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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).

Document2 - Microsoft Word

Home Insert paw®oyout References Mailing i Add-Ins PDF

’“"‘—j # cut
; 5 =3 Copy
aste

- f Format Painter B
Clipboard (F]

14

Calibri (Body)

\|Q- - | Tnormal | 1 NaSpac..

Font (F] Paragraph (F]

-‘.;_-Hg;g EE‘ | AaBbCcDe | AaBbCeDe AaBbC: AaBbCc Aalj daBbCe.

=1

ab |
Sae
Title Subtitle  _ Change |
Styles~ || W§ £

= Ec

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).

The information contained in this document is the property of Capita Financial Software Ltd. The contents
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%vrﬁl « My Documents » Documents »

‘ Organize ~ g2 Views ~ [ Mew Folder

Favorite Links Name, Date modified Type Size

& brouchure

Q’Music

J. Templates

More »
[#5] My Data Sources
Folders e ﬂ My Pictures
Ml Desktop * | @ My Received Files Save to a shared
E? Alison Street H & trainers notes amended location and ensure it
. Public i
] .
- 52 Videos is saved as a template
1% Computer & VMCLite fil
lne.
& Network @ VoiceCenter
1M silicon

m

File name: CCDletterternplate.dot \

Save as type: [Wmd 97-2003 Template (*.dot) }

‘/(gs: Add atag

[] Save Thumbnail

~ Hide Folders Tools v | Save | [ Cancel

Open up CCD and go to the set-up module.

CAPITA

FINANCIAL SOFTWARE

Click to view our new training courses
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CAPITA System setup

FINANCIAL SOFTWARE

Setup SEtQTechni:al configuration Conflrm ‘

o . ) _ whether the
Applications Passweords Commissions Advanced Regional
date and
, ) ‘Our Ref’
Word processing Diata Software Extracts Marketing tag
should be
above or
Document location
. . — below the
Store documents at this location |C: \Link\My PDFs Erc|
client’s

Email -
Edit in Emazil Package before sending. Emazil is loaded

b Configure Email footer

address. j
@ L Word processing  Location of 'Our Ref’ in correspondence relative to address
Lacation of date in correspondence relative to address |above
e Default cutput to M5 Word™ E

)Zc

nfigure setup for M5 Word™

Click here to add the

template location to CCD.

Word Ex8

CAPITA

FINANCIAL SOFTWARE

The Template File should point to the Document Template [[DOT] that you want to uze when Either t .
creating documents fram within the sustern. For mare information of document templates Iither type in
cohzult your documentation for Microsoft Wward. the full path

. . to where the
The Document Store is the folder where completed documents will be stored. [F pou uze the

syztem it a multi-uzer environment then you can zet this folder to be on a networked drive zo all template has
LSErs can acoess saved documents, been saved or

use the link to
browse to

, — _ £ where you
Template file  |C:\Link\Microzoft Office Documentstwordvtemp 22

stored it. /
Document Store |E:'\Link'\h-1i|:rnsnft Office Documents\wiord' =

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

2. STORING YOUR STANDARD LETTERS IN CCD

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

CAPITA System setup

ANANCAL SOFTWARE

System contiguration

) Products licensed tc Capta Financial Software Ltd.:
Clicnt Care Decltop. Expires Friday 21/12/10
ial Express Data Feed Expires Friday 21,/12/10
tfind plug-in. Expires Friday 21/12/10
mpliance Management plug-in, Expires Friday 21/12/10
plug-n Expires Friday 21/12/10
urity plug-in. Expires Friday 21,/12/10

I vant to..

Ik 5=t up my company name and address detalls

I+ Add a member of staff

b Update the system licence details

b Configure the system t3 use the Client Care Hub

I+ Crange the way that commission splits are displayed
b Configure setup for M5 Word™

Quit
There are 4 ways to add letters to CCD

1. Copy and paste existing Word letters.
2. Type new standard letters

3. Use the Message Maker function to create letters that include merge fields from
information added to the clients, holdings or providers files.

4. Use existing Word letters and via the message maker function add the merge fields.

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.

7 The information contained in this document is the property of Capita Financial Software Ltd. The contents
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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.

CAPITA System setup

FINANCIAL SOFTWARE

Setup - Setup > Standard text

Letters - Adverts Auto-bext Quick reports Financial review

Communication type Created

A Communication

Change of address to provider Letter 18/02/03
Change of Telephone Mumber Letter 1&6/07/08
Confirmation of appeintment Letter i8/0z/032
Policy Cenfirmation Letter Letter 28/05/07
Test existing word |letter Letter 21/07/08

8 The information contained in this document is the property of Capita Financial Software Ltd. The contents
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Setup *  Setup = Standard text > Details
Select \
Details Letter text Financ| Select the
the type.

‘Category’ (to
add to this drop

Code 423100004
R down free type
Communication Type |Letter in the f|e|d and
. . Cat G I L
Title line for the et e ST < it will auto add
uitability Letter subject | \o to the ||St)
letter. .

Dascription I'I'est axisting word latter \
\

etter Title |Re:

Author of this Letter

by

nna Maria Smith

Select

from the
drop Include sur e
down list. »oo | Enteradescription | Only requires completing
| toidentify the letter | when ‘Suitability Letter’
out Quring selection. has been selected in the
category.

Once all the details have been added go to the letter text tab.
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Setup - Setup > Standard text > Details > Letter text
e e
,
Details ‘ Letter text \’ Financial prom,
Re:

COPY AND PASTE THE BODY OF A PREVIOUSLY SAVED
LETTER HERE.

Remember ONLY COPY AND PASTE THE MAIN BODY OF
THE LETTER, NAME ADDRESS DATE AND SALUTATION
WILL AUTO POPULATE FROM THE CLIENT FILE.

Quit

CAPITA System setup

FINANCIAL SOFTWARE

Setup ¥  Setup = Standard text > Detsils = Letber text

Details Letter text Financial prom.

He:

FPlease find enclosed your new policy documents. These documents are important and should be kept in a safe place.

If you have any further queries or guestions please do net hesitate to contact me on 01279 758086

|Alison Street
Training Consultant — Quay Software

Capita Financial Software Ltd

Tel Direct: +44 (0} 1279 758086
Tel Mokbile: +44 (0} 7822 007025
Fax: +44 (0} 1279 859748

Weh weaese nuavesnfraare on bk weew canitafinancialsnfteare on ik

Quit
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The letter is now available for selection in the clients/holdings module.

CAPITA System setup

FINANCIAL SOFTWARE

Setup - Setup > Standard text

Letters Adverts Auto-text Quick reports Financial review

Communication type Created

"4 Communication

Change of address to provider Letter ig8/0z2/03
Change of Telephene Number Letter i5/07/08
Letter ig8/0z2/03

Confirmation of appeintment
22/05/07

Policy Copficmakic-meimmmpm— “Cerrer
@ing word |etter Letter z l.-"I:IJ‘D

2.2. Type in a new standard letter

: +Add record

and complete the letter identification fields as above.

CAPITA System setup

FINANCIAL SOFTWARE

Setup - Setup > Standard text > Details > Letter text

Details Letter text Financial prom.

He:

Free Format type the body of your letter

here.
As before the name address date and

salutation will auto complete.

Quit

1 1 The information contained in this document is the property of Capita Financial Software Ltd. The contents
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CAPITA System setup

FINANCIAL SOFTWARE

Setup ¥  Setup > Standard text

Letters Adverts Auto-text Quick reports Financial review

i = Add record

"4 Communication Communication type Created
Change of address to provider Letter ig8/0z2/03
Change of Telephene Number Letter i5/07/08
Confirmation of appeintment Letter ig8/0z2/03
Policy Cgoficmakiameiemsmp— -3 =2l0s/07

@:ing word |etter Letter 2 l;‘D?D

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.

12 The information contained in this document is the property of Capita Financial Software Ltd. The contents
of the document must not be reproduced or disclosed wholly or in part or used for purposes other than
that for which the document is supplied without the prior written permission of Capita Financial Software
Ltd. January 2011 V4



C A P I TA @ quaysoftware

FINANCIAL SOFTWARE

CAPITA System setup
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Seatup ¥  Setup = Standard text > Details
_ o Complete these details
Details Letter text Financial prom,
and then select
i ameionone ‘Create/Modify Letter
Date 23/07/2008 text using Link Message
Communication Type |Letter Maker,

Category |Genera| \

Suitability Letter subject |
Dascription |Re:eipt of application form
Letter Title |Re:

Author of this Letter EMS Anna Maria Smith

Message Maker Central
Use ge Maker Central to setup and medify your standa
Include auto-text and Merge items to automatically co

\Ibi:reate / modify Letter text using Link Message Maker

This will take you to the message maker screens.

al

Quit

Message Maker Central

uvwxyz{ |}~

* Setup standard letter text * Add data items

A

R

- Bznk Fartner

- Clignt

- Current User

- Diocter Client

- FactFind Client
- FactFind partner

I»

- Meortgages

- Partner

This drop down shows the
merge files that information _
can be pulled from. \ o

NCurrent valus

2 - Preduct

“Mluatien date

Palicy =r =

4l Return to Setup
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Message Maker Central

uvwxyz { ]|}~

+ Setup standard letter text

gil

/When the merge file has been\*

Effective date

selected the relevant merge
fields available will be listed.
The merge file can be changed
at any time in the letter to

\provide new fields for selection.

Life assured

Maturity date

Policy holder

Product Prowvid

er

Eroduct Mame

Sum assured

Scheme nams

Term

Current value

“aluation date

Folicy number

4l Return to Setup

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 italics are the merge fields.

Yours sincerely

Adviser name.

Re:/title - needs the provider name — product type — application.

7

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

14 The information contained in this document is the property of Capita Financial Software Ltd. The contents
of the document must not be reproduced or disclosed wholly or in part or used for purposes other than
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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.

Message Maker Central

uvwxyz {| }~

* Setup standard letter text
R

Sy Effective date

r

Life assured i
Maturity date Al
Policy helder i
Product Provider )

E=

Product Mame

E=

Sum assured

E

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’.

15 The information contained in this document is the property of Capita Financial Software Ltd. The contents
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Message Maker Central

uvwxyz{ |}~

",Mrm + Add data items

iRe: £2Policy_Providarss J iMerge - Policy

=1 | Effective dat= Al
Life assured i
Maturity date i

Iﬁ

Policy helder

|£

Product Provider

This is how the letter will appear Product Name
after the merge field has been E“:‘ E=ERe
pasted into the title bar.

|£

Iﬁ

Ii

|£

Tarm

Current valus

|£

Iﬁ

“aluatien date

|£

Policy number

I+ Spell check page

Ik Wiew as page

1]

4 Return to Setup 1 MNext page b

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

Message Maker Central
uvwxyz{]| }~
|_—+Fetup standard letter text N © .~ Add data items
< | Pe 2ePolicy ProvigersaaPolicy Produciemess spplicsti iMerge - Bolicy
—— || Effective date 0|
Life assurad il
Maturity date 1|
Policy holder A
Product Provider 1|
Eroduct Mame A
Sum assured A
Schems name A
Tarm ﬂ
Current value A
“aluation date A
Eeolicy number i
b Spell check page
=1 | ¥ View as page
4l Return to Setup 1 MNext page b
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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

= | uvw xvyz

+ Setup standard letter text

{ [}~

+* Add data items

,| Merge - Clisnt

Ra: «<Policy_Proyidss s e T T ;-:Tn-mn\
i nfirm s=afz recsipt of your =<Paolicy_Provider>= <<Pglicy_ProductNamsea=>"Tmelig Address
= Cliznt farenames
& forwarded this to <<Policy_Provider== and will update you on {befrogress of you lisnt occupation

Yours faithfully

To select this

==Clignt_Advisers -

field the selected from the pxt review date

. A . e knsultant
merge file Merge-Policy’ file. e
pell Check page

was changed ,ﬁ B

to ‘Merge —
4l Return to Setup CIient’. 1 ext page k

N

These fields were all

ﬁ:lient surname

his [ her

he [ she

him / har

Mext mesting date

~yext meeting time

laxt mesting reason

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 then 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.

17
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Firstly setup a standard letter and use '"crezt= / modify Letter text using Link Message Maker
, .

Now copy your letter in.
Dear

Please find enclosed the policy documents for your new . The policy number is . Please keep
this in a safe place.

If you have any further questions regarding this matter please contact me, or your Financial
Advisor, on 01279 756061

Yours sincerely
Alison Street

Training Consultant
Quay Software Ltd.

Message Maker Central

UuvwxXxyz { | } ,._, Complete the title line

as before.
= + Add data items

5 A bbbt ERIESAE R
Flease find = IS TOT yoOT e . The policy number [*]| addr-cc Al
is :Flease keep this in a safe place. client farename Al
If you have any further questions regarding this matter plesse contact me, or Clisnt sccupation A
your Financizl Advisor, on 01279 758081 Clignt surnams ﬂ

his | her il
“ours sincersly e e ﬂ
Alison Strest him / her Al
Training Consultant Mext mesting date ﬂ
Capita Financial Softwars Ltd. Mext meeting time ﬂ
| Mext mesting reasen ﬂ

Mext review date i

Cansultant il

I+ Spell check page

= | ¥ “iew as page

4l Return to Setup Last page 1 MNext 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.

18 The information contained in this document is the property of Capita Financial Software Ltd. The contents
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& Cut
Copy
Paste Unformatted Text

Text Colaor r

Insert r

I?" Message Maker Central

= uvwxyz{| }~

w Setup standard letter text

~ Add data items

Ra: «<Policy_Providers=<<Policy_Productlamsas==

Merge - Current User

“fours sincersly

Alison Strest
Training Consultant
Capita Financial Software Ltd.

User name category S|~

Jser nams

Company nams

User email

5 s |

User telephone

1]

1]

4l Return to Setup

¢ Spell check page

Ik isw as page

st page 1 Next page b
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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’.

CAPITA System setup
FINANCIAL SOFTWARE
Setup - Setup > Standard text > Auto-bext
Letters Adwerts ' Auto-text W ’ Quick repaorts Financial review
> e ——— e B
: +Add record

Quit
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Setup > Standard text > Autotext >

User info,
Admin. codes

Type vl

Deseriphion £ Autotext - Client [ Select the auto-text\

Auto - Text _ - L. -

Autatext - Advic category — this is an

Autotext - Intro. d bl I t

Autotext - Policies editaple lis S'O your

Autotesdt - Close own categories can

Autotext - Signiture be added, a|wayS
precede with ‘Auto

Edit...
text’.

Stand:
Staff list
Providers
Products
Prices

d Lext

Forms

Technical
Tables

/

Message Maker Central
Use Message Maker Central to setup and modify your standard text,
i Include auto-text and Merge items to automatically compile and personalise your letters

FCreate / modify text using Link Message Maker

As with letters there are 2 methods of creating auto-text, copy and paste or free type into

. I+ t di taxt i Limk M Mals .
the main Auto-text box or use the reste [ medify ket using Link Messsgs Maker Lo to add

merge fields to a standard paragraph or sentence.

3.1. Copy and paste or free format type

Setup > Standard text > Autotext > Alison Street

User infa,
Admin, codes

Type Autotext - Signiture
Diescription
Auto - Text

Standard (s
Staff list
Providers
Products

iAlison Street

lalison Street
[Training Consultant — Quay Software

Capita Financial Software Ltd
[Therey Wash Business Centre,
[Therlsy Wash, Bishop's Startford. Harts CM23 44T

Prices
Forms
Technical
Tables Tel Direct: +44 (0] 1279 756086
Tel Mobile: +44 (0) 7929 007095
Fas: +44 (0) 1279 655748
Emzil: Alisan-Straat@adayssftva
Web: wyeeanavaefiarasn.sk

cialsnfarasnuw

Part of The Capita Gr

Here a signature paragraph has been set up for
Alison Street. To create this, the signature used
for E-mails has been copied and pasted into the
main auto-text box. This will now be available

to add to letters as a merge item.

Meassage Maker

Use Message Maker
e Include auto-text an

b Create / modify
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Ik Create / modify text using Link Message Maker

@ quaysoftware

Message Maker Central

[Customers Advisor

Merge - Client

=Client_Advisers=
|Capita Financial Software
Tel 01272 758086
Fax 01279 858748

lwwrww . capitafinancialsoftw.
[y quaysoftware. co. ulk

Signature set up to use a merge 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 letter.

4 Return to Setup

Address

-‘

Client foerename

Client cccupation

Client surname

his / her

he [ she

him / her

Mext mesting date

Mext meeting time

Mext meeting reasaon

Mext review date

Consultant

v Spell check page

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.

ack

Personal

Account

Data upload
Marketing
Servicing

Enter here if the letter is not
linked to a specific holding.

Create partner
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Enter here if the letter is to be
linked to a specific
holding/policy.

4.1. Entering a letter against a holding

CAPITA Holdings records

FINANCIAL SOFTWARE

\ Clients = Heoldings > Tasks

Holdings /' + Tasks Task groups

B Recorded Due < Actions

Message

Create new work task?

Yes I [ No

Quit m Tasks outstanding
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Select the task to be performed from the drop down list. Use the E {5 enter the full details
and to access the letter area.

CAPITA Holdings records

FINANCIAL SOFTWARE

Clients > Holdings > Tasks

Holdings = Tasks Task groups

il Recorded Due

i08/08/2008 Mo diary

Acknowledge New Application to Client -

Acknowledge receipt of a new application
Arrange doctor appoinment for client medical
Arranging credit checks

Calculating and recording commissions
Calculating capital needs

Calculating carry back / forward

Calculating commissions

Calculating critical illness shortfall

Calculating dynamised salary

Calculating education fees -

Quit m Tasks outstanding = Tasks due today

To produce any type of correspondence relating to this task enter the Message tab.
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Clients = Helcings = Tasks = Diary

Criary - Account

{@} quaysoftware

Click here to add a letter
Message to the task.

Tazk Group [Client contact

Who Date

Task |Ccrrespcnding with the clisnt

Elz2m= [z0/02/2010

Outstanding

MNotify client [ Motify Introducer [

Type in details of the task here.

H Related project |

Further action required

Prigrity Days f Override By whom
| 3 El [=1ERE
b Selact poli First diary date
Z lark task complete Further actions due 22/03/2010
Z lark task incomplete Further acticns complete
& File note (last printed:) Date of completion
Document linked | Select

Name, address and

salutation
populate from the
Clients module and

Ntter starts to

CAPITA Complete from
FINANCIAL SOFTWARE
the drop down
lists. 2 Canada Life > Pers
Clients = Holdings = Tasks
Holdings ~ Diary Acco Message ~
Massage to /
If to client [Client
Tygfe of correspondence |Letter
Private [Confidential
Farmality |F0rrna| 1
Letter date [08/08/z008  /
Cur reference |
ord export
MIP;Eﬁerate Correspondence
[ E—

COMPLETELY NEW FREE FORMAT LETTER WITH NO AID FROM ANY EXISTING

DO NOT SELECT ‘GENERATE CORRESPONDENCE’ UNLESS YOU WISH TO TYPE A

TEMPLATES, AUTO-TEXT OR MERGE ITEMS AVAILABLE WITHIN CCD. YOU ARE UNABLE

TO ACCESS ANY OF THIS FUNCTIONALITY FROM WITHIN THIS SECTION.
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FINANCIAL SOFTWARE

. . 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.

CAPITA Work records

FINANCIAL SOFTWARE

Sylvia Hoyland > Canada Life > Personal Pension l_'

Clients = Holdings = Tasks » Diary = Message

Holdings Diary Account Message

Crhrerview

SISEHEE M to |Client Ik Options
Contributions essage to ien ptions

Details If to client [Client Conf

administration Type of correspondence |Le1:ter
Tasks Private |Confi|:|er|tia|
Commission Formality [Formal
Submission Letter date |DE|.-"DB.-'IEUDB

Cur reference |

Word export Diear Mrs Howvland

I Ganaerate Correspondenca Re

Message Maker

=

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

Ik Use Massage 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 E spell check text
= f‘:r‘::::cg;%alﬂgSl}iiegg’sersunal Pension. Premium: £85.00 i+ Select holding record
\ \ I+ Select enguiry record
 Select filter - Selecl:stauli-'dnuﬁsage\ .~ Add data items
N | .
Confirmation \ \ | =
General . . . .
Request Details of the policy this task is
attached to display here.
g
Select where the
letter template is
saved.
]
4l Return Generate Letter v
Now select the letter that you want to use.
Message Maker Ik Store new standard
Letter to Client El Spell check text
Provider: Canada Life Personal Pension. Premium: £85.00 - _
.; commenced 01/08/1986 b Select holding record
I+ Select enquiry record
+ Select filter @stﬂﬂaﬂlm \ + Add data items
{Confirmation \ |Caonfirmation of appointmeant
iDur forthcoming appomtmeﬁ\ / ________________________________________ Merge - Acct Client i
1 write to confirm the details of our forthcoming appointment: Merge - Acct Partner
Purpose of the mesting: <<Client_MestingReason>> Merge - Advice
Date of the meeting: <<Client_MeetingDate>> _ :
Time: <<Client_MeetingTime>> Merge - Analysis
Merge - Bank Client
If for any reason this appointment is not conw
me as soon as possible to rearrange. . . Merge - Bank Partner
Additional merge fields Merge - Client —
Yours sincerely
can be added to a Merge - Current User
template as required. Merge - Doctor Cliznt
Merge - FactFind Client
<<Client_Adviser>> Merge - FactFind partner -
Once the letter content is as |
you require click on
Generate Letter Ik
4 Return . Generate Letter

 ———
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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.

. . i b Output to MS Word™
This is done by clicking on

41 Return b Copy letter to clipboard \JF Qutput to M5 Word ™

8 August 2008

Confidential

Mrs § M Hoyland
19 Goddard Avenus
Watford

WT3 SNE

Dear Svlvia

Our forthcoming appoeintment

Iwrite to confirm the details of our forthcoming appomtment:
Purpose of the meeting: Initial - Fact find

Date of the meeting: 08/082003

Time: 14:30

If for any reason this appoeintment is not convendent for you, then please contact me as soon as possible to
reatrange.

Yours sincerely

Clive McDonough
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Cn H9-0 _3 2 U30050.doc [Compatibility Made] - Microsoft Ward - = X

N
| Home | nsert Page layout  References Mailings Review  View  Add-ns @

B2 e ¥ AW A [ W0
Font & Paragraph &

o

=3 Copy
Paste
- Format Painter
Clipboard £

B 34 Find ~
| AaBaCeDc | AaBOCCDe AaBb( AaBbC: AaBb( AaBbCcl 4 "

ab, Replace
i Normal | 7 Ho Spaci.. Headingl  Heading 2 Title Subtitle  _ Change
Styles - || by Select -
Styles ™| Editing

If a Template has been

set up, this will be
ba August 2006 automatically applied
to the letter once you
Confidential . ‘
MrsS M Houland click the ‘Output to
Vg Word’ button.

WT3 8NK

Once here, further
cosmetic changes can
be made.

Dear Sylvia

RE: Our forthcoming appointment

I'write to confirm the details of our forthcoming appointrment

Purpose of the meeting: Initial - Fact find

Date of the meeting: 13/01/2009

B R IR R R (R R R R R R R R R R

Pagerlof 2 | Words:73 | G English (UK | ElEER= ©)
el - - (@ mbox -Maos... | ../ Saleslogic @ V4.2User Gui... | T Advanced CC... T uz0050.doc[... | R FileMakerPro ... NEE QB A5 % 13:08

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.

| Home [ Insert Page Layout References Mailings Review View Add-Ins PDF
# cut . E - 4
O mmesNewgoman - (12~ | A" &°|[] 3= - 4= - 5|32 50| 9| | asBbCer| AsBbCI AaBb( AaBbC, AaBb( assbee 2
I’avsle o Format Painter \n L U -abe x, X Aav\ﬂP)vA- \§|§ -|gv fMormal |7 Mo Spaci.. Headingl  Heading 2 Title Subtitle  — E";all\?f I
Clipboard E] Font e Paragraph {E] Styles o) [
8 August 2008
Personal
Mrs S M Hovland
19 Goddard Avenue
Watford Microsoft Office Word ==
WT3 §NK

& Do you want to save the changes to CCD4260005,doc?

[vee | [ no | [ conee

Dear Mrs Hoyla

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 vou, then please contact me as
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4.2. Vi

ewing letters via Tasks

@ quaysoftware

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

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.

Diiary Account Message ™
Overview
SRSSUEE M to |Client I» Options
Cantributions essage to ien ptions

Details

Clients = Heoldings > Tasks » Diary > Message

If to client [Client

Aadministration Type of correspondence |Letter

Tasks
Commissi

Private [Personal

ion Formality [Formal

Submission Letter date [08/08/2008

This wil

Cur reference |
Word export 08/08

Ik View Latter to Client

| 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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CAPITA Client records

FINANCIAL SOFTWARE

e
< Clients 3 Clients

= add recard aFind record List recards |_ My notes

—
Contact Postal address Scanned docs, Goals Tuerview
Add note
Client type | Individual Client Ref.
Title / Initial / Surnarme |[Mrs 5/mM| [Hoyland

Forenarne | Seluia Mary

Salutation [syluia

GQualification f Honours

Personal email address (=]
< ) work email address =
Ik Create security question Hore @ ’W Fax home I—

[0 Co not mailshat Work O | 01285 567567 Fax work

O Do not share dient data Maobile O Contact |Evenings
with partner Current status |Prospect Method |Telephone

Client
Source

Intro. date J/ source |17/08/200& [cald calling

Irtraducer |Mo introducer Ik Miare
Ernployer |Sylvia Hoyland Ik Maore
Advizer |Clive McDonough Ik Mare

Service manager * Mare

Quit

CAPITA Work records

FINANCIAL SOFTWARE

Clients = Work

Clutstanding All tasks Groups Tracker set-up

Work 3

Task Usar Action by Status Relates to

Corresponding with the client AMS 03/08/08 Outstanding Ik Palicy = 5

Message

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

Task group lAII group tasks shown - click hare to filter

Quit (=5 | Correspondence attached B Switch to Relevant section = Diary
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CAPITA Work records
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quaysoftware

Clients » Work > Diary

Task Group |Client contact Who Date
Work - Task |Ccrrezpcnding with the client /\ fﬁ|amz |2EI_-"D3_-"2I:I1.D
Outstanding Motify client [0 Motify Introducer [

Select the Task group and Task from
the drop down lists.

E Related project |

Document linked | Select
Further action required Priority Days / Override By whom
| 3 lz | [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.
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CAPITA Work records
FINANCIAL SOFTWARE
Clients » Work > Diary
Task Group |Client contact Who Date
Work - Task [Correzponding with the client [#[ams [zo/oz/2010
Click here to add a letter to the task. e
Type in details of the task here.
E Related project |
Document linked | Select
Further action required Priority Days / Override By whom
| 3 lz | [Ams
polic First diary date
ask complete Further actions due 22/03/2010
Mark task incomplate Further acticns complete
Quit &, File note Date of completion
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CAPITA

FINANCIAL SOFTWARE

th

Clients = Work = Diary = blés\'

Complete from

e drop down

Work -

Massage to
If Jo client, address how?
Include Honours ?
ype of correspondence
Private
Formality
Letter date
refarence

Word export

[Client

|Letter

|ConFidentia|

[Formal /

|LDIUSI2W

% Ik Generate Correspondence
I

=]

@ quaysoftware

Name, address and

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

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 AVAILABLE WITHIN CCD. YOU ARE
UNABLE TO ACCESS ANY OF THIS FUNCTIONALITY FROM WITHIN THIS SECTION.

T

-

Ik Use Message Maker

By going into

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

at the bottom of the screen you can access your letter
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CAPITA Work records

FINANCIAL SOFTWARE

Gemma Clift |_

Clients = Waork = Diary = Message

Work -
Massage to [Client e Cptions
If to client, address how? |C|ient

Include Honours 7 |

Type of correspondence  [Letter
Private |ConFidentia|

Formality |Fnrrr|a|
Letter date [L0/08/2008

Our reference |

Word export
Ik Generate Correspondence
Message Maker Use Message Maker to include and modify standard text
Use auto-text and Merge items to automatically personalise
your lettars
-; 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

Letter to Client

I?_

Ik Store new standard
El Spell check text
Ik Select holding record

\ -
Ik Select engquiry record
* Select filter * Select standard message * Add data items
Confirmatiom, |Canfirmation of appeintment N\ i
\
‘Our forthcom\ N\q appointment \ il

I write to confi e details of cur forthcoming appointm

¢ <<Client . MaetingResson>=>
lignt_MastingRate==>

Purpose of the

Select where the
letter template is
saved.

If for any re enient fo

me 35 sSoon

you want to use.

Mfours sincen

Now select the letter that

/

<< liznt Aduisar==|

4l Return

Generate Letter Ik

Message Maker
Letter to Client

I?L

==

b Store new standard
B spell check text
It Select holding record

¢ Select enquiry record

+ Select filter v Select standard message

- Add data it

Confirmatien |Confirmation of appointment

{Dur forthcoming appointment

[ 3

Merge - Acct Client

I write to confirm the details of our forthcoming appointment:

Purpose of the meeting: <<Client_MeetingReason>>
Date of the meeting: <<=Client_MeatingData>=>
Time: <<Client_MeetingTime>>

If for any reason this appointment is
me as soon as possible to rearrange

Additional merge fields
can be added to a
template as required.

Yours sincerely

<-<Client_Adviser>>

Once the letter content is as
you require click on

Generate Letter Ik

\

4 Return

Merge - Acct Partner

Merge - Advice

Merge - Analysis

Merge - Bank Client

Merge - Bank Partner

Merge - Client |-
Merge - Current User

Merge - Doctor Client

Merge - FactFind Client

Merge - FactFind partner -

Generate Lette
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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 havenot 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 » Output to MS Word™
This is done by clicking on

4l Return v Copy letter to clipboard \JF Output to M3 Word™

3 Aungust 2008

Confidential

Mdrs § M Hoyland
19 Goddard Avenue
Watford

WT3 SNE

Dear Sylvia

Our forthcoming appoeintment

Twrite to confirm the details of our forthcoming appointment:
Purpose of the meating: Initial - Fact find

Date of the meeting: 08/08/2008

Time: 14:30

If for any reason this appoeintment is not convenient for you, then please contact me as soon as possible to
TEAITaNgE.

Yours sincerely

Clive McDonough
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D\ H92-0 )¢ U30050.doc [Compatibility Made] - Micrasoft Word

Cah—— e
Home | Inset  Pagelayout  References  Mailings  Review  View  Adddns
= )
1 # cut . W' o iy . &‘ & Find -
(e 2 (i “ |AaEthDt' azebcede AaBb( AaBbC AaBb( AaBbCel H

43 C 2 Replas
Paste o [B] 7 O -abe x, x* Aa-|[#- A ||Q © Hic| ||| THemal | 1HoSpaci. Headingl  Heading 2 Title =
Clipboard M £l Faragraph Fl Styles

- Format Painter
(R B S R RIS S N N S L - T - SR A N - TR - SR B N e & SR - BD L N LI B C R Y IfaTempIatehas

been set up, this will
be automatically

applied to the letter
15 December 2008 .

once you click the

‘ ’
Cenfidential OUtpUt to Word
Mrs S M Hoyland button.
19 Goddard Avenue
Watford
WT3 BNK

Once here, further

I cosmetic changes can
ear Sylvia
he made.

RE: Our forthcoming appointment
lwrite to confirm the details of our forthcoming appointment:
Purpose of the meeting: Initial - Fact find

Date of the meeting: 13/01/2009

R R R I R R R R R R R R R RN I |

Tirma 1400

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.

@"- Hd9-0 ,‘ & U30050.doc [Compatibility Made] - Microsoft Word
el
Home l Insert Page Layout References Mailings Review View Add-Ins
ﬁ ol Bliss 2 Light BT === - %
B e : z 1AaEchDtI azBocedc AaBb( AaBbC: AaBb( AaBbCel
Past - * Aa A ST ch
EE e [Blr U -ae x, x Aar|[¥- A |@ BT THormal | 7No Spaci.. Headingl  Heading 2 Title Subtitle Styﬂ‘gsg_e
Clipboard 7] Fi Paragraph ) Styles o

R RN RN R TS S S =R I E RIS C R IR CRN I S - E

15 December 2008

Confidential

Mrs S M Hoylafd
19 Goddard 4
Watford

WT3 8NK

Microsoft Office Word

Dear Sylvia

RE: Our forthcoming appointment

R R R R A R R KR R Y |2

I'write to confirm the details of ocur forthcoming appointment:
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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:

e Find your client

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

e Click on ‘View Letter to Client’.

Clients = Heoldings > Tasks » Diary > Message

Diiary Account Message ™
Overview
Product 8 August 2008
Contributions Message to |Client b Options
B If to client [Client Personal
Administration Type of cormespondence  [Letter Mrs_S N Hc-_.-l_an:

19 Goddard Avenue

Tasks Private [Personal Watford
Commission Formality [Formal WT3 8NK
Submission Letter date [08/08/2008

Cur reference |

Word export 08/08

Dear Mrs Hoyland

I View Latter to Client Our forthcoming appointment

This will then display the MS Word copy of the letter.
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5. MONEY LAUNDERING

) quaysoftware

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

CAPITA Documents

FINANCIAL SOFTWARE

General Identity )

\/ Add note

Dietails Mzme Address Mo werification
—~—

Clients » Decuments > Clien tity
Q <
[)IIIIZIIIIIEI'I“S\

Meets the standard evidence O
Exceeds the standard evidence [

Click here to enter full
information.

& Print Confirmation of Verification of Identity

Date last updated Z0/03/z010[En

¥ HM Treasury listings for suspected terrorists

%7 HM TREASURY

EQUIFAX ...

_ /
Quit Eiig Current Archive 2
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Documents

Gemma Clift | [ |_
Clients = Decuments > Client Identity
General Identity
L 2
Details [ Mame Address Mo v@
Docu \ —
Reference / Account no. Date Copy
Current passport | Expiry | |
Birth place |
Resident permit | Excpiry | |
Photo driving license | Issue | |
Ref. Authority
Firearms certificate | | Issue | |
State pension / benefits letter | | Issue | |
Sub-contractors certificate | [ Issue | |
Inland Revenue tax notification | Issue | |
Motification 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 nationals

Ib HM Treasury listings for suspected terrorists
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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;

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

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

® 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.

BUSINESS PROCESS TASK IN ADMIN CODES DATABASE
Confirm to client receipt of application Acknowledge receipt of new application — TSKO01
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 Update client file information — TSK139
details
Complete new business check list No suitable task in CCD
Send policy to client Issuing documents to client — TSK070
Set client servicing details No suitable task in CCD A

Some processes will not have
a corresponding task in CCD.
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System setup

-

Setup > Administration codes

Tasks Task categories

Trackers

Planning goals

iUpdating case progress by telephone

EEContact/
/

iUpdating client file infermatien and heldings schedule

iUpdating client file infermation and heldings schedule

iUpdating unit heldings [ebtaining details)

iUpdating unit heldings [recording information)

idpdating unit values

Click here to add a new task.

CAPITA System setup
FINANCIAL SOFTWARE
Setup - Setup > Administration codes > New task
4 Back
Admin Code
Task description (Complete new business check list  \
Main task category Client |
Sub task category iProcessing new business \ \
Diary days D days *
Standar
Select the Main task and
Sub task cat y th Manually type the task
u asK category irom e o
) sory description.
drop down lists.
Quit 3

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.
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BUSINESS PROCESS TASK IN ADMIN CODES DATABASE NUMBER OF
DAYS TO
COMPLETE

Confirm to client receipt of application Acknowledge receipt of new application — TSKO01 1

Enter details onto client file Entering new business in admin system — TSKO57 2

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

Update client holding with contract Update client file information — TSK139 9

details P

Complete new business check list Complete New Business Checklist — TSK166 11

Send policy to client Issuing documents to client — TSK070 12

Set client servicing details Record Client Servicing Details — TSK162 23

Days from start of tracker for task

to be completed.

CAPITA

FINANCIAL SOFTWARE

System setup

Setup w  Setup > Administration codes > New task

4 Back

Admin Code SK166

Main task category

Task description |Cc\mp|ete new business check list

Client

Sub task categor

Standard lette
Standard letter descri

Diary dags (11 dgys *

[Froc ing new business

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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Satup * | Setup > Administration codes = Task

il Rark

Task description Submit applimtion to provider

Main task category Client

Sub task category Procassirg new business

. i
e ——— ey

C standard lewer USULLE o= >
Standard T2 Tl e etion Leter

<k created in the system

Attach letter here.

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

CAPITA System setup
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Setup - Setup * Administration codes > Trackers

~
D Tasks Task categories Trackers ) Planning ggals
p——

Tracker

AWA)

description Letter ref Diary (dav=]

Manually type a name for the tracker

Add record

and click 5
first task.

to add the
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System setup

-

Tasks

Task categories

Setup > Administration cedes = Trackers

Task description

Trackers

Tracker *

Planning goals

Mew business - Basic

Letter ref

Diiary [

TSK165 Acknowledge New Application to Client

TSKO01 Acknowledge receipt of a new application
TSKO0Z2 Analysing adviser completion ratios
TSKOO03 Analysing adviser conversion rates
TSKOO04 Analysing adviser persistency

TSKO0S Analysing adviser profitability

TSKOO6& Analysing basis of business execution
TSKOO7 Analysing business closure

TSKOO8 Analysing business persistency
TSKO09 Analysing client profitability

TSKO10 Analysing costs of performing administration tasks

= CKer, tType the new n

]
]
m

]

T
1]
]
o1
[+

5
1]
[=]

2]
a1

aad a new tr

/\ :
/N

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

CAPITA

System setup
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- Setup > Administratien codes > Trackers

Tasks Task categories Planning goals

Trackers

Tracker ¥ fNew business - Basic

Task description

[acknowiedge receipt of 2 new application i I+ Maore

|Entering new business in admin system

| Message

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

To add a new task to the tracker click
to the right of the tracker name and select the next
+ Add

record

task. Click for each task required. he track
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»* | Setup > Administration codes > Trackers

Tasks Task categeries Trackers Planning goals

Tracker * iNew business - Basic i i +Addrecord

description

[tcknowledge receipt of a new application i Ik Mare
|Er|terir|g new business in admin system 2 Ik Maore
|Eu|:|rr|it application to provider U30004 2 Ik Maore
|Updating client file information and holdings schedule g Ik Maore
[Complete new business check list 11 Ik More
|Issuing documents to client and updating document log b Maore
[Set Client Servicing Details 12 Ik More

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.

CAPITA Holdings records

FINANCIAL SOFTWARE

Sylvia Hoyland = Zurich > Flaxible Whole of Life = 4776-325-DDS |_

Clients = Holdings = Tasks

hJ Tasks Task groups

B Recorded Due Actions

To add a tracker, go to the Task
Groups tab in the tasks area.
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Sylvia Hoyland = Zurich = Flexible Whaole of Life = 4776-325-DD5

Clients = Holdings = Tasks = Task groups

Holdings - Tasks Task groups

Select group |

Mew Business

New business - Basic

Select the tracker required
from the drop down of
available trackers.

CAPITA Holdings records

FINANCIAL SOFTWARE

Sylvia Hoyland = Zurich > Flexible Whole of Life > 4776-225-DDS |_

Clients > Holdings > Tasks > Task groups

Holdings ™ Tasks Task groups

Select group |New business - Basic

Correspondence Diary days

Acknowledge receipt of a new application 1 +
Entering new business in admin system 2 +
Submit application to provider Uz0004 2 +
Updating client file informatien and heldings schedule g +
Complete new business check list 11
Issuing documents to client and updating decument log +
Set Client Servicing Details iz

Create work group

work group
E I T N

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

Work Group

Quit

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

Cra

te work

- group
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Set Client Servicing Details 12 +

¥ Create work group

7 =1 Ju]

Mew business - Basic i11/os/ogs 11/08/08

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.

CAPITA Holdings records

FINANCIAL SOFTWARE

Sylvia Hoyland = Zurich > Flexible Whole of Life = 4776-325-DDS l_
Clients = Heldings = Tasks
Holdings ~ Tasks Task groups
B Recorded Due
|]_]_,."E|8_."2DDEI |1.2_."E|8_."2E|E|8 LAI:I-cnowiedge receipt of @ new application b X
|].]._-"EIB_-"2DDB |l.3_-"l:IE=_|"2l:IIZIB |Entering new business in admin system B M
[t1/08/2008 [12/08/2008 [Submit application to provider B X
|].].,."DS_."2DDEI |2l3_."l38_."2008 |Updating client file infarmation and holdings schedules B
[ti/08/2008 [22/08/2008 [Complete new business check list X M
Quit m Tasks cutstanding = Tasks dus 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.
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Clients = Holdings = Tasks = Diary

Holdings - Diary - Account Message

Task Group Processing new business Date

i/og/08 i

Task |Er|tering new business in admin system FZ Ems

Outstanding Notify client ]} Notify Introduce

ﬁ Related project |

/ \\Driorit',' Days / Override By whom
Reselect person to :

complete the task as First diary date :
B Mark task r r d Further actions dus 13/ Andrews, Sheila
= merk == fEQUIrEd. Further sctions complate
O, File nota Date of completion Jones, Jonathan Paul
Quit Document ||nl-} MeDonough, Clive

Smith, Anna Maria

The progress of trackers can be followed in 2 ways.

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

CAPITA Holdings records

FINANCIAL SOFTWARE

Sylvia Hoyland = Zurich > Flexible Whole of Life = 4775-325-DD5 |_

Clients > Holdings > Tasks > Task groups

Holdings Tasks Task groups

Select group |

Correspondence 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.

- =
Work Group Entries Last
Mew business - Basic 0 i1/os/o8 11/osfos
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2. The other way is from the diary section in the Admin module.

CAPITA Administration

FINANCIAL SOFTWARE

Admin. » \ Administration > Diary teday = Task groups > All outstanding

By individual Everyone By team For adviser Task groups
N ———
By user All sutstanding

Client Waorlke Group Entries ©Ofs Due First

ams Sylvia Hoyland Mew business - Basic 7 5 0 iifo8f08 11/08/08

Trackers outstanding can be viewed

“All outstanding” or “By user”.
\

& Print task group report

Quit

Adding a tracker to a work item rather than a task is performed in the same way although
the initial screens vary slightly.
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)Clir:nts = Work > Task group set-up /\

) N
QOutstanding All tasks Groups Tracker set-up \
J

Work b\>
O
oy alact tracker

reate grou

Emm—

Mew business - Basic i1/og/os 11/08/08

Quit

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.
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7. SEARCHING YOUR DATABASE

7.1. The Basic Search

@ quaysoftware

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 | E257¢ =9 | £rom the options at the top of the
screen. This will blank all the fields for you to select your search criteria.

ﬁ =] Add recard @Find record List recards |—__I My notes

clients * Clients

Contact Contact  *

Postal address

Scanned docs,

Goals

Crueruigw

unt

upload

13
[0 oo not mailshot

with partner

Client
Source

[0 Do not share client data

Client type

Title / Initial / Surnarme
Forenarne

Salutation
GQualification / Honours
narne

Ferzanal ernail addresz
work email address
Horme O

W ark ()
Mabile O
Current status

Intra., date / source
Introducer
Ermployer

Aduizer

Service manager

I et —_—
|
|
|
| ]
| =
| Fax horne l—
[ Fasx work l—
Comtact [
Method [
|
|k More
|+ More
|+ More
|k More

Quit

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.
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JJj Add record

lil_ﬂl

[=]
m

Find record _'_-". records |_ v n

Clients A Clients

Contact ¥ Postzl sddress Scanned docs. Goals Chrarvisw

Cliznt type Client Ref.

Title / Initial / Surname ||::c:unc|| |

Forename

Qualification / Honours

|
|
Salutation |
|
I

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

CAPITA Client records

FINANCIAL SOFTWARE

Client list  # Client name Birth date Postcode Type Adviser F/find o
—_———— 1 w w - - -
Pound, Mark Kzith 22/12/68 CM1Z 8¥H Individual Clive McDonough @ E on
Pound, Clare 02/04/70 CM12 8¥H Individual Clive McDoneugh ﬂ' [H on

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

& Create a printable client list

There are 3 options for the type

of list required: Will take you through to the
- Status Marketing section, with the clients
- Contact listed as the found set. (Marketing
- General wizard is covered later in this section).
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7.2. Using the Browse and find options

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

(2| FileMaker Pro - [Lo

Ctrl+5 Eind Mode Ctrl+F

BVE 35 CHCEr Add Bl
Meodify Last Find Ctrl+R

Holdings records
FINANCIAL 50 ave as PDF... g

Advanced L

ortgage = 36647588271-01 =

Clients » Holdings > Product

Product Allacation

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.

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

. . 3 1 Find record
you to conduct searches in many different places, and especially where the

button is not available.
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@Flnd record
No

C“EMSL is available.

@ quaysoftware

T

/

Allacation

Product |

Crverview @
Praduct

Contract holder | » Change
Contract reason / objective
Scheme

Product Provider

Dretails

Administration
Tasks
Commission
Submissien

o d

Personal / Occupational

Product basis

Product category

Product type

Product display name for reports*

Ik Motes

Is this plan a trustee investment?

Application dated
Application received
Effective date

Wil

Next contract review date

Quit rrrr * The Product display name appears on client and management reports and can be overaritten

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 > 366477266M .’ L.}

This will display a list of all the records that match the citeria with the option to switch
straight to a marketing campaign.
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Client records

Client list » Contract holder

pe

-

fective

4 m

Hoyland, S M

Clark, I B Clark, HP
Taylor, C &
Hapkins, P

Black, C

wWorth, B B Warth, P

Daily , ]

Skandia
Skandia
Skandia
Skandia
Skandia
Skandia

Skandia

Maxi ISA

with profit Bond
Investment portfolio
Maxi IS4

Unit Linked Band
Unit Linked Band

Unit Linked Bond

04/09/06
01/10/06
13/09/05
06/09/06
?

28/05/07

07/02/07

ODooOoOoom

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 Allocation

Application status |In force
Contract holder |H|:v',r|a|'u:|r S M I Change

Contract reason / objective [Investment of lump sum
Scheme
Product Provider [Skandia ,{E Ik Maore

Personal / Occupational |Per50na|

Product basis [Investment

Product category |Ir|di\.ridua| Savings Accounts
Product type |Ma>ci Ik Motes
Product display name for reports® laxi ISA
Is this plan a trustee investment? I—
Contract number [366477266M
Application dated [23/08/z008 [
Application received |23/08/z2006 -
Effective date [04/0%/2006 |&)|

Mext contract review date |01/05/2007 - Reason

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

These ‘arrows’ allow you to move
through the records selected click
onto the page to move to the next
record.

Wiew As;

CAPITA Shows the number of records
e ANCIAL SOFTWARE found that match the search
criteria. In this example, it has
found 4 records out of a total of

81 records.

Clients = Holdings = Product

Holdings FProduct Allocation

Shows the number of the
record currently being

Application status
Contract holder

Contract reason f objective
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7.2.1. Using the “Symbols” search

@ quaysoftware

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]

y File Edit Data Help

T 1 1 o
: &l 7 ,

Find Requests

..

MNew Request Delete Request

Perfarm Fing I);...Hiuﬂ\

Lavout: | Produck

Ll Wiew As: Matching records:

| omit (| Insert:|Operatars v

Gick on the arrow next to

Clients = Holdings = Product loperators' to open the

Holdings -

Product Allocation SymbOIS

I}

Contract holder

Ik Change

Contract reason f objective

Scharne

Provider

wf O Pk More @5

Personal f CQcocupational

Product basis

Product categary

Product

Ik Motes

Product display name for reparts*®
Iz this plan a trustee investment?

Application dated
Application received
Effective date

Mext contract review date Reason

* The Product display name appears on dient and rmanagerment reports and can be overwritten,
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match whole word {or match empbyw)
== match entire field

I find duplicate wvalues These characters \
< less than can be used by
| = lessthan or equal themselves orin
» greater than addition to any
= greater than or equal — other letters or
... Fange

— numbers to conduct
I today's dake /

7 invalid date or time

@ any one character

# any one digit

* zero or more characters
Y escape next character
"

match phrase {from word start)
" match phrase (from amywhere)

—  ~ relaxed search (lapanese 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:

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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™ FileMaker Pro - [Log]

§ File Edit Data Help

L
I
\_i_‘ —— E' Tatal e -

Find Requests New Request Delete Request | Perform Find Cancel Find

Lawout: | Product | View As| 5 Makching records: Insert:| Operators =

Clients > Haldings = Product

Holdings - Product Allocation
A
Contract holder | Ik Change
Contract reason / objective |
Scharme |
Provider [SKaN | O 1 mMore
Personal / Occupational [Personal
Product baziz |
Product category |
Product Ik Motes
Product display name for reports®
Iz thiz plan a trustes investrnent? SymbOI for ngeater
| | ”
Application dated [>01/01/199 [E] than” used to set
Application received dates after 1/1/1990
Effective date
Mext contract review date Reaszon |
* The Product display name appears on client and managerment reports and can be overwritten,

The information is then returned.
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™ FileMaker Pro - [Log]

Wy File Edit Data Help

1 @a ° 81 =
E:I 3 l‘.‘] Found {Uns : . ﬁ b E‘.:.
Recards Qg A lew Record Delete Record Find Sort

Layouk: | Produck = | Viewas:| =

) quaysoftware

]
]

5 holdings matching the

criteria set were found

CAPITA

FINANCIAL SOFTWARE

Sylvia Hoyland = Skandia = Maxi IS4 = 36647 7266M =

Clients > Holdings = Product

Holdings ~ Product Allocation

Add note

#pplication statuz [In force
Contract holder [Hoyland, 5 ™ Ik Change

Contract reaszon / objective [Inuestrnent of lurmp zum

Scheme |
Frovider [Skandia wf O 1 More

Fersonsl / Occupational [Personal

Product basis | Investrment

Product category |Inl:|il.lidua| Savings Accounts
Product |Maxi Ik Mates
Product display name for reports® | Maxi ISA

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.

62 The information contained in this document is the property of Capita Financial Software Ltd. The contents
of the document must not be reproduced or disclosed wholly or in part or used for purposes other than
that for which the document is supplied without the prior written permission of Capita Financial Software
Ltd. January 2011 V4



CA P I TA @ quaysoftware

FINANCIAL SOFTWARE

To start the search of a report, enter a CCD report, the report we will use on this example is
in the commission reports - Due not paid schedule for (Provider).

il FileMaker P;—- [Comm

Iy File Edit Data Help [=][=] ]
D -BRISY| IRl oo BES @ PSSR 6
=

Amounts due aReturn | & print | B preview | [ Extract
Schedule of commissions due but unpaid between 01/01/2000 and 11/08/2003

Contract / Effect. Due Amount
Contract holder Contract type Policy number Transaction Consultant date date due
cmGH Repayment morigage SsE7ETE2 11 iiRtal - hon_indesnay 180805 150506 4250
Hoyland, S M Unikt Linkad Bond D00SES43IE niktal - Non_indenniy Cine McDonough 0500005 0B006 £1,100.00
Pound, MK & Pound, C Decreasing Term with Critical liiness. riktal - ngdemniy Cine WcDonoughn 100905 100906 72600
Pound, MK Flexinie Wwnole of Lk T29100-ul NRL3I - NoemnRy Cine McDonougn 011008 011006 £390.00
Cheung, T Personal Penslon riktal - Indemniy Cine WcDonoughn 010306 250706 £24000
May, & Repayment morigage (Re-mongage) e Mark 150805 OSOS06 £150000
May, & Lt 0 bury Interest only iRtal - Pr ration fee Mark 150306 Q50306 £25000
May, & By to let Imerest onty. fee Mark 210805 050306 £25000
Tony Cheung Up ont Fee Clien &2 Client &2 CINe MEDOROUgR 110706 £595.00
Geoffrey May Morigage Fee Client e Client e Mark Andrew Brent 280708 £125000
‘Chnisiine Taylor Moninly senvice fee Client fee Client fee ‘Shella Andrews ATOB08 7500
‘Chnistine Taylor Mormnly sendce e Client o2 Client fee Snella Andrews aT02.06 7500
Hopking, P had I5A BIDETTE Renewal ‘Shella Andrews 050806 06M206 £010
HopKns. P Mad I5A SIEETIETE nRial - reguiar ‘$helia Andrews 050906 061206 &5
Dehwiar Patel Up fromt Fee Client e Client e Cine WcDonoughn 1002408 L8500
‘Chnisiine Taylor Moninly senvice fee Client fee Client fee ‘Shella Andrews ATH008 7500 -
‘Chnistine Taylor Mormnly sendce e Client o2 Client fee Snella Andrews 108 7500 =
‘Christine Taylor Moy senvice fee Client fee Client fee ‘Shella Andrews ATH206 7300
‘Gemma CIm Monmly senice ke ‘Client iee Chent e nnzoe £5000
‘Worth, B & Worln, P Unikt Linkad Bond SRETETEE riktal - Inceemniy Mark Andrew Brant 280507 280507 £1,50000
Clark, | & Clark, HP Unikt Linked Bond ‘Suspense ‘Shella Andrews Q11008 250806 £403.00
Dent GP ncome Protection Suspense Snella Andrews 011006 011006 £50300
‘Chnistine Taylor Morinly senvice fee Client e Client e $hella Andrews T 7500
‘Gemma CIm Monmly senice ke ‘Client iee Chent e oar £5000 I
Chrigtine Taylor Mormnly sandce fee Client Sz Client e Snella Andrews arazar 7500
‘Gemma CIt Moy senvice fee Client fee Client fee T £3000
‘Chnistine Taylor Mormnly sendce e Client o2 Client fee Snella Andrews amasar 7500
‘Gemma CIt Morinly senvice fee Client e Client e s £5000

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.

™ FileMaken Pro - [Commrec]

4 File Edit Data Help

T 1 o

Gy |

Find Fequests Mew Request Delete Request | Perform Find Cancel Find
Layaout: | REP_Cammiug '_| Yiew As:| 55 IMatching records:_&] Insert:| Operatars -

Al Return L Print El Preview .Extract

Amounts due
Schedule of commissions due but unpaid between 01/01/2002 and 231252008

Contract / Effect. Due frnourt
Contract huolder Contract type Palicy nurber Tranzaction Consultant date date dus
I [ A e = = A i ]
Report total £

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

Dw-¥@Y s~ E@9 @ H|

4l Return & print | B Preview | [M]Extract
Amounts due
of issions due but unpaid between 01/01/2000 and 11/08/2008
Contract / Effect. Due Amount
Contract holder Contract type Policy number  Transaction Consultant date  date due
: T T = i [ =34

[y File Edit Data Help

[-]=]x]
Dw-DRFEY| i e~ DS @ PSSR 6]
=
Amounts due 4 Return | & Print | B Preview Extrac: |
of issi due but unpaid between 01/01/2000 and 11/08/2008
Contract / Effect. Due Amount
e ‘Contract holder Contract type Policy number  Transaction Consultant date date due
I . & Repzyment mangage (Re-mangags) inRtal = Wk 150805 050805 £1500.00
A
Report total £1,600.00
—_—
Record
il
Found
Total:
52
Unsorted

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 1/1/2008 to
11/08/2008 for Skandia.
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Admin. Administration = Reports = Conmmissions
Commissions Campany Advizer Intraducer Region Eranch | Staternents ‘
Cammizsions Feas Fund based Aged debt reports

Schedules Analysis

Due not paid schedule by Provider

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

Schedule of amounts paid by Provider) by scheme
Marketing Schedule of amounts paid by business saurce

Schedule of amounts paid by service manager

PP DRDE

Schedule of clawbacks recarded within date range

’mm Dlp"DlJ"ZDDB- Prowider |SkaN Data source |Cormrmrec
Report to 11;"081"2008- Service manager Buziness source
-

\ Advizer Branch

leMaker Pro - [Commrec]

[y File Edit Dats Help

Amounts due | 4l Return & Print El Preview | m E>ctrac|:|

Schedule of commissions dus but unpsaid betwsen 01/01/2008 and 11/08/2008 from Skandis

Contract / Effect. Due Emount
Contract holder Contract type Folicy number  Transaction Consultant date date due
Waren, B & Worm, P Uil Linik=d Somdl SIETETES Fenewal hiark Andrew Sremt 2B0507 2305N0S 2500
Hiopkine, P Wzl ISA SIBETIETE nklal - Reguiar Snella Andrews DEM0905 050503 25000
Report total £ 500.00

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

- 9

™y File Edit Data Help
ID@-PRIFEY|iR|v | B8 |H PSSR

Click into Data and then find and then Modify last find.
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&\ FileMaker Pro - [Commrec]

all File Edit gs=i=l Help

Amounts [ Sort Records... Ctrl+5 Find Mode Ctrl+F rint | B Preview Extract |

Schedule o &

D Save as Excel... Add New Request
Centract hel @ Save as POF... Modify Last Eind Crl+R Transaction Censultant E:f::t. 5:1: -‘\MD;J‘;
e | Advances T = Gaw mes e
Report total £ 500.00

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

&\ FileMaker Pro - [Commrec]

il File Edit Data Help

Amounts due 4l Return & Print B Praview Exl:racl:

Schedule of commissions dues but unpaid between 01/01/2008 and 11/08/2008 from Skandia

Contract / Effect. Due Amount

Contract holder Contract type Policy number Transaction Consultant date date due
- j ] |

Report total £

By pressing enter on the keyboard the report will now apply your new criteria to the report,
retaining the original report details.

# FileMaker Pro - [Commrec]

o File Edit Data Help

Amounts due 4l Return & Print B preview Extract

Schedule of commissions due but unpaid betwsen 01/01/2008 and 11/08/2008 from Skandia

Contract / Effect. Due Amount
Contract holder Contract type Folicy number  Transaction Consultant date date due
Worin, 5 & Worln, P Lt Linked Gond sIDETETEE Renewal Wiark Andrew Brent 230307 250308 25000
Report total £ 250.00

As you can see from the example the report is still for Skandia between the date ranges
selected however it now only displays any 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.
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Administration = Marketing = Wizards

I want to set up a marketing carnpaign baszed on...

Ik Clients of who have plans due far review between 01/01/08 and 11/08/05

Ik All plans due to mature or expire between 0101708 and 11708708

Ik Al clients due for their next periodic review between 01701408 and 11/08/03

Ik All plans taken out between 01/01/0% and 11/058/08

Ik Al rmortgages under which the rate guarantee expires between 01701702 and 11708508

Marketing «

Ik Al clients of who have no review date booked

Ik Al plan holders currently aged between and

Ik Clients aged between and who do not have a plan

b All clients who have conttibuted over a certain amount to their pension in a given tax yvear
Ik all clients who have unused ISA allowance for current tax yvear

I want to create rmy own found set

Ik Search dient recards...

Ik Search holding recards...

Repart from EI1.-"EI1.-’2IZIIZI8- Product basis Age from...
Report to [11/08/z00:[F) Provider |SkAN .. age to
Adviser ref Introducer Brarch

Quit
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 01/01/2006 and
11/08/2008.
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CAPITA Administration

FINANCIAL SOFTWARE

Administration = Marketing = Wizards

I want to set up a marketing carnpaign baszed on...

Ik Clients of who have plans due far review between 01/01/08 and 11/08/05

Ik All plans due to mature or expire between 0101708 and 11708708

All clients due for their next periodic review between 01701708 and 11/08/03

All plans taken out between 01/01/0% and 11/08/08

All mortgages under which the rate guarantee expires between 01701702 and 11708708

Marketing «

All clients of who have no review date booked

All plan holders currently aged between and

Ik Clients aged between and who do not have a plan

b All clients who have conttibuted over a certain amount to their pension in a given tax yvear
Ik all clients who have unused ISA allowance for current tax yvear

I want to create rmy own found set

Ik Search client racords...

Ik Search holding recards...

Repart from EI1.-"EI1.-’2IZIIZI8- Product basis Age from...
Report to [11/08/z00:[F) Provider |SkAN .. age to
Adviser ref Introducer Brarch

Quit

The information is returned in the list format with additional options at the bottom of the
page.
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™ FileMaker Pro - [Clients]
y File Edit Data Help

1 @ o 1132
JEL“ I ‘r Found {Unsorted) - a

Records Show All | Mew Record Delete Record

=]

Layouk: | ListVerify = | Viewas: =

Marketing campaign wizard Cancel wizard
Canfirm Campaign
Found =set set-up
Cliant reviaws batween 01/01,/2006 and 117082008
Marne Aduiser Intraducer Intra, date Fifind All
- - - -
Gernrma Clift Sheila Andrews Mo introducer oL1/07/ 06 @ = omit
Sylvia Hoyland Clive McDonough Mo introducer 17/08/06 @ [E omit
Gary Dent Sheila Andrews Mo introducer 207 06 @ = omit
Mark Pound Clive McCanough Hoower and Dante Accountants 01708706 @ [ @mit
Clare Pound Clive McCanough Hoower and Dante Accountants 01708706 @ B omit
Chriztine Taylor Sheila Andrews Hoower and Dante Accountants 0702706 |ﬂ| = ot
Sarmantha Carter Clive McCanough o4/09/06 B omit
Walter Thormpson Clive McDonough 04/09/06 E cmit
Halina Brejcnkao Clive McCanough o4/09/06 B omit
Clive Peters Clive McDonough 04/09/06 E cmit
Jahn Draily Mark Andrew Brent Mo introducer 1&/05/07 B omit

—

Omit = Do not mail f decedzed dient [ Auto omit

D Wiew recards as a data table

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.

B 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.
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1. Confirm the found set has been completed. (as above)

Marketing ca = Cancel wizard
Confirm Carnpaign Set standard Mearge
Found set set-up text data
jgnt reviews between 01/01/2006 and 11/02/200%

Marme Aduizer e Irtra. date  Fffind all
- w - -
Gernrma Clift Sheila Andrews Mo introducer 01/07 06 @ = omir
Syleia Hovland Clive McDonough Mo introducer 17/08/06 @ E omit
Gary Dent Sheila Andrews Mo introducer 2af07 06 @ [=] it

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.

¥
1173z
] @ = :
‘ § i ‘ Found (Unsarted) g £l - %.=
Records Show All | Mew Record Delete Record Find Sort
La\,-'out:[List'u'eriF\,.r '] View As:| == = B

Cancel wizard

Clare Pound Clive McDana

grord, or the entire FOUMD SET?
Christine Tavlor Sheila Andrew

Sarmantha Carter Clive McCana

Confirm Carnpaign Set standard Merge
Found zet zet-up teut data
Client reviews between 01/01 0s/2008

Marmea Aduiser Intraducer Intra, date Fifind all
- - - w
Gernma Clift Sheila Andrews Mo introducer o107/ 06 @ B omit
Suluia Hoyland Clive McDanough Mo introducer 17708706 @ Elomit
Gary Dent Sheila Andrew . S omit
Mark Pound Clive McDono MESSﬂgE Elomit

#0u wish to create a marketing campaign For the CURRENT

EH omit
| it

(—] Crnit

Clive McDana

wialter Tharmpson

Cancel ][Foundset] [ Current l

Elomit

Halina Brejcnko Clive McDonough

Clive Peters

04/09/06

Clive McDanough

Jahn Daily Mark Andrew Brent Mo introducer 1&6/05/07

The following screen will now appear:

: EHomit
{ Homit
i BHlomi
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Marketing campaign wizard Cancel wizard

Canfirm Carmpaign Set standard
Found set zet-up text

Haow is this Mailshot to be

followed-up? Initial action

Established |03/03/2011
Action by date
Diary For the attention of [MWO DATE

What cornmunication type

S i Cormmunication methad

date [03/03/2011
COur reference

Private

Message

Financial prormotion cald Marketing records set-up:

Please complete red highlighted fields before continuing.

*Carmmpaigns are set up under Compliance = Financial prormotions, Compliance plug-in required

Marketing campaign wizard Cancel wizard

Set standard

Canfirm Campaign
Found set set-up text

How iz this Mailzhot to be

followed-up? Initial action |Annual review

Established [03/03/z011
Action by date
Diary For the attention of |MO DATE

What cormmunication type

e b e Comriunication method | Letter

Letter date |[03/03/2011
Our referance [ CMDSas
Private [Strictly Confidential
Anna Maria Smith

Fimancial prarmotion Select campaign code® |

Tuwpe of carmpaign

Type of prorotion

Crescription

Purpose

*¥Carmpaigns are set up under Cormpliance = Financial promeotions, Cormpliance 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.
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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.

Marketing campaign wizard

Confirm Campaign Set standard Merge
Found set set-up taxt data

- 5 © | = add data items
" | )ge - Client

Your annual review Address il
We have noticed from our records that you have not requested your Cliant forename i
annual review far at least 2 years, client occupation [l
It is important to regularly review vour finances to ensure that products Client surname A
that vou have are providing you with what you need now, his f har i

h h Al
I will be calling you within the next 2 weeks to arrange an appointment so ?"l’S = ||
that we can carry out a financial review, hirn / her 1l
Mest meeting date il

Mext meeting time il

If vou have any questions, please do not hesitate to contact me; I'll be
happy to help.

Yours sincerely Mest review date il
Consultant il
Client date of birth Hil[-

<=Client_Adviser=>
ient_Advizer 1 Mext page b

Al Return to Campaign set-up 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.
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Marketing campaign wizard

Canfirm
Found set

Set standard
text

Carmpaign
zet-up

Haow is this Mailshot to be

Cancel wizard

Merge
data

Annual review

0303/ 2011

Initial action
Esztablizhed
Action by date

followed-up?

Diary For the attention of [MWO DATE
What BRI IESHEm EEE Cormmmunication method | Letter
iz to be uzed?
Letter date [03/03/2011
Our referance | CMDfas

Private

Strictly Confidential

Message

Financial promotion

-
*Carmmpaigns are set up under Compliance = Financial prormotions,

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

them.

Marketing campaign wizard

Confirm
Found set

Set standard
text

Campaign
set-up

Congratulations, the marketing campaign iz now complete,

preview options ar batch Print all 11 Letters dated 02/032/2011

Ik View Letter dated 032 March 2011 for Germma Clift

= Batch Print all 11 Letters dated 03/03/2011

[#] Batch Export all 11 Letters dated 03/03/2011 to MS

Tao view the rarketing record relating to Semrma Clift select the 'Opan ¢
rmarketing log entry’ button below,

4l Open corresponding marketing log entry

Exit wizard

Merge
data

You can view Letter dated 03/032/2011 for Germma Clitt and manually zelect print /

otrezponding
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= Batch Print all 11 Letters dated 03/03/2011 . :
- will ask you to confirm that these letters

should be batch printed.

oF

A

Batch print documents

Pleaze wait...

Message

Batch prink this letker?

You will then be asked to select your printer.

Print
Print: |F'.EEDrdS being browsed - |
Printer
Mame: |PDFCreator - | | Properties...
Status: Ready
Type: PDFCreator
Where: FDFCreator:
Comment: eDoc Printer Print to file
Print range Copies
@ all Mumber of copies: 1 =
Pages from: 1 to: 1
2.3 2.3 Collate
1; 1;
Mumber pages from: 1
COLE
Update all Links before printing
Cancel
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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.

It is also possible to view each letter by using

Ik i Letter dated 03 M h 2011 for G Clift .
S mEEe A = o e . 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 E tt all 11 Letk dated 03/03/2011 to MS Word .
(8] eatch Export 2 AT EEE] Beoel - “"" . 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.
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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.

CAPITA Client records

FINANCIAL SOFTWARE

Clients hd Clients = Marketing = Mailshots
e ———
Marketing 1@ Meetings Uzer defined

Cutstanding Al

<3 D4 Add record

Germma Clift EL |_

Ackion by Action FAS  Jaoint?®

Annual review ams 1043711 Anna Maria i

Do not rmailshot client [

Do not share client data [

Quit * Icon denotes whether the mailshot iz dizplayed within the client andfor partner records, 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.
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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.

CAPITA

FINANCIAL SOFTWARE

quaysoftware

Administration

Adminiztration = Marketing > Wizards

Marketing -

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

Ik All clients of who have no review date boaoked

Ik All Retirernent plan holders currently aged betwean and

154 allowance for current tax year

I want to create my own found set

Ik Search client records...

Ik Search holding records...

Report fraom Dl.-"EIl.-"ZEIEIE-- Product basis |Retirernent
Report ta [11/08/2002[E| Provider
Advizar ref

Ik Clients of who have plans due for review between 01/01/06 and 11/08/08

Ik All plans due to mature or expire between 0L/01/06 and 11/08/08

Ik All clients due for their next periodic review between 01/01/06 and 11/05/03

Ik All Retirernent plans taken out between 01701706 and 11/08/08

Ik all martgages under which the rate quarantee expires between 01701706 and 11708708

Ik Clients aged between and who do not have a Retirernent plan

Age from..,
. age to

Quit

The example below shows the screen to Search holding records.
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Marketing campaign wizard Cancel wizard
Confirm Campaign ndard
Found set set-up
All records listed as no search criteria specified
Contract holder Adviser Prowvider Product type Effective i All
;13?' L= mﬂﬂ “Omcn & Petercorougn :IIJY TO 12T LNTterast ony E‘hl’ S LU H =1 =t
May, G and Farley. RC MAB Morthern Rock plc Buy to let Interest only 13/11/2003 é =l ©mit
May, G MAB Ipswich Building Society Buy to let Interest only 0=/06/2003 : =l omit
May, G MAB Morwich Union Life Increasing Term Assurance 02/02/2004 i =l omit
May, G B Farley, R C MAB Mationwide Building Society Repayment mortgage 13/06/200% é =] omit
Farley, R C MAB Zurich Lawval Term Assurance 01/05/2004 : = omit
May, G B Farley, R C MAEB Morwich B Peterborough Buy to let Interest only 13/03/2005 § = omit
May, G B Farley, R C MAB Kensington Mortgage Buy to let Interest only 19/10/2005 i =l omit
May, G MAB Kensington Mortgage Buy to let Interest only 06.12.2002 E =] omit
May, G MAB Morthern Rock plc Repayment mortgage 15/08/20068 E = omit
May, G MAB Morwich B Peterborough Lok o b Lok, £ L 15/08/Z2006 i = omit
May, MAB Platform Home Lo ClICk here to create your fos/2o006 i [ Omit
SAN Skandia Jso9/zo0s @ [ omit
g SAN Lloyds TSE Bank own found Set' S O 2004 : = omit
. .. i/06/1993 | E] omit
The screen returned is similar to e
=h Equitable Personal Pensio 13/07f1993 : =l omit
when a pre set wizard is selected. Private Madical Ins 18/08/2002 ] Omic
ich Plc Repayment mortgage 2.02.2004 E = omit
Tavylor, C A SAN Scottish Equitable Self Invested Personal oS/Z006 i = omit
Patel, D CMD Morwich Union Life Decreasing Term Assurance 01 S 2000 i =l omit
Patel, O MDD Select Pensions Limited Personal Pension e ey : bl it

B2 Switch campaign to corresponding clients [=] omit all deceased f do not mail records @ew records as a data@

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

selection.

. Create a new found set
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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4 File Edit Dats

eMaker Pro

gl
Help

@ quaysoftware

__1 a1
\_ﬂ (—— OTuta\(UnsUrtEd)

Records

=
Y =
Re

Mew Record Delete Record | Find Sort

Layout: View Ast = ==
. Marketing campaign wizard For sort and column width aptions,
- - B} rReturn to Client Care Desktop systarm view 'i?ht cliels em i cslmn dheagen
wish to sart or amend
) = gy thi= records shown
[Z] create = new found s=t >
_ Status Policy holder Surname Clientage Consultantref Product provider ProductBasis productcategory Paolicy type Policy maturi...
®|in force Clif, 6 H clift 31 A ME Morwich Union Life Protection Group Income Group Permanent 01/04/2044
Inforce Clif, 5 H Clift 31 A MB Hationwide Building Sawings Individual Savings Maxi
Completed Clife, & H Clife a1 AME Nationwide Building  [Martgage Repayment mortgage  |Mortgage 20/07/2031
Inforce Clift, G H Clife 21 AME Morwich Union Life Protection Term Assurance Decreasing Term with
In force Hoyland, S M Hoyland &1 C MO Scottish Equitable Retirernent Personal Pension Unit Linked 16/11/2009
In force Hoyland, 5 M Hoyland &1 'C MO Zurich Protection thole of Life Flexible WoOL
Paid up Hoyland, 5 M Hoyland A1 C MO ARA Retirement Section 32 Conventional with profigié/11/200%
In force Hoyland, S M Hoyland &1 C ML Canada Life Retirermnent Personal Pension Conventional with profitlef11/2009
Matured Hoyland, ™M Hoyland &1 CMC Barclays Life Savings Personal Equity Plan [Single compan
In force Hoyland, 5 M Hoyland &1 CHMD Skandia Inuestment Individual Savings I ani
In force Hoyland, 5 M Hoyland A1 C MO Threadneedle Investment Investment Bond Unit Linked
Inforce Dent, G P Drent 37 SAMN Morwich Union Life Protection Term Assurance Convertible 01/06/2027
In force Dent, G P Cent 37 SN Zurich Retirernent Personal Pension Unit Linked
In force Dent, G P Cent 3T SR Threadneedle Investment Individual Savings M aui
In force Dent, G P Dent 3T SaAN Prudential Protaction Whole of Life Flexible WoOL
Inforce Dent, G P Dent 37 SAN Haorwich Union Life Protection Income Protection Permanent Health 16/06/2038
Completed Pound, MK & Pound, € [Pound 42 CMD Abbey Mational Martgage Repayment mortgage  |Mortgage 26/07/2029
Paid up Pound, MK Pound 42 Allied Cunbar Retirernent Group Contracted In Conventional With 23f12/2028
Paid up Pound, C Pound 40 C MO Lloyds TSE Bank Inuvestment Individuzl Savings Mini Cazh
In force Pound, MK Pound 4z 'C MO AXA Sun Life Protection Income Protection Key Person Income 2312/2028
Inforce Pound, MK & Pound, € [Pound 47 C MO Friends Provident Protection Term Assurance Cecreasing Term with |10/09/2026
In force Pound, MK Pound 42 C ML Prudential Protection wWhole of Life Flesible WoL
In force Clark, HP 2 Clark, T Clark o SN Threadneedle Investment Investment Bond Unit Linked
In force Clark, HP & Clark, T Clark TO SaAM Prudential Protaction tWhole of Life Maon-Profit WOL
p - . . .
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 nurnber Policy Jaint Introducer Walue bid | Waluation_D.. | Current cont..| :policy frequency level indaxed

|+2000

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

4 File  Edit

Data Help

15/ 81 =
\_%E‘] J|;| G Found {Unsorted) ) ? a = =

Records

gl

Show All | New Record Delete Record | Find

Layout: Wiew Asi =S m=
hiarketing cal pwizard For sort and column width oprions,
vight click on the column that you
Return to Client Care Desktop systern view Tl G0 7 Concnrd
Create 3 Tpre T racords shown
[7] create a new found set

|| Status Policy holder Surname Clientage Consultantref Product provider ProductBasis productcategory Policy type Policy maturi...
»|In force Clife, G H Clife 31 AME Mationwide Building  |Sawings Individual Savings Maxi

In force Hoyland, 5 M Hoyland 51 MO Skandia Investment Individual Savings Maxi

In force Hoyland, § M Hoyland 51 MO Threadneedle Investment Investment Bond Unit Linked

In force Dent, G P Dent 37 AN Threadneedle Investment Individual Savings Mani

In force Clark, HP 8 Clark, I |Clark 70 B Threadneedle Investment Inuestment Bond Unir Linked

Tn force Clark, 1 Clark 53 SAM Prudential Retirement Annuit Compulsory Purchase

Tn force Clark, 1& Clark, HP__|Clark 53 SAN Skandia Investment Inuestment Bond Conventional with profiy

In force Taylor, C A Taylor 51 EE Skandia Investment Investment Trust Fund of Funds

In force Taylor, C A Taylor 51 EE] Lloyds TSB Bank Savings Individual Savings Mani

In force Taylor, € A Tayler 51 AN Scottish Equitable Retirermnent Self Invested Personal |Full 12/04/2024

In force Patzl, D Patel 52 Mo Prudential Retirernent Persanal Pension Unir Linked

Tn force Hapkins, P Hopkins 46 SAM Abbey National Other Building Societ Deposit account

In force Worth, B & Warth, P Worth s0 MAE Skandia Investment Investment Bond Unit Linked

In force Daily, J Dail 2010 Mae Skandia Investment Investment Bond Unit Linked

In force Pound, M K Pound 42 MO Morwich Union Life Investment Investment Bond Unit Linked

Click onto the

D Return to Client Care Desktop system view
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"y Fle Edt Data Help
[1 i 15/81 : @
i 3 Found (Unsorted) d &8 &t
Records Show All | New Record Delete Record Sort
Layout: | Marketing v| Viewds: = = @
Marketing campaign wizard Cancel wizard [
Confirm Campaign
Found set sat-up

Contract holder

-

Clift, G H

Hoyland, § M
Hoyland, 5 M

Dent, G P

Clark, HP & Clark, I
Clark, I

Clark, I & Clark, H P
Taylor, C A

Taylor, © A

Taylor, © A

Patal, D

Hopkinz, P

Worth, B & Worth, P
Coaily , 1

Pound, M K

Adviser

-

AMBE
CMD
cMD
SAN
SAN
SAN
SAN
SAN
SAN
SAN
cMD
SAN
AR
MAR

CcMD

Provider

w

Hationwide Building Sociaty
Skandia

Thraadneedla Investrmants
Threadneedle Investrnents
Thraadneedla Investrnants
Prudential

Skandia

Skandia

Lloyds TSE Bank

Scottizh Equitable
Prudantial

Abbey National

Skandia

Skandia

Horwich Union Lifae

Produck type

-

Maxi ISA

Maxi ISA

Unit Linkad Bond

Maxi ISA

Unit Linkad Bond
Compulzory Purchase
With profit Bond
Investrmant portfalio
Maxi ISA

Self Invested Perzonal

Parsonal Pension

Building Society Account

Unit Linked Bond
Unit Linked Bond

Unit Linked Bond

Effactive P al

01/05/2004 : [ Omit
04/05/2006 : [ Omit
06/09/2006 : [ Omit
06/04/200%5 : [ Omit
07/10/2004 : [ Omit
121272002 @ [ Omit
01102006 : [ Omit
1370972005 i [ Omit
06/04/2004 : [ Omit
04/05/2006 : [ Omit
01102006 : & Omit
01/02/1586 : [ Omit
28f05/2007 : (& Omit
07/02/2007 i [E Omit
01021990 : [ Omit

Continuing the campaign from this point onwards is exactly the same as previously
described in this guide.
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Within the Clients Servicing screens there are a number of fields that can be completed in
order to record next review and valuation dates.

CAPITA

FINANCIAL SOFTWARE

Client records

Gemma Clift E |—

clients 72
ket

Clients = Servicing

Servicing *

Client servicing

150

Servicing notes

Waluations Feuviews Historic
A
Client servicing proposition | Gold
Current client status Current

Aduizer
Service mmanager
Iz thiz a fee paving client?

Cate from which feesz are charged

Date of next client valuation
Provide valuationz every
Date of next client review

Faviaw auvary

Sheila Andrews

|
Mo
- B Switch to Client fees

- Fallowing
l_ months
01/03/2007 Month [2/2007
IS_ rmonths Fallawing lm

Ik Add histaric review

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 * ) Setup = Technical configuration = Advanced = Review
Applications Passzwords Commissions Advanced D) Regional

Massage Hub Web Services Maintenance Electronic Drata

Enter the default client valuation and review periods for each of your cli

<—__\ servicing propositions

1

Chose the Client \
Servicing Proposition

ClienpLervicing propasition  Prowide valuations every

from the drop down

Platinurn rmonths

and enter months
into the ‘Provider
Valuations’ and

‘Review every’. J

\\ /

Quit

Setup * Technical configuration = Adwvanced = Review

Applications Passwords Cammissions Advanced Regional

Message Hub Web Services Maintenance Electronic Data Servicing

Emtar the default client valuation and review periads for each of vour client
servicing propositions

Client servicing proposition Provide valuations ewvery Feview aueary

Platinurn 1i months & months

Platinurn
Gold
Silver
Bronze
Edit...
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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.

CAPITA
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Client records

Cyrthia Black | 55 |—
Clients *  Clients = Servicing
Servicing - “aluations Reuviews Histaric
Add note
Client zervicing pro@oasition |P|atinum )}
Current client s£3
Advizer | Sheila Andrews
Service manager |
Is this a fee paying client?
Date frorm which fees are charged - Bl Switch to Client feas
Date of next client valuation Following | 300170001
Client servicing Provide valuations every ﬁ rnonths
2 Date of next dient review [ Manth |7
12 Feview every months Following |7
Ik Add histaric review
Servicing notes
Quit

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

Client servicing

12

Date of next client valuation

|1 rmanths

0L/09/2011

|E~ rmanths

Ik Add histaric review

Provide valuations every

Date of next client review

Feview aueary

[01/04/z011 [E] Fellowing [0i/05/2011

Fallowing |0i/03/2012

Month |9¢2011

iz reviewad she would like a detailed valuation,

Servicing notes

02/02/2011 ams - Client wants a surmrmary valuation zent each rmonth, When she

Additional notes for servicing this client can be added.
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11.1. Holding Reviews

CAPITA Client records

FINANCIAL SOFTWARE

< Clients - ) Clients » Servicing = Reviews /\
o . . N .
Servicing “aluations Reviews - } Historic
Add note

Sylvia Hoyland Q |—

‘Flr-.:.-.ni.:l.gr- Contract type Renewal Leas

: > ARG Section 32 Buyaut plan Paid up | |
< Barclays Life Perzanal Equity Plan Matured 01705411 | |
Canada Lifa Parsonal Pension Inforce | |
Scottish Equitable Parsonal Pension Infarce | |
Skandia Maxi ISA Inforce 04409711 | |

Threadneedle Unit Linked Bond In force 06/09/11 [01/06/11 [Withdrawal
Zurich Flezible Whole of Life Inforce 01/03/12 | |

— |

b Set all Mext review dates to Mext renewal date shown
Ik Set all Review dates to Wednesday 01 February 2012

L
—~—— —
T ot 2 ol T N o= cUb assats

L0 Create a contrack review schedule

Quit

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 Mext review dates to Mext renewal date shown

- 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 _ 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:

L Create a contrack review schedule
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Schedule of contract rewview dates. Prepared for Swis

@ quaysoftware

4l Return & print | Bl Preview

Servicing Notes

Frocict Provcer THE Fetew OoE  Poicy Holckr o Feh VAT Ry e ot AN Sep OoeNay Dec
EEES Secchon 32 Buyow alan ayazzall - Syhia
Bave s LI Perzanal Equicy Plan Syl
Cansds Lk Peraonal Panslan ALas2aLll Sykie
Scock n Bqukcank: Peraonal Pamslon ALIHILL Syhia
Suandla Ml 150 Qi syl
Trezsdnazdie | mascriens unk Linksd Bond aALoer2all Syl
Zurkn Fhax[obe Wnoke of LFe ALAZALE Syl

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.
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FINANCIAL SOFTWARE

g—
< Admin. - _) adminiztration = Client reviews
‘ Clients ) Renewalz Maturities Waluations

Review month 4| 3 F  Year 4|2011 »

& Client Introducer Adviser Feview date
<D Mark Pound Hoower and Dante Clive McDonough 03/02/2011 wl B
Clare Pound Haower and Drante Clive McDonaugh 02/02/2011 W B
Tony Cheung Hoower and Dante Clive McDwonough 02/02/2011 W B
Scott Millar Clive McDwonough 02/02/2011 W B
Paul Hopkins Hoower and Dante Sheila Andrews 03/03/2011 W B

Allows review dates to be
moved to the next due

b Roll forward the review dates for the above cients

Quit & Print client review list . . Wl Roll forward this review date
Print a list for

the month.

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.

If the button is used to roll forward all dates, the following appears:
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FINANCIAL SOFTWARE

Adrmiin. ¥  Administration > Client reviews

Clients * Renewals Maturities Valuations

Review maonth 4| 3 F  Year 4|2011 F

& Client Intraducer

Mark Pound Hoowver and Dante Clive McDonough 02/02/2011 w B
Clare Pound Hoowver and Dante Clive McDonough 02/02/2011 w B
Tany Cheung Hoowver and Dante Clive McDonough 05/05/2011 wl B

Scott Millar @

Messapge
FPaul Hapkins Hoowver and Dante 5 B

Roll forward the client review dates to a fized date or to the next
scheduled date?

Fized date:

— Cancel ] [ Scheduled ] [ Fixed ]
< Ik Roll forward the review dates for the above clisnts

[ —— |
Quit & Print dient review list W Foll forward thiz 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.

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

FINANCIAL SOFTWARE

Admin. - Adminizstration > Client reviews
Clients = Renawals IMaturities Valuations
Review month 4 3 F  Year 4|2011 »
Client Introducer Advizer Review date
Mark Pound Hoowver and Dante Clive McDonaugh CIS.-"EIS.-"ZEII
Clare Pound Hoover and Dante Clive McDonaugh 030372011 W ER
a g Clive McD h 03/03/2011 Wl
Confirmation 150 WS Y03/ =
Clive McDonough 03/03/2011 Wi B
Do wou wank to roll Mr Pound's nesxt review fonward to Sheila Andrews 03/03/2011 Wl B
03i09/20117
Cancel ] [ e
Ir Roll forward the review dates for the above clients
Quit & Print client review list Wl Foll forward this review date

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

CAPITA Administration

FINANCIAL SOFTWARE

Admin. - Administration = Client reviews
Clients - Renewals Maturities Waluations
L ——
Feview month 4| 2 ¢ Year 4| 2011 »
a‘ Client Introducer Advizer Review date
Cynthia Black Mo introducer Sheila Andrews 01/09/2011 Wl B
Mark Pound Hoower and Dante Clive McDonough 03/09/2011 W EE
Clare Pound Hoower and Dante Clive McCuanaugh 03/09/2011 W B

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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FINANCIAL SOFTWARE

Jdohn Draily E‘o |_

Clients w* Clients » Servicing
————
Servicing Valuations Eeviews @9'
O 0s/03/2011 Anna Maria Smith Manually rolled farward by Anna
Client reviaws Ranawals Valuations

Quit

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

Clients = Servicing

Servicing Valuations Reviaws Hiztoric =
Review date | 02/03/2011 Aduiserlﬁmna Maria Srith
F'rnl.liderl
Polic
Cutcorme )
Motes [ Manually ralled forward by Anna Maria Srith on
08032011
4l R.eturn
Client reviaws Renawals “aluations
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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:

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

CAPITA Client records

FINANCIAL SOFTWARE

Swlvia Hoyland EL |_

Clients *  Clients = Servicing = Reviews
Servicing Waluations Reaviews - Hiztaric
Add note
y Fro vider Contract type Renewal Raview Reaszon
AR Section 32 Buyout plan Paid up | |
Barclays Life Personal Equity Plan Matured 01/05/11 | |
Canada Life Perzanal Pensian In force | |
Scottish Equitable Perzanal Pensian Inforce | |
Skandia Mani ISA Inforce 04/09/11 | |
Threadneedle Unit Linked Bond In force 06/09/11 [01/06/11 [Withdrawal
Zurich Flexible Whole of Life In force n1/0z/12 | |

Ik Set all Mext review dates to Mext renewal date shown

L8 Create a contrack review schedule Ik Set all Review dates to Wednesday 01 February 2012

Quit il grey recards shown abave are sub aszets

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, or the * feoll forvard the reneval dates for the above contract: - which
will roll forward the dates for all the holdings. (For more information refer to section
11.2.1).
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CAPITA Administration
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FINANCIAL SOFTWARE

Admin. - administration = Client reviews > Renewals
Clients Renewalz * Maturities Waluations
Ferewal marnth 4| 5 ¢ Year 4[2011 »
Contracts Schames Cantract type |
%y Contract holder Frovider and Contract type Fernewal date
Hoyland, S M Canada Life Personal Pension In force 01/05/11
Hopkins, P Skandia Mazi ISA In force 01/05/11 B
Hopkins, P Abbey Mational Building Society Account In force 01/05/11 w3

I+ Roll forward the renewal dates for the above contracts -

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

Sylvia Hovland Q |_

—
Servicing Valuations > Reviews Histaric
=
: Selected SE'ED
[ ——

! Provider

Add note

Clients 2 ¥  Clients = Servicing = Waluations

Contract type

A Section 32 Buyout plan Paid up 78,025,

Barclays Life Personal Equity Plan Matured 20,833,

Canada Life Personal Penzion In force 43,590,

Scottish Equitable Perzonal Pension In force

Skandia Maxi ISA In farce

Threadneedle Unit Linkad Bond In force

4 valuation of the client's contracts Ik Set all next valuation dates to 037032011

Quit

Now need to record the next valuation date.

This button can be used * 5=t all next valuation dates to 03/03/2011 t9 set all valuation dates to
the date specified within the ‘Servicing’ tab.
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Clients » Servicing > Waluations

Servicing | Valustions = Reviews Hiztaric

Add note

Selected | Salact

Waluation Next

Eai rgo0zso0

atured zo,833.60)
force az@9000[
force ezzoto0

Provider Contract type Status

Do you wish ko set the next valuation date for all records listed to

03f03z0117
force 96.72
force 33B.24
o ] I &5 ]
8 valuation of the cient’'s contracts * Set all next valuation dates to 03/03/2011

Select ‘Yes’ to this pop up message box.

Clients > Servicing = Waluations

Servicing “aluations = Reviews Historic
Add note

Selected Select

Pravider Contract type Valuation Mext
A A Section 32 Buyout plan Paid up 78,025.00 |03/03/11
Barclays Life Parsonal Equity Plan Matured 20,833.60 (03703711
Canada Life Parsonal Pension In force 43,890,00 [03/03/11
Scottish Equitable Parsonal Pension Inforce £2,301,00 [03/03/11
Skandia Mani [SA Inforce 96,72 |03/03/11
Threadneedle Unit Linked Band Infarce 338,24 |03/03711
&, Waluation of the client's cantracts Ik Set all next valuation dates to 03/03/2011

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.
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12.2. Using Financial Express to Value holdings

The Financial Express download performs several functions.

e Deletes the existing fund data table.

e Imports the new fund data table from financial express.

e 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.

e 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.

CAPITA Data updates

FINANCIAL SOFTWARE

Data Update Manager

t information electronically between data sources such as

I
s and your website

Select the
price update
link.

I want to...

b Update components of the Client Care Desktop to
I Lodok o

— el
=l WATLLT T " TS LT

I Download a Price update frem Financial Express

b OGS Do e ——rETe 200 holdings records
b Obtain up to date valuations for the contracts due to be reviewed today

P Import / batch update scheme membership

I.'_J) Tell me about using electronic valuations in Client Care Desktop

I.'_J) Tell me more about electronic valuations and other data feeds

t_)) Tell me more about the Quay 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.
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CAPITA Data updates

FINANCIAL SOFTWARE

Send or request information to or fram various destinations or data sources,

Updates = Yaluations = Funds

—
Individual Bulk Funds )

Price update

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

% Download & Fund Price update for active funds frorm Financial Express

Process fund update autormatically after download has been processed. E

Allocation update

Last updated: | 30/0%/2009 Latest version: |Checking., |*

% Download a fund allocation update for all fundsz

A licenze iz required to use this service

License status |Enab|ed

Quit

There are two options for updating the Prices on CCD:
- Download all fund prices; or
- Download the fund prices for the funds being used for your clients.

Once either option has been selected, the following will appear:
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CAPITA Data updates

FINANCIAL SOFTWARE

Updates ~ [Updates

Data update manager

The request has been submitted to the data provider selectad.

Quay message alert

@ Mew Message:

ss =

3

B»>9 1329

(Example message)

When this message is received in
the bottom left of your screen go
to the Received section of Updates.

em whilst your request is processed

Quit

CAPITA Data updates

FINANCIAL SOFTWARE

Updates = Data updates received

Data updates received and waiting processing for user : ams

Contract Engquiry Contract Enquiny 11/08/08 17:11:44

0 QLLE ety _aentract Enguiry LI/ Py = |

055 Financial Express Fund Price update 12/08/08 21:00:00 >
[ — et

1

To process the Financial Express
download, select it from the list.

Do not automatically create new client records E

General updates Portavista Openwaork

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

CAPITA Data updates

FINANCIAL SOFTWARE

Updates > Data updates received

Data updates received and waiting processing for user : ams

¢ Message sender Message type Date

Contract Enquiry Caontract Enquiry iifos/os 17:11:44

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

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

Delete

Records remaining to delete:

General updates Portavista

Openwark

CAPITA Data updates

FINANCIAL SOFTWARE

Updates = Data updates received

Data updates received and waiting processing for user : ams

Contract Enguiry Contract Enquiry i1/08/08 17:11:44

Contract Enguiry Contract Enguiry ii/o08/08 17:13:35

QSsSs Financial Express Fund Price upd'ate 12/08/08  =21:00:00
Import

It will then import the updated fund

information.

Imparting From: EnvoyData.

Records Remaining: TE233

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

n
o O
m

' _ Message sender Message type Date Time

Contract Enguiry Contract Enguiry 11/08/08 17:11:44

Contract Enguiry Contract Enguiry ii/og/os 17:12:25
QSsSs Financial Express Fund Price update 12/08/08 21:00:00
Replace

The funds will be updated in your
system which will update the Client’s
Holdings.

Records remaining to update: 62363

General updates Portavista Openwork

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 web
site 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.

e NEBE FU e L0 ARG
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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.

Ce Contract Enquiry Utility |’._||E|[z|
File Settings Tools Help

CAPITA Contract enquiry

FINANCIAL SOFTWARE

S VYT T St andard Life Assurance Company

Product Type: |Inu:|iviu:|ua| Perzonal Penszion j

Contract Reference: |

Cutpaut Results to: [ Browser [ cCCD

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:

Chtput Results to: [ Browser [ CCD

and/or

Owrtput Results to: [ Browser . T .
' e - will produce an on screen valuation indicating the client’s

contract details and fund information.

cCD
u - will produce an entry back into CCD to update the client’s holding with the

values returned.
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. . b Request Yaluation |
Once you have completed all details click on the link.

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

Ce Contract Engquiry Utility
File Settings Tools Help

CAPITA Contract enquiry

FINANCIAL SOFTWARE

Provider: [Skandia-Life =
Product Type: |Investment Bond |
Product Sub Type: [Unit Linked Band d

Contract Reference: |SIBEO03350943

Output Results to: [ Browser ~

WE:
< Processing Contract )

When the | ceo link has been selected a confirmation message will pop up

informing you that a message has been received into CCD.

Cortract Enguiny L

Once this message is received then the contract enquiry window will confirm its status in
the Providers response box.
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Ce Contract Enguiry Utility

File Settings Tools Help

CAPITA Contract enquiry

FINANCIAL SOFTWARE

Provider: |Skandia-Life =]
Product Type: |Investment Bond |
Product Sub Type: |Unit Linked Bond =]

Contract Reference: |SIB003350943

Output Results to: ¥ Browser N

Providers Response: Ik Request Yaluation

Successiul Enguiry S
Thiz statement shows the investment allocation for your plan, The |
allacation iz notional and does not confer any rights distinct from
thoze et out in the policy terms and conditions. This statement
superzedes all previous statements. The prices of unitz can fall az
well as rige and the value of in... __
" aluation zaved to back office

(%

If you have also ticked “utput Resulisto: v Browser then 3 valuation report similar to the
one below will appear.
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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

Pt e Type of units Number of Units valid at Unit Price valid Current Valuation

held units held (date) price (date) value currency
Balanced Accumulation 14.4084 09/04/2010 8.4190 09/04/2010 121.30 GBP
Depaosit Accumulation 26.2599 09/04/2010 43880 09/04/2010 GBP
Cautious
Life Accumulation 454951 09/04/2010 27470 09/04/2010 124,98 GBP

Current valuation (GBP)

Current valuation amount 361.51

Current valuation timestamp 09/04/2010 16:38:38

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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CAPITA Data updates

FINANCIAL SOFTWARE

< >Up|:|al:r=s > Data wpdates received

Data updates received and waiting processing for user : ams

quaysoftware

Message sender Message 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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Valuation obtained by electronic Contract Enquiry on 16/05/2007. Cynthia Black

Clients = Heldings = Dietzils = Assets > Position

Pasition Select assat

Crhverview
Product
Caontributions
Dretails

Asset breakdown

The underlying composition of this asset.

Administration
Tasks
Commission
Submission

Asset class Allocation %

Cash 0%
Manual input will not Gilks 25%
be overwritten in any SErE:j‘: Bonds lizzz
of these sections. Ovarseas Equity

Other

Important note: Please sure that percentage
the Portavista integratigh.

enterad as whole numbers if using

Pasition | &llecatien | Asset breakdown | Motes [ Factshest | Histeric |

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:

- 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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Clients = Haldings = Details

Contract details Assats Withdrawals Analyzis

Add note

Details Motes

Self ernploved / employed |Self emmployed
Does this plan have premium waiver cover? |Yes Basi= |Own accupation
Return on death before retirernent | Return of contributions
Insured lurmp sum
In trust / beneficiaries nominatad? IFYiew trusteaes / beneficiarias
Selected retirernent date |1&6/11/2009 To age |60 4 Auto fill
Cormrmmission adrinistrator
Fund Superrnarket
Discretionary Fund Manager

Iz a GAR applicable? GAR Rate [if applic.)

Valuation data | Surarmary Ik Hint
Date of current valuation | 18F12/2002 FWiew Motes

Mext scheduled valuation | 20/032/2010 - Ik Waluation and reports

Electronic valuation available Ik Update Walues Mow

@DCESS electronic valuation within Updates Sectiu:-n>

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

screens that will be used:

Data updates

CAPITA

FINANCIAL SOFTWARE

Fund Mapping
The 1 fund(s) displayed below have been returned by the Provider without an industry standard code (SEDOL or MexID).

Please select 2ach fund and map to the appropriste fund supplied by Financial Express ta ensure that these map automatically in future,

Contract Enquiry Provider Financial Express Fund Harme

act Enquiry Fund name
Ib Creste 5 mapping

Unrapped to a Finandsl Express fund

! Balanced Skandia

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

Contract ¥aluations

Exoeplions () Summany

The rasults of your Contract Enquiry are displayed below, Results are only displayed from Product Providers that Client Care Desktap was sble ta communicate with,

There were a total of 1 contracts returned. 1 of these have been automatically matched, 1 has a warning message and needs attention,
Contract Numn Response Status
SIB009350943 ‘W arning

Contract Enquiry Provider Contract Holder

" Skandia Black, ©

b Cetails @

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.

Ib Process Contract Enquiry
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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.

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

WMap the Provider's Contract Enquiry fund below to & Financisl Express fund, funds rmapped here will sutoratically match in futurs Contract Enquiry updates

Contract Enquiry Fund name Contract Enquiry Provider
First State Asia Pacific Leaders skandia Investment Solutions CFAPLA

B <nly show funds that already exist in 4D contracts being updated by Gontract Enquiry

Financial Express Fund Name Financial Express Provider Hame Unit Price Mex ID Sedol

EEL) Filter Fitkar Filkar Fitter

First State Asia Pacific & First State Investments (UK) 550,87 SIPEA 2018389 QI22 I Map to this fund
First State Asia Pac Ldrs A Acc GBP First State Investrnents (LK) 288,60 CFAPLA 3387421 QISz 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.

The B only show funds that already exist in SO0 contracts being updated by Contract Enguiry

middle of these 2 sections should be checked when the mapping is first attempted.

n the

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:

Fimancial Express Fund Mame

- Filter by this section and either enter in a maximum of 15 characters starting at the

beginning of the fund’s name , or:

- 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.
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Financial Expres= Provider Mame

Filtay

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

CitiCode

Filtay Fitkay Fitkay

- 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 ] [ fes l

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 the Contract  [EENeEES

FINANCIAL SOFTWARE

Enquiry for the holding.

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

client Detail Contract Details essage Detail

Mr Dashawn Belton Source: Skandia Investment Solutions

Waring Response
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 O ! First State Asia Pacific Leaders (B}

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.
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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

+  First State Asia Pacific Leaders

Qlick kem to match

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 +'.

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 autormatically matched aszets

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

client Detail Contract Details Message Detail
Mr Dashawn Belton 1 3 So

yurce: Skandia Investren

Warning Response
test

Message Description

K show sutomatically matched assets

Contract Enquiry Assets Matched CCD Assets Ni
«" First State Asia Pacific Leaders First State Asia Pacific Leaders
une Global Equity

Existing CCD Assets Archive

' First State Asia Pacific Leaders

O

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

Artemis European Growth

OD0D0D000o00oD O

OO0Oooooooo

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.
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client Detail
Mr Kanye Beathy

O show autornatically rmatched

Contract Enquiry Assets
! Artemiz European Growth

assets

Contract Details
Investrnent
Unit Trust
Unit trust
100064797

Matched CCD Assets
Click here to mateh

This fund needs to be
created using ‘New’.

This will change the

* toa ¥ and the exception will be dealt with.

New

Additional infarmation returned from the Produck Provider, including warnings, are displaved here,

Message Detail

Source: Skandia Investment Solutions

Current valuation: This staternent supersedes all previous

| statements, The prices of units can fall as well a= rise and the
value of investments linked to each unit iz therefore not

| guaranteed. It should be remembered that the fund or trust

Archive

Existing CCD Assets
1 Cash

O

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

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

Contract Yaluations

Exceptions () |

Caontract Enquiry Providar

. CR R R Y GR Y

Summany

Skandia Investment Solutions
Skandia Investment Solutions
Skandia Investment Solutions
Skandia Investment Solutionz
skandia Investrnent Solutions

Skandia Investrnent Solutions

Contract Holder
Beatty, K
Belton, O
Anszbrow, A
Agen, M
Anderson, L

Allen, K

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

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

Contrack Murm
100064797
200000896
100060070
100042359
100056279
200001175

Success b Datails €3
Warning b Cetails
Success b Catails
Success ¥ Details
Success I Details £
Success b Details @

Al Exit

Ik Process Contrack Enguiry

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

13.1 What to do if the incorrect fund has been selected

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:
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FINANCIAL SOFTWARE

Skandia Balanced Pn
Satup ¥*  Setup * Pricez = Details
Details - Partfolios Frovider Codes Allocations
————
Provider reference |Skandia
Collective name |Skandia Balanced Pn
Sector |Balanced Managed
Investment type | Collective
Sub type |UK Pension Fund
Currency code | GBH
SEDL |081z281% Citicode |[S5Kz2S
Morningstar MERID |SHMP

Supermarkets CaoFunds E Fidelityﬁ
Fund price Value date [09/08/2007 [ Bid price 1603 2000
Waluation [Bid] price 1,603.2000 Offer price 1657.5000
Mid price Na]ulafs}
Caily change 15,7000
ield 0, 00%

Collective fack sheet  Skandia Balanced Pn

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

This is the ‘Provider Codes’ tab:

in the contract engquiry mapping. Remov
al matching when performing future c

Product Provider Provider Fund Name Custom Fund Code

Skandia-Life Balanced SLACLifelInitiall (-3

Use this icon to undo the mapping.

Are you sure you want to remove this Custom Provider Code?
Dioing so may result in future CE updates needing rematching.

Click OK to remove the
mapping.

Cancel ] [ CK
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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.

CAPITA Data updates

FINANCIAL SOFTWARE

e Request electranic valuation details for the cazes shown

Updates ¥/ LUpdates > Valuations

="
( Individual > Bulk Fundsz
Cue today By Provider By Advizer Service Manager Scheduling
| Contract holder Provider and Contract type
Hoyland, S M Scottish Equitable Personal Pension Clive McDonough B2 =
Hoyland, 5 M AXA Section 22 Buyout plan Clive McDonough B2 =
Hoyland, 5 M Skandia Mani [5A Clive McDonough B2 =
Black, < Skandia Unit Linked Bond Sheila Andrews BEj
Brejenka, H Standard Life Group Personal Pension Clive McDonough B
Carter, 5 Standard Life Group Personal Pension Clive McDaonough B2
Cheung, T Scottish Equitable Personal Penszion Clive McDonough B2
Clark, T & Clark, HP Skandia With profit Bond Sheila Andrews B3R
Craily , J Skandia Unit Linked Band Mark Andrew Bl
|:| = Mo valuation date set b Process the valuations for the 27 records listed
| e -
d Electranic Manual > Include archived haldings E 4| 037032011 »

Quit

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.

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 1 client.
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To process all the contract enquiry valuations on bulk click onto the
B Process the valuations for the 27 records listed |ink, The following message will be displayed:

Updates = ¥aluations

Individual Bulk Funds

Due today By Provider By Adviser Service Manager Scheduling

Contract holder Prowvider an
Clive McDonough B2 X
Clive McDonough B2 X
iwe McDonough B2 X
a Andraws B
L McDonough B3
& McDonough B

Clive McDonough B

Message

Do wou wish ko update all of the holdings listed, or anly those with

a scheduled waluation date? Select as

appropriate.

Cancel ” &l ] [Sheduled ]

—— = Sheila Andraws B
Coaily , J Skandia Unit Linked Bond Mark Andrew B
—
= Mo yaluation date set @55 the valuations for the 27 records listed D
O s listed ]
2l | Manual Include archived haldings [ 4 037032011 *

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.

1 12 The information contained in this document is the property of Capita Financial Software Ltd. The contents
of the document must not be reproduced or disclosed wholly or in part or used for purposes other than
that for which the document is supplied without the prior written permission of Capita Financial Software
Ltd. January 2011 V4



CA P I TA @ quaysoftware

FINANCIAL SOFTWARE

(2) Quay Contract Enquiry
File Settings Tools Help
CAPITA Contract Enquiry
FINANCIAL SOFTWARE
Queusd (2] ™ Unsupported (2] Failed ({0} Completed (0]
AEGOM Scaottizh Equitable | Sylvia Mary Hopland 36447382995E Provider details required
Skandia-Life Cyrithia Black SIBO09350943 Request Quesued
Quit I+ Stark Baktch Conbrack Enguiry

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

b Start Bateh Confract Enauiy 4o oart 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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FINANCIAL SOFTWARE

CAPITA Data updates

FINANCIAL SOFTWARE

Request electronic valuation details for the cases shown

Updates = LUpdate:z = Yaluations

Individual Bulk Fundsz
Due today By Provider By Adviser Service Manager Scheduling
! Contract holder Provider and Contrack type
Hoyland, 5 M Canada Life Personal Pension Clive McDonough B2
Havland, 5 M Barclays Life Personal Equity Plan Clive McDonough B3
Havland, 5 ™M Threadneedle Investments Unit Linked Bond Clive McDonough B3

@t valuation reM)
Electronic a[oz/oz/z011 =

Quit

Once all the valuations have been completed go to the Scheduling tab.
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Request electronic valuation details for the cases shown

Updates » Updatesz = Yaluations = Scheduling

Individual Eulk Funds

7~ N\

Cue taday By Provider By Aduiser Service Manager Scheduling

The next
valuation can

Set next valuation date ...

valuations listed as at [03/03/2011[E| Elecronic [27
Marual |2

now be
scheduled, or

futur
Ik Set all wvaluations due on 03703711 to the next scheduled*® date a future date

selected.
Ik Set all valuations due on 03/03/11 tao

Quit * pccording to the client service settings

On the scheduling tab there are 2 options for resetting the valuation dates for all the
contracts listed for valuation today.

F Sek all valuastions due an 0370311 to the next scheduled® date ThIS Opt|0n W|” Iook at the ”rule" set
up in each Client’s servicing details and re-diarise the valuation accordingly.

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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Client records

Sylvia Hoyland @ |_,'

Clients

-

Cliznts = Serwvicing

Servicing ;

Contact
Personal

aluations Reviews

Account
Data upload

Marketing
Servicing

rCreate partner

Client servicing

Client servicing proposition
Current client status
Advizer

Service manager

I= this a fee paying client?

Date frem which fees are charged

Date of next client valuation
Provide valuations even
Date of next client revie

Review ever

Add note

Gold

Frospect
Cliwve McDonough

10/04/2010

12 months

Month |4/2010

Following | 10/04/201

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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