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Introduction

Welcome to the Client Data System!

Your selection of this program will increase your marketing power and streamline your office
operation. With over 70,000 current users of CDS, including more MDRT and ICFP members
than any other practice management program, you are joining good company.

Over a decade of leadership in client management software has resulted in innovative functions
you will not find in other programs. Our unique SmartPad, Letter Log, Sets and powerful
Dynamic Reports increase your effectiveness. You will find accessing information, entering data
and navigating through the system to be smooth and efficient.

Key Learning Aids
Purpose of this Guide

The Getting Started Guide provides information about some of the basic features of the Client
Data System (CDS). This is not a reference manual. Our online help system provides full
documentation on the functionality of the system.

Online Help

Instead of a printed reference manual, CDS comes with a sophisticated online Help system. The
Help system is available whenever you are using CDS with an Internet connection. We maintain
the Online Help at our offices and provide the latest updates as they become available. When you
are disconnected, a smaller version of the Help is available on just your local system. Online Help
saves you time when you need answers to your questions. If necessary, you can print help topics
for future reference.

E-Z Data Web Site (www.ez-data.com)

The E-Z Data Web site offers quick, up-to-date information about CDS. From this portal, you can
access the CDS Training Center to view training movies covering the five core CDS courses:
Introduction to CDS, The Client File, The CDS Calendar, CDS Mail Merge, and Filters, Sets, and
Dynamic Reports. You can also exchange information with other CDS users through the E-Z
Data Forum and find help with a CDS Technical Support knowledge-base query.

Fast Classes

Fast Classes are brief tutorials that spotlight advanced tools and functionality in CDS, serving as
a supplement to the Core Courses offered on the E-Z Data Web site. Every other week, a new
Fast Class is published and sent through e-mail to registered CDS users. A comprehensive list of
previously published Fast Classes can also be found on the E-Z Data Web site.

CDS Overview

Before installing the program, review some of the key windows and functions in CDS. The Quick
Tour of CDS begins on page 21.
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Optional Modules

The modular design of CDS enables you to add capabilities as needed. Optional CDS modules
include:

The Investment Tracking Module for tracking investment activity and generating reports
for each client.

The Transaction Download Module for downloading and processing financial data
distributed by data providers, and automatically updating client investment records.

The MobileMerge Module that enables you to take your data with you while you are away
from the office. Copy the data from your CDS database onto a portable computer, then add or
modify the data while you are in the field. When you return to the office, merge any data
changes from the portable computer to your CDS database.

The Commission Tracking Module for calculating and tracking agent sales commissions.

The Pending Case Management Module for tracking new business from the date of
submission to paid case status, and generating sales production reports.

The E-Z Mobile PDA Module will open the way to true portability for your data. With your
Personal Digital Assistant (PDA), you can download contact and activity records to take with
you when you are away from the office.

The Laser App Integration Module provides users a one-step process for exporting CDS
Contact data into standard industry forms provided by Laser App (www.laserapp.com). A copy of
the Laser App software is required to use this module.
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Getting Started

Conventions in This Guide

Menu commands and buttons or icons that are clicked with your mouse, as well as keyboard
actions, appear in a bold font: for example, File menu, Run command, OK button, TAB key.
When information is required in a field, the characters appear in a different font.
References to the Online Help topics display in an underlined font: for example, Using the
SmartPad.

The CDS Additions to the Start Menu
CDS Folder

This folder is created under the Programs menu and contains all of the Client Data System icons
and a sub-folder called CDS Utilities.

Client Data System
Click this icon to start the program.
Client Data System Online Help

Click this icon to open the CDS Online Help System. Ensure that you have an active Internet
connection to view the latest version of the Online Help System for CDS.

E-Z Data Training and Support

Click this icon to open the E-Z Data’s Training and Support Web site. Ensure that you have an
active Internet connection to view this site.

CDS Utilities Sub-folder

This sub-folder contains Database Utilities, E-Z Configuration and the ODBC Administrator
programs that can be used to set up and maintain your CDS system.

Database Utilities

The CDS Database Utilities icon provides access to three general-purpose database utilities:
Database Validate, Backup Database and Database Rebuild.

The Database Validate utility is used before backing up a database to verify the integrity of a
database’s structure.

A comprehensive backup of valuable CDS data is essential for data protection. Use the Backup
Database utility with high quality storage media and up-to-date antivirus software to protect the
databases.

After downloading, importing, or making numerous database changes, the database index should
be rebuilt. Use the Rebuild Database option on a regular basis.

E-Z Configuration
Use this utility for troubleshooting connectivity problems between a workstation and the server.
ODBC Administrator

E-Z Data, Inc. recommends only using this utility with the guidance of E-Z Data (or Microsoft)
Technical Support staff. This Data Sources utility is a Microsoft product.
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Logging In
All users must log in to CDS before they can access client data.

For ease of learning, a sample database is provided for your use in exploring CDS. To log in to
the sample database, use the Database name DEMO and the user name DEMO while following
these instructions:

1. From the Taskbar, click the Start button, point to Programs, then Client Data System, and
then click Client Data System.

2. Select DEMO from the Database drop-down list.
Client Data System Login |

Client Data System’

Version 6.0

Database DEMO) j
ser Mame DEMO
Password

(o] 4 Zancel | Help

3. Type in the name of the User in the second field.

4. Type in your password into the third field and then click the OK button to start the login
process. Note that all user logins require a password.

5. The Login dialog box closes as the CDS program opens.

The first time you login to CDS after installation, several messages will be displayed while data
initialization occurs. When the initialization is complete, CDS is ready for use.
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Setting Up CDS Features
Printer Setup

CDS uses the Windows Print Setup to control printing operations. To see or change the list of
printer options while using CDS, use the Print Setup command on the File menu.

FaxMan (Fax Server)

FaxMan is an add-on program that enables you to send faxes directly from the CDS program. If
you have a compatible modem and printer configuration, FaxMan is installed automatically when
the CDS program is installed. However, due to the wide variety of modems and printers that are
available, FaxMan may not function with all system configurations.

Automatic Dialing Setup

You can dial telephone numbers from Contact and Business records in CDS databases through
your computer’s modem.

In CDS, click Database and select Modify Current User’s Profile to open the user profile setup.
Click the Misc. Information tab in the user profile to see or change the Modem/Phone
Information settings.

Refer to the Help system topic About the User Profile for additional information.

Protecting Your Data

You can help prevent the total loss of your data by backing up your valuable data nightly. A
nightly backup is the best way to keep your data loss to a minimum in the event of an
unrecoverable hard drive crash. Less frequent backups equate to more significant losses, while no
backup could mean the total loss of your data.

CDS system and data files for stand-alone installations are located under Program Files in the
CDSWin directory by default. For network installations, CDS system and data files are located in
the CDSWin.svr directory on your server.

There are many backup systems available on the market today. Use of tape backups or
recordable/rewritable CD-ROM systems (CD-R/CD-RW) provide the highest capacity and are the
most reliable. Spanning your backup across several diskettes is not recommended because of the
increased risk of losing your entire backup due to the failure of a single disk in the set.

Rotate your backup tapes or CD-R/CD-RWs so that you have multiple copies of your CDS
system and data files in the event of defective media. At least one current backup should be kept
off-site in case of fire or other disaster.
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Getting Acquainted with the Desktop

LU LU B Client Data System - DEMO:DEMO M=l E3
Menu Bar»| File Database Wiew Tools Reports Toolbar Window Help

o] 9 W ¢ B B O ? MBI vAdS

The first window that displays after logging in to the program is the CDS desktop. The desktop is
comprised of various elements:

Title Bar — The title bar displays the program name, the name of the database that is open, and
the name or the user that is logged in.

Menu Bar — The menus on the Menu Bar contain the complete set of commands and utilities that
are available to the user, based on the area of the program that is open. For example, from the
CDS desktop, the user can access Sets, Filters, and Images from the View menu. When a Contact
record is open, additional commands and options display on the View menu.

Toolbar Buttons — The toolbar buttons are used to access the most commonly used features that
are available on the various menus.

Status Bar (not shown) — Indicator buttons for the active Contact are located in the Status Bar at
the bottom of the CDS desktop. Indicator buttons are shortcuts to additional information about the
Contact, such as policies, investments and scheduled activities.

Field Help is also displayed in the Status Bar. Each field of a database record is labeled according
to use of the field. While the use of some fields, such as Last Name or Birth Date, is obvious,
brief reminders on the status bar describe the function of less obvious fields when they are
selected. When you move to the next field, the message changes to remind you of the type of
information that belongs in that field. Field Help messages can be changed to suit individual
needs.

CDS Menus and Toolbar Buttons

The desktop menus and toolbar buttons access all CDS functions. The most frequently used menu
commands are available by clicking the toolbar buttons. When you point to a button, a ToolTip
describing the button’s functionality displays.

Some functions are available in all windows, while other functions are only available when
certain records or list windows are open.

Toolbar buttons that are always available:

Help Contact DayView Online Help
‘ Calculator MonthView ‘ SmartPad
|
1S 2
|
Messages WeekView Dial Phone
Close Business Reports
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Toolbar buttons that are common in many areas of the program:

Find Save ActivityLog Images
Next Modify ‘ Investments
Add Record ‘ Letters ‘ Pendlng Case Management
Previous Delete Record Policies
Pause/Continue Filter Spreadsheet Correspondence
Mass Modify ‘ Sort Asc. Print/Fax
%\:ttutvﬁé ‘M
Tag All ‘ Sort Desc. ‘ Customrze Layout
Run Sets Unfilter Dynamic Reports Activities

For more information, see the Online Help topic Customizing CDS.
Online Help

CDS provides online help in lieu of a printed reference manual. Knowing how to access and use
the online help is particularly important. If you are already familiar with using online help
systems for Windows programs, you can skip this section and move on to Creating a New
Database on page 8.

Finding Help

Online Help is available from anywhere in the program. Open the main CDS Help, Glossary, or
Help for specific modules by selecting one of these items from the CDS Help menu. For general
information about how to use the Windows Help system, select Using Help from the CDS Help
menu. The Help buttons in dialog boxes open help topics about the dialog box that you are using.

Please note that the CDS Help System is now maintained online. In order to view the latest
version of the Help System, a system needs to be connected to the Internet. When using a system
that is not connected to the Internet, a local copy of the file that contains less content is used.

Conkents

Glossary

Investment Help

Pending Case Management Help

Using Help

About Client Data Syskem, ..
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Jumps and Pop-ups

glossary term, a pop-up window opens with a definition or additional references for the term.
Click again to close the window.

Words or phrases in green with a solid underline indicate that there is a separate topic for the
word or phrase. Click the word or phrase to jump to the other topic. Click the Back button to
return to the previous topic.

Many of the images in the Help system have imbedded information about the fields and buttons
that appear in the image. Whenever the mouse pointer changes to a pointing hand over an image,
you can click on that area of the image to open a pop-up window for additional information.

Using the Index and Search Tabs

Key words and phrases are fully indexed in both the local and online Help systems. In the online
Help system, select the Index button above the table of contents and start typing the word or
phrase that you need help with. As you type, matching words or phrases are automatically located
in the index. Click the word or phrase that you are looking for to display the corresponding help
topics.

The Help systems also have a full-text search capability for locating all occurrences of an exact
word or phrase. In the online Help system, select the Search button above the table of contents,
enter the word or phrase that you want to find in the Search field and then click the Go button.
Any topics that contain the word or phrase that you are searching for are displayed. Click the
topic title to display the corresponding Help topic.

Printing Help Topics
If you have a local or network printer attached to your computer, you can print help topics for

future reference. Locate the help topic that you want to print and then click the Print button on
the toolbar.

Creating a New Database

The CDS program comes with a demonstration database named DEMO. This database contains
fictitious records for Contacts, Businesses, Policies, etc. to help illustrate the various features of
the program. Use the DEMO database to practice using the program and to follow the examples
in this Getting Started Guide. When you are ready, create your own database by following the
steps below.

1. Start Client Data System and login to the DEMO database as the DEMO user.

2. From the Database menu, select Create New Database and then click OK in the warning
dialog box.

3. Inthe Create Database dialog box, enter the name for your new database (up to eight
characters, no spaces or special characters).

ll Create Database Ed |

Database |

User Name

|
Passward |
|

Confirm Passwiord

oF; | Cancel | Help
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Press the TAB key to move to the Drive/Path field.

Notice that the database name automatically becomes the name for the Path. In our example,
the new database will be located in C:\Program Files\CDSWin\Clients.

If you are using the network version of CDS, the database will be stored on the network
server. Please consult your network installation instructions for further details.

Press the TAB key to move to the User Name field. To create your own CDS user name, type
in your name (up to eight characters, no spaces or special characters).

Create a password for the user name. All CDS user logins require a password.
Enter the password again in the Confirm Password field.
Click the OK button to close the dialog box and create the new database.

When CDS is finished creating the database, click the OK button to log in to and use the new
database.

CDS maintains a User Profile of system preferences for each user’s login name. The next time
you start CDS, you will have the choice of logging in to the DEMO database, or the new
database.

For more information, see the Online Help topic: About the User Profile.

Logging into Other Databases

You can close one database and log in to another at any time. For example, you may want to log
in to the DEMO database for additional practice and follow the exercises in this guide.

1.
2.
3.

Save and close any open work, such as Contact records, to return to the CDS desktop.
From the Database menu, select Login to New Database/User.

When the Login dialog box opens, select the DEMO database, type in the DEMO user name
as well as the password you created and then click the OK button to open the practice
database.
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Keyboard Shortcuts

The shortcut keys for CDS commands are listed to the right of the respective commands on the
menus. In addition to command shortcuts, many users find that shortcut key-combinations for
simple navigation are quick and efficient. The keys listed below are used to navigate through the
program from the keyboard.

TAB (SHIFT+TAB) Moves the cursor to the next field for data entry. (To move
to the previous field, press SHIFT+TAB.)

ALT+RIGHT ARROW In a tabbed window, such as the Contact window, this key
combination opens a horizontal tab to the right of the
current tab.

ALT+LEFT ARROW In a tabbed window, such as the Contact window, this key
combination opens a horizontal tab to the left of the current
tab.

ALT+DOWN ARROW In a tabbed window, such as the Policy window, this key
combination opens a vertical tab below the current tab.

ALT+UP ARROW In a tabbed window, such as the Policy window, this key

combination opens a vertical tab above the current tab.

CTRL+TAB Use this key combination to move from one active window
to another. For example, when you have multiple windows
open, each time you press CTRL+TAB another open
window becomes the active window.

CTRL+F4 Use this key combination to close the active window.

F2 Many fields have drop-down lists of choices. The F2 key
opens the Choice Options dialog box to add or delete
choices.

F3 The F3 key opens the Dialing dialog box from open Contact

or Business records for dialing phone numbers through your
computer’s modem.

F7 The F7 key opens the SmartPad list window for the active
Contact or Business record.
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The Basics

The exercises in this guide are based on the DEMO database that is installed with the CDS
program. This database contains fictitious records for Contacts, Businesses, Policies, etc. to help
illustrate the various features of the program. Use the DEMO database to practice using the
program and to follow the examples in this guide.

Opening the Contact Window

2

From the Desktop:

1. From the File menu, select Contact or select the Contact button on the toolbar to open the
Find Contact Information dialog box.

(This dialog box is used to select the Contact records that you want to open. Detailed
information about using the Find Contact dialog box begins on page 12.)

2. For this exercise, click the OK button to list all of the Contact records in the database.
3. Double-click a record in the Summary tab list to open the Personal tab for the Contact.

For Online information, see the Help topics: Overview of the Contact Window and Finding
Records.

Adding Contact Records

From the Desktop:

1. From the File menu, select Contact or select the Contact button on the toolbar to open the
Find Contact Information dialog box.

2. Click the OK button in the Find Contact Information dialog box to list all of the Contact
records in the database.

3. From the Record menu, click the Add button or click the Add button on the toolbar of the
Contact Summary tab.

4. Begin entering information about the Contact when the blank Contact record opens. As you
enter information, the first letter of each name or word in a field is automatically capitalized
for your convenience. Use the TAB key or the mouse to move from one field to the next.
Some fields have drop-down lists of choices. These choice lists help you maintain
information consistency and can be modified to suit your needs.

5. After adding information about the Contact, click the Save button. As the record is being
saved, you will be prompted to assign the Contact to at least one Agent/Producer from a list
that will open automatically. Select an Agent/Producer from the list and then click the OK
button to finish saving the new record.

New Contact records must be saved before additional information can be added on other tabs.
The other tabs become available for data entry after saving the record.

The Contact name displays in the title bar of the record window after saving the record. While
working on a Contact record, all functions and data entry are automatically linked to that record.
For example, if Joe Ackerman’s contact record is open when you click the SmartPad button, all of
the SmartPad entries for Joe Ackerman are displayed. Click the Policies button and all of Joe
Ackerman’s policies are displayed.

For more information, see the Online Help topic: Adding a Contact Record.
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Finding Contact Records

There are several methods for finding specific contact records in the database. If you do not have
records in your new database, login to the DEMO database to follow the exercises below.

From the Desktop
1. From the File menu, select Contact or select the Contact button on the toolbar to open the
Find Contact Information dialog box.

2. When the Find Contact Information dialog box opens, enter a last name, a business name, or
some other unique information about the Contact record you are looking for, and then click
the OK button.

Any records that match your search criteria are listed on the Summary tab of the Contact
window. If there is no match for your search criteria, you will be prompted to add a new
Contact record.

3. To view the pertinent details of any record listed as the result of the search, select the record
on the list and then click any other adjacent tab.

For more information, see the Online Help topic: Finding Contact Records.

Browsing for a Contact Record

When you have many Contacts with the same last name, you can browse for the exact record that
you are looking for without closing the current Contact record first.

1. Search for Contact records with a common last name using the method described above.

2. Select one of the records from the Summary tab that were found during the search and then
click the Personal tab.

3. Click the next or previous button (right and left arrow on the toolbar) to open the records that
display alphabetically before or after the current record.

Finding Other Contact Records

When the Contact window is already open, you can find other Contact records that were not on
the Summary tab, or that are out of alphabetical browsing order, without closing the active
Contact record.

1. Click the Find button to open the Find Contact Information dialog box.

2. Enter the last name of the Contact that you are looking for in the Find Contact Information
dialog box and then click the OK button.

If you are not sure about the spelling of a Contact’s last name, enter the first letter or the first
few letters of the name to locate all records that begin with the letters that you enter. This
method of searching for partial information will work in the other fields also.

3. Records that match the search criteria will be displayed on the Summary tab of the Contact
window. Select a record on the summary list and then click the Personal tab to view detailed
information about the Contact.
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Key Relations

The Key Relations tab of Contact and Business records stores information about important
relationships. Relationships include the spouse, sons, daughters and business associates. When a
relationship involves other Contacts or Businesses that have records in your database, you can
link the records together and define the relationship. Use the DEMO database if you want to try
this out without modifying your own data.

Linking Contact Records:

1. Open the first of two Contact records that you want to link together.

2. Use ALT+RIGHT ARROW to move to the Key Relations tab; or, click the Key Relations
tab.

3. Inthe Key Relations Summary section, click the Add Record button, or select Add Key
Relation from the Record menu.

&%, Contact - Dr. Joseph M. Ackerman, M.D. (32}
T Perzanal T.é.dd'l. Persanal

( Surnmary T Key Relations T Benefits T Letters/Documents T Custorn Fields

AL deednt g [T hdve g8

—rv Relation Summary (Family —Tusiness Relations

Type Related Relation Linked | = Business Role i’
Ackerman, Hathleen Jozeph M. Ackerman, M.D., Inc.
r Family Ackerman, Marianne  Daughter Ird
l_ Family Ackerman, Kenneth Son I_
L L =l |

 Key Relation Detail Information

hone Mumbers

Last MamefSuf  [Bickerman | i JL W =
First Mame ML IKathIeen | + -8 ‘j ‘

Greeting Titls [katie [Mes. Description 3
Typeisub | | siness 83 [
Job Title | AL (213)-208-9771 r
Occupation Jrchitect Resid (626)-799-2951 lI:
Birthdatsffge  [05/05/1965 | 40 r -
GenderfTobacco  |Female j IND ﬂ =
S5¢ S50-76-3111 Address -
Income Tax | | r-{% ’_* ﬂ ‘ (p
Family Income | 120,000.00 Description

;I Residence (488 5. Dakland Avenue |Pasadena

Business 1828 Marengo Street Loz Angeles 90033

4. Inthe Find Contact Information dialog box, type the first letter of the other Contact’s last
name in the Last Name field and then click the OK button.

5. In the list window showing all contact records with last names beginning with the letter you
typed, double-click the name of the contact that you want to link.

6. In the Define Relationship dialog box, select the relationship type and the specific
relationship for each Contact from the drop-down lists and then click the OK button.

This defines the relationship for the two contacts. CDS has a default list of key relationship
descriptions you can use, or you can enter your own by clicking on the Relationships button.

7. Onthe Key Relations tab, select the linked Contact’s name and then click on the Show
Contact button on the toolbar to open the second Contact’s record.

When the second Contact’s record opens, you will find the first Contact’s name listed on the Key
Relations tab. Follow the procedure in Step 7 to re-open the original Contact record.

For more information, see the Online Help topic Contact (Client) Records.
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Dependents

You can store brief information about family members, such as dependent children, in the Key
Relations tab of the Contact record. The dependent record displays on the right side of the Key
Relations tab. There is no Contact record (or Contact record functionality) for a dependent record.

1. Open a Contact record and then click the Key Relations tab.

2. Inthe Key Relations Summary section, click the Add Dependent button (to the right of the
Add Record button).

3. Type the Last Name and First Name of the dependent in the Find Dependent Record dialog
box, and then click the OK button.

4. Click the Yes button when the CDS program indicates that the record for the name entered
does not exist and prompts you to add it.

5. Inthe Quick Add/Modify dialog box, fill in the fields as needed and then click the OK
button. Address and Phone information can be added or you can click the OK button to be
prompted to add this information from the main contact.

6. When the Define Relationship dialog box opens, select Relation Types from the drop-down
lists and then click the OK button to save the Dependent record.

For more information, see the Online Help sub-topic Working with Dependent Information under
Contact (Client) Records.

Additional Contact Record Tabs

e The Add’l. Personal tab stores miscellaneous information, dates, set membership and record
assignments.

o The Benefits tab displays the Contact’s insurance and investment totals in read-only fields.

e The Contact Custom Fields tab contains numerous fields that can be customized by the user
for virtually any type of data storage and retrieval need.

Storing Policy Records

You can create policy, product, vendor and agent records in CDS. The DEMO database has
completed examples of these types of records.

Opening the Policy Window

1. Open Joseph Ackerman’s Contact record.

2. Click the Policies button on the toolbar to display a summary of Joseph Ackerman’s policies.

3. Open the View menu to change the options that control the types of policies that are
displayed or to display policies by a specific role.

Navigating in the Policy Window

The Policy window has tabs across the top to organize information about a specific policy. The
tabs along the left side organize the policies by type.

1. Double-click any policy that is listed on the Summary tab to view the details of that policy on
the Basic Information tab.

@ Use the “three dimensional” field name buttons to access data stored

elsewhere in CDS. For example, click on the Carrier field name button to
open the Insurance Vendor record. Use the field buttons when adding new
records to help eliminate typographical errors, and to maintain uniform data
entry.
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2.

Click the PlanName/Code field button. The information that displays in the pop-up window
is from a related table in the database. Click the Cancel button to close the window without
making any changes.

Click the Benefits tab to display details of coverage and riders. Data entry and field buttons
work the same way in this tab as they do in nearly all of the CDS windows.

The Misc. Information tab stores policy-related dates, subaccount information and custom
fields. The Transaction tab stores transaction histories and summaries for the types of
policies where transactions occur.

Review the different types of policy information stored by clicking a vertical tab and then
repeating the previous steps.

For more information, see the Online Help sub-topic Navigating the Policies Windows under
Policy Records.

Adding a Policy for a Contact

1.

10.

11.

Open the Contact record and then click the Policies button to open the All Policies Summary
tab.

Select the vertical tab for the type of policy that you want to add. For example, click the Life
tab to add that type of policy.

From the Record menu, select Add or click the Add Record button.
On the Basic Information tab, enter the policy data.

If the Carrier field is blank, click the Carrier field button to open the Find Insurance Carrier
Information dialog box to locate the Insurance Carrier to use for the type of policy that is
being added.

The Plan Name/Code field has a drop-down list of Insurance Products for the selected
Carrier. Click the Plan Name/Code field button to add a new product.

If the Primary Agent field is blank, click the Primary Agent field button to open the Find
Agent/Broker/Producer Information dialog box. If the field is populated, click the Primary
Agent field button to modify or add agent information to the database.

Click the Proposals field button to link a Sales Illustration record to the policy. This button
becomes active after the new policy record has been saved.

When you click the Save button, you will be prompted to enter Interested Parties (e.g., Payor,
Beneficiary, etc.), Split Cases and Commission Schedules if applicable.

Click the Primary Agent Selection button to access the Related Agent List for the Policy
where Agents can be added, modified and deleted as necessary.

After saving the record for the first time, you can enter Riders on the Benefits tab as needed.

For more information, see the Online Help sub-topic Working with Policy Records under Policy
Records.

Telephoning a Contact

Before you use the automatic dialing feature, make sure you have set up your computer modem
and have the correct settings in your User Profile (see Automatic Dialing Setup on page 5).

1.
2.

Open Joseph Ackerman’s contact record.

Click the Dial Phone button on the toolbar or press F3 on your keyboard to open the Dialing
dialog box. This dialog box lists all of the telephone numbers stored in the contact record.

If this were an actual Contact that you wanted to call, you would click the Dial button to have
CDS dial the selected number through your modem.
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4. Since Joe Ackerman is a fictitious Contact, make sure the Manual Dial box is checked and
then click the Dial button. When the timer starts, Stop and Pause buttons display on the right
side of the status bar.

5. Click the Stop button to open the Time Log Information dialog box. Use this dialog box to
add notes or other pertinent information about the call and then click the OK button to save
the Time Log Information.

CDS maintains a log of your timed calls and activities. Select Time Log Information from the Tools
menu to view these records. Time Log entries also display in the Contact’s SmartPad.

For more information, see the Online Help sub-topic Contact Phone Numbers under Contact
(Client) Records.

Scheduling Appointments

During a conversation with a Contact, you may decide that you need to schedule an appointment
to review a proposed policy or discuss other business.

1. Open Joe Ackerman’s contact record and then click the WeekView button on the toolbar.
You can also schedule appointments from the DayView, MonthView and the Contact’s
Activity Log.

2. Select the year, month and day for the appointment from the WeekView calendar. If the
calendar is not in view, click the WeekView button again to change the view.

3. Double-click one of the rows under the date selected to open a DayView calendar window.
4. Select a row adjacent to the time when you want to schedule the appointment and then click
the OK button to open the Activity Detail dialog box.

5. Use the TAB key to move from one field to the next (or click in a field) if you need to change
or add information. Click the Options button to link the activity to an existing policy (or
investment).

6. When you are finished adding or changing information for the activity, click the OK button
to close the Activity Detail dialog box. For this exercise, make sure Appointment is the
activity Type.

7. When the Activity Detail dialog box closes, you will be prompted to send a confirmation
letter about the scheduled appointment. Click the Yes button and then continue with the next
exercise.

For more information, see the Online Help topics under Time and Calendar Management.

Sending a Confirmation Letter
There are two ways to create and send appointment confirmation letters:
Automatic Confirmation Letters

1. After scheduling an Appointment-type activity, as in the previous exercise, CDS
automatically prompts you to send a confirmation letter. Click the Yes button when prompted
to send a confirmation letter to open the Print/Fax Form Letter dialog box.

2. Select the Appointment Confirmation letter from the list of Form Letters (the DEMO
database has sample confirmation letters) and then click the Print button.

3. The confirmation letter opens in a word processor and all merge codes automatically expand.
Confirm the Contact information and the content of the letter and then click the Close button.
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4. When the word processor closes, you will be prompted to send the letter to the printer. Click
the Yes button to send the letter to the printer or the No button to cancel the creation of the
confirmation letter.

Creating Confirmation Letters Manually

1. Open Joe Ackerman’s contact record and then click the Letters/Documents tab.
2. Inthe Letters section, a list of letters that have been sent to Joe is displayed.

3. Click the Add button to open the Letters window to send him a form letter or write a new
one.

4. From the Letter window, select Print a Form Letter and then click the OK button.

5. Inthe Find Form Letter dialog box, click the OK button to list all form letters that are
available for import.

6. Locate and select the Appointment Confirmation letter in the Description column and then
double-click it or click the Print button to open the letter.

The Appointment Confirmation letter contains some basic Merge Codes (symbols and words
that merge information from database fields). You can insert additional codes by using the
Merge Code Browser. This feature is available from the Tools menu in E-Z Editor or the
Insert menu if you are using Microsoft Word with CDS.

Locate the Merge Code &Date at the top of the letter. When the letter is printed, the current
date will be inserted in place of this Merge Code. Other Merge Codes, such as &Name and
&Address, will be replaced by the data stored in the respective database fields when the
letter is printed. The text can also be changed.

7. To expand the merge codes, from the Tools menu, select Expand Merge Codes (E-Z Editor
and Microsoft Word). When prompted, select the type of address to use to complete the
process.

If this were an actual Contact, the confirmation letter could now be printed and sent to the
Contact. When you save this letter, the letter is stored in the Contact’s Letters and Documents
tab exactly how it was printed, without changing the format or text of the form letter that was
imported in Step 6.

@ To print the Appointment Confirmation letter without making any changes,
select Form Letters from the Reports menu. This method starts the letter
printing process without opening the letter in a word processor.

For more information, see the Online Help sub-topic Form Letters and Mail Merge under Word
Processing.

SmartPad Notes

The SmartPad is a collection of notes and events associated with a Contact. SmartPad entries
occur automatically for a variety of actions, such as scheduled appointments, notes on telephone
conversations, change of address and policies and investments added. The settings in your User
Profile control the types of events that are automatically recorded in the SmartPad. You can also
make manual entries in the SmartPad.

When the SmartPad window is open, you can apply a Filter that will only display SmartPad
entries of a certain Type or Priority.

1. Open Joe Ackerman’s Contact record.
2. Click the SmartPad button on the toolbar, or press F7 on your computer keyboard.
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3. Scroll to the end of the list to see the timed telephone session, the appointment you made and
the confirmation letter you sent (if you completed the exercises from the previous sections).

4. Inthe Type column, locate a SmartPad entry with Activity as the type. Double-click this
SmartPad entry to open the Activity Detail box for the entry. When you double-click a
SmartPad entry for a Policy, the Policies window opens to the Basic Information tab for the
linked policy. When you double-click a SmartPad entry for a Letter, a copy of the letter
opens.

For more information, see the Online Help topics under SmartPad: The Intelligent Notepad.

Consolidating SmartPad Notes

You can consolidate the SmartPad entries of family members and other Contacts into one
SmartPad list.

1. Open the Contact record for Kathleen Ackerman (Joe’s wife) and then open her SmartPad (as
described above).

2. Take note of the number in the SmartPad title bar that indicates the number of entries
displayed.

3. Click the Consolidation by Household button, or select Household SmartPad from the
Tools menu.

The SmartPad list is redisplayed with the SmartPad entries for all members of the Ackerman
household. Notice the number in the SmartPad title bar has increased to indicate that more
entries have been displayed.

@ SmartPad entries display in chronological order so that you can quickly see
the sequence of events for a family or key account.

4. Click the SmartPad button to redisplay only Kathleen Ackerman’s SmartPad entries.

To limit the list of family members, click the Consolidated SmartPad button to open the
Consolidated SmartPad dialog box. Select the family members on the list that you want to display
SmartPad entries for and then click the OK button. You can also add other Contacts to the
Selected Contact List by using the Find, Filter and Set buttons.

Database Reporting

CDS supports several powerful reporting features. The innovative Dynamic Reports function can
be used to create report setups that are based on the records you specify and in the format you
define. For example, create a report that will include all Contacts with birthdays occurring in the
next 30 days, sorted by month and day of birth. With the click of a button, run the report to
display the Contacts that fit the reporting criteria, and then double-click any of the records to
dynamically access the underlying Contact record.

Opening the Reports List

Close any windows that you may have opened in other exercises. You can use Close All on the
Windows menu to conveniently close all open windows.

1. On the toolbar, click the Reports button (or press CTRL+Y) to open the Find Report
Selection dialog box.

2. Click the OK button in the Find Report Selection dialog box to list all available reports.

The Category column of the Report Selection window indicates the primary table that is used in the
report. For example, Activity in the Category column means that the Activity table is the primary
table. Like other list windows in the program, you can sort or filter the list, change the arrangement of
the columns, etc.
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When you click the Add button, you will be guided through the steps required to add your own
Dynamic Report by the Report Definition Wizard. Please review the CBT on the companion CD
for a complete demonstration of this multi-step process.

Additional information is also available in the Online Help sub-topic Creating a Dynamic Report
under Database Reporting.

Running Reports

1. Open the Dynamic Reports Selection list and locate the “All Married Clients” report in the
Description column.

2. Select the All Married Clients report on the list and then click the Run button.

3. When the Select Agent(s)/Producer(s) dialog box opens, click the Select All button and then
click the OK button.

The results of the report will display in a list window. You can print the report in spreadsheet
format (as it appears on-screen) or open a Contact record by double-clicking the Contact’s name
on the list.

For more information, see the Online Help sub-topic Running Reports under Database Reporting.

Sets of Records

Sets are used to group records together that have something in common. For example, you can create a
Set for Contacts who earn more than $100,000 per year, or a Set for Contacts who are physicians.

When you open a Set of records, the Set members are displayed in a list window. Add to and remove
records from the set with filters or by manual selection.

There are several examples of Sets in the DEMO database. As you add client and prospect
records to CDS, you can group the records into new or existing Sets for use with other program
features.

1. Close any CDS windows that were opened during previous exercises. Click the Sets button
on the toolbar, or click the View menu and select Sets.

2. Click the OK button in the Find Sets dialog box to open the Set List.
Each Set has a Name, Description and other pertinent details about the Set. You can create

new Sets or modify existing Sets. Use the Validate command on the Record menu to make
certain a Set is up-to-date before using it for other tasks.

3. Double-click the MD Set to open it.

The MD Set Members window lists all of the Contacts who are designated as a Physician in
the Occupation field of their records. You can double-click on any name in the list to open
the underlying Contact record. Contact records can be added to a Set automatically during the
data entry process or you can add records manually to a Set at any time.

For more information, see the Online Help sub-topic Using Sets under Filters and Sets.

Changing CDS Features

List windows use the default column headings and widths to display records and other data. You
can change the width of columns in a list window with the mouse, or you can use the Column
Definition dialog box to resize, add, remove and change the order of columns.
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Resizing Columns

1. Openthe MD Set Members list if it was closed after the previous exercise.

2. Move the mouse pointer over one of the column boundary lines on either side of a column
heading.
|Pulit:y [_ Contact Hame | Primary Agent | Policy= |
Column Boundary

3. When the mouse pointer changes from an arrow to a split line (I, press and hold the mouse
button while dragging the boundary line in either direction to change the column width.
Release the mouse button when the column is set to the preferred width.

Customizing the Layout

Use the Column Definition dialog box when you want to add, remove, or rearrange the available
columns, in addition to resizing the columns to your preference.

1. From the list window toolbar, click the Customize Layout button to open the Column
Definition dialog box.
2. Locate and select Title in the Columns Available list.

3. Click the right arrow button to move Title to the end of the Columns Selected list. You can
also double-click Title to move it to the Columns Selected list.

To change the order of the Columns Selected: use the mouse to point to the column name that
you want to move, press and hold the mouse button while dragging the column name to a
new position on the list, and then release the mouse button.

4. Locate and select First Name in the Columns Selected list.

5. Click the left arrow button to move First Name to the Columns Available list. You can also
use the double-click method to remove columns.

6. The selected columns appear in list-order along the top of the Column Definition dialog box.
Use the resizing method described previously to change the column widths as needed.

7. When you click the OK button to save the changes, a dialog box will prompt you with the
option to save the changes for All Users or For the current user only (default option). Click
the Save button after selecting an option to finish saving the changes.

For more information, see the Online Help sub-topic Using List Windows under CDS Basics.

Creating Field Choices

The data in many Contact and Business record fields is unique to each person or business. Some
fields, however, can be used for data that is common to many or all Contact and Business records.
With common data in certain fields, efficient sorting, grouping and searching functions can be
performed. The key to efficient sorting, grouping, or searching functions is uniform data entry.

To help you maintain the uniformity of data, most data fields have Choice Options lists that can
be customized with any preferred terms to use in the field. For example, you could add the term
“Lawyer” to the Choice Options list of the Occupation field to help you avoid using “Attorney”
or “Counselor” to identify this type of legal professional. Using consistent terms in this case
would eliminate the need to search the database multiple times to find all Contacts who are
basically in the same profession.
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Joseph Ackerman’s occupation is listed as Physician/Surgeon. To avoid using inconsistent terms
for other Contacts in this profession, add Physician/Surgeon to the Choice Options list.

1. Open the Personal tab of Joseph Ackerman’s Contact record and then TAB to the
Occupation field.

Right-click in the Occupation field to open the context menu.

Select Choice from the context menu to open the Choice Options dialog box.

Click the Add button to use the Choice Options dialog box in Add Mode.

Type Physician/Surgeon in the Add Mode field and then click the Save button.
Click the Add button to add other occupations or click the Close button if you are finished.

When you close the Choice Options dialog box after adding choices, a drop-down list will be
created for the field. Make selections from the drop-down list in the field to maintain consistency
when adding new Contacts.

For more information, see the Online Help sub-topic Field Choices under Customizing CDS.
Quick Tour of CDS

Contact Management

o v s w N

Track clients using specially designed Contact or Business record formats. Select a record on the
Summary tab and then click any other tab to view the Contact information.

The Personal information tab stores details about an individual Contact.

£5, Contact - Dr. Joseph M. Ackerman, M.D. (1)

Summar_l,l T Personal TAdd |. Personal T ey Relations T Benefits T Letters/Documents T Cuztom Fields
r~Personal Infarmation r~Phane Mumbers
Last Hame [ Ackerman Im.o. _{}; n ﬁ ‘
First MamefMI |Joseph |M. ~a
et |Joe Titles |Dr. Description Phone# Do Hot Call 3
{310)-839-3839#3453
TypefSub | I Fau (310)-839-3840 r
SourcefSub 5. Thampsan |Referral Residence (526)-799-2951 I =l
Categary Client | =
Birth Date 02027/1960 | Age I 45 —P.ddlresses =
Gender Male x| Tobacca |mg ﬂ + "ﬁ. ﬂ ‘ p
Marital Married v | Child# 2 || |Description
5% S75-03-4321  Mail To IBusiness j i 144 Wilshire Blvd., Suite 2L os Angele (930007 v ]
—Business Information Residence 488 5. Oakland Avenue Pazadena 91101 -
Business Marne |Joseph M., Ackerman, M.D., Inc. F
Qccupation |Physician,l'5urgeon — LI
Job Title |Chigf OF Staff ~Orline Addresses
- Miscellaneous Information _{F ’_,'. ﬁ ‘ é}
Alphatium |
Alphatium I Desription J Address ﬂ
I joe_ackerman@@eznet.com
(LRARED DIEY I Website bt ey B Z-clsts Com
r—Communication Privacy
I Phone I mail I~ E-Mail
[ HIPAA Protection " HIP&E Clearance
HIPaa valid Throwgh [ 71 |
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The Add’l Personal tab expands upon the Contact’s Personal information.

£5, Contact - Dr. Joseph M. Ackerman, M.D. (1) [_ O] x|
Summar_l,l T Perzonal T Add'l. Personal T Key Relations T Benefits T Letters/Documents T Custom Fields
r—Misc. Personal Information —Set Membership
L = (it
DriversLic.#  |G5418888 ® h:ﬁ
e Szt = &b Set Name Created | Created By f’
Maiden Mame |
Last Dr.isppt | §/ r

r
Pokential | Date I I = LI
Stage I Date [ ~Assignment List
Income I 120,000 Tax I 5%, ,JIF ﬁ | ‘ i}
Business Inc, | 2,162,691 Tax | 50%, :’

Stateof Birth [Cca | Het Worth 500,000 42 E s N s

Language IEninsh j I_

House Member IHead j E LI
i~ Important Dates —Remarks

Crestedon  |09/04/1997 JDEMS =

Modfied on  |0oi07 /2005 JpEMO

Last Leftter on  [09(29/2004 JDEMS

Last Action an | I |

Mext Actionon | / | | =

Use the Key Relations tab to link related Contact or Business records, by any relationship
category, for instant access and consolidated reporting.

£ Contact - Dr. Joseph M. Ackerman, M.D. (32)

Summar_l,l T Perzsonal TAdd |. Personal T Key Relations T Benefits T Letters/Documents T Cuztom Fields
e\-' Relation Summary (Family) - Business Relations
, = ﬁ I ’ =
G'B La
Related Relation Linked ﬂ Business 3
Ackerman, Kathlesn n Jozeph M man, b0 RS, s &t
(i Family Ackerman, Marianne  Daughter v
r Family Ackerman, Kenneth San r
= L=l hd|
—Key Relation Detail Infarmation
i~ Phone Mumbers
Lask Mame)'Suf Ihckerman I 0 ” =
First HamefML  [Kathleen | * -2 d
Greeting/Tite  [Katie raes. Description Phonez Do Hot Call 3
TypelSub | | [ 0753 |
Job Title | FAX (213)-208-9771 F
) Residence 626)-T99-2951
Qrcupation |Architect 626) r
Birthdatefage  [os/08/1965 | 40 r -
-
Gender/Tobacco  |Female j INo j —
35# 550-76-3111 - fddress -
=
Income/Tax | | d ‘ ﬁ
Family I
anily Income | 120,000,000\ G o o ription Street City Zip f’
;I Residence [488 5. Oakland Avenue |Pasadena
Business 1826 Marengo Street Loz Angeles Qnoss
= -
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The Benefits tab provides a read-only summary of the Contact’s insurance and investment
benefits.

£% Contact - Dr. Joseph M. Ackerman, M.D. (1)

f Surnmary T Perzonal TAdd'I. Personal T ey Relations T Benefits T Letters/Documents T Cugztom Fields
r~Insurance Tokals - Inwestment Totals

Insurance Type Benefits Ann Premium Inwestment Type Cosk Current Yalue
Term Life | 1,000,000 | 1,450 || Mutual Funds | 53,000 | 68,564
Permanert Life | | 4,000 | | CashfTime Deposits | 48,000 | 69,290
Universal Life | 11ose7s | 980 || Stocks | 73,270 | 78,796
Takal Life | zimme73 | 14,400 || Bonds | 130,000 | 138,237
Disahility | 6,000 | £51 Fixed Annuity | 25,000 | 25,240
Medical | | 455 || variable Annuity | 39,500 | 59,052
Annuity | 50,000 | 50,000 | | DPP | |

LTC [ || unitTrusts | |

Haome Cwner l— Notes Receivabls | |

Auto I— Real Estate | g95,715 | 924,530
Urnbrella I— Petsonal Property | 30,000 | 80,000
Other I— Miscellaneaus | 5,000 | 5,000
Total [ es506 || Totdl | 1,399,485 | 1,449,059
Tatal CS¥ | 78,259

The Letters/Documents tab displays those letters and documents associated with the contact.

&%, Contact - Dr. Joseph M. Ackerman, M.D. (1} [_ O] x]
r . . . -
Summary T Perzanal TAdd'I. Perzonal T Fep Felations T Benefitz T Letters/Document | Custom Fields
~Letters
o d%=01 ¥ @ =
> T F i )
Description Date Type Keyworids HIPAA DocType | =~
= E-Z Edlitar
r Appointment confirmstion 0972952004 Appointment confirmation E-Z Editar
[ ol prozpecting letter 09,/29/2004 D 1., prozpecting E-Z Eclitar
r Physician release of &4 P information  09/29/2004 A P information E-Z Editor
[T wielcome to newy move-in policyholder | 095292004 Sales E-Z Editar
L L
r~ Documents
| = ) =L i
M v W %1 ‘w
Description Contact Date Keyworis File -
. Header logo [ T ay K 005 Header logo
[T 2nd Yesr Term Renevwsl Letter ,Jozeph 01 0552000 JPG
r College Funding Letter Ackerman, Joseph 12451389 JPG
L -
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There are 60 Custom Fields available for tracking information that is unique to your business.

£5, Contact - Dr. Joseph M. Ackerman, M.D. {1} [_ O] %]
'Summar_l,l TPersonaI TAdd'I. Perzonal TKey Relations TBenefits TLetlerstocuments T Custom Fields
alphatium | Inkegerl | Datel | Il
alphauma | Integerz I Date2 I I
alphakiuma | Inkegers | Dated | Il
alphahum4 | Integerd I Dated I I
alphakums | Inkegers | Dates | Il
alphahumé | Integers I Dated I I
alphakium? | Inkeger? | Date? | Il
alphahum | Integers I Dated I I
alphatiuma | Inkegerd | Dated | Il
Alphatium1d | Integerll I Date10 I I
Alphatium1l | Mumber1 | Yeshiol r
Alphahium12 | humber2 I Yesho2 r
Alphatium1s | Mumber3 | Yesho3 r
Alphahium14 | humber4 I Yeshod r
Alphatium1s | Mumbers | YeshoS r
Alphahium1é | humbera I Yeshob r
Alphatium1? | Mumber? | Yeshio? r
Alphahium18 | humberd I Yeshod r
Alphatium1s | Mumberg | Yeshiod r
Alphahkiumz0 | humber10 I Yesholl I

Business Records

The specially designed business Detail tab provides names, addresses and other facts about
individual Business clients.

! Business - ABC Manufacturing {11) M=l E3

f Summary T Detail T.&dd'l. Lretail T Key Relations T Group Census T Letters/Documents T Business Custom Figh
- Business Information r~Phane Murnbers
Bus, Name |ABC Manufackuring I -IF ’ ﬁ |
Contack |Christiansen, Carolina
TaxID [57-5454a97 IIESEn phion IR |2
Business ﬂ
Type |
Fax (310)-982-7437 r
Sub Type | LRI
Source | —
 Addresses
Sub Source | _
= n_
Category j = ]
Referred By Description Preferred
MAICS # |1234 Business 55 N. Main Street
Industry |P|astics
Emp. [Revenue | 13 4,500,000
Class Company j Ad|
Abbrianme - Cnline Addresses
Established [/ { ’ .li t- ]ﬁ | @
Review Date | [
Fiscal Date I [ Deseription Address ﬂ
Seqment |
Communication Privacy
[ [ Phone I Mail [~ E-Mail -
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The Add’l Detail tab expands upon the Business’ Detail information.

2 Business - ABC Manufacturing {11) =] E

f Surmrmary T [retail T Add'l. Detail T k.ew Relations T Group Census T LetterSHDDcumeT Business Custon

—Miscellaneous Information — Important Dakes

Patential Created on Created by
) i

Stage I Modifiedon [} { Modfied by |
Alphamunnl Lask Letter an I [ Last Letker by I

|
|

Alphaturnz | Last Action on I [ Last Action by I
|

Alphakey Mext Action on I [ Mext Action by I
—Remarks —5et Membership
Alep i B
Set llame Created By Created ﬂ

Store the Key Relations for a business as part of the business record and quickly access the
Contact records from this tab.

‘_ Business - ABC Manufacturing [Key Relations] {1)

'Summary TDetaiI TAdd'I. Detail TKey Relations TGroup Cenzus TLettersx’Documents TBusiness Custorn Fiel
U == = |
L2V R X A=1=]

Last Hame First Hame Job Title Role ﬂ
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Use the Group Census information tab for employee records. Instantly sort employee data by
any criteria (e.g., last name, compensation, hire date, date of birth, etc.).

[ Business - ABC Manufacturing [Group Census] (9) M=l E3
( Summary T Detail TAdd'I. Detail T FK.ey Relations T Group Census T Letterz/Documents T Business Custam Fieln'
[ > < avmﬁmv@sﬂ B9

-
[l Garcia, Regina Class 1 - Owners, Exe D2J'02J‘1 972 750,000 O6A06M 391 j
r Hamamata, Teuyako Class 2 - Managers 02M0M1955 95 500 0552651993
r Christianzen, Caralina Class 2 - Managers 0411041943 95 000 0213719395
r Fredricks, Lavrence Class 3 - Al Others 0501 M 931 64,000 110071996 Disbetic
" Sheng, Jim Class 3 - 8l Cthers 05MEM 952 46,000 11241997
[~ Fish, Richard Class 3 - Al Cthers 121081963 12,000 120061992
[l Arttille, Eugene Class 3 - Al Cthers 03071956 54,000 09158 994 Mearsightedness
[ Horley, Elan Class 3 - Al Cthers 11101878 34,000 03141993
C ~|

The Letters/Documents tab displays all of the letters and documents associated with the
business.

‘_ Business - ABC Manufacturing {11} [_ (O] x|
f Summary T Dretai T.&dd'l. Detail T Kew Relations T Group Census T Lellem!DocumenlsT Business Custom Fields
~Letkers
+%W@x ? [
P <P % 5= 3 ‘e‘ B3
Descrlptlon Keywords HIPAA DocType ﬂ
Welcome Letter 1__,.‘_ 12005
r
r
r
r
r
r
r Ad
i~ Documnents
il H.Evt.ﬁﬂ@u’fum-uw ? VB ES

Description Contact Keywords File -

r
r
r
r
r
r
m
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The Business Custom Fields tab has over 30 fields that you can customize to store categorical
information about the business.

‘_': Business - ABC Manufacturing {11} [_ O] x]
f Surnmary T Detail TAdd'I. Dretail T K.ey Relations TGroup Cenzus T Letters/Documents T Business Custom !

Alphahum | Integer I Date I I

Alphahum | Integer I Date I I

Alphahum | Integer I Date I I

Alphahum | Integer I Date I I

Alphahum | Integer I Date I I

Alphahum | Mumber I Date I I

Alphahum | Mumber I Date I I

Alphahum | Mumber I Date I I

Alphahum | Mumber I Date I I

Alphatium | Yesho I Yeshlo '

Alphatium | Yesho I Yeshlo '

Word Processing

The Contact and Business record Letters/Documents tabs stores copies of all correspondence for
instant retrieval of the entire document. Write letters using Microsoft Word or use the CDS
internal word processor, E-Z Editor, by selecting Form Letter Maintenance from the expanded
Tools menu. Click the OK button in the Find Form Letters dialog box to display the Form Letters
List.

[E Form Letters List {45} =] E3

X

aaEEEERNA

=l

Description Keywords Maodified =l
0 7
[T 05m2M997 Srd yeat term renewwal Term 08021997 E-Z Editor
[T 08024997 4th vear term renevval Term 05021997 E-Z Editor
[T 08m21997 Sth wear term renevval Term 08021997 E-F Editor
[T 08Mm21997 Gth wear term renevwal Term 08021997 | E-F Editor
[T 08Mm21997 Tth vear term reneswval Term 08021997 E-Z Editor
[T 08021997 G-pay lite d-pay 05021997 E-Z Editor
[T 08021997 Annual hirthiday demonstration letter Birthiday 08021997 E-F Editor
[T 02241998 Annusl review leter resiewy 02r24M995 E-Z Edtar [~
[T ogmz2n997 Applicant request to send H.O. medical information  H.O., medical information 085294997 E-Z Editar
[T ogmzi9s7 Appointment confirmation Appointment confirmation |08020 937 E-Z Editor
[T osm2i997 Beneficiary endorzement to policyhalder Beneficiary endorzement 08020937 E-7 Editor
[T 08021997 Birthdsy letter-30th 30tk birthcay 05024997 E-Z Editar
[T 08021997 Bithday letter-20th 40tk hirthclay 05024997 E-Z Editar
[T 08021997 Birthdary letter-50th a0th hirthclay 05021997 E-Z Editor
[T 080219397 Birthday letter-G0th BOth birthday 050241997 E-Z Editar
[T ogmzMe997 |CD misturity letter Investment, CD 08021997 | E-F Editor
[T ogmz2n997 College education funding College, funding, prospecti 08024997 E-Z Editar
[T ogmzi997 0. prospecting letter D1, prospecting 05021997 E-Z Editor
[T 07271998 Fax Cover fax cover 08M3M1995 E-£ Editar
[T 08m21997 Fund manager change Investment, fund manager 08024997 | E-Z Editor lI
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SmartPad: the Intelligent Notepad

The SmartPad provides a consolidated view of events or activities related to a Contact or
Business. Make a note, write a letter, schedule an appointment, add a policy or investment, place
a telephone call, send a FAX—CDS posts notations for all of these events and activities to the
Contact or Business SmartPad. Search a SmartPad by topic, keyword, or user—search any field
that stores data. Filter the list to only display notes for a specific topic, date, type, etc.

+*dﬁvwnw V@8 2 ES wamaﬁ
Date | Time | Contact Hotes | Assigned | Tvpe

m USH Sf2004 11:45 AW Ackerman, Joseph Medlcal Preferred Plan-0155545558-Inforce DERC Policy

[T 0BM5/2004 11:35 AM &ckerman, Joseph LTC-Care Giver-L4784-Not Taken DERMC Policy

r 07022004 12:00 PM Ackerman, Joseph Appoirtment was scheduled on OF 0202004 &t 11:39AM (Active) - Have lunch with my DERC Activity

mather.

[ 070872004 01:32 PM | Ackermsn, Joseph 2nd year term renewwal DEMC Letter

[~ 072172004 03:44 PM Ackerman, Joseph Physician release of & P, information DERC Letter

[T 020272004 11:05 AM Ackermsn, Joseph SAppoirtment confirmstion DEMC Ledter

[~ 022572004 01:37 PM Ackermsn, Joseph D prospecting letter DERC Letter

[T 0902872004 01:20 PM  Ackermsn, Joseph Disled (Manual) Business @ (310)-839-333043453 DEMC Telephone

[~ 09/29/2004 01:39 PM Ackerman, Joseph Welcome to new move-in policyholder DERC Letter

[T 032572005 10:33 &M Ackerman, Joseph Header logo DERC Dropped Ohbject

]

Activity Tracking

Thoughtfully designed calendar windows enable efficient activity management. Daily, weekly
and monthly calendar views accommodate a wide variety of scheduling practices.

DayView Calendars

Three views are available for the DayView
Calendar. Click the DayView button to open
the calendar; click the button again to change
the view. Link calendar activities to contact,
business, or policy records for an effective
follow-up strategy. Sort and Filter daily _
activities by any criteria. Quickly identify and L il Ao s St s
act on your best opportunities. CDS moves = ‘ 3 ‘
unfinished activities forward automatically
each day, so you never miss an activity. Print
your calendars in various formats to take with
you when you are in the field. ; i

SQjL_li. > B

o e

.-t_ Ll

IIIIII
£ i

_\J
HE]
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WeekView Calendar

The WeekView calendar has two views:
a summary view for listing activities for
each day of the week, and a scheduling
view for using drag-and-drop operations
to quickly reschedule an appointment to
another week

MonthView Calendar

The MonthView calendar provides a view
of activities for the entire month. The right
side of the window displays the schedule
for the date selected on the calendar. Click
the Previous and Next arrows to navigate
easily to any month of any year.

Messaging

B Weekiiow - Tucwday, December 27, 2085 - DEMD

29 Tharediy.

3t Sabhrday Ll

014100 P4 Tl Aot et

B Santhiiew - Tiaeikay, Decembes 2T, 7005 - G

i N
fmzmsmenes 7 8
DEEEREREES. < |
' " " = ' 9 - 4
SRR
EREEEENEaE. ||
SHER N N 12
e a

Send messages to other CDS users on your network; save messages to the SmartPad and refer
these messages at your convenience. Recipients can easily reply to messages, making CDS
messaging an efficient method for communication in the office.

Sending a Message
1.

2.
3.
4

click the Send button.

Click the Messages button to open the Messages window.

Click the New Message button to open the Message Recipients dialog box.

Select the name of the recipient(s) and then click the OK button.

When the While You Were Out dialog box opens, enter the text of your message and then

BWHILE YOU WERE OUT [x]

JCEMG

Regarding

Drake/ Time:

J122712005

J11:31 am

Company |
Phone Mo |( yo- o

Priarity

IImportant

I~

[ Telephoned
™ Returned Your Call

r Urgent
I will Call Again

[ Please Cal
[ Wants to see ol

~Message

=

-

Keywords |

Send I Send Laterl SpeIICheckl

[ Acknowledgement Requested

Primt: | Cancel |

[ Done

Help |
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Replying to Messages
1. Click the Messages button to open the Messages window.

2. Select the message that you want to send a reply to and then click the Reply button to open
the While You Were Out dialog box with the sender’s original message.

To | [pemo-pEme | From JoEMG

Regarding DatefTime  [12/27/2005  [11:37 AM
Company | Priarity IImportant j
Phone Mo |( yo- o

[ Telephoned ™ Urgent I Please Call

[ Returned Your Call [~ will Call Again I~ Wants to see you

~Message

Ciriginal: DEMO =]
Daor't farget ko send test messages to other users,

===12/27/2005 (Tuesday) 11:37 AM Replied by DEMO-DEMO===

The messaqes have been sent,

-

Keywords | [T acknowledgement Requested [ Done

Send ISend Laterl SpeIICheckl Print | Cancel | Help |

3. Enter your reply in the message box and then click the Send button.
For more information, see the Online Help sub-topics under Messaging.

Dialing Phone Numbers

Click the Dial Phone button with an open Contact or Business record to display all available
phone numbers for the record. Select a phone number on the list and then click the Dial button to
dial the selected phone number through your computer’s modem. When you are finished with the
call, CDS can automatically log this event in the SmartPad for the Contact or Business.

< Dialing E3 |
—Joe Ackerman (Katie)

i i

Type Description Phonez

Ackerman, Joseph i {310)-839-3839#3453

Ackerman, Jozeph Fax [310)-539-3540

Ackerman, Jozeph Residence [E26)-799-2951

Spousze's work [213)-208-0733
hd
[ Manual Dial Iv Call with Timer

Dial I Cancel Answer Setup... Help

For more information, see the Online Help sub-topic Dialing Phone Numbers under Contact
(Client) Records.
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Dynamic Reports

Dynamic Reports™ is a powerful feature in CDS. Create a virtually unlimited number of
Activity, Agent, Contact, Policy and Vendor reports with your own search criteria. For example,
running the Dynamic Report “Birthdays next 30 days - All Contacts” produces a report that lists
all Contacts who have a birthday in the next 30 days. Double-click any of the records on the
report to access the underlying Contact record.

[ Report Selection (71) ;lglil

)f%#hﬁUi):ﬂ%‘e"V@

Description Type | Category | Keywords | Created 1=
r Activity List for Today Cynamic Repart | Activity Mctivity 09/20/1995
I~ Activity List For Today - Crystal Report Crystal Report Activity Activity 09/25M 995
EI Activity List for Today and the EYS Crynatmic Report Activity
II: iﬁirgpl_lilcs:z:dgszeyp:ger [E Activity List for Today and the Next 7 Days (3)
" Al clierts over 50
™ &l Life Clients
[~ &l Lite Policy Payors k
7 Al Married Clierts
[~ &l Palicies in the datat |
I Al Policy Payors by Pr 12/29(2005 0400 PM O'Dell & Associates  Revisws new clients and pending  Appoirtment Status
™ &l Term Palicies r s,
[/ |AnTerm Policies Wihir | _ 1200005 04:00 PM ODell & Assaciates  Review new clierts and pending | Appaintment Status
| Applied &merican Life - cazes
r Appointments Today & r
| Apps Sorted By Acent r
[T Birthdays next 10 day: -
[~ Birtholays next 10 days =
- Birthdays next 30 days- All Contacts Cynamic Report | Contact All Contacts 09,20M 993
|- Birthdays next 30 days- Clients Only Dyramic Report  Contact Clients Only 09,200 995
[ Business Phone and WehSite Feport Crynamic Repart Business Business 03/31/2000
[” Businesses wio Inforce Dental Coverage Dynamic Report Business, Advanced GEM 0241 4/2000 LI
T It e e et de Ve o 1 e o el P i i e e e =Y S AP Py ey p——

For more information, see the Online Help sub-topic Dynamic Reports under Database Reporting.

Policy Tracking

CDS provides a complete policy tracking system. Policy information is categorized and displayed
on a variety of tabs. Click a vertical tab on the left side of the Policy window to list policies by
type and then click the horizontal tabs after selecting a policy record to view the policy details.
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The Basic Information tab stores the details about a policy, including a list of all Interested
Parties.

¥ Life Policies - Glohal - All (50}

Surnrnary TBasic Info | Benefits TF'a_I,ImentHis Letters/Doc | Mizc. Informe | Commizsions | Tramcachon:

E Primaty Conkact I |!D.scht|:|uni, Williarn Purposekeywards | |
Policy# s157195 Proposals |
Cartiet I.ﬁ.pplied American Life Premium/Made | £73.50 I.ﬁ.nnual j
PlanMame/Code  |Convertible Plus | [ Commissionable Prem | | £73.50
Plan Tywpe |Term Ann. Prem/To Dake | 273,50 |
PolicyDatefage  [11/08/1993 | 38 FYCiRenewal | 136,75 |
Primary Agent  [Russom, Mike _I SkatusiPaidTo Permmanent gj I
Berefit Wal Last Upd  |10/51/2001

—Interested Parties —Key Infarmation

| ! G ‘ Basic Face Amounkt 250,000
L} -2 @ Add|, Death Benefit

Relation Rider Death Benefit

Total Death Benefit 250,000
Issue Class 1]

rhﬂedical |’D|

Insured Aschtouni, William
W Ouwner Aschtouni, Willizm Self
Beneficiary Renda Aschtouni Wife

‘Other Po rUmbreIIa |'x:mm In=t rHUme n, rGrUup [ rGrnup In
[,&nnuitg,r fLTC

The Benefits tab stores policy values and any Riders that the policy may have.

%= Life Policies - Global - Convertible Plus - All {50}

Surnmary TEaSiclnfDrm-T Benefits TF'aymentHiSTLetters.-’DDct Mizc. Informe | Commizsions | Transachon:

=
= Z | [Term Life: Premiurm
O Basic Face Arnount |25|3|3|:||:| Renewal j
~
<_;- Dividend Cpkion j Initial Period
g Add|. Death Benefit ~ | Vears Guaranteed |
& Rider Death Benefit |
(] Tokal Death Benefit | 250,000 Issue Class o
o . .
gé Death Benefit Option I j
a — Converkible -
s ~Riders —Remarks
o E ,—[F ! G @ Replaced By His Cousin, =
F -2
. Rider Hame Description Annual Prem *
52
£
~—
= |
5
X
i
y
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The Payment History tab displays the policy’s payment history.

= Life Policies - Global - Convertible Plus - All {50)

(Annuity [LTC

= Surmmary TBasmInformanm Benefits TPa}ument HistT Letters/Docume | Misc. Informatior | Commiszions Tl;ansaeuens
o

=1 I || [ Payment History
IS— (P - ﬁ

S ‘1;‘ [

g Transaction 2 Payment Method Type Date Amount Remarks ﬂ
5
—

(=]

£

28

S

g8

- B

=}

I -
—

E

=

=

=

—

o

o

=

o]

B

The Letters/Documents tab displays all the letters and documents associated with the policy.

B Life Policies - Global - Convertible Plus - All {50}

Summary TBasicInformatiol Benefitz TF'a_l.JmentHistor_l,lT Leltels!DucuTMisc.Infolmatior Commigsions T-T-Lansaeh@ns 1
—Letter Log
= FvwFEa-ﬁ'&,-_UW 9 ? @\

Descrlp‘tlnn

|1111111ﬁ

(DI

 Document Log

T @wuamssv@

rAutcn Insura rHome O rGraup Certi rGrUup Insur
[Medical

Description Contact Keywords File ﬂ
© I
ol (T
2= |iis
= r
o r
=
gz|lE
i ~
&
‘ |
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The Miscellaneous Information tab stores effective dates and contains several custom fields to

store other important information.

e |ife Policies - Global - Convertible Plus - All {50)

r— Cuskom Fields

[
Summary T B asic Infurm-T Benefitz T Faprnent HisT Letterz/Doct | Mizc. Info T EDmmissiDnsTlﬁn&aeﬁens

Init Prem

100,00

Murneric

Mumeric

Alphanurm

Alphanum

Alphanum

|
|
|
Mumeric |
|
|
|

o=
S
S Dates

5 Application || i
— Issue I

=]

s Delivery 1it
e

== Last Download  |01/03 1996

L

Zo| o [7

% = Date I
—[= Dat

= ake | i

)

oy

The Commissions tab displays all commission records associated with the policy.

= Life Policies - Global - Convertible Plus - All {50)

== Summary TEasicInfolmatio Benefits TF'a_l,lment Histor}TLettersﬁ'Docume Mizc. Information| Cio 'JnsTT'
(D N
\—. Al Commission Records

o .

= = i
SHIM%WiE O] eVO ES

—=

(]

f\— Type Client Policy Ho Due Commission | Expected Paidl Difference | Status 1=
L

—

2= |E

—

== | I

S I

L -

o

= —

L

The Transactions tab stores the subaccount transactions for variable life and variable annuity

policies.

B Life Policies - Global - Assurable Life - All {50)

Summary

g

T Baszic Informatio | Benefits

TF'ayment Histor_l,lT Letters/Docume | Mizc. Information | Commizsions T Tranzactions

% @ |

-ransaction Hiskary

=
Tvpe

Shares

[Life

=l
= -
3| |l | of
é [ Summary
Shares Avg Cost Price Cosk Avg Tax Price Tax——
Tatal | 77.000000 | || 12.574026 | || 290,00 | | 12,974026 | || 559,00
2 | | Purchase | 770000 | || 12.974026 | || 999,00 | || 12974026 | || 999,00
=t Dividend I— I I
= Capital Gain I— I— I
E Miscellaneous I— I I
=

(Other Pal rUmbreIIa rﬁuto Insu |'H0me O rGroup Ce rGruup In

For more information, see the Online Help topics under Policy Records.
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Glossary of Terms
ALPHA KEY

This is the default label for a customizable field that can be used for sorting or locating records.
Category

Specific classes or types of records that are grouped together.

Character

A character is any letter, number or symbol. Character fields may contain alphabetic characters,
numbers and special characters unless the field is limited to one type of character.

Client No.
A unigue number that CDS assigns to a Contact record when it is added to the database.
Column Name

The heading that displays in the first row of a spreadsheet that identifies each column of
information.

Columns
A column is a series of data elements that are arranged vertically in a spreadsheet.
Date Offset Symbols

Expressions used in the Date Operations dialog box in place of an actual number (i.e., "nn" for
"next", "cc" for "current”, "pp" for "previous", "??" for "any").

Default

A setting or value that will be used if no changes are made.

Desktop

The desktop is the first window that is displayed after logging in to the CDS program.
Field Prompt

A field prompt is the label that is adjacent to a data field that indicates the intended use for the
field.

Field Type

The field type determines what kind of characters the field will accept. For example, an
alphanumeric field type accepts letters and numbers, while a numeric field type accepts numbers
only.

Fields

Fields are the data storage areas in database records.

Global List

A complete listing of individual items in one database table.
Illustration

A screen capture or other visual representation of information that is used for clarification.
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Important Dates

Events that are extracted from Contact records and used to automatically schedule activities.
Important dates include dates of birth, policy renewal dates, and investment maturity dates.

Index

A reference to the location of records and key fields in the CDS database.
Key Relations

Dependents, other Contacts, or businesses that are associated with a Contact.
Merge Code

Merge Codes represent the data that is stored in specific fields of Contact or Business records.
These codes are typically used to merge the unique data in Contact and Business records into
common form letters and envelopes for mass distribution.

Modal Factor

The number that is multiplied by the total annual premium to calculate the amount of each
payment when a premium is paid semiannually, quarterly, monthly, etc. For example, if the
annual premium is $1,200, and the modal factor for PAC (pre-authorized check) monthly is
.0875, the monthly payment would be $105.

Numeric
A number character (e.g., 1, 2, 3).
Operator

A symbol or word that is used to include, exclude, or otherwise differentiate between fields of
data.

Path Name

The logical route that links two computers together; the drive specification, directories and
subdirectories that identify the exact location of a target directory or file on a computer.

Preferred Address

The Preferred Address is a setting in Contact and Business records that indicates which address to
use during a program function.

Range

The inclusive values (dates, numbers, characters, etc.) between one fixed point and another.
Read Only

Read Only is an attribute that is applied to files and records to prevent changes or deletion.
Records

A group of related fields in a database that describe a Contact, business, policy, etc.
Recurring Activity

A recurring activity is an event that occurs at regular intervals. For example, a production
meeting that occurs every Tuesday at noon.
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Set

A Set is a group of records in a database that are categorically related.

Sort Order

The arrangement of records, or other database elements, in a specific sequence.
Table

A table is an orderly arrangement of data in rows and columns.

Tag

Tags are used to mark records for inclusion in a process. Typically, records are tagged by clicking
a checkbox next to the name of the record.

Type Field

The Type Field is used to categorize contact records (e.g., Family, Client, Friend, etc.)
User Profile

The User Profile contains the preferences and security settings for the user.

Validate

To check and/or correct the relational integrity between the rows in different database tables, and
to recalculate referential data.
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