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Excel Reports

Excel Reports provide flexibility and analytical tools for those users who are familiar with
Microsoft® Excel®. The integration of Excel into SmartOffice® enables the user to create their
own reports in Excel. SmartOffice Dynamic Reports™ export the data to Excel. SmartOffice
packaged Excel Reports are based on pre-defined Excel templates to facilitate the use of Excel.
Pre-defined formulas, PivotTables®, and coding in Excel Reports enable users unfamiliar with
Excel to easily analyze and maneuver data. Those users who are familiar with Excel no longer
have to create Excel Reports manually and can customize the reports to meet their specific needs.

Running Excel Reports

1. Select Dynamic Reports from the expanded Reporting/Marketing menu to open the Search
Dynamic Reports dialog box.

<Y Smart0fice
Search Dynamic Reports
Report Hame |
keyard | F
Catagony |AII [=
Created By |
|_ Shov my Fawvarite List

I Search I | Add | | Closze |

2. Enter the appropriate search criteria and then click the Search button to display the Dynamic
Report Summary.
Dynamic Report Summary

[ Show my Favorite List ,‘J{JD’é ﬂ@]‘.+ im??Eﬁ[Ed

r Report Hame Description Categoryi Keywords

[ Haz homeowner no Life Has homeowner but has na Life Insurance Cortact - Incivicual — Cross Marketing |«

I Life Insurance with Mo Invest Cliertz with Life Insurances but Mo Investments Contact - Individual  Crozs Marketing

I Client Phone Report: Business Cliert Phone Report: Business Cartact - Individuzl

Il Dependents w Birthdays next 30  Dependents wi Bithdays next 30 days Contact - Individusl

I All Clients 50 and Cwer Type = Client and Age= 50 and over Cartact - Individuzl

Il Activity Prafit Analysis Activity Profit Analysis Using Microsoft Excel Contact - Individual — Activity Profit [
Analysiz Excel

I Contact - Excel Contact benefit and premium information using Microsoft ExcelContact - Individual  Contact Excel

- B - Client= List of B Type Clients Cortact - Individual  Apprecistion

Il A - Clierts - Sport = Galf A type clients who like Golt Contact - Individual  Appreciation _'j

1| | 3
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3. Select an Excel report and then click the Run Excel Template button.

o If there is an Excel template attached to the Dynamic Report, then the Excel Report
opens. After the Excel Report finishes loading, refer to the Table of Contents worksheet
and follow the instructions on how to run the Excel Report.

o If there is no Excel template attached to the Dynamic Report, the dialog box to export the
data to Excel or another format displays.

A SmartDffice

Export the Dynamic Report Contents to the Local Computer

Thiz function will export output of the current dynamic report fo your locs! computer in
the zelected formatapplication.

Format of Exported Data | ¥LS - MS Excel W

D FPaost Message to SmartFad of the Exported Contacts

| oK || Cancel |

Creating Excel Templates

Users who know how to create Excel Templates can pre-define the templates and just export the

data out to the template. There are several ways to create the Excel Template. The following

example shows how to create a simple Excel Template. Advanced Excel users can add formulas,

PivotTables, and coding to the template. Pre-defined formulas and PivotTables require coding.

You must create the Dynamic Report to run with the Excel template. Refer to the Adding Excel

Reports section to create the Dynamic Report to run with the Excel template.

1. Select Excel Templates from the expanded Reporting/Marketing menu to open the Search
Excel Template dialog box.

2. Click the Search button to display the Excel Template Summary.

3. Click the Add button to open the Excel Template Setup dialog box.

4. Click the Export Headings button to open the Dynamic Report Category dialog box.
3 SmartOffice

The following Js 2 list of categories available for
defining dinarnic reportsifilters.

Category
CThi - Commizsion Upload Report ;l
Calendar Activity

Cortact - Business

Cortact - Business and Individual
Cortact - By Address

Cortact - Household

‘Contact - Individual

Contact - Opportunity

Cortact - SmartPad

Contact - eQCS Production Repart
Group Benefits - Policy

Group Benefits - Paolicy and Members
Investment - Position

Investment - Security Master =

I 0K | | Cancel
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5. Select a Category and then click the OK button to open the Column Definition dialog box.

6. To select the columns from the list of Columns Available, select the appropriate columns and
then click the Right Arrow button. Make sure that the selected columns match exactly with
the columns in the Excel template.

7. Click the OK button to export the heading columns.
8. MS Excel opens with the heading columns displayed.

E4d Microsoft Excel - Sheet]

J File Edit “iew Inzert Format Tool: Data Window Help =|=] x|
DE2Ra gRY B v-o | = & 25 S0z -3 2
| Avial -0 - BIUE=E=EES$ & _-d-A- 2w
Al = = Contact. Contact MName
A B | c | D | E [E

1 |Contact.Contact Marne IContact. Type Contact Source Personal. Occupation Personal. DOB |
2

3

4

5

B

7

g

9

10

11

12

|4 |4 F ¥}, data § Sheetl 7 141

| Draw - NNOCEAE d-4-A-==

Ready [ — moml [ [

9. Do not change the “data” worksheet’s name because the data from SmartOffice will export to
the worksheet named “data.”
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10. Add color to the cells or background as appropriate.

E4d Microsoft Excel - Sheet]

J File Edit “iew Inzert Format Tool: Data Window Help —|=] x|
DE2Ra gRY B v-o | = & 25 S0z -3 2
| Arial - 10 _|§§§|$ +§|_,&,£, 2 o>
A1 - =| Contact.Contact Mame
A B | C | D | E 3

1 |Contact.Contact Name [Contact.Type Contact.Source Personal.Occupation Personal.
2

3

4

5

B

7

g

9

10

11

12

144 » (M}, data i Sheetl f |4]

JD[an \\DD4|&v£v£v=:—_§H 1
Ready [ T homl [

11. Select Save As from the expanded File menu and then change the file type to XLT.

Adding Excel Templates
1. Select Excel Templates from the expanded Reporting/Marketing menu to open the Search
Excel Template dialog box.

<3 SmartOffice

Search Excel Template

Crescription |

Kewword | =

I Search I | Close
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2. Click the Search button to display the Excel Template Summary.

Excel Template Summary + 0 i

r Description Keyword Category Created On

[ ActHistory 11ME/2004 02:50PK
[ ActHistoryChart 062172004 10:03.4mM
[ Birthday 122002004 11:27 AW
[ Contact Q72772004 04:37PM
[ ProdRec 042372004 12:25PM
[ ActProfitTest 112372004 10:33.48M

Records Shown: 14 Total Records: 14

3. Click the Add button to open the Excel Template Detail dialog box.
3 SmartOffice

Excel Template Detail

Dezcription |

el
o

Keymard |

Custom Template Creation

Step 1: Create 3 sample template by exporting the column headings
fram the reparts by clicdking the Export Headings buttan. Madify
the column arder as necessarny.

Step 2: Sawve the sample Template as an 2LT file.
Step 3: Skip step 2 if vou have already created an XLT

Export Headings

Upload Template

Local File Path | Browse. . |

I OK I | Cancel |

4. Enter the Description and Keyword to define the Excel Template.
5. Click the Browse button to locate where the Excel template is saved.
6. Click the OK button to complete the uploading of the Excel template.

SmartOffice® v5.1 — Excel Reports User Guide
Revised: 08-21-06
Page 5



Adding Excel Reports

1. Select Dynamic Reports from the expanded Reporting/Marketing menu to open the Search
Dynamic Reports dialog box.

2. Click the Add button to open the Category dialog box.

<3 SmartOffice

The fallowing is a list of categorfes avaiiable far
defining denammic reportsfilters.

Category

Advizor - Product Marketing
CTh - Advisor Contract
Contact - By Address

Cortact - Househald
‘Contact - Individus]

Advizor - Pending Case and Appointments
CTM - Advizor Commizsion Report

CTM - Projected Advisor Commission Report
CTM - Prajected Agency Commizzion Report

Contact - e0CS Production Report

ol

|0H

I | Cancel |

3. Select a Category and then click the OK button to open the Dynamic Report dialog box.

Y SmartQffice

Dymamic Report

Columnn Description || MameDescription |

Columns Width

Contract Ho Appointment Resident Status Start Date
100 100 100 100 100
Column Wfidth I Increment IS | ot | | ] |

Columns Available

Columns Selected

Dacument
End Date
LCBs

States

Term Reazon

(=]
(=]

Appoirtment Cantract Mo
Appoirtment. Appointment [S]
Appointment . Resident
Appoirtment. Status [S]
Appoirtment . Start Date [5]

Tahles

Column Attributes

] IAdvisu:ur (7 *I

Options

Mo Horizontal Scrolling of First
Column

-

This featiure sets the first column
stationany during horizontal scroifing.

Selecting this option slows down the
display of the spreadsheet.

Use this aption carefiin.

Display

=

I Moarmal

Carrier - Adeitional Info, =] [ Truncate [ Averans Options for Showing Office Name
Carrier Basic Info Subtotal Total
" Ll 3 a
Agvisor J r r [Do Mot Shows Oftice ame =
Advisaor Basic Info hdinimLrm Ilaximum '
Persansl ;l |_ |_ |— Sort by Office
| 0K | | Cancel |
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4. Select the columns from the list of Columns Available by clicking on the appropriate column
and then clicking on the Right Arrow button. To display additional columns available, select
a different table in the Tables drop-down list. Define the sort order for the report by clicking
on a column in the Columns Selected list and then clicking the Up and Down Arrows below
the Columns Selected list and the Sort By list.
It is very important to note that the Excel template depends on the Dynamic Report
definition. Changing or moving fields around in the Dynamic Report may cause the Excel
template to work incorrectly.

5. Click the Name/Description tab and enter a Report Name, Report Class (optional),
Keywords (optional), and Description (optional).

Y Smantffice

Dymamic Report

Column Description || MatmeDescription |

Dynamic Report Name/Description The Filter(s) Associated With This Report

Report Name | Addd ane or more fliter(s) to the following spreadsheet to be
gasaciated with this report,

Repor Class |

Keywords | il Selected Filter List + i

Excel Templates |

inti BEC
Description o

I¥ click here to change the filter parameters at run
time.

| 0K | | Cancel |

6. Click the Excel Templates hyperlink to open the Search Excel Template dialog box.

<Y Smart0ffice
Search Excel Template
Crescription |
Foeywnord | F
I Search I | Close
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7. Click the Search button to display the Excel Template Summary.

/23 Smant0ffice E

Excel Template Summary + B X

Description Keyword Category Created On

11162004 02:50PM
ActProfitsnalysiz 03022004 01:32PM
Call Center Report 03/29:2004 01:52PM
Aivity Detail O7j22/2004 051040
LeadStatistic 03032004 09: 5240
SplitAgentReport 1200952004 01:00PM

Records Shown: 13 Total Records: 13

8. Select the appropriate Excel template and then click the OK button.

Navigating and Using Excel Reports

Please refer to the Table of Contents on each Excel Report for details of the report functionality
and features. Do not modify the Data worksheet, make a copy of the Data worksheet if you
would like to modify or change the worksheet. Please note that changing anything in the existing
worksheet may cause the reports to work incorrectly. For further details on how to use Excel
formulas or PivotTables, refer to Microsoft Excel Help.

1. Open the Table of Contents worksheet.

2. Run the report by clicking the specified button under the Macro section on the Table of
Contents worksheet.

3. To navigate to other worksheets, click the worksheet name in the Worksheet Description

section.
Ed Microsoft Excel - exceltemplate 1050281
B File Edit View Inseit Fomat Took Data Window Help - 1@ x|
DEda @Ry |smad « |az s @new -0,
| A - ru===8%%, B85 L -5-A- ], o seui. [HR M|,
] | =]
A ] B [ o [ o [ E T F [ 6 [ H [ 17 [ J [T K [T L [ W [ N [ 0 [ 3
1
|2 Contact Analysis Report
3
4
5 Before viewing the information, click the following button to run the macro. This will process the calculation needed to display the
5 information. This is a necessary step for the data to show correctly
7
8 Analyze Data
9 L1
10
1]
12
113 ] Data Age / Age Chart
|14 This worksheet contains data exported from SrnartOffice Displays number of contact in certain age group and
| 15 We recommend making a copy of this workshest before premiurm information by age.
ALE making any changes
|17 Source
18 Salary Displays contact and premium information by source.
|19 Displays contact and premium infarmation by salary
|20 Qccupation
121 Salary Summary / Salary Summary Chart Displays contact and premium informatian by
% Displays the total premium for each salary range. occupation,

b ro [ k[
|~ || | =

29 1. If the PivotTables are not displayed, right-click in the grey area _
|30 2. Select PivotTable -
T4 Tw ¥, Table of Contents {Dats £ Salan 4 SalarySummary 4 Salsn Summary Chart £ Age / AgeChart j_Occupation 7 |4 WL”_I
[Dow- Iy & tushopes N N DOELE &-Z-A-===28@.

Readly 1 I 1 ] ] |
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Some worksheets in the Excel Report use PivotTables. If you know how to use PivotTables,
you can modify those PivotTables. Otherwise, it is suggested that you do not modify the
PivotTables or else the report may not work correctly.

To work with PivotTables, select a cell where data exists for the PivotTable menu to display.

Ed Microsoft Excel - exceltemplate1 050281 HEEBR
J@ File Edit View |nset Fomat Tools Data Window Help -|ﬂ|5||
DEedEs g@f\n.n-\@@zﬁ,shuggfmu/

| il -m-|n;u|§ B A - -J
E12 = =| 115560.88051094
A | E] | C | ] I E | F | ] e Ty K
1 | Il
2
| 4 |(blank) 0 0 0 232576.9638 78
| & |26 1] 5
| B |54 371164.4705 2338022.38 26067.56 5140494552 9
| 7 |49 1020719.7 20285933 36615.02  453297.0005 15|
| 8 |18 u] 0 u] 1] el |l it T able
| 3 |23 0 0 0 o 3| BivetTable - i | =5 €= =
|10 |36 0 0 0 i Bl — el U "‘”%’g
11 |62 -1000.52 u] 29787 .84 1] 2 Contact.. Type Source Age Occupat..
12|37 12000 508959.45 174800 _115560.88051 5 Salary Gender Marital Review Totsl P
%g; 896889'1673 3964865'33 agggg 172460 363; 13 Ann Ben Ann Prem Life Ben Life C.. LfePr.. %
| 15 |69 0 550000 2940 50413.97243 5
| 16 |59 2452694 324500 9031.759994 0 9
| 17 |57 1] 200000.25 B28.32 0 1
11813 0 1
| 19|33 0 150000 1626 1] B
| 20 |45 0 210000 5480 1] 3
| 21|35 0 0 10451 1] 13
| 22 |12 1] 1
| 23 |51 20275 20667 365662094 27417 554851.1957 5
| 24 |21 i 2
|25 |2 0 2
| 26 |50 0 0 1080 1] 3
| 27 |47 0 0 0 184717 6352 1
| 28 |28 0 0 200 1] 4
| 29 |40 0 0 5500 1] 19
| 30 |17 1] 1
| 31 |46 i 153000.32 2600 0 B
| 32 |57 o 0 725 244724 55446 4 B
i (4w [WF Tableof Contents £ Data £ Salary £ Salary Summary 4 SalsrySummary Chart ), Age & Age Chart § Ocoupation ,{ﬁ 1| _>|JJ

Drzw - [y 5 NNOOBJ4dE| »-L-A-=S=8
Ready [T [ mNMBEcRL[ [
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6. Drag the available field from the PivotTable menu to the PivotTable. Please note that when
you change the PivotTable, the chart worksheet with the same name will be automatically
updated.

Ed Microsoft Excel - exceltemplate1050281 [_ 2] x]
|E) File Edt View lnsen Fomat Tooks Data window Help -l 5||
EEEEIEEY S R Y O T e
| i S |® 9, @ B-A- | ) oSty | #132RE en
DO | =| 28057 55
A [ B [ B [ D I E [ F [ G L H [0 [ 7 T K3

1 | =
2

£l Age B Life CSV Life Ben Total Premium Inv Value Contact Name

(blank) 0 0 0 232576.9633
26 0
54 371164.4705 2338022 SBI 28067 EE! 514045 4952
49 10207197 2028933 36015602 453257.0008
18 0 0 0 0

e
FivotTable - | £ (il [ |

| 4 | 78
| 5 | 5
6 | 5
| 7 | 8
| B | 2
923 0 0 0 0 3 =2 o ¥y
110 |36 i a i i 8 1%t eE
|11 |62 -1000.52 1] 29787 .84 0 2 Contact, Type Source Age Occupat.. 4
1237 12000 508399 .45 17460 115560.8305 5 Salam Render b arial Freviem Total P
113 |41 F96889. 1675 3964565.33 34070 172460 3634 5 Contact Mame - Drag button from here to the PivolT ah\er
5239 0 0 5000 0 19 Ann e T e TIETETT e T e Pr. -
| 15 |69 0 BA0000 2840 5041397243 5
| 16 |59 2452894 324500 9031.759924 0 9
| 17 |57 i} 200000.25 £28.32 0 1
| 18|13 0 1
| 19|33 0 150000 1626 0 b
| 20 |45 0 210000 5450 0 3
| 21|38 i} 0 10451 0 13
22112 0 1
| 23 |51 2027520667 3B56620.94 2747 5848511987 5
| 24 |21 0 2
| 25 |22 0 2
| 26 |56 0 0 1080 0 3
| 27 |47 0 0 0 184717 6382 1
| 28 |28 1} 0 200 0 4
| 29 |40 i} 0 5500 0 19
| 30 |17 0 1
| 31 |46 0 153000.32 26800 0 B
| 32 |57 i} 0 725 24424 55445 ) L
l4 14w [wify_ Table of Contents. Data j Salan Salary Summarl Salar Summany Chart» Age 4 Age Chant # Ocoupation i 4 L[_l_l
JD[awv[%c-j AutoShapes» . W [ O 4“&'£'&‘E =R
Ready 1 e S — =
J@ File Edit View Inset Fomat Tools Data Window Help ;Iilﬁﬂ
DEEeSRY | seE< v (@ s a8l @nam -0,
| il ~useru|===8 8 %, @aE AL || g secutn. 2R e
Ad | =| 2ge
A | B [ C | 1] [ E | F [ G H |

1 |
| 2 |

flldae pElContact Name Life CSV Life Ben Total Premium Inv Value Contact Name

4 |{blank} 0 0 0 232576.9638 78
| 6 | Arliss, Jill 0 1
| 6 | Ashton, Jennifar L. u] 1] 1] 145103.494 1
| 7 | Baronow, Alexi 0 1
| 8 | Bartel, Maribel 0 1
| 8 | Blackson, Andrew 0 1
| 10| Cairmsg, Chris 1
| 11| Chaney, Charlotte u} 1
| 12| Chevalier, Henri 0 1
| 13| Craft, Claudia L. 0 1
| 14| Croft, Celine 0 1
| 15 | Dawns Brokerage Agency L L
| 16 | Elfman, Doris L
17| Fillert, Meredith EiviTable~ || =2 92| ¢ &/H
% gﬁ:‘adnl,DEedrx'lc: Contact. Tupe Source Lge Occupat.. 4
| 20 | Gupta, Annie Salary Gender Marital Review ... Tatal P..
| 21 | Harniltan, Samusl L ArnBen  AnnPrem  Life Ben Life C... LitePr..
| 22 | Harland, Jean
| 23 | Harris, Herbert 0 1
| 24 | Harvey, Lance 0 1
| 25 | Henderson, Alexanderia L. 0 1
| 26 | Iverson, Robert 0 1
| 27 | Jackson, Daniel 0 1
| 26 | Jensen, Leslie 0 1
|29 | Johnson, Chris 0 1
| 30 | Johnson, Philip K. u} 1
| 31| Jones, Marion 0 1

32 Jones, Peter 0 1 -
414 ¥ oI, Tabie oF Contents £ Diata £ Galar SalanySummary 4 Salary Summary Chart b Age & &ge Chat 7 Occupation 4 [+ Llj_l
JD[aw' I3 ¢ | AutoShapes= ™~ [ O 48 d-F-A-= ERa -

Reacly [ — RoMBERL] [
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To change the chart type, right-click on the chart for the chart properties to display. Select
Chart Type to open the Chart Type dialog box.

Chart Type |

Standard Twpes | Custom Types I

il | Diieieie -
o WY (Scakber) ﬂ
i@ Doughnot I II.II.II,

il Radar
B surface b
®: Eubble

[ﬁ;ﬁ_ Skack, |

—Opkions

: kacked Colurn, Compares the
I™ Apply to selection onkribution of each walue ko a total across

™ Defaulk Farmatting ateqaries,

Press and Hold to Yiew Sample |

@l Set as default chart (8] 4 I Cancel |

Select the appropriate chart type. Other changes can be made to the chart by specifying the

chart options.
B Microsoft E xcel - exceltemplate1050281 [E1=]
DERSSRY | (BB 7o (@ 2z das: -0,
B File Edit View Inseit Fomat Tooks Chat Window Help =l 5||
| id swse sy =E==Es 2, GalEE A ]| ) ooy ZRE| .
Chart Area j =|
Data ol
3000000 +— | Contact Mamg
o O InvValue
0O Total Premiu
2000000 | Life Ben
@ Life CSY
1000000 —H
ol l : II' il [ I I 1 I . ) - 'H e
0 D e 8 3 e € B A P 5 e U5 e 40 3 0 7)o 0 9 0 3 e 9 A LY SO 6
R T R T R B R R R N B R G R R S S R e R N R 2 T R ER B PR R ERE
S
-1000000
Age
4 A =
al A Salany Summary Chart £ Age }, Chart 4 Oocupation £ || E.l‘l
|Dow- I3 & Ausshepss- N N CJOE 4| &-L-A-===0@ .
Ready | WOMSCRL |
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