SmartLink for

Jefferson Pilot
User Guide

Sm@@@

A
=—= L



Copyright © 2007, E-Z Data, Inc., All Rights Reserved

No part of this documentation may be copied, reproduced, or translated in any form without the
prior written consent of E-Z Data, Inc.

All product names are trademarks of their respective manufacturers or organizations.

#DAA

Proven in Practice™

918 E. Green Street
Pasadena, CA 91106

Web: http://www.ezdata.com
Telephone: (626) 585-3505

Fax: (626) 440-9097

U.S. toll-free fax: (800) 779-3123

SmartOffice® v5.1.3 — SmartLink for Jefferson Pilot User Guide
Revised: 07-23-07



Table of Contents
1100 U Tox 1 o o P 1
REGUITEIMENTS. ...ttt b e e e et e e e et e bt bt nennennen e e e ens 1
Registering for SmartLink for JEfferson POt ... 2
1S 1] o o P 3
Minimum Data REQUITEMENES........ccvriieiie e eie e e s e see e teeste e te e e e sreesneesneesreenseenseennnas 4
RUIES BN REMINAEIS. ...ttt sttt et e st e e e steene e eeseeeneesaesneeneesneenensees 4
Exporting Data from JEfferson PilOL...........ccooiiiiiieeeee s 7
Importing Data from JEfferson PilOL...........ccuiiiiiiiiereeee s 7
ReVIEWING IMPOIt RESUIS........ecciiiieceece ettt ettt e e e naesreennenre s 10
AppendiX: TroubleSNOOtNG TiP ...ccciiiciececiee ettt e sreeaaesbesreenne e 11

SmartOffice® v5.1.3 — SmartLink for Jefferson Pilot User Guide
Revised: 07-23-07






Introduction

SmartLink for Jefferson Pilot imports policy data from the Jefferson Pilot system. Instead of
dedicating a support person to enter month-old information from duplicate statements, you can
now use your Internet connection to receive the latest data, dramatically improving client service
with current policy information. SmartLink for Jefferson Pilot takes care of 75-95% of the
day-to-day data entry and updating requirements that drain the resources of most offices.

Requirements

e Internet Explorer version 6.0 or 7.0
e Addthefollowing URLs as part of your trusted sites.
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Select I nter net Options from the expanded T ools menu.

Click the Security tab.

With the Trusted Sites zone icon selected, click the Sites button.
Add https.//* .ez-data.comto the list of trusted sites.

Add *.ez-data.com to the list of trusted sites.

Note: You will need to temporarily disable the Require Server Verification (https) for
All Sitesin this Zone option to add * .ez-data.comto the list of trusted sites.

Click the Close button to exit the Trusted Site dialog box.

With the Trusted Sites zoneicon still selected, click the Custom L evel button.
Select L ow in the Reset To drop-down list.

Click the Reset button.

10. Click the OK button when prompted with the warning message.
o Thefollowing configuration isrequired for Internet Explorer.

ActiveX controlsand plug-ins:

o Download Sighed ActiveX Controls: Enable

o Download unsigned ActiveX controls: Prompt

o Automatic prompting for ActiveX controls: Enable

@)

Initialize and script ActiveX controls not marked as safe: Enable

Miscellaneous
o Access data sources across domains. Enable
o Websitesin less privileged web content zone can navigate into this zone: Enable
1. Click the OK button.
2. Click the OK button to exit the Internet Options dialog box.
e Pop-up Blockers must be turned off.
Users running SmartLink for Jefferson Pilot must have rights to:
o DataXchange Online License
o View and modify contact records
o View and modify policy records
o On-Access Validation enabled
Caution: If the user does not have the appropriate rights, it can result in duplicate records.
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Registering for SmartLink for Jefferson Pilot

Y ou must call your E-Z Data customer service representative and register for SmartLink for
Jefferson Pilot before you can access this feature. The ability to access this feature can be
provided on a per user basis within an office.

SmartLink for Jefferson PFilot runs on E-Z Data s DataX change Online service platform. If thisis
the first DataX change Online service being subscribed to, you will need to synchronize your
SmartOffice user information with DataX change Online. The DataX change Online
synchronization information is sent by e-mail.

DX anlisne

Dear Phil Anderson:

i

"

Thank you for registering with DataXchange (DX0). The login information below will allow you to
access the DXO systern and establish you as a user. After that, you can begin using your
subscribed data handling services.

First, log into SmanOffice. Then just click on the DXO button in the lower right-hand cormer of
your SmartOffice home page. From there, please fill in the pop-up window with the fallowing
infarmation:

D0 User Mame: MYSO03_California_Phil
Password: L74.J20
Encryption Key: 0980f70a3390cc850d86e405d3b0e34

Once you click O, the setver will establish you as a DO user. After that, simply click on
the DO button (again) and you will be able to access your list of data handling services
and proceed from there.

Sinceraly,
The DX Online Team

* This e-mail was sent from a notification-only address and cannot accept incoming e-mail.

If you feel you have received this email in error,please click here to notify it to X0 website administratar.
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Enable the DataXchange Online Button
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Select User Setup from the expanded User M anagement menu.

Click the Sear ch button.

Tag the user who will be using SmartLink for Jefferson Pilot.

Click the User Roles/Licensestab.

In the right pane, scroll to the bottom and then select the SI . Adapter DataXchange Online
option.

Click the Save button.

Once the license has been enabled, the DataX change Online (DXO) button will display in the
SmartOffice global bar.

Click the bottom DataX change Online button to display the Sync — DXO User dialog box.
&1 50-DX0 Interface - Microzoft Internet Explorer =]

Symc - DRO User

Ligar Hams

Pazsword

Encryplion Hay

| ok || Eannall

From the DataX change Online email, input your DXO User Name, Password, and Encryption
Key information and then click the OK button.

Tip: To ensure that the login information is entered correctly, copy/paste it from the e-mail
message, making sure not to include any spaces.

The Success/Fail message will display after authentication.
Note: If an error message displays, try entering the login information again.

Setting Up

Prior to downloading your book of business from Jefferson Pilot, make sure to set up your
computer and SmartOffice.
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Minimum Data Requirements

If you already have any of the following records created in SmartOffice, make sure to enter the
required information noted bel ow. Otherwise, SmartLink for Jefferson Pilot will not be able to
find the matching record and will create a new one resulting in duplicates.

Record Type Required Description

Advisors

Socia Security Number

Ensure that the respective Advisor record
includes the correct Socia Security Number.

Contact

Individual — Social Security
Number

Business—Tax ID

All of your client records should have the
Social Security Number or Tax ID. Thiswill
ensure that the matching record is found and
associated with the correct policy.

Carriers

Carrier ID

If your system includes Carriers, make sure

to include the Carrier ID. Thiswill €iminate
duplicating the carrier and policy because a
match could not be found.

For your respective Carriers, ensure that if
you have any Products associated with them
you include the Product Code.

If your system already includes Policies,
ensure that the Policy has a Policy Number
and the associated Carrier includes the
Carrier ID. The combination of these two
values makes the Policy unique.

Products Product Code

Policies Policy Number and Carrier ID

Rules and Reminders

General

o All of the following 13 files must be downloaded and present before using SmartLink for
Jefferson Pilot; otherwise, you will not be able to proceed.

o Agent.txt
Clients.txt
Vendor.txt
Prod.txt
Portfolio.txt
Life.txt
Annuity.txt
Rider.txt
IntrPrty.txt
Subacct.txt
Pol Agent.txt
Policy.txt
Insured.txt

O O 0O OO OO OO0 O 0 o
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The system is not designed to handle the processing of months of data. Download and
process data daily or as often asthe data is available. Processing the data daily raises alertsto
possible corporate actions, changesin CUSIP, account number, and file formats that can
affect the accuracy of the datain SmartOffice.

Once the files are processed, make sure to move them to another directory, such as an
Archived directory. Thisway they will not be processed again.

Depending on the amount of data to be downloaded from Jefferson Pilot, you could
potentially exceed your SmartOffice storage space limit. If this occurs, purchase additional
space to support your data.

Contact and Advisor

In order to link them as Interested Parties of a Policy, new Contacts and Advisorswill only be
inserted if a matching contact/advisor is not found.
SmartLink for Jefferson Pilot matches contacts based on the following criteria:
o Socia Security Number/Tax ID (recommended)
o If amatch on SS#/Tax ID isnot found, then it will try to match on the following:
Last Name, First Name, and Birth Date (matched exactly to what isin Jefferson Pilot). If
amatch isNOT found, an attempt will be made to create the Contact if enough

information is available, which includes First Name, Middle Name, Last Name, Suffix,
Gender, Birth Date, Social Security Number/Tax 1D, Address, and Type.

Make sure that every contact in your SmartOffice database has a Tax | D/SS# entered.

SmartLink for Jefferson Pilot will not overwrite information of existing contactsin
SmartOffice, including the Primary Contact of a Policy. Even if the information has changed
in Jefferson Pilot, the assumption is that SmartOffice has the most up-to-date information.

Contacts will be assigned to the user that is using SmartLink for Jefferson Filot to import the
Jefferson Pilot policies.

Carrier and Product

SmartLink for Jefferson Pilot will match Carriers based on Carrier ID.
o If amatchis NOT found, anew Carrier and its associated Products will be created.
o If amatchisfound, it will search for existing Products based on Product Code.
- If amatch isNOT found, the Product will be created.
- If amatch isfound, the Product will be skipped.
SmartLink for Jefferson Pilot supports Variable Life Products by utilizing Sub-Products.

o It will search for amatching Carrier based on Carrier 1D of JPF and with the Product
Code.

- If amatchisNOT found, an error will be logged in the DXO log file.

- If amatch isfound, it will search for a sub-product with a matching CUSIP.
» |f amatchis NOT found, the sub-product will be created.
» |f amatchisfound, an error will be logged in the DXO log file.
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SmartLink for Jefferson Pilot supports Variable Annuity Products by utilizing Sub-Accounts.
o It will search for amatching Policy based on the Policy Number and Carrier ID.
- If amatch isNOT found, an error will be logged in the DXO log file.
- If amatchisfound, it will search for sub-positions with a matching CUSIP.
= [f amatchis NOT found, the sub-position will be created.
= |f amatchisfound, the record will be skipped.

Policy

SmartLink for Jefferson Pilot will match Life and Annuity Policies based on Policy Number
and Carrier ID.

SmartLink for Jefferson Pilot will create the following roles assigned in Jefferson Pilot, in the
order below.

o Owner (Contingent Owner, Joint Owner, Successor Owner Owned By, Owner, Investor)
o Insured (Coverage Insured, Joint Insured, Insured).
Note: If aPolicy does not include any of the above roles, the Policy will not be created.

SmartLink for Jefferson Pilot will create respective Interested Parties and then link them to
matching contacts. This process is based on criteria defined in the Contact section (see page
5).

Note: If amatching contact is NOT found, an attempt will be made to create the contact if
enough information is available from Jefferson Filot.

o If so, anew contact will be created and linked to the Interested Party of the Policy.

o If NOT, the Interested Party will be unlinked.

When Policies are updated:

o Associated Riders and Interested Parties will be overwritten based on the datain
Jefferson Pilot.

o Policy Number, Carrier, Plan Name, and Primary Contact will not be overwritten.

SmartLink for Jefferson Pilot will not overwrite the Carrier Names, Product Names, Product
Types, and Subaccount Names of existing carriersin SmartOffice.

SmartOffice® v5.1.3 — SmartLink for Jefferson Pilot User Guide
Revised: 07-23-07
Page 6



Exporting Data from Jefferson Pilot
From your Jefferson Pilot system, the book of business must be exported. The export consists of
text files to be used to import the data into SmartOffice.

Below are the instructions on how to retrieve your book of business from Jefferson Pilot so it can
be processed at one time by SmartLink for Jefferson Pilot. Once the files are processed, move
them to an archived directory; otherwise they will be processed again which is not recommended.

Export Data from Jefferson Pilot

1

2.
3.
4

10.
11.

12.
13.

Log in to the www.JPFnet.com Web site.
Click the Client Administration link from the menu on the | eft.
Click the Client Download link.

At the bottom of the page, be sure to select the item that reads E-Z Data. Verify the e-mail
address shown as correct, and then click the Submit button.

Important: Y our book of businesswill be e-mailed to the specified e-mail address. The
e-mail may take awhilefor it to arrive as your data takes time to compile.

Once the message arrives, click the link to retrieve the file that includes your book of
business.

The File Download dialog box will open, prompting you to save the file.

Click the Save button and then select the Desktop as the destination. It will save thefile as
ClientData.exe.

Oncethefileisfinished saving close all windows to return to the Desktop.
Double-click the ClientData.exefile.
Click the Continue button.

Click the Y es button to create the following directory: C:\Program Files\CDSWIN\EZLink
folder.

Note: If you have done this before, you will not be prompted for the above. Proceed to Step
13.

Enter your JPF password.
Click the OK button. Thefileswill be saved to C:\Program Files\CDSWIN\EZLink folder.

Importing Data from Jefferson Pilot

1. Once the data files have been prepared, navigate to the Home Page of SmartOffice.
2. Click the DataXchange Online button to display the Service List.

A Service List - Microsoft Internet Explorer E|E”E|

Service List

SwmartLlink for DST
SmartLink for Jefferson Pilot

Reset Lzer
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Note: If you are using another SmartLink adapter to import data from another data provider,
such as DST FAN Mail, you might be prompted with the following message if you have NOT
completed the reconciliation process. The reconciliation process consists of reconciling out of
balance positions and associating unlinked accounts to the appropriate contact record.

DataXchange Online

The uzer "admin did not complete processing the data from the presvious run by "D ata<Change online. .
Before continuing we recommend that pou complete proceszing the previous data, otherwize it will be
"LOST"

Do pou want o process the previous data?

Caution: Selecting the No button will result in lost data and will require manual
reconciliation of positions that are out-of-baance. It is highly recommended that the Y es
button be selected to complete the reconciliation process before proceeding with a new data
set

3. Select the SmartLink for Jefferson Pilot hyperlink to open the SmartLink dialog box. If the
latest components for the service are not installed on the local computer, they will be
downloaded and installed automatically.

A SmartLink for Jefferson Pilot |E|

Welzome to Data<change Onlinel Click Continue to proceed.

Fleaze specify the path to the Jefferzon pilot data files.

Fath : |I:: YProgram FileshCD 5w inhEZLink, Browse...

Enter the D ate far thiz data zet.

Date: | 3/28/2007 |

|Eu:untinue...| | Cancel

[] 2000-2006 E-2 Data, Inc. All Rights Beserved.

Note: All 13 text files must be present in the E-Z Link folder. Otherwise, you will receive an
error. Do not zip the text files.

4. Enter the full path into the Path field or click the Browse button to select the E-Z Link folder
location and then click the OK button.

5. Enter the position date of the generated data. All data will be processed with this date.

Important: Jefferson Pilot does not provide a Position history date in the download.
SmartLink for Jefferson Pilot uses the current date as the default. Use this Date field to enter
the correct position history date.
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6. Click the Continue button. The datawill be evaluated and converted to the appropriate

format.

Note: If any errors occur during this stage, they will display in the Tranglation Error section.
Please disregard these errors as they note duplicate records and will not display going

forward.

7. SmartLink for Jefferson Pilot will process the data against SmartOffice. Progress can be
monitored from the SmartLink for Jefferson Pilot dialog box.

A SmartOffice -- Web Papge Dialog
SmartLink for Jefferson Pilot

OBJECT PROCESSIMG STATUS TOTAL IMSERT UPDATE FallL
COMTACT Completed 346 1] 346 1]
ADDRESS 287 a 287 1]
CARRIER Completed 1 1] 1 1]
PRODUCT 105 a 105 1]
SUBPRODUCT 243 a 243 1]
POLICY Completed 353 353 1] 1]
RIDER 151 151 1] 1]
INTERESTEDPARTY 1062 1062 1] 1]
SUUBPOSIMS 244 244 1] 1]
SUBPOSHISTORY 244 add 1] 1]
Process Completed.
— Process Details
Successful | Unsuccessiul Ditails
CONTACT ;240661205 Status : Updated A |LASTMAME : SMITH
ol CONTACT 2 2 Chatis - FIRSTHAME : GILBERT
T . MIDDLEMAME : DALE
ADDRESS - 117 SUMMRELIN D Status : |pdated DOB - 15344-01 03 000000
+- CONTACT ;241808330 Status : Updated GEMDER : Male
+- CONTACT 238823141 Statuz : Updated HOCLIEMWTID : 242684335
+ CONTACT ;215322083 Status : Updated T*PE : Client
+- COMTALCT 241708002 Statuz ; Updated
+- COMTALCT -243948145 Status : Updated
+- COMNTALCT ;246483684 Status ; Updated
+1- COMTACT 1005738386 Status : pdated
+- COMTACT 240742283 Status : Updated
+- COMTACT 238520305 Statuz : Updated r
+- COMNTALCT 233827322 Status : Updated i
Updated
Start Tirme (0342842007 1116 494 End Time :03/28/2007 11:24:264M
| Clogze | | Show Report

(2] 2000-2006 E-£ Data, Inc. All Rights Reserved.
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8. Click the Show Report button to generate areport of everything in the SmartLink for
Jefferson Pilot dialog box which includes:

e Totals of inserted, updated, and failed records (security, accounts, positions, etc.)
e  Successfully processed records
e Unsuccessfully processed records

Note: When you click the Show Report button, you will be prompted to save the report.
Once you specify the location and name of the report and click the Save button the report
will open.
9. Click the Close button to begin the reconciliation process. The Reconciliation Wizard will
display in order to begin this process.
Caution: Y ou should complete reconciliation prior to processing another downloaded
dataset.

10. Once the reconciliation is complete, be sure to move the dataset to another directory, such as
an “E-Z Link Archive” directory. Thisway the dataset will not be processed again.

Reviewing Import Results

After the dataset is processed, the import results can be viewed from the SmartLink for Jefferson
Pilot dialog box. The report includes what time the set of files completed processing aswell as
the detailed information of records successfully and unsuccessfully processed.

The dialog box includes the following details:

Column Description

Status section in the upper section of the dialog box

Object Includes all of the types of records that are currently being processed by
the SmartLink for Jefferson Pilot, such as Security, Price, Account, etc.

Processing Status | Notesthe current status while processing the download, such as Note
Started, Processing, and Compl eted.

Total Notes the total number of records that were processed.

Insert Notes the number of records created for the selected download.

Update Notes the number of records updated.

Fail Notes the number of records that could not be processed.

Process Details section on the bottom section of the dialog box

Successful Tab Listsall of the records that were successfully inserted or updated in
SmartOffice.

Unsuccessful Tab | Listsall of the records that failed and requires your intervention. Although
this tab will list failed records with statuses Unprocessed or Error, you
will only need to focus on the records with the Error status. These are
issues that are preventing the records from being created or updated in
SmartOffice. Once these errors are corrected, all other unprocessed
records will be inserted or updated in SmartOffice.
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Handling Errors

Click the Unsuccessful tab to display the records that failed during processing. Selecting the
Security or Account record that has Status: Error will display the error message(s) and list al
records associated with the Security or Account.

Note: Since SmartLink for Jefferson Pilot will create the necessary records, such as Carriers and
Contacts to process the Policy, you will rarely encounter any errors. If an error occurs, review the
Unsuccessful tab to view the error, resolve it, and reprocess it.

Note: Look for the status of the error while reviewing the Unsuccessful tab. The error(s) will note
the actual error message that will help to resolve the error(s).
Reprocess Resolved Errors

1. After the missing necessary data has been manually added to SmartOffice, return to
SmartLink for Jefferson Pilot to reprocess the failed records.

2. Checkmark the set of data that needs to be processed again.

3. Click the Reprocess button for SmartLink for Jefferson Pilot to attempt to process the failed
records again.

If the missing datais found on the subsequent attempt, the record will be successfully imported
into SmartOffice.

Appendix: Troubleshooting Tip
If an error displays while running SmartLink for Jefferson Filot:

I ssue: Connection with the server could not be established.
Solution: Check your Internet connection and try again, or contact your administrator.

Reason: Windows Defender (formally GIANT/M S Anti Spyware) isturned on. Make sureto turn it
off prior to running SmartLink for Jefferson Pilot. Thiswill enable you to run SmartLink for
Jefferson Pilot and begin processing your data. If you continueto run into this problem, contact E-Z
Data technical support at (626) 585-3505.
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