing Group

I Insurance Select

I Liberty Plus Active General Sgency

I Liberty Plus - \Western Region Branch Office |
I Wigztlake Insurance Group

I Wiestlake Insurance Group - Corona Active General Sgency

— Wiestlake Insurance Groun - Hollvawood Artive General Aoenc h

Records Shown: 21 Total Records: 21

Add to Set Button

A set is a user-specified grouping. Click the Add to Set button to add the selected
Advisors/Agencies to a set. One or more Advisors/Agencies must be selected before using this

feature.
<3 SmartDffice E
Search Sets
Set Name |
Description |
Created By |
| Search | | Add | | Close |
| @ Intemet g
Click the Search button and then select the set to which the Advisor(s)/Agency(s) will be added.
/3 smart0ffice
Set Summary + St
| Select ohe oF move sets from the iist below aned then click OF. You can add g new set by clicking the Add bulton. |
Filter
r Set Hameo Description Member Created On Modified On Only
[~ Seminar Set - Clierts Seminar et - Type iz Clients 25 1002452002 1] 1=
[~ Party Invitation List Party Invitation List 4 0711200 0441172002 3 1]
[~ Mon Cliert Type not equal to client 4 1202200 1200972003 Mo -
[~ Homeowner Client that has HomeOwwner Policy 10 05282001 120952003 Ila
v
= Llolicl Dlcucki | ik Licd licueds 1 dcditi, 1 o AAD AT A S0 ERaT EWaTulul hl,
Records Shown; 23 Total Records: 23
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Run Dynamic Report Button

Users can develop and define their own reports using the user-definable Dynamic Reports feature.
Customize advisor reports by retrieving the data from the available columns in these tables:
Advisor, Agency, Advisor Basic Info, Agency Basic Info, Supervisor Basic Information, Agent
Custom Table, etc. Filters can also be set up to further streamline the reports.

2} SmartOffice

Dynamic Report Summary

[ Show my Favorite List ‘El + 7 "a ? Efﬂ.:ﬁ
| This list displays the Dynamic Reports that can be used to change the layouwt of the cirrent spreadshest ‘

N | Report Hame | Description | Keywords |

B Category: Advisor - Producer/Broker

Il Acvizar - Al Advizars I The C& All Advizors In The CA

I Advizar - Lables By Region Code 174_|_regioncode_agent_labels

Il Advisor Test

I Advizars By Region Code All Active Advisors by Region _29_a_region_agent_listing

Il All Advizars In A Specific State All Advizors In The CA

| oK | | Close

|4 Intemet 4

Mass Correspondence Button

To send a letter to all selected Advisors/Agencies, click the Mass Correspondence button to
open the Letter Printing Options dialog box.

Letter Printing Options

% Print Form Letter
{7 Create New Letter
" Print Envelope
" Print Label

Search Criteria for Form Letter

Title |

Feyord I

Furpose | F

Opportunity Options

Opportunity Hame | F

IF Use default letter printing options

| OK ” Cancel
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Spreadsheet Export Button

The Spreadsheet Export button is used to export all of the data from the current spreadsheet to the
local computer in a specific format. Formats available are Microsoft® Excel®, CSV, XML, and
Tab Separated. Select XLS — MS Excel from the Format of Exported Data drop-down list to
display an Excel spreadsheet displaying current spreadsheet data.

3 SmartOffice

Export Spreadsheet Contents to Local Computer

This function will export aif of the data from the curvent spreadshest to the
local computer In the selected format’appliication.

Format of Exported [ ata I}{LS - WS Excel ;I

I 0K || Cancel |

Compose E-mail Button

To send e-mail to all selected Advisors/Agencies, click the Compose E-mail button to open the
Compose Mail Options dialog box.

3 SmartOffice
Compose Mail Options

G Iz this message regarding the curment contact™

r I= this message to the current contact?

Select ope o more wsers to recelve the e-mall.
Click the fallowing check-box to select maore than & Wsers.

User-1 |

User-2 |

User-3 |

User-4 |
|- lweant to select Additional Users.

| oK | | Close
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Hierarchy Button

To display the hierarchy for the selected Advisor, click the Hierarchy button.
/2 smartOffice
Advisor Hierarchy s

The following spreadshest dispiays the Merarchy for the current Advisor record, Other parts of the SmartOffice apelication cah be worked on white this

Witdiow s apel. Nawigate to another AdvisorAgency recard far sefect another Business record an the Adwisardgency Surmargl, ahd then click the
Refresh button to reflect the hierarchy for the newly selected Advisordgency record.

Agencybierarchy _ E=Yuk

Advisor Advisor Type Advisor Status Code
B Wiestlake Insurance Graup General Agency Active I
B Westlake Insurance Group - Advizor Active :

Hullwwiord
Records Shown: 1 Total Records: 1 Total children : 3

Advisoriierarery Wik

First Hame, Last ‘ Advisor Type ‘ Advisor Status ‘ Reserve Acct | Minimum Check | Advisor Job Title
Hame Amt
B westlake Insurance General Agency Active Yes Westlake Insurance Group -
Group Westlake >
| | »
Records Shown: 1 Total Records: 1 Total children : 4
htep: 52, 168, 2,77 modal, hkm | Inkernet 4

To see the hierarchy for the selected Agency, click the Hierarchy button.

/) smartOffice Ed

Agency Hierarchy EET==

The foliowing spreadsheet displays the bierarchy for the current Agency record. Other paits of the SmartOffice appiication can
be worked oh while this window /s apen. Navigate to another AdvisosAgency record for sefect another business record on the
Acvisordgency Summang, and then ciick the Refresh button to reflect the hlerarchy for the newly selected Advisordgency
recor.
| Advisor | Advisor Type | Advisor Status | Code [
H Inzurance Select Hame Office 15
E American Insurance General Agency Active
Services
= Liberty Plus Branch Office b
Libetty Plus - Boston Branch Office
Libetty Plus - Chicago Branch Office
3 Liberty Plus - Morthern Branch Office
Region -
Records Shown: 1 Total Records: 1 Total children: 15

ttp: if192. 168, 2,77 fmadal.hem |4 Internet w
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Agency Manager Setup Button

The Agency Manager Setup button tracks the agency managers who are responsible for the
different types of requests for the selected Advisor. In the below example, Peter is responsible for
Philip Anderson’s appointment and contracting information, while Peter is also responsible for
Philip’s Licensing and Error & Omissions insurance.

For more information on Advisor Request functionality and the Agency Manager Role, refer to

the SmartOffice v5.1.3 — Advisor/Agency Requirements Logic User Guide.

Agency Manager Summary i E »

Manager Type Advisor Hame Manager Hame
[T Appointment Anderson, Philip Peter Stevens
[ Licensing Ancerson, Philigp Peter Stevens
[T Contracting Anderson, Philip Peter Stevens
[T E&C Anderzan, Philip Peter Stevens

Contract Hierarchy Button

Click the Contract Hierarchy button to open a Contract Hierarchy dialog box with two sections;
the first section is the Advisor Contract Information section. This displays all of the Advisor
Contract records that are present in the Advisor Contract Information section. The corresponding
Contract Hierarchy is displayed in the Contract Hierarchy section. After selecting the Advisor
Contract, click the Reload button to display the Contract Hierarchy for the selected advisor in the
Contract Hierarchy section.

/3 SmartDffice E

Contract Hierarchy Foal

The following spreadshests display the contract ierarchy for the current producer's selected contract. Other
parts of SmantQffice can be accessed while this window /s open. Navigate to another producer recard and
then click the Refresh bulton to reflect the contract Merarchy for the selected contract.

o N

| Contract Hame | Effective Dt | Expiration Dt | Contract Ho.
A100 01401,/1930 Agency
Agency Cummulative 0140172004 Cummulative Cortract
Contract
MG A, 010172004 Agency
Agency 0440172000 Agency
Records Shown: 4 Total Records: 4

Contractierarcy  W=YEI_fs

First Hame, Last Sales Channels | Type Contract Contract Ho.
Hame Hame
[ Best Brokerage General Agent A100 Agency
Agency
Christian Able lanager AS0 T473202
= Daniel Odel General Agent AG0 SUpErYisor
Philip &ncler=on Advizar ATOD (335634
Fred Lewis Addvisar ATO LEESS
Fred Lewis Addvisar ATO Le77394
hichael Ashoroft Advisar Az0 ADNC1322
Records Shown: 1 Total Records: 1 Total children : 7
| |4 Internet 4
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Mass Modify Button

To modify a column for all selected Advisors/Agencies, click the Mass Modify button from the
More Features expanded list. Select a column for Mass Modification and then click the Next
button. Enter the Value for the selected column to change the value for the specified Advisors.

3 SmartOffice [ ]

Mass Modification

The list below displays aif of the columns that can be Mass Modified.

Sedect the colomn that you woold ke to Mass Modify from this iist,

Select Column for Mass Modification

Column | Advisor Basic kfo
Sub-Type

Title

Suffix

Alphakey
POSTALMAILPRIN &Y
EMAILPRY ACY ﬂ

| Hext | | Cancel |

Mass Activity Creation Button

To mass create activities for selected Advisors/Agencies, select the More Features button and

then select Mass Activity Creation from the drop-down list.

Mass Activity Creation Options

= Select one or more user(s) from the following list.
= If multiple users are selected, the system creates activities sequentially.
& Max. Calls Day indicates the maximum number of calls to he created for each user on any day.

I-Assign activities to the Advizorsfusers assigned to selected contacts.

Available Users from system Office @

Flegae select one oF fove Users fform your Proxy Users,

/2§ Smart0ffice E

r User Hame User Type

- AdminZ User Staff -
- Admin Restricted Staff =
Il Ay Hii Produceridanager -

Create Calendar Activities

Aetivity Type [Call FE| Max. Callsl’Day

I7 Skip Saturday

v
Create Activities After dayrz) [ Wiord Track _| IV Tracked
Auctivity Subjectl |

T A > » A° B 7 U T % B 5

0K

|| Cancel |
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Record Privacy Button

The Record Privacy feature is used to make the selected Advisor/Agency record visible to
specified users only. Select the More Features button and then select Record Privacy from the
drop-down list to open the Mark Selected Record as Private dialog box.

<3 Smart0fice

Select User(s)

The following spreadsheet displays g st of nsers who can view the
sefected records. To gilow aaditional users to view this record, click
the Add buttan. I ho wsers are Nsted belaw, the recaord will anly be
visible to you.

EErT N + O [

[ | User Hame | Status | User Type | Cre
[ Carl M. Mathews  Enakled Advisaryu Lser 1044
05:3

[T Caniel ol Enahled ProducerManager 014
03:3

[ Peter Stevens Enahled Staff 104
031

[ Sherman Temporary Advizory'u User 030
Alexander Paszword 0501

| | b

4
I_ Ml ake Private from other offices
| Privatize I | Cancel |

| P Intemet i

Assign Contacts to the Current Advisor Button

The Assign Contacts to the Current Advisor feature is used to create user assignments for all the
contacts and policy records if the current advisor is the advisor-user and is assigned as a Primary
Advisor for the Contact or Policy. With these assignments, all of the selected contacts become
visible to the current advisor-user and after completion of the assignment process, the “Contacts
are assigned to current Appuser Advisor” prompt displays. If the current Advisor is not an
advisor-user then the “The Selected Advisor does not have a SmartOffice login” prompt displays.

Advisor Merge Button

The Advisor Merge functionality is used to remove any possible duplicate Advisor records found
in SmartOffice by merging two matching advisor records into one. To merge two advisors, select
More Features and then click the Advisor Merge button from the expanded list. The current
advisor is the target advisor. The Select Merge Option dialog box opens; select the Show search
dialog box for random search option to open the Search Advisors dialog box. The Advisor
Summary opens; select an Advisor to open the Contact Merge dialog box. Click the OK button to
display the conflicting field values. The user can select the Overwrite Target value options to
overwrite the existing values. Click the OK button to merge. The program prompts before
deleting the source record.
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E-mail Case Status Button

The E-mail Case Status feature enables a user to send the Pending Case status updates by e-mail
to all of the Advisors/Agencies or selected Advisors/Agencies that currently have a case in the
Pending Case module. The functionality is a ‘one-click’ way to update selected
Advisors/Agencies on pending case information, providing for a streamlined reporting
mechanism of weekly statuses with minimal setup.

SmartView for Advisor User Management Button

The SmartView for Advisor Management button is used to create SmartView for Advisor users.
A SmartView for Advisor user can be shown the status of their Pending Cases and Policies
without giving them direct access to modify the data at their level. The SmartView for Advisor
User Management button can also be used to delete or generate a password for a SmartView for
Advisor user.

Find Contacts with Matching Profile Button

To find Contacts, Advisors, or Agencies with a matching profile, select a record and then click
the Find Contacts with Matching Profile button. The Matching Profile Summary dialog box
opens to display a list of pre-defined profiles in the Profile Name section. The user is able to add,
modify, and delete profiles used to match Contacts. Examples of Matching Profiles include all
Advisors that are employed by the same employer and those that have the same primary address
or ZIP code as the selected contact.

Mass Assignment Button

The Mass Assignment feature is used to assign multiple Advisor/Agency records to a user. From
the Advisor/Agency Summary tab, click the More Features button and then select Mass
Assignment from the drop-down list to open the Mass Assignment Options dialog box. Select an
option and then click the OK button. It is not necessary to select an Advisor/Agency before using
this feature.

<3 SmartOffice E

This function assighs selected coplacts to one oF more HEers,

& Once the gssignment 1s performed, alf of the selected
contacts will be visible to aif selected nsers.

& Fthe selected contact records are not divectly assigned
to the carrent Baer, the mass assignment will nat modify
the gazsipnment for those records.

Mass Assign Tagged/Current Contacts
Mass Assigniment By Fitter

Mass Assignment By Set

Mass Assign Al Contacts

000 W

OK I | Cancel

@ Intemet o
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Note that only the current logged-in user and any users for whom the current logged-in user proxy
are displayed. Select the checkbox for the appropriate user and then click the OK button.

23 SmartOffice Ed

& Thisfunction assigns selected contacts to one ar more 4sers.

& Select user's) from the following st

& Select the folfowing checkbox to clear the ariginal contact
aasighiments prior to creating hew assighments.

Mass Assignment Options

I- Clear Original As=signments

Available Users from Kandace Office E

Select ope or more Users from the following list to assign to the currently
selected contacts.

[ | User Hame User Type |
[ Adam Jones ProducerManager |
[ Admin ProcucerManager
[T willism Richards Advisoryu Lser
[ Carl M. Mathews Advizoryu User
[T Chris Bartlett ProcucerManader e
[T GregLaymen Staff
[T Henry Jones Staff -
| ok | | Close |
| @ Intemet g

Advisor Reassignment Button

The Advisor Reassignment feature is used to reassign all of the Contacts and Holdings from one
Advisor to another. For the Reassignment process, the current advisor must be the Primary
Advisor for the Contacts; the Holdings include Pending Case, Policy, and Account Master
information. The Advisor Reassignment button lists all of the contacts and holdings assigned to
the current Advisor. The user is then given the option to re-assign them to one or more Advisors.

Advisor Diary Functionality

The Advisor Diary functionality has been added to log specific actions to the Advisor record in
the SmartPad. This enables a chronological view of specific important events regarding an
Advisor. The following actions generate an Advisor Diary note in the SmartPad:

Advisor Status Change

Case Submittal

Advisor License Added
Advisor Contract Added
Advisor Appointment Added
Advisor Proposal Added
Advisor Hierarchy Change
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Advisor Personal Tab

Advisor-specific information such as Personal, Detail, Phone List, Address List, and E-mail/Web

Address information is entered on this tab.

Advisor - Philip Anderson
QO+OVTESHER R LEE, »

Sumtnary || Personal || Additional || Key Relations || Licenze/E & O (¥ || Cort fAppt. || Production (£ || Ind. Palicy || Group Palicy | ==

Personal Information

Last Hame Anderson Suffix CLU
First Hame Philip Middle Name
Greeting Philip Title Mr.
Type Advisor Sub-Type &
Source Sub-Source
Referred By
Birth Date D6A5M1966 Age 38
s5# 118-89-8774 Gender Male

Detail Information

Agency Westlake Insurance Group - Corona
Job Title Insurance Agent Hire Date
Status Active Code
Supenizor Christiansen, Carolina
Mameting tgr Mark Paladian
Region Code Western Region

Office Code §49-33

[T + &6

Type Full Phone Remarks
[T Business (909) 8747222473

(B18) G32-5541
(B26) 556-3456

[T Business Fax
[T Pager (heeper)

EECN + 0 & E

Type Complete Address Map

[T Business 1 Main Street (1
Los Angeles, CA 30008

Alphakey =
Alphatum E-mailiVeh Addresses + i iE8
AlphaHumz | Type Address
Communication Privacy Preferred Communication [T E-Mail phildemo@ez-data.com
Fostal Mail | Fostal Mail
FPhone I- Fax o
E-mail | E-mail

Personal Information Section

The Personal Information section is used to track personal information such as the Advisor’s
Name, Greeting, Birth Date, and Marital Status. The Gender field will automatically change in

correspondence to the Title.

Personal Information

Last MName |Andersnn | Sutfiz |CLL| |
Fitst Name |Philip | niddle Name | |
Gresting |Philip | Title [hir. |
Type |.&dvisu:ur F|E| Sub-Type |.& F|E|
Source | FlEl Sub-Source | FlE|
Referred By | |
Birth Date (06151 955 i | Age (38 |
55 # [118-89-8774 | Gendar Male =]
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Detail Information Section

The Detail Information section tracks an Advisor’s basic detail information. The Agency can be
linked to an Agency contact record for full hierarchal viewing or it can be manually entered just
for reference. Entering employer information automatically creates a Business Relation record on
the Key Relations tab and adds the current Advisor to the Agency Hierarchy under the selected
Agency.

With a blank Agency field, click the Agency hyperlink to open the Search Agencies dialog box in
order to add an Agency. Once selected, the Agency’s record can be viewed and modified by
clicking the Agency hyperlink.

The Status field identifies the Advisor’s current status. The Supervisor field is used to link the
Advisor to another Advisor or Agency as a Supervisor. This information is used as a default value
when creating contracts. Information in the Marketing Manager, Region Code, and Office Code
fields is used as default values when a new Pending Case or Policy is created. The Alphakey and
AlphaNum fields can be customized with any additional data that needs to be tracked.

Detail Information

Agency ha"-festlake Insurance Group - Corong
Job Title |Insuran-:e Agent | Hire [rate |
Status |s.ctive E Code |
Supenisor |Christiansen, Caralina

haketing Mgr |ru1&rk Paladian =[E
Region Code rlNEStEI’I'I Region FlE| Office Caode |Ei49-33 EE
Alphakey | F |E
AlphaNum1 | =[E
AlphaNumz | =[c

Communication Privacy Section

The Communication Privacy section indicates the form of communication with which the
Advisor does not want to receive correspondence. For example, selecting the E-mail option
indicates that the Advisor does not want to be contacted by e-mail.

Communication Privacy

Postal Mail |
Fhone I_
E-mail |

When an e-mail correspondence is run, a prompt will warn that the Advisor does not want to
receive e-mail.

Preferred Communication Section

The Preferred Communication section indicates which form of communication the Advisor
prefers. For example, select Postal Mail to use Postal Mail as the default method when a
correspondence is generated.

Preferred Communication

Fostal bail ©
Fax T
E-mail
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Phone Numbers Spreadsheet

Any phone numbers associated with an Advisor are tracked in the Phone Numbers section. Some
of the phone types are Residence, Business, Vacation, Business Fax, Corporate Office,
Emergency, Temporary, Marine, Mobile, Modem/Data line, Pager (Beeper), Regional Office,
Residence Fax, and Other.

Pronenumoers [

[~ Tvpe Full Phone Remarks
[T Business (323) 8T6-098T=T3

[ Business Fax [&18) 632-2541

[T Pager (beeper) [G26) 256-3456

To add a phone number, click the Add button.

a SmartOfice
Phone Information
Phone Type |Elusiness F|E|

Country Code |

Area Code | |J

Lial Number |

Extension |

Best Time ta Call |

Freferred Phone |7
Frimarny Business Phone |7
Electonically Downloaded I-

I OK I | Cancel |

| |4 Intemst g

When dialing an Advisor, the program will use the number that has the Preferred Phone option
selected.

Addresses Section

Any addresses associated with an Advisor are tracked in the Addresses section. These include
Residence, Business, Previous, Regional Office, Residence, Billing, Temporary, Vacation, and
Other.

[ S + 0 56

Il | Type | Complete Address | Map
[ Business 1249 Bewverly Glen Dr. ()
Suite 201
Loz Angeles, CA 0020 LS
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To add an address, click the Add button. When sending a correspondence to an Advisor, the
program will use the address that has the Preferred Address option selected.

<3 SmartDfice
Address Information
Address Type |Elusiness FlE

Address Blodk J

Additional Line - 2

Additional Line - 2 |
City |
State/ZIP Code | ||

Country |

foved In Crate |

Preferred Address I7
Frimary Business Address p
Electonizally Downloaded I_

| OK | | Cancel |

| | Intemet 4

E-mail/Web Address Section
E-mail and Web addresses are stored in this section.

E-mailWeb Addresses + 11 &

|— Address

[ philip@anderson.com
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Click the Add button to add an E-mail or Web address. When sending e-mail, the program will
use the address that has the Preferred Address option selected.

<} SmartOffice

E-mailWeb Address Information
Address Type [E-Mail =

E-mail Address |

Frefarred I-

Electanically I_
Crowunloaded

| OK | | Cancel |
| @ Intemet g

Agency Detail Tab

Agency-specific information such as Business, Miscellaneous, Phone List, Address List, and E-
mail/Web Address information is entered on this tab.

Agency - First National Bank - Insurance Services

QO+OVNTESHER % LEE, »

Sumtmary Agency () || Additional || Key Relationsz || LicenseE & O (K || Cont A ppt. || Ind. Palicy || Group Paolicy | ==

+ 188
Business Mame First Hational Bank - Insurance Services Type Full Phone Remarks
Abbreviation rB4 FHB Insurance [T Business (301) 551-5428
Services
Farent Office Liberty Plus - Hew York
Priman; Advizor Daniel A. Odell
Type Branch Office Sub-Type B
Source Sub-Source
Referred By Tax Il m + m ‘ E
- Busmess 616 Junipero St. ity
Status Active Code Tornillo, TX 79853
Supenisar
Maketing hdgr
Region Code Eastern Office Code
Alphakey
At + @ .l E
Alphalum2
— " — |_ | Type | Address
Postal Mail | Postal Mail
Fhone l- Fax
E-mail [ E-mail
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Business Information Section

The Business Information section is used to track Business information such as the Agency’s
Name, Abbreviation, DBA (Doing Business As), Parent Office, Primary Advisor, and Tax ID.
The Parent Office field is linked to an Agency record that exists above the current Agency in a
hierarchy. The Primary Advisor field is linked to an Advisor record. If this field is blank, click the
Primary Advisor hyperlink to add or select an Advisor.

Business Information

Business Mame |First Mational Bank - Insurance Services |

Abbreviation | | CBA |FNEI Inzurance Serh.{

Parent Office (Liberty Plus - New ‘Y ork |

Frimans Advizar |Da|'|iE| A Qdell |

Type |Elran|:h Office FlEl Sub-Type |E F|E|
Saurce | I:|E| Sub-Source | I:IE|
Feferred By | | Tax I | |

Miscellaneous Information Section

The Miscellaneous Information section tracks Agency Status, Supervisor, and Alphanumeric
information along with the Marketing Mgr, Region Code, and Office Code information. The
Supervisor field is used to link the Agency to another Advisor or Agency as a Supervisor. This
information will be used as a default value when creating contracts. Information in the Marketing
Manager, Region Code, and Office Code fields is used as default values when a new Pending
Case or Policy is created. The Alphakey and AlphaNum fields can be customized for any
additional data that needs to be tracked.

Miscellaneous Information

Status Im Code I:
Supenisor |

Ml arketing Mgr | FE

Region Code |Eastern FlE| Office Code Ij

Alphakey | FE

Alphalum1 | =[E

Alphaiumz | B
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Add Record Alert Button

Whenever the user accesses the Advisor Personal tab, the Record Alert dialog box opens as a
reminder that something important needs to be addressed. To add a new Record Alert, click the
Add Record Alert button to open the corresponding dialog box. Enter the Record Alert and then
click the Save button. To delete a record alert, click the Clear button in the Record Alert dialog

box.

=3 SmartOffice

& Following message will be shown automatically whenever Hser
gecesses this page for the corvent contact

®  Click SAVE putton to save this message

o Click CEEAR button to remove this alert message.

Record Alert H>A A B 7 U Ty 35 3 15 %

Created On 12/2872004 05:29AM By Greg
mMuodified On By

| Save | | Clear | | Cancel

Customize Label Button

The Alphakey field name can be edited by clicking the Customize Label button. Enter a new

field label and then click the OK button.

<3 Smart0Ofice

You can customize the prompts for the following feids.
These custorized prompt will appear on the detall page and on the
spregddahest hegdings.

Customize Prompts

haketing Manager |

Alphakey |Alphakey - Customized

AlphaNum1 [Potertial 1-100

AlphaNumz2 [Rank 1-10

| 0K I | Cancel

D Intemet

SmartOffice® v5.1. 3— Advisor/Agency Tracking User Guide

Revised: 10-12-06
Page 21



Activity Log Button

Activities are used to remind users of scheduled events. Activities can be designated as phone
calls, appointments, projects, or personal. An activity log stores all activities that are, or have
been scheduled. The Advisor’s/Agency’s activity log is displayed by selecting the Activity Log
button. This button is available from all Advisor/Agency tabs except the Production, Ind. Policy,
and Group Policy tabs.

4 smartoffice E

Contact Activity Calendar - Mr. Philip Anderson, CLU
Contact's Activity Log |[ DayView || Agendaview (L) |[ Weekview || Morthview |
r Dated Type Opportunity Hame Status Reason Contact Hame Subject/H
[T Dso7200%  Cal Active Call to follow up on some of the higger cases Anderson, Philip Call to follo
Phil iz wwarking on. an.
[T 020202004 Call Active Call Frank Bartelo for a followe-up. Make sure Anderzon, Philip Call Frank
he is satisfied with everything.
[T 020752003 Appointment Active Touch base with Phil to see if the marketing  Anderson, Philip Touch bas:
campaigns were satisfactory. satisfactor
[T 0206:2003 Call Active Call to follow up on some of the bigger cazes Anderson, Philip Call to follo
Phil iz wworking on. an.
[T 020552003 Project Done Enter contact data inta ECP for Phil Anderzon, Philip Enter cont:
[T 0210352003 Project Done wWork on the monthly expense report to be Anderzon, Philip Work an th
reviewed by Phil and submit to Mancy . ancd submit
4 | »
Records Shown: 6 Total Records: &
4 | i |

Click the Add button to add a new activity.

2} SmartDffice E
Activity Pattern
Comact | Acty Detal iformaion

Hame Sherman Alexander Start Date/Time [10A 272006 @ Priarity Mormal [=
Created By Daniel Odell End Date/Time |10/ 2/2006 [ Status | Active [
Created On  10/12/2006 10:43AM All Day Event | Untimed ¥ Show Time A< [Free =
Address | | 6 Remind Bafore [E3
Participants +
—Wm TypeliSub-Type |Cal| FEH FE| Traked ¥ Private |
articipal

Due Date Hiii

[ Daniel Odell Keywords | FFE]

Wiard Track

Subjest |
R > & 2 B 2 U0 B
| 0K | | Save | | Calendar | | Options | | Cancel |

| | Intemet

Broker Dealer Button

To display NASD (National Association of Security Dealers) information for the selected
Advisor/Agency, from the Advisor/Agency Personal tab, select the More Features button and
then click the Broker Dealer button.

23 Smart0ffice
NASD + IS E X
r Sponsor Company  HASD Series CRD = Effective Date Expiration Date
[T =Mones= Seties §
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To enter additional NASD information, click the Add button. The NASD Series field consists of
two choices — Series 6 and Series 7. Series 6 is a test that registers an individual to transact a
limited seat of securities. Series 7 is the General Securities Registered Representative License,
required to sell all types of products.

/23 SmartOffice [ x|

Broker Dealer |

Sponsor Company |
NASD Series [Series 6 =
CRD# |

Rep ID |

Effective [ate | Aiii

Expiration Crate | Aiii

BEC
Reason o

| OK | | Cancel |

Product Marketing Button

To display Product marketing information from the Personal tab of the Advisor/Agency, select
the More Features button and then select Product Marketing from the expanded list.

= SmartOffice
Product Marketing - Anderson, Philip + i @E@ & X
First Hame, Last
I LOB Percentage Active Hame Carrier Hame
Erm I ilip Ancersan ife
T g0.0 (2 Philigy & ABC Lif

To add information for Product Marketing, click the Add button.

<3 Smart0ffice E

Product Marketing - Anderson, Philip

AdvisoriBroker Philip Anderson

LOB |Term EE
Carrier |
Froduct Name | FIE

FPercentage |

Active [

| OK | | Cancel |
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Advisor Policy Statistics Button

To display information regarding the policies for which the selected Advisor is the Primary
Advisor, click the More Features button and then select Advisor Policy Statistics from the
expanded list.

3 SmartOffice
Policy Statistics by Producer

Individual Policy Statistics E

Policy Average
Count Policy Type Max Premium Max Benefit Premium  Average Benefit Total Premium
26 Life - Term(infarce) 9,600.00 1,000,000 1,660.86 445 000 43182.26 &
1 Life - Term(Pending) 1,800.00 100,000 1,800.00 100,000 1,800.00
Uimbrella(inforce) 450,00 0 410,00 i} 820,00 —
Cther(Inforce) 24000 1] 226 50 a 453.00 T

Production Dashboard Advisor/Agency

To access the Production Dashboard for an Advisor or Agency, the user must have the
Production Dashboard license selected. This functionality alters the Personal and Detail tabs of
an Advisor and Agency record to show the roll-up data of both the Policy and PCM production
data.

Advisor - Personal Tab
Advisor-specific information such as Personal, Production Dashboard, Phone List, Address List,
and E-mail/Web Address information is available on this tab.

Advisor - Mr. Christian Adam Able

KOO+ O/ ITEHSELLEFHE »

Summary || Personal || Additional || Key Relstions || License®E & O (x) || Cort.fappt. || Ind. Policy || Group Policy || LettersDocumerts | ==

Mame Mr Christian Adam Able Annuity 0 02/08/2006 6

Supenizar Westlake Insurance Group (L 2 2, 075 02/082006 6

h ateting hdgr LTC 0 0 021062006 8
agency Westlake Insurance Group - Corona ol 0 [ 02/06/2006 8

Job Title Managing General Hire ate Medical 1 750 02/082006 6

Agent -
Type Aduisor Sub-Type A Combinad 3 2,825 02/08/2006 [
Region Code California Office Code Westlake Insurance -

Group - Corona Annuity 2 115,000 Increasing 0

: Life 4 T,000 Increasing 0

bl 2 sz il LTC 1 2,000 Increasing 0
Business: 1 Main Street ol 1 1,250 Increasing 0
Corona, CA 92377 Medical 3 12,750 Increasing L]

Business: {209) 875-T222526541 Combined 11 138,000 Increasing 0
REEREEE RN TR m Curr Cases/Prod Prev-Yr Cases/Prod

joed@ez-data.com

chrisablei@wig.com Manth 2 66,500 [3 63,000
T 8 129,500 1 75,000

Chris competes in triathlons Second Quarter 1 4,500 0 0
Third Quarter 0 L] [} 0

Fourth Quarter 1 1.500 0 0
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Detail Tab - Production Dashboard
The following is the information used to display the Production Dashboard data.

The calculated data is rolled-up nightly. This means that changes made to the policy records
will not be reflected for up to 24 hours.

The Production column for Pending, Inforce, and Year to Date sections display a rolling 12-
month of data by Annualized Premium.

The information is based upon the current Agent/Producer being the Primary Agent of a

Pending Case or Policy record.

The data displayed are a rolling 12-months of Pending Case and Policy records segmented by

the Policy Date.

The following statuses are used to display the data for the Pending section:

Pending

Submitted

Home Office Matched
Application Status
Follow Up

Applied For

Waiting Initial Premium
Forms Follow Up Status

Reschedule

Buy Guide Only
Application Signed
Received

Entered

Carrier Entered
Converted Trial
Eligible Issue Pending
Counter Offer
Conditional Approval
Rejected

Await Approval
Approved

Issued

Informal Application

The following statuses are included in the Policy section:

Inforce

Premium Paying
Paid

Active

Disabled

Dropped To Inforce
System Only Status
All Forms In
Transferred to Paid
Reinstated

Restored

Death Claim Pending

Extended Term
Reissue

Contractual change pending
Back Billed
Annuitized
Conversion Pending
Grace Period

Pending Replacement
Waiver

Reduced Paid Up
Other

Reissue requested
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Pending Case Inforce Section

Pending - The Pending label can be changed from the Policy/PCM Setup. Changes to the
label will be reflected when the screen refreshes. Note that the calculated data will not display
until the nightly procedure is completed; this can take up to 24 hours.

Cases - The Cases column displays the number of cases that each Line of Business has
submitted in the past 12 months.

Production - The Production column displays the total Pending Case (New Business)
submitted by Annualized Premium for the past 12 months.

Last Submitted - The Last Submitted columns display the last submitted date of a Pending
Case.

Days - The Days column displays the number of days since last submission of a Pending
Case.

Inforce Section

Inforce - The Inforce label can be changed from the Policy/PCM Setup. Changes to the label
will be reflected when the screen refreshes. Note that the calculated data will not display until
the nightly procedure is completed,; this can take up to 24 hours.

Cases - The Cases column displays the number of Active case statuses for each Line of
Business in the past 12 months.

Production - The Production column displays the Active statuses by the total number of
Annualized Premiums from the past 12 months.

Trend - The Trend column compares the previous 12 months of Annualized Premium with
what was completed 1 year prior to the previous 12 months. The column will display
Increasing, Declining, and Flat trends. For example, if for the past 12 months, the agent
produced $10,000.00 in annualized premium, the system will compare the same information
from the previous year’s annualized premium and display the trend. If the previous year was
$12,000.00 in annualized premium, the trend will show as Declining.

Rank - The Rank column compares all of the agents in the office by their production number
(Annualized Premium). Number 1 is the highest ranked producer. The same business logic is
used for Firm/Agencies that are in the same level.
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Inforce Year to Date Section

The labels under the Inforce column are not modifiable.

e Month - This row displays the number of Cases written in the current month with the total
Annualized Premium numbers for the cases. It also displays the number of Cases written in
the Previous Year’s current month as well as the Annualized Premium.

e YTD - This row displays the number of Cases written in the current year with Annualized
Premium numbers for the cases. It also displays the number of Cases written in the Previous
Year’s Year to Date as well as the Annualized Premium.

e First Quarter - This row displays the number of Cases written in the First Quarter with
Annual Premium numbers for the cases. It also displays the number of Cases written in the
Previous Year’s First Quarter as well as the Annualized Premium.

e Second Quarter - This row displays the number of Cases written in the Second Quarter with
Annual Premium numbers for the cases. It also displays the number of Cases written in the
Previous Year’s Second Quarter as well as the Annualized Premium.

e Third Quarter - This row displays the number of Cases written in the Third Quarter with
Annual Premium numbers for the cases. It also displays the number of Cases written in the
Previous Year’s Third Quarter as well as the Annualized Premium.

e Fourth Quarter - This row displays the number of Cases written in the Fourth Quarter with
Annual Premium numbers for the cases. It also displays the number of Cases written in the
Previous Year’s Fourth Quarter as well as the Annualized Premium.

When in edit mode, the Producer Personal tab displays the Phone Numbers, Address, E-

mail/Addresses, and Remarks sections.

Advisor - Mr. Christian Adam Able

REQO+9O%R 0 EEE

% i @G, »

Summary || Personal || Addtional |[ Key Relations || Licensed & 0 0 || Contusppt. || nd. Policy || Group Policy || LettersDocumerts ][ ==

Personal Information Phone Numbers + i1 & E
Last Name Suffix [ 1] Type | Full Phone [ Remarks
First Name Chnsﬂan Widdle Name |Adam |:| Business  (309) 875-T222226541  Availabe - 3 on
Mon.
Greeting [Christian Title |Wr.
A e [] Residence  (909) 552-4505
Type [Advisor =g Sub-Type |4 =
Source FE Sub-Source FIE
Referred By
e[ ] + 1 56
SS# [222-56-9546 Gender [= vpe Complete Address Map
. - |:| Business 1 Main Street th
Detail Information Corona, CA 92877
Agency Miestlake Insurance Group - Corona
Job Title |Managing General Ag8 Hire Date
Status F Code
Supemizar Westlake INsurance Grougp
Marketing Mgr EE E-mail\Web Addresses + I‘]]‘]- L
Region Code |California FE Office Code Eies‘tlake |n3urar|7|€ I:‘ | Type |‘q'ddr333 |
Alphake\,r| B [ E-Mail joedez-data.com
Alphalum1 | BE [ E-Mail chrizable@ywig.com
Alphalum2 | =[E]
Communication Privacy Preferred Communication
Postal Mail [ Postal Mail (%)
Phone D Fax o
E-mail [] E-mail ()
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Agency (P) Tab

Agency-specific information such as Personal Information, LOB, Remarks Phone List, Address
List, and E-mail/Web Address information is entered on this tab.

Agency - Westlake Insurance Group

KOO+ THSEEL LEFLL »

Summary || Agency (B || Addtional ][ Key Relations || License & 0 (3 |[ Contjappt. |[ Ind. Palicy || Group Palicy ][ LettersDocumerts |[ ==

Business Information

Business Hame Westlake Insurance Group
Farent Office
haketing Mgr

Type Home Office Sub-Type A
Source Sub-Source
Supenvizor

Office Code Westlake Insurance
Group - Main Office

Address/Phone/e-Mail

Region Code California

Business: 83742 W. Valley Blvd.
Thousand Oaks, CA 33210
Business: {888) 552-T653

Business Fax: {866) TTT-0912

Last Subrited__Days |
Annuity 1 65,000 02/08/2006 L]
Life 3 25,500 02/08/2006 &
LTC U] 0 02/08/2006 6
ol [] 0 02/08/2006 L]
Medical 1 750 02/08/2006 &
Combined 3 41,250 02/08/2006 L]
lorce] Cases] _Production Trend | Rk |
Annuity 2 102,500
Life 1 17,045
LTC 1 6,750
ol 1 1,250
Medical 4 3,045
Combined 15 130,590
m Curr Cases/Prod Prev-Yr Cases/Prod
Manth 2 2,945 4 9,295
FTD 13 12,240 5 167,750
First Quarter & 12,240 6 169,750
Second Quarter 1 1,750 0 []
Third Quarter 5 112,350 (] [}
Fourth Quarter 2 2,250 [} 0

Production Dashboard Section - Note that the Production Dashboard section is the same as the

Producer — Dashboard.

When in edit mode, the Agency tab displays the Phone Numbers, Address, E-mail/Addresses, and

Remarks.

Agency - Westlake Insurance Group

KEQO+o% T

SUmmary Agency (Pl || Additional || Hew Relations || License/E & O (X1 || Cont.s80pt. || Indl. Policy || Eroup Policy ==

Business Information

Poewmvers————— EREAE

Business Mame |} LI Type Full Phone Remarks
Abbrewiation _ [] Business  (888) 552-7653
Farent Office [] Business (866) 777-0912
Frimany Advisar Fax
Type |Home Office [ /G| Sub-Type |2 &
] s o °E + 188
Referred By Tax D [777-77-7777 [Tl Type [ Complete Address [ Map

Miscellaneous Information

|:| Business F3742 W. Valley Blud.

Thousand Oaks, CA 33210

Status Fl Code |
Supenisor
Mareting Mar |:|E
N + 18
AlphaNum1 S [ 1T Type : |ﬁddre.ss ]
[ wveb Site WY SiG COm
AlphaMum2 | F'E

Communication Privacy Preferred Communication

Postal Mail [ ] Fostal Mail (&)
Phone D Fax O
E-mail [ E-mail ()
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Policy/PCM Setup — Label Change

The label under the Pending and Inforce sections can be changed from the Policy/PCM Setup.
Advisor - Mr. Christian Adam Able

#ROO+oL 1 ESE2 2 EFE »

SUMmImEEY || Personal || Addtions! || Key Relstions || LicenseE & O () || Cort.fappt. || Inct. Policy || Group Policy || LettersDocumerts | B

porsonat nformatn Lostsuomitod| o |

Mame Mr. Christian Adam Able
Supenizor Westlake Insurance Group
hdateeting higr
Agency Westlake Insurance Group - Corona

Job Title Managing General Hira Date
Agent
Type Advisor Sub-Type A
Source Sub-Source

Office Code Westlake Insurance
Group - Corona

Address/Phonefe-Mail

Region Code California

Business: 1 Main Street
Corona, CA 92877

Business: (909) 875-T2222265H

Residence: {309) 562-4895

joed@ez-data.com
chrisable@wig.com

Chris competes in triathlons

Annuity 0 L} 02082006 6
Life 2 2,075 02082006 6

LTC 0 ] 02/06/2006 8

Dl 0 o 02/06/2006 8
hiedical 1 750 02/08/2006 6
Combined 3 2,825 02/08/2006 6

 worce]_Coses| _ProwctonTiemd | R |

Annuity 2 115,000 Increasing (1]
Life 4 1,000 Increasing 0

LTC 1 2,000 Increasing 0

ol 1 1,250 Increasing 0
Medical 3 12,750 Increasing 0
Combinzd i 138,000 Increasing 0

| inforce| Curr Cases/Prod Prev-Yr Cases/Prod

Month 2 66,500 (] 63,000

T ] 129,500 1 15,000

First Quarter 8 129,500 2 17,500
Second Quarter 1 4,500 0 (1]
Third Quarter 0 ] (1] 0
Fourth Quarter 1 1,500 [} 0

To change the label on the Personal tab:

Please note that these changes will be reflected throughout the system (including Agent/Producer
and Agency/Firm records). The user must have the Pending Case & Policy Setup
Administrator rights enabled from the User Roles/Licenses tab in order to change the labels.

1. Select Setup from the expanded Policy/PCM Setup menu to open the Master Setup List

dialog box.

2. Select Production Dashboard Setup - LOB Options to display the list of LOB options.

2} SmantDffice

Master Setup List

]
~h

LOB Options for Production Dashboard

Select i to 5 LOBs to be deed for the Production Dashboard, The calcuiation of the selected LOBs cah take up
to 24 hours Before displaving the data. The Prodiction armouit displaved s the Annnal Preraiuim.

Option 5

Option 1 Life
Option 2 Annuity
Option 2 DI
Option 4 LTC

Close |

| Intemet
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3. Click the Switch to Edit Mode button to display the options in edit mode.
4. The LOB drop-down options are as follows:

e Annuity
e Auto
o DI

e Homeowner

o Life

e LTC

e Medical
e Other

e Umbrella

Note that if the same LOBs are selected more then once, a Critical Information dialog box
will display. Click the OK button.

/3 Critical Information |

0 You have selected duplicate LOB Cptions. Please select unigue LOBs

| 4 Intemst

5. After making the appropriate changes, click the Save button and then click the Close button.

6. The changes are reflected on the Personal tab. Note that the Production data will be updated
after the nightly procedure is completed; this can take up to 24 hours.
Advisor - Mr. Christian Adam Able

KOO +oiTIgSELLLEFL»

Summary || Personal || Additional || Key Relstions || License & © 30 ][ Contszppt. |[ Ind. Palicy |[ Group Palicy ][ LettersiDocumerts |[ ==
personat formtion LastsubmitedDays |
Mame Mr. Christian Adam Able Annuity 0 02/08/2006 6
Supenizor Westlake Insurance Group Life 2 2,075 021082006 6
Marketing Mgr LTC 0 0 02/06/2006 3
Agency Westlake Insurance Group - Corona ol 0 [} 02/06/2006 3
Job Title Managing General Hire Date Umbrella 1 750 02/082006 6
Agent
) i 3 2,825 02/08/2006 6
Type Advisor Sub-Type A Combined X
Region Code California Office Code Westlake nsurange | — ...~ _— —— |
Group - Corona Annuity 2 115,000 Increasing []
" Life 4 T.000 Increasing (]
el g bz il LT 1 2,000 Increasing 0
Business: 1 Main Street ol 1 1,250 Increasing ]
Corona, CA 92877 Umbrell3] 3 12,750 Increasing []
Business: {909) 8T5-T2225265H Combined 11 138,000 Increasing 0
EEIT e AEIEZ m Curr Cases/Prod Prev-Yr Cases/Prod
joedez-data.com - ——————
chrizable@wig.com hdonth 2 66,500 L3 63,000
T 8 129,500 1 5,000
Chris competes in triathlons e Eeri=o u il 0 w
Third Quarter 0 [} ] 0
Fourth Quarter 1 1,500 0 (]

SmartOffice® v5.1.3 — Advisor/Agency Tracking User Guide
Revised: 10-12-06
Page 30



Advisor Additional Tab

Miscellaneous, Important dates, Advisor-associated sets, and assignment information is tracked
on the Advisor’s Additional tab.

Advisor - Philip Andersen
] =T 1. B
QOVESE 4 i @L, »
Summary || Perzonal || Additional || Key Relations || LicensesE & O (21 || Cont./Appt. || Production (L) || Indl. Palicy || Group Policy | ==
Miscellaneous Information Important Dates
Marital Married # Child 2 Created On 0141172002 By Admin
Mationality American Language English Maodified On 09/08,2005 By Admin
Min. Chedk Amt.oE) House Aceount [ Last Letter On 05/26/2005 By Admin
MDRT Goal Salaried [ Last Action On 04182005 Ehr Admin
Set Membership + 75 @
| | Set Hame | Description
[ Advizor Mailing List All Advizors inthe system
[~ hon Client Type not egual to client
User Assignments + fi | A Last Mame Starts with & - H
| User Hame User Type [T Annuity - Marketing Brochure Annuity Marketing Brochures for D
|_ Admin Producer Manager
[T Daniel Coell Producer hManager
[T Peter Stevens Staff
[~ Phillip Anderson Producer Manager

Miscellaneous Information Section

The Miscellaneous Information section tracks the Advisor’s Marital, # Child, Nationality,
Language, Min. Check Amt. ($), and MDRT Goal information along with the House Account and
Salaried information.

Miscellaneous Information

Marital Married  [w[C| #Child[2 |
Nationality [#merican [+ [€| Language [English EiE
Min. Chedk Amt.oh) | | House Account |-
MDRT Goal | | Salaried [

Remarks Section
Any remarks or comments can be entered into the Remarks section specific to the Advisor.

BEC
Remarks s

User Assignments
Any users assigned to the selected Advisor are listed in the User Assignments section.

vsernssigmenis [

User Hame User Type
|_ Daniel Odel ProducerManager
er Stevens a
[T Peter =t Statf
il Anderson roducer Manager
Philligy Arcd Prod M
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To assign an Advisor to a user, click the Add button. Note that only you and any users for whom
you proxy will be displayed on this list.

Important Dates Section
The program automatically populates the Important Dates section. These fields are read-only.

Important Dates

Created On 01102002 By admin
hodified On 02/232004 By admin
Last Letter On  02/04:2004 By Peter Stevens
Last Action On By
Mext Action On By

Set Membership Spreadsheet

A set is a user-specified grouping. Any sets that the selected Advisor belongs to are listed on the
Set Membership list.

EIETTT + 0 &

Set Hame Description
|- &-H Last Mame Starts with & - H
[ Mon Cliert Type not egusal to client
[ &dvizor Mailing List Al Advizors inthe system

Click the Add button to add the selected Advisor to a set.
Agency Additional Tab

Miscellaneous, Important Dates, Agency-associated sets, and assignment information is tracked
on the Agency’s Additional tab.

Agency - First National Bank - Insurance Services

OONESER S EEE,»

Summary || Agency (B) || Adetional || Key Relations || License® &0 (30 ][ CortJapet. || Ind. Policy || Group Policy | =

Miscellaneous Information Important Dates

MDRT Goal Created On 0372472005 By Chris Bartlett
tlin. Check AMECE) todified On 09/08/2005 By Admin
House Account I_ Last Letter On By
Alphakey Last Action On By

Set Membership + i]]]‘ ‘ E

| Set Hame Description
User Assignments + ﬁ]
" [User Hame User Type
yp

[T Chriz Bartlett Producer Manacger
[ Danny Adams Producer Manager
|_ James Johnson Producer Manager
[T Wike Black Producer hManager
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Miscellaneous Information Section

The Miscellaneous Information section tracks the Agency’s MDRT Goal, Min. Check Amt. ($),
House Account, and Alphakey information.

Miscellaneous Information

MODRT Goal |

Min. Chedk Amt.cE) |

Housze Account I_
Alphakey | FE
The remaining sections on the Agency tab are similar to that of an Advisor.

Advisor Key Relations Tab

The Key Relations tab tracks any relations the Advisor has with other contacts in the office’s
database.

Advisor - Philip Anderson

OOE® & &£ EE.»

Summary || Personal || Additional || Key Relations || LicenseE & O () || Cont.fAppt. || Production (Z) || Commission | pd

- ed
Key Relations + +j T B& i @H‘
I Relationship With Female Contact Hame Employer Job Title Relationship
[~ Cousin Anderson, Mike Bottomline Adverising Agency  Sales Cousin
[T Partner Arthory, Brian K. In=tinct Account Partner

Representative
Business Relations + i 2 29 Referred Contacts + i ¥
I Role Business Hame [ Contact Hameri Employer Review Date
|_ Financial Advisar Anderson & Anderson |- Cunningham, Jobhn Ermd Financial 11001 f2004
[T Jenkinz, Thomas 100 22004

Key Relations Spreadsheet

The Key Relations spreadsheet lists any individual contacts that have a relationship, including
family and personal, with the selected Advisor.

- rEd
Key Relations + +f 1 E #5143 @H"
I Relationship With Female Contact Hame Employer Job Title Relationship
[~ Cousin Anderzon, Mike Bottomline Advertising Agency  Sales Cousin
[~ Partrer Arthony, Brian K. Accournt Partrer

Represerntative
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Click the Add button to add a Key Relation.
<3 Smart0ffice

Key Relationship Detail

Select relation of Joseph M. Ackerman [Joseph M. Ackerman, M.O., Inc. with Philip Anderson

Relation Type |Elusiness F|

Select Relationship Below

Joseph M. Ackerman is |F‘ar‘tner F| of Philip Anderson
Philip Andersan iz |F‘ar‘tner F| of Joseph M. Ackerman

| OK | | Cancel |

List Family Relations Button
Click the List Family Relations button to display the Advisor’s family relations.

++ 0 IS EH i M

|— Relationship With Female  Contact Hame Employer Job Title Relationship

[T Cousin Anderson, Mike Bottomline Advertising Agency  Sales Cousin

List Business Relations Button
Click the List Business Relations button to display the Advisor’s business relations.

++ 0 EES B il M

I Relationship With Female  Contact Hame Employer Job Title Relationship
[~ Partner Arthory, Brian K. In=tinct Account Partner
Representstive

List All Relations Button
Click the List All Relations button to display all of the Advisor’s key relations.

++i 0 B S EB i M3

onship emale o ame mployer 0| e onship
[~ Relati hip With F I Contact N Emipl Job Titl Relati hi
ausin nderson, Mike ammline Advertising Lgency  Sales ousin
Cousi A Mk Bottomline Advertising L Sal Cousi
artner ory, Brisn K. n=tin CCou artner
Part Arith Brian K In=tinet A, rit Part
Representative

Business Relations Section

The Business Relations spreadsheet lists any business contacts (companies) that have a
relationship with the selected Advisor.

+ 1 8ES

[ Role Business Hame
[T Financial Advisar Anderson & Snderzon
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Click the Add button to add a Business Relation.
<3 Smart0ffice

Business Key Relationship Details

Businesz Name |

Related Contact'Business Anderson, Philip

Contact Role | FIE
|7 Frimary Business

| OK | | Cancel |

To select the Business Name, click the Business Name hyperlink and then select the Business
Name from the Summary list. Select the contact role from the drop-down menu. Choose the
Primary Business option if the business is primary.

Referred Contacts Section
The Referred Contacts section tracks all contacts that the selected Advisor has referred.

+IEBRE

[T Contact Hame Employer Review Date
[T Cunningham, John B Financial 14101 r2004
[T Jenkins, Thomas 10/ 252004

Agency Key Relations Tab

The Key Relations tab consists of the Agency Hierarchy and Referred Contacts sections.

Agency - First National Bank - Insurance Services
00 B it b, »
Summary || Agency (B || Additional || Hey Relations || LicenseE & O (x) || Cort.fAppt. || Ind. Policy || Group Palicy HT‘
B
| Advisor | Advisor Type | Advisor Status | Code |
B American Insurance Services General Agency Active
= Liberty Plus Branch Office
[ Likerty Plus - Mew “ork Branch Office
[ First Hational Bank - Insurance Branch Office Active
Services
Able, Christian &dam Wanager Active
Records Shown: 1 Total Records: 1 Tatal children: 5
+108EE
[~ | Contact Hame & | Employer | Review Date
I Angular, Rina 20th Century Life Insurance
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Agency Hierarchy Section

The Key Relations tab displays a ‘tree view’ of the Agency hierarchy that enables the user to
quickly view the hierarchy of an Agency and the attached advisors. The spreadsheet also enables
the viewing of Agency and Advisor record details.

Agency Hierarchy E :.SES:

| Advisor | Advisor Type | Advisor Status | Code

E American Inzurance Services General Agency Active

] Likerty Plus Branch Office

= Liberty Plus - Mew “ork Branch Office
[ First Hational Bank - Insurance Branch Office Active

Services
Able, Christian Adam Iarager Active
Records Shown: 1 Total Records: 1 Total children: S

Referred Contacts Section
The Referred Contacts section tracks all contacts that the selected Agency has referred.

Referred Contacts + i i
Contact Hame & Employer Review Date [
I Angular, Rina 20th Century Life Insurance

Advisor/Agency License/E&O (Error and Omissions) Tab

The License/E&O tab is located in the Advisor/Agency module. This tab is only available to
users with the Agency Manager license and Advisor Contract/License Management user role. The
exception is when the Advisor is the user; they can then see the tab only in their own Advisor
record.

The License/E&O tab tracks Licensing, Continuing Education, and E&O (Error and Omissions)
information. Note that the Continuing Education Credit Information section is not available for
Agency records.

License/E&O Tab — Advisor

Advisor - Mr. Philip Anderson, CLU
HOOE 2 LEL »

summary || Persoral || Addtional |[ Key Reltions |[ Licens=E 8 0 () |[ Cortopet. |[ Commission |[ Smart Checks o |[ Ind. Policy |[ ==
License Information C O IR v ar =1z l= jl Continuing Education Credit Information + [ 7% &
License # State | Status | Expiration Dt | Effective Dt | Date From | Date To Credits | Status ‘ State
[] ©7raa038 C&  Active 05242004 05244330 Req.
[] wsar4s2 AT Active  O2MTIO07  DZHTHEST R 2 CEE
[ o47a3ae MY Active  D3M22006 03124996 [ 01182003 0962007 B0 Active All State
[] nr3asssr VT Adlive  O2M12008  D2A14998 [ 0171612005 0362007 o0 Active Al Statg
[] 052441930 05244932 50 Active A
[] 05244930 051244932 50 Active ca,
£ b
Records Shown: § Total Records: §
E&0 Status + mvy@%
|:| Carrier Hame Policy # ‘ Effective It | Expiration
ot
[] Erors,inc. DIOF408I24378 038090 O3AS2005
Records Shown: 4 Total Records: 4 Records Shown: 1 Total Records: 1
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License/E&O Tab — Agency

Agency - WIG Westlake Insurance Group - Hollywood (WIG-H)

KOOE % LEE, »
Sumimary || Agency (B H Acddditional H Hey Relations || LicenseE & O (30 H Cont Aot || Commission H Smart Checks (1) || Ind. Policy H Group Policy || Letters/Documents | e
License Information + [ 775 H
License # State Status Expiration Dt Effective It
[F L4105 Ca Active 010172008 01401 /2008

Records Shown: 1 Total Records: 1

Carrier Hame Policy & Effective Dt Expiration It
[F ewe York Life P435117 010142005 0143172007

Records Shown: 1 Total Records: 1

License Information Spreadsheet

The selected Advisor’s/Agency’s licensing information, such as the License Number, State, LOB
(Line of Business) type, and Expiration Date is tracked in the License Information section of the
License/E&O tab.

+ 0775 E%

[ 1] License | State | Status | Expiration Dt | Effective Dt |
|:| CY 39038 CA Active 057242004 0572411990
|:| WE3T 452 AX Active 02M 72007 02M7Ma97
|:| 2475395 P Active 031 272006 03121996
|:| M7393547 WT Active 02M152003 021111993
Records Shown: 4 Total Records: 4

Click the Add button to open the License Information dialog box.

AdvisorBroker Sherman Alexander

Biroker Dealer |

License # |

State Resident [

Expiration

Tearmination

License Type |Corporation F
AdvizorBroker [&dvisar F

Selected LOB ok

[ | LOB Tvpe [ ]

[
3

| OK | | Cancel |

|4 Intermet v
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The Selected LOB section of the New License record is used to add the LOB (Line of Business)
types for which this license applies. The Resident option is selected if the Advisor lives in the
state for the license. The License Type specifies whether it is a corporation license or an
individual license. Advisor/Broker specifies whether it is for an Advisor, Agency, or Broker. Line
of Business refers to insurance types, such as Life, DI, Medical, etc. If an Advisor has a license
with a LOB of Life, then the Advisor is allowed to sell the Life insurance. The following fields
are required: License#, Effective, and Expiration. No fields are required if the status of the license
is set to Pending.

Continuing Education Credit Information Spreadsheet

An Advisor’s continuing education information such as a description of the class, the number of
credits earned, the date that those credits were applied, and any other remarks are tracked in the
Continuing Education Credit Information section.

+ 0TS

[ Date From Date To Credits Req. Status
[ 01012002 120312002 20 Active
Records Shown: 1 Total Records: 1

Click the Add button to add a new education listing. Credits Required is the number of credits
needed within the time stated in the date fields. Status is the status of the CE group.

43 smartOffice

Continuing Education Credit Information

CECredits | Detailed CE information + &6
Adviser Anderson, Philip Description CEDate CECred
Credits Required

Date From [T

[ate Ta | fr

Status |Ac‘ti'\-'e [=

State | =

| 0K | | Cancel |

Click the Add button to add detailed CE information.
<3 SmartOffice

Continuing Education

Advisor Philip Anderson

CEDate |

CECredits |

inti BEC
Description s

=
o
Lar)

<

| 0K | | Cancel |
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E&O Status Spreadsheet

Error and Omissions information is tracked by the E&O Status spreadsheet.

+ 0 TSRS

Carrier Hame Policy # Effective Dt | Expiration
Dt
|:| Errarz, Inc. D397 4958024375 031 8999 03M 82005

Records Shown: 1 Total Records: 1
Click the Add button in the E&O Status section to open the E&O Status dialog box.

<3 Smart0fice E
E&0 Status

Advizopfgency Sherman Alexander

Carrier |

Policy # |

Status |

0O
Effective | [
=

Expiration | Wi

| |
+BE

[~ [ LOB Type

I OK I | Cancel |

| @ Intemet 4

Add the LOB (Line of Business) types for which this E&O applies in the Selected LOB section of
the New E&O Status record. The term Line of Business refers to insurance types, such as Life,
DI, and Medical. If an Advisor has E&O coverage for a LOB of Life, then the E&O coverage will
cover any legal matters dealing with Life insurance. If the Status field is set to Pending, no fields
are mandatory.
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Advisor/Agency Cont./Appt. Tab (Contract and
Appointment)

Note that the Cont./Appt tab is located in the Advisor/Agency module. This tab is only available
to users with the Agency Manager License and Advisor Contract/License Management User
Role. The exception is when the Advisor is the user; they can then see the tab only in their own
Advisor record.

Advisor - Mr. Philip M Anderson, CLU

K#00E LA LREEL>»

Summary || Personal || Aclitionsl || Key Relations || LicenseE & © () || Cort St || Production (Z) || Commission || Smart Checks () | ==

+QIZREEBH»

Carrier Hame Contract No. Contract Type Contract Hame [ Effective Dt | Expiration Dt |
[0 Mations Life Insurance 242G Acvizor Lewvel 4 07 072001 07072004 5
D Blue Sky hiutual 2307 Ailvigor BEh - 50 0972052002 09/20/2004
[0 Maccabess Mutual B4521 Advizor Lewvel 3 01452000 01M 52003
[0 cColony Life Agent Advisor Agent Level 1 0182000 B
D ABC Life (3336354 Ailvizor A70 05011930
D =Mones Ka3784 Dilvigor 5% OUF Blanket 05M 72005 v

Records Shown: 10 Total Records: 10

+m??lﬁﬂm

[T Tcarrier Hame [ Appointment | Contract Ho | Start Date | End Date & [ Status
[] ABCLife ABEEDY C23566 0741 0£2006 07411/2008 Active

Records Shown: 1 Total Records: 1

Advisor Contract Information Spreadsheet

The Advisor contract information section tracks the contract that an Advisor has with a Carrier to
sell the Carrier’s Products.

+ Ot I BB >

Carrier Hame Contract Ho. Contract Type Contract Hame | Effective It | Expiration Dt

[ Mstions Life Insurance Ad2E Advisor Level 4 Q707200 07072004 Q
D Blue Sky Mutual 2307 Addvisor BiEh - G0 082002002 0as2052004

[0 Maccabess Mutual B4521 Advizor Level 3 01 M 52000 011502003

[ colany Life Agent Advizor Agent Level 1 01/48/2000 B
D ABC Life (335634 Acdvisor ATD 0301 M990

[] =hone= Ka3754 Advizor 5% IR Blanket 0572005 bt

Records Shown: 10 Total Records: 10
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To add an Advisor Contract click the Add button to open the Contract Information dialog box.
<3 Smart0fice

Contract Information

Advisortfgency Sherman Alexander

Assign Comm Tao |

Contract Name |

Carrier Hame |

Cantract Type |.ﬂ-.d\-'isn:|r =
Contract No. |

Solicitor Ma. |

GAID|

Effe ctive [t | i

Expiration Ot | i

AlphaNum1 |

AlphaNumz |

AlphaNums |

Supervisor Information

Supervizar Hame |Caru:ulina Christianzen

Supernsisor Cantract |

Selected LOB + S H
[~ [ LOB Type [ ]

I oK I | Cancel |

| @ Intemet g

e To Assign the commissions to some one other than the selected Advisor or Agency, click the
Assign Comm To hyperlink, this opens an Advisor/Agency search where the
Advisor/Agency to which the commissions will be assigned can be searched for and selected.

e A carrier contract can be linked to the advisor contract by either selecting the Carrier Name
hyperlink to open the Carrier Search dialog box, searching for and then selecting a Carrier
followed by a Contract, or, by selecting the Contract Name hyperlink to open the Contract
Search dialog box, searching for and then selecting a Carrier Contract to return to the
(previous) dialog box.

e The Contract Type automatically defaults per the Contract selection.

e Supervisor Information automatically populates if the Advisor has a supervisor contact linked
to them from the Advisor Personal Tab.

e Add the LOB (Line of Business) types for which this contract applies in the Type section of
the New Contract record. Line of Business refers to insurance types, such as Life, DI,
Medical, etc. If an Advisor has a contract with a LOB of Life, then the Advisor can sell the
Life insurance for the specified insurance carrier.
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Click the Super Add button to open the Contract Information dialog box.

2 SmartOffice E
Contract Information
Advisoritgency Sherman Alexander Azsign Comm To |
Contract No. | Carrier Mame |
Salicitar Na. | Contract Type |Sdvizor F
G (D | Contract Hame
Effective Dt | lﬁ Drescription |
Expiration Dt | Y Contract Status |Ac‘tive =
AlphaNumi | Contract Date Type |Active Status Date =
AlphaNumz | Commission Paid By [Carrier ’:
AlphaNums | Blanket Contract ||
Supervisor Information Selected LOB + & H
Supenizar Hame |Car0|ina Christianzen I | LOB Type | |
Supenisor Contract |
| 0K | | Cancel |

| |° Internet i

This function enables the user to not only add an Advisor contract, but add the Carrier Contract as
well.

Notes Button
To add notes for an Advisor Contract, click the Notes button.

/23 SmartOFffice E

Record Notes for Advisor Contract Information

+ 0 275 B X

|l AppUseriD Created On User Hame Status User Type

Records Shown: § Total Records: 0

View Contract Hierarchy Button

To view the contract hierarchy for a tagged Advisor Contract, in the Advisor Contract
Information section, select the More Features button and then select the View Contract
Hierarchy button.

3 Smart0ffice
H H_ a3 K
Contract Hierarchy ] =1
First Hame, Last Contract Minimum Check
Hame Advisor Type Hame Amt PReserve Acct Contract Ho.
[ Best Brokerage General Agent Agency Yes Aency
Agency
Fhilip &nderzan Agent Level 1 Agent
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Related Policies Button

To view linked policies, select the More Features button in the Advisor Contract Information
section and then select the Related Policies button.
Linked Policy Summary

Insurance Ty])eIA" vI Policy Stage IA" vl I‘-E_,l T E

I Holdi g 1D Policy # Private Record Holding Type Description Holding Hame Insured Carrier Hame
I~ 1423 Ann20392 Mo Annuity Colony Life

Records Shown: 1 Total Records: 1

Appointment Information Spreadsheet
The Appointment Information spreadsheet tracks the Advisor’s appointments.

Appointment Information + [l 77 E =]
Carrier Hame Appoi Contract Ho Start Date End Date it Status
D ABC Lite AB41314 01ME/2005 Active ~
D 20th Certury Life Insurance 203535 03ME2003 Active
] Barkers United Life T33KTE TI3MTE 041121999 041 252002 Active
D Bt Financial L-47493 775983 0441352001 041352002 Active
D Bt Financial L-479493 775983 041352001 041352002 Active
] Bt Financial L-47923 73983 0672372001 041352002 Active
D Bt Financial L-47592 775983 062552001 041352002 Active 4
D 20th Certury Life Insurance SE3695 325104 10022002 100272003 Active
] ABC Lite 305200-93 TJ9EC 067231997 0672352003 Active 2
Records Shown: 12 Total Records: 12

To add appointment information, click the Add button to open the Appointment Information
dialog box.

/3 SmartOffice

Appointment Information

Advisor Sherman Alexander

Carrier |

Appointment # |

Contract No.

All States [ Fesident [

Select States

M oaL =
A i

r &R
w

= a=
Status| I:

Start/End Date |

Selected LOB + & B

™ [ LOB Type [ ]

| 0K | | Cancel

D Intemet 4
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The mandatory fields are Carrier Name, Appointment #, and Start Date. If the Status field is set to
Pending then only the Carrier field is mandatory. Add the LOB types for which this appointment
applies in the Type section of the New Appointment record. The term Line of Business refers to
insurance types, such as Life, DI, Medical, etc. If an Advisor has an appointment with a Life
LOB, then the Advisor is appointed to sell Life insurance in the specified state or states.

The County field becomes available only when Florida is the selected State. In the Setup section
for the PCM/Policy modules, the user can specify whether they want all states to be available for
selection or only the states for which the Advisor has a license. For more information on the
Setup for the PCM/Policy modules, see the SmartOffice v5.1 - Policy and PCM Setup User
Guide.

Ind. Policy Tab (Individual Policy)

The Individual Policy tab lists all individual policies of the Advisor.

Note that the Agency’s Ind. Policy tab lists all individual policies written by Advisors associated
with the Agency. The Policy Type, Policy Stage, and Role sorting will default to ALL.

Advisor - Mr. Philip M Anderson, CLU
;B
KOOE A& LG »
Summary || Personal || Additional || Key Relations || LicenseE & O (X || Cort fappt. || Production () || Commission || Smart Checks () | ==
Type | p) v | Role | primary Advisor v | stage| n v W ZTSEEERE »
|:| Contact Hame Policy #it Carrier Hame Product Hame Holding Type Annualized  Role
Premium
|:| Ackerman, Jozeph hi. A1 Insurance Life Pritmary & #
Carriers.
|:| Walker, Peter 05185931 ABC Life Convertible Plus Life 1,320000 Primary &
|:| Christianzen, Caroling ui=in} 20th Century Life  Preferred Life Life 1,500,000 Primary &
Insurance
|:| Anzong, Judy &, 092342091 ABC Life ARTerm Life 200000 Primary &
|:| Ackerman, Joseph M. 1115552 20th Century Life  Preferred Life Life Primary &
Inzurance
|:| Hwwang, Julie 12036 ABC Life Convertible Plus Life G0.00 Primary &
|:| Wizlker, Peter 15534942591 ABC Life Single Pay Life Life 150000 Primary &
|:| Hallston, Shirley 212663 ABC Life Azsurable Life 5 Life 11,400.00 Pritmaty &
|:| Chung, Harold 230659 ABC Life American Level 10 Life 10000 Primary &
|:| Anthary, Brian Test 2416925 ABC Life American Level 20 Life 1,050.00 Primary &
|:| Anzong, David . 29347-2 ABC Life Market Rate Annuity Annuity 13,000.00 Primary &
|:| Bartelo, Frank J. 4005099 ABC Life American Level 20 Life T50.00 Primary & &
< >
Previous Page | o o MextPage  Total Records: 101+ (Click here to list all)
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The spreadsheet displays the individual policies for which the selected Advisor is the Primary
Advisor. The policies highlighted in pink are in the Underwriting stage. Clicking the first column
hyperlink of an Inforce policy opens the Basic Information tab. Click the first column hyperlink
of a policy in underwriting to open the Detail tab for the selected policy.

Delivered - A56842 - Life - Margaret Adams - American Level 10 - ABC Life

GCESHEMREIDES»

Detail (F) || Underwriting || Delivery () || Advisor Requests || RidersiReinsurance || ActivityMail (20 ][ LettersiDocumerts |[ ==

Status and Dates

StatusrStatus Date Delivered 062272006

Signed | Submitted 09042005 E’

All Req In 11012005 B fpproved 061092006
lssued O Deliverad 06222006 E’
Inforce O

Basic Policy Information

Folicy # AS6342
Caze Unique I Case-66054-1182
Carier ABC Life
Flan Hame American Lewvel 10
Flan Type Term

Cases

Sub-Type 10YRT

State CA Cash Received 150.00
Infaree Request Alternate Policy #
Friority Replacemeant [
Show Parent

Face Amount 150,000 Undenuritten amt 150,000

Important Contacts

Undenwriter Jéssica Lee
HO Rep Pricilla Parkinson
Team
Contact Margaret Adams

Casze Manager Peter Stevens

Premium Information

tadal Premium 150,00 Prem hMode Monthly

Pay Method PAC Annlzd Prem 1,500.00
Target 100,00 Excess Frem 200,00

Comm hodal 50.00 Comm Annlzd 1,800.00

Lump Sum 0.00 1025
Flat Extra Prem 100.00 Do Mot Caleulate |
Fv'C Reneumal
List Bill #

+ 1880,

{ [/ Role [Advisor Interest |
|:| Primary Advizor Philip &Anderson 100000

Pnlll:ylnsured Summary + [ & E =
Contact Hame Proposed Class | Contaci

|:| Prlmary Insured Adams, Margaret  Preferred MNon- Mzt
Smoker

< | >
R + 0 & F:

[ 1] role [ Contact Hame [ Interes | Contac
|:| Primary Contact Ldams, Margaret Ackar &
|:| Orvnier Ldams, Margaret Marc ;
< >

Policy Warnings Button

To view, add, modify, or delete policy warnings, from the Policy/PCM dialog box, click the
Policy Warnings button to open the Policy Warning Summary.

23 SmartOffice

Policy Warning Summary 4 {j E X

I Warning Date Warning Message

Status

[ 122952004
befare 1505,

The policy will expire it payment iz not received

Open

SmartOffice® v5.1. 3— Advisor/Agency Tracking User Guide

Revised: 10-12-06
Page 45



To change the warning status to Closed, tag the warning in the Warning Summary and then click
the Close Warning button. When a case has a warning with an Open status, the Policy Warnings
button will flash as a reminder that something important needs to be addressed on this case. To
enter a new warning, click the Add button to open the Policy Warning dialog box.

<3 Smart0ffice

Policy Warning
Policy # |A56542 |
Date |[12/29/2004 ]
Status |Dpen I:|
H BEC
e
The palicy will espire if payment is not received before
175705,
| OK | | Cancel |

The Policy Warnings button is also available in the Policy or PCM (Pending Case Management)
modules. Click the Cancel button to close the dialog box.

Policy Merge Button

To merge two policies, select More Features and then choose Policy Merge from the expanded
list. The current policy is the target policy. The Source Policy Search dialog box is used to
specify the source policy. The Policy Merge button can be accessed from the Carrier, Policy, and
Product modules.

3 smartOffice

Source Policy Search

Policy # |

Contact |

Househald |

Fraduct Hame |
Flan Type |.E«II =

Carrier |

Frimary Advisar |
Halding Type Life

Filter |

| Search | | Close |
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The Policy Merge dialog box opens to confirm the source and target policies. Click the OK
button to extract the data from the source policy record and enter it into the target policy record.
The program prompts before deleting the source record. All information is replaced except the
data in the Basic Policy Information section, which includes Policy Number, Carrier Name, and
Plan Name. The Interested Parties and Subaccounts are copied but do not replace the existing
entries.

Policy Notes Button

To open the Policy Notes list, select the More Features button and then choose Policy Notes
from the drop-down list.

3 SmartOffice [ x|
Policy Notes + il 7555 4 X
— Memo
Memo Date Type Hotes Keywords Created By Time
[ 1252972004 Motes Sent outstanding reguirements to the Carrier for approval. Peter 05: 24P

Stevens

Records Shown: 1 Total Records: 1

From the Policy Notes window, click the Add button to open the New SmartPad Entry — Policy
Notes dialog box.

/3 SmartOffice Ed

New SmartPad Entry - PolicyNotes
m&& BBEEHAAB 7 0 Tidys=E=

mert outstanding requirements to the Carrier for approval.

e s s

b

Memao DaterTime [12/20/2004 | [os:23PM [l By Peter Stevens

Keyords | F

I_ Frivate- Select multiple users for limited access
I_ Send this note as an Alert to other Usens)

I 0K I | Link | | Cancel |

Policy Notes can also be viewed from the Policy or PCM (Pending Case Management) modules.

Calculate Policy Fee Button

The Calculate Policy Fee button is used to recalculate the Policy Fee and the Non-
Commissionable Fee. This is useful to update the Policy Fee and Non-Commissionable Fees if
the settings in the Product Fee Information section or the Product Fee Commissionable section in
the Product module have changed.
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Group Policy Tab

The Group Policy tab lists all group policies of the Primary Advisor. Clicking the first column
hyperlink opens the Detail information of the group policy.

Advisor - Philip Anderson OQOFE & iLE, »

Summary || Personal |[ Addtionsl |[ Key Relstions || License & 0 (0 |[ Cont./sppt. |[ Production (20 ][ Ind. Policy || Group Palicy -
Insurance Typelm Policy Stagelm 4 By
' Type As Of Date Carrier Hame Product Hame R 1 ER Contributi
Date
[~ Group Medical 100052001 Blue hMedical Prudert Buyer 02222002 100% 1=
[~ Group Medical 0941 042001 Blue Healtth Care Pritmary Care Medical Plus 05/22/2002100%
[~ LD Blue Medical Maximum Shield 100%
[~ =TD 1000672001 Calitornia Life & Health Wiork Companion 0272472002 100%
[~ Retirement 091 072001 Mations Life Insurance Mesy Haorizon B0 0200972002 100%
[~ Group Life 1062001 ABC Life “alue 90 0110672002 100% e
[~ Group Yision 121042001 Blue Heatth Care 20020 Care 100% -
Records Shown: 24 Total Records: 24

Letters/Documents Tab
The Letters/Documents tab contains sent letters and uploaded documents.

Letter Log

The Letter Log lists all letters that were sent to an Advisor. These records include mailed, e-
mailed, and faxed letters.

Letter Log + 1 S i

Al | Investment || Insurance || Perzonal || Taxes || Legal || Estate || Miscellansous |
[~ Letter Title Open Keyword Created Ono Created By
[T Beneficiary Endorsement to Policy Holder .TE. Palicy Beneficiary 020472004 11:56PW  Peter Stevens
Endorzements
™ Introchuction Letter '-‘_E. Marketing 02/02/2003 02:434M  Peter Stevens
T Appointment Confirmstion Letter '-'_E. confirmation 10M 42002 11;48PM  Peter Stevens
[T Annusl Bithday Demo Letter @ Birthdary 10M 472002 11:41PW Peter Stevens

SmartOffice® v5.1.3 — Advisor/Agency Tracking User Guide
Revised: 10-12-06
Page 48



A sent letter can be viewed in detail by clicking on the application icon, located in the Open

column.

Septermber 04, 2001
Monma Peterson

946 Dunford St
Jacksonville, FL 322M
Diear Monma,

Since on Octoher OF wou are having & hirthday, | was justwwriting to find out i
willd soon be receiving an invitation to your pary?

It's heen atough and lanely vear far me atthe insurance agency. Hopefully yau
will brighten up my yvear by inviting me to your home pethaps for dinner and
some birthday cake?

Bestwishes, Momma, for a wonderful and productive yearl

Sincerely,

Daniel Qdell, LU
General Agent

An additional letter can be sent to the selected Advisor by clicking the Add button.

3 SmartOffice [ <]
Letter Printing Options

% Print Form Letter
{7 Create New Letter
i~ Print Envelope
" Print Label

Search Criteria for Form Letter

Title |

Feyord I

Furposze | l:

Opportunity Options

Opportunity HMame | l:

|7 Use default letter printing options

| OK ” Cancel
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Existing letters can be sent again to the selected Advisor by clicking the Resend button.

Y Smart0ffice [ x|
Resend Letter

% Rezend without any change
™ Reszend with different aptions

7 Create a new letter

|_ Freview before print

[ oK | | Close |

Document Summary

The user can attach a file to an Advisor record. This file can be a document, a picture, or any
other type of file. To add a file, click the Document Summary Add button to open the Document
Detail dialog box.

+ 1 &wDE
Al | Investment || Insurance || Per=onal || Taxes || Legal || Estate || Mizcelaneous |

[ Description Open Keyword Created Ond

[~ Scan of Tax Returns @ 1202952004 07:15Pk

In the Document Detail dialog box, there are three options for attaching a file. Upload the
document to the server and specify where the document is stored locally places a copy of the
selected file in the SmartOffice database. Link with a Document on my local file system and
specify where the document is stored locally adds a link to the file on the system. Users need
access to your system in order to open the file. Save a link to the document will create a link to
a file on the Internet (or an Intranet). Documents saved with a category will be available on the
sub-tab also. Documents saved in the Investment category are available on the All and Investment
sub-tabs.

/2 Smart0ffice E
Document Detail

Contact Hame Philip Anderson

Crescription |
Categany | F
Fenard | I:

Document Type

fv  Upload the document to the server and specity where the document is
stared locally.

Local File Path | Browse...

[

¢~ Link with & document on the local file system and specify where the
document iz stored locally.

Local File Path I Browse...

[

¢~ Save alink to an Internetirtranet document and specity the URL the
document will remain on the internetintranet).

URL |

| OK | | Cancel
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A saved document can be viewed in detail by clicking the application icon, located in the Open
column, or by clicking the first column hyperlink of a document. Click the View Image button in

the Imported Object dialog box to view the detail information.

<3 SmartOffice

Imported Object

Contact Name |Philip Anderson
Description |S|:an of Tax Returnz

Categony |Legal

A=

Feymord |

| OK | |Uiew|mage| | Cancel

Fullfillment Tab

The Fulfillment tab has two sections — the Fulfillment Summary, which displays a date list of all
requests, and the Item Summary, which displays a list of all items requested, sorted by item.
When viewing the list of all requests, the user can quickly see which requests have been shipped
and which have not due to the color-coding of the item. Items in red have not been shipped. The
Fulfillment tab requires that the current office has a license for SmartFulfillment and that the user

have the Fulfillment tab license selected in User Management.
Advisor - Mr. Christian Adam Able

HOONE & LEEFLR.»

Sumimary || Personal || Additional || Key Relstions || LicenseE & O (1) || Cort £ ppt . || Ind. Policy || Group Policy || LettersiDocumerts | B

Fuilment Summary + 0 775 H [ELLUDE 7. 7.5 B =

1. A= = B

Status Requested On Handling Req. Fulfilled Requested By Requested Quantity
Instructions On

041 /2005 B em: Pen [

[ Reguest Fulfiled 040172005
O James Johnson 04401/2005 g

~
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Request/Requirement Tab

For more information on Advisor Request functionality and the Agency Manager Role, refer to
the Advisor Request Logic document.

Advisor - Mr. Philip M Anderson, CLU

ROOENE & LEL >

Summary || Personal || Aclitionsl || Key Relations || LicenseE & © () || Cort St || Production (Z) || Commission || Smart Checks () | ==

st e v Rewestsuwe v 4 EOBEBERS

m | Request Remarks | Carrier Hame | Follow-Up | Completed
|:| Licensing PCR Add Added by PCM caze L
|:| Contracting PCH Add Added by PCM caze Carrier-A39 O7F27 2006
|:| Appairtment PCh Ao Added by PCM caze Carrier-49 07 F262008
|:| E&C PCM Add Added by PCM case
|:| Licensing PCM Add Added by PCM case
|:| Contracting PCW Add Added by PCM casze Carrier-A9 O7F27 2006
|:| Appoirtment PCH Add Added by PCM caze Carrier-A39 07 F26/2006
|:| Licensing PCM Add Added by PCM case
[kA i el Dbl ey DA 07 mnne
+ 1A
|:| | Type | Description | Code | Requirement Type
|:| Advizar Address Changelpdate Advizor Requirement

Advisor Request Summary

An Agency Manager can view all requests assigned to a specific Advisor/Agency in the Advisor
Request Summary. These requests are outstanding requirements that an Advisor/Agency needs to
complete in order to sell current pending cases.

Take Back a Request Button

If an Advisor has taken over ownership of a request from another Advisor, the original owner can
take the request back by clicking the Take Back a Request button.

PCM Button

To view the related pending case for the request, tag a request added during PCM Add and then
click the PCM button.

s~ B ISBEER S
[T [ Request Type [ Status [ Request Remarks | Carrier Name [ Follow-Up [ Completed
|:| Licensing PCM A Added by PCM case A
|:| Contracting PCH Add Added by PCM case Carrier-A3 072712006
|:| Appairtment PCh Ao Added by PCM caze Carrier-49 07 F262008
] eao PCR Al Added by PCM case
|:| Licensing PCW Add Added by PCM casze
|:| Caritracting PCM Add Added by PCM case Carrier-L9 07 r27 2006
|:| Appointmert PCH Add Added by PCM case Carrier-A3 07262006
|:| Licensing PCM Add Added by PCM casze
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Advisor Obtained Requirement Summary

The Advisor Obtained Requirement Summary displays all Advisor-obtained requirements other
then appointment, contract, error and omissions insurance, and licensing.

Advisor Obtained Requirement Summary + 1
| Advisor Type Description Code Requirement Type
™ Advisor CRD Form - copy Advizor Requirement

Proposal Tracking Tab

The Proposal Tracking tab is used to track illustrations that an Advisor has sent to a potential
insured.

. . . . g
Advisor - Philip Anderson Q0B & iL[EE, »
Summary || Perzonal || Aclitional || Key Relstions || License/E & O (3 || Cort.i2ppt. || Production (Z) || Indd. Policy || Group Policy | ==
Proposal Tracking Summary + 1 7% #
| Contact Hame Agency Follow-Up DOB Age Created On Modified On Remarks
I~ =hone= 1200302003 0242711930 93 12122003 1202972003 Eztate Planning option #1
T Cross, Grant 01051955 19 04/26/2004 042652004
T Ackerman, Jozeph 024271950 54 08092004 0E/09,2004
Records Shown: 3 Total Records: 3

Click the Add button to add a Proposal. The Primary Insured field is a mandatory field that stores
the information regarding the Primary Insured for which the proposal is being created. The
Primary Advisor field defaults to the current advisor. The Follow-Up date can be set to track the
status. The Gender, Birth Date, Age, and Tobacco fields are automatically populated when a

Primary Insured is specified. The User field stores information about the user who has created the
proposal.

/3 SmartOffice E
Proposal Tracking llustration Information 4+
Frimary Insurad | e
Carrier Hame  Product Hame Face Premium
Frimary Adwizor |F‘hi|ip Anderson

Status |

=
Fallaw-Up Gender |:
[ |

=

Tobacoo |

User [Peter Stevens

Created On Craated By
Modified On Modified By
BEC
Remarks o

| oK | | Cancel
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lllustration Information

Multiple Ilustrations can be attached with a proposal. To add an Illustration, click the Add button
to open the Select Insurance Type dialog box.

2 SmartOffice

Select Insurance Type

Annuity
Cil

Life
LT
hedical
Cther

Close

Select any insurance type to open the Select Plan Type dialog box. The different options in the
dialog box are specific to the selected insurance type.

<} SmartOffice
Select Plan Type
Term
L
WL
WL

Select a plan type to open the Illustration Information dialog box. The Carrier and Plan Name
fields are mandatory fields.

<3 SmartOffice
Carrier |
Flan Hame |
| Hext || Cancel
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Select a Carrier and Plan Name using the corresponding hyperlinks and then click the Next
button to open the next Illustration Information dialog box.

23 Smart0ffice E
llustration Information

[rate App Recieved Closed m
Linked Case Sent To PCHA Hiii
Image |

Term lllustration Detail

Carrier ABC Life

Flan Hame American Level 10

Modal Premium I:I Mode |

Class |

Face Amount |

|| Cancel

The Linked Case field populates when Illustration Information is sent to PCM using the Convert
to Pending Case button. Tag an Illustration and then click the Convert to Pending Case button to

open the Pending Case Add dialog box.

<} SmartOffice

Basic Policy Information Premium Information

Policy # l:l Case # Modal Premium l:l Prem Mode
Carriar |.=’-‘«.EIC Life Fay Method Annlzd Prem

Flan Hame |American Lewel 10 | Targat l:l Excess Prem I:
Status |Pending = Status Date (094952005 Pﬁ Lump Sum 1035
State = Cash Received |0.00 F%'C Renewal

Pricrity FE Replacement l- o

Advizor [Daniel A. Odel Fole Primary Advisor

Face Amount | |

MultiLife Poliey |

Caze Manager |Daniel Odell
Undenuriter

Team

Important Contacts
HO Rep

Advisor | |Role |Referral Advizor |7|% |
Advisor | |Role |Referral Advizor |7|% |
Advisor | |Role |Referral Advizor |7|% |

Last Mame ,Ackerman—| ’T‘ Last Name Lookup
First Name [Jaseph | Edit | || Firthame Add
poB [2e7ias0 | Age [55 Gender sl poB [ [E Age | | cender =
Lic [DL5EES State &5 # [559-65-6750 Lic# | | state | = 55 # |:|
Risk Class | _Laokup | Rate RisClass | | Lookup Rate [ |

oo uastoms [ rrsthame [ Cookup [Gondor J008 [ Age[oeation__[pere] |

Primary Contact [, ci.crnan loseph Clear | [itai= 2271850 [ ][ Ea
OwWner [ ciccrman oseph Clear | [iis 0202711350 [ [ Edit
Payor [ -f:rmar Joseph Clear | |Miale 02/271350 [ [ Edtt
Beneficiary Lookup & mE | [ ][ Ada
E Lookup = m | [ ][ Ada
B Lookup = m ] [ ][ Ada

I_Finish | | Cancel |
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Click the Finish button to complete the process. Once an Illustration has been converted to a

Pending Case, this information will become read-only. Click the first hyperlink in the Illustration

Information section to display the read-only information.

3 SmartDffice

llustration Information

Crate App Recieved Clozed
Linked Case 242-2091 Sent To PCM
Image

Term Nlustration Detail

Carier ABC Life
Flan Hame American Level 10
Modal Fremium Mode
Class

Face Amount

Cancel

Custom Tab

The Custom tab consists of customizable Alphanumeric, Numeric, Integer, Date, and Checkbox

fields.
Advisor - Philip Anderson

HOO%[E % LEE.E»

Summary || Personal || Addtional || Key Relations || License® &0 (0 |[ Cortsappt. || Production (Z) || Commission || ==

ife's Mame |Jessica |:|E Monthly Sales Goal (200 ,000.00

Date First Contacted (097095997

Alphanumeric Fields Numeric Fields Date Fields

Habby |Kni‘t‘ting EiE Yearly Sales Goal |1 000 00000 Check Boxes

Integer Fields |

100g? W

Humber Of Pets (2 I

Lookup Fields
Frimany Carrier |:|E

Maketing Manager FE
Region Code FE

Office Code FlEl
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The field names can be edited by clicking the Customize Labels button. Enter new field labels
into the appropriate fields. Only the altered fields are displayed on the Custom tab.

/) smartoffice

Custom Information

AlphaHum1 I‘U\ﬂfe's Mame Num1 |Morthly Sales Goal Datet |Date First Contacted

Alphatum? [Hobly Numz IM DateZ |:
Alphatum3 | Numa I: Dated |:
AlphaNumd. | Numé I: Dated |:
AlphaNums | Nums |: Dates |:
Alphabums Woms [ ] Datef

AlphaNum? Integer Field Labels pate?
AlphaHumg Date3
phalum Int1 [Mumber Of Pets e

Fiphatiums me [ o
AlphaNum10 | i3 Date10

Alphabum1 | e Dated

Hphattum12 | Ints Check Box Field Labels
Alphali 14| Lookup Field Labels ‘fesNod 10997
Alphabumi1s Lookup1 [Primaty Carrier
AlphaNum16 Lookup2 (Marketing Manager
AlphaNum17 Lookup3 [Redion Code

' Lookups [Otfice Cods e
AlphaNum1g | aokup

“resHob
Alphabumg | Leais

fesMoy

Alphabumz0 |

“esNod

[ ok ][ clese |
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