Fast-Class File

Clert Data Systerm

IRA Contribution History Dynamic Report (from January 2000)

The IRA Contribution History report is a dynamic report that will display a list of IRA
accounts showing the contribution history (and amounts of each contribution) over a
specified period of time. In the case of this report, contributions from January of 2000 will
be listed. The organization of the report will make it easy to determine which clients have
made contributions for the current tax year, which clients have yet to make a
contribution, and which contributors have not reached their contribution limit and can

contribute more to their IRA accounts.

Loading Files into CDS:

¢ From the main screen in CDS, select Database in the menu bar and then select

Utilities.

e |n the Utilities menu, select Load Data.
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Figure 1: The Utilities menu (Load Data option selected).
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o Select the Other Files (*.dmp) option in the Select Data Load Options window.
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Figure 2: The Select Data Load Options window.

e Click OK.
o When the Load File window opens, use the Look in drop-down field to locate
the IRA_Hist folder.
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Figure 3: The contents of the IRA_Hist folder viewed from the Load File window.

Filez of wpe:

The IRA_Hist folder contains three .DMP files:
0 The IRAhistoryfrom2000.DMP containing the IRA Contribution History
(from January 2000) dynamic report with included filters.
o0 TheIRA_Contrib_ReminderWD.DMP file with the IRA Contribution
Reminder letter in Microsoft Word format.
o0 The IRA_Contrib_ReminderDEZ.DMP file with the IRA Contribution
Reminder letter in E-Z Editor format.

e Select the IRAhistoryfrom2000.DMP file and click Open. The Life Settlement
Prospects dynamic report with filters will be loaded into CDS.

e Using the same process (Starting from the main screen of CDS, select Database
> Utilities > Data Load...), load one of the included approach letters.
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Using the IRA Contribution History (from January 2000) Dynamic Report:

Select Reports from the main screen of CDS.

In the Reports menu, select Dynamic Reports.

In the Description search field, type IRA Contribution and click OK.

A summary screen will open with the IRA Contribution History (from January
2000) dynamic report on display.

To modify the dynamic report or view the filter criteria of the attached filters —
select the IRA Contribution History (from January 2000) dynamic report and
click the Modify Record button.
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Figure 4: The Report Properties window of the IRA Contribution History (from January
2000) dynamic report.

To run the IRA Contribution History (from January 2000) dynamic report,
double-click the report or select the report and click the Run button.
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Figure 5: The Run button in the Report Selection Summary screen.
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Using the IRA Contribution Reminder Letter:

e After running the IRA Contribution History (from January 2000) dynamic
report, select records in the results and click the Spreadsheet Correspondence
button.

o Select Form Letter in the Spreadsheet Correspondence window.

e Enter IRA Contrbution inthe Description field of the Find Form Letter
window and click OK.

e Select the IRA Contribution Reminder letter and other options in the
Print/Fax/E-mail Form Letter window and click Print.
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Figure 6: The Print/Fax/E-mail Form Letter window.

o Review the letters and click Print to send to prospects.
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Modifying the IRA Contribution Reminder Letter:

e From the main screen in CDS select Tools in the main menu and then select

Form Letter Maintenance.

e Enter IRA Contribution inthe Description field of the Find Form Letter

window and click OK.

e Select the IRA Contribution Reminder letter in the List of Form Letters

summary screen and click the Modify Record button.
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It's hard to helieve hut the Holiday Season is approaching quickly! Let me take
thiz opporunity to wishyou a happy and safe Holiday Season with friends and

In preparationfor the end of the year (and the inevitable coming tax season), |
have reviewed the contributions to your IRA account and determined that you
can =il make contributions which could benefit you during tax time. You may
wiaht to consider making a contribtion nowe, hefore the holiday rush beginsin
eamest, and give yourself a little extra peace of mind knowing thatvou're

creating tax benefits foryourself and effectively preparing far your retirement .
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Figure 7: IRA Contribution Reminder Letter (E-Z Editor version).

e Modify as needed.

When finished, close the document and (if needed) make any changes to the
name of the document in the Form Letter Description window and click OK to

save changes.
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