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CHAPTER

Overview of Act4Advisors

ACT! by Sage Software is the leading contact management software in the world. With over 4
million users and over 16,000 corporate accounts, ACT! has become number one by including
powerful features with ease of use and affordability.

Out of the box, ACT! does not come customized for the businesses who will be using it. ACT!'s
design functions do allow flexible customization but most business people do not have the
knowledge of databases nor the time to learn.

Act4Advisors is a customized ACT! database, screen layouts, reports, macros, queries and other
programs specifically designed for financial planners, investment advisors and other financial
practitioners. Act4Advisors gives the user ALL of the capabilities and functionality of ACT! but
adds a customized interface with data fields and functions that most financial professionals need
and want, thus saving the professional from the time and expense of trying to customize the
software themselves.

Please be aware that this manual is brief in summary. Act4Advisors 2.0 requires ACT! 6.0. You should consult your
ACT! documentation about ACT! features and how to use the ACT! software.

ACT! Features Helpful to Financial Professionals

e Calendar and schedule that can be shared with others in the office.

e Delegate tasks to others in the office

e Find out what has been completed and what has not

e Easily “mail merge” contacts to letters, emails and faxes

¢ Record conversation notes that are date and time stamped

e Attach files to the contact record such as spreadsheets, letters, financial plans, proposals,
emails, faxes, etc.

e Track the sales process and sales opportunities
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Mail Merge contact information directly into your word processor documents
Email directly from ACT!
Fax directly from ACT! with optional Winfax software

MAINTAIN CONTACT WITH CLIENTS AND PROSPECTS !l

Act4Advisors Features

Track personal information such as names, dates of birth and social security numbers of
each family member

Automatically fills in Spouse Last Name
Immediate access to client files on your computer or server from within ACT!

Optionally scan documents directly into the client’s defaulted folder via PDF, TIF and other
formats.

Automatically calculate ages, minimum required distribution dates and retirement dates
Track various phone numbers and two residential addresses and two business addresses
Tracks Hobbies\Interests, Clubs\Affiliations and Keywords that are user defined

Track insurance policies

Record tax information

Record securities held

Established Marketing and Service Letters

Preset Activity Series created from “best practices” for Drip Marketing, ACATSs, Insurance
Underwriting and Seminar Planning

Record account numbers and web links to the investment accounts web site
Manually enter current asset allocation

Record client goals

Record client’s other advisors and their phone numbers

Record account information necessary for a new account form

Integrated web access via the Web Info tab

Optionally fill in New Account Form, Annuity or Mutual Fund App with Laser App



CHAPTER

Act4Advisors v. 3.0 Requirements:

ACT! 2006 Standard or Premium v. 8.02+
ACT! 2007 Standard or Premium v. 9.01+
ACT! 2008 Standard or Premium v. 10.0+

Recommended Hardware:
For requirements please visit our website—http://software4advisors.com/requirements

Please Read:
Single User Licenses will install the entire program at once.

(See Unlock Instructions on page 7)

Network users will need to run the Database Installation first on the Server or Host
computer. During the installation you will be prompted for your Key code. After
installing the database. Install the Workstation Installation on each workstation. Again,
you will be prompted for the Key code.

(See Unlock Instructions on page 9)
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Unlock Instructions:

® Step 1. Close ACT! and all programs. Download software.
@ Step 2. Open/run. It will say, “It requires a security key..” Press “OK”

Key Required

i2 This program requires a security key, IF wou have one, select OF to enter it After entering a valid key, wou will not be prompted again.
-‘-".

@ Step 3. Highlight, copy and paste the Hardware Fingerprint into an email
addressed to support@software4advisors.com The hardware fingerprint is located
right above where it is prompting you to enter in Name and Key.

Enter Key f‘5_<|

E nter the regiztration name and key below, exactly az given to
oL,

This is an EXAMPLE

Hardwsare fingerprint: (B0 Eere

M armne:

=1

k. I Cancel

NOTE: Your e-mail must include the Registered User Name or the person who had
purchased the software, company name, and phone number. Include in the Subject of
your e-mail: KEYCODE REQUEST—(NAME OF LICENSEE)

® Support will generate the Name and Key provided by the hardware fingerprint.

® When you receive name and key repeat steps 1 and 2 - complete the
installation.

This combination of name and key will “unlock” the installer on this computer. Once the
installer is unlocked, you can reinstall the software on this computer without entering
the Key code. Note: Each computer and installation type will provide a unique
hardware fingerprint—we will generate a key code based on the hardware fingerprint
and registered user information.
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i Act4Advisors v 3.0 X

Vi

Welcome to Actdddvizors v 3.0 Setup program. This progranm will
inztall Actdddvizors v 3.0 on pour computer,

[t iz gtrongly recommended that you exit all Windows programs
before running thiz Setup Program.

Click Cancel to quit Setup and close any programs pou have
running. Click Mest to continue with the Setup program.

WARMING: Thiz pragram iz pratected by copyright law and
international reaties.

IInauthonzed repraduction or diztibution of this program, or any
partion of it, may result in severe civil and crminal penalties, and
will be prozecuted ta the maximum estent possible under law.

Cancel |

Follow the installation prompts. You must agree to the License Agreement to continue.

& Act4Advisors v 3.0

!

License Agreement

EMD-USER LICENSE AGREEMENT FOR ACT4A0%ISORS P
TEMPLATES AMD CUSTOMIZED DATABASE

THIS LICENSE DOES MOT REPLACE, SUPPLEMEMNT MOR MODIFY THE LICENSE
AGREEMENT FOR THE ACT! SOFTwWARE PROVIDED EXCLUSIWELY By BEST
SOFTwWARE. &%ALID LICENSE MUST BE SECURED By BEST SOFTwARE OR ANY OF
ITS AGEMTS FOR EACH USER. REFER TO THE ACT! LICEMSE AGREEMEMNT TO LISE
THE ACT! SOFT'wWARE.

SOFTwWARE LICEMSE AGREEMEMT

1. Licenze. If you accept thiz Licenze, Allied Financial Software, Inc. [MA&FS"] hereby

lizenzes bo vou ane electranic copy of the saftware, databaze and templates you are about ko
irgtall and related dacumentation [the "Saftware']. AFS retaing all right, title and interest in

and ta the Software. That Software and all parts thereof are the subject matter of vanous w

ize |nztallation \Wizard®

Cancel |

You must agree with the license agreement. Read and choose “I Agree” if you want to
install and use the software.

10
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ActdAdvisors v 3.0

Registration Information

Fleaze enter the name and company of the registered owner of Actdddvizors v 3.0 into the
figlds below. All figlds muszt be filled in to procesd.

Compamy:

'our Compaty

ize Inztallation Wizard®

< Back I Mest » I Cancel |

Enter the licensee’s name and company.

Act4Advisors v 3.0

Destination Location

Setup will inztall Actdddvizars v 2.0 in the follawing falder.
To ingtall into a different folder, click Browse, and select another folder.

You can chooge not to ingtall Actdddvizors w 3.0 by clicking Cancel to exit Setup.

Destination Folder
’7E:'\..."-.~'-‘«ET'~.-’-'-.ET for Windows 840 atabazes\Actdddvizors 3.0 Browse. . |

ize |netallation Wizard®

¢ Back Cancel

Choose your database location. The database can be installed on any drive but it
must be first opened from the server computer where the database resides.

11
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Opening the Database
After the software has finished installing, open ACT! and click on File > Open. Choose

the Advisor30.pad file. Note to Network Users: You must open the Act4Advisors
database from the server before any other user can login.

7 IR by Sage Premium for Workgroups 2006 - Advisor100

© File  Edit

Wiew

Lookup

Contacks

Groups

W 4 B8760f1313 » M |@ Contacts

O 1. © O Contact [‘0' -

pen

Schedule

Write  Reports  Tools  Help

4advisors

Bt GEHE OB FTP I R®O IQ@
@)

R CRORE S|

|l Yiew Groups/Companies. . ]

@ Company Look in: |Q‘ Sharedl on Server v| (€] l‘f 2 - USER v|
Contacks Contact ENT - ) Advisor30-database files Custorner Feferral - v|
salutation ME I_J ) AFS06-database files
I I: Recent ) demoz0né-database files
Title
Groups
_ Department = FEA AF 506, pad  ases
e Phone 77 |. @ demoZ006. pad
i Drezktof
Compani... Mobile I: P
Calendar Alternate __,]
_a ty Documents
Last Results 12/8/2006 v
Tasklist | LastReach 10 @ ENTER YOUR NaME HERE |
ﬁ'} Motes | History || Acti Ml Campey ;" Home Address || Webinfo |
Oppotty... Dates: | Al Dates —
Lisk : 1 Fil B Advizor30.pad b a .
_ Date Gk g e | — | [ pen_J | Record Manager | &:ssocia
= My Metwark | Files of type: |ACT! Datsbase [*.PAD] | | Concel |
|
E-mail
Internet
Services
I Layo
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": The database you are attempting to open must be updated to a newer wersion. After the update, the database cannot be used with your old version
L

of ACT!, This process may take several minutes, Wo ontinue?

If you are using ACT! 2007, ACT! will prompt you to update the software.
Choose Yes.

iz available, Would vou like to back up this database now?

L] E Before updating the database, please ensure a recent backup
L

ACT! will prompt you to backup the file before you open the database but this is not
necessary to accept. Choose No.

ACT! ]

L]
. | ) BCT 1 will novw werify the database, This process may take several minutes,

ACT! will then update and attach the database.

After the database has been updated and verified, ACT! will open the Act4Advisors
database.

13
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Logging into to the database

The first time you open the database, you will be prompted to login. Use the login
name ME and no password. This “User Record” has full administrative rights to the
database.

Log on to Advisor30 ['>_<|

E niker your user name for thiz databasze:

| ME |

E nter vour pazsward far thiz database:

[ ] Bemember pazsword

The database will open as pictured below.

% ACT|! by Sage Premium for Workaroups 2006 - Adyisor30
File Edit View Lookup ontacts Groups  Schedule  ‘Write  Reports  Tools  Help  4Advisors

1of1 ‘@Contact5|ﬁcuntactust % f,:¢ @ @) @3 F# § E =z |§| 3 @ % @ Q) E .
sz @ O Contact Detail

m ENTER YOUR NAME HERE [:]] [ | )

@ ENTER YOUR I HERE s 2P .
Contacts || SentactInfo |workadditional Infa | Photos| Spouse |Spouse Wark Infol Spouse Work Phone| -4 4Advisors ..
. Open Date | Client Type Status
@ Salutation| ME Salutation - = =
E-rnail v Sp. E-maill ID/Status | USER e
Gops | Commanissen it
e Primary Phone - "Preferred Mailing [Home | Work | Spouse| Al | Comments:
i __Home Phone| L] N [This is your "My Record". Entar yaur personal
: Wark Phone = Preferred Mailing Address: infarmation an this record.
Byl Mobile Phone =
E Fax [...]
Alt Phone 1 ]
Calendar Alt Phone 2 -
e Alt Phone 3 i
| Last Results: N

_
m
n
~
=
a

MNotes |.H.\.stnr;j Activities .C;ppnﬂur.ﬂt\es .él:nupskn-mpaniés S‘écnndary‘én‘nt;a}ts | bl:gani.zer.' | Documents Persomal I Accourt Insurance I‘i‘\anr;i;g ;A‘d‘v.\snry;

Dates: |4l Dates v | @y select Users (2 Options ~

Date T‘T\me |Hegarding HE‘ﬂ ‘@ |F|Ecurd anager Azsociate Wwith

(o]
=1
k=1

g

£

(=
S

m
2
&

i

Internet
Services

The main contact will be your “My Record”. Enter your personal information into this
record keeping in mind that your login name is ME. You can set a password by click-
ing on the File menu and choosing Set Password.

14
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If you have a Single User License of 4Advisors 3.0, you are

done with this step. You may now import your data or start
using Act4Advisors .

Sharing the Database (Network Users)

To share the database with other users, open the database from the server and click
on Tools > Database Maintenance > Share Database. The database will now be avail-
able to others to open.

Next, browse to the database location and copy the Advisor30.pad file into the data-
base folder above it. This is the file that all users will access when opening the data-
base.

& Database

File Edit View Favorites Tools  Help ﬂ"’
Back » ) (T O search [ Folders  [o-

. Address | I CiDocuments and Settings|scottiiy Documents W aCTIACT For Windows & b | Go

Mame & Size | Twpe Date Modified
File and Folder Tasks |23 Advisor30-database files File Folder 10/16/2006 3:01 PM

FEA Aidvisar30, ADF 20,480KE  ADF File 10242006 2:15 PM

(7 Make a new folder = ;
P [ Advisor30.aLF 12,285KE  ALF File 10242008 2:15 PM
& Publish this folder to the & 1KE  PAD File 1022006 6:27 AM

Weh

Other Places )
Copy this file into the Advisor30-database
[ Release 3 folder.

My Documents
i My Computer
& My Metwark Places

This PAD file is not the database file but is a “pointer” file to the database. If this file
does not work correctly, you can let ACT! recreate it or edit it manually with Notepad.

If you would like to recreate the PAD file to correct pointer issues, delete the PAD file in
both folders. Next, open ACT! ignore any error you see or close the database, i.e. File
> Close.

15
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Next, click on File > Open. Change the file type at the bottom of the dialog box to
“‘ACT! Database (*.ADF)” and select the Advisor30.ADF file. This will recreate the PAD
file. At this point, you should copy the new Advisor30.PAD file into the database folder
as noted above.

Adding Users to the Database

PLEASE READ! If you plan to import data from another ACT! database including
those upgrading Act4Advisors, you should NOT add users following these direc-
tions. You should follow our instructions on Data Importing. If you are new to ACT!
or are not importing data FROM another ACT! database with multiple users, follow
the instructions below.

To add users to the database, click on Tools > Manage Users. You can create a user
and set their login name and password or leave their password blank. Simply follow
the wizard. The user can be set to “Active Pending Logon” or “Inactive”. Once each
user has been set to Active Pending Logon, you will then be able to install Act4Advi-
sors Workstation installation on that user’'s computer.

*Keep in mind that Act4Advisors has a license check program that will check the num-
ber of users in the database and compare this with the license level you have pur-
chase. Do not add more Active users than you have licensed.

Also, to keep your data secure, we recommend that all users set a password once they
start using the database.

Workstation Installation

Repeat these instructions on all workstations. It is not necessary to install the work-
station on the server since the server installation includes the workstation install.

Go to the first workstation and double click on the installation file. Follow the same
procedure above for unlocking the installation file. Once you have received the Key
code(s) from us, you can proceed with the install. (See the section above for instruc-
tions on receiving a Key code). After unlocking, follow the prompts for installing.

16
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Opening the Database Through the Network

After installing the Act4Advisors Workstation, open ACT! and click on File > Open and
browse to the location where the database has been shared. The Network icon on the
left side of the Open dialog box may help you see the database

| Open -

Loak in: |‘-_.§ My Metwork Places v| € N

i_ﬂEntire Mebwiork.

_..-J |! advisor30-database Files on \
Fecent
If you do not see the
Advisoril-database files
folder. browse your Entire

Network to find the folder.

. Double click on this
.—j folder and select the
Advisor30_pad file

by Documents
> Use this button to

—)g Browse the

o Metwork

by Corpuiter

|

}.

File name: | b | Open

Files of type: | ACT! Database [* P4D) v | cancel |

by M etworlk

When the database opens, you will be required to login. BE SURE TO LOGIN WITH
THE LOGIN NAME OF THE USER FOR THAT MACHINE.

Have the user set their password if it has not yet been set.

If you have difficulty with this installation, feel free to contact Act4Advisors support at
770-475-9213. We provide 30 days free installation telephone support.

17



CHAPTER

Act4Advisors Data Conversion and Migration Procedure

Overview:

Near the end of 2004 Sage Software released a new version of their widely acclaimed
ACT! software, called ACT! 2005. The software had been in development for over 3
years and was an ambitious effort to take the ACT! software into a new direction.

The new software was re-written from the ground up with a completely new architectural
design based on Microsoft’s new .NET technology. The database used was Microsoft’s
MS SQL which gives excellent security and scalability to the ACT! platform. Since there
are various versions of the new ACT!, we will refer to it the new ACT! as “ACT! SQL”".

As with most new or rewritten software, ACT! 2005 included numerous bugs and defects
that rendered the software somewhat useless to many upgraders. Its slowness and
plentiful bugs caused many to take the strategy most of us have learned from Microsoft
which is “Let’s wait”.

Since the initial release ACT! 2005, Sage has released two new versions of ACT! and
other derivatives of those versions. Each new version has been better than the previous
and many of the critical bugs have been fixed. Though the software is very similar in
“look and feel” with earlier “Classic ACT!” programs, the new software does behave
differently in some ways from the old. As a result, we find that most long time users will
have to get used to the new ACT! Also, it is important to know that ACT! SQL cannot be
saved “back to” ACT! 6.0. In other words, if you upgrade and then start inputting data
into the new ACT!, you cannot go back to the old ACT! without expense and an outside
consultant.

Because of the complete differences in structure and architecture, the conversion
process from ACT! 6.0 to ACT! SQL includes numerous steps. These steps have been
established as best practices by both Sage Software and many ACT! Certified

18
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Consultants. We have modified these best practices slightly based on our own
experience but we do suggest that you consult ACT!’s website for more information.

The process will include these broad steps:

Copy your ACT! 6.0 database to a new folder.

Remove old data and any blank records or unneeded data.

Run a Compress and Reindex on the database in ACT!

Run the ACT! Diagnostic Tool and Scan and Repair the database

Delete unused or unwanted, non-primary data fields from your ACT! 6.0 database

Open the ACT! 6.0 database with ACT! SQL and convert the database using the
Custom Conversion” method offered by ACT!

§O 0 K~ W N =

7. For multi-user databases, export the user records to new the new Act4Advisors
database

8. Establish the exported contact records as User Records in the new Act4Advisors
database

9. Login to the new Act4Advisors database as each user to establish them as full
users

Import your data while manually mapping fields to the new Act4Advisors database.

Getting your ACT! 6.0 database ready for conversion

If you have a server computer, it is best to run these procedures from the server itself
to improve the speed of processing. Otherwise, copy the database folder to your local
computer. If you have sync databases, you will need to combine all databases to the
master before beginning.

1. Close ACT! 6.0 on all computers and copy the ACT! 6.0 database folder to a new
folder or to your local computer.

2. Open the copied database. i.e. In ACT!, click on File > Open and browse to the
folder you just copied.

3. Browse and delete any unwanted or blank contacts

4. Reindex the database, i.e. Click on File > Administration > Database Maintenance
> Reindex button.

5. Close ACT! 6.0
6. Click on the Start button > Run > type ACTDIAG and OK button. Note: If you have

19
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already installed ACT! 2007, you will have to browse to the C:\Program Files\ACT
folder and double click on the file ACTDIAG.exe. Otherwise, the ACT! 2007 Diagnostic
tool will come up. This does not affect ACT! 2006 whose file name is Act8Diag.exe.

7. On the top menu of the ACT! Diagnostic Tool, click on Maintenance > Scan and
Repair and follow the prompts. (NOTE: While running, if the ACTDIAG shows any
items with red check marks, you “had” or “have” a corrupted database. If you have red
check marks, open the ACT! database again and allow it to rebuild the indices. Next,
close and rerun this step to make sure the problem is fixed. When all checks are
green, you can continue.

8. Close the ACT! Diagnostic Tool
9. Open the database locally and let ACT! rebuild the missing index files.

After rebuilding the index files, click on File > Backup and make a back up of the
database.

THE NEXT STEPS ARE OPTIONAL but will improve your
chance for a successfully conversion.

The next procedure will require that you to delete any fields from the database that you
are not using or do not want to import into the new version. For example, if you do not
track insurance data in Act4Advisors, delete all of the policy fields. If you do not input
asset allocation data, delete these fields. If you do not track accounts, remove these
fields. Deleting these fields will reduce the time for conversion and will allow you to
have fewer fields for you to map in when importing to the new database. The new
Act4Advisors database will still include these fields but by deleting them from your
current database, you will not have to see them when importing.

To delete fields, click on Edit > Define Fields. Locate the fields you do not want to
convert over and delete them. DO NOT delete these primary fields:

Company
Contact
Address
City

State

ZIP
Country

© NOo Ok~

. Phone
Phone Ext.

20
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The last procedure will require you to purge some “old data” from your database before
converting to the new version of ACT! Our main suggestion is to remove old activities
including “cleared activities” as well as old “uncleared” activities older than 1 year old.
Since cleared activities are written into the History as either Completed or Not
Completed, you will continue to have a record of the activities when you convert. The
downfall of this is that you will not be able to view your “old” calendar activities in the
new ACT!

Uncleared activities are a little more complicated. Many users of ACT! never clear
activities. In this case, a decision needs to be made. You have three choices:

You can go ahead and clear all the activities at once and mark them all as
“Done” or “Not Done”. If you do this, a history will be created and can be
converted.

You can erase all of the activities at once. This would improve your
performance but you will not have any record in the new database of the
activity.

Do nothing and let ACT! convert the activities. If you have a lot of activities,
ACT! may not get all of them and you could lose data in the conversion.

It should be understood that your old ACT! 6.0 database is not going to go away. You
will still have access to it if you need it so do not fret over these decisions too much.
You will still have your data in another database.

As | mentioned, it should be noted that if you have a large number of activities or old
activities, the conversion may have problems.

After clearing all old activities, you can remove the old data before you convert by
following these steps:

Click on File > Administration > Database Maintenance

Click on the Data Cleanup tab

Check Cleared Activities Older Than and change the days from 60 to 365.
Check Transaction logs and change 60 to 1.

Finally, click on the Remove Selected Items button. When the process is done you are
ready to convert your database.

Converting Your ACT! 6.0 database to ACT! 2006/2007 (aka ACT! SQL)
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Important Note for Users of Standard versions of ACT! 2006 by Sage (8.0)
and ACT! by Sage 2007 (9.0)with Ten or More Users:

If your ACT! 3.x - 6.x database contains ten or more users, you will be limited to
converting nine active users. Your other users will be converted as “inactive” users
with no loss of data. The nine includes the user that is required to login to the previ-
ous version of ACT!.

If you require more than 10 “active” users, you will have to upgrade your ACT! soft-
ware to ACT! Premium for Workgroups 2006 or 2007. Contact Allied Financial
Software, Inc. sales for more information.

**ACT! 2006 cannot import attached documents and emails from one ACT! 2006
database to another. If this is a concern for you, you should consider upgrading to
ACT! 2007 which does not have this limitation.

NOTES ABOUT CONVERSION TYPES:

If you are upgrading from Act4Advisors or any other highly customized database, you
should use the Custom Conversion offered by ACT! If you have not customized your
database, specifically, if you have not added additional addresses or phone numbers,
you should choose the Standard Conversion.

The new ACT! SQL handles addresses and phone numbers differently than the
Classic ACT! If a Custom Conversion is not done for databases with custom
addresses and phones, these fields will not be available for import into the correct
fields.
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Start the Conversion

To convert your ACT! 6.0 database, simply open the database with ACT! SQL. Start
ACT! SQL and click on File > Open. Change the file type at the bottom of the dialog

box to ACT! 3-6 Database (*.DBF) and browse to the database you were cleaning up
above.

Open @

Laok jre | [ -Actdsdvisors 2.0 vl O 7 B
_.J r Advisar
Recent
FTF‘ Change file type and
browse to the
Deskiop database you have

been cleaning up.

My Compuiter
.% File name: |.-'-‘-.n:|visn:|r.|:||:|f :\ Open
My Metwork,  Files of bype: ( \ACT! 3§ Database [*. DBF] v| ] | Cancel |
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ACT!'s Conversion Wizard

ACT! Database Conversion (1 of 3)

Welcome to the Database Conversion
Wizard

Thiz wizard allows pou bo convert databazes used in ACT! verzionz
364 The on-zoreen instructions will guide pou through the process,

To convert databazes from ACT! 7.8, click Cancel, and then
zelect Open from the File menu.

During the process, ACT! will werfy field mapping. If pou never
customized or added fieldz in pour previous wersion, simply click
Mest on each panel to accept the default zettings. If you have
customized or added fields. you have the option to map them to
the appropriate ACT! 2006 fields, See the Start Here guide for
rnare information,

[] Check ta hide this panel in the future

If you are upgrading from Act4Advisors OR any other highly customized ACT!
database, choose Custom Conversion. Do NOT use Standard Conversion.

If your database was NOT customized as noted above in the NOTES ABOUT
CONVERSION, choose the Standard Conversion and follow the prompts.
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ACT! Database Conversion (2 of 6)

Conversion Type

ACT! haz mapped the standard databasze fields from vour presvious version to the nev é
verzion. If pou have custom fields, select "Custom conversion'’. —_

All databaze fieldz and data will be corverted.

(") Standard conversion [recommended] - uzes the default mapping to comvert wour
databagze. Thiz option iz best if your databaze haz not been modified o include additional
addreszes, telephone, or alternate contact fields.

{+) Custom conversion - allaves you to change field mapping before converting the database.
Thiz option iz best if pour databaze includes custom fields, such az additional addrezzes
or telephone fields.

¢ Back ” Memt >

Choose Next

ALCT! Databhase Conversion (3 of 6) x|

Convert Contact Addresses
Click Mest to accept the default zettings or zelect the held(z) from the ACT! 3.0-6.0 Field é

list ta map to the carresponding ACT! 2007 field. Press F1 for mare information.

Address Hame: IM

ACT! 3.0-6.0 Field ACT! 2007 Field |
Addresz 1

Address 2 Addresz 2
Address 3 Addresz 3
City City

State State

Zip £ip Code
Country Country

< Back I Mest » I Einizh LCancel
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The left column displays fields from the ACT! 3.0 - 6.0 Field (source) database. The
right side ACT! 2006/7 Field column displays fields in the (target) ACT! database.
Complete the mapping by ensuring the ACT! 3.0 - 6.0 Field column has an entry for
each field that you wish to convert. If a field is not mapped in this column, data in the
source field will NOT be converted into the ACT! database. To change the mapping of
a particular field, click into the entry in the left ACT! 3.0 - 6.0 Field column, and then
click the proper field from the drop-down list. When all fields are mapped correctly,

click Next. The Convert Contact Address - Home dialog box appears:

ACT! Datahase Conversion (3 of 6) @

Convert Contact Addresses

Click Mext to accept the default zettings or zelect the field(<] from the ACT! 3.0-6.0 Field
list to map to the coresponding ACT! 2006 field. Press F1 for more information,

_ra
&

Addresz Mame: | Main

ACT! 3.0-6.0 Field | ACT! 2005 Field |
Addresz 1 iw Address 1

Address 2 Address 2

Address 3 Address 3

City City

State State

Zip Zip Code

Covrtry Country

[ < Back m MHewt = ]

Cancel

The left column displays fields in the ACT! 3.0 - 6.0 Field (source) database. The right
side ACT! 2006/7 Field column displays fields in the (target) ACT! database. Complete
the mapping by ensuring the ACT! 3.0 - 6.0 Field column has an entry for each field
that you wish to convert. If a field is not mapped in this column, data in the source field
will NOT be converted into the ACT! database. To change the mapping of a particular
field, click the incorrect entry in the left ACT! 3.0 - 6.0 Field column, and then click the
proper field from the drop-down list. Once all fields are correctly mapped, CHECK the
BOX “I have more Contact Addresses to convert” and then click Next.
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ACT! Database Conversion |3 of 6)

Conwvert Contact Addresses

Click Mest to accept the default zettings or zelect the field[z) from the ACT! 3.0-6.0 Field
izt ta map to the corresponding ACT! 2006 field. Press F1 for mare infarmation.

4Advisors 3.0

Address Mame: | I —

[ ACT! 2005 Field

ACT!3.0-6.0 Field

Home Address 2
<Do not map:
Home City
Home State
Home Zip

Home Country

» Home Address 1
Home Address 2
Home Address 3
Home City
Home State

CHECK THIS

AND THEN NEXT

Home £ip Code
Home Country

/

¥ | have more Contact Addresses to convert

oy

[ < Back “ Mewxt = ]

LCancel

For Act4Advisors users, type “1Alternate Address”

ACT!

Addrezz name [ex. "Shipping Addrezs").

%]

1alternate address

aE.

| | LCancel

Press OK
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ACT! Database Conversion [3/of 6) [zl
Convert Contact Addresses MAP THESE FIELDS

Click Mext to accept the default settiyse.ﬁs SHOWN ‘ield %
06 =

izt ta map to the corresponding ACT! fie

Addregt Mame: 1altemate address |

ACT! 3.0-6.0 Field V4 | ACT! 2005 Field |
Cuztom: Address 1
Cuztom: Address 2
Custom: Address 3
Custom: Ciky
Custom: State
Custom: Zip Code
w WCustom: Countrp

CHECK THIS TO
ADD THE
~"SPOUSES WORK
W | have more Contact Addresses to convert ADDRESS

oo ) o> ]

Map the Alt Address fields to the Custom Address fields as shown and CHECK the box
to repeat the process for the Spouse’s Work Address and choose Next.

Type “1Spouse Work”

ACT! [5__(

Addrezz name [ex. "Shipping Addressz").

Coouze Work

k. | | Cancel

Press OK
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ACT! Database Conversion (3 of 6)

Convert Contact Addresses

4Advisors 3.0

MAFP THESE AS §

Click Mest to accept the default settings or selec S HOWN
lizt to map to the coresponding ACT! 2006 f@d

Addrezs M amp# Tzpousze work,
SACTL A Finld 2| ACT! 2006 Field |

YWhark Addrs1 Sp. CLgtom: Address 1

YWhark Addrs2 Sp. Custom: Address 2

<Do not maps Cugtom: Address 3

Whark City Sp. CListom: City

Whaork, State Sp. CLzhom: State

Whork, £ip Sp. CLgtom: Zip Code

w»  Euztorn; Country

CHECK THIS TO
ADD THE
PREFERRED

v il have more Cortact Addresses to convert ADDRESS

LW

< Back ” Mest = l

Cancel

Map the Spouse Work Address fields to the Custom Address fields as shown and
CHECK the box to repeat the process for the Preferred Mailing Address and choose

Next.
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Type “1MailAddress” and Press OK

ACT!

Addresz name [ex. "Shipping Address").

4Advisors 3.0

x]

M ailtddreszs

| ok

|| Lancel |

ACT! Database Conversion (3 of 6)

Convert Contact Addresses

Click Mest to accept the default zettings ar zelect the field[z] from the ACT! 3.0-6.0 Field
lizt to map to the coresponding ACT! 2006 field. Press F1 for more information.

Sddress Mame:

Trnaladdresz

| .
M ailsddressz2
Mailsddres:3
Maildddressz3
b ailCity
M ailS5tate
M ailZip
k ailCountoy

R

ACT! 2006 Field |

Cuzton: Address 1
Custom: Address 2
Custon: Address 3
CLigtom: City
CLztom: State
CLstom: Zip Code
CLiztom: Country

'\ NOTE THAT MAILADDRESSZ GOES
TO Custom Address . FOLLOW THIS!
DO NOT MAP MAILADDRESST |

[ | have more Contact Addiesses w urven

[ < Back

[ Mest = l

Cancel

CAUTION: For Advisors users, MailAddress1 does NOT get mapped! MailAddress1 is
a mailing name and not an address field. Map the MailAddress fields to the Custom
Address fields as shown and DO NOT CHECK the box.
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Group Addresses
ACT! Database Conversion (3 of 6) [5_<|
Convert Group Addresses L

Click. Mext to accept the default settings ar gelect the field(z] from the ACT! 3.0-6.0 Field 'Eé:
list to map to the coresponding ACT! 2006 field. Press F1 for more information. =

Address Mame: Group Address
ACT!I 3.0-6.0 Field ACT! 2006 Field |
Address 1 Address 1
Address 2 Addreszs 2
Addresz 3 Address 3
City City
State State
Zip Zip Code
oLty i % County

[ | have more Group Addreszes to convert

¢ Back

=

Group Addresses do not need to be changed or added for Act4Advisors. Choose
Next.
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Phone Numbers

ACT! Database Conversion (3 of 6)

Convert Phonef/Fax Numbers

Click. Mext to accept the default settings ar gelect the field(z] from the ACT! 3.0-6.0 Field
list to map to the coresponding ACT! 2006 field. Press F1 for more information.

4Advisors 3.0

Phone Mumber: | Phone
ACT!I 3.0-6.0 Field ACT! 2006 Field | ~
FPhohe FPhone
Phone E«t. Phone Bt
Fax Fax Phone
Fax Eut. Fax Eut
Home Phone Home Phone
<D not map: Home Ext.
Maobile Phone Mobile Phone
<Dla nat map: Muobile Ext
FPager Pager Phone
<Do not map: F'ager Ext W

[ v i have mare Contact Phone Mumbers to convert ]
L N

¢ Back

Mest > l

LCancel

To add the additional phone numbers, check the box and choose Next.

ACT!

Phone name [ex. "™ acation')

%]

Alternate PhoneZ

Thiz phone has an extension.

Ok,

LCancel
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Type in “1Alternate Phone2” and check the box “This phone has an extension.”

Choose OK.

ACT! Database Conversion (3 of 6)

Convert PhonefFax Humbers
Click. Mext to accept the default settings ar gelect the field(z] from the ACT! 3.0-6.0 Field
lizt to map to the coresponding ACT! 2006 field. Prezs F1 for more information. —

FPhone Murmber: | Phone

ACT! 3.0-6.0 Field ACT! 2006 Field | N
Home Phone Home Phone Click in this ficld

<Do not maps Home Ext.

Mobile Phone Mobile Phone ,@Nd “map” “Alt

<Do not map: M obile E =t Phone2" and "Alt
Pager Pager Phgfie  Phone? Desc”

<D not map: f

Alt Phane ate Phone Check to add

Alt Phone Desc ernate Phone Ext more phgneg

Al F"hu:une 1alternate phone and Next.

Al Phones Desc w1 - Eut L

v il have more Contact Phone Mumbers to convert ] /
-

Next, you will have to map the “Alt Phone2” to the “1alternate phone2” field and the “Alt
Phone2 Desc” to the “- Ext”. For example, to map the field, click in the field to the
LEFT of 1alternate phone2 and select Alt Phone2.
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You must repeat this process for ALL additional phone numbers that have been
added to the Act4Advisors database that you wish to import. Here is a list of the
additional Act4Advisors “stock” phone fields that must be mapped. If you added
additional phones, you must map those also:

(Table 1)

Act4Advisors field Check Ext? Extension field NAME you should
create

Alt Phone3 Yes Alt Phone3 Desc  1Alternate Phone3
Work Phone Sp. Yes Phone Ext. (Sp.) 1Work Spouse

Asst. Phone Yes Asst. Phone Ext.  1Assistant Phone
Phone Attorney No (no ext) 1Phone Attorney
Phone Accountant No (no ext) 1Phone Accountant
Phone Trust Offc No (no ext) 1Phone Trust Officer
Phone Stockbroker No (no ext) 1Phone Stockbroker
Phone Ins. Agent No (no ext) 1Phone Ins Agent
Phone Oth Advisor No (no ext) 1Phone Other Advisor
Work Fax Sp. No (no ext) 1Fax Spouse

Create phone field 1”Alternate Phone3”

Phone name [ex. "% acation']

14lkernate Phones

Thiz phione haz an extenszion.
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ACT! Database Conversion (3 of 6)

Convert PhonefFax Numbers

Click Mest to accept the default zettings ar zelect the field[z] from the ACT! 3.0-6.0 Field
lizt to map to the coresponding ACT! 2006 field. Preszs F1 for more information.

4Advisors

3.0

X

S

Phone Mumber: | Phone
ACT! 3.0-6.0 Field ACT! 2006 Field | 4:
Mobile Phone Mobile Phone
<D not map: t obile Bt
Fager Fager Phone
<Do not map: Pager Ext
Alt Phone Alternate Phone
Alt Phone Desc Alternate Phone Ext
Al Phones 1alternate phone
Alt Phoned Desc - Eut
Al Phone3 1alternate phone3
Al Phoned Desc. W Bt \__r

¥ | have more Contact Phone Mumbers to convert

< Back ” Mest =

Cancel

Create phone field “1Work Spouse”

FPhone name [ex. ' acation'']

Thig phone haz an extengion.
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ACT! Database Conversion (3 of 6)

Convert Phonef/Fax Numbers

Click. Mext to accept the default settings ar gelect the field(z] from the ACT! 3.0-6.0 Field
list to map to the coresponding ACT! 2006 field. Press F1 for more information.

4Advisors

3.0

Phone Mumber: | Phone
ACT!I 3.0-6.0 Field ACT! 2006 Field | ~
FPager Fager Phone
<[Da nat map: Fager Ext
Alk Phone Alernate Phone
Alt Phone Desc Alternate Phone Ext
Al Phones 1alternate phone2
Alt Phoned Desc - Ext
Alt Phone3 alternate phone3
Alt Phone3 Desc. - Ext.
Whork, Phone Sp. Twark, spouge
Phone Ext. [Sp.] - Eat. W

v i have mare Contact Phone Mumbers to convert

¢ Back ” Mest >

LCancel

Create phone field “1Assistant Phone”
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Phone name [ex. '%acation')

1asziztant phone

Thiz phone has an extenszion.

LCancel |

ACT! Database Conversion (3 of 6)

Convert PhonefFax Humbers

Click. Mext to accept the default settings ar gelect the field(z] from the ACT! 3.0-6.0 Field
lizt to map to the coresponding ACT! 2006 field. Prezs F1 for more information.

Phone Humber:

FPhone

ACT! 3.0-6.0 Field ACT! 2006 Field | ~
Alt Phone Alternate Phone

Alt Phone Desc Alternate Phone Ext

Al Phones 1alternate phone

Alt Phoned Desc - Ext

Alt Phone3 alternate phone3

Alt Phone3 Desc. - Ext.

Whark Phone Sp. Twork zpouze

Phone Ext. [Sp.] - Eat.

Azzt, Phone 1azziztant phone

Azst. Phone Eut. - Ext. w

v il have more Contact Phone Mumbers to convert

< Back ” Mest =

Cancel

Create phone field “1Phone Attorney” and DO NOT check extension box.
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Phaone name [ex. ' acation')

X

Phone &ttarney

[ ] Thiz phone haz an extension,

Lok

|| Cancel |

ACT! Database Conversion (3 of 6)

Convert PhonefFax Numbers

Click Mest to accept the default zettings ar zelect the field[z] from the ACT! 3.0-6.0 Field
lizt to map to the coresponding ACT! 2006 field. Preszs F1 for more information.

4Advisors 3.0

Fhone Mumber: Phaone
ACT! 3.0-6.0 Field ACT! 2006 Field | 4:
At Phones 1alternate phonez
Alt Phoned Desc - Ext.
Al Phone3 altemate phone3
Alt Phoned Desc. - Ext
YWhark Phone Sp. Twork, zpouze
Phone E=t. [Sp.] - Eat.
Azzt. Phone 1azziztant
Azzt Phone Eut. - Eut
Phione dttarney Tphone attorney

r
v | have more Contact Phone Mumbers to corvert
< Back ” Mest =
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Create phone field “1Phone Accountant” and DO NOT check extension box.

ACT!

FPhaone name [ex. "acation'"]

X

Phone Accountan

[ ] Thiz phone has an extension.

Ok

| | Cancel

ACT! Database Conversion (3 of 6)

Convert PhonefFax Numbers

Click Mest to accept the default zettings ar zelect the field[z] from the ACT! 3.0-6.0 Field
lizt to map to the coresponding ACT! 2006 field. Prezs F1 for more information.

Phone Mumber: | Phone

ACT! 3.0-6.0 Field ACT! 2006 Field | 4'_'«»
Alt Phoned Desc - Ext.

Al Phone3 altemate phone3

Alt Phone3 Desc. - Ext

Whark Phone Sp. Twork, zpouze

Phone E=t. [Sp.] - Eat.

Azzt. Phone 1azziztant

Azzt. Phone Eut. - Eut.

Phone &ttarmey 1phone attorney
| Phone dccountant i % 1phone accountant )

IV | have more Contact Phone Mumbers to comveert

< Back ” Mest =

Cancel
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Create phone field “1Phone Trust Officer” and DO NOT check extension box.

ACT!

FPhaone name [ex. "acation'"]

X

1Phone Trust Office

[ ] Thiz phone has an extension.

| oK

|| Cancel |

ACT! Database Conversion (3 of 6)

Convert PhonefFax Numbers

Click Mest to accept the default zettings ar zelect the field[z] from the ACT! 3.0-6.0 Field
lizt to map to the coresponding ACT! 2006 field. Press F1 for more information.

FPhone Mumber: | Phane
ACT!I3.0-6.0 Field ACT! 2006 Field | »
Al Phone3 altemate phone3
Alt Phoned Desc. - Ext.
Whark Phone Sp. Twork, zpouze
FPhone Ext. [Sp.] - Eut.
Azst. Phone 1azzistant
Azzt. Phone Eut. - Bt
Phone Sttarmey 1phone attorney
<Do not map: - Eat.
FPhone &ccountant 1phone accountant
FPhione Trust Offc 1phone trust officer W

v i have more Contact Phone Mumbers to convert

< Back ” Mest =

Cancel
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Create phone field “1Phone Stockbroker” and DO NOT check extension box.

ACT!

Phone name [ex. ' acation'']

1Phone Stockbroke

[ ] This phone has an extension.

ACT! Database Conversion (3 of 6)

Convert Phonef/Fax Numbers

Click. Mext to accept the default settings ar gelect the field(z] from the ACT! 3.0-6.0 Field é
list to map to the coresponding ACT! 2006 field. Press F1 for more information. -

Phone Mumber: | Phone
ACT!I 3.0-6.0 Field ACT! 2006 Field | ~
Alt Phone3 Desc. - Ext
wWwhork, Phone Sp. Twiark, spouse
Phione Ext. [Sp.] - Eut.
Azzt. Phone 1azziztant
Azst. Phone Eut. - Ext.
Phone dttarmey 1phone attorney
<[Da nat map: - Eut.
Phiore Accountant 1phone accountant
Phione Trust Offc Tphone trust officer
Phone Stockbroker % 1phone stockbroker W

v i have mare Contact Phone Mumbers to convert

¢ Back ” Mest >

LCancel
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Create phone field “1Phone Ins Agent”

ACT!

Phone name [ex. " acation'']

4Advisors 3.0

and DO NOT check extension box.

%)

Phone lhs Agen

[ ] Thiz phone has an extenzion.

L oK

|| Cancel |

ACT! Database Conversion (3 of 6)

Convert PhonefFax Numbers
Click Mest to accept the default settings or

lizt to map to the coresponding ACT! 2006 field. Press F1 for more information.

zelect the field(z) from the ACT! 3.0-6.0 Field

FPhone Mumber: | Phane
ACT!I3.0-6.0 Field ACT! 2006 Field | »
YWhark. Phone Sp. Twork, zpouze
Phone E=t. [Sp.] - Eat.
Azst. Phone 1azzistant
Azst. Phone Ext. - Ext
Fhone dttarney Tphone attorney
<Dla nat map: - Eut.
Phone &ccountant 1phone accountant
Phorne Trust Offc 1phone trust officer
Phone Stockbroker 1phone stockbroker
FPhone Ing. sgent » 1phone ins agent W

v i have more Contact Phone Mumbers to convert

< Back ” Mest =

Cancel

42




4Advisors 3.0

Create phone field “1Phone Other Advisor” and DO NOT check extension box.

ACT!

FPhaone name [ex. "acation'"]

%]

1Phone Other Adviso

[ ] Thiz phone has an extension.

| oK

| | Cancel

ACT! Database Conversion (3 of 6)

Convert PhonefFax Numbers

Click Mest to accept the default zettings ar zelect the field[z] from the ACT! 3.0-6.0 Field
lizt to map to the coresponding ACT! 2006 field. Press F1 for more information.

FPhone Mumber: | Phane
ACT!I3.0-6.0 Field ACT! 2006 Field | »
Phone E=t. [Sp.] - Bt
Azst. Phone 1azzistant
Azst. Phone Ext. - Ext
FPhone dttarmey 1phone attorney
<Da nat map: - Eut.
Phore Accountant Tphone accountant
Phorne Trust Offc 1phone trust officer
Phone Stockbroker 1phone stockbroker
FPhone Inz. sgent 1phone ins agent
FPhione Oth sdvisor  1phone ather advisor W

v i have more Contact Phone Mumbers to convert

< Back ” Mest =

Cancel

LAST ONE!
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Create phone field “1Fax Spouse” and DO NOT check extension box.

ACT! %]

FPhone name [ex. ' acation'']

[ ] Thiz phone has an extenzion.

aF. | | Cancel

DO NOT CHECK BOX TO ADD MORE PHONES and choose NEXT

ACT! Database Conversion (3 of 6) E|

Convert PhonefFax Humbers

Click. Mext to accept the default settings or gelect the field(z] from the ACT! 3.0-6.0 Field é
lizt to map to the coresponding ACT! 2006 field. Prezs F1 for more information. —

FPhone Murmber: | Phone
ACT! 3.0-6.0 Field ACT! 2006 Field | #
Azzt. Phone 1azziztant
Azzt. Phone Eut. - Eut.
Phone &ttarmey 1phone attorney
<0a not map: - Eut.
FPhiore Accountant 1phone accountant
Phore Trust Offc 1phone trust officer
Phone Stockbroker 1phone stockbroker DO NOT CHECK
Phone [nz. Sgent 1phone ins agent THIS BOX. THIS
Phone Oth Adwvizor 1phone other advizar IS THE LAST
work Fax Sp. s+ | 1fax spouse FHOMNME NUMBER,
T0O ADD. i

(l_ | hawe mare Contact Phone Mumbers to conert

[ < Back [ Mest = l
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Secondary Contacts

4Advisors 3.0

The new ACT! can handle secondary contacts in a separate table. Conversion of an
ACT! 6.0 database identifies specific field “humbers” as Secondary Contact’s
automatically. In the case of Act4Advisors, some of the fields were used for other items
so that we could reduce the total number of fields in the database.

Though secondary contact feature is nice in “theory”, they very limited in normal ACT!

functionality.

ACT! Database Conversion (3 of 6)

Convert Secondary Contacts
Click Mest to accept the default zettings ar zelect the field[z] from the ACT! 3.0-6.0 Field

X

lizt to map to the coresponding ACT! 2006 field. Preszs F1 for more information. =3
Secondary Contaclf| fszistant

ACT! 3.0-6.0 Field ACT! 2006 Field | 4'_'»
<0a naot map: Faw Phone
<D not map: E -mail
<D not map: Web Site
<Do not map: Addreszz 1
<Do not map: Addreszs 2
<D not map: Address 3
<Do not map: City

] b Stat
pr oo YOU CAN SKIP THIS

o hiok map ip Code STEP.

<0a naot map:

CoLimtry /

T (W

The next secondary contact is the standard ACT! field called “2™ Contact”
Act4Advisors used these fields for other items. As a result, “un-map” these to <Do not

map>
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ACT! Database Conversion (3 of 6)

Convert S5econdary Contacts
Chick Mest to accept the default zettings g
lizt to map to the coresponding ACT! 200

Secondary Contac

T 30060 Field
| <Do not map:

ACT! Database Conversion (3 of 6)

Convert Secondary Contacts

4Advisors 3.0

Click Mest to accept the default zettings or zelect the fiel
lizt to map to the coresponding ACT! 2006 field. PrezsF

Title Sp. ]
<D not map:

Whark Phone Sp.
Phone E=t. [Sp.]

<Do not map:

<Do not maps

CHANGE ALL OFFTHESE
—T0O <Do not map>» =

After changing all fields to <Do not map>, choose Next button.

Secondary Eu:nntan::td 2nd Contact

ACT!3.0-6.0 Field

ACT! 2006 Fi

<D not maps
«[Da naot maps
<[lo not map:
<00 not map:
<010 not map:

<00 not map:

<Do not map:
<Dio not maps /

<010 not maps
<00 not maps
<00 not map:

<D not maps

Compaty
Contact

Title
IDAStatus
Phone
Phone Ext.
taobile Phone
Fax Phone
E-mnail

Web Site

The last secondary contact is the standard ACT! field called “3" Contact”. “Un-map”

these fields also.
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ACT! Database Conversion (3 of 6)

Convert S5econdary Contacts
Click Mest to accept the default zetting
lizt to map to the coresponding ACT! 3

ACT! Database Conversion (3 of 6)

Secondary Ennti Convert Secondary Contacts
Click Mest to accept the default zettings or zelect the field[
list to map to the corresponding ACT! 2006 field. Press F1

<Da nat map:

e Secondary Contact | rd Contact

Tax Total (l ACT! 3.0-6.0 Field ACT! 2006 Fiel

<D not map: <D'a not maps Compary

Alt Phane3 <[la not map: Contact

Alt Phone3 Desc. ! <Do not map> Title

<Do not map: <o not maps D /S tatus

<Do not maps <Da not maps Phone

<Do not map: <D0 not map i % IPhone Ext.
. <Da nat map: <D'a miot maps babile Phone
Change these to <Do not i; Destngpd o F-.hnne

— map> and leave the box <Danot map> e mal :

unchecked. Lo not map web Site

{ [ | have more Secondary Contacts to n:u:nm-'ert]

Leave the box, “I have more Secondary Contacts to convert” unchecked. Choose Next.

Naming and Saving the Database

The next screen allows you name and save the database to a specific location. You
must save the database to your local hard-drive. Name the database
“ADVISORCONV” with no quotes.
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ACT! Database Conversion (4 of 6)

Werify the name and location for the ACT! 2006 databaze that will be created when the
CoOnvErsion process iz complete.

specify Target Database é'

Name the database
"AdyvisorCony" and
save to your local
drive.

C:ADocuments and SettingshscattyMy Docurments\ACTAALCT for Windows 8\Dal  Browse. .

< Back ” Mest =

Choose OK on the next dialog box.

\l‘) Based on the information provided, wour previous ACT! data will be converted inta an ACT! 2006 database, Click OK ta start the conversion,

Status Bar
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Running Database Conversion

Updating database. .

(T |

Dverall Progress:

[TIIT |

Cancel

When the conversion is complete, you will see this dialog box.

ACT! Database Conversion (6 of 6)

Completing the Conversion Wizard

Corversion Summany:

The database conversion is successfully completed.

Supplemental files, such az layouts and letter templates, used in
a previous version of ACT! must be converted for use with ACT!
2006, Do you want to convert supplemental fileg now or conwvert
them later?

{3 Yes, convert supplemental files now

(%) Mo, convert supplemental files later

Mext > Einizh l [ Cancel
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At this point, you have the option of converting ACT! 6.0 supplemental files including
layouts, reports, templates, labels and envelopes. We have found that the conversion
of some of these items does not work well and that is why we have recreated an Ac-
t4Advisors database using the new ACT! platform. If you would like to see your data,
feel free to convert a layout or two and you will be able to review the data in the con-
verted database.

Once the data conversion is complete, you can begin importing your data into the new
Act4Advisors database.
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Importing Your Existing Data

ACT! has an exceptional import wizard allowing you to import your existing data. You
can import an ACT! database, a dBase file, a Microsoft Outlook file, Palm Desktop or an
ASCII text file with delimiters like commas or tabs. Third party programs are also
available though us at AFS.

Existing ACT! Users

If you have an existing ACT! 8.0 database or newer, you can import your
data directly into the Act4Advisors database using ACT!’s Import Wizard. Before you
begin, you should note the data fields that are available in Act4Advisors and the data
fields you have in your database. If you have taken the time to customize your old ACT!
database, you should be sure there are corresponding data fields in Act4Advisors. If
you did not customize your ACT! database, the act fields should be mapped and ready
for import .

If you are tracking data that is not tracked in Act4Advisors and if you want to retain this
data, you can import the data into one of Act4Advisors User Defined Fields or you
should add these data fields to the Act4Advisors database before you begin. Consult
your ACT! documentation on how to add data fields.
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How to import data and retain user record

| - Export Users:

1. Open the existing database or converted database, click the Lookup menu, point
to Advanced, and then click Users. The Contact List View appears with all
users listed.

N

Go to Tools, Preferences, click on the Duplicate Checking button. Uncheck
“Enable duplicate checking for the database.” And press OK.

w

Click the File menu, and then click Export. The Export Wizard - Welcome to the
Export Wizard dialog box appears.

Export Wizard {1 of 3) x|
\Welcnme to the Export Wizard

Thiz wizard will export data from the currently open databasze bo
anather file.

[ Check ta hide in the future

< Back M est > Eirizh Cancel
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4. Enable (if desired) the Check to hide in the future option, and then click Next.
The Export Wizard - Specify Destination dialog box appears.

Export Wizard {2 of 3) x|

specify Destination
Select the destination databaze or file. |;
What tppe af file do you want to expart to’?
|4CT! Database 7.x ~]

Filename and location:

IT"-.é-.ET for "Win ¥4 atabases\Mew Empty_Copy for_|mport. pad Browse.

— Enter user log on information

zer Hame ME

FPazzward

< Back Mext > Firzh Cancel

5. Ensure that the What type of file do you want to export to? field displays ACT!
Database 9.x, ACT! Database 8.x, ACT! Database 7.x.

6. Click the Browse button at the Filename and location field. An Open dialog box
appears.

7. Browse to (if necessary), and Open the Empty Copy of your database. The Export
Wizard - Specify Destination dialog box reappears with the Filename and loca-
tion field now populated with the file path to the destination database Advisor30.

8. Enter the User Name as ME, and then click Next. The Export Wizard - Specify
record type(s) dialog box appears.
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Export Wizard {3 of 6) x|

Specify record type(s)
ACT! databazes can contain contact records, group records and company records.

—What kind of recordz would you like to expart?
[v Contact records

[~ Group records

[~ Company records

—Which records do pou want b expart?

= Current record
% Current lookup
i Al records

< Back M est > Eirizh Cancel

9. Ensure that Contact records is enabled in the What kind of records would you
like to export? section and that Current lookup is enabled in the Which records
do you want to export? section, and then click Next. The Export Wizard - Con-

tact Map dialog box appears.
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Export Wizard {4 of 6) x|

Contact Map
The data being exported muzt be mapped to the individual figldz in the curently open IZ
databaze.

4 L | 0 of 90 H
ACT/Demo EmptyCopyTestl
b ap thiz Field T thiz Field - Fezet
Addrezs 1 Address 1
Address 2 Address 2 Load Map
Addrezs 3 Addrezs 3 -
Alternate Extenzion Alternate Extenzion Save Map
Alternate Phone Alternate Phone
Birth D ate Birth Date
City City
Company Company
Contact Contact
Country Country
Delirverny nstructions Delvery Instructions ll
< Back | Mest > | itz | Cancel

Note: The left (Map this Field) column of the contact map displays the fields in the
source database while the right (To this Field) column displays the fields in the
destination database. When exporting to an Empty Copy of the source database,
the fields in the left column will match the fields in the right column. BEFORE YOU
CLICK ON THE NEXT OR FINISH BUTTON, SAVE YOUR MAP INCASE YOU
HAVE TO REDO THE IMPORT. This will save you time.

For additional information on importing, consult with your ACT! documentation. If
you require a consultant to import your data, feel free to contact us for a quote. If
you are uncomfortable importing data, feel free to contact us for our Data Conver-
sion Services. We often convert data from Bill Good, FDP, Brokers Helper, Advi-
sors Assistant, EZ Data, dboCAMS, Junxure, Protracker, Brokers Ally, and even
from other ACT! databases. Our fees are based on the time it takes to convert the
data but the fees are very reasonable.
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Export Wizard (5 of 6) x|

Specify Merge Options
Contact records, groups and companies each hawve their own merge ophions.

Specify your contact merge aptions here Contact Merge Options

Specify your group merge options here Group Merge Options

Specify your company merge options here Company Merge Options

[~ Canfirm each match

< Back M est > Eirizh Cancel

1. Click Next. The Export Wizard - Specify Merge Options dialog box appears.

2. There is no need to modify Contact Merge Options when exporting to an Empty
Copy with only a single temporary contact/user. Click Next. The Completing
Export Wizard dialog box appears.
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3. If the displayed export options are not correct, click Back to correct the settings,
otherwise click Finish. An Exporting Data... progress indicator appears. You can
then return to the destination database and create users from the records that were
exported.

Export Wizard (6 of 6) x|

\ Completing Export Wizard

Here iz what you requested:
Data Type: ACT! Database 7.
File Destination: C:ADocuments and Settings' by

Docurmnents \ACTYWACT for'Win ¥
WD atabazeshMew _Multilser_ DB pad

— Selected record types
¥ Contact records

T Group records

T Compary records

— Selected lookup

£ Current recard
& Curent lookup
£ Al records

< Back | fewt > | Firizh Cancel

Il - Creating the Users:

1. Open the Advisor30 database (If prompted to login, you must login as ME and no
Password).

N

Go to Tools, Preferences, click on the Duplicate Checking button. Uncheck
“Enable duplicate checking for the database.” And press OK.
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eI

User Tasks

Select a User

Select a user to change pazswords, secunty roles, and other sethings.

Create Mew Lzer
Edit Uzer Infarmation

Contact Mame | User Hame Secunty Role) Log On Status
Delete User

Administrator | Active

Details

There are enough licenzes for 10
active uzers in this database.

Y'ou have enough licenses for 3 additional achive uzers,

Cloze |

3. Click the Tools menu, and then click Manage Users. The Manage Users - Select
a User dialog box appears.
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x
@ Back. @ @ Home

Manage User T asks

Create New User

If the user wou wank to add is already in the Contacts database, wou
Enter User Information can copy the Contact information into a new User record,

Create Mew [zer

Specify Access

Add Uszer to Team
¥ Create User from Contack - Create a new User From an exisking Contack,

. ™ Create new User - Create a new User wha is nat in vour database,
There are enough licenzes for 10

active ugers in thiz databaze.

< Back M et = Fimizh Cancel

4. Click the Create New User option. The Create New User dialog box appears.

5. Ensure that the Create User from Contact - Create a new User from an existing
Contact option is enabled, and then click Next. The Choose Contact dialog box
appears with the first contact/user selected.
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@ Back. @ @ Hurne

Manage User T asks
Create Mew zer

Edit Uzer Infarmation

Specify Access

Add User to Team

There are enough licenzes for 10
active uzers in this databaze.

Choose Contact

4Advisors 3.0

Look, fu:ur:l

Contact

Anderzon, Ernst

Fenderline, Fred
Huffman, Chriz
kikola, Allisan

Company

CH Gaourmet Gifts
CH Gourmet Giftz
CH Gourmet Giftz
CH Gourmet Gifts

< Back

MHext »

6. Click Next. The Enter User Information dialog box appears with this name dis-

played in both the Contact Name and User Name fields.
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x
@ Back. @ @ Home

Manage User T asks

Enter User Information

Create Mew [zer

Edit Uzer Infarmatian Contact Name:
IE rhzt Anderzan

Specify Accezs
Add Uszer to Team IJzer Hame:

IE rhzt Anderson

There are enough licenzes for 10 New Password:

active ugers in thiz databaze. I

Canfirn Pazsword:

Securty Role:

< Back | M et = Finizh Cancel

7. Enter and confirm a password (if desired) for this user, change the Security Role
to either Manager or Administrator, and then click Next. The Specify Access dia-
log box appears.

61



4Advisors 3.0

x|
@ Back. @ @ Home

Manage User T asks

Specify Access

Create Mew zer

Enter Uszer Infarmation ~ Logon Access

Specify Access

= Active - Pending log on: User can log on f a license is available, or
Add Uszer to Team the uzer provides an additional license,

Details {7 Inactive - User iz not allowed to log on to the database,

There are enough licenzes for 10
active uzers in this databaze.

¥ allow uzer to sunchronize with handheld devices.

¥ allow uzer to perform Accounting link tazks.

< Back MHext » Finizh Cancel

8. Ensure that the Logon Access is set to Active - Pending log on: and disable op-
tions for handheld sync and/or accounting link tasks as appropriate and then click
Finish. (it is not appropriate to add users to teams at this time) The Select a User
dialog box re-appears with the new user information displayed.
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x

User T asks

Create Mew [zer

Edit Uzer Infarmatian

Delete Lser

Details Ernzt Anderson | Emst Adnderson | kManager Active - Pending log on

There are enough licenzes for 10
active uzers in this databaze.

You have enough licenses for 3 additional active users.

Cloze |

9. Repeat steps 2 - 6 for each user. When all users have been created as Active
Managers or Administrators, close the Select a User dialog box.

10.Restart your computer.

Important Note: In order for the Notes, History and Activity information to be asso-
ciated with the correct Record Manager; you must now log in to the destination da-
tabase as one of the new users and delete the temporary user. This step will delete
all note, history and activity information from the records in the destination data-
base. When you import the records from the source database, these tabs will be
repopulated with the appropriate Record Manager associations.

lll - Delete the Temporary User called ME:

e If your copy of ACT! is licensed for a Single-User, login across the network to the
database from a uniquely licensed copy of ACT! (so that this unique license will be
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added to the shared database), and then proceed to step 1 below: -otherwise-

e (Click the File menu, and then click Open Database. Open the Advisor 30 data-
base again, and this time login as one of the Administrator users created in the pro-

x

User T asks

Create Hew L . .
(e e st Select a uzer to change passwords, secunty roles, and other settings.
Edit Lzer Information

Delete Llser Contact Mame | Izer Hame | Security Rale| Log On Status
Alizon Mikola  Allizon Mikola  Manager Active - Pending log on
Details Chris Huffman | Chris Huffman | Administrator | Active

Adrminigtrator | Active
Emzt Anderson  Emst Anderson  Manager Active - Pending lag on
Fred Fenderline | Fred Fenderline | Adminiztrator | Achive - Pending log an

There are enough licenzes for 10
active uzers in thiz database.

Y'ou have enough licenzes for 8 additional active uzers.

Cloze |

cedure above, and then follow the steps below:

1. Click the Tools menu, and then click Manage Users. The Manage Users - Select
a User dialog box appears.

2. Select the Me user, and then click the Delete User option. The Delete User dialog
box appears. This is needed in order for the Notes, History and Activity informa-
tion to be associated with the correct Record Manager. This step will delete all
note, history and activity information from the records in the destination database.
When you import the records from the source database, these fields will be re-
populated with the appropriate Record Manager associations.
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Delete User |

ou are about to delete uger Dawvid Actman from this
databaze. Toretain records belonging ta David Actman,
wou must reazsign them to another uzer.

— Uzer record options

% Delete records belonging to this user.

™ Reassign records to anather uzer,

Select Uzer:

Chiriz Huffrnan
Ernst Anderson
Fred Fenderline

k. Cancel

3. Ensure that the Delete records belonging to this user option is enabled, and then
click OK. The following ACT! dialog box appears.

5

\lj) Al required items have been deleted, Would vou like to delete the user now?

Yes Mo |

4. Click Yes to confirm the deletion. The Retain as Contact? dialog box appears.
Note: It does not really matter whether you retain this user as a contact or not, pro-
vided you intend for this contact to remain in the database and you ensure that
Contact Merge Options are set to Merge for contacts that match.
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Retain as Contack? El

\lj) Do wou wank bo retain this user as a contack?

Yes I Mo |

5. Click No. The temporary user is deleted. Close the Select a User dialog box. The
Notes, History, Activities and Opportunities tabs will be blank and you are ready
to Import the records from the source database.

IV - Import Remaining Data

If you wish to transfer all records from the existing database, click the File menu, click
Import, and then follow the prompts in the Import Wizard.

As you proceed through the Import (or Export) Wizard, it is VITAL that you examine

the Contact Merge Options dialog box. The If source records match destination
records section must be configured to Merge for all options.

Contact Merge Options |

~ If gsource records match destination records———— ) [ If sowrce recards do not match destination records
Contact recaords: Contact recaords: I-":"-'jd j
Mates: IMerge i Mates: I-‘-"-'j':I [
Histary: IMergE j Histary: I-"i"-dd j
Activities: IMerge j Activities: I.-'l'-.dd j
Opportunities: IMerge j Dppurtunities:l,&,dd j

Restore D efaultz | 1] 4 I Cancel |

Configure the Group Merge Options for If source records match destination re-
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x
— IF zource recaords match destination records — If zource records do naot match destination recaords
Group records: IHeplace with zource group j Group records: Iﬂndd j
Mates: IHepIace with zource j Mates: Iﬁl'«dd j
[ = place with source Higtary: Ifl'«dd j
Fesztare Defaultz | 0k I Cancel
Group records: Replace with source group
Notes: Replace with source
History: Replace with source
Configure the Company Merge Options for If source records match destination
records section as follows:
x

— If source recordz match destination recaords

— If zource recordz do not match destination records

Company records: IHEF'LE'CE with zource j Company ,Ecg[ds:lﬁ'«dd j
Motes: IHeplau:e with source j Motes: Ifl'«dd j

(alz e (O R = place with sounce Higtary: I.I'l'l.dd j

Restore Defaults | (]9 I Cancel

Company records: Replace with source
Notes: Replace with source
History: Replace with source
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Keeping a Record

ACT! and Act4Advisors allow you to track various information about a contact. It is
prudent and sound business advice to keep track of every correspondence and con-
versation with a contact. You can serve your clients best by being able to remember or
recount when something was done or said.

ACT! has several features to allow you to keep track. ACT! has Notes, Histories and
Attachments that can give you a good record of all that has taken place with a client.
This is the one feature of any good database system that can save you money

and time.

Motes | History |.ﬂu:tiv'rties Oppartunities | Organizer | Groups/Companies | Secondary Contacts | Documents || Personal | Account || Insurance | Planning || Advizary

Dates: |.ﬁ.II Dates - | Types: | Al w | % Select Users &3 @]

[ ate Time Result Regarding & Details [5‘1 H R ecord kanager g
44442007 338 AM Mew Oppartunity Managed Account - Azset b anagement [nitial Interview 255 Sample Client
3/28/2007 223 PM Send Quote S ample Client
202772007 2:21 PM Call e History 5 ample Client
2062007 204 P4 Call Completed Follow-up Sample Client

Took care of the paperwork for group health. 4 outof 6

people are participating.  Thiz group iz eligble because one of the

bwo non-participatars iz on his mom’s coverage. She will zend me

COpies.
20442007 £:47 M Thark You -oceceeceme o Letter Attachment [i] S ample Clisrt
20402007 3:45 P4 Call Completed Confirmn &ppointrment Sample Client
11642007 2:00 PM To: iwendleit@hatmail. com - Subject: Thank Yau ----------- E-mail S ample Client
1142007 203 P Review Completed  Quarterly Beview Sample Client

[id a quarterly review. They have zome debt at under 5%

and a business loan at 8% that they are tving to pay agaressively,

bt they owe $30,000 on the buzineszs loan, and Sample's parents

are co-zigners. T hey alzo have an accountant now, Mike Taylar,

They are happy with their health insurance.
<
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Attaching Files

Attaching files is one of the most powerful features within ACT!. Being able to keep a
trail of every correspondence keeps you informed and organized. You can attach files
to a contact allowing you to easily find documents and images that are related to the
contact. Some common attachments would include proposals, spreadsheets, letters
sent, emails sent, etc. Other suggestions for linking files might include scanned docu-
ments such as tax returns, financial plans, investment policy statements, pictures, arti-
cles and other important information.

Fig 1. You can attach files in the History tab.

MNotes u:tiv'rties Opportunities | Organizer | GroupaiCompanies | =econdary Cortactz || Documents | Personal | Account | Insurance || F

Dates: |4l Dates w | Types: | Al w | L select Users & [

Drate Time Result Regarding & Details EE‘% Record b
FAR2007 F33AM |.-'-‘-.ttan::hment JohnTAdvisar_2F102006_093707 . pdf | Sample C
FA52007 730 A |.-'-‘-.ttau:hment support oppurtunitiesl an 007 =l | Sample C
T 32007 352 PM Figld Changed Field ID/Status changed from "Client B ta "Client A" Sample C
FA22007 55 PM To-do Dane Rescedule Drip Series as needed by3rd phone call Sample C
TA2A2007 354 P Call Completed Make 3rd call for further follovp Sample C
792007 55 P Letter Sent Send Letter & ACT can saive a5 a pauedo fila mansger by allowing Sample C
you to link relative files to the contact. Simply
74442007 12:00 &M Meeting Held Independence Day  GCuble click on the file to apen the document. Sample C
FA32007 55 P To-do Done Rezcedule Dnp Seriez az needed by3rd phone call Sample C
B/30/2007 7:34 AM [Bttachment Applcation. doc | Sample C
G/ 282007 55 PM Letter Sent Send Letter B Sample C
4./4/2007 251 A Field Changed Estimated Close Date Field Profit Sharing changed from Sample C
£

The Paperless Office:

With the right kind of software and scanner, ACT! and Act4Advisors can become instrumental in allowing you to
“free up the clutter” of a typical financial services office. We recommend you have fast scanners. You will need a
flatbed and/or a sheet fed scanner. Sheet fed scanners can free up time from having to manually place each page
on the scanner. Flatbeds are great for books, bulky brochures, magazines, etc. Some flatbeds have optional sheet
feeders. Just be sure the scanner itself is relatively fast. Twain compliant may be more versatile with more
software choices than ISIS compliant but the later is typically the format used by high speed corporate scanners.

Faster scanners will be Firewire, SCSI or USB. USB 2.0 and Firewire are the fastest but there are not many
Firewire scanners available as of the printing of this manual. For a USB Scanner, make sure it is USB 2.0 and make
sure you have a USB 2.0 card on your PC. Research fully before you buy and see our later chapter on Scanning

and Document Management.
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Fig 2. The Documents tab is a better way to manage your attachments.

Motes || History | Activities || Opportunties | Organizer | GroupsiZompanies | Secondary Contacts F‘ersu:unal Account | Insurance || f
o =
[ - add Document
Task Lisk
ﬁ M ame | Size File Type Date Modified
E ﬁf] JohnTadvizor_27102006_093707 . pdf 21 KB Adobe Acrobat 7.0 1042742008
e @ JohnTaAdvizor_01112006_150834_1 4 8327 KB Microzoft Office Document... | 1121/2008
P || ) | ErvolimentF o pf 435 KE Adobe Acrobat 7.0, 5/11/2007
- B | Checklistxls 29KE Microsaft Excel Warksheet | 4417/2007
% WY | Actdtdvizors Support Terms and.. M4 KB Microzoft word Docurnent 342242007
E-rnail
gy ACT can serve as a psuedo file manager by allowing

!|il you to link relative files to the contact. Simply
double click on the file to open the document.

Lapou | 4

Fig 3. The best way to manage your documents is the Organizer tab or Scan and Or-
ganize for ACT. See page 103 for more details and instructions.

Motes || History || Activities Oppnr‘tun'rties GroupsiCompanies | Secondary Contacts || Documerts | Personal | Account | Insurance || Planning || Adwis

[%gcquirefrnm canner]g @ @

" Automatically navigate to the
client folder by simply looking up

[ RogerkSm the client in ACTL »
) SallyMa ~ — I @
) Salygdi . - i

attt.enyonB ellzouth p——

—e =

e-mailz SampleClient_20072006_15042... [SampleClient_20072006_15060... Checklist.xlz

Scan documents as FDF, TIF, and
other popular files directly into
the client or any chosen folder.

= e
(=3 TomTEenzonBelsoutt
(= WiliarmCadburyBirming

Advisor_09_01_2006-dak: W]
Control Panel

Logitech QuickCam Expre

Shared Documents

Wendy Deemer's Docume
3 5 Mew Client Application . doc
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Motes | History | activities | Cpportunties | Crganizer

Dates: | &l Dates

History Records

4Advisors 3.0

Notes and attachments are manually created but a History entry is normally done auto-

matically for you. When you “complete” a call, meeting or to-do or make changes to

some of the contact fields, a history notation is automatically entered in the notes area.
For example, Act4Advisors inserts a History entry whenever you change the contacts

Net Worth or if the Securities Held changes. This gives you an automatic entry that

can be queried or simply referenced at a later date. It also allows you to track changes
made to the contact record over time. Histories are noted with a file cabinet icon. To
filter out histories from your view, uncheck the Histories box. This may cause slow per-

formance so we suggest that you put the check mark back before you to the next

contact record.

W

Tvpes: All

Date
FA32007

FA22007

TA22007

7952007

FMA2007

342007

B/28/2007

4/4/2007

4:4,/2007
4/4/2007

<

Time
352 PM
355 PM

2:54 PM

255 PM

12:00 AM

255 PM

2:55 PM

351 AM

245 AM
340 AM

Fls| v Histories
Fiels
Th-t

w| E-mailz

All
MHone

w| Attached Files

Ckl ————
Letter Sent

keeting Held

To-do Done

Letter Sent

Field Changed

O pporturity ...
Hew Opportunity

Send Letter &

g B Details
"StRtuz changed from "Client B to "'Client 4"

Independence Day

& Orip Series as needed bw3rd phaone call

—er Fallowup

Histories are automatically entered. When
someone completes a task or changes
certain data fields, histories will track the
changes. If you don’t want to view the
Histories, uncheck the box at the top.

Rescedule Drip Series as needed by3rd phone call

Send Letter &

Eztimated Close Date Field Profit Sharing changed from
"“wednesday, April 04, 2007 to "Monday, March 05, 2007

Prafit Sharing - Financial Planning Process: Servicing 100%

MHew Dpportunity - Financial Planning Process [nitial Interview

0o

Sample Clignt
Sample Clignt

Sample Clignt
Sample Clignt
Sample Clignt
Sample Client
Sample Clignt

Sample Client

Sample Clignt
Sample Client

GroupsiCompanies | Secondary Contacts || Documerts | Personal | Account | Insurance || Planning || Adwvis
v |2 select Users & [b]
55 Recaord Manager

Turning Automatic Histories Off

If don’t want a field to generate a history when it is changed, click inside the desired field. Click on Edit,
Define Fields. Uncheck the Generate History box for the appropriate field.
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Taking a Phone Call and Keep the History

The “best practice” in making or taking a phone is to Record a History. Notes should
only be used to note what was said but the fact that you spoke to a contact is tracked
via a history. When taking a call, hold down the Ctrl key and H key at the same
time. This will record a history that ACT! 6.0 can search for later. For example, you
may want to know all of your clients you have not spoken to in the last 90 days. This
would be difficult if you only used notes to record conversations. Notes can also be
used for “non” conversations. If you simply search for all of the notes that have been
added in the last 90 days you may discover you only typed notes and did not make a
contact. Using Ctrl + H to record every completed call will be your best way to find out
all of those you have actually spoke to.
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'con-tact
Pronunciation: 'k&dn-"takt

an establishing of communication with someone
man-age-ment

Pronunciation: 'ma-nij-ment

1 : the act or art of managing : the conducting or supervising of

something (as a business)
2 : judicious use of means to accomplish an end

sys-tem
Pronunciation: 'sis-tem
an organized or established procedure

Staying in Touch

ACT!is a "contact management system." Each of these words
needs emphasis. With Act4Advisors, you can better manage
your relationships with clients, prospects and others. ACT!'s
features combined with the Act4Advisors interface allows you to
Stay in Touch!
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Activities Tab

The Activities tab is also one of the most powerful parts of ACT! It allows you to
schedule a Call, a Meeting, and a To-Do (such as write a letter or send out a birthday
card). Activities can be scheduled for the current user or they can be delegated to
someone else's “Task List.” For example, you can set up a To-Do for your assistant to
send out follow-up letters to everyone you have met with this week. Or you might want
your assistant to input a financial plan for a client. These items will show up on the
assistant's Task List and/or calendar for the dates you designate. You can easily verify
what has been accomplished and what has not.

ACT! allows you to prioritize these scheduled activities with either High, Medium or
Low tags. Successful people are not only those that always do the High priority items
first, but they are the one’s who can distinguish between a High, Medium and Low
priority item. For example, if you make non-productive activities High priorities and
productive activities Low, you will most likely never get anything accomplished in
pursuit of your goals. To use Act4Advisors well, you must establish processes and
procedures for effective contact management.

To schedule an activity you can either right click on the ACT! desktop and left click on
Schedule or click on the appropriate buttons on the toolbar at the top.

Schedule Activity X
If you want the activities to show up Options -
erlodical:.iy such as birthdays and
General | Details | Recurence | Availabiity| | anniversaries, use the recurring settings.
Activity Type: Start D ate: Start Time: Duration:
Birthday w || FATA2007 | 3R0AM w 10 minukes
End D ate: End Time:
741742007 w | (1000 AM v | []UseBanner
Schedule \With:
Client, Sample [Sam Client, Inc.] W
Agzociate With:
Regarding:
Zall W
Resources: Lacatian: Assign activities to others
Mone = iE your office.
Fricrity: Colar; Ririg &larm: \.
Lo w Q 1 hour W [ Schedule For... ]
[ Private [ ok ] [ Cancel ]

74



4Advisors 3.0

The Activities tab allows you to view all activities you have scheduled for a contact. If

you are instituting a “Drip Marketing” campaign, you can establish a list of calls and to-
dos that will “recur” over specific periods of time. Consult your ACT! documentation for
details on establishing recurring activities.

In the illustrated example, you can view those activities that have been cleared and
those not yet done. If you are more interested in seeing all the activities you have
established for the day, week or month, you have choices.

Motes | History | Activities | Opportunities | Organizer | GroupsiCompanies || Secondary Contacts | Documents | Personal | Accourt | Insurance | Planning | Advis
Dates: |4l Dates W | Types: | &l Priorities: | Al w | LY Select Users

@ Tupe t?_;: + | Date Tirne Fricrity Scheduled With Regarding |_;,,| [5‘1 EE.; Azzoc

[ @ 5, 252000 1:31 Ph b ediuim 5 amnple Client Fieview

(1 ¢» 5, 1/26/2007 1:29 Ph Law 5 amnple Cliert Birthday

] T, 1/28/2007 1:30 Pk High 5 ample Cliert bamey Dus

] .;%. ti:] 21,2007 B:02 Ak Lo Sample Client Send Card

&= 1i3L2007 094 AR Low Sample Chast

&= 1A L200E B30-A0d Loy Samplas Chant requect Updated Catalog

] 242007 1:23PM High Sample Clignt W aiting on Check

] i 20202007 1200 AM k ediurn Sample Clignt Graundhog Dray

] ‘Ef{ 2/5/2007 MHone Lo Sample Client Scan or Copy and Print all papenaork. and..

[] & 2/5/2007 MHone Lo Sample Client Send papenaork to BAD or custodian

[] & 2752007 Hone Lo Sample Client Feview Signatures and Completion of..

[] L] 2058/ 2007 Mone Low Sample Clisnt Send ACAT letter ta client

] L] 2058/ 2007 Mone Lo Sample Client dpdate Actdddvizors and Change Status...

] L] 2/5/2007 Mone Lo Sample Clint Complete Mew Account Form; ACAT and..

] I=1 2B IO0O7F Bl 1 g Lo Tt L TR Cicie | obbere 1

To view the daily calendar showing all activities scheduled for today, simply click on
the Daily Calendar button on the side bar. The week view can be done with the button
on the side bar or the F3 key. The monthly view can also be done with the F5 key.
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Task List

The Task List can shows all activities scheduled and allows filtering for any ACT! user,
type, date range and even priority. Some people are more productive using the Task List
as opposed to a calendar but both are helpful for different uses.

If you are interested in looking at the task list for your assistant, your boss or anyone else that
is a user, choose the Select User button. You can see what has been scheduled, what has
been accomplished and what has not.
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l::;' Back = e
Dates: | Al Dates W | Types: | 4l “ | Priorities: | &l w % Seleck Users
@ [ ate A Time Friciity Fegarding
Contacks F ] F2B 1:29 P Birthday
[] & Future 1/26/2007 1:30 P High Money Due
@ O & Igfﬂi‘«;;‘;ﬂ Future 2M/200F  G02AM Low 5 ample Client Send Card
Groups [] % Last Week 212007 1:23PM  High Sample Client Waiting on Check
[] gsiLast Month e 20242007 1200 4 Medium  Sample Client Groundhog Day
ﬂiﬂE [] ﬁ B55-555-6300 202007 Mone Low Sample Clignt Complete Mew Account Form; ACAT and get most re
Cu:ues ] ﬁ E55-555-6300 20,2007 Mone Lo Sample Client Scan or Copy and Print all papenwork, and attach sc
] ﬁ E55-555-6300 20,2007 M one Lo Sample Clignt pdate Actdédvizors and Change Status o OPEM
E ¥ @ B55-5R5-5300 2/, 2007 Maone Lo Saniple Clignt Send ACAT letter] ta client
] @ E55-555-5300 2/8/2007 Mone Lo Sample Client Send papenwork to BAD or custodian
Calendar [] @ E55-555-5300 2/842007 Mone Lo Sample Client Rewview Signatures and Completion of Mew Accounl
— [] =i E25-555-6300 2842007 Hone Lo Sample Client LTH: Drip Letter 1
E [] ﬁ B55-555-6300 202007 a00AM  Low Sample Clignt File Hard Copigs in Client Folder and put in followup |
Task List (] g ti;:l E55-555-6300 200 2007 T3 PM Medum  Sample Client Feview
] € B55-555-6300 2062007 1:08 P Low Sample Client Birthday Card
] @? E55-AE5-6300 24652007 1:38 P Low Sample Client FDO
¥ g BE5-5R5-5300 2082007 F00AM  High Saniple Clignt Cluarterly Review
List ] E55-555-6300 2872007 Mone Low Sample Cliett Email Request Form
[] % E5B-555-5300 20742007 1:09PM  High Sample Client Imzurance Cuote
% ] B55-555-6200 2472007 1:37 P Low Sample Client



Printing Calendars, Reports, Labels, Envelopes

To print, click on File, Print. Choose the printout type. ACT! has calendars formatted for
various types of day planners. Formats available include Avery, Day Runner, Day Timer,
Deluxe, Time System, Time Design and generic. To print a calendar click on File, Print and
select the type of item you want to print from the pull down menu.

4Advisors 3.0

#= Print
Frintout Type: Paper Type: Prewview : Enable Preview
""" it-di-Glance Dezk ~
= —| At-A-Glance Folio [2 Col]
Addresz Book —| Ab-i-Glance Passport
ﬁ : C'ay Runner Classic
=1 Dray Runner Entrepeneur [2 Col]
Day Calendar | |[= Day Runmer Merma
E' —| Day Funner Funning Mate =
==1 Cray-Timer Desk -
Week Calendar = Day-Timer Folio 2 Col)
ﬁ """ Dray-Timer Partable
bonth Calendar = Frankl!n Clazzic =
= Franklin Compact =
Franklin Monarch [2 Cal) —
Feports — Franklin Pocket N -
Flain 44 Full Page [L) [2 Cal) -
""" Flain 44 Full Fage [L)
Label: | | Flain &4 Full Page [F] [2 Cal)
""" Flain &4 Full Page [F)
""" Plain 45 5.5 % 8.5 (L] [2 Col)
Envelopes — Plain A5 55% 85(L)
—]| Plain A5 5.5 % 8.5 [P [2 Col)
= Plain 45 5.5 » 8.5 [P v

Print ] [

Cancel

X]
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CHAPTER

Sales and Marketing

Using the Sales Opportunities Tab

Whether you earn fees or commissions, you must still bring in new client accounts and
you have to sell yourself and your services. ACT! has functions to help you track your
sales pipeline. The Sales and Opportunities tab follows the Dale Carnegie approach
but you can customize the Sales Stages based on your own needs. You are able to
enter in the various opportunities for the contact and keep track of possible revenue

B Opportunity E]
Dippesturty Name: Slabus S
Losckwood Aeeat Managament {*) Open
Contact (C Closed - Won

5 Chert, |
Sserk, Serple Pl L. e - O Closed -Laat
Azsociate W
Edit these list for | Inactive
products and services | Q O
you promote.
Forecast
Process Stage Probabity  DapzOpen  Est Close Date
Azpet M. w 3 Prelminay IPS ¥ 0 TATRA07 W
Puoducts £ Seracety User Fiekds | Detals | Oppoduriy Info
Hame e B Quartly  Cot| Prce| Ad Price Discount Subtotall | Add |

Lockwood Assel Mansgasmes Wm@ $0.07 §0, 0000 % $£3.125.00 -

Enter investable dellars  Enter compensation rate
or premium here (fee or commision) here
Wsghted Tolsk $281250  Totak 3312500
P o) Comes ),
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you might derive from those opportunities. We have also customized the sales reports to
help you utilize the software for your practice.

Be sure to customize the drop down lists of Products and Type for the products and
services you offer. We have included types as examples but not products. To modify
these lists, click inside each field and “edit list”.

To track possible revenue from a sales opportunity, we recommend you use a method
consistent with the way you get paid. For example, if you are paid 1% fees on assets
under management on a possible $100,000 account, you might enter the units as
100,000 and the price as $0.01.

The Amount will automatically be inserted.

For life insurance sales, enter your premium in Units and the commission in Unit Price.
For stock or fund sales, use the same method as managed accounts above. To enter in
a flat fee, enter 1 for Unit Price and the Fee in Units.

=" Opportunity @

| -
Opporturaty Mame: States ki
ABC, Inc. Health Coverage (*) Open
Contact () Closed - Won
Coltrane, Joh w
|Caltiane. John [AFS] I () Closed - Lost
Associale With:
T ] El () Inactive
Farecast
Process Slage Probabilty Dayz Open Est Close Date:
Insirance W E. Sales Fulbllent w 100 919/20086 w
Products / Services | User Fields | Detals | Oppartunity Info
M ame LEE GQuantity.  Cost| Price  Adj Pice|  Discourt Sulbtotal Add
v 0500000 $0.00  $0.10 1010 0.0000% $10,500,00

Weighted Total $3.450.00  Totat $10.500.00

I~ Private [ ok || cancal |

The probability of closing the sale is an ambiguous item. Typically, you should enter the
amount of confidence you have in getting the business stated as a percentage. This
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may also depend on where you are in the sales stage. The Forecasted close date will give you
a targeted date to close this business.

For more on Sales Opportunities Tab, consult your ACT!

Groups and Companies

Groups and Companies are designed to help you segment your database into subsets where
everyone in a group has something in common. Some examples of groups are :

e Everyone who works for ABC Corporation whom you have implemented a 401k plan for

e Everyone who has a net worth above $2,000,000

e Everyone who is a client

e Everyone who is a hot prospect

e Everyone who is in Rotary Club

e Everyone who owns your Aggressive Growth portfolio

e Everyone you synchronize your Palm Pilot with

e Everyone attending your next seminar.

Individual contacts can belong to more than one group and in many cases, you may always
assign the contact to a certain group. This will make looking up a group of contacts easier and
faster. Groups, like contacts can also have activities, notes and user fields. Be sure to read
our later chapters on Groups and consult your ACT! documentation.

() Back (] @'f—]i’f.ﬂgi_['i,_ﬁi” [ Wiew Groups/ Companiss. . I
_.Mﬂ|m-ﬁ-9‘mﬂ:$l3" _ —
@ 2 Flenning Warkchop At — Hisadvisors
. e Seminar: Estate Planning Workshop Jure(é
Desaription: Wills and krust Subgroig
@ o Cave: Bf20/Z006 *  Address 1154 Main Ste
L Lecarisn: Golden Ide Steakhouse
;':I“E Type: [DENREr W
Companies Spongor American Funds City: Albarm b
Speaker Joal Stenger Hrater MY »  Zip Codes DE465
Contry: USA b
Cabencar L >
e Corkacts | Mobes | Mistory | Activities | Opportunities | Doguments | Group Enfo | Organizer | Additional|
Tack List AddfFemove Conbacts. .. I Options -
' 5 Contael Compary Phane Estantion E-mad
Opportunity Michayel Acosly
Andres Scion
= Sha Acung
otuolon B | |k s
Al S eminaeiiup Jarrars & Ao
Bobbes Sdans
Cecilfdden
Jokin M. Coltrane AFS [770) 4750455 supporEsoltvweaned advis
L] >
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Track Qualified Retirement Plans and Employee Benefits information within the Companies
View. Additionally add contacts to the Companies membership.

e ACT? by Sage Premium for Workgroups 2006 - Advisor 30Mail
: Flle Edt ‘Vew Lockup  Contacts  Groups  Schodule  Wrke Reports  Took  dAdvisors  Help
|l Componies | ooyt H i F & B T @S RF B A T@E

i Cempany! ABC, Inc SIE Codez| 2400 w
ot Bivision: (Comporate Lockp s1c: ID/Statust Praspect QP v
Region: Highly Compansatad: 18
Address 12554 Paachtras St Referred by: Advartisement |+
Distshons:
Clapr: CrCORP
Ciny: Atlanta -~ Industry: Lumbar b
Srama: WA W Zip: 3030F Fevenus: §11/960,000.00
Cowntry United Statsr ¥ Emplevess: 151

Fhone: [qp4-sss-4545 [ ] Tan 10 | SE-SEEIESE

Wb Sioe [y pbging o Fiscal Yaar Jung 30
Daraription: ABC prowides speciabiced lumber supplies to Georgia Pacific in Adanta

Corkacts | Notes | Mstory | Activities | Oppoetunties | Documents | Qualfied Pans | Benefits | Organizer | Status

E
Calendar
Task st Optiens =
Cpporturity

List

E-mal

o |

Conlact Company Phone Esenzion E-mad Title

diohn B Buck ABC Inc. BE4- 2504545
Pokand ) Grttraoe ABC Ine.
Chawles & Hedion ABC Inc.

Boss [ Polock ABC Inc.
Sl Sirath AR I, 452158 1458

(Lyou v ]| ¢ o

| Cortacts | Motes | History | Activiies | Opporturdies | Docusns
Qualified Flan | | Quaified Plan 2 | Quaified Plan 3 |

Plan 1
Plan Huma: | ABC 401K Marre: | |
Twper 401K
Date of Tnceprion: TEAFL999 W
Piticigation: 151
EED::ﬁ.m: :I.Imm ‘c — — — - - @ _SH'.'US_
ER: Coarbugions: § 250,000, 60 Benefits Flan | | Banefits Plan 2 | Berefits Plan 3
Toral Contrbutmns: | §430,000, 00 Plan 1
Fasures:
) Lagt Updatad: L4M2000 w Plun Dagign:
uml Amkra ATM Plse: [HEdCEl ER Pay: 100% of Employe
) Type: PPO EER Ratal
- m: - - Carrier: BluaCroas/BlusShiald EEna:
i Paolicy Humber 199&450-494% EESpaureRate
::f:;h' ﬂ:ﬂwm . Efective Date: 10/1/1993 ~ EESpHut
- Fenew Date: AOVIS2000 | EEFamilyRate:
Bodal Pramive: §52,850.00 EEFsmMuo;
Mader 12 fugent of Recard:
Asnual Pramive: 634 ,300,00 Terssination Dats: 2140000 W
Rate Guarantes: 12 Manths Mgmo: |
Pamicigantse: 145
ParticipaticnT: SE9%
Probation Periad 30 Days
Minirem Heurs: 40 Hours
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CHAPTER

Act4Advisors Screens

The Main Screen

The screens in Act4Advisors will vary depending on the layout you have chosen to work with.
For our illustrations, we will discuss the Advisor 2.0 1024x768.

The main (top) screen was designed as the “home-base” for important information that will
always be front and center. This top panel includes necessary contact items such as contact
and spouse’s name, numerous phone numbers, address, ID/Status, email, Salutation (or
nickname), Comments and Last Results.

m Sample T. Client L:I] mjanc A, Client ]
Sampla T Chimnt H’ .
Conewet Infe | WorkiAdditional Info | Photos Fpouse | Spouse Work Info| Spouse Work Phoms 4“““55“'5 b
- : Open Date | Clignt Type | Status |
__ salutation| Sample __ Salutation Jane ajs/19e8 |« T ! CIETEEl
E-rriail| garm@@gsmple. com bl Sp E-mail 1D/ Stat | Client (A "
Communic srion| I
_—I 1 Household | Jimmy Jones

Prirnary Phene ()=t 201 Praferred Mail [Home | work | Spouse Al Label Comments;
Horna Phens| 777-477-7777 L) Wants to halp us out at the PEA trurnamant (n May)
Wark Phons| 655-555-5809 L.,:‘ e ferred Mall Address: H
Mabile Phone| 377-ar9-7707 .. Mir. and birs. Sample Cliont
Fax| 7777889707 [ Office adiSez
alt Phone 1| 777-888-8888 [ | Beach Home
alt Phone 2| 770-2947-4994 [ | Horma Fax C
[44] 447-709-99 . | Londan Cffica ¥ Yes

Last Besulls: Sent literature on profit sharing plan ! (|

Iltems to note:

e Contact field, you have the choice of either entering the name as Mr. and Mrs. Sample
Client or Mr. Sample Client . Be sure to add “Mr. and Mrs.” and/or “Mr. & Mrs.” to your
Preferences under the Names tab. Adding these First Name Prefixes to ACT! will allow the
program to ignore them when including them in the contact name.First and Last Name
fields for the contact are added automatically by entering in the contact name. These fields
can only be change through the contact field. If ACT! gets confused as to which is the first
and last name, you may get a dialog box that asks you to choose the first and last name.
You can manually choose the first and last name by clicking on the button on the right side
of the Contact field when your cursor is in the field.
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Spouse’s Name field is separated into two fields. When you enter in the Spouse’s first
name, the contact’s last name is inserted automatically. Change it as necessary. When you
delete the spouse first name, the last name is removed automatically.

Alt Phones includes descriptions for the alternate phone or can be an extension or a note.

Salutation is typically used in letters ie. Dear Sam or as a nickname, ie. you call Robert
Smith, “Bob”

ID/Status allows you to tag the contact with an identifier for future categorization and
lookups, ie. Client, Prospect, Vendor, etc. Use the F2 key to edit the list if necessary.

Client Type further qualifies the ID/Status. For example you might use this field to record a
WRAP client, an Insurance client or a Financial Planning client.

Preferred Mailing Address is “copied” from one of the address fields. When all the
addresses are entered, you can simply choose the Preferred Address. This will cause the
fields to be populated. By incorporating a Preferred Address mechanism in Act4Advisors, we
have made it easy for you to use one template and have letters go to home addresses for
some clients , business addresses for some and Alternate addresses for others.

Prefarred Mail |Home | Work | Spouse| Alt Label

Preferred Mail Address:
Mr. and Mrs. Sample Client ?
Lock
Address?
¥ = Yas
Preferred Mail| Home  lwork || Spouse| alt Label

Home |

Addrazz | 2333 Jones Bridge Rd.

Apt, 103
City | Atlanta hd

__ State | GA » Zip: 20004

Country W

Formal and Informal Salutation fields that can help you address letters differently. For
example, you might want to address some letters, “Dear Mr. and Mrs. Smith” and other
letters “Dear Jimmy and Janie.” These fields will then need to be added to your letter
template.

Status is used either Open or Closed. If you are currently working on a financial plan, have
an outstanding ACAT or have an insurance app is underwriting, the record should be Open.
When all work is done for the client, you should mark the Status as Closed. This makes it
easy to determine who you are actively working with at this point in time.

Household Link is used to help you determine if this contact is related to another contact in
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the database. For example you might have an adult child whom you have entered as a
prospect and they are “Linked” to their parent.

e Open Date is used when the prospect was first contacted or when the client became a
client. From this field, you can determine how long a client has been with you or how long
you have been chasing the prospect.

e Last Results is a great reference item. Enter the last thing you did or said to the contact.

Mobes | Hitory | Adivillies | Opporfunilies | Groupa/Comparess | Secondary Contacdz | Documents | Crganizer Personal | Account | Insurance Fianning | Adhisory | Other info £h

Elarital Stabus: Marmad W Anniversary: 1 1/4/1962 Dependents: 5 Keywerd Codes: BdayS CmanNEWS Slada b
[ ontactpersonai info ) Spouse Personal Info [ oupendents | DOB | Aoe | Texio | rote |
DOB | 1320190 v aq«| T pod | sfaf1ee1 W ags| [ Yy Jonas refiasy | v ETIM 222-23-1111 [ Step Child
Tunin | 222-22-2222_ Gendur] 0 Tunin || 125-13-2132 | Gander| F Janis ek - gﬁ:x :% :;:‘f;‘:;;: fnd oo
: = Johnoy Chien -13-
Hote | December 30 Tohx-:n?‘lD MHobe | May Tobacco?|[] Ja 1989 v [ETI Se6-44-9664
Dvivers Lic./Passport 10 Enpires: Diisvars Lic./Passpert 10 Enparuss Jerry Chent 12711/19a7 v [T S64-65-4654
GA DLE0D223394 100252006 % | GA DL=002Z4564 LOFZEZ006 »  Julie Smith grzaszonl v [E 464-64-9644  Grandehild
Feferred By: Family Financial Info -
Samingr L - L = Last Reach: 27772003 L Coniact Access
Masin Tnberests: M Last Attempn BT 2008  w & Public
Full FE a I— ]EEEI‘I:IJ 0 Last Meeting: T/29520003 W
Personal Interests: Ext Hetworth Letter Dates b ) Private
W

Church Ackivities e Craste Date: 17372001 .
Clubs: Rish Toleramce: Edit Dute:  TA1902007  w A Limited Access

CCE.PPC,UGA v Modarate Growth w  LastEdited By John M. Coltran

The Personal Tab

The Personal tab in Act4Advisors allows you to keep track of personal information on the
contact. Dates of Births, Children's Names and DOB's, Estimated Net Worth (not to be
confused with actual net worth on the Investment tab), tax rate, family income and others. Like
most ACT! fields, it is best to use the "drop down" lists from the appropriate fields. This will
make your data entry consistent and easily searchable. You can edit these lists by clicking on
the F2 key on your keyboard.

Items to note:

+ Referred By field will help you run a report on where your business has come from over
the last year or more. When you a have a referral from a client, type ie. Referral : Sam
Client

e Dependants and Smoker Status are used in creating the Employee Census report.
e Drivers License should include the state in the number, ie. GA #1233445

Date of Birth field, when entered, updates the Ages and Required Minimum Distribution
Dates. Because the age is static, after entering in the DOB, you will have to periodically update
the database by either entering and exiting the DOB fields or you can use our GlobalAge
update program. Look on the Act4Advisors menu or you can put this program in your Windows
Task Scheduler to run periodically to keep your data current.
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+ Keyword Codes is used to track various types of data without having to create a field for
each of those types. For example, you might create a keyword code for baby boomer,
seminar attendee, tax client or quarterly report recipient. With the Act4Advisors Contains
Lookup, you can easily find those contacts that meet your search criteria. This lookup fea-
ture is located on the Act4Advisors menu.

o Status Dates - The majority of these dates are generated automatically when you do one
of several things:

1. Create Date :The date you created a contact record

Letter Date : The date you last Printed and recorded a history for a letter

Last Attempt : When clearing a call, you checked “Attempted” or “Left Message”
Last Meeting : You cleared or recorded a history for a meeting as “Held”

Merge Date : The date you last merged or imported data into this contact

Edit Date : The date you last edited the contact record

Last Reached : The date you “completed” a call by clearing a scheduled activity or
recorded a history.

N o o s~ 0D

Most of these dates are automatically added by the system. If you are using ACT! cor-
rectly, you should update certain activities. For example, if you have a call scheduled
in ACT!, you can do one of several things:

Complete the call

On the activities tab or the task list, if you check this box, the system date will
reflect the fact that you completed the call by updating the Last Reach field

Receive a call

Checking this option will NOT update any of the Status date fields but it WILL
create a history on the Notes/History tab. A Received Call is normally entered
by an Administrative person or Sales Assistant who took a message for the Ad-
visor. Since the call is not complete, the Last Reach is not modified.
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Account Tab

The Accounts tab has three components but one main function. The three components are the
Accounts, Securities Held, and Current Asset Allocation. The main function is give immediate
access to information that you will typically need when discussing the client’s accounts on

the phone.

We have incorporated links to either bring up the web based account login screen or the
security quotes themselves.

History  Activiies | Opperfunities | Groups/Companies | Secondary Cordacts | Documents | Orpanizer | Personal | AcCOunt | insurance | Planning | Advizary | Other nfo | webinto | ¥

Accouris1-7 | Accounts 8-10  Other Accounts | Securibes Held | Cument Asset Alocation

. Sample and Jane Client JT LIG M ¥ baS530-TAgSE T Waterhows »
Add. Info: Deposited $50,000 on 212372001 o
2. Eampla Cliankt 329 529 W geEeETR Charlas Schwa i . A wabH
Add. Tnfo: W
A James Clisnt, UGHMA [WEcT0F ¥ BSG5ERIT A Funds » bittpefuwe, gimfynds, comfaccoyntialanc
Add. Info: W
4. Janka Cliwnt, UGMA UGMaA ¥ 85040518 Al Funds b HACTTR T
Add. Tnfo: W
3. Jenie Client, UGMA UG ¥ BSG5ERST Charles Schwa
Add. Info: w
G- Janla Client, UGMA UGMaA ¥ 12345878001 TD Watarhous v
Add. Info: w
T. Sample Client IRA IRA ¥ ArIasaTEsnd TD Waterhous
b

Add. Info: Beneficiary is Jane and kids equally

History | Activiies | Opportunties || GroupsiCompanies | Sscondary Contacts | Documents | Organizer | Personal | Accourt | insurance | Flanning | Advisory | Other info | vWebindo | | *

Accourts 1-7  Accounds 8-10 | Olher Accounts | | Securfties Held | Qurrent Assed Allocation

Partfoliofs) Held: A pca
Stocks: AANAANE INTC KO KOF NETR SDNA BAC STLT,
Mutusl Funds: ABCAN ABLBNY BCTHY BEGEX BEGRY BGEN LDNRM OPEBX,
Bonds: LIS Govt H
Warible Annuitier:  Hartford Dirschon
Other Securities:

£ 4 L L L

History | Activiies | Cpportunties | Groups/Companies | Secondary Contacts || Documents | Crganizer | Personal | Account | insurance | Planning || Advisory | Other Info | webinfo
Accounts 1-7 | Accounts 810 | Other Accounts | Securities Held |¢um:ﬂx:mmm

Cash and Bonds Other Asset Types

Cash Equivalent: $50.000 Intermediate Bonds: $50 Financial Sarvices: $20 Internationsl B £100
Short Bonds: $0 Long Bonds: $00 Madicsl: $0 Optieng £0
Managad Futures: [$0
Larga Growth: $0 Mid Valua: $0 REITs: $0
Large Value: $0 Srmall Growth: $0 Tachnology: $0
Mid Srowth: £0 Smmall Value: £0 Internaticnal Equity: ($0

Iltems to note:

e Securities Held: Since all fields in ACT! can be searched, you can search or “query” the
database for all clients who own INTC (Intel). The Act4Advisors Contains Lookup
feature, will help you easily search for all clients with specific holdings. This feature is
discussed in a later chapter.
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o Portfolios Held: Allows you to track the model portfolios the client owns. Customize the
list to your own models.

 Web Site Address: The best way to utilize this feature is to use your web browser to find
the exact web page address where you are able to log onto the investment companies site.
For example, if the client has an account at TD Waterhouse, browse to tdwaterhouse.com
and click on “LOGIN.” Now, copy the web address or “url” of this page into your account’s
web address field. Next time you want to access the client’s account online, simply click on
the address. You may also have to enter the account number and password so be
prepared each time you try to logon.

e Current Asset Allocation: Act4Advisors allows you to manually enter in the client’s
current asset allocation. This feature is necessary for those advisors who do not have a
portfolio management software program.

Insurance Tab

The Insurance tab allows you to add up to 10 insurance policies to an Act4Advisors contact
with an optional field at the bottom to handle additional policies. Our policy fields are designed
to give you immediate access to the policy information you normally need including Policy
Date, Policy Number, Carrier, Policy Name, Policy Type, etc. The fields included allow you to
track Life, Annuities, Disability, Long Term Care, and even Property and Casualty. The
Additional Info fields allow you to incorporate data that might be necessary for additional
needs. Be sure to customize the pull down lists for your use.

History | Mctivities | Opporurdies | GroupsiCompanies | Secondary Corfacts | Documents | Organizer | Personal | Accound | INSUFBNCE | Planning | Advisory | Ofher info | Webinto L
Furance Poicies 1-4 | Inpwrance Policies 58 | Insurance Policies 9-10 | Other Policies

Total Cash Yalue: 40,000 Last Fodified: 277/ 2001 b
mmmmmm
1. 22M00s L W Allrmarics W WEL WML W wRSA0RSSng $15.000 F2.500

BENE: Jane % OWHER: Sam ¥ MODE: ﬂ-nnual b
Add tedar ARAuSl Prerminurm, Agareiiive sllacstion 7
2, F2Mee8 v CH » Allmerica % Whole Life One ¥ WL v wSi6i5aei 215,000 30 §1.800

W W w
Add. Isfs; On son, Beanefidary is Sam and Jane in equal share W

3 ASNEET &P * Prudentisl » VAL S L - ] ¥ kot #
W w W
add. Infe: Doesn't Like options I

4, TR0 v T W Consecs ~ W MED v S4088512 £ 0 #0
W w W
Add. Infe; $500d 90410 in 60740 out W

Other Items to Note:

e Total Cash Value field adds all the cash value fields for all policies.
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Planning Tab

The Planning tab allows you to track important financial planning information such as will
dates, trust info, retirement goals and dates, capital needs goals, other goals and tax
information. We have intentionally followed standards set by several financial planning
software companies but there is currently no interface to any of these systems.

Iltems to Note:

e Estate Planning - Both Living and Testamentary Will Dates, Crummey Letter dates (are
required annually), and Trust Information.

History | Actidties  Opporfundiss | GroupsiCompanies | Sacondary Cordacts | Documents | Organizer | Pergonal | Account | Rngurahcs Plarning Adhizory | Other Info | Welbanto
| Estate | Reliremerd Goals Tax Loans Metwerth

€

Contact | Spouse |
Will Dyte:  TEAROEE v TEALNE v
Living Will Crate: TEAR0E W BMQR00E v

Crummey Leter | BAS003 | ¥

Powar of Akt ' W

Trust 1: Family et L w  Kide in Equal Shares Sam Client Family Trust
Truftss:

Trust 7 hd w

Trustee

Trust 33 b W

Trustes

Trust & kot 5

Trustes

¢ Retirement Goals - Required Minimum Distribution Dates for contact and spouse are
calculated when the Birth Dates are entered. Enter the Retirement Age and Act4Advisors
automatically calculates the retirement date (based on the birth dates).

Other Goals can include college, second home or some other financial goal.

History  Actvities | Oppoffunlies | CroupsiCompanies | Secondary Contacts | Documents | Organizer | Personal | Account | Insurance | PIBnming | Advisary | Ofker info | «ebinte
Estate Retrament Goals Tax Loans Mebwarth

Centact | Spousa |
__Incems Goal| §0
= = Requirad Distribution Date: | &F30/2031 »  11/4/2031 w
Q_ DRy Ratire Age: ] &0
__Retire Rewm| 7 Fetire Date:| 12/30/2016 v | S/4/20Z1 | v
Survive Ma Child: 0 Survive With Child: $0
Goal 1: College for Janie $0 B2 2010 W
Goal 2 College for Jirmmy $0 SES2008 W

e Taxes - We have incorporated data fields that were requested by many of our users. Of
note, the Special Tax Forms field allows you to select multiple forms the client may file.
This makes it easier to find clients who may qualify for possible tax change treatment.
Using the Act4Advisors Contains Lookup, you can easily find all contacts that files
specific form.
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e Loans Tab - The Loans tab allows you to keep track of up to 2 Loans per contact: At the
time of this manual there is no current calculation done from these fields.

Moles | History || Activiles | Opporiunities | GroupeiComparses | Secondary Contacts | Documents | Organizes | Personal | Account | nsursnce | PISAOIRG | Sdhvisory | Other inio | v 4
Eststa | Retiremerd Goals | Tax Lomnz | Medworth

Dagcription | Home Mortgage 15t Dascription | Home Mortgage 2md
Cate IDEl-nid A4 151 w0 L Cate Opaned | 8132002 L
Loan Type | J0FK LoanType | SBAL
IntarartFate | 6 InterastRats | B
LoanAmeunt | $0 Loan Ameunt | §0
Balance | $0 Balanca | 30
Payrmant(P+0)| $0.00 Payrnant (P+I)| $£0.00
Additional Infio: Additional Infa:

sed to pay off credit cards

» Networth - As you enter values into the Asset Classes, Act4Advisors calculates
subtotal for the Asset items such as Cash, Bonds, Stocks etc. Mutual Funds
comes from Core Equity items and “Stocks” gets its total from the Other Asset
Types. The Annuities and Insurance come from the Insurance tab.

Note that the values are calculated after entering and exiting each field. Be sure to
enter the date the data was last modified. This will allow you to better track changes
and keep things up to date.

Motes | History | Activities | Opporfundias | GroupsiCompariss | Secondary Contacts | Documents | Organizer | Personal | Account || Insurance | Flanning | Sdvisory  Other Info vt
Edlote | Refirement Goals | Tax Loans | | Mebworlh

Assets * Figlds ara Totals from otharfialds
Cash: ERERDID Srocks ERIR Lastrodified: 46 2001 v “Total Assets: §90,050
Bonds: 25,000 Putwal Funds: $0 +Total Liabilities: $0
*annuitie s/ Insurance $40,000 Other Aszets: 0
Fasl Estate: [$0 * etbwoerth: $50,050
Mortgagas: $0 Losns: 0
Cradit Cardz: 0 Crehar Liabilinas: $0
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Advisory Tab

The Advisory tab gives you fast access to suitability information, investment advisory
compliance information, other advisors and additional fields. These “Other Advisors” include
CPA, Attorney, etc. It is our recommendation that you note the Advisors name and phone
number here. But, if you intend to correspond with the advisor by email, fax, letter or phone,
you should also create a separate ACT! record. Having a separate contact record for these
advisors will allow you to note discussions you have had with them and you are able to send
them correspondences like email, faxes and letters. These Advisors can also become an
outstanding source for possible business leads like referral sources.
Motes | History | Activiies | Opportuniies | GroupsiCompanies | Sacondary Contacts | Documents | Organizer || Personal | Account || insurance | Planning || Bavisory || cther info | v/ ¢
Suitsblly Info | | Other Advisars

Atborneys Joha Smith 5
Accountant: JD Clarkstan
Trust Bank Officers Charles Bradenton
Insurance Agent: Libby Jones st Stake Farm
Stochbroher: none
Other Adviser:

LI

The Record Creator is the person who originally created this contact. By default, the Record
Manager is the Record Creator. The Record Manager and Owner should be edited to reflect
the person and company who this contact belongs to. The Owner field is automatically created
from your “My Record”. For offices with more than one advisor, we recommend that you use
the Owner field to note the Advisor who is the relationship manager for the client. The
Organizer and OrgPath fields are used by the Act4Advisors Scan and Organize program
(Organize tab). The OrgPath is the drive path to the contact’s defaulted document folder on
your computer or network. It is input automatically by the Organizer program. The Organizer
field is used to incorporate key words for documents you have stored in the client folder. You
should input keywords that are specific to documents you have scanned or copied into the
client’s folder. These keywords can be searched on later. The Scan and Organize program is
discussed later.

Moles | History | Activilies | Opporduniies | GroupsiCompariss | Secondary Contacts | Documerts | Organizer | Personal | Accound | nsurance | Planning | A0hisory | Other info | v

Sutabity Info | Other Advisoes

Suitablity Information

Financial Mambar? Ha Addriss:
= add = ol Arsets Managed: £00
7 i
Corp Marnbar 2;" o T”‘” H"““ ':'s: S Inwestment Incoms | $00
Investrment Exp.: = s “D‘:' Fp n“:’;‘;‘" :"" .y Managenent Fes
AccountType: Ine b2 Bank Reterercs: Ban EFICH ManagemantFas %1 |1
Digcratianary: He Citizen? LS Tirre Harizen: w Agcradibed? [ Ravanay o Dace: (30
1. [ai a 1PS Drate b
2- “ Review Dater 1| 20302002
" = Review Month: W
Record Managers| John M. Coltrane b SrgPath Last ADV Signad: SI2T2003 ) ™
" h i Clients (PRl i) Last Mew Accr Forrm SMETE00G
Record Creators ME EINAETR QAR Zar.Clle A= 2 Termination Dace g
Grganizer i
Dwrviers | Tommy ACAT.NAF. VUL Lagt Privicy Pelicy b
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Other fields to note:

e Assets Managed are the assets you currently manage for the client. This does not have
to include fee managed assets.

* Investment Income is the income the client is deriving from the assets under management
¢ Management Fee is the fee you charge the client to manage his assets.

o Suitability Information - All investment professionals must make certain determinations
about suitability before they can fully identify the needs of their clients. Most brokerage
firms have a “new account form” which must be filled out before the client can open an
investment account. Act4Advisors allows you to track certain account questions that are
used on the majority of new account forms.

Note: Act4Advisors interfaces to several form filling software programs including Laser App.
Laser App incorporates hundreds of mutual fund, annuity and broker dealer forms that can be
automatically populated with the data in Act4Advisors. If you would like more information on
Laser App, check our web site at www.software4advisors.com/laserapp

Web Info

Built in portal to give you access to the internet within ACT! We have made it easy for you to
easily find out what the market is doing and resources to help you better utilize ACT! and
4Advisors.

Hisicey | Adiivities | Opportunities | GroupsiCompanies | Secondary Contacts | Documents | Crgonizer  Personal | Acoount | Inswrance | Planning | Advisory Dlhcrh:m r

s or Enter Symbei: (iG] — e
8 Web Info o i 1 e e e it

GoloAssist
el Search @ Posted 6/19/2007
ACT! by Sage 9.0.1 Update and Bugfix
ACT! 9.0.1 Standard Update (US)
K_H_G‘:.Tr-l" - - . SLANAT A
.ltul:"l'_m.n‘ 0;.; PCa 2

Get immediate access to market updates, tips and tricks, best practices, product updates and
other important information.
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Other Info Tab

User Fields for your convenience. To rename a User field, click inside the field. Click on
Edit | Define Fields. Change the name of the field, choose the field type and necessary length
if it is a character field.

Motes | History | Activilies  Opporlundies | GroupsiCompaniss | Secondary Conlacts | Documents | Organizer | Personsl | Accourt | Insurance | Planning | Advisery | Stherinfo |y 4 #

Usar 1 User 5 User 3 | Public
User 2 User & Usar 10 ME
Ugar 3 Ugar 7

Usaer 4 User$
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CHAPTER

Act4Advisors Features and Functions

Act4Advisors Menu

During the installation, Act4Advisors creates its own menu in ACT! allowing you to easily
access most of Act4Advisors function.

4hadvisars | Help
Global age update

Update preferred mailing address

=
Contains lookup |
Q

$

Last name laokup

Calculate financial bokals

If the menu is not present, please e-mail support@software4advisors.com.

Contains Lookup

The Contains Lookup allows you to easily search for data that is present within a field
even if the field itself has multiple values. This function works similarly to an ACT!
contains query but Contains function in Act4Advisors simplifies this dramatically and is
customized for the Advisors database.

For example, if you want to lookup all contacts that own Investment Company of
America, you can simply put the cursor in the Mutual Funds Held field, click on the
Act4Advisors menu and choose Contains Lookup. If the active field has a drop down
menu, it is loaded.

Input the value you are searching (AISVX in this case) and click Finish.
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*N Contains lookup @
T This is the field where the
cursorwas before clicking

VI so rs on the contains program.

Type a value or select from dropdown fior fiell:l

| v

Thiz zearch utility searches for data stings that are 'contained' in the field
or like fieldzs you have zelected. |t will only zearch bazed on the cument
lookup and not bazed on All Contacts unless your current lookup includes
all contacts

Caontinue | Cancel |

A4

The resulting “lookup” in ACT! will occur. Check your ACT! toolbar for the number of
contacts that were found.

M 4 1of 3 (|

With this lookup, you can mail merge, add to a group/company, or massively change
data in specific fields.

As mentioned, if the field has a drop down, the drop down is loaded into the Contains

"! Contains lookup @

Y R
H 4Advisors

Type a walue ar zelect from dropdow For fiel

v

Bdayk.
Bdays
Boormer
Ciar
Crasz
MEW'S
SEMH

Continue Cancel |

A
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program. This allows you to select the correct search item in the drop down.

When searching the insurance, account or loan fields, the Contains Lookup will search
through all related fields. For example, if you are looking for someone with the account
number 12343243, you can click in any account number field and then click on the
Contains Lookup. The program will search through all account number fields for all
contacts!

When entering data into some fields, it is a good idea to enter a comma before and
after the data. For example, if you want to enter in the stock symbols of the currently
held positions for the contact, be sure to put a comma in front of and behind each
ticker. Since many tickers are only one or two letters, the program needs for you to
help it. When placing a comma in from of AT&T (,T,), you can then search for ,T, .
This is not necessary for mutual funds since all mutual fund symbols are 5 characters
and are unique. Just be sure to add a comma after each item.

NOTE: (You can download and import large lists of stock and mutual fund codes from our website.)

Be sure to add the security symbols and their names to the respective drop downs. To select more than one ticker,
use the F2 key. Hold down your Ctrl key and click on the items you would like to add. When creating drop down
lists for other fields, try to make the code for the field (ie. Ticker) 3 or more characters and be sure not to repeat a
three character code inside of a four character code.

Useful fields for Contains

1. Keyword Codes

2. Main Products and Services of Interest
3. Clubs and Affiliations
4. Household Link
5. Title/Occupation
6. Insurance fields
7. Account fields
8. Portfolios and securities held
9. Special Tax Forms
10.Organizer field

Global Age Update

Act4Advisors includes a program that automatically adds the age when you enter the
date of birth. Since the calculation is only done when entering and exiting the field,
your ages could be out of date very quickly.
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4advisors | Help

|@ ;lobal age update |
Update preferred mailing address
Contains lookup

i CL,  Last name lookup

EE Zalculate financial kokals

To address this, we created the Global Age Update program. This program will allow
you to periodically update the ages for all contacts in the database. To update a single
contact’s age(s), click in and out of the date of birth field(s).

Birthday Queries and Reports

To run a query:
Go to “Lookup” on the menu in ACT and choose Annual Events. Select DOBs
to query.

i® Annual Events Search

]
e'f Find Mow

Search for @ Select DOBs to 'EI.IEI'_‘.I'. —
| Seiacied. J_w ) —
. | 1Child1D0B
Time Hange@ o CHABDOB
(3 Current Week vl 1Chadote —
(%) Current Month ':vllme
() Date Bange:
| | © Pt L
Contact Compary Phione 1Birth D ate Spof 1Chil A
W SunTrust 4046680832 [719419%64 | B
k.arl K.endall IEk 4043358660 7/11.1951
Gerald F Anderson  ABC Inc. A/BM952
Janie Fozter ABC Inc. /81962
Dr.5cott Abboud, CF Alied Financial Software, Ine 770-475-0495
Raymaond Kennelly  FEDEX 4043361663 7/14/1963
Randy K.esters PS 4046663530 1/14/1945 =3
Sally Smith ABC Inc.
EBarbara F.endall Ps A046ERTE3Z2 111241962
Lrbn B Bl Py =Tl 1947 HOCR o
S5 2
13 Itemns Found
A
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To perform a birthday query for just the Contact, select Birth Date from the list.
Here are other fields you may query for Birthdays:

Spouse - 1Birth Date Sp.
Child1 - 1Child1DOB
Child2 - 1Child2DOB
Child3 - 1Child3DOB
Child4 - 1Child4DOB
Child5 - 1Child5DOB
Childé6 - 1Child6DOB

To run the Birthday report:

In this example, 1. | will do a Birthday query for just the Contacts. 2. Select Current
Month for the Time Range. 3. Click on “Find Now”. 4. Click on “Create Lookup”.

B=1E3

i® Annual Events Search

Search for
|Birth Date J Tv
1PolicyEDate ®a|
g 1Policy?D ate

S0 - T

= ™| Birth D ate 2 :
(%) Current Month Al "
() Date Bange: Hane

| | © | Pt L
Contact Company Phione £ | Birth D ate .
Gerald F Anderzon [ ABC Inc.
Julie Abbatt ABC Inc. 7141963
Sally Smith ABC Inc. 74241957
John B Buck ABC Inc. 7121962
k.arl F.endall IBk 4043388660 771951
Raymond Kennelly  FEDEX 4043367663 7441963
Randy kesters Ps 4046EE3530 71441945
Williarn Eey SunTrust 4046R80893 71971964
Barbara Kendall Ps 4046681632 7211962
Richard Kerr FEDE= 4046682019 7/24/1957
Fie Sectt ARbead CT Alliad Binzecial Cofhuara e 7PLATRA4AGE T HOM00R b
11 Itemns Found
A
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© File Edit  Wiew Lookup

(+)

Conkacks

“‘ @ Contacts

FlContact List e Found 11 Contacts

4Advisors 3.0

Help

w @H @™ E

Grnups Schedule  Wirike  Reports Tools  dAdvisors

Look For: |

| [ Enable Tag Mode

ABC Ihe
ABC Inc.
ABC Ihe
ABC Ihe
IEM

FEDEX
UFs

Home Phone
Gerald F Ander:
Julie Abbott
Sally Srith
John B Buck 4045161686
K.arl K.endall 4043356853 4043358660
R avmond Fennelly 40466185983 4043361663
Randy Kesters 4043359656 A04BEE3530

5. 11 Contacts were found. 6. On the menu in ACT, go to Reports, Other Contact
Reports and choose A4A_Contact Birthday List.rep. 7. Choose “Current Lookup”.

] intnday report fles:
J Repoits

Eal A4 _fccount Informationrep
ks A48 _Anreversary Liskrep

) ==
ke

My Recant = LA4A_Contact Birthdey List.rep
Documents | E8lada_Famdy Brthday List.rep
-- G A4A_Spouse Bathday List.rep
9 B pctidivs.rep
Doskiop | [@bAnniversaryRepet 1520071 2 rep
Birthday List. rep
’ Company Comprehensive.rep
.‘_jl Company Drectory.rep
Companty List.rep
My Document
Lol = Colnparty Mermbership.rep
. ﬁCmpm SUETATY . rED
i l & Contact Directory.rep
Conkact Repodt.
My Corrputer & FrEn R
<
":"!.} File reame: Adb_Coriact Bithday L
My Metwork, | Files of lype: ALT! Flepot Fles [Caep)

@ Contact Birthday List

(- A4A_Contact Birthday List.rep
- S—— A4A_Family Blr.thday Lls.t.rep
E-mad List.rep A4A_Spouse Birthday List.rep
Fax List.rep
Gross Mangn by Contact.rep
168 riowss Masigin bry Prisdhact rep
8 Gross Margin by Record Manager, rep
188 croup Comprabende rep
ioria e | e
Define Filters E]
General
Send the report output to: Uise data managed by
[Preview ¥| @alusers
Create repork For () Selacted users:
() Current Conkact
(%) Currenk Lockup
(O &l Conkacks
John M. Colbrane, AFS
11200 Markhfall Lo
Suite 1404
Alpharetta, @4 30004-1324 I QK I [ Cancel l

Number of Contacts: 11

Contact Date of Birth Age Home Phone Work Phone Home Address
Julie Abbott 7/ 1471963 43 S54621-6253 452-1598- 7458 951 Rossar 5t

Atlanta, zA 02007
Dr.Scott Abboud, CFP 7/18/2005 1 954205074 7I0-475. 0905 Adlanta, G4, §3007
Gerald F Anderson FA1FA1951 55 TF0A75.0485 I

Here is an example of the
Contact Birthday Report
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A Better Way to Track Birthdays, Anniversaries and Other Recurring Activities

Birthday reports are a nice feature in Act4Advisors and are helpful to those offices that
prefer this method. However, the best way to handle periodic activities is to schedule a
recurring activity for the contact and the event. For example, if you want ACT! to

remind you to send a birthday card 4 days before the client’s birthday, simply schedule
the a To-Do as follows:

On your keyboard, Press Ctrl + T

Enter the information as necessary. Now click on the Recurring Settings tab.

Schedule Activity

[/* Dccurs even vear on the 16th of July, |
General | Details | Recunence | Availabity |

Activity Type:
_Tn—dn
Oplians =
S chedule Witk |% Dccuss every year on the 16th of July. |
'Smith, Sally [A8C Inc.] | General | Detalls | Recurence | Availabiity
Associste Wit g;*;-“
! rice Every [—31 T yes
: ) Daily
: v I 16 =
Regarding: .C) \Weekly ®on _Jl.l Iy “
' ) Monthly Oonthe [ o
_HE‘SWI‘GBS’.
Mare (&) Yealy
Frorily: Co| Range
[ Private ) Ends:
[ Private | = | [ — ]

Choose Yearly, Every 1 Year and Through : 2020 (longer or shorter for your
preference).
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This will create an activity that will show up on your task list every year.

Other Ideas for Recurring Activities:

Annual Reviews

Quarterly Reviews
Wedding Anniversaries
Insurance Reviews
Quarterly Phone Calls, etc.

ARl S e

Preferred Mailing Address

Update preferred mailing individually and globally. The Preferred Mailing Address
feature automatically inserts the desired address into labels, envelopes, and letters.

4ndvisors | Help
| & alobal age update

Ilpdate preferred mailing address |
Contains laokup |

Last name lookup

2 ST

EB Calculate financial bokals

Lock Address Feature: Preferred Mail |Home |Work | Spouse| alt Label
Enter in all th r hen ch h i :
t<.a all the add e§§est en choose the MailName field~_ Preferred Mail Address:
desired preferred mailing address. | chose Loce  MrandMrs. Sample Client
“Home” in this example. The MailName field futhlizse
is automatically populated with the Contact
¥ = Yes

name for example “Sample Client”. | wanted
my labels, envelopes, and letters to show

“Mr. and Mrs. Samp|e Client® oppose to Preferrad Mail| Home  ligork || Spouse| &lt Label
“Sample Client” so | made my change. | then Home |
selected Lock Address. When performing _Address | 3333 Janes Bridge Rd.
« - " Apt, 103
the “Update Preferred Mailing Address”, all S I —
selected “Lock Address” will not be affected. State | GA v Zip: 30004
Country W
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Last name lookup

4Advisors | Help

Global age update
pdate preferred mailing address

]

Contains lookup

Lask name lookup
Calculate financial kakals

Searches Contact and Spouse Last Name.

= [P 8 17 4]

_: Lookup -
#-§4Advisors

Last Mame or 1Lazst Mame 5pouse

| Fitzgerald
Ok I Cancel |
A

4advisors  Help

Reports  Tools
Untag £

Write
Tag All
Ph

Z ACT! by Sage Premium for Workgroups 2006 - Advisor30Mail
Groups  Schedule
Cc.ntactList|[% 2 @H S t m B o
Horme Phone

Contacts
| [” Enable Tag Mode
4046633553

© File Edit  View Lookup
; 2Zof? m Contacts
| 1Lazt Hame Spouse

Look For; |

=

@ F

| Spouze

|Enn§ﬁ§t ISI
ar Fitzge‘r'.::nllrd e
i Fitzgerald
e ———

John k. Caltrane

| Compaty

Enter in the Last Name for Contact or Spouse
In this example, there were two records found

Found Contact
Found Spouse
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Calculate Financial Totals

Manually keep track of Asset Allocation holdings while automatically updating the
clients networth.

4Advisors | Help
lobal age update
pdate preferred mailing address ‘

Contains lookup

& 510 &l

Last name lookup

{ alculate Financial kakals |

1. Cash values are manually entered in the Insurance tab then automatically
calculated in the Annuities/Insurance field.

2. Automatically calculates the Networth.

Note: You must manually enter in “Cash”, “Bonds”, “Real Estate”, “Stocks”, “Mutual
Funds”, and “Other Assets” to get the “Total Assets”.

Then manually enter in “Mortgages”, “Credit Cards”, “Loans”, and Other Liabilities
to get the “Total Liabilities”.

Motes  History | Activities  Opporfunities  GroupsiCompanies | Secondary Confacts | Documenfs | Oroanizer | Personal | Account | Insurance | FRAANING | Achisory | Cdher Info | v *
Estate = Relirement Goals | Tax Loans chtwmh

. Ases ] L U L
Cash: $25.000 Seocks Bhl Last Modified: #/6/2001 W * Total Assets: $90.050
Bonds: 25,000 Mutaal Funds: §0 * Totsl Lisbilities: £0
“Annuitie s/ Insurancs $40.000 Other Aszers: 0
@ *Metvorth:  $90,050

Fresl Eceates $0

Morgages: $0 Loans: $0
Cradit Cards: $0 Orthar Liabilises: £0
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CHAPTER

Scan and Organize for Act4Advisors

Act4Advisors will become the foundation of your financial services practice. As a result, we
have added additional functionality that allows you to manage documents and optionally scan
those documents directly into the client’s folder on your computer or network.

Organizer Tab

ACT! has the functionality to “attached” a document as a shortcut to the Notes tab. This
feature is helpful in many cases but the Notes tab can get overly populated with attachments.
Since these attachments are simply shortcuts to the file on your computer, you may lose their
link to the file if the file or folder is moved or renamed.

The Organizer tab will allow you to automatically navigate to the contact’s folder and manage
the files within the ACT! interface. Simply lookup the contact and click on the Organizer tab.
The client’s folder will then be displayed.
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From this folder window you can utilize most of the functionality that is normally available in the
Windows Explorer. We have also included an optional feature that allows you to scan
documents directly into this folder. The scanned document can be saved as either a BMP,
JPG, PNG, TIF or PDF file and can be shared easily with the client, associates or others.

Configuration and Preferences

Before you begin using the Organizer, you should establish your Configuration Preferences.
These preferences are stored with the database and will allow all network users to share these
settings.

Root folder for Contact Links

)

[‘l -:Jﬁutemdicﬂy create folder for each Contact. | W Select Camera/Scanner

Automatically navigate to Contact default folder
[3 _)ﬁutomahc:aﬂ_r.r Lookup Contact when folder zelected |
@ttach scanned documents bl | Motes w Z|

hp prc 1300 zenies TWAIN

Show Scan Setup
[]Launch associated viewer after scan

Default View for Folder Items:

O leons (&) Details [C1Backaround ] OCR Kewwords upon Scan
) List 3 Thumbnails -
) Repot format B
- 12 = %
Folder naming: : Iwl| Tab Position
Select the Fool Fn;lar ta ink this contact ka:
[:\Client Folders
FistPat 5]  SecondPart: ~ Third Part: i
Contact v Company v City v
"“\ContactCompanyCity"
Tiim Blank Spaces
| ok | [ X cance |

g] 1. Choose this option to automati-

cally create a folder for acitive con-
tact if a folder does not already exist.
Folder will be named using #4 be-
low.

2. Use to select a different scanner if
you have more than one installed.

3. Choose this option to create a
lookup by double clicking on the
folder list pane.

4. Scanned documents are copied to
the client folder and attached to ei-
ther Notes, History, or the Docu-
ments tab.

5. This designates the ROOT folder
where all client folders will be cre-
ated as default.

6. Scan and Organize will use the
designated fields for naming a folder
but you can change it manually.

You should begin by creating or assigning a folder on your computer or network as the main

client “root” folder. On a network, this folder should be the shared Documents folder as noted
in your ACT! | Preferences | General tab. It should have a common mapped drive letter, ie Y:
drive. All users on the network should have access to this same drive letter. For single users,
simply choose your defaulted Documents folder for ACT! This is normally located under your
\My Documents\ACT\Document.

Once you have assigned the Root folder (#5 above), choose the naming convention you would
like for Act4Advisors to name the folder (#6 above). You might want to name all client folders
using the data entered into the contact’s Last Name, First Name and Home ZIP, ie.
SmithJohn30004. This feature is only required if you have checked, “Automatically Create
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Folder for Each Contact.” Otherwise, you will have the opportunity to enter or select any folder
name you would like.

Locking the database will increase performance but it is not required. If you choose to lock the
database, you will not be able to backup, reindex or define fields. We also recommend that
you check “Automatically Navigate to Contact Default Folder”. This feature will allow you to
immediately view the contact’s files and folders as you lookup the respective contact in ACT!.

Scan and Organize Toolbar

The Scan and Organizer has a toolbar allowing the user to manage documents from within the
ACT! interface. The toolbar has common items found in Windows Explorer such as delete,
copy, paste, etc. See the figure above for more details.

~Hide/Show Left Folder Tree — Create Folder
Scan File Up One Level
Assign Folder

— Burn to CDR (Windows XP Only)
Configure

Refresh
Open Explorer

Motes | Crganizer Hls ory || Bk |I:|Eg| Ipus,l'Cu:umans Secondary C Documents | Contack

2
. [ % Acquire from Scanner] QD ﬂ . . [j . R @ 2 John T. Advisor'
=) JoelCarlisle - Mame Size Tepe
) JobnddvisordliedF ) Letters File Falder

D JohnNevitondiizor | | e T T R e P 180KE  Adobe Acrobat 7.0 Do

— j”h”Tﬁ“éS”’.f"::‘?; T JohnTAdvisor_12102006_152630.pf 294KE  Adabe Aerobat 7.0 Do
:
g e ey || [E}JohnTAdvisor_12102008 153011 .. B14KE JPEG Image

= Knlhﬁ'nnp{\- ,"_‘:L JobhnTadvizor_12102006_153237_1... NEKE  Bitmap lmage

Naming or Selecting a Folder

If you have already created a folder structure for your clients, you can use the “link button” 5
to select an existing folder. By linking a contact to a folder, the defaulted folder path for the
contact is written into the OrgPath field located on the Advisory tab. The same button can be
used to name or rename the folder for the contact. You will note that a browse button on the
right side of the “link” dialog box allows browsing to the desired folder. This will update the
database when reselecting a folder.
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The button marked “Acquire from Camera/Scanner” allows the user to scan documents directly
into the active folder. File formats available include TIF and PDF among others.

Keep in mind, the Scan and Organizer simply activates your existing Twain driver that comes
with your scanner. After your Twain scanning software performs the scan, the Organizer
redirects the file into the appropriate folder and appends the file with any additional data.

As a file is scanned, the user has the option to rename the file and has other options for:

e Designating the preferred file format including PDF, TIF, BMP, PNG and JPG

e Designating a multi page scan

e Manipulating image quality and file size.

e Creating file properties that are stored with the file. These properties include Author
(defaults to the logon user’'s name), Subject and even Keywords. All of this information can
later be searched using the Windows file Search functions.

Scan Document Settings

fame;

Author:

Subject;
K.epwords:

Comments:

JohnT Advizor_19102006_154933

Output Format: | (SR

Smaller Size f

Document Attributes:

Jahn T, Advizar

Attach scanned docurnents to:

[ ] &lwayz use theze settings

Higtary

Higher Quality

3

[ % Select CameralScanner ]

hp pzo 1300 zeries TwalM
Show Scanner Software

[] Launch aszociated viewer after scan

[ & OK l ’annceI]

106



CHAPTER 11

How To Mail Merge

Coming soon.
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