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Client Management

Searching for Existing Client

Once logged into BIS Platform, on the home page there will be a search box on the top left corner of
the screen.

If you click into the search box and press “Enter” on the keyboard your entire client bank will appear.
o System D4

ot customerame:[ |
Policy Number : |:|
Mobile / Email : |:|

Simply scroll down through the list until you find your respective client.
Alternatively, if you type the first name, surname or part of a client name into the search box, the

relevant Client will automatically appear.

Client Profile
Click on a client’s name to enter the client profile.

This is where all the information on the client is stored.

JON WALTERS [ add task || txt msg | | edit customer details |
2. Name: Jon Walters IV Castle Avenue Next Actions (38 Completed - Show) User Done

Phone: Rathmines 10/01/19 CAll re GIO GB O
01-4960006 (w) Dublin & 23/08/18 This is a test task / diary item 6B O
Email: Jon@bis e File Ref: w001 23/08/18 This is a test task / diary item o O
Handler: 23/08/18 This is a test task / diary item sc O
DOB: 08/05/1968 16/08/18 Send Welcome Pack 68 O
15/08/18 Meeting in the Clybaun Hotel GB ]
15/06/18 Greg meeting for you GB O
16/05/18 Rraiming SC O
15/05/18 BIS Training CcD ]
30/03/18 Golf in Waterford Castle GB ]

Sales Pipeline : 1 cases for this customer

Compliance: 3 outstanding cases.

EXISTING POLICIES 1 out of force polices not shown. click here to view | | export to excel
New Ireland 45678123 Executive Finance Plan In force Feb 16 Monthly £2,000.00
New Ireland 47891237 Life Choice - You and Family In force Aug 09 Monthly £48.39
Blackbee Investments 34567890 Twin Qil Bond In force Dec 16 Once €25,000.00
Wealth Options B6454642* GPS Bond Series 3 In force Nov 17 QOnce £25,000.00
KBC Bank Ireland 54678658 KBC Home Loan In force Nov 17 Monthly £235,000.00




Adding a Client

On the homepage of the BIS platform you will see on the top tool bar under “Customers” there is an
option to “Add New Customer”

CUSTOMER ADD
Name |Joe Bloggs |
Address |1?6 Rathgar Road |
| |
| |
| |
Contact Name | Joe bloggs |
Home Phone | |
Work Phone [01-4944555 |
Mobile Phane [086-3658555 |
Fax | |
Email |joeh|oggs@gmail.com |

Simply enter the details required and click “Create New Customer” in the actions panel on the right
hand side and the client will be added to the system.

Editing a Client’s Details

Clicking on a client’s name brings you into their client profile.

Customers ‘ Sales ‘ Tools ‘ Tasks / Events ‘ Funds ‘ Partners ‘ Reports ‘
: Home Features Specialist Products Investment Pension Protection Mortgage Help
NAME & ADDRESS
Title | | Address |2 Castle Avenue |
Display Name |Jon Walters | | Rathmines |
Firstname |Junathan | |Duh|in [ |
surname |Walters | | |
Type [Individual v| Posicode | |
Status [Prospect v]
CONTACT DETAILS
Date of Birth 08/05/1968 Home Phone |:| Work Phone 01-4560006
cencer Mobte — E—
Smoker Ve v e
Marital Status Separated v Occupation Professional For Employment Self Employe v
PPS Mumber l:l Salary 250000.00 Retirement Date 08/05/2045

Within a client’s profile there will be a link called “Edit Customer Details”.

Simply click on this link and any changes you make can be saved for future reference.
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Merging a Client’s Details

If there are multiple occurrences of the same client, you can use the merge facility to ensure only
one occurrence remains.

Firstly, select the correct entry of a particular client whom has numerous entries.
Then from within a client’s profile click “Edit Customer Details”

Then click “Merge Customers” in the actions panel on the right hand side of the screen to get a full
list of all clients.

MERGING CUSTOMERS

Current Customer: david oconnor

When you select a customer from the list below and click merge, their policies will be 1

Customer to merge with current customer. David OConnor (39 Gran '

Please note that this CANNOT be reversed. All information relating to the customer yol

You should only merge customers who are duplicated in the system e.g G Smith & Ganry

Then simply select the corresponding entry of the client whose contact details are incorrect.

Once you click “Merge” all policies will appear under once client entry with the correct contact
details being displayed.

(This may have to be repeated if multiple occurrences of a client appear)



Creating an Association/Link between Clients

If two clients are named on a policy, then the association between both will automatically occur.

However, if there is an alternative relationship between two clients, such as family member or
friend, you can manually create the association.

From within a client’s profile, simply click “Edit” beside “Associate Clients” and select the respective
client and relationship.

ASSOCIATED CLIENTS
Agatha Majella Woods Life Assured

David OCaonnor Employer

Sinead Cooney Partner

Sinead Cooney Family Member

This will bring you to a page where you can browse through your client list and choose the customer
you wish to make an association with.

E https://v.ﬂww.biip_!aﬁon—rmomloblgﬁgu_s'tomer_a ociat p?uhbdzbifc=39237268&rel_id=0
Customers ’ Sales ’ Tools I Tasks / Events Funds
J” Platfor Home Features Specialist Products Investment Pension Proteq

CUSTOMER ASSOCIATIONS
Customer Relationship
Agatha Majella Woods v Employer v
Adrian Monks v Employee v
Alec Wilde v Employer v
| Aidan Brady v| [Employee |4
| M | =
| v | v
| M | M
I vl I v]

Once you have made the association, click “Save details” in the actions panel on the right hand side
of the screen, to store it in the system.



Leaving Notes about a Client
From within a client profile, click on “Edit Customer Details”.

Then in the “Notes & Files” section simply add the necessary information and click “Save Details” to
record the updates.

- P———
|2 ntpsyiwww bis-platform.com/ob/p_edit customer php?fjwinahim=3823726 - Intemet

NOTES & FILES
0 W — L — Hondier
Reference
Scanning ‘
Path
Notes test
Categories  [] O Oz
A clients 1A clients [1AsAA GN
[ Active client list [adresses [ April reviews
Caviva mp [birthday [IBronze
[JCATEGORY b [Cchristmas cards [Iclients aged 40 - 50 Mar 2018
[Iclients aged 50 - feb 2018 [lcompany Directors I customer review date
[Jeeeeeeeeecece [CIFeb Pension CIFIX TERM
[ Galway clients 21/3/18 [IGalway Clients as of Jan18 [Cglenn
[Cglenn [eold [ aregory
MGslist Climported Clients: 04/05/2017 18:15 Cimported Clients: 04/05/2017 18:19
[limported Clients: 04/05/2017 18:28 [imported Clients: 27/10/2017 15:05 Cimported Clients: 27/10/2017 15:07
[Cirish Life Clirish life [lirish Life Protection
Oj [[1Jan Birthday [kasia
[kasiad [CILife Caver Promo 30 to 50 year olds [ Lucan Clients
[lucan list [CImaa [[IMaturing Policies
[IMay Birthdays [COMortgage cD18 [CINew Ireland prop
[Jover 505 as of 06/06/17 [Clover 60s [IPension
[Ipension [IPension [IPension
[IPension [IPension - Not Taken Up [Ipension 18

Text Messaging a Client

From within the client profile click “txt msg”.

TEXT MESSAGE - ALEC WILDE

Mobile Number 087525555 |
Subject | |

Message

Addto Client Record [

Enter the client’s number, the message subject and then the message you wish to send or,
alternatively, choose a template by clicking “Message Templates” in the actions panel on the right of
the screen.

Then click “Send Message” in the actions panel.



Recording Correspondence with a Client

The BIS Platform allows you to record any correspondence with a client to be stored in the
respective client’s profile for future reference.

From within a client profile click on “Client Notes” in the Actions panel on the right hand side of the
screen.

This will show you client history and policy notes.

CLIENT HISTORY

01/05/2018 Bulk Mailing DOC  Mew Letter | Refine | Show Al | | Print |
30/04/2018 Other DOC Notes from Deal:

26/04/2018 Report/Letter Doc Term Research Report (No.1149626)
25/04/2018 Filed Document GN rdwrwed

23/04/2018 Report/Letter DocC Term Research Report (No.1148012)
20/04/2018 Batch Email poc New Email - 20/04/18

17/04/2018 Report/Letter poc test

16/04/2018 Report/Letter poc test letter

16/04/2018 Report/Letter poc summary policy report

16/04/2018 Report/Letter DocC detailed policy report

16/04/2018 Report/Letter poc Life Quote 150k/30yr

12/04/2018 Report/Letter GB Quarterly Policy Report

12/04/2018 Report/Letter GB sos arf

29/03/2018 Bulk Mailing ch New Letter

27/03/2018 Stored Email GB Update on application

21/03/2018 Report/Letter GB Scan of Application

20/03/2018 Report/Letter GB XXX Xupload test

20/03/2018 Bulk Mailing cD New Letter

23/02/2018 Report/Letter GB Price compare

23/02/2018 Report/Letter GB New Fact Find

From here click “File Correspondence” in the actions panel on the right hand side of the screen to
record a correspondence with the client then click “Save Contact” to store it.

Ehﬂps:/iwww.biiﬁa%mncomloblm_ﬁﬁng.ph’ !

Customers ’ Sales l Tools ‘ Tasks / Events ‘ Funds ‘

S Platform

Home Features Specialist Products Investment Pension Protectio|

FILE CORRESPONDENCE

Date | |

File Reference | |

User [GN v
Correspondence Type | Incoming VJ
Description of

Correspondence




Creating Correspondence

From within the client profile, click on “Client Notes” in the actions panel on the right hand side of
the screen.

On the next page, click “Client Correspondence” in the actions panel.

This will bring you to a page with a wide variety of templates you can use, or, alternatively create
your own templates, or just stick with a blank addressed letter.

S Platform

Home Features Specialist Products Investmen

CHOOSE TEMPLATE

Blank Addressed Letter

DEMO INSURANCES LTD TEMPLATES

1. Greg Test

17.11.17

A. Client Record Update Letter
A. Policy Schedule by Category
A. Review Letter (2 Lives)
aaaaaa

annual investment test hardimans
annual review hardimnan test
B. DD Receipt

Blank Addressed Letter

C. Test field names

ciara test1

client summary hardiman test1
CLIENT TEST

client test 3

Clicking “Blank Addressed Letter” will automatically download and appear as a word document.
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Product Research

In the top bar of the home screen you will see a number of options with drop down menus providing
a range of products.

Hover the curser over any of them for the drop down menus of products.
This will allow you to browse through the products,
The sections are: -

e Specialised Products
These are a range of bonds whose design does not fit the traditional type of intermediary
products.

e |nvestment
Unit linked bonds, Deposit bonds, Regular savings etc.

e Pension
Regular premium, Single premium, ARMF etc.

e Protection
Term quotes, lliness cover, Income protection etc.

e Mortgage
Mortgage rates, Re financing calculator, Overpayment calculator etc.
Hover the curser over any of these, and you will be given a variety of products to choose from.

Clicking on any of these options will bring you to a page with all the products available on the
market.

To see the full information on a product just click the product name.

Home Features Specialist Products Investment Pension Protection Mortgage Help

Unit Linked Bonds
- v s rd
S PLATFORM ADDIN - Tracker Bonds

ATING YOUR BIS ADDIN Deposit Products Workflow

0.3% CAR W15V} Guaranteed Bonds s | [ 0
ceptional gain of 55.5% .
UGl Regular Savings e
! o . e
Freatest tennis tournament, UGS Risk Attitude Questionnaires e —
ine |
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Research Report

To produce a research report for your client file, simply click “Research Report” in the actions panel
on the right hand side.

Tick the boxes beside “Products Reviewed” to add the products you wish to show in your report.

Tick the boxes beside “Information Reviewed” to select which information you wish to include, such
as, product charges and product guarantees etc.

RESEARCH REPORT ON UNIT LINKED BONDS

Products Reviewed v All Products [] Selection

Information Reviewed [l Product Charges Fund Choices & Switching Rules
¥ Product Guarantees (if any) Financial Situation of Product Provider
] Product Information Commission Related

[] Hide Commission

Client Name (optional) |

Then click “Create Report” in the actions panel on the right hand side of the screen.

This will allow you name the report and select which customers you wish to save it to, as shown
below.

Would you like to save this research report to a clients file ?

Report Title (optional)

Select Customer 1: Select Customer 2 :

| vl

Recent Clients (Quickpick) Recent Clients (Quickpick)
Alec Wilde Alec Wilde

Agatha Majella Woods

Yes - Save report to these clients | ‘ No - Just open the report

13



Projected Value

To see the projected value of the product, click “Projected Values” in the actions panel on the right
hand side of the screen.

This will give you an option to enter the “Investment Amount” and “Commission” and calculate the
project value of the product in 5 and 10 years.

PROJECTED VALUES

Investment Amount: Commission Level: | Standard v

PRODUCT PROJECTIONS

Provider Product Name 5yrs 10yrs Comm %
Aviva Investment Bond (Option C3) 57,338 68,418 5%
Aviva Investment Bond (Option C2) 57,233 68,305 5%
Aviva Investment Bond (Option C1) 57,128 68,371 5%
Aviva Investment Bond (Option B) 57,267 67,987 5%
Aviva Investment Bond (Option A) 57,774 68,072 5%
Aviva Easy Access Investment Bond (Option D1) 57,458 68,233 5%
Aviva Easy Access Investment Bond (Option D2) 57,397 67,591 5%
Friends First Conductor Investment Plan (Option A) 57,952 68,527 4%
Friends First Conductor Investment Plan (Option B) 57,634 68,688 4%
Friends First Conductor Investment Plan (Non-financed) 57,549 68,570 4%
Irish Life Signature Bond 58,150 68,552 3%
Irish Life Signature 2 Bond 57,458 68,233 3%
New Ireland Smart Funds (Base AMC: 1%) 57,962 68,312 4%
New Ireland Smart Funds (Base AMC: 0.875%) 57,807 68,308 4%
New Ireland Smart Funds (Base AMC: 0.75%) 57,648 68,479 4%

From here you also have the option to produce a specific research report including the projected
values.

Just click “Quote Specific Research Report” in the actions panel on the right to create the report.
For further information, click “Extended Information” in the actions panel.

This will bring you to a page showing you product information such as the managing charge and
allocation rate.
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Statement of Suitability

To create a Suitability Letter, click “Statement of Suitability” in the actions panel on the right hand
side of the screen.

This will allow you to choose the style in which you compose the document, either a personal letter
or a statement.

Next choose the product you are recommending and which client you are addressing it to.

Once you have completed the details click “Start Drafting” below.

SUITABILITY LETTER - UNIT LINKED BONDS

Document Style Personal Letter
[ statement
Product Recommended |Avi'.ra— Investment Bond (Option C3) V|
Addressed To | Client A- v|
Start Drafting ‘

This will bring you to “Introduction”.

You can write your own introduction or choose one of the templates provided. (Text in the
templates is amendable, and you can save any template you write for future use)

Finish your introduction and press “Next Section” in the actions panel on the right hand side of the
screen.

Next is the “Needs and Objectives” section.
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As with the previous section you may write your own text or choose from the templates provided.

Do this in each section and continue by clicking “Next Section” in the actions panel until you have
completed your statement of suitability.

Once completed, your letter will automatically appear as word document.

As shown below:

Client A

25th June 2018

Important Notice — Statement of Suitability
This is an important document which sets out the reasons why the product{s) or service(s) offered
or recommended is/are considered suitable, or the most suitable, for your particular needs,
objectives and circumstances.

Dear Client

Introduction

Thank you fortaking the time to meet with me and discuss your financial planning requirements.
Following my research during which | carmied out a fair analysis of the market, | have identified Investment
Bond (Option C3) from Aviva as the most suitable product to meet your current requirements.

Needs and Objectives
Youwish to provide an income of EURxxx from this investment.

To supplement your current pension arangements, you have a lump sum of EURxx xxx to contribute
towards an investment fund.

“our objective is to reach a target fund of EURxx % in X years.

Personal Circumstances
You are XX years old.

You are self-employed and your occupation is
You are a Company Director of XX

“ou are employed by XX

You are married to X with X children.

You are married to X and have no children.

16
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Document Management

When you first open up the BIS Platform make sure you download the add ins.

On the home page you will see “Tools” on the top of the screen.

Customers ‘ Sales ‘ Tools ‘ Tasks / Events ‘ Funds ‘ Partners ‘ Reports

II5Platform

Home Features Speciali Diary ction Mortgage Help

Complaints Log
INDUSTRY NEWS e TR
INDUSTRYNEWS bashboard
IF YOU NEED TO UPDATE YOUR BIS PLATFORM ADDIN - Data Utilities
CLICK HERE
CLICK HERE FOR INSTRUCTIONS ON UPDATING YOUR BIS ADDIN Data Imports

BCP bond matures with a gain of 10.3% CAR Tasks | [N
MSCI Global Equity Index Bond achieves exceptional gain of 55.5% ]

quity > - Sales & Marketing Compliance
Game Set Match: Aviva Protection! N inali |
'WIN the ultimate experience at the world's greatest tennis tournament, Client Portal Plpe“ne
Wimbledon! Downloads/Set Up Maturities | [l 1

Zurich "Welcome Bonus" offer extended o ——

Special offer available to all new investment bond customers "
Cliant Mas

Hover the curser over “Tools” and click "Downloads/Setup”.

DOWNLOADS & SETUP

The BIS Platform is largely the same as the Omnibroke System, but there are a few small differences:

(1) E-Drawer is gone and to take its place we have created an office add-in

You can download the installer for the add-in using the link in the Actions menu. Once you
have installed the add-in you will see it appear in Word, Excel and Qutlook.

(2) There is a different way of opening the documents path for a customer

Again you can download the installer for this using the link in the Actions menu. Once you
have installed it the system will work the same way it used to in relation to opening document folders for clients.

Click “Office Admin (Platform)” in the actions panel to download the MS add-in.
Click “Scanned Docs Uploader” to download the add-in for uploading scanned documents

This will automatically download the installer.

Do you want to run or save bis-addin-18.msi from bis-platform.com? | Run ‘ | Save |V| | Cancel x

Click “Run” to install the software.

Once installed, you will see it in Excel, Word, and Outlook.
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Word
From within Word you will see “BIS Platform” at the top right of the screen.

W id 90| est (OBTDOC_2718701
Home Insert Page Layout References Mailings Review View Add-Ins BIS Platform

Cut L P L _ o
; Calibri (Body) ~ 11 -~ A" A7 | Aav | %) = i= - NE 211 9 | asBbcene
53 Copy
Paste . e . A .E == | t=~ . DD .
- yFormat Painter BIU abe x. X A — % = = = 4= Q s TMormal
Clipboard T | Font T | Paragraph T |

When you have completed your word document, click on “BIS platform”.
This will give the options:

e Save
Clicking save simple saves the document to your PC.
e Saveas
Clicking save as will bring up your client list and allow you to save the document to a client’s
profile within the platform
e Open
Clicking open allows you to open the file within the platform
e PDF with logo
Clicking PDF with logo allows you to open the file as a PDF containing a logo of your choice

Home Insert

HEH? 8

Save Save Open PDF with
As logo

BIS Platform
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Excel

From within Excel you will see “BIS Platform” at the top right of the screen.

In Excel you will be given the options to save to your PC/Client profile, save as to client profile, or
open in client profile.

L

Home Insert

bl kbl @
Save Save Open

As
BIS Platform

Outlook

From within Outlook you will see “BIS Platform” at the top right of the screen.

In Outlook you will have the option to save an email to the client profile or to “Save & Send” to send
the email while also saving it to the client’s profile.

oIS & 1
File Home
b &

Save | Send

& Save
EIS Platform

When you have completed your document in any of these programs, click on “BIS Platform”.

This will allow you to save your document to a client and will appear in the client profile under
“Documentation”.
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Documentation
From a client’s profile, on the bottom left of the screen, you will see “Documentation”.

DOCUMENTATION | create new

[viewall|

Term Research Report (No.1149626)
Term Research Report (No.1148012)
test

test letter

summary policy report

detailed policy report

Life Quate 150k/30yr

Click “View All” This will bring you to a page that will show you any documents that you have saved
to the client or have uploaded form your PC.

DOCUMENT MANAGEMENT

Folder & FileName Date User

4 David OConnor

4 Emails
4 Letters

2" dddd 02/05/2018 11:37 Doc
B2 Fact find 16/04/2018 12:29 DOC
%" Greg & Linda Bowden 16/04/2018 11:35 GB
Pension Research 18/04/2018 GB
) risk tolerance 16/04/2018 12:17 DOC
jwl ¢ 02/05/2018 12:21 DOC
2 Term Research Report (No.1144507) 16/04/2018 DOC
2 Term Research Report (No.1146233) 18/04/2018 Doc
Term Research Report (No.1146526) 19/04/2018 DoC
Term Research Report (No.1146527) 19/04/2018 DoC
W test 02/05/2018 11:58 DOC
9 Test Email 16/04/2018 11:34 GB
£ test excel 16/04/2018 11:17 DOC
9 Test save 16/04/2018 11:34 GB
D Test Scan upload 19/04/2018 16:31 DoC

If you wish to upload a document from your PC, just click “Upload Files “in the actions panel, on the
right hand side of the screen.

This will allow you to browse your pc to choose a file to upload.
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Scanned Documents

The BIS scan uploader allows you to scan documents and upload the on to the platform.

Once you have scanned the document onto your PC, open ”BIS Platform Scans Uploader” on your

desktop.

it Search
Cliert Names DOB Address i
LTS . Blogs 30/11/-0001 blogs, =
HH  Brigd 0/11/0001  ddddddddddddddd ..
0z  Cardline 30/11/-0001
, Compliance 30/11/-0001 .
. Frank 30/11/0001  1Beech Park,
i i i . Hugh 30/11/-0001 Charleville Close,
RISK Questlonnalre , Jimmy 12/09.1977 WAWWWWWWWWW .
Joe 28/02/1976 13 The Copse, cas...
. Malachy 3041170001 Shop Street, Galway
 Michael 28/01/1370 65 Leeson st, D2
Report created by Demo Insurances Ltd  Newmar WA10001 2
This short questionnaire helps financial advisors make Description

investment risk. It produces a score ranging from 0 (mc
the answers and the results page may be printed, signe
records. Filesto Upload

Gty 14

Your Classification

Settings

Conservative
Usemame  demo_david

Password  Test2018!

Files Path  C\Users\David Q'ConnortDesktop'Dump

| Capital security Is a major priority for me A

8.27x11.69 in 1 mn 3

Copy and paste the file location of your scanned documents folder into “Files Path” box on the scans
upload program.

In the top right you can search your client database.

Once you find the client you want to save the document to, click on their name.

Once you have chosen your client you can name the file in the “Description” box and click upload.
This will upload the file to the BIS platform and be saved in the Client Profile.

You can then find the file in the Client Profile under “Documentation”

22




Fact Finds and Needs Analysis
Creating a Fact Find for a Client

You can create fact find for a client and there are two different types to choose from,

e Short Fact Find
e Long Fact Find

Each fact find can be created from scratch can be populated using data from the client record or can
be created using data from a previous fact find.

From within a client’s profile, click on “Fact Find and Needs Analysis” in the actions box

A page will then be displayed listing recent fact finds that have been created for the client.

=) https://www.bis-platform.com/ob/p_factfind.php - Internet Explorer

P Platform

Customers ‘ Sales ‘ Tools ‘ Tasks / Events

Home Features Specialis‘[ Products Investment Pen

RECENT FACT FINDS

Date Description Status
16/03/2018 Long Fact Find Locked
16/03/2018 Long Fact Find Draft
16/03/2018 Long Fact Find Draft
02/05/2018 Long Fact Find Draft
03/05/2018 Short Fact Find Draft
03/05/2018 Long Fact Find Draft

Simply click on one of the existing fact finds or click on “Add Fact Find” to create new fact find.

NEW FACT FIND

You can choose to populate this new fact find with data from a previous fact find or with data from the client record on Omnibroker.

[Don't pre-populate data |

CHOOSE FACT FIND TEMPLATE

Short Fact Find
Long Fact Find O]
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The “Short Fact Find” accounts for basic client finances.

The” Long Fact Find” goes into more detail.

Both the short and long fact finds can be produced in a professional PDF document and presented to

a client to be completed.

Below is an example of how the PDF document will appear.

. Demo
Broker
Demo Insurances Lid
Dwocument prepared by David O'Connor, created on 08052018
Personal Details
Fariner 0
v
A
Employment Details
Salf Partner N
ey
Personal / Employment Notes
"
A
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Printing a Blank Copy of a Fact Find

You can print a blank copy of both fact finds.

For both short and long fact finds simply leave all sections empty and click “Print as PDF”.

Creating a Needs Analysis Report

You can create a needs analysis report for a client reviewing the areas of life protection and pension
provision.

The areas available for review are

e Income/expenditure

e Personal balance sheet
o Life cover

e Income protection cover
e Pension cover

In each case simple calculations are provided to help evaluate a client’s currents situation.

If a short fall is identified within any area reviewed, then a quotation for the cost of the shortfall
amount can easily be generated.

From within the client’s profile, click on “Fact Find and Needs Analysis”.

Then you have a choice to view a needs analysis report already created or alternatively you can
create a new report by clicking “New Needs Analysis”.

= https:/fwww.bis-platform.com/ob/p_need s_analysis.php.gﬁpdﬂiy:l] - Internet Explore
Customers ‘ Sales ‘ Tools ‘ Tasks / Events
> Home Features Specialist Products Investment Pension H
NEEDS ANALYSIS
Date |02/05/2018 |
Description | |
Name 1 David OConnor
Name 2 |None v|
Populate from Fact Find | No v|

At the start of a needs analysis report you will be asked to select the clients to be reviewed.

You will also be given the option to populate the report with details obtained from a previous fact
find.
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You can then choose the areas you would like to analyse by simply ticking the appropriate boxes and

clicking “Next Page”.

You will be asked to confirm client details such as name, DOB gender and smoker status. Once all
details have been confirmed then click “Next Page”.

The next section will require you to complete a monthly income and expenditure analysis in which
you will be asked to enter details such as total monthly income, total monthly expenses etc. (This
will be filled in automatically if you choose to populate from a previous fact find)

Gross Annual Salary

Net Monthly Income (from salary)
Other Net Monthly Income

Total Net Monthly Income

Mortgage Repayments

Other Loan Repayment

Life/Savings/Pension Policies

Regular Expenses (eg.rent,food household bills)
Motor/ Travel/ Holidays

Other Expenses
Total Monthly Expenses

MONTHLY INCOME & EXPENDITURE ANAYLSIS

200

100!

100

| | [}
o |2 (=]
o O Ol O a2 [=]

&

00

Expenditure Breakdown

@ Mortgages

@ Loans
Policies

@ Regular Exps

@ Motor ete

@ Other

The next section will be an “Assets vs Liabilities balance sheet”.

Property Assets (show more lines)

Pensions (show more lines)

Investments / Savings / Other (show more lines)

| |
| |
| |
Liabilities (show more lines)
| |
| |
| |

ASSETS VS LIABILITIES - BALANCE SHEET

L CA L O

0.0

B Savings M Pensions
Property I Liabilit...

Asszets Liabilities

After completing this “Click Next Page”
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This will show you income, expenditure, assets & liabilities and require you to complete “Life Income
and Disability Cover” and to calculate “Pension Provision”.

INCOME, EXPENDITURE, ASSETS & LIABILITIES

Annual Gross Income
Annual Net Income
Monthly Mortgage Repayments @
Other Monthly Expenditure @

Total Liabilities ljl @

LIFE, ILLNESS AND DISABILITY COVER

Total Life Assurance l:|
Total lliness Cover |:|
Total Income Protection (Annual Figure) |:|

PENSION PROVISION

Target Retirement Age |:|
Projected Value of Existing Arrangements (at target age) |:|
Other Retirement Income* |:|
State Pension Amount* |:|
Annuity Rate (use calculator below) |:|

Gender
Escalation {Pension) 20 ()
Spouses Pension
Spouses Age at Retirement
Rate 419

* enter these figures in todays terms

Once all the details have been entered click “Next Page” to bring you to the Life cover
recommendations page.
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Life Cover

This page will analyse a client’s profile and recommend a level of life cover that should be in place.
The recommended level of life cover is calculated as a sufficient sum to clear all outstanding
liabilities and to pay a multiple of net income for the client to the next of kin should a claim occur.

A shortfall will then be identified if the existing level of life cover does not meet the recommended

level of life cover.

The term and percentage of income to replace will be decided by you the broker and if changes need
to be made simply click calculate to update the calculations.

Once the shortfall amount has been confirmed click view quotes to get a costing for the additional

The client details, shortfall amount and term of cover will automatically populate into respective

fields in the quotation engine.

The life cover option will also be automatically chosen.

Once the premium frequency and indexation options has been made click “View Quotes” to view

the premium costs from each provider.

LIFE COVER RECOMMENDATIONS

Percentage of Income to replace
Monetary Monthly Equivalent
Duration (years) of replacement

Recommendation for Life Cover

Total Life Assurance

Additional required

INDICATIVE COST TEXT

The likely costs for the shortfall in cover will depend on the type and duration of
cover that you select. Some indicative costs are set out below. They are monthly
premium for a xx year term.

Level Cover €
Convertible Cover €

80

)
&

Life Cover Shortfall - Life 1
@ Shortfall

88800

oo

=]
=)
=HENE

@

=]
o
co
=
=1
=]

Male, 50 years 2 months (08/03/1968), Smoker, life cover 888,000

15 year term, mortgage interest 6.00%, benefits and premiums not increasing. 1% levy

included.

Level Convertible
Royal London £ 450.33 €475.51
Zurich Life €431.13 £452.56
Friends First £404.53 €444.71
Aviva €42045 €472.04
Irish Life €471.50 £517.99
New Ireland £44559 €472.32

From the list of providers returned, choose the premiums for the level of additional cover required

that you would like to include in the report.

You can then insert the premiums into the “Indicative Cost Text” section which will appear in the

completed report.

This will clearly identify the cost of the additional amount of cover for the client.

Once all the details have been entered click “Next Page” to bring you to the illness cover

recommendations page.
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[llness Cover

This section will analyse a client’s profile related to serious illness cover and recommend a range of

cover that should be in place.

It highlights a bottom of range illness cover being the minimum amount of cover in placed (2x gross

annual salary) and a top of range serious illness cover being the ideal amount of cover in place
(enough to clear all outstanding liabilities and leave all sufficient funds to cater for medical

expenses).

Depending on the existing serious illness cover in place you can make a recommendation on the

additional amount of cover required.

The client details, shortfall amount and term of cover will automatically populate into the respective

fields in the quotation engine.

Once the premium frequent and indexation options has been made click “View Quotes” to view the

premium costs from each provider.

ILLNESS COVER RECOMMENDATIONS

Recommendation for liness Cover: a range between
- bottom of range

- top of range
Current Cover

Additional required

INDICATIVE COST TEXT

cost of an additional yyy cover is approx € per month.

Please note: the cost above for additional cover is only approximate.

The monthly premium for a xx year term for € yyyy serious illness cover is € and the

e
e

Male, 50 years 2 months (08/03/1968), Smoker, life cover 0, serious illness 200,000
20 year term, mortgage interest 6.00%, benefits and premiums not increasing. 1% levy
included.

Level Convertible
Royal London €£477.28 €527.15
Zurich Life €478.11 €525.67
Friends First
Aviva £496.47
Irish Life £547.82 £601.95
New Ireland £449.45 £503.38

From the list of providers returned, choose the premium for the level of additional cover required

that you would like to include in the report.

You can insert the premiums into the “Indicative Cost Text” section will appearing the report when

completes.

This will clearly identify the cost of the additional amount of cover for the client.

Once all the details have been entered click “Next Page” to bring you to the income protection

recommendations page.
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Income Protection Recommendation

This section will analyse a client’s profile related to income protection cover and recommend if a

shortfall it exists.

75% of the existing salary will be displayed as the recommended PHI cover that should be in place.

If annual salary is greater than €125,000 then 75% of the first €125,000
(=€93,750) plus 33% of the remainder of the gross salary is recommended.

The state benefit and existing PHI cover (if any) will be subtracted from the recommended level of

cover to easily identify any shortfall that might exist.

However, if 75% of the existing salary is too high based on your judgement, you can alter the
recommended level of PHI cover and click calculate to alter the shortfall amount.

Once the shortfall amount has been agreed, click “Calculate” to get a cost for the level of additional

cover.

INCOME PROTECTION RECOMMENDATIONO

INDICATIVE COST TEXT

Recommended PHI Amount ™ 118500| @
State Benefit [ 0
Current income protection

Shortfall 118500

cover to age xx with a deferred period of xx.

The likely costs for the shortfall in cover will depend on cover options that you
select. Some indicative costs are set out below. They are monthly premium for

Income Protection Shortfall - Life 1
Shortfall

Male, 50 years 1 months (08/03/1968), Smoker, annual income benefit of 118,500
payable until age 60 after a deferred period of 26 weeks. Occupational Class 1
assumed.

Benefits and premiums not increasing

Level Esc 3% Esc 5%

Irish Life (Reviewable) €306.31 £336.53
Friends First (Reviewable) £33337 €361.806

Irish Life (Guaranteed) €356.94 £302.23
Friends First (Guaranteed) £34326 €£372.61

New Ireland (Guaranteed) £35424

Aviva (Guaranteed) £32761 €£35074

Royal London (Guaranteed) £392.60

The client details and shortfall amount will automatically populate into the respective fields in the

quotation engine.

Once the NRAQ, Occupational Class and Deferred options has been selected click “View Quotes” to

view the premium costs from each provider.

From the list of providers returned, choose the premiums for the level of additional cover required

that you would like to include the report.
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You can then insert the premiums into the “Indicative Cost Text” section which will appear in the
report when completed. This will clearly identify for the client, cost for the additional amount of
cover.

Once all the details have been entered click “Next Page” to bring you to the pension provision
recommendations page.

Pension Provisional Recommendation

This section will analyse a client’s profile related to pension provision and will highlight a shortfall in
their pension should it exist.

From the desired target pension required by a client, a shortfall of pension, state pension (if
applicable) and other retirement income such as rental income etc. (in today’s terms).

The target pension in today’s terms by default is calculated 66% of
annual salary however you can amend this figure to an amount more suitable and affordable.

Once the target pension has been agreed upon, click “Calculate” to update the shortfall amount.

PENSION PROVISION RECOMMENDATION
Target pension in todays terms 132000|@
B current [ Stats
- Other M Salary
Less Existing Pension at Retirement in todays terms ! 2,696 200,000
Less State pensions in todays terms 12000 150,000
Less Other pension income in todays terms 40000 100.000
Shortfall of pension in todays terms 77304 =0.000 _—
. | ]
Salary 1 Pension 1

Then click “View Quotes” to get a costing for the shortfall amount.

Once assumptions such as net growth rate, premium escalation and inflation rate has been made
then click ”"Calculate” to display the costing for this pension requirement.

Then click “Next Page” to continue.
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The Needs Analysis Report will now be ready to be generated.

Click “View Report” to display the report in a word document as shown below.

SUMMARY
The purposes of this reportis to help define some key financial goals and existing shortfalls and to put a plan in place to address the steps
needed ta meet your future needsin this regard.
The findings in the Report and the recommendations made are based on the information you have supplied through our Fact Finding
processand also details we have obtained in regard to any financial products that currently exist.
The following is a summary of the keyfindings of the information you have supplied to us:

Date Of Birth 08031968

Gender Male

Smoker Status Yes

Annual Gross Income € 200,000

Annual Net Income £ 120,000

Total Gross Monthly Income: € 200,000

Total Net Monthly Income: [v]

Regular Manthly Expenses: £€5,300

Current Met Disposable Income: £4,700

Total Assets V]

Total Liabilities ]

You can then save the report to the client file or alternatively you can save the report locally to your
PC.




Creating an Investment Review for a Client
The investment review is a useful tool when recommending an investment product for a client.

It allows you to make investment recommendations in the form of a letter suited to the type of
investor your client is.

From within a client’s profile click on “Fact Find & Needs Analysis” in the action panel.

You then have then have the choice to view an “Investment Review” already created or
alternatively you can create a new investment review report by clicking “New Investment Review” in
the actions panel.

At the start of an investment review, you will be asked to select the type of investor you perceive
your client to be.

INVESTMENT REVIEW

Dispey Name
INVESTOR TYPE

Based on your discussions with / knowledge/experience of your client(s) select the type of investor you perceive them 1o be:

Investar Type: [Aggressive v

Aggressive investors are prepared to accept a higher level of risk in order to potentially achieve higher long-term returns. An aggressive portfolio may be suitable for you if :

+ they have a high return expectation for their investment

+ they can tolerate higher degrees of fluctuation (sharp, short-term volatility) in the value of their investment
+ they are a younger or a more experienced investor, and a risk taker

+ they desire returns that exceed inflation

+ they have 7 years or more before they will need to utilize their investment.

After selecting an investor type click “Next Page” in the actions panel and continue on, as with the
needs analysis report.
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Once completed, the report will appear in a word document as shown below.

8 May 2013
Dear Alec,

Further to our recent discussions on a possible lump sum investment, | have set out below what | perceive
to be a suitable portfolio / asset split for your investment portfolio. This is based on your answers to my
questions on the Investment Questionnaire we completed.

The asset split suggested below could be descnbed as Aggressive. | feel this best matches your investment
need. The two most important factors in deciding what type of portfoliois suitable are
(1) your investment horizon — the period during which you plan not to touch the investment

(2) your attitude to risk and hence to loss, .i.e. whether you accept that the value of your investment
may fall below that of the initial investment amount

SAMPLE AGGRESSIVE ASSET SPLIT

Asset Class Minimum Neutral Maximum
Equity 65 80 95
Traditional Bonds 0 15 30
Money Market Instruments 0 0 5
Other 0 5 10

The other factors that are important in determining the suitability of various different asset classes are your
dependence on the amount invested and the size of yourtotal assets relative to the investment.

SUITABLE INVESTMENTS

Given the profile descnbed above, the type of investments products suitable would include Equity funds
(international and sector-based), Index Tracking funds, Aggressively Managed fund or a mix of specialist
funds to match the asset split as above. The advantage of the latter approach is that diversification across
fund managers can also be achieved.My recommendation is that you........ In my expernence wishes and
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Risk Attitude Questionnaire
From the client profile click on “Fact Find and Needs Analysis “ in the actions panel.
On the next page click “Add Risk Attitude Questionnaire”

This will bring you to a questionnaire to be filled out assessing the client’s attitude to risk.

RISK ATTITUDE QUESTIONNAIRE

A. How do you think your best friend would describe you?

(i) Very risk averse

ii) Willing to take modest risks but only after careful research and consideration
iii) Willing to take modest risks after some thought

iv) Willing to take substantial risks after careful research and consideration

v) Willing to take substantial risks after taking professional advice

) vi) Someone who embraces risk, perhaps without sufficient consideration

B. How would you describe your understanding of investments and pensions?
(i) Little or none

ii) Moderate

iii) Good

() iv) Advanced

C. Which of these statements most accurately represents your view?

() i) Capital security is paramount even if returns are unlikely to keep pace with inflation

(i) Itis better to take modest risk and hope for returns which keep pace with inflation

fiiy It is worth putting up with significant fluctuations in value in the pursuit of higher returns
() iv) The pursuit of growth should over-ride concerns about fluctuations in value and even the risk of a significant loss of capital

D. | believe that the best long-term returns come from more aggressive strategies and am willing to tolerate pronounced and somet|
the way

(7)i) Disagree

ii) No Opinion
(i) Agree

E. Have you ever made an invesiment of a size which mattered to you and which showed a significant loss in value, even on a temp
i) Cause you significant stress?

ii) Bother you, but not to the degree of significant stress?

iii) Not bother you - these things happen

() iv) Never made such an investment

Once you complete the questionnaire click “Submit Questionnaire” at the bottom of page.

This will calculate the results; provide a score of 0-100, and a classification of “Growth”,
“Conservative” etc.

RISK ATTITUDE QUESTIONNAIRE

Your Classification : Conservative
Your Score 0/100

Typical Characteristics of Each Classification:

| understand that low risk investments are likely to produce low returns
Capital security is a major priority for me

| have little appetite for complexity

| prefer to deal with established products & providers

| understand that low risk investments are likely to produce low returns

You can then save the results to the client by clicking “Save to Client” in the actions panel or create a
report by clicking “Generate Report” in the actions panel.
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Policy Management

Searching for a Policy
Hover the curser the “Customers” tab and click “Search”, or select “Quick Search” in the middle of
the homepage screen.

Home Features Specialist Products Investment A

CUSTOMER / POLICY SEARCH

Enter policy number / customer name to search for: | |

Enter mobile number / email / dob to search for: | | (dob must be dd/mm/syy)

Simply enter the policy number and press enter and the respective policy will then be displayed.

Adding a Policy

From within a client profile click “Add New Policy” in the Actions panel.

On the next page the relevant fields for adding a new policy will be displayed.
IL,?,\ https://www.bis~plaﬁmm.cmnlob/p_polofcy_edimﬂ - Internet Explorer

Total Premiums Paid

> Customers ‘ Sales Tools ‘ Tasks / Events Funds ’ Partners Reports |

J’ at o Home  Features  Specialist Products  Investment  Pension  Protection  Mortgage  Help
POLICY DETAIL
Policy Number Insurer
Inception Date Status
cease ate categry
premum Fecuercy
Paid To Date Payment Method
indeaton sesges —

1st Life
2nd Life

Description

v

vl

]

1] UL

Once the details are saved the new policy will appear in the client’s profile and can then be included
in any future policy reports created.
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Viewing a Policy in Detail
From within a client profile, simply click on the respective policy you wish to view and all details will
be displayed.

These include Policy Details along with Fund & Policy Values.

POLICY DETAIL
Policy Number: 5601234 Insurer: Irish Life
Inception Date: 20/04/2018 Status: Cancelled
Cease Date: Premium:
Paid to Date: Freguency: Monthly
Payment Method: Direct Debit Assigned:
Indexation: Premiums Paid
Agency Number Category Executive Pension

Policy Description:
Lives Assured: David O'Connor, born 02/01/1989, Male, Non Smoker

POLICY BENEFITS

Policy Notes:
test

Viewing Policy History
After selecting a policy to view you will see “Policy History” in the actions panel.

Click this link and you can view the history of the policy, which is recorded from the first update to
BIS Platform.

POLICY ALTERATIONS HISTORY

Effective Date User Description Premium Status
01/10/2015 00:00 GB €0.00 Confirmed
28/01/2014 00:00 GB €0.00 Not sent to client
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Leaving Policy Notes

From within a client’s profile click “Create Report” situated in the Actions panel.

On this page you will have several different styles of reports to choose from including
“Detailed Policy” and “Summary Policy” information report.

The “Detailed” report gives a one-page account of each policy chosen while the “Summary” report
appears as a one-page document addressed to the client with a brief account of each policy
selected.

DEFAULT REPORTS

Detailed Policy Information Report
Summary Policy Information Report
Schedule of Policies (Landscape Report)
Blank Addressed Letter

Once you have decided on the style of the report; you then choose which policies to include in the
document.

POLICIES TO BE INCLUDED

Select from the list below the policies you would like to include on this report.

Alec Wilde Irish Life 5460105 Signature Bond Inforce Oonce
Alec Wilde Irish Life 5421933 Personal Pension Inforce Semi Annual
Alec Wilde New Ireland 1405171 Mortgage Protection In Force Monthly
Alec Wilde Standard Life 6360542 Executive Pension Plus In force Monthly
Alec Wilde Zurich 2836229 Inv Bond (Protected Funds) Single Premium Once
Aine S Haran Friends First 31185555 Level Term Assurance Policy In force Monthly
Alec Wilde KBC Bank Ireland 2573865uk Family Home Mortgage In force Monthly

Simply “Tick the Box” next to each policy you wish to include in the report and click “Create Report”

All the policy reports can be created in PDF and word format, allowing you to edit the document if
required.
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Improving Policy Data

If a policy comes in on the feed and the provider has sent in incomplete details, or you just want to

add in extra data on a policy

From the client profile click on the policy that you want to change, then click “Improve Policy Data”

in the actions panel.

This will show you all the policy details and any area where the data is incomplete.

Enter any data you wish to add and click “Save Policy” data at the bottom of the page.

Improve the data for this policy :

Policy Mumber: 6360542 Insurer: Standard Life

Inception Date: 01/11/2003 Status: In force

Cease Date: 26/11/2021 Premium: 510.51

Paid to Date: 01/01/2009 Frequency: Maonthly

Payment Methad | v] Assigned: l:l
Indexation: [ V] Category [ Executive Pension V]
Total Premium:

Policy Description: Executive Pension Plus

Lives Assured: Alec Wilde, born 08/03/1968, Male, Smoker
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Sales Management

Business Intelligence
Hover the curser over the sales Tab and click “Business Intelligence”.

This will bring you to a page showing all the information and underlying data on the policies you
have out on your clients.

BUSINESS INTELLIGENCE

Graph wnat
spitey
Handler

GRAPH

60

— Aviva
—— BCP Asset
Manage..
s ~—— Canada. .
—— Friends
30 — lrish Life
—— KBC Ba.
—— New Irel...
15 —— Royal L...
—— Standar...
0 = —— Zurich
Aug Nov Feb May Aug Nov Feb May Aug Nov Feb May
15 15 16 16 16 16 17 17 17 17 18 18
Final Period
® Aviva
@ lIrish Life
® New Ireland

@ Royal London
@ Standard Life
@ Zurich

UNDERLYING DATA

Aug15 Nov15 Feb16 Mayl16 Aug16 Novié Feb17 May17 Aug17 Nov17 Feb18 May18

Aviva 18 14 14 12 15 9 17 8 7 2 5 4
BCP Asset Management 4 1 2 3 2

Canada Life

Friends First 4 7 4 5 2 14 6 6 5 8 4

Irish Life 46 14 17 1 20 14 19 21 39 17 31 32
KBC Bank Ireland

New Ireland 2 1 12 7 8 7 5 6 4 1 4 1
Royal London 4 1 2 1 1 3 1 1 2 1
Standard Life 4 7 9 4 5 2 4 2 2 3
Zurich 3 1 12 6 5 6 7 7 10 5 6 2
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Sales Pipeline

Hover the curser over the sales Tab and click “Sales Pipeline”

This will bring you to a page showing you all your sales prospects.

SALES PIPELINE

There are 16 leads in your pipeline.

From: Jan-2018 v
Total AP is €0 To: Jun-2018 v
Total SP is €0 Graph Deal Value v
Type:
In the last month you have added €100 AP and €0 SP
In the next month you expect to close €0 AP and €0 SP
Conversion rate in the last three months has been 100%
DEALS BY TIME | CERTAINTY
Deal Value over Time
20,000 B Added
I Closed
15,000 [0 Expected
10,000
5,000
0
Jan Feb Mar Apr May Jun
Period
Pipeline
@ Likely
@ Certain
@ Not Likely
339%
ACTIVE DEALS
02/01/2018 GB Mortgage - KBC Barry O'Keeffe Underwriting Outstanding Likely 3000
10/01/2018 GB Life Assurance - NIA Agatha Majella Woods Questionnaire Likely 500
18/01/2018 CD protection Adrian Monks Initial Discussion Likely Q
18/01/2018 CD protection Adrian Monks Initial Discussion Likely 0
26/01/2018 CD Pension Sinead Walters Initial Discussion Likely 0
26/01/2018 GB Mortgage - KBC Gareth Egan Completed Likely 3000
26/01/2018 CD protection Adrian Monks Quotes forwarded to Client Likely 1000
14/02/2018 CD CRM&DOC MGT Key Financials Proposal Sent Out Likely 102
23/02/2018 CD CRM&DOC MGT Oliver Murphy Insurance Brokers Ltd Initial Discussion Likely 63
23/02/2018 CD  Full Platform Andrew Johnston Wealth Management Lid Initial Discussion Likely 124
27/02/2018 CD  Term Quote Ciara Byrne Initial Discussion Likely 1000
28/02/2018 CD Term Ciara Byrne Initial Discussion Certain 1000
28/02/2018 GB  Income Prot Colm O'Flaherty Proposal Sent Out Likely 800

41




To add a deal, just click “Add Deal” in the action panel.
Enter in the all the details of the deal status and value then click “Save Deal” in the action panel.
This will save in your “Sales Pipeline” and also give you the option to save to the clients file.

You also have the option to save the information in an excel file. In the actions panel you will see
“Export to Excel (Active/Closed)”.

Clicking on either of these will automatically open the information in an excel spread sheet so it can
be saved on your PC.

Sales Opportunity
Hover the curser over the sales Tab and click “Sales Opportunities”

This will bring you page showing you showing information on clients that may bring about an
opportunity for a sale.

SALES OPPORTUNITIES

Did you know ?
In the next three months:
+ 3 policies from your existing bank of policies will mature / expire.
+ 4 of your existing clients will have a 40th birthday. They could possibly do with some seriousl illness cover, this is the main age for cancer related illnesses.

+ 5 of your existing clients will have a 60th/65th birthday. What are their retirement plans.

LIST OF EVENTS

May 01 Policy 7762544 for Donnchadh Brown expires. Endowment Assurance Plan.
May 14 Geraldine Grace has a 60th birthday

May 22 Ann Marie O'malley has a 40th birthday

May 29 Policy 6394714 for Jennifer Bridgeman expires. Life Cash Cover.

June 05 Conor Murray has a 40th birthday

June 14 Barbara Good has a 60th birthday

June 22 Paul Ryan has a 65th birthday

July 12 Hughie Murray has a 40th birthday

It will show if you have clients with significant birthdays coming up and it also shows policies that are
about to mature or expire.
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Mail Merging (Sending Group Letters for Marketing Purposes)
Hover the curser over the “Sales” Tab and click on “Mail Merge”.

This will bring you to a page showing you previous letters you may have sent.
Click on the letter you wish to send or alternatively click on “Create New Letter” in the actions panel.

Clicking on “Create New Letter” will bring you to a page where you can design the letter you wish
you send.

CREATE / EDIT MAILING LETTERS

Use the screen below to edit your document, when finished click save |etter or select recipients.

Letter Description New Letter
B I U|T| = := E|y = 2 = Elle |
E B = Q »= Styes - || Format - || Font -| size - | A- @-

[customer_name]

[customer_address1]
[customer_address2]
[customer_address3]

[rustnmer addrecsdl

In the actions panel you will be given an option to “Save Letter” this will save the letter you have
designed so it can be reused in the future.
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To add recipients of your letter, click “Select Recipients” in the actions panel. This will show you a
list of customer categories you can select to receive your letter.

SELECT RECIPIENTS

Create a letter for the following clients:
Categories to include ] All customers

]

Oz

[ A clients

A Clients

CJaasAGN

[ active client list
[adresses

[ April reviews

Claviva mp

[ birthday

[Bronze

CICATEGORY b

[ christmas cards

[Iclients aged 40 - 50 Mar 2018
[Iclients aged 50 - feb 2018
1 company Directors
[lcustomer review date
[leeeeeceeeeee

CIFeb Pension

LIFIX TERM

[ Galway clients 21/3/18

[l Galway Clients as of Jan18
[Clglenn

[glenn

[lGold

[ aregary

[leslist

[limported Clients: 04/05/2017 18:15

Just tick the boxes next to the categories you wish to include and click “Continue” in the actions
panel.

Alternatively, if you scroll to the bottom of the page, you will see an option to individually select
people form your clients list.

T TSITIORETS

[Ismokers April
[[Ismokers March
[Ismokers March
[Ismokers March
[Tssssssss

[stillorgan

[Jsusans Prospects
[Tesco

[test

[test

[test

[test cat cat

[ITest category

[test test test

[Ctretretre

[Jupload 04/05/2017 18:13
[Jupload 04/05/2017 18:25
[Jupload 04/05/2017 18:26
[zuich

OR you can just select from your list of client by clicking here

Tick the box beside a client’s name to add them to the list, select as many clients as you wish and
click “Save” in the actions panel. This will show you the list you have created and offer some
additional marketing options.

If you are satisfied with the list of recipients click “Generate Document” in the actions panel. This
will automatically open your letter in a word document.
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Email Merging (Sending Group Emails for Marketing Purposes)
Hover the curser over the “Sales” tab and click on “Email Merge”.

This will bring you to a page showing you previous emails you may have sent.
Click on the email you wish to send or alternatively click on “Create New Letter” in the actions panel.

Clicking on “Create New Email” will bring you to a page where you can design the email you wish
you send.

In the actions panel you will be “Attachments”, this will allow you to attach any files you wish to
include in your email.

ATTACHMENTS FOR EMAIL

Email Name New Email - 03/05/18

Current Attachments:

Name to display:

Select Attachment:
Browse...

In the actions panel you will also be given an option to “Save Email” this will save the letter you have
designed so it can be reused in the future.

To add recipients of your email click “Select Recipients” in the actions panel.
This will show you a list of customer categories you can select to receive your email.

Just tick the boxes next to the categories you wish to include and click “Continue” in the actions
panel.

Alternatively, if you scroll to the bottom of the page, you will see an option to individually select
people form your clients list.

Tick the box beside a client’s name to add them to the list, select as many clients as you wish and
click “Save” in the actions panel.

This will show you the list you have created and the email you have written.

If you are satisfied with the list of recipients click “Send All Emails” in the actions panel
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Creating a Newsletter
Hover the curser over the “Sales” Tab and click on “Newsletter”.

This will bring you to a page where you can create your own newsletter.

CREATE / EDIT NEWSLETTER

Use the screen below to create your email, when finished click save. Use the fieldnames at the bottom of the page to insert customer data

Newsletter Name
Send From: [Greg Bowden <greg@brokerinformationservices.ie> v
Subject: ‘Q1 Newsletter |
Header Image