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1 Getting Ready to Use Standard Templates

CCD will allow you to store copies of all your standard letters for ease of use and storage. Before you
can use these letters some set up is required.

Firstly, if you have a preferred format that you like your letters to be produced in i.e. a company setting
for font style, size and colour it is possible to direct your CCD to a pre-saved MS Word template. This
ensures that when letters are output from CCD to MS Word they will appear in the company default
format.

You must first set up a Word document Template (.dot) file. Go into a blank MS Word document set the
font style size & colour, set tabs and leave the curser flashing where printing is to start (below any
printed letter head).

Document? - Micro

Mailings Review View Add-Ins FDF

o i s m, e AaBbC: Aambce AQB samce

Paste - mat painter | B e == === ®- 5| TNomal | TNoSpad. Headingl Heading2  Title Subtitle

Clipboard {Fi {Fi Paragraph (F] Styles

Set the font size
style and colour.

Set the curser to
where the letter
is to start.

Once the template is set, save it as a template to a shared location. (The template needs to be
accessible to all CCD users).

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. April 2013
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ra

Mame Date modified
@ brouchure
Q’ Music
k5] My Data Sources
Folders @ My Pictures
Bl Desktop 1. My Received Files
B Alison Street @ trainers notes amended Save to a shared location and

Publi - .
J--‘ Lol 3 videos ensure it is saved as a template
1% Computer & VMCLite file

E!T EER & VoiceCenter
18 silicon

I . /

ile name: | CCDlettertermplate.dot

Favorite Links

J¢ Templates

More =

Save as type: | Word 97-2003 Template (dot) ./

Tags Add atag

[ S5ave Thumbnail

'~ Hide Folders

Open up CCD and go to the set-up module.
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Click to view our new training courses Logged in as CFS Support (via Remote Support) § I

CAPITA System setup

FINANCIAL SOFTWARE

- Setup » Technical configuration

User info. Applications Passwords Remunerations Advanced Confirm

Admin. codes
Standard text whether the

Staff list p
: = Word processing P tracte Marketing date and ‘Our
roviders )
Ref” should

Products
Frices be above or

[Fatmrs Document location

Technical below the
Tables Store documents 2t this lecation |C:\Lir1l-<:\l'tl'l1,r EDF=s client’s

address.

Edit in Email Package before sending. Email is loade

I» Configure Email foot

Waord processing Location of "Our Ref’ in correspondence relative to address |Below

{ rrespondence relative to address |Below
Click here to add the Default sutput to MS Word™ IE

template location to CCD. b Configure setup for M5 Word™

[

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. April 2013




CAPITA

FINANCIAL SOFTWARE

Wond Exporter Configuration ¥3.1.0
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The Template File should paint ta the Document Template [DOT] that you want to use when
creating documents fram within the zpstern. For mare information on document templates
conzult your documentation for Microsaft Word.

The Document Stare iz the folder where completed documents will be stored. IF pau uze the
gugtem in a multi-uzer environment then youw can set this folder to be on a networked drive so all
LzEr: can access zaved documents.

Template file  |C:5| ink\Microzoft Office Documentstwiordvtemy G2
Document Store |4 inkMicrosoft Dffice Documents\wordy =
Cancel

The location of your letter template has now been saved to CCD.

2 Storing Your Standard Letters in CCD

Either type in
the full path to
where the
template has
been saved or
use the link to
browse to
where you
stored it.

To add new standard letters to your CCD go to the Setup module and the ‘Standard text’ section.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
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CAPITA System setup

FINANCIAL SOFTWARE

Loz System configuration

Standard text 8 b Products licensed to Capita Financial Software Ltd.:
Seafflist :
Providers
Products
Prices

Client Care Desktop, Expires Saturday 01/
Fact find plug-in. Expires Saturday 01/
Financial Express Data Feed. Expires Saturday 01/
C li Il g t plug-in. E=pi Saturday 01/
— I\:-:n-||:: |San;:e analbem.en plug-in Expfres Satur ay Dl_:
sroup Schemes plug-in. xpires Saturday

Technical F Fiug F P

Tables EDI commissions, Expires Saturday 01,

Online Client Service Centre, Expires Saturday 01/
Advanced Security plug-in. Expires Saturday 01/

I vant to...

Ik Sat up my company name and address details

I Add @ member of staff

Ik Update the system licence details

b Configure the system to use the Client Care Hub

b Change the way that remuneraticn splits are displayed

IF Configure setup for M5 Word™

There are 4 ways to add letters to CCD

1. Copy and paste existing Word letters.
Type new standard letters
Use the Message Maker function to create letters that include merge fields from information added
to the clients, holdings or providers files.
Use existing Word letters and via the message maker function add the merge fields.

NB Remember when adding a letter to CCD you only need to start the letter after the
salutation line, CCD will automatically address and date the letter, the correct salutation will
be selected from information already added to the client’s file.

2.1 Copy and Paste Existing Word Letters

If you already have letters saved on your system there is no need to retype the body of the letter this
can be copy and pasted into the standard letter section of CCD.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. April 2013
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User info. Auts-text Cuick reports Finzancial review

: % Add record

— Communication Communication type Created
roviders
Products Change of address to provider 18/02/03

Prices Confirmation of appointment 18/02/03

Forms Policy Documents te client 16/10/12
Technical

Tables

Setup = Standard text = Details

User info. Details = Letter text Financial pram. Select the

Admin. codes Select the
Standa t type

Staff list > Category’ (to
ceds lEoial add to this drop
Date 16/10/2012
down free type

the letter. Cstegory [Confirmation in the field and it
Suitzbility Letter subject |

Chroacidore=

Title line for

Communication Type |Letter

(Q will auto add to
Description |Pc\|iq.r Documents to client .
Letter Title  [¥our Policy Documents \ \the ||St).

Author of this Letter | LMI MilhaAee
N

Select from 0 ; ;
nly requires completin
the d Enter a description to y , 5 o P ,g
e drop Message Maker . when ‘Suitability Letter’ has
d list Use Message Ma Identlfy the letter .
own list. Include auto-tet ) ) il been selected in the
during selection.

Ik Create [ modi category.

Once all the details have been added go to the letter text tab.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
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Setup * Standard text > Details = Letter text

User infa. Dietails < Letter text > Financial prom.
Admin, codes

Standard text
Staff list
Providers
Products
Shes NB Copy and paste the body of a previously saved letter here.

Forms
Technical Remember only copy and paste the main body of the letter;
Tables

name, address, date and salutation will autopopulate from the
client’s file.

Ik Next page

Setup = Standard text = Details = Letter text

User info. Dietails Letter text Financizal prom,
Admin, codes

Standard
Staff list
Providers
Products

Your Policy Documents

| am pleased to enclose your new policy documents. These should be read and then stored in a safe place for
refemral at a later date.

Prices If you have any gquestions cnoe you have read the documents, please do not hesitate to contact me; 'l be happy to
Forms help.

Technical
Tables “our sincerely

Emma Sharpe
Training Consultant
Capita Financial Software

Mokile: 07825 081574
Email: emma.sharpe@capita.co.uk
Web: www.capitafinancialscftware. co.uk

Iv Next page

The letter is now available for selection in the clients/holdings module.
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CAPITA System setup

FINANCIAL SOFTWARE

Satup Ad Setup > Standard text

Letters - Adverts Auto-text Quick reports Financial review

.-:.f Communication Communication type Created
Change of address te provider Letter 18/02/032
Change of Telephone Number Letter i16/07/08
Cenfirmatien of appeintment Letter 18/02/032
Policy Confirmation-eme Letter 28/05/07

" Test existing word letter Letter 21/07/08

2.2 Type in a New Standard Letter

=+ Add record

Click on and complete the letter identification fields as above.

CAPITA System setup

FINANCIAL SOFTWARE

Setup - Setup = Standard text = Details = Letter text

Dretails Letter text Financial pram.

Free format, type the body of your letter here.

As before the name address date and salutation will
auto complete.

Quit

The letter is now available for selection in the clients/holdings module as seen below.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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FINANCIAL SOFTWARE

Satup Ad Setup > Standard text

Letters - Adverts Auto-text Quick reports Financial review

.-:.f Communication Communication type Created
Change of address te provider Letter 18/02/032
Change of Telephone Number Letter i16/07/08
Cenfirmatien of appeintment Letter 18/02/032
Policy Confirmatien Letter | etter 28/05/07

| | Testexisting word letter Letter 21/07/08

2.3 Using Message Maker to Set Up Standard Letters

The advantages to using the Message Maker function in CCD is that information that has been entered
on the client’s or holding file can be inserted into a standard letter, individually tailoring standard
letters.

CAPITA System setup

FINANCIAL SOFTWARE

Setup *  Setup * Standard text = Details
Details - Letter text Financial prom.
Complete these details and
i - then select ‘Create/Modify
':C: j:d _ Letter text using Link Message
Communication Type |Letter Maker’.

Category |Ger|era|
Suitability Letter subject |
Description |Re:ei|:|t of application form
Letter Title |[Re:

Author of this Letter EMS Anna Maria Smith

Quit

This will take you to the message maker screens.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
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Message Maker Central

uvwxyz { |}~

* Setup standard letter text * Add data items
B Y fleroe - Policy | ‘

- Bank Partner .
- Cliznt i
- Current Jser

- Doctor Clisnt

- FactFind Clisnt

- FactFing partner

- Martgags

This drop down shows the merge

- Partner
files that information can be
- Product
pUHEd from. Merge - Provider

Current valus

“Weluation date

Policy number

Message Maker Central
uvwxyz{| }~
* Setup standard letter text » Add data items
Ra: NiMerge - Policy
70} | Effective date H=
Life assured 1|
When the merge file has been selected Maturity date ]
the relevant merge fields available will Palicy holder A
. X Product Provid Al
be listed. The merge file can be i e e
] ) Eroduct Name L1l
changed at any time in the letter to Sum assured ]
provide new fields for selection. Scheme nams A
Term Al
Current valus 1|
“aluation date L1
Eeolicy number L1l
4 Return to Setup 1 MNext page b

Draft a copy of the letter that you want to save with merge fields so that you can decide which fields
and where they are required. This is a letter to confirm to the customer that you have received their
application form for a mortgage.

The words in jtalics are the merge fields.
This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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Re:/title - needs the provider name — product type — application.

| can confirm safe receipt of your “provider name” “product type” application form.

| have forwarded this to “provider name” and will update you with the progress of this
application.

If you have any further questions please do not hesitate to contact me on 01279 756086.

Yours sincerely

Adviser name

The first part of the letter is the title line, look at the information that you want to pull from the main
CCD system and look down the list of merge files available to decide where this information will be
stored. We want the provider name and product type. This information will be held in “policy” merge
file. Select ‘Merge-Policy' and then the merge fields available will show below the merge file name.

I?}“ Message Maker Central

= uvwxyz { |}~

b

* Setup standard letter text * Add d-2- Sooag

Re: [ erge - Policy
T |
o | Effective dats ﬂl:l

Lite as=urad

Maturity date

Policy holder

Product Prowider

Eroduct Mame

Sum assured

Scheme name

Locate the merge field that you require (in this case it is the ‘Product Provider’) and click into the
yellow/gold arrow to the right of the field name. Then place your cursor in the title line where you want
the merge field inserted and right click and ‘Paste unformatted text’.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. April 2013
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Message Maker Central

uvwxyz{ |}~

* Setun standard letter text » Add data items

:'45: <<Paolicy_Providers> i Merge - Palicy
T m

|| Effective date

Life assured
Maturity date
This is how the letter will appear Policy halder

after the merge field has been Product Provider
Product Mame

==

IE

Ii

Ii

Ii

pasted into the title bar.

Ii

Sum assurad

Ii

Schemz name

Ii

Tarm

Current valus

IE

Ii

Yaluation date

Ii

Eolicy number

I+ Spell check page

I “iew as page

1]

4l Return to Setup 1 Next pa

We now require the product name so repeat this process and then manually type ‘application” after the
2nd merge field has been added.

Message Maker Central

uvwxyz {| }~

¥ Setor —io L daru eler text * Add data items

(| i Re: =<Fuolicy_Froviderss<<Policy_FroductMame>= spplication i{Merge - Policy

|1 | Effective date

==

Life assured

=

Maturity date

=

Palicy helder

=

Product Provider

Product Mame

=

=

Sum assured

=

Schems nams

=

Term

Current valus

=

=

“Waluation date

=

Feolicy number

1]
¥
-
w
1]
-
1]

i
im

4l Return to Setup 1 MNext pa

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
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Now we have completed the title line, the body of the letter can be typed in. Remember there is no
need to type or leave space for the name, address, date and salutation, CCD will insert this information
automatically.

To insert a merge field in a letter as you type, unlike the title bar, there is no need to copy and paste the
merge field, as you reach the place in the letter where the merge field is required just click onto the
merge field name from the right hand drop down and it will place it in the letter where your curser
currently is, and you can continue to type.

Message Maker Central

uvwxyz{ |}~

* Setup standard letter text + Add data items

Merge - Clisnt

Re: <=Poligu-Provicer-»<<Policy_ProductMame=> application

L=&f confirm safe receiot of your <<Policy_Providers> <<Pglicy_ProductMame=> sppliSation Lddress
formn.

Clisnt forename

| have forwarded this to <<Policy_Providers> and will update you on the progress Clisnt cccupation

application. Clisnt surname

i
in
i
i
%]

his / her

If yo™maye sny questions, please do not hesitate tecontact me on 01272 758085, LWEs

happy to help.

he/ she

him / har

ours faithfully Mext meeting date

Mext meeting time

These fields were all " 5
exk ITIEEEII'Ig reasacn

| =<Cliznt_Advizers> To select this field selected from the oot review date
the merge file ‘Merge-Policy’ file. Zonsultant
was changed to i+ Spell check page
‘Merge —Client’. | » View s page

4 Return to Setup 1 MNext page b

This letter will now be saved and is available for selection. Don’t forget there is a Spell Checker
underneath the merge items on the right of the page.

The final way of setting up a standard letter is where you may have a Word document saved with blank
spaces that require information to be typed in. These letters can be copied and pasted into CCD and
“merge fields” can then be inserted into the letter.

2.4 Copying In and Updating Using Message Maker

If you have a letter which you want to save into the ‘Standard Text’ area of CCD and then add merge
fields in, this is what you need to do.

Firstly, set up a standard letter and use the following button;

Ik Create [ modify Letter text using Link Message Maker . Now copy your letter in.

“Dear

Please find enclosed the policy documents for your new <Product>. The policy number is <Policy
Number>. Please keep this in a safe place.

If you have any further questions regarding this matter please contact me, or your Financial
Advisor, on XXxxx XXXXX.

Yours sincerely
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Message Maker Central

U vw X y Z { | },.., Complete the title line

as before.

) i Merge - Client

. The policy number ||| Addrecc

Clignt forename

If you have any further questicns regarding this matter please contact me, Cliznt sccupation
your Financial Advisor, on 012792 758081 Client surname

his / her
Yours sincersly he/ she

Alison Street him [ her
Training Consultant Mext mesting date

Capita Financial Software Ltd. Mext meeting time

| Mext mesking reason
Mext review date

Consultant

b Spell check page
Ik VWiew as page

4l Return to Setup 4Last page 1 Next page k

To insert the merge fields into the blank spaces in the body of the letter use the same method as when
a field is inserted into the title line. Select the field you wish to merge, click onto the gold arrow, and
place the curser where you want the field to be inserted right click and Paste Unformatted Text.

Text Color

Insert

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
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Message Maker Central

uvwxyz{ |}~

Re: =<Policy_Froviders><<Folicy_FroductNames> i{Merge - Current User

User name category Bl =

Jsernams

Company name

or your Financial Advisor, <<Client Advisers> on 01278 758081 User email

User telephone

“Yours sincerely

Alison Street
Training Consultant
Capita Financial Software Litd.

I+ Spell check page

I Wiew as page

4 Return to Setup 4Last page 1 Next page b

3 Auto - Text

An ‘Auto-text’ is a line or paragraph of text, which is used but not regularly within a letter. Therefore it
is not appropriate to add it into a letter, but to place it somewhere where it can be accessed when
required. This means it does not have to be typed in each time it is required.

To add an ‘Auto-text’ got to ‘Setup’ — ‘Standard text’ — ‘Auto-text’.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
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System setup

Type |

Description Autotext - Client

Auto - Text | Autotext - Advice
Autotext - Intro.
Autotext - Policies
Autotext - Close

Autotext - Signature

Edit...

Canterbury - Yours sin...
Kingston - Yours since...

Select the auto-text
category — this is an
editable list so your
own categories can
be added, always
precede with ‘Auto
text’.

Setup - Setup ¥ Standard text > Awto-bext

Letters Adverts r Auto-text v Quick reports Financial review
Quit
Satup ¥ | Setup > Standard text > Autotext =

Message Maker Central

[/ modify

As with letters there are two methods of creating auto-text; copy and paste or free type into the main

Ik Create / modify

Auto-text box or use the
standard paragraph or sentence.

text using Link Messa

link to add merge fields to a

Please note that only text can be added to the auto text, logo’s, graphics etc cannot be added.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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3.1 Copy and Paste or Free Format Type

Setup = Standard text > Sutotext > Emma’s formal close

User info.
Admin, codes Type |Autctext - Signature

Stand i Description |E|'r||'r|a"5 formal close

Staff list Auto - Text |If you have any guestions, please do not hesitate to contact me: I'll be
Providers happy to help.

Products
Prices

Yours sincerely

- Here a signature paragraph has \
Technical Emma Sharpe been set up for Emma Sharpe. To
Tables Training Consultant . .
Capita Finzncial Software create this, the signature used for
Mobile: 07825 061574 E-mails has been copied and
Email: emma.sharpe@capita.co.uk . .
Webt weww.capitafinancialsoftware.co.uk paSted into the main auto-text

box. This will now be available to

add to letters as a merge item. /

Message Maker Central

Use Message Maker Central to setup and modify yo T ETamraro et
Include auto-text and Merge items to autematically compile and persenalise your letters

Ik Create / modify text using Link Message Maker

¢ Create / modify text using Link Message Maker

Message Maker Ik Store new standard

Letter to Client B spell check text

Provider: Skandia Stocks and Shares ISA. Premium: £100 .

commenced 01/12/2007 » Select holding record
r Select enguiry record

IAutotext - Signaturs

\Emma's farmazl close !:

If you have any gquestions, please do not hesitate to contact me: I'll be happy
to help.

Emma Sharpe
Training Consultant
Capita Financial Software

e e e fsignature set up to use a merge

Emizil: emma.sharpe@capita.co.uk
Web: wawwnw.capitafinancialsoftware.co.uk

|

\

Yours sincerely \
|
\
|

~

field to insert the Adviser
responsible for the client onto the
letter. The rest of the signature is
generic so can be used on any

\Ietter.

i Copy to clipboard

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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4 Producing and Viewing Your Letters via Work and Tasks

If you wish to produce a letter for your client, firstly find the client in question and if the letter is not
linked to a particular policy go to ‘Work’ in the client record. If the letter is to be linked to a specific
holding/policy then go to the holding in question and enter the ‘Tasks’ area of the holding.

Personal
Account

Data upload

; Enter here if the letter Fiaioz Enter here if the letter
Marketing Contributions

s is not linked to a Dietails is to be linked to a

specific holding. e specific holding/policy.

Create partner Tasks

- o Hemuneration
Holdings (10) Submission

Work (13)

4.1 Entering a letter against a holding

Clients > Haldings = Tasks

Task groups

Creerview
Product
Contributions
Details
Administration

Hemuneration

Submission
Message

Work (13) Create new work task?

E Mark the task as complete Mark the task as INcomplete mcpen the Diary at this task

Select the task to be performed from the drop down list. Use the I to enter the full details and to
access the letter area.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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Clients » Heoldings = Tasks

Holdings =~ Tasks Task groups
Bl Recorded Due 3 Actions
f15/10/201% Mo dizry EE Q]
: Ltcknowledge receipt of 2 new application s
Arrange doctor appoinment for client medical .
Arranging credit checks ]
Calculating and recording commissions
Calculating capital needs
Caleulating carry back / forward
Calculating commissions
Calculzating eritical illness shortfall
Calculating dynamised salary
Calculating education fees
Caleculzsting finzl szlary scheme benefits ~
To produce any type of correspondence relating to this task enter the Message tab:
Clignts = Holdings > Tasks = Diary
Click here to add a
Ciary - Account Meszagse letter to the task.
Task Group |C|ient contact Wha Date
Task |Letter to Client @ |ams |16/10/2012
No diary Metify client [J Motify Introducer [E]
Type in details of the task here.
E:_i Relzted project |
Further action required Friority Days /[ Override By whom
| 3 [ =]
3 First diary date
z Further actions due 16/10/201Z
=] Further actions complets
fiml Date of completion

Document linked | Selact

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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Crwerview
Product
Contributions
Dretails
Administration

Remuneration
Submission

Work (14)

Complete from the

Clients = Heldings = Tasks > Diary > Message

Ciiary Account

drop down lists.

Message to

If to clisnt

Include Honours?

Type of correspondence
Private

Formality

Letter date

Cur referenca

%\
[Client

I

| Letter

| Private & Confidentizal

[From zzlutation
[18/10/2012 /

| MMIEV

Ik Generate Correspondence

Private & Confidenti
Mr & Apple
Addressi

“ictoria Road
Chelmsford

Essex

CM1 1FB

Our ref: MM/ams
16 October 2012

Use Message Maker to include and modify st
Use auto-text and Merge items to automatic

your letters

Ik Use Maessage Maker

Name, address and
salutation populate
from the Clients
module and letter
starts to create.

_\

_J

NB Do not select ‘Generate Correspondence’ unless you wish to type a completely new free format
letter with no aid from any existing templates, auto-text or merge items functions available within
CCD. You are unable to access any of this functionality from within this section.

Crrernview
Product
Contributions

Remuneration
Submission

Work (14)

Clients = Heldings = Tasks = Diary > Message

Diary Account

Messags =

Message to

If to client

Include Honours?

Type of correspondence
Private

Formality

Letter date

Our reference

Word export

Client I+ Options

[Cliznt

N

| Letter

[Frivate & Confidentizl

[Frem =alutation

[16/10/2012

| MM/ ams

b Generate Correspondence

Private & Confidential
Mr & Apple

Addressi

Victoria Road
Chelmsfard

Essex

CM1 1FB

Cur ref: MM/ams
16 October 2012

Use Message Maker to include and modify standard text.
Use auto-text and Merge items to automatically personalise

your lattars

Ik Use Message Maker

By selecting the Select filter you can search the folders that your letters are saved in.
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Message Maker Ik Store new standard

Letter to Client Bl Spell check t=:xt
Provider: Legal & General Unit Linked Bond. Premium: £13000 Ik Select holding record

cemmenced 07/05/2000
\ I+ Select enquiry record

- | dddateitems
Details of the policy

Adusrizament this task is attached to

Canfirmation

Fzquast dlsplay here.

\

Select where the letter

~

template is saved.

B ccpy to cipboard

4l Return Generate Letter Ik

Now select the letter that you want to use.

Message Maker Ik Store new standard

Letter to Client Bl Spell check text
Provider: Legal & General Unit Linked Bond. Premium: £13000 )
Ir Selact hold d
commenced 07/05/2000 olaing recor
b Select enguiry record

i Confirmation | Confirmation of appointment
o ———

i Our forthcoming appuintﬁ:lent £ E.Autotext - Advice

1 write to confirm the details of our forthcoming appeointment: Autatext - Clisnt
Canterbury - Yours sincersly
Purpose of the meeting: <<Client_MeestingReason=> Mearge - Acct Client

Date of the meeting: <<Client_MeestingDate=> Merge - &cct Bartner

Time: =<Client_MeetingTime>=>

Merge - Advice

If for any reason this appointment is not oo Additional merge fields Merge - Anal""s'_ﬁ

contack me as scon as possible to rearrange Mergs - Bank Client
can be added to a Mergs - Bank Partner

Yours sincerely . Merge - Client
template as reqUIred- Merge - Current Llser

<<Client_Adviser==

Once the letter content is

as you require click on:

Generate Letter Ik

v to clipboard
4l Return k Generate Letter |k
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Your letter now starts to take form and any merge items you have included within your letter will be
inserted by CCD.

NB If you asked for CCD to insert information that you have-not entered within CCD the words
MISSING DATA will appear. You will need to manually enter this information on this occasion.

When you are happy with your letter the last stage is to adjust the font style, size and colour to suit your
company branding.

!k Qutput to MS Word™

This is done by clicking on

4l Return : I+ Copy letter to clipboard §_IF Cutput to M5 Word™

Private & Confidentisl
Mir A Appld

Victoriz Road
Chelmsford

Ezzzx

Crur r=f W ams

16 October 2012

Drear Andrew
Our forthcoming appointment

I write to confirm the details of our forthcoming appointment:

Purpose of the mesting: Client Review
Date of the mesting: 20th October 2012

-

Time: 14:00

If for any reason this appointment 15 not convement for vou, then please contact me as soon as possible to
TEaITangs.

Yours sincersly

Simon Cockle
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@"‘ H9-0 ) M U30050.doc [Compatibility Mode] - Microsoft Word
it )

i
W Insert  Pagelayout  References Add-ns

Cut 34 Find -

_:;COW M'E' A . : E o *AaBchDcr sasbcede AaBb( 4AaBbC AaBb( AaBbccl % & Replace
Pavste - Format Painter
Clipboard i

[B 7 U -abex x Aar|[¥~ [§=-)[& - o] | mnoma [rrospac.. weadng1  Heaangz  Tme Subtitle Change | Iy select~

Font gl Paragraph = Styles = || Editing

(RN TN

If a Template has
ba August 2006 been set up, this will
be automatically

Confidential applied to the letter
Mrs S M Hoyland

19 Goddard Avenue once you C|iCk the
Watford

W3 8K ‘Output to Word’
button.

Dear Sylvia

RE: Our forthcoming appointment Once here fu rther
’

lwrite to confirm the details of our forthcoming appeointment:

cosmetic changes can

Purpose of the meeting: Initial - Fact find

be made.
Date of the meeting: 13/01/2009

Pagei10f2 | Words:73 | &  English (UK | P ey =

2 start N W {® mnbox -Micos... | ./ Salesiogix (5 V4.2 User Gui... T} Advanced CC... B U30050.doc[... | &Y FileMakerPro... NGRS

If no changes are made to the letter in the MS Word format when you close the letter it will not prompt
you to save, the letter will auto save to CCD. If you have made amendments after outputting the letter
to MS Word then you will be prompted to save the changes.

Insert Page Layout References Mailings Review Add-Ins PDF

B Tmes NewRoman -1z~ AaBOCeT | AdBbCel AaBh( AaBbC: AaBhb( AsBbcet

Paste e ‘n I U - abe x, X Aa-”EiV-Av‘ ’§| 5 | TNormal | 1Mo Spaci.. Headingl Heading 2 Title Subtitle

Clipboard £} Font £} Paragraph = Styles

8 August 2008

Personal
Mrs S M Hoyland

19 Goddard Avenue

‘Watford Microsaft Office Word
WT3 8NK

A Do you want to save the changes to CCD4260005.doc?
fes No ‘Cancel

Our forthcoming appointment

I write to confirm the details of our forthcoming appointment:
Purpose of the meeting: Initial - Fact find

Date of the meeting: 08/08/2008

Time: 14:30

If for any reason this appointment is not convenient for you. then please contact me as

4.2 Viewing letters via Tasks

Should you wish to revisit your client’s letter at any time simply retrace your steps from the front page
of CCD:
This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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Find your client

Find the holding that the task/letter relates to
Enter the holding

Click on Tasks

Select the Message tab

Click on View Letter to Client

Clients » Heldings = Tasks = Diary > Message

Diiary Account Messags *

Creenview

Product Message to | Client I Options . _
Private & Confidential

Contributions If to client [Client Mr & Apple

Details Include Honours? |MNo Address1

SERISEEEE Type of correspondence | Letter Victoria Road
Private | Private & Confidential Chelmsford
Essex

CM1 1FB

Remuneration

Formality [Fermal
Letter date |15/10/2012
Our reference | 15 October 2012

Submission

=]
Weork (13) Ward expart

@te Correspo@ Dear Mr Apple

This will then display the MS Word copy of the letter.

4.3 Entering a Letter Against the Client

If you wish to send a letter to your client but you cannot be specific as to which holding this
correspondence refers to, you will need to create and save your letter via your clients general work
section.

To produce a letter from the work section of your clients file firstly locate the relevant client and select
Work from the main client menu.
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\RE

CAPITA Client records

FINANCIAL SOFTWARE

= add recard E‘,’vFind record List recards |_ My notes

| Clients *  Clients

Cantact ¥ Pastal address Scanned dacs, Goals Cuarujaw
Add note
Client type | Individual Client Ref,
Title [ Imitial / Surname |Mrs 5 M |Hu:|',l|anu:|
Forenarne |Syluia Mary
Salutation |sylvia
GQualification / Honours |
I Personal email address | =]
Woark email address | =]
= | ¢ Create zecurity question Horme @ ||:|1235 2FFE2D Fax horme
[ o not mailshot work O [01285 567567 Fax work
O oo not share client data Maobile O Contact [Evenings
with partner Current status |Prospect Method |Telephone
glient Intro, date / source |17/08/2006& [cald calling
e Intraducer |[Mo introducer Ik Mare
Ernployer |Sylvia Hayland Ik Mare
Adviser |Clive McDaonaough Ik Mare
Service rmanager Ik More
Quit

CAPITA Work records

FINANCIAL SOFTWARE

Clients = Waork

Outstanding All tasks Groups Tracker set-up
Work * : + Add record
by Status
Corresponding with the client AMS 09/08/08 Outstanding Ik Palicy [ =
Message

Do you wish to create a new Work log entry for the current dient?

Task group lAII group tasks shown - click here to filter

Quit [=1 Correspondence attached B Switch to Relevant section = Diary
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CAPITA Work records
FINANCIAL SOFTWARE
= a Hoyland |—
Clients = Work > Diary
Task Group [Client contact Who Date
Work - Task |Ccrrez|:cnding with the client f?ﬁlamz |2EI_-"DB_-"2EIlEI
Outstanding Motify cient [ Motify Introducer [
Select the Task group and Task from the
drop down lists.
‘_'I:_I Related project |
Document linked [ Select
Further acticn required Priority Days [ Override By whom
| 3 [z [ams
First diary date
Further actions due 22/03/2010
Further acticns complete
Quit Date of completion

To produce any type of correspondence relating to this task enter the Message option on the left hand

side.
CAPITA Work records
FINANCIAL SOFTWARE
S a Hoyland l_
Clients = Work > Diary
Task Group |C|ien|: contact wWho Date
Work - Task |Ccrrespcnding vith the client Zi[ams |2D_-"03_-"2DlD
Click here to add a letter to the task. Notify client [ Hetify Intreducer
|
Type in details of the task here.
_E_I Relsted project |
Document linked | Select
Further acticn reguired Priarity Days [ Override By whom
| 3 EN [AMS
First diary date
Further actions due 22/03/2010
Further acticns complete
Quit Date of completicn
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CAPITA Work records
FINANCIAL SOFTWARE
Complete from the Sl B L]
Clients = Work = Diary > Message drop down lists.
Work hd -
Meassage to [Client I Options
If todient, address how? [Client |
Include Honours ? | ]
1'ype of correspondence |Le1:ter \ |
Private [Confidential B
Formality [Formal —\
Letter data [10/08/2008 (=]
Our reference |
Word export
Ik Generate Correspondence
Message Maker Name, address and
’_’—E— salutation populate
2 : from the Clients
¥ 3 b Use Message Maker
u.r;l module and letter
Quit starts to create.

NB Do not select ‘Generate Correspondence’ unless you wish to type a completely new free format
letter with no aid from any existing templates, auto-text or merge items functions available within
CCD. You are unable to access any of this functionality from within this section.

Ik Use Message Maker
By going into at the bottom of the screen you can access your letter templates

(from Setup), merge items and Auto-texts, or type a new letter.
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CAPITA Work records

FINANCIAL SOFTWARE

Gemma Clift |_

Clients = Work = Diary > Message

Work -

Meassage to [Client I Options
If to client, address how? [Client

Include Honours ? |

Type of correspondence |Le1:ter
Private [Confidential

Formality [Formal
Letter data [10/08/2008

Our reference |

Word export

Message Maker

Quit

By selecting the ‘Select filter’ you can search the folders that your letters are saved in.

Message Maker b Store new standard
! Letter to Client B spell check text

» Select holding record

-

b » Select enquiry record
+ Select filter - Select standard message . = Add data items
iConfirmation {Caonfirmation of appointment E
Our forthcom) Nappointment N e | 1=
I write to confi s details of our forthcoming appointmen

Now select the letter

Purpose o LeasonEF
Date of tF Select where the letter == that you want to use.
Time: <<

template is saved.

If for any nvenient for you, then please contact
me as soo

Mours sinceraly

<=Client_Aduizar==|

4 Return Generate Letter [k
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Message Maker b Store new standard
Letter to Client B Spell check text
» Select holding record

Ik Select enguiry record

» Select filter » Select standard message + Add data items

iConfirmation |anfirmation of appointment

iDur forthcoming appointment i f Merge - Acct Client N
I write to confirm the details of our forthcoming appointment: Merge - Acct Dartner w
Purpose of the meeting: <<Client_MastingReason>> Merge - Advice

Date of the meeting: <<Client_MeetingDate=> _ )
Time: <<Client_MesatingTime>> Merge - Analysis

Merge - Bank Client

If for any reason this appointment is not convenias="

me as soon as possible to rearrange. Merge - Bank Partner

| Additional merge fields Merge - Client =
Lo ]
S Sy can be added to a Merge - Current User
template as required. Merge - Doctor Client
Merge - FactFind Client

e Merge - FactFind partner -

Once the letter content is as you

Generate Letter [k Ed

require click on

4l Return Generate Letter b

Your letter now starts to take form and any merge items you have included within your letter will be
inserted by CCD.

NB If you asked for CCD to insert information that you have not entered within CCD the words
MISSING DATA will appear. You will need to manually enter this information on this occasion.

When you are happy with your letter the last stage is to adjust the font style, size and colour to suit your
company branding.

I+ Qutput to MS Word™

This is done by clicking on
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Al Return § I+ Copy letter to clipboard <: b Cutput to M5 ww’

8 Aungnst 2008

Confidential

Mrs 5 M Hoyland
19 Goddard Avenue
Watford

WT3 SNE

Deear Sylvia

Cnr forthcoming appointment

[ write to confirm the details of our forthcoming appointment:
Purpose of the mesting: Initial - Fact find

Date of the meeting: 03/032008

Time: 14:30

If for any reasen this appeintment 13 not convenient for you, then please contact me as soon as possible to
[EAITANEE.

Tours sincerely

@"l Hd9-0 ) 2 U20050.doc [Compatibility Mode] - Microsoft Word
6t

=i
_Jm Insert  Pagelayout  References  Mailings  Review  View  Adddns
o )
je EEzugm ol - E-E-E M B
B T T 2 A W[ =B E E E ] oo ssaoceoc ABbC AaBbC AaBb( Assbcer
Pastz
- - Format Painter
Clipboard =

".,];, Replar

|-n-1 I U~ abe x, X Aa-”B!Vv A-| ’?| = ||év : THarmal | TMNo Spaci.. Hesdingl  Heading 2 Title Subtitle Change

| styles~ || b Select
Font 7] Paragraph Styles & Editing

Pe2e o g e A (-1 12 1 3 1-4 1 5 1«6 17 1 B 1+% 1101 11+ 1 +12+ 1 13- 1 +14- | +15+ | Ae | f7+ | 18"

If a Template has
been set up, this will
be automatically
confidenti applied to the letter
Mrs S M Hoyland once you click the
19 Goddard Avenue

Watford ’Output to Word’
WT3 8NK
button.

15 December 2008

Dear Sylvia
Once here, further
RE: Our forthcoming appointment]

cosmetic changes can

lwrite to confirm the details of cur forthcoming appointment:

be made.
Purpose of the meeting: Initial - Fact find

Date of the meeting: 13/01/2009

S0 141 1300 12 1 1104101 @ 0 B 170§ 5141313 1 1|[F]

Timea 1400
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If no changes are made to the letter in the MS Word format when you close the letter it will not prompt
you to save, the letter will auto save to CCD. If you have made amendments after out putting the letter

to MS Word then you will be prompted to save the changes.

‘\ -G ) s U30050.doc [Compatibility Mode] - Microsoft Word

—Im Insert Page Layout References Mailings Review View Add-Ins

o
Peste ;F:::at?ainter [BI 7 U -abe x x a0 |¥- A [E ;|@' B ||| nnormal J|1 o Spaci..

Clipboard [} Font Paragraph &

(B forszuare -1z _-[i§ =2 FEEIA | acanceor| amoceo AaBb( AaBbC: AaBb( Assbcct

Heading 1 Heading 2 Title Subtitle

Styles

IR - NS RIS & SO N - U & I CR IR S B v S -0

15 Decemnber 2008

Confidential —
Microsoft Office Word

Mrs S M Hoyland
19 Goddard Aven :
' Do you want to save the changes to U30050.doc?
Watford

WT3 BNK

S1B 7

‘fes i [ Mo J [Cance\ }

Dear Sylvia
RE: Our forthcoming appointment

I'write to confirm the details of our forthcoming appeintment:

R RN R |

4.4 Viewing letters via Work

Should you wish to revisit your client’s letter at any time simply retrace your steps from the front page

of CCD:

Find your client

Click on the Work Tab and select the appropriate item
Select the Message tab

Click on ‘View Letter to Client’

Clients > Heldings = Tasks = Diary > Message

Diiary Account Messags *

Creerview

Product Message to | Client Ik Options

Contributions If to client [Client

Details Include Henours? | Mo

SATEIE I Type of correspondence | Letter

Remuneration Private |Pr|1.rate B Confidential

Farmality |Fc\rrr|a|
Letter date |15/10/2012

Our reference |

Submission

Work (12
ork (13) Word export

@nerate CorrespondeD Diear Mr Apple

Private & Confidential
Mr & Apple

Address1

Victeria Road
Chelmsford

Essex

CM1 1FB

15 October 2012
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This will then display the MS Word copy of the letter.

5 Money Laundering

CCD comes complete with two different Identity forms i.e. a two page version for you to capture Money
laundering information plus the newer FCA summary, Confirmation of Verification of Identity.

CAPITA Documents
FINANCIAL SOFTWARE
| Clignts = Documents > Client Identity
| =l
General Identity |
Add note
— — Details MName Address Mo werification
|| Documents
Click here to enter full
Meets the standard evidence O information.
Exceeds the standard evidence [
& Print Confirmation of Verification of Iden
Date last updated 20/03/2010]E|
Ib HM Treasury listings for suspected terrorists
@i HM TREASURY
eq’,m- Equifax website
Quit | C Current Archive
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CAPITA Documents

FINANCIAL SOFTWARE

Gemma Clift | & |—
Clients > Documents = Client Identity
General Identity
Details Mame dl Address Mo werification
Doc ts
Reference / Account no. Date Copy
Current passport | Expiry | |
Birth place |
Resident permit | Expiry | |
Photo driving license | Issue | |
Raf. Authority
Firearms certificate | | I=sue | |
State pension / benefits letter | | Issue | |
Sub-contractors certificate | | Issue | |
Inland Revenue tax notification | Issue | |
Notification type |
Quit

Once the information has been entered you can either print out a current form from the ‘Details’ tab, or
move onto the ‘Archive’ tab and print out the older style form.

The other link on the front page will take you to the treasury web page for any advice on foreign

. Ik HM Treasury listings for suspected terrorists
nationals

6 Setting Up Trackers

Trackers are a way of showing your business processes or work flows on CCD utilising the diary and
tasks. They require you to have a clear understanding of the processes you wish to track before you
attempt to set them up on the system. We strongly recommend that you make a paper representation
of the processes you are setting up to refer to during the set up.

The example used in this guide is purely to show the application. This is not to be used as the basis of a
real business process.

The steps to follow to set up are;

e Match your paper representation step by step to a task in the admin codes data base.

e Review each task and ensure the number of days for each task to be completed is set from the 1st
day the tracker is put in place. This may mean that you either need to set up new tasks or amend
existing tasks.

e Attach standard letters as required to the tasks.Set up the tracker in CCD.

Match to admin codes in the data base. Where no task is present a new task will need to be created.
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Business Process Task in Admin Codes Database

Confirm to client receipt of application Acknowledge receipt of new application — TSK001
Enter details onto client file Entering new business in admin system — TSK057
Submit application to provider Submit application to provider — TSK 128

Update client holding with contract details Update client file information — TSK139

Complete new business check list No suitable task in CCD

Send policy to client Issuing documents to client — TSKO70

Set client servicing details No suitable task in CCD

NB Some processes will not have a corresponding task in CCD.

CAPITA System setup

FINANCIAL SOFTWARE

Setup *  Setup > Administration codes

Tasks Task categories Trackers Planning goals

Task description Task group

iUpdating case progress by telephone HContach

iUpdating client file information and holdings schedule

iUpdating client file information and holdings schedule Click here to add a new Ik More

iUpdating unit holdings [obtaining details) task Ik More
iUpdating unit heldings [recarding information) ’ 2 I+ More
iUpdating unit values HClient e Mare
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CAPITA System setup

FINANCIAL SOFTWARE

Setup - Setup > Administration codes = New task

Manually type the task
4 Back ..
description.

Admin Code |

Task description (Complete new business check list

Main task category iClient

Sub task category Processing new business

Diary days
Standard letter

Standard letter description

Select the Main task and
Sub task category from
the drop down lists.

‘ Quit

Once all the tasks required have been located or created move to checking that the number of days
from creation are correct. Once the tracker has been set up the number of days will not be amendable
in the tracker, if the task is chosen as a standalone task for a client then the days required can be
amendable as the task is created in the client file.

Business Process Task in Admin Codes Database Number of Days to
Complete

Confirm to client | Acknowledge receipt of new application — TSK001 1

receipt of application

Enter details onto | Entering new business in admin system — TSK057 2

client file

Submit application to | Submit application to provider — TSK 128 2

provider

Update client holding | Update client file information — TSK139 9

with contract details

Complete new | Complete New Business Checklist — TSK166 11

business check list

Send policy to client Issuing documents to client — TSKO70 12

Set client servicing | Record Client Servicing Details — TSK162 23

details
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CAPITA System setup

FINANCIAL SOFTWARE

Setup - Setup = Administration codes = Hew task

4l Back

Admin Code SK166

Task description [Complete new business check list

Main task category |Client

Sub task category |Processing new business

Diary days{ |11 days *
Standard letter | RIS
Standard letter description

Add the number of days for
the task to be completed.

Quit

Next, any standard letters already set up in your CCD can be attached to the task. Once a letter has been
attached to the task every time the task is used when the Message tab is accessed in the task/work
record the selected letter will appear.
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CAPITA

System setup

FINARCIAL SOFTWARE
Satup - Setup > Administration codes > Task
4 Rark
Task description Submit appliation to provider
Main task category Client
Sub task category Procassirg new business
Diars r|='_J= =2 daws ¥
standard lewer WsUUUS ++
Standard letter description  Policy Confirmation Leter
Attach letter here.

ik Task coda TSH12E8

All the preparation has now been done and the tracker can now be added to CCD.

CAPITA

FINANCIAL SOFTWARE

System setup

|5|!‘|.'Il|) *  Setup = Administration codes = Trackers

R

Tasks Task categories

Trackers Planning goals

—
Tracker ¥

Manually type a name for the
tracker and click ‘Add record’ to
add the first task.
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System setup

-

Setup

Tasks

Task categories

Setup = Administration codes = Trackers

Trackers

Planning goals

Tracker ¥ New business - Basic

: +Add record

Task description

Letter ref

Diary (days)

Ik Mare

TSK165 Acknowledge Mew Application to Client

TSKO01 Acknowledge receipt of a new applicatien
TSKOD02 Analysing adviser completion ratios
TSKOO3 Analysing adviser conwversion rates
TSKOO4 Analysing adviser persistency

TSKO05 Analysing adviser profitability

TSKOO6& Analysing basis of business execution
TSKD07 Analysing business closure

TSKOOS8 Analysing business persistency
TSKO09 Analysing client profitability

TSKD10 Analysing costs of performing administration tasks

Select each task in the order
already set out on your paper list.

da a ne SCH

L]
]
&
m
1]
[
L]
I
m
1]
w
[
(o
1]
o
(1

Quit

CAPITA

FINANCIAL SOFTWARE

System setup

-

Setup

Setup = Administration codes > Trackers

Task categories Trackers Planning goals

Tasks

Tracker * iMew business - Basic

Task description

[rcknowledge receipt of & new application

|Entering new business in admin systam

To add a new task to the tracker

. : +.Add record ‘
click = to the
right of the tracker name and

select the next task. Click

! = Add record ‘
. for each task

Message

Are you sure you want to create a new event for the Group
Tracker selected?

m
w
&
1]
m
o
1]
n
1]
m
W

required.
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Setup - Setup » Administration codes = Trackers

Tasks Task categories Trackers Planning geals

Tracker * iNew business - Basic i :+Addrecord

Task description

l&:knovﬂedge raceipt of a new application

[Entering new business in admin system

|Su|:|rr|it application to provider Uz0004

|Updating client file information and heoldings scheadule

[ I LR o I

[cemplete new business check list

|155uir|g documents to client and updating document log

|Eet Client Servicing Details 1z

Once a Tracker has been set up within CCD, it can never be deleted.

6.1 Using Trackers

Once a tracker has been created on your system it will be available to use in either the client work
module or the holding task module.

As the tracker we have created is linked to a piece of new business we will look at how this is added in
the tasks section of a holding.

Clients = Heldings = Tasks

| Holdings Tasks Task groups

B} Recorded Due

To add a tracker, go to the Task

Groups tab in the Tasks area.

Clients > Heldings > Tasks » Task groups

Holdings Tasks Task groups
Select group |
13 Annuity New Business
Mew Business Process
Req Info From Ins Co
Test
Select the tracker required from
the drop down of available
trackers.
¥ Create work group
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Clients = Heldings = Tasks > Task groups

Holdings - Tasks Task groups

Select group |['JE'.‘-' Business Proce

Correspondence Diary days

Acknowledge receipt of a new application M20125 2 +
Analysing adviser conversien rates +
&nalysing business persistency +
acknowledge receipt of 2 new application M20125 2 +
Writing annual report and accounts PREODOOLZ3 5 +
Acknowledge receipt of 2 new application M20125 +
&nalysing the perfarmance of business introducers PREOOOOLE 5 +

[Tu]
Q

NI T T T

A list of the tasks in the tracker will show so that
you can check this is the tracker required.

Quit

Once you are happy that the tracker selected is the tracker required click the

oup

Emm-

Mew Business Process 15/10/12 | 15/10/12

This then creates a summary for the work group showing the
number of entries (tasks) in the tracker and the number still

outstanding.

Return to the main task list for the holding.
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CAPITA Holdings records

FINANCIAL SOFTWARE

Clients = Haldings = Tasks
Holdings Tasks Task groups
: 4+ Addrash
B Recorded Due Actions
15/10/2012[15/10/201Z2 [Acknovledgs receipt of = new =pplication b B M
[15/10/2012 [Me dizary [2nzlysing advizer conversion rates b B M
[15/10/2012 [Me diary [£nzlysing business persistency b & M
15/10/20 12| 19/10/2012 |-'l.ckncl.'a1e-:|ge receipt of @ new application B 1 [
15/10/2012[20/10/2012 [Writing annual report and sccounts & X M
Quit W Tasks outstanding ™ Tasks due today

Each task in the tracker has been added to the holdings task list as an individual task, they are all at this
stage outstanding. You can now go into each task and reset the person required to complete it from the
staff drop down list as required.

Each task will appear in the diary of CCD in the normal manner and each task needs to be individually

completed.
Clients = Heldings = Tasks > Diary
Holdings Diary - Account Messags
Task Group i Processing new business iWheo Date
Task |-'l.c|-cnc:-.-dedge receipt of 2 new application [Fiams E15/10/2012 ;
Qutstanding Metify client |
ﬁ Related project |
Further acticn required Fricrity Days / Override By whom
ia ; |
Reselect person to
¢ Select policy date dvizer, Test
Z k tzsk complete complete the task as Further actions due  15/] CFS Support,
=] l.’{ task |n:c'n.:|-'=t-5 required. “urther actions ..c\mpln.ate D.ance, Jonat.
&, File note (last printed Date of completion Hitchecack, Da
; — | Jon, Palmer
Quit Document linked ] Lee. Milhzm
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The progress of trackers can be followed in two ways.

1. On the Task groups tab of the holdings task section.

CAPITA Holdings records

FINANCIAL SOFTWARE

Holdings -

Clients » Heldings = Tasks > Task groups

Tasks Task groups

Select group |

Comrespondence Diary days

Shows number of entries/tasks still outstanding. There could
be more than 1 tracker outstanding for a client/holding and
each tracker will be listed here.

Create - group

m*m

» Busingess Process 15/10/12 | 15/10/12

Quit

2. The other way is from the diary section in the Admin module

Admin, -

Administration = Diary today > Task groups

By individual Everyone By team For Adviser Task groups

By user All outstanding

=~
Select user |super |

Client Work Group Entries O/s Due

SUPE Melissa Brown New Business Process 8 5 0 30/11/12  30/11/12

Trackers outstanding can be
viewed “All outstanding” or “By
user”.

& Print task group report
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Adding a tracker to a work item rather than a task is performed in the same way although the initial

screens vary slightly.

Clients > Work > Task group set-up

Incomplete All tasks Groups Tracker set-up
Work 3 Select tracker |
-2 Task Correspondence Diary days
= Create group
| Work Group Entries O/s Due First Last
Mew Business Process 8 G 0 30/11/12 30/11/12

NB As with work and tasks, trackers added at task level will be available to view in both tasks and
work, while trackers added at work level will only be available at work level.

7 Searching Your Database

7.1 The Basic Search
Within the clients screen you can search on any of the fields present and that you can complete multiple
fields to narrow your search. To search the system, click into Clients module from the main CCD menu.

Select | ELFind record | £ the options at the top of the screen. This will blank all the fields for you to

select your search criteria.
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|i||§ﬁxdd recard ||§Find recard | List recards | D My motes

Clients

Cantact ¥ Pastal addrezs Scanned dacs, Ousruiew

Client type

Title { Initial f Surname

Farename

Salutation

Qualification / Honours

narne
Ferzanal email address
Work [ wiork ermail address

* Home () Fax hore
[BEEIENE [ Lo not mailshot wark O Fax work

[ 0o not share client data Maobile O Contact
with partner Current status Method

Holdings ()

Calculators

Client

Intro, date f source
Source

Introducer Ik More
Ernplayer Ik More
Advizer Ik Fore

Service mmanager Ik Mare

Created: By: Last modified: by

The client’s surname is the most commonly used method of searching the system. Therefore your
cursor will appear in surname field first. This is a free type field so you can enter the full or part surname
in order to conduct your search.

To add additional information move your cursor into the relevant field and then either type or select
from the drop down presented. Once you have entered your information press the ENTER key on your
keyboard.

| i | (= add record |@Find racord | List records | D My notes

Clients

Contact ¥ Pestal sadress Scanned docs, COhverview

Account

Data upload Client type Client Ref.

Marketing Title / Initial / Surname | | | [pound |

Servicing Forename

Qualification / Honours

|
|
Salutation |
|
[

namea

You will then be presented with a list of clients to choose from.
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Client records

Client list » Client name Birth date Postcode Type Adviser F/find =
1 - w - > -
Pound, Mark Keith 23/12/68 CM1Z 8¥H Individual Clive McDenough @ =l on
Pound, Clars 0z/04/70 CM12 8¥H Individual Clive McDenaugh @ =l on

To select a client simply click on the relevant line. At the bottom of the list there are 2 other options

available.

& Create = printable client list

@ Setup marketing wi

There are 3 options for the type
of list required:

e Status
e Contact
e General

Will take you through to the
Marketing section, with the clients
listed as the found set. (Marketing
wizard is covered later in this section).

7.2 Using the Browse and Find Options

At the top of the screen on the main filemaker menu bar select the Data option.

=1 FileMaker Pro - [Log]

Browse Mode Ctrl+B
Find Mode Ctrl+F
Add Mew Request

Medify Last Find Ctrl+R

7| File Edit [ D=tz |"Help
B -
@ i SortRecords..  Ctrl+S
.ll D Save as Excel...
. E Save2s.POF...
Advanced L .
| Clients > Holdings > Product
Holdings ~ ‘ Product Allocation

This option can be used to change the screen you are on into a “Find” mode if needed. Browse mode is
the default mode for CCD allowing you to view, add or make amendments to the information on the

screen.
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The “Find” mode however will change the screen you are in to a search screen similar to the basic client
search, however this facility is available in nearly all of the CCD screens allowing you to conduct

1 ||§LFind record |

searches in many different places, and especially where the button i ailable.

1 |@Find record |
No
is available. = = = |E|
J

v

Clignts > Heldings > Product \

Product &llacatien

Crrersiew IE‘

Details Contract holder Ik Change
Administration
Tasks

Contract reason [/ objective
- . Scheme
emuneration
Brovider i? O »More €9

Submission

Fersanzal / Occupational

Froduct basis

Product category

Product Ik Maotes

Product display name for reports®

Is this plan a trustee investment?

Application dated
Application received
Effactive date

Mext contract review date Reascn

* The Product display name appears on client and management reports and can be overwritten.

Searches can now be made by provider, product type, product category, policy number or any of the
other fields available.

This option will not automatically present you with a list but will display one of the records in the found
set. There are 2 ways to view all the found records. The first is to click onto the icon at the top of the
screen for the list view.

Sylvia Hoyland = Skandia > Maxi ISA > 3ss477266M | EH |

N

This will display a list of all the records that match the criteria with the option to switch straight to a
marketing campaign.
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Client list » Contract holder Product Provider Type Effective
Hoyland, S M Skandia Maxi ISA 04/09/06 H on
Clark, I & Clark, HP Skandia with profit Bond 01/10/06 Bl on
Tayler, CA Skandia Investment portfolio 12/09/05 Bl on
Hapkins, P Skandia Maxi [SA 0&6/0%/06 = on
Black, C Skandia Unit Linked Band ? H On
Worth, B B Warth, P Skandia Unit Linked Bond 28/05/07 B on
Daily , 3 Skandia Unit Linked Bond 07/02/07 El on

You can then select individual records for view from the list presented.

The second way to view records in a found set is to use the “microwave” on the bottom menu bar.
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Clients » Holdings > Product

Holdings Product Allocatien

Application status [In force

Contract holder |-'l.::|e. A Ik Change

Contract reason / objective |I"|'.-r=zt-nr="|t of lump sum

Scheme |
Provider [sSkandia o [ Ik More

Personal / Occupational |:’Erzc:ﬁa|

Product basis | Investment

Product category |I“|di'.-idua| Savings Accounts

Product |Stocks and Shares Ik Mates

Product display name for reports* | Stocks and Shares ISA
1= this plan a trustee investment?

Contract number [5235235

Application dated
application received
Effective date

Mext contract review date |01/12/200%9 Reason

Click into the
“microwave” to open
up the margin.

Z N
00| J (d =1 Brows=

-

These ‘arrows’ allow you to move

™ FileMaker Pro - [Log through the records selected click

4 File Edi

onto the page to move to the next

Uata  Help

: ; 5 record.
L‘ 3 l\.-".f) Found {Unsorkbed)
Recards
Layout: | Product S iew As: Shows the number of records
~.._. 22— - _— O found that match the search
criteria. In this example, it has
EAA"CE!LAA‘RE found 4 records out of a total of

81 records.

Suluia Ho

Clients = Holdings = Product

Holdings Froduct Allocation

Shows the number of the record

Application status currently being viewed.
Cantract halder

Contract reason f objective
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7.2.1 Using the “Symbols” Search

Combining both the records menu and the find facility will give you greater options when it comes to
searching for data in your system. When you are in a CCD screen, open up the margin using the
‘Microwave’ and change to ‘Find’ mode.

=\ FileMaker Pro - [Log]

My Fille Edit Data Help

<ir & L. & & @ «

Find Reguests Mew Request Delete Request | Perform Find Cancel Find

Layout: | Product * | view As:| = - =z Matching records: Insert:

Click on the arrow next
to ‘Operators’ to open
the Symbols.

Clients > Holdings > Product

Product &llocation

Ohwerview IE‘
Product

Dretails Contract holder Ik Change
Administration Contract reascn / objective
Tasks

Scheme

Remuneration i r
Submission Frovider ot O 0 More €5

Personzal / Occupational

Product basis

Product category
Product Ik Motes
Product display name for reports®
I= this plan a trustee investment?

Application dated
Application received
Effective date

Next contract review date Reason

* The Product display name appears on client and management reports and can be overaritten.
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These characters can

== match entire field

be used by
I find duplicate values themselves or in
% less than addition to any other
= lessthanor equal letters or numbers to

= greater than

= greater than or equal
... tange

NI today's dake

7 invalid date or time

conduct a search.

@ any one characker

# any one digit

* zero or more characters

Y escape next character

" match phrase (From word skark)
*#" match phrase (from anywhere)

— ~ relaxed search (Japanese only)

These symbols can be entered by simply clicking on the relevant box in CCD and then either click on the
character on the list or you can free type the character from your keyboard.

By ticking the omit option in the upper margin you will reverse the effect of the search i.e. search for
everything except the criteria | have entered.

Matching records: [incge el Omit |
The example below shows how these additional characters could be used on the holdings screen.

The search criteria are all Skandia personal policies where the application is dated after 01/01/1990:
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Clignts = Haldings > Product

Product &llecation

Crverview @

|
Contract halder |
Contract reason / objective |
Schame |
Provider [SKAN |‘i:? i More
Personal / Occupational [Personal

Product basiz |

Product category |
Product Ik Motes
Product display name for reports®
Is this plan a trustee investment? l—

| ”
spplication dated than” used to set dates

application received | after 1/1/1990.
Effective date [=01/01/15%

Next contract review date Reason |

I+ Change

Administration
Tasks
Remuneration
Submission

Symbol for “greater

* The Product display name appears on client and management reports and can be overwritten.

The information is then returned. If the menu does not appear automatically to show how many plans

met these criteria, don’t forget the ‘microwave’ button.
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= FileMaker Pro - [Log]

y Fie Edit Data Help

] @@, 15/ 1013 =
EI] 3 IL"]Fcnunl:l (Unsorted) : : @ : %‘i}

Records Show A lew Record Delete Record Find Sort

Al
&

Layout: [F‘roduct v] View As:| m

15 holdings matching |
the criteria set were
CAPITA

FINANCIAL SOFTWARE found.

Contributions ceased on 21/05/2009 John Smith = Skandia > ICVC > 12324567 |—

Clients > Holdings > Product

Holdings Product Allacation

Application status |Can:e|led
Contract helder  [Smith, J Ik Change

Contract reason J

objective |In'.-eztrnent of lump sum

Scheme |
Provider [Skandia wf O Ik More
Personal / Occupational [Personal

Product basis [Investment
Product category |IC'-;'C
Product |ICVC Ik Motes
Product display name for reports® | ICVC
Is this plan a trustee investment? l—
Contract number |1234567
Application dated
Application received
Effactive date |02/12/2007

Next contract review date | 14/02/2009 - Reason

Quit

Care does need to be taken when using the symbols as you may get unexpected results. Remember that
where you specify certain criteria the system will take this as literally correct.

If you were looking for clients where the telephone number is blank then using the character “*’ (zero or
more characters) will not work. This would have the effect of searching your system for every telephone
number field that contained at least 1 numeric character in it. If however you searched the telephone
number field with the symbol ‘==" (this is two ‘=")and is used to find all records where the field that this
is added to is empty.

7.3 Searching in reports

The same search principals can be applied to the reports in CCD however care needs to be taken when
doing this as some reports are specifically titled. Most reports created at client level will show the
clients name at the top of the report therefore modifying the search on that style of report will most
likely result in multiple clients appearing on the report. However the clients name in the title will not
change.

Within the Admin area most reports are not specifically titled and may be more easily modified.
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To start the search of a report, enter a CCD report, the report we will use on this example is in the
Remuneration reports - Due not paid schedule for (Provider).

Amounts due

Schedule of commissiens due but unpaid between 01/01/2012 and 15/10/2012

Contract /
Centract helder Centract type Felicy number Transactien Censultant

Unspecified

Ferrarl Rachg Group SIFE niflal - Dne-of S James Read

Ferrarl Racing Group SPR nRlal - Gne-oT B2 James Read

Ferrarl Racing Group SPR nRlal - One-oT 2 James Red

Ferrarl Racing Group Seiivested Personal Penskn James Red

Ferrarn Razing Eroup SP9 MRl - One-of iee James Read = 12000
Hambrook Flnancial Group SIFE niktal - indemniky Dan Hichoook

Malaren Group Wrap Platiorm nklal - Inklal fee James Read 308" 30000
Molaren Group Wrap Ptonm nikkal - Inkial 2 James Read 3 1000
Mclaren {Sroup Wrap PItonm nikkal - Inkial 22 James Resd 3 00w
ks SmEy Smin Eroup eame Prowestion 5959595 nilal - Ongoing ke

Smin: SmiEy Smim Enoup Income Profection 5050595 ARl - One-0f e

Total outstanding for

As before to conduct a search use both the margin (microwave) and the find mode (filemaker menu bar
— data — find — find mode).

This will have the effect of clearing the entire report ready to accept new search details.

A FileMaker Pro - [Commrec]

by File Edit Data Help

i L [

I 1 —] -

i ——— E Total C!,_{F C!Eg Gk k‘Q
Find Requests Mew Request Delete Request | Perform Find Cancel Find

Layout: [REP_CommDue v | view As: =- =] Matching records:_ Omit | Insert:|Operators

| 4l Return | & Print |E| Praview | E Extract

Amounts due
Schedule of commissions due but unpaid betwesn 01/01/2012 and 15/10/2012

Contract/
Contract holder Contract type Policy number Transacticn Consultant

I Ji, i s e

Report total

The example below shows how to find any unpaid procuration fees where it is greater than £300.
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FileMaker Pro - [Comm
™y File Edit Data Help

EENE A L BRI L]

Amounts due | 4l Return & print | B Preview | (26 Exl:ractl

of i due but unpaid between 01/01/2000 and 11/08/2008

Contract /
Contract holder Contract type Policy number  Transaction Consultant

fforoguration e

) File Edit Data Help

D -DBNEY|ipelo« B8 @ FSS R B

Amounts due | 4l Return | & Print | Bl Preview | EA Extractl

of issi due but unpaid between 01/01/2000 and 11/08/2008

‘Contract /
Contract holder Contract type Policy number  Transaction Consultant

Way. & Repajment morigage (Re-morgage) Rzl T

Report total

7.3.1 Modify Search

When using reports you have the option to modify the search criteria that you have entered. A report is
in itself a “found set” the find criteria being set by the scripting behind the report. Once the report has
been run you have the option to modify it.

This report has been run for ‘Amount due but not paid’ on the date range 1/01/2010 to 28/11/2012 for
Skandia.

Administration > Reports > Remunerations

Remuneration Company Adviser Introducer Location Statements

Diary Remunerations Fees Fund based Aged debt reports

Enquiries
New business Schedules Analysis

Remunerations

Reviews Due not paid schedule by Provider
Time recorded

Compliance

Due not paid schedule by Provider by scheme
Schedule of amounts paid by Provider

Schedule of amounts paid by Provider) by scheme
Marketing Schedule of amounts paid by business source
Schedule of amounts paid by service manager
Schedule of clawbacks recorded within date range

mrmm 01/01/2010 || Provider |SKAN Data source |Commrec Bl
Report to |28/11/2012 - Service manager Business source
Adviser Location_[
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™ FileMaker Pro - [Commrec]

y File Edit Data Help
Amounts due
Schedule of commissions due but unpaid between 01/01/2010 and 28/11/2012 from Skandia

Contract / Effect. Due Amount

Contract holder Contract type Policy number Transaction Fee Type Consultant  date date due
Skandia
Bloggs, J Stocks and Shares ISA 9797979 Initial - regular 01/01/07  01/0810 3.00
Bloggs. J Stocks and Shares 1S4 Initial - regular 201007 2000810 1.50
Bloggs, J Stocks and Shares 1SA 747979 Initial - regular 10107 010910 3.00
Bloggs, J Stocks and Shares ISA Initial - regular 201007 2000910 1.50
Bloggs, S Unit Linked Bond Initial - reqular 10M4/07  10/08M0 200
Bloggs, S Unit Linked Bond Inithal - reguiar 10/11/07  10/09/10 2.00
Bloggs, S Unit Linked Bond 1234567 Fund based Renewal 0212007 251110
Griffin, P Level Term with Critical liness. PG123456789 Initial - Indemnity 26M110 261110 250.00
Total outstanding for Skandia £ 263.00
Report total £ 263.00

Once you have your report on screen you will see at the top of the screen the FileMaker toolbar.

| File Edit Data Help

ErEEEER Y I

Bl @SSR

Click into Data and then find and then Modify last find.

™ FileMaker
y File Edit

Pro - [Commrec]
EICN Help
Sort Records... Ctrl+5 Eind Mode Cirl+F 0 o : B
E £ 4 Return & Print E Preview ol Extract |
Amou
Schedule ~ 23veasExeel. Add lew Request 12012 from Skandia
Save as PDF... Modify Last Find Cirl+R
dvanced R Contract / Effect. Due Amount
Contract Advance: Policy number  Transaction Fee Type  Consultant  date date due
Bloggs. J Stocks and Shares ISA 9747979 Initial - regular 01/01/07  01/0810 3.00
Bloggs, J Stocks and Shares 1SA Initial - reqular 2010/07  20M0810 1.50
Bloggs, Unit Linked Bond Initial - regular 101107 100810 200
Bloggs, J Stocks and Shares 1SA a797979 Initial - regular 01/01/07  01/09/10 3.00
Bloggs, J Stocks and Shares ISA Initlal - regular 20110/07  20/09/10 1.50
Bloggs, S Unit Linked Bond Initial - regular 10107 10/0910 2.00
Bloggs, S Unit Linkad Bond 1234567 Fund based Renewal 02M12/07 251110
Griffin, P Level Term with Critical lllness PG123456789 Initial - Indemnity 2681110 2611140 250.00
Report total £ 263.00

The search criteria can be entered in the same way as for the “find” search. In the example below, we
are finding any ‘Fund based renewal’ remuneration.

™ FileMaker Pro - [Commrec]
y Fle Edit Data Help

Amounts due 4 Return & Print E] Preview Extract |

Schedule of commissions due but unpaid between 01/01/2010 and 28/11/2012 from Skandia

Contract / Effect. Due Amount
Contract holder Contract type Policy number Transaction Fee Type Consultant date date due
a fla fla {fiund based ranewal Ja a a ia ia |
Report total £

By pressing enter on the keyboard the report will now apply your new criteria to the report, retaining
the original report details.
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= FileMaker Pro - [Commrec]

a File Edit Data Help

Amounts due GRetun | & Print | O preview | [ Extract |

Schedule of commissions due but unpaid between 01/01/2010 and 28/11/2012 from Skandia

Contract/ Effect. Due
Contract holder Contract type Policy number Transaction Fee Type Consultant date date

Bloggs. S Unit Linked Bond 1234567 Fund basad Renewal 0212/07 251110

Report total

As you can see from the example the report is still for Skandia between the date ranges selected
however it now only displays any fund based renewal amounts.

8 Using a Standard Marketing Wizard

Within the Admin module is the marketing section. Under Wizards there are a number of pre-set
marketing campaigns that can be run.

Administration > Marketing > Wizards

Remuneration
1 want to set up a marketing campaign based on...

I+ Clients of who have plans due for review between 01/01/08 and 11/08/08
All plans due to mature or expire between 01/01/08 and 11/08/08
All clients due for their next periodic review between 01/01/08 and 11/08/08
IPIE TRy (32 All plans taken out between 01/01/08 and 11/08/08
Diary all All mortgages under which the rate guarantee expires between 01/01/08 and 11/08/08
: All clients of who have no review date booked
All plan holders currently aged between and
Clients aged between and who do not have a plan
All clients who have contributed over a certain amount to their pension in a given tax year
All clients who have unused ISA allowance for current tax year
I want to create my own found set
I Search client records...
I Search holding records...

Report from |01/01/2008 - Product basis Age from...
Report to [11/08/2008 || Provider ... age to
Adviser ref Introducer Location

The screen is split into two parts. The upper nine links need to be completed by using the options at the
bottom of the screen. The other two links below allow you to create your own searches.

The example below is for all of clients with reviews due between 01/01/2008 and 11/08/2008.
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Administration = Marketing > Wizards

I want to set up a marketing campaign based on...

Clients of who have plans due for review between 01/01/08 and 11/08/08

All plans due to mature or expire between 01/01/08 and 11/08/08

All clients due for their next periodic review between 01/01/08 and 11/08/08

- All plans taken out between 01/01/08 and 11/08/08

- All mortgages under which the rate guarantee expires between 01/01/08 and 11/08/08

Marketing =
L ¥

- All clients of who have no review date booked

- All plan holders currently aged between and

- Clients aged between and who do not have a plan
I+ All clients who have contributed over a certain amount to their pension in a given tax year
I All clients who have unused ISA allowance for current tax year

I want to create my own found set
Ik Search client records...

I+ Search holding records...

Report from [01/01/2008 ||  Product basis Age from...
Report to [11/08/2008 [ Provider ... age to
Adviser ref

The information is returned in the list format with additional options at the bottom of the page.

™ FileMaker Pro - [Clients]
Wy File Edit Data Help

t o113z _ _
E” i l" Found {Unsorted) |l . ﬁ '\_% = E.:.ﬁ}

Records Show A lew Record Delete Record Find Sort

»|  iew as:| =

Lawouk: [List\.-'erif';-'

Marketing campaign wizard Cancel wizard
Caonfirm Campaign
Found zet set-up
Client reviews betwean 01,/01/2006 and 11/08/2008
MNarne Advizer Introducer Intro. date  Fifind Al
- - - -
Gernma Clift Sheila Andrews Mo introducer o1/07/06 @ Bl omit
Suluia Hopland Clive McDonaough Mo introducer 17/08/06 @ Elomit
Gary Dent Sheila Andrews Mo introducer 2e/07/ 06 @ B omit
Mark Pound Clive McDonough Hoover and Dante Accountants 01/03/06 @ B omit
Clare Pound Clive McDonaough Hoower and Dante Accountants 01708706 @ = @mit
Chrizstine Tavylar Sheila Andrews Hoower and Dante Accountants 07/08/06 ﬁ' Elomit
Sarmnantha Carter Clive McDonough 04/09/06 : Elomit
walter Thompson Clive McDonough 04709706 Elomit
Halina Brejenko Clive McDonaough 04/09/06 Elomit
Clive Petars Clive McDonaough 04/09/06 Elomit
Jahn Craily Mark Andrew Brent Mo introducer 1&/05/07 Bl omit
Ot = Do not mail f deceaszed cient [ Auto omit D Wiew records as a data table
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At this point you have the option to omit any clients that you do not wish to contact, or that have the
deceased/do not mail flag logged against their record. To omit the records already flagged as
deceased/do not mail use the link at the bottom of the page.

= omit

To omit individual records use the at the end of each record.

You now need to follow the four steps across the top of the screen to complete the marketing wizard.

Marketing campaign wizard Cancel wizard
: 1"'51 J.-'
- - Confirm Campaign
L} 8 Found set zet-up
. Client reviews between 010172006 and 11/08/2008
Harne Advizer Introducer Intro, date  Ffind : All
- - - -
Germrma Clift Sheila Andrews Mo introducer 01/07 06 ﬁ' Bl omit
Selvia Hoyland Clive McDanaugh Mo introducer 1770806 @ Bl omit
Gary Dent Sheila Andrews Mo introducer 22,0706 @ B omit

1. Confirm the found set has been completed (as above).
2. Campaign set-up. This will now check that you wish to use the list of clients found, just one client
from the list or to cancel the marketing wizard.

hJ
1 @ 11132 o Y
E:I 3 ‘ Found (Unsorted) : . @ 'x_atb L =1,
Recards Show A lew Record Delete Record Find Sort
Layout: | List¥erify = Viewas = = M
Marketing canipaign wizard Cancel wizard
Coanfirm Carmpaign
Found set set-up

Client reviews between 01704 200Eand 11,/08/2008

Marme Aduizar Introducer Intro, date  Frffind Al
- - - -

Gemrma Clift Sheila Andrews Mo introducer 01/07/06 [P I Homit
Sylvia Hoyland Clive McDonough Mo imtroducer 17/08/06 @ E omit
Gary Dent Sheila Andraw

Mark Pound Clive McCono

3 : =] omit
Aﬁ Ep

Clare Pound Clive McDonaod; Do wvou wish to create a marketing campaign for the CURRENT ] omit

record, or the entire FOUMND SET? )
Christine Taylor Sheila Andrew Hemit
Sarmnantha Carter Clive McDona [#] &mit
Walter Thompson Clive MCDDI‘ID] Cancel ] [ Found set ] I Current I I E omit
Halina Brejonko Clive McDonough ST 06 : Homit
Clive Peters Clive McDonough 04509 /06 [E omix
John Daily Mark Andrew Brent Mo imtroducer 16/05/07 E omit

The following screen will now appear:
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Marceting campaign wizard

Campaign
set-up

Confirm
Found set

Haw iz this Mailzhot to be

followed-up? Initial action

Establizhead
Action by date
Diary For the attention of

What cormmunication type

e o e Carmrmunication method

date
Cur reference

Private

Message

Fimancial prornotion

Cancel wizard

Set standard
text

03/03/2011

M DATE

03/03/2011

Marketing records set-up;

Flease complete red highlighted fields befare continuing.

*Campaigns are set up under Cormpliance > Financial pramaotions,

Campliance plug-in required

Marketng campaign wizard

Confirm
Found set

Carmpaign
zet-up

How iz thiz Mailshot to be

fallowad-up? Initial action

Established
Action by date
Ciary For the attention of

What cormrnunication type

o i e e Comriunication rmethaod

Letter date
Our refarence
Private

Fimancial prormotion Selaect cammpaign code®

Type of campaign
Tupe of pramotion
Cescription
Purpose

*Zarmpaigns are set up under Cormpliance = Financial promotions,

Zancel wizard

Set standard
text

Annual review

03/03/2011

M DATE

Letter

CMDSas

Strictly Canfidential
Anna Maria Smith

Compliance plug-in required

Complete the fields as required. If the Compliance module is being used to monitor campaigns select

the campaign code from the drop down box.

3. Set Standard Text. Here you can attach a letter which you have already created and saved in the

Standard Text area of Setup, or free type a new letter to be sent to all the clients in the found set.
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Marketing campaign wizard

Canfirm

+ Select standard message text

Set standard
text

Merge
data

+* Add data items

|

Your annual review

annual review for at least 2 years,

that we can carry out a financial review,

happy to help.

Yaours sincarely

<<Client_Adviser=>

4l Return to Campaign set-up

We have noticed from our records that vou have not requested vour
It is important to regularly review your finances to ensure that producs
that vou have are providing yvou with what vou need now,

I will be calling vou within the next 2 weeks to arrange an appointrnent zo

If you have any questions, please do not hesitate to contact me; I'll be

Merge - Cliant

Addresz

Client forename

=

E

Client accupation

Client surname

E=

hiz / her il
he / zhe il
hirn / her i

E

Mext meeting date

E

Ment meeting time

=

Ment meeting reason

E

Mext review date

=

Conzsultant
Client date of birth

4l

1 Mext page bk

Merge data Ik

Select/type/create your letter using merge fields where required in exactly the same way as in

Work/Tasks.

4. Merge Data. Click onto the Merge data link and you will be asked to confirm that marketing records

should be created for the found set.

Marketing campaign wizard

Fimancial prormotion

__
*Zarmpaigns are set up under Cormpliance = Financial pramotions, Cormpliance plug-in regquired

Cancel wizard

Canfirm Carmpaign Set standard
Found set set-up text
ety 5 Uals [allsnet fe be Initial action |Annual review
followed-up?
Established [02/03/2011
Action by date
Ciary For the attention of |MO DATE
What ERTTIUTIEERIEm = Cammunication method | Letter
iz to be uzed?
Letter date [03/03/2011 [E)
Our reference | CMDS as

Private

Strictly Canfidential

Message

Create marketing records on this sek-up?

Yes Mo
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Once the data has been merged you will get the option to view the letters or to batch print them.

Marketing campaign wizard Exit wizard [X]

Canfirm

Congratulations, the marketing carmpaign is now complete,
You can wiew Letter dated 03/03/2011 for Germma Clitt and rmanually selact print £
preview options ar batch Print all 11 Letters dated 03/032/2011

Ik View Letter dated 03 March 2011 for Gernma Clift

= Batch Print all 11 Letters dated 0370372011

|i| Batch Export all 11 Letters dated 0370372011 to MS Ward

Tao view the riarketing record relating ta Semrmna Clift selec the "Open carreszponding
rmarketing log entry' button belaw,

4 Open corresponding rmarketing log entry

& Batch Print all 11 Letters dated 03/03/2011 . .
S B - will ask you to confirm that these letters should be
batch printed.

o
b |

Batch print documents

Pleaze wait...

Message

Batch prink this lekter?

You will then be asked to select your printer.
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Print: [Remrds being browsed ']

Printer

Mame: [PDFCreahcr "] [ Properties... ]

Status: Ready

Type: PDFCreator

Where: PDFCreator:

Comment: eDoc Printer [ Print to file

Print range Copies

@ all Mumber of copies: 1 =

") Pages from: 1 to: 1

41’2,3 41’2,3 Collate

Mumber pages from: 1

OLE

[ update all Links before printing

Once letters have been sent to the printer you will be returned to the merged data screen.

There is no option for additional formatting to these letters they will print in standard font and size.

. . . . Ik View Letter dated 02 March 2011 for Gernma Clift
It is also possible to view each letter by using

There will be an arrow at the top of the page, which allows scrolling through the letters.

Alternatively you can export all of these letters to Word using the

W| Batch Export all 11 Letters dated 03/02/2011 to MS Ward .
L : Gl . During the export, any document

template stored in CCD will be applied to the letters. Once the letters are in Word, further formatting
can be completed.

9 Viewing the Client’s Marketing Diary Entry

After entering a marketing campaign on the system each corresponding client will now have an entry in
their marketing diary.

To view this go to the clients file and select Marketing — Mailshots.
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CAPITA Client records

FINANCIAL SOFTWARE

Gemma Clift |:_.1L |—

| Clients *  Clients = Marketing = Mailshots
Marketing Mailshots I Meatings User defined
A
Cutstanding All

| D4 Aadd record

Action by Action FAD  Joint?*

Annual review ams 10381 Anna Maria i

Do not rmailshot dient [
Do not share cient data [

Quit 24 * Tcan denotes whether the mailshot is dizplayed within the client andfar partner recards, click to taggle.

If a date was set for the work to be done by, then the marketing record will appear in ‘Outstanding’. All
completed campaigns will show in the all tab.

To view the details of the campaign click into the relevant line, you will be able to make any additional
notes, complete the task or view the letter that was sent.

10 Creating a Manual Campaign Using the Data Table

The process for creating your own marketing campaign is similar to that of the wizards. However, you
are able to search for more detailed information.
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Administration > Marketing > Wizards

Remuneration

Diary today
Diary all

I want to set up a marketing campaign based on...

Ik Clients of who have plans due for review between 01/01/10 and 28/11/12
All plans due to mature or expire between 01/01/10 and 28/11/12
All clients due for their next periodic review between 01/01/10 and 28/11/12
All plans taken out between 01/01/10 and 28/11/12
All mortgages under which the rate guarantee expires between 01/01/10 and 28/11/12

All clients of who have no review date booked

All plan holders currently aged between and

Clients aged between and who do not have a plan
All clients who have contributed over a certain amount to their pension in a given tax year

All clients who have unused ISA allowance for current tax year

want to create my own found set
Ik Search client records...

Ik Search holding records...

Age from...
... age to
Location

Product basis
Provider | SKAN

Report to |28/11/2012 -
Introducer

Adviser ref

The example below shows the screen to Search holding records.

Marketing campaign wizard Cancel wizard

Set standard
text

Confirm
Found set

Campaign
saet-up

All records listed as no search criteria specified

Contract holder

-
May, v

May, G

May, G

Farley., R C

May, G
May., G
May, G
May, G
Taylor, C

Tayl

May, G and Farlay, RC

May, G B Farley, R C

May, G B Farley, R C

May, G B Farley. R C

Adviser

Tans
MAB
MAB
MAB
MAB
MAB
MAB
MAB
MAB
MAB
MAB
MAB
SAMN

SAMN

Provider

Teorwacn = reteroorocugn
Morthern Rock ple
Ipswich Building Society
Norwich Union Life
Mationwide Building Society
Zurich

Morwich B Peterborcugh
Kensington Mortgage
Kensington Mortgage
Morthern Rock plc
Morwich B Peterborocugh
Platform Home Loans
Skandia

Lloyds TSE Bank

The screen returned is similar to

when a pre set wizard is selected.

ich
ttish Equitable
£

lwich Plc

TEyoTY

Patel, D

MDD

wCottish Equitable

MNorwich Union Life

Product type

Buy to et 1nterest ony
Buy to let Interest only
Buy to let Interest only
Increasing Term Assurance
Repaymeaent mortgage
Lewvel| Term Assurance
Buy to let Interest only
Buy to let Interest only
Buy to let Interest only
Repayment mortgage
Lat to buy Interast only
Buy to let Interest only
Investment portfolio

Mazi ISA

Effective

.ﬁ‘l.fUSJ'LUU‘-I =
13/11/2002 i
02/0&/2002 i
0z/02/2004 |
13/06/2004 :
01/05/2004 :
13/03/2005 |
19/10/2005
06.12.2002
15/08/2006 :
15/08/2006 :
21/08/2006 :

13/09/2005

Click here to create
your own found set.

Self Invaestad Parso

Decreasing Term Assuranc

06/1993
07/1992 |
09/2002 |
.02.2004
04/09/2006 :

01/03/2000

06/04/2004 :

= Al

=) e
= omit
= omit
= omit
= omit
= omit
= omit
= omit
= omit
= omit
= omit
= omit
= omit
= omit
= omit
= omit
= omit
= omit
= omit
= omit

Patel, O MDD Select Pensions Limited Personal Pension Mt

B Switch campaign to corresponding clients =] ©mit all deceased / do not mail records E—ECITEIS as a data table :

This takes you into a spreadsheet style screen where you will see more fields available for selection.

Now using the option and combining this with the search techniques as described previously in this
guide you will be able to conduct searches for more specific information.
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FileMaker Pro - [Log]
[y Flle Edit Data Help

S | -

—
Layaout: [Market\ngTabIe

81
Total (Unsorted)

=] iewAs) =

£ 2N
Find

Records Show All

I |

MNew Record Delete Record

| Preview |

Marketing campaign wizard For sort and column width options,
right click on the column that you

[E] Return to Cliant Care Desktop systam view ]

B t based on the records shown

?| Create a new found set

Status

Palicy holder

Surname

Clientage

Consultantref

Product pravider

ProductBasis

productcategory

Policy type

Policy maturi...

In force

Clif, 5 H

Clift

31

AME

Morwich Union Life

Protection

Group Income

Group Permanent

01/04/2044

In force

Clif, 5 H

Clift

31

AME

Nationwide Building

Savings

Individual Sauings

M ani

Cormpleted

Clif, 5 H

Clift

31

AME

Nationwide Building

Mortgage

Repayment mortgage

Mortgage

20/07/2031

In force

Clif, 5 H

Clift

31

AME

Morwich Union Life

Protection

Term Assurance

Decreasing Term with

In force

Hoyland, S M

la

61

CMD

Scottish Equitable

Retirement

Persanal Pension

Unit Linked

16/11/2009

In force

Hoyland, S M

la

61

CMD

Zurich

Protection

Whole of Life

Flexible WOL

Faid up

Hoyland, S M

la

61

CMD

ARA

Retirement

Section 32

Conventional with profit

16/11/2009

In force

Hoyland, § M

la

£l

CMD

Canada Life

Retirement

Petsanal Pension

Conventional with profit

16/11/2009

M atured

Hoyland, § M

la

£l

CMD

Barclays Life

Savings

Personal Equity Plan

Single compan

In force

Hoyland, § M

la

£l

CMD

Skandia

Inwestment

Individual Savings

M ani

In force

Hoyland, § M

la

1

CMD

Threadneedle

Inwestment

Investment Bond

Unit Linked

In force

Dent, G P

Dent

27

SAN

Marwich Unian Life

Protection

Term Assurance

onvertible

01/0&/2027

In force

Dent, G P

Dent

37

SAN

Zutich

Retirement

Persanal Pension

Unit Linked

In force

Dent, G P

Dent

37

SAN

Threadneedle

Inuestment

Individual Savings

M ani

In force

Dent, G P

Dent

37

SAN

Prudential

Protection

Whole of Life

Flaxible WOL

In force

Dent, 3P

Drent

37

SAN

Morwich Union Life

Protection

Income Protection

Permanent Health

16/08/2038

iCompleted

Pound, M K & Pound, €

Found

42

CMD

Abbey Mational

Mortgage

Repayment mortgage

Mortgage

26/07/2029

Fsid up

Pound, M K

Found

42

Allied Dunbar

Retirement

Group Contracted In

Conuentional With

23/12/2028

Fsid up

Pound,

Pound

40

CMD

Lloyds TSE Bank

Inuestment

Individual Savings

Mini Cash

In force

Pound, M K

Pound

42

CMD

ARA Sun Life

Protection

Income Protection

Key Person Income

23/12/2028

In force

Pound, M K & Pound, ©

Pound

4z

CMD

Friends Provident

Protection

Term Assurance

Decreasing Term with

10/059/2026

In force

Pound, M K

Paund

4z

CMD

Prudential

Protection

Whaole of Life

Flexible WOL

In force

Clark, HP & Clark, T

Clark

70

SAN

Thresdneedle

Inuestrnent

Investment Bond

Unit Linked

In force

Clark, HP & Clark, I

Clark

70

SAN

Prudential

Protection

Whole of Life

Mon-Profit WOL

The “spreadsheet” displayed is too large to display in full on the screen and the scroll bars along the
bottom and the side need to be used to view all the columns available.

The example below will search for all bonds held on a single basis with a contribution greater than

£2000.

policy number

Policy Joint

Intraducer

| Walue bid IVaIuation_D...lCurrentcont...l tipalicy frequency |

level ind

exed

|=z000 |z

A list of holdings have now been found which meet the search criteria.

}§ File Edt Data Help

B [ —

Records

- 15/81 A
Found {Unsorted) e
Show All Find

L I preview |

Mew Record Delete Record

Layout: | MarketingTable =] view as: =

For sart and column width options,
right click on the column that you
wish to sort or amend

Pes

C_[E] Return to Client Care Dasktop systarn uiew

1

Create = zpresy

e records shown

[7] creste 2 new found sat

Status

Policy holder

Surname

Clientage

Consultantref

Product provider

ProductBasis

productcategary

Policy type

Palicy maturi

In force

Clife, G H

clift

Mationwide Bullding

Sauings

Individual S avings

M ani

In force

Hoyland, 5 M

Hoyland

Skandia

Investment

Individual Savings

M ani

In force

Hoyland, & M

Hoyland

Threadneedle

Investment

Investment Bond

Unit: Linked

In force

Dent, 5P

Drent

Threadneedle

Investment

Individual Savings

M ani

In force

Clark, HP & Clark, I

Clark

Threadneedle

Investment

Investment Bond

Unit: Linked

In force

Clark, T

Clark

Frudential

Retirement

Annuit

Compulsory Purchase

In force

Clark, T & Clark, HP

Clark

Skandia

Investment

Investment Bond

Conventional with profit

In force

Taylor, © A

Taylor

Skandia

Investment

Investment Trust

Fund of Funds

In force

Taylor, © A

Taylor

Lloyds TSB Bank

Sauings

Individual Savings

M ani

In force

Taylar, © A

Taylar

Scottish Equitable

Retirement

Self Inuested Personal

Full

12/04/2024

In force

Patel, D

Patel

Prudential

Retirement

Personal Pension

Unit Linked

In force

Hapkins, P

Hapkins

Abbey Matiansl

Other

Building Societ

Deposit account

In force

Warth, B & Warth, P

Worth

Skandia

Investment

Investment Bond

Unit Linked

In force

Daily, 1

Crail

Skandia

Investment

Investment Bond

Unit Linked

In force

Pound, M K

Found

Marwich Union Life

Investment

Investment Bond

Unit Linked

Click onto the

E Return to Client Care Desktop system view
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§ Fie Edt Data Help

> 1 a - 15181 -
E | 3 Found (Unsorted) = = L? L =
Records how All | Mew Record Delete Record | Find Sort

Marketing campaign wizard Cancel wizard (]
Confirm 'C.'l'lll'.lal-g'l
Found set sat-up

Al records listed a5 no search criteria spacified

Contract holder adviser Providar Product type Effactive | [Hall

clift, G H AMB Hationwide Building Society Maxi 1S4 01/05/2004 : [ Omit
Hoyland, 5 M CHD Skandia Maxl 1SA 04f09/2006 : [ Omit
Hoyland, 5 M CHD Threadneadle Investrmants Unit Linked Bond 0&f08f2006 : = Omit
Dant, @ P SAN Threadnesdle Investments Maxi ISA 06f04/200% @ [=] Omit
Clark, H P & Clark, I SAN Thraadnaedle Invastmants Unit Linked Bond 07102004 @ [ Smit
Clark, I SAN Prudential Compulsory Purchase 12f12/2002 E omit
Clark, I & Clark, HP SAN Skandia With profit Bond 04f10f2006 i (= Omit
Tayler, C A SAN Skandia Investment portfolio 13092005 : [ Omit
Taylor, € A SAN Lloyds TSB Bank Maxi ISA 06042004 : [ Omit
Taylor, € A SAN Seotkizh Equitable Self Invested Personal 04f05/2006 : [=] Omit
Patal, D CHD Prudential Parsonal Pension 0ifi0f2006 : [ omit
Hapking, P SAN Abbeay Natianal Building Society Account 01/02/1986 @ [=] Omit
Worth, B & Worth, P HAB Skandia Unit Linked Bond z8f0sf2007 i & omit
Coaily . A MAR Skandia Unit Linked Bond 07/02/2007 : [=] Omit
Found, M K CMD Horwich Union Life Unit Linked Bond o1f0zf1990 @ [ omic

Continuing the campaign from this point onwards is exactly the same as previously described in this
guide.

11 Client Servicing

Within the Clients Servicing screens there are a number of fields that can be completed in order to
record next review and valuation dates.
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CAPITA Client records

FINANCIAL SOFTWARE

Germma Clift Q |_

| Clients w* | Clients = Servicing

Servicing Valuations Reviews Histaric

N

| Client servicing proposition | Gold

Current client status Current
Adviser |Sheila Andrews
Service manager |
Iz this a fee paving client? IF

Cate frarmm which fees are charged - ER Switch to Client feas
Date of next client valuation - Follawing

Client servicing Provide valuations evary rmonths
Date of next client review [01/03/2007 Manth [2/z007

Review avery |[& rmorths Fallowing |01/09/2007

Ik &dd historic review

Servicing notes

Quit

The top half of the servicing screen shows general information regarding the servicing proposition for
the client. The bottom half of the screen allows more detailed information to be added around
valuations and reviews.

It is possible to set up some standard servicing information within the Setup>Technical of CCD. For
instance, part of your servicing proposition to ‘Platinum’ clients may be to send valuations every 3
months and offer a review every 6 months. However for ‘Gold’ clients, it could be a valuation every 6
months and a review each 12 months.

This can be set up as follows:
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CAPITA System setup

FINANCIAL SOFTWARE

) Setup > Technical configuration » Advanced > Review

User info. Applications Passwords Rzmuneraticns Advanced Regisnal
Admin, codes

Standard text

Staff list -l
: Message Hub web Services Maintenance Electronic Data Servicing
Providers

Products

Prices Enter the default client valuation and review pericds for each of your client
servicing propesitions

ing proposition Provide valuations every

Elatinum 2 months

Gald 5 \
Silver ) Chose the Client

Bronze 12

T~ [

Servicing Proposition
from the drop down
and enter months

into the ‘Provider

Valuations’ and

‘Review every’.

o J

Now that this has been set up, when you are on a client’s record and you chose a servicing proposition,
the months for the ‘Valuations’ and ‘Reviews’ will automatically pull through.
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CAPITA

1. Client records
FINANCIAL SOFTWARE

Richard Brian @ |_-

Clients *  Cliznts > Servicing

Servicing * “aluations Revigws Historic

Add note
Drata upload
Marketing Client servicing propesitior,_ | Flatinum

Current client stetus | CUremt

Servicing

Advizer |Milham Lee
Hiew Jo

Service manager |
Is this & fee paying client?
Date from which fees are charged - Efl Switch to Client fees

Date of next client valuation - Following |~

Client servicing Provide valuations every |3 months
Date of next client review |05/09/2013 |G| Month [5/2013
i? Review every | & months Following |05/03/2014

Ik Add historic review

Servicing notes

Quit

Just complete the ‘Date of the next client valuation’ and ‘Date of next client review’.

Additional notes for servicing this client can be added.

Date of next cient valuation | - Following |~

Client servicing Provide valuations every |3 months
Date of next client review [05/09/2012 |E| Manth [2/2013
j? Review every |E months Following |05/03/2014

I+ Add historic review

Ensure that a valuation is sent showing breakdown of each fund and number of
units.

Servicing notes
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11.1 Holding Reviews

CAPITA Client records

FINANCIAL SOFTWARE

Swelvia Hoyland EL |_

| Clients - Clients = Servicing > Reviews
= — — gy
Servicing Valuations r Reviews - : Histaric
Add note
Contract type Fenewal Review
AR Section 32 Buyout plan Paid up | |
Barclays Life Ferzonal Equity Plan Maturad 0105711 | |
Canada Life Parsonal Pension In force | |
Scottizh Equitable Personal Pension In force [ [
Skandia Maui IS A In force 0409711 | [
Threadneedle Unit Linked Band In force 06/09/11 [01/06/11 [Withdrawal
Zurich Flaxible Whaole of Life In force 01/03/12 | |

Ik Set all Mext review dates to Mext renewal date shown

8 Create a contrack review schedule IFSet all Review dates to Wednesday 01 February 2012

Quit geatrecords shouc sbawearE zub assets

All the clients’ current policies/holdings will be listed. Any review dates that have been entered on the
individual policies will pre-populate the screen.

If no dates have been entered on the individual policies then there are 2 other options. Both show as
blue links at the bottom of the page.

Ik Set all Hext review dates to Mext renewal date shown _ SeIecting this will take the renewal date of

the policy as the review date and input this date into the review column.

Ik Set all Review dates to Wednesday 01 February 2012 _ Selecting this will set all the contracts to the

same date as specified on the Servicing tab. This option is usually taken when an adviser is due to visit a
client.

At the bottom of the screen is a report that will give you a chart of the clients review dates:

O Create a contrack review schadule
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4l Return & Print B Preview

Contract Review Schedule

Schedule of contract review date=s. Prepared for Suwia Servicing Hotes
Prockict Provioer ThE Revew Dee Pty Holer o el N AT My oo Aw Sepl Octiov Dec
nHe Secreion 32 Bayout ok QLA Syhls =1
Barcbays Lke PRergonal Equicy Plan Syhvla :
Cansds Lk Peisonal Fans kon QLS00 Syhels
Soomk n Equicank: Pergonal Pens bon a3l Syivka
Swandis el 150, 1230 Syhes
Treesdnesdls | mwescrnans unk Linved Band aosiaall  Syivka

Zurkn Flaloke Wnok of Lz auaziaalz - Syiks

11.2 Admin reviews section

The Admin Module within CCD contains screens and reports to help you to remember to contact your
clients when they are due to be reviewed. Within Admin > Reviews you will see a series of screens
outlining when clients should be contacted.

11.2.1 Client Reviews

The first screen shows any clients due for review within a specified month and year. These dates can be
changed using the arrows next to the relevant box.

Administration > Client reviews

Diary today C Clients ) Renewals Maturities Valuations

Diary all
Enquiries Review month 4| 11 »  Year 4| 2012 »
Wz etttz Introducer Adviser
Compliance
R Jason Bourne No introducer Jonathan Dance 13/11/2012

Time recorded Nicolla Rosberg No irtroducer Greg Thomas 14/11/2012
John Morris Mo introducer Jonathan Dance 30/11/2012

REmuneratian Melissa Brown No introducer Jonathan Dance 30/11/2012

Marketing
Allows review dates to
be moved to the next
due date.

I» Roll forward the review dates for the above clients [

Print a list for the ]

( L, Print client review list ) < month. J Roll forward this review date

Once a review has been completed for a client, or perhaps they have declined for this year, it is possible
to roll forward the date to the next due date.

This can either be done for all the items showing in the list, or each item can be done individually.

Rolling forward all items at the same time
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If the >Roll forward the review dates for the above clients button is used to roll forward all dates, the
following appears:

Administration > Client reviews

Diary today Clients Renewals Maturities Valuations
Diary all

Enquiries Review month 4| 11 »  Year 4| 2012 »
MNew IJI..ISiI'IESS Introd e w date
Compliance

Jason Bourne NO It ool farward the dient review dates to a fixed date or to the next
me recorded Nicolla Rosberg Mo int] Scheduleddate?

John Morris N intr

Remuneration Melissa Brown Mo intr| Fixed date:

[ Cancel ][Scheduled] L Fixed I

Marketing

P
I+ Roll forward the review dates for the abav@
[ —

& Print client review list

Wl Roll forward this review date

If the Review dates are to be rolled over to their next scheduled dates (as shown in Clients > Servicing)
use the ‘Scheduled’ button.

If all the Review dates are to be moved to a fixed date in the future, record the date and click the ‘Fixed’
button.

Rolling forward reviews one by one

If the Reviews are to be moved one by one, use the blue arrow next to the date:
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Administration > Client reviews

Diary today Renewals Maturities Waluations
Diary all

Enquiries Review month 4| 11 »  Year 4| 2012 »
New business

Introducer Adviser Review date
Compliance
. Jason Bourne No intraducer Jonathan Dance 13/11/2012

Time recorded Nicolla Rosberg No introducer Greg Thomas 14/11/2012 Wl &
John Morris No intreducer Jonathan Darnce 30/11/2012 W&

Remuneration Melissa Brown Mo introducer Jonathan Dance 30/11/2012 W &)

Do you want to roll Mr Bourne's next review forward to
Marketing 13112015

[ Cancel J [ fes

I+ Roll forward the review dates for the above clients

& Print client review list Wl Roll forward this review date

Select ‘Yes’ and these clients will be placed back into this diary for the appropriate month:

Administration > Client reviews

Diary today Clients Renewals Maturities Valuations
Diary all

Enquiries Review month 4| 11 »  Year 4| 2013 »
New business

Introducer Adviser
Compliance
R C Mack No introducer 13/11/2013
Time recorded Jason Bourne No introducer Jonathan Dance 13/11/2013
Lotus Racing No introducer Jonathan Dance 14/11/2013
HEmunaraEon Sauber Racing No introducer Jonathan Dance 16/11/2013
HRT No introducer 16/11/2013

Justin Wilson Mo introducer 16/11/2013

Once a Review is rolled forward, a line will be entered into the ‘Historic’ tab within Clients >Servicing. In
here the ‘Outcome’ of the review can be added:
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Clients > Servicing

Contact Servicing Waluations Reviews
Personal

Account
Data upload

Marketing
‘ . 19 30/11/2012 Jonathan Dance Manually rolled forward by Anna

+Create partner
Holdings (0}
Work (0}
Documents

Calculators

Client reviews Renewals Valuations

Click onto the line entry and the following will appear. The ‘Outcome’ can be recorded.

Clients > Servicing

Contact Servicing Valuations Reviews
Personal

Account
Data upload Review date IW Adviser |Jonathan Dance
Marketing Provider |
Policy / Scheme |

Qutcome | Fact find updated and a need for CIC. Budget £50pm

*Create partner

Holdings (0)

Notes | Manually rolled forward by Anna Marie Smith on 30/11/2012
Work (0)

Documents

Calculators

4 Return I» Delete

Client reviews Renewals Valuations

11.2.2 Policy Reviews

The ‘Renewals’ tab show all plans which are due for Review within a certain month. This is added in one
of two place:

e Inthe ‘Next Review date’ field on the Product section of a Holding;
e Within Clients > Servicing.
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Clients = Servicing > Reviews

Contact Servicing Valuations < Reviews >
Personal

Account

Data upload ; ; Contract type

Marketing
Abbey Trustee bank account In force 25/06/13

Fidelity Investment Trust In force 13/01/13  [15/11/12 [General Review
+Create partner Halifax plc Bank deposit account In force 25/06/13 | |

vicing

Holdings (2) James Hay Limited Self Invested Personal Pension In force 25/06/13 |09!11,‘12 |F’c:|ics.r Option

Work (4)
Documents

Calculators

> Set all Next review dates to Next renewal date shown

&, Create a contract review schedule Ik Set all Review dates to Tuesday 15 October 2013

grey records shown above are sub assets

Once this information has been set, within Admin > Reviews > Renewals there will be a list of all
holdings which need to be reviewed.

When the renewal has been carried out there are the same buttons here that can be used for the client
reviews. There is the blue arrow that will allow each holding renewal date to be moved individually,
orthe * Roll forwsrd the renewal dates for the above contracks - which will roll forward the dates for all
the holdings (for more information refer to section 11.2.1).

Administration > Client reviews > Renewals

Diary today Clients Renewals ~ Maturities Valuations
Diary all

Renewal month 4| 11 »  Year 4| 2012 »
Contracts Schemes Contract type |

Enquiries

New business

Compliance
Provider and Contract type Stat Renewal date

Time recorded Ashbee, M E James Hay Limited Self Invested Personal Pension  In force 09/11/12 @3
Ashbee, M E Fidelity Investment Trust In force 15/11/12 ==
Remuneration

Marketing

Ik Roll forward the renewal dates for the above contracts <:

& Print renewal review list Wl Roll forward this review date
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CAPITA

FINANCIAL SOFTWARE
12 Valuations

12.1 Scheduled Client Valuations

In the valuations tab there are 2 sections ‘Select’ and ‘Selected’. Initially you need to go to the Select
tab, where there will be list of all the client’s holdings, select the holdings that require regular
valuations. Once done, move back to the ‘Selected’ tab to record the dates:

CAPITA Client records

FINANCIAL SOFTWARE

Swylvia Hoyland @ |_

| clients * | Clients = Servicing > Waluations
| - =l
Serwvicing Valuations = I Reaviews Historic
I Add note
Selected Select
[ Prowvider Contract type Waluatian r
-84 Section 32 Buyout plan Paid up 78,025.0%
Barclays Life Perzanal Equity Plan Matured 20,833,060
Canada Life Perzanal Pension Inforce 43,230 00
Scottizh Equitable Perzanal Penzion Inforce &2,301.00
Skandia Maxi IS4 Inforce 6,02
Threadneadls Unit Linked Bond Inforce 338,24
& Waluation of the client's contracks Ik Set all next valuation dates to 0370372011

Quit

Now need to record the next valuation date.
b Set sl next valuation dates to 03/03/2011 bhytton can be used to set all valuation dates to the date
specified within the ‘Servicing’ tab.

Cliants = Sarvicing > Waluations

Servicing Valustions | Reviews Higtoric

Salact

Salectad

78.025.00

| Message 20,833.60
Do you wish ko set the next valuation date for all records listed to gty
03{03/20117 62,301.00

96.72
h force 338.24
=

0, Valuation of the dient's contracts * Set all next valuation dates to 03/03/2011

Select ‘Yes’ to this pop up message box.
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Clients = Servicing = ¥aluations

Servicing Valuations = Reviews Histaric
Add note
Selected Select
Contract type Status Valuation Mext
B A Section 22 Buyout plan Paid up 72,025.00 [03/03711
Barclays Life Persanal Equity Plan Matured 20,833.60 (0303711
Canada Life Perzonal Pension Infarce 43,890,000 [03/03411
Scottish Equitable Perzonal Pension In force 2,301,000 |03/03/11
Skandia Maxi ISA In force 96,72 [D3/03711
Threadneedle Unit Linked Bond Infarce 232,24 (03703711
& Waluation of the client's cantracts Ik Set all next valuation dates to 02032011

If any policy valuation dates have been set on the individual holdings then these dates will have fed
through to the selected screen.

These will appear in the Admin > Reviews section as specified above. This information will also appear
in the Updates > Valuations area of CCD, to allow bulk updates of valuations using Contract Enquiry.

12.2 Using Financial Express to Value holdings

The Financial Express download performs several functions.

Deletes the existing fund data table.

Imports the new fund data table from financial express.

Updates funds attached to Clients holdings with the new bid price (and therefore a new value)
where an exact match can be made between the fund attached to the holding and the fund
information on the fund data table.

A monthly Asset Allocation update.

To access the Financial Express price feed you will need to go to the Updates Module from the main
CCD menu.
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FINANCIAL SOFTWARE

‘ Valuations Data Update Manager

Remunerations Send or request information electronically between data sources such as Product

Schemes Providers and your website.

I want to...

I+ Update components of the Client Care Desktop to the latest versions
Received I» . oG ation data

Website

Software I+ Obtain up to date valuations for the contracts due to be revi
IF Import / batch update scheme membership Select the price

update link.

) Tell me more about Modular Website

You can select to download the price update from the front screen or select Valuations from the menu
on the left hand side.

Send or request information to or from various destinations or data sources.

Updates = Valuations > Funds

Individual ( Funds )

Remunerations

Schemes Price update

% Download a Fund Price update for all funds from Financial Express

T Download a Fund Price update for active funds from Financial Express

Process fund update automatically after download has been processed.
Website

Software

Last updated: |01/12/2010 Latest version: |Checking.. | 4*
¥ Download a fund allocation update for all funds
A license is required to use this service
License status [Enabled

There are two options for updating the Prices on CCD:

Allocation update

e Download all fund prices; or
e Download the fund prices for the funds being used for your clients.

Once either option has been selected, the following will appear:
This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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FINANCIAL SOFTWARE

Financial Express Updater Client

CAPITA

FINANCIAL SOFTWARE

Finex Complete Fund Price Update Mode
FundFeedClient Application Starting
Getting Fund Data from Capita Server

It you were sending data then the data s being sent now and you
can continue using the system. Qua.y' message alert
If you are expecting to receive data back then it should arrive :
shortly, depending on the service used. New Message:
I
You will be notified when the data arrives by a pop-up window Qss =
appearing to the right hand side and at the bottom of your screen.
To process the data once it has arrived click on Updates '
from the front screen and then Received data.
When this message is H59 1329
received in the bottom left of (Example message)
k Clicl your screen go to the r request is processed

Received section of Updates.

CAPITA Data updates
FINANCIAL SOFTWARE
Updates > Data updates received
Received ~ Data updates received and waiting processing for user : ams
Salect
Until ¥ processed
Contract Engquiry Contract Enguiry 11/08/08 17:11:44
Contract Enguine Controct Togany iifnaing 17:13:35
| |Qss Financial Express Fund Price update 12/08/08 21:00:00
To process the Financial Express
download, select it from the list.
Do not automatically create new client records E
General updates Portavista Openwark
Quit

Once the update is started it will automatically run through each step as below.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. April 2013

82



CAPITA

CAPITA

updates
FINANCIAL SOFTWARE

Updates > Data updates received

Data updates received and waiting processing for user : ams

i

Contract Enquiry Contract Enquiry iifos/o8

17:11:44
11/08/08 17:13:35
Qss Financial Express Fund Price update 12/08/08 21:00:00

Caontract Enquiry Contract Enquiry

Delete

The first step will be to delete the
current fund data on your system.

Records remaining to delete:

General updates Partavista Openwark

CAPITA

Data updates
FINANCIAL SOFTWARE

Updates > Data updates received

Data updates received and waiting processing for user : ams

% Message sender

Contract Enquiry Cuontract Enquiry

ii/o8/08 17:11:44
Contract Enguiry Contract Enguiry 11/08/08 17:13:25
Q55 Financial Express Fund Price update 12/08/08 21:00:00

Import

It will then import the updated
fund information.

Imperting From: EnvoyData.

Records Remaining: 78283

Do notl

General updates Portavista Openwork

Quit
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CAPITA updates

FINANCIAL SOFTWARE

Updates > Data updates received

Data updates received and waiting processing for user : ams

Contract Enquiry Contract Enquiry 11/08/08 17:11:44
Contract Enquiry Contract Enquiry iif0s8/08 17:12:35
Qss Financial Express Fund Price update 12/08/08 21:00:00

Replace

The funds will be updated in your

Records remaining to update:

system which will update the client’s
holdings.

Do not

General updates Portavista Openwark

Quit

Whilst this process is happening, CCD cannot be used. Once this has been finished, a message appears
asking if this information needs to be reviewed.

13 Contract Enquiry

In order to use contract enquiry you must first ensure that you have signed up for this free service with
the relevant product providers. You will also then need to configure your individual machines ready for
use.

Documentation on how to sign up and implement contract enquiry can be found on our website
www.capitafinancialsoftware.co.uk. Select ‘Downloads’ at the top right of the screen and then select
Quay Software on the left of the screen.

Once signed up for contract enquiry there are a number of options available in order to get information
from the contract enquiry providers.

The first option is to connect to contract enquiry using the “CE” icon which you will find in your systems
tray.

m” (NIFOE Ty 20N HEC

This option is designed to get individual valuation information one at a time on an ad-hoc basis.

Once you have clicked on the icon the following screen will appear.
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FINANCIAL SOFTWARE

Za Contract Enguiry Utility
File Settings Tools Help

CAPITA Contract enquiry

FINANCIAL SOFTWARE

Provider: [SEERINE ance Compary

Product Type: IInu:Iiviu:IuaI Perzonal Penzsion

Product Sub Type: |

Contract Reference: |

Output Results to: [ Browser [T ccop

Providers Response: Ik Request Yaluation

You will need to select the Provider, Product Type and Product Sub Type from the drop down menus
and then type in the Contract reference number. The contract reference number which is supplied by
the provider must be entered in full. Then select how you want the valuation returned:

gt Resultsto: [ B CCD
I [¥ Browser and/or I

NGNS (B Eecy | Selecting this will produce an on-screen valuation indicating the

client’s contract details and fund information.
[~ cco . . . S ; ;
- Selecting this will produce an entry back into CCD to update the client’s holding with the
values returned.

I+ Request Yaluation
Once you have completed all details click on the B link.

The system will now connect to the provider’s server.
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FINANCIAL SOFTWARE

Ce Contract Enguiry Utility
File Settings Tools Help

CAPITA Contract enquiry

FINANCIAL SOFTWARE

Provider: ISkandia-Life

Product Type: | Irvestment Bond

Product Sub Type: ILInit Linked Bond

Contract Reference: ISIBEIEIEBEEIEMS

Output Results to: [ Browser v

Providers Response: Ik Request Yaluation

I Processing Contract )

[~ cco

When the link has been selected a confirmation message will pop up informing you that

a message has been received into CCD.

| Quay message alert

o MNew Message:

Contract Enquiry =

Once this message is received then the contract enquiry window will confirm its status in the Providers

response box.
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FINANCIAL SOFTWARE

Ce Contract Enguiry Utility
File Settings Tools Help

CAPITA Contract enquiry

FINANCIAL SOFTWARE

Provider: ISkandia-Life

Product Type: IInvestment Bond

Product Sub Type: ILInit Linked Bond

Contract Reference: ISIBEIEIEGEEIEI#S
Output Results to: ¥ Browser r

Providers Response: I+ Request Yaluation

Succesziul Enguiry |
Thiz statement shows the investment allocation for your plan. The

allocation ig notional and does not confer any rights distinct from
thoze zet out in the policy terms and conditions.  This statement
supersedes all previous statements. The prices of units can fall az
well 3z rige and the value of in...

" aluation zaved to back office 3|

If you have also ticked OUtPUt Results to: [¥ - Browser  hen 3 valuation report similar to the one on

the next page will appear.
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FINANCIAL SOFTWARE

Valuation Report

Valuation
Current contract status: In Force Date: 09/04/2010
Contract holder: Mary Demo Black Time: 16:40:43
Contract provider: Skandia-Life Contract number: SIB009350943
Product type: Investment Bond
Product sub-type: Unit Linked Bond
Product Name: The Skandia Investment Bond
Current holdings

Type of units Number of Units valid at Unit Price valid Current Valuation
Fund name x ;

held units held (date) price (date) value currency

Balanced  Accumulation 09/04/2010 8.4190 09/04/2010 121.30 GBP
Deposit Accumulation 09/04/2010 09/04/2010 115.23 GBP
Cautious
Life Accumulation 454951 09/04/2010 27470 09/04/2010 124.98 GBP

Current valuation (GBP)

Current valuation amount

Current valuation timestamp

If you have chosen to export the information from contract enquiry back into CCD then you will now
need to go to the Updates > Received area of the system. This can be done by manually navigating to,
or using a quick link button on the ‘Details’ page of a Holding:

Ik Process electronic valuation within Updates Section
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FINANCIAL SOFTWARE

CAPITA Data updates

FINANCIAL SOFTWARE

Updates = Data updates received

| - | Data updates received and waiting processing for user : ams
.. Message saender Meassage type
Contract Enquiry Contract Enquiry 18/08/09 16:05:10
Do not automatically create new client records E
General updates Portavista Openwork
Quit

To process the download simply click onto the relevant message the system will populate the details
back into CCD.

If the message returned matches a holding record with no exceptions then the holding will be updated

automatically. The new information will not overwrite the existing data that has been manually entered
on a fund.

For instance:
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FINANCIAL SOFTWARE

Valuation obtained by electronic Contract Enquiry on 30/11/2012. Mary Demo Black

m Clients > Holdings > Details > Assets > Position

Pasition Select asset

Owverview
Product
Contributions
Details
Administration
Tasks
Remuneration
Submission

Asset breakdown

The underlying composition of this asset.

allocation Percentage
UK Equities

UK Fixed Interest
Documents US Equities

Manual input will not be
overwritten in any of these
sections.

Asia/Pacific ex Japan Equities
International Fixed Interest

Money Market

Alternative Investment Strategies / \’

Position | Allocation | Asset breakdown | Notes ;"Factsheet |

There will be some occasions where manual input is needed to ensure that all the funds match correctly
and the manual information is not overwritten.

The main reasons why a Contract Enquiry may need some manual input are:

e The Provider has sent fund information without a MexID or Sedol code and therefore cannot be
matched to a fund in Financial Express.

The client has done a fund switch and the funds on the Contract Enquiry message are different to
those on CCD.

There is a link in the Clients module, which means if an individual CE update is done, it is simple to move
from Clients to Updates > Received:
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FINANCIAL SOFTWARE

Clients = Holdings > Details

Contract details Assets Withdrawals Analysis
Add note
Details Notes
Remuneration Administrator
Fund Supermarket
Discretionary Fund Manager
Beneficiary
Benefits paid on
Income reinvested
Investment - tax year end
Maturity date
Assigned? In trust? Ik View trustees
Is an MVA applicable? »View details
Valuations Valuation data |Summary [+ Hint
Date of current valuation |30/11/2012 I» View Notes
Next scheduled valuation [11/12/2010
Electronic valuation available? |Yes Ry |+ Update Values Now

IFProcess electronic valuation within Updates Section

If a Contract Enquiry message is received and needs some manual input these are the screens that will

be used:

CAplTA Data updates

FINANCIAL SOFTWARE

Fund Mapping
The 1 fund(=) displayed below have been returnad by the Provider without an industry standard code (SEDOL ar MaxID).

Please s=lect aach fund and map to the appropriste fund supplied by Financial Express to ensurs that these map sutomatically in future.

Contract Enquiry Fund name Contract Enquiry Provider Financial Express Fund Name

* Balanced skandia Unmapped to a Financial Express fund IF Create 2 mapping

This section shows funds which have come from the Provider without
MexID or Sedol codes. Any input done here will affect the whole of
Contract ¥aluations your data base_

Exceptions () Summary

The results of your Cantract Enquiry are displayed below, Results are only displayed from Praduct Providers that Client Care Desktop was able ta communicate with,

There were a total of 1 contracts returned, 1 of these have been automatically matched, 1 has a warning message and neads attention.

Contract Enquiry Provider Contract Holder Contract Hum Respanse Status
« sSkandia Black, SIB003350943 Warning #Details @

This section shows contracts that have comeback on the CE message
that need some manual input. This is done on a client by client basis.

I Pracess Contract Enquiry

NB We recommend that you always start with the ‘Fund Mapping’ at the top of the screen as
changes made here may affect the exceptions in the ‘Contract Valuations’ section underneath.
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FINANCIAL SOFTWARE

13.1 Fund Mapping
When a fund(s) comes in from the Provider without a MexID or Sedol code, it cannot be mapped to a

fund within Financial Express. Therefore this needs to be done manually.

CAPITA Data updat

FINANCIAL SOFTWARE

Fund Mapping
Map the Provider's Contract Enquity fund below to a Financial Express fund, funds mapped here will automatically match in future Contract Enquiry updates

Contract Enquiry Fund nams Contract Enquiry Provider Custorn Provider Code

First State Asia Pacific Leaders Shkandia Investment Solutions CRAPLA

& ©nly show funds that already exist in CCD contracks being updated by Contrack Enguiry

Financial Exprass Fund Name Financial Exprass Provider Name Unit Price Mex ID Sedol

=siz Fittar Filbar Filker Filker

First Gtate Asia Pacific & First Gtate Investrnents (LK) 550,87 SIPEA 018389 QIz2 1P Map to this fund
First State Asia Pac Ldrs A Acc GBP First State Investments (UK) 288,60 CFAPLA 3387421 QI52 I Map to this fund

In this example the top part of the screen shows a fund which has been sent by the provider within a
Contract Enquiry valuation. It cannot be mapped to a fund on Financial Express and so this needs to be
done manually.

Bl only show funds that already exist in CCD contracts being updated by Contract Enguiry .
The in the
middle of these 2 sections should be checked when the mapping is first attempted.

By checking this box, it will list all the funds that are present on the contracts that the Contract Enquiry
was requested for. If the required fund is not displayed, remove the check from the box and search the
whole Financial Express database to find the correct fund to map to.

When searching for the fund to map to, there are a number of options:

1. Financial Express Fund name

Financial Express Fund Mame

XA

e Filter by this section and either enter in a maximum of 15 characters starting at the beginning of the
fund’s name, or:

e Type in various words from the funds name, with a carriage return (the enter key) between each
word (maximum of 10). When the search is done, a list of all funds with either word in their names
will be returned.

2. Financial Express Provider

Financial Expr vider Mame
Fitkar

e Use this filter and type in the name the provider (maximum 15 characters)

3. Fund Code
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FINANCIAL SOFTWARE

Fitkar Filkay

e Type in either of these code with a maximum of 10 characters
It is possible to use a number of these fields to search on.

Once a fund has been selected, this message will be displayed:

Provider Code Fund Mapping

Are you sure you want to map this Contract Enguiry fund -
Balanced

to the Financial Express fund -

Skandia Balanced Pn?

Mo ] [ Yes ]

Now that the mapping of the fund has been completed, if there are any items left in the ‘Contract
Valuations’ section, they will need to be dealt with. Click onto the first one to deal:

CAPITA Information from Contract Data updates

FINANCIAL SOFTWARE

Enquiry for the holding.

Additional information returned from the Product Provider, including warnings, are

Client Detail Contract Details Message Detail

Mr Dashawn Belton Inve Source: Skandia Investment Solutions

9 Warning Response
Unit Lin ore Bond test

Message Description

O show automatically matched assets
Contract Enquiry Assets Matched CCD Assets New Existing CCD Assets Archive
+  First State Asia Pacific Leaders Click here to match a +  First State Asia Pacific Leaders O

This section shows details of the funds that need to be
matched.

Contract Enquiry Assets = funds that have been sent over on the Contract Enquiry update.
Existing CCD Assets = funds that are currently showing on the client’s holding.

In the example above, the fund which has come in on the Contract Enquiry update needs to be manually
matched to the appropriate fund which already exists on the clients holding.

To do this:
Contract Enquiry Assets Matched CCD Assets m
+  First State Asia Pacific Leaders CQlick here to match O

Click on ‘Click here to match’ and choose the fund that this one needs to be matched to. Choose the

appropriate fund and now the will be replaced witha .
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FINANCIAL SOFTWARE

The screen shot below shows the fund after it has been matched, and also a list of all the other funds
that were auto matched. This was achieved by clicking on:

B show sutormatically rmatched asszets

Additional information returned from the Product Provider, including warnings, are displayed here,

| Contract Details
Investment
Offshore Bond Warning Response
Unit Linked Offshore Bond test
200000896

Message Detail
Source: Skandia Investrnent Solutions

client Detail
Mr Dashawn Belton

Message Description

B show sutomatically ratched assets

Matched CCD Assets
First State Asia Pacific Leaders

z
8

Contract Enquiry Assets
o’ First State Asia Pacific Leaders

Existing CCD Assets Archive

' First State Asia Pacific Leaders

Neptune Global Equity
Marlborough Special Situations
Neptune European Opportunities
Neptune Russia + Greater Russia

Invesco Perpetual High Income

Jupiter E ing European Opport

Allianz RCM BRIC Stars
Artemis European Grouwth

Artemis UK Special Situations

Neptune Global Equity
Marlborough Special Situations
Heptune European Opportunities
MNeptune Russia + Greater Russia
Invesco Perpetual High Income
Jupiter Emerging European
Allianz RCM BRIC Stars

Artemis European Growth
Aremis UK Special Situations

Oo0OOoOoOOoO0ooooo0

Neptune Global Equity

Marlborough Special Situations

Neptune European Opportunities
Neptune Russia + Greater Russia

Invesco Perpetual High Income

Jupiter Emerging European Opportunities
Allianz RCM BRIC Stars

Aremis European Growth

o o o o o o I

Artemis UK Special Situations

There may be occasions when a client does a fund switch, that a new fund will need to be created and
an old fund archived.

Additional information returned from the Product Provider, including warnings, are dizplaved here.

Contract Details
Investrment
Unit Trust Current valuation: This staternent supersedes all previous
Unit trust staterments, The prices of units can fall as well as rise and the
100084797 value of investrents linked to each unit iz therefore not

guaranteed, It should be rermemberad that the fund or trust

client Detail Message Detail

Mr Kanye Source: Skandia Investrnent Solutions

Oshow autarnatically matched assets

Matched CCD Assets Existing CCD Assets Archive

Click kere to mateh 4. cash O

Contract Enquiry Assets
A Atemis European Growth

This fund needs to be
removed, use ‘Archive’.

This fund needs to be
created using ‘New’.

This will change the * toa % and the exception will be dealt with.

Once all the funds have been matched, the Contract Enquiry message can be processed:

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. April 2013

94




CAPITA

FINANCIAL SOFTWARE

Contract Yaluations

Exceptions (] Summary

The results of your Contract Enguiry are displayed below, Results are only displayed from Product Providers that Client Care Desktop was able to comrmunicate with,

There were a total of & contracts returned, & of these have been automatically matched, 1 has 2 warning message and needs attention,

Contract Enguiry Provider < : Contract Murm
" Skandia Investrent Solutions Beatty, K 100064797 Success b Datails
+ Skandia Investrment Solutions Belton, D 200000896 Warning Ik Details 3
" Skandia Investrent Solutions Ansbrow, A 100050070 Success Ik Details a
+" Skandia Investment Solutions Agen, M 1000423359 Success ¥ Details 6
" Skandia Investrment Solutions Anderson, L 100056279 Success b Details £
% Skandia Investment Solutions Allen, K 200001175 Success Ik D=tails Q)
4l Exit I» Process Contract Enguiry

If any of these updates should not be processed, use the at the end of the line.

13.2 Incorrect Fund Selection

If the incorrect fund has been selected for mapping this can be undone. To do this, navigate to Setup >
Prices and select the incorrectly chosen fund, select the ‘Provider Codes’ tab:

CAPITA System setup

FINANCIAL SOFTWARE

Skandia Balancad Pn
Setup - Setup > Prices = Details
Cetails = Portfalios Provider Code= Allacations
Provider referance |Skandia
Collective name |[Skandia Balanced Pn
Sector |Balanced Managed
Investrment type |[Collactive
Sub type |UK Pension Fund
Currency code | GBXH
SEDOL |0Z1zE18 Citicade |SkK25
Maorningstar MEXID | SKMP

Superrmarkets CaFunds E Fidelitgﬁ
Fund price walue date [09/08/2007 ] Bid price  1603.2000
Waluation (Bid) price 1,603, 2000 Offer price 1687.5000
Mid price .aaoo
Daily change 15.7000
Tield 0, 00%%

Collective fact sheet Skandia Balanced Pn

D Wiew recards as a data table |:| Wiew records as list
Quit Fund Identity [code) | SK25

This is the ‘Provider Codes’ tab:
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Product Provider Provider Fund Name Custom Fund Code

Skandia-Life Balanced SLaCLifelnitiall a

Use this icon to undo

the mapping.

Are you sure you want to remove this Custom Provider Code?

Dioing so may resultin future CE updates needing rematching. Click OK to remove the
mapping.

[ Cancel ] [ OK l |

14 Bulk Valuations

By selecting the contracts to be valued in the Clients servicing section of CCD and setting the next
valuation date, you will be able to take advantage of the bulk updates facility in the Updates Module of
CCD. To see these entries go to Updates > Valuations.

Updates - Updates > Valuations

Individual Bulk Funds
Due today By Provider By Adviser Service Manager Scheduling
| Contract holder Provider and Contract type Adviser
Bloggs, S Skandia Unit Linked Bond Cockle, Simon B X
Cox, D Zurich Personal Pension Philpott, Mitchell 1) X
Test, T Aviva Life & Pensions UK Ltd Unit Linked Bond Cockle, Simon B8 X
Test, T Aviva Life & Pensions UK Ltd Trustee Investment Plan Cockle, Simon = X
Apple, A Skandia Stocks and Shares ISA Cackle, Simon B X
Apple, A Skandia Stocks and Shares ISA Cockle, Simon B X
Apple, A Legal & General Unit Linked Bond Cockle, Simon B X
Ashbee, ] Standard Life Wrap Philpott, Mitchell B X
Ashbee, M E Fidelity Stocks and Shares ISA Philpott, Mitchell B X
|_| = No valuation date set I Process the valuations for the 113 records listed
Electronic | Manual Include archived holdings ﬁ 1|30/11/2012 4

All valuations selected as due today in the Clients servicing section will appear in either the ‘Electronic’
or ‘Manual’ tabs of Updates > Valuations. Those Holdings that have an X next to them are due today.
The X can be used to remove the Holding from this valuation list.
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The other Holdings in this list are there as they do not have a ‘valuation’ date recorded. Dates can be
recorded against the client record. By clicking on the item in the list (which will move you back to the
Client Module).

Under ‘Electronic’ valuations all contracts that can be valued by Contract Enquiry will be listed. This list
may comprise of more than one client.

To process all the contract enquiry valuations on bulk click onto the

* Process the valuations for the 27 records listed link. The foIIowing message will be displayed:

Updates = Valuations

Individual

status

Remunerations

Due today By Provider Service Manager Scheduling

Schemes

act holder Provider and Contract type Adviser

BER X
B X

Skandia Unit Linked Bond
Zurich Personal Pension
Aviva Life & Pensions UK Ltd Unit Linked Bond

Cockle, Simon
Philpott, Mitchell

Bloggs, S
Cox, D
Test, T

Website

Software

Test, T
Apple, A
Apple, A

Avi
Ska|
Ska|

Message

Do you wish to update all of the holdings listed, or only those with

Select as
appropriate.

a scheduled valuation date?

ockle, Simon B X

[ Cancel ][ Al ] LScheduled J | philpott, Mitchell  E5) X
—Philpott, Mitchell B3 X

@55 the valuations for the 113 records listed

Include archived holdings  [(] «[30/11/2012 [E]»

Apple, A Leg
Ashbee, J Stal
Ashbee, M E Fidsd

D = No valuation date set

Electronic |

This will take you through to the bulk contract enquiry screen. Confirm whether ‘All’ of the valuations
should be done, or just those that have been ‘Scheduled’ for today.
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(2) Quay Contract Enquiry

File Settings Tools Help
CAPITA Contract Enquiry
FINANCIAL SOFTWARE
Queued (2] ™ Unsupported (2) Failed (0} Completed (0)
AEGOM Scottizh Equitable | Sulvia kary Hopland I64473F2995E Provider details required
Skandia-Life Cynthia Black SIBO09350943 Request Dueuesd
Quit I+ Skark Batch Conkract Enguiry

All the holdings waiting for valuation via contract enquiry will be listed here, click onto the

[ Syt Sl e S En gy to start the Contract Enquiry update. All the valuations will then carry over

to the received tab in the updates section ready for update to the Client’s holdings.

Any holdings that cannot be valued via contract enquiry will be listed in the Manual tab. You will need
to perform manual valuations on these before proceeding.
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Updates = Valuations

Individual

Remunerations

Due today By Provider By Adviser Service Manager Scheduling
Schemes

ract holder Provider and Contract type Adviser

Demao Black, M Nucleus Financial Services Unit Linked Bond Dance, Jonathan =8

Website

Software

@t valuation review list 2

P
Electronic [ 4[30/11/2012 [E]»
R

Once all the valuations have been completed go to the Scheduling tab.

Updates = Valuations > Scheduling

Individual Bulk

Remunerations
Due today By Provider By Adviser Service Manager @edulingj
Schemes
O —

Received Set next valuation date ...

Loalosi Valuations listed as at 30/11/2012 Electronic | 113
Software Manual ! The next valuation

can now be

scheduled, or a
I» Set all valuations due on 30/11/12 to future date

selected.

b Set all valuations due on 30/11/12 to the next scheduled* date

|

* According to the client service settings

On the scheduling tab there are two options for resetting the valuation dates for all the contracts listed
for valuation today.
* Set all valustionz due an 03702711 o the next schaeduled™ date ThiS option will |00k at the ”ru|e" set up in

each Client’s servicing details and re-diarise the valuation accordingly.

» Set sl valustions due on 03/03/11 to | B Here you have the option to move all the valuations

due today to another date on mass. This is especially useful if there is staff sickness/holiday and you
want to move the diary forward a couple of days.
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Clients > Servicing

Contact [ Servicing T ’ Valuations
Personal

PV Add note
Data upload

Marketing Client servicing proposition | Silver

Current client status | Current
Adviser |Neal Talamas
Service manager |
Holdings (2) Is this a fee paying client?

Date from which fees are charged [E] &5 Switch to Client fees

Date of next client valuatio 28/02/2013 ollowing | 28/05/2013
Client servicing Provide valuations eve 3 months
Calculators Y Date of next client revizw |28/02/2010 - }"Ionth 2/2010
Review even 12 months owing |28/02/2011

b Add historic revie

+Create partrer

Waork (0)

Documents

Reports

Servicing notes

As you will see from the clients record the front “rule” screen has not changed but the dates set for

each contract to be valued have been changed and carried forward into the valuation diary in the
‘Updates’ module.
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