Client Management How to Guide

Overview

Client Management is central to how you conduct your day-to-day business in ClientWorks™. Client Management
allows you to view data related to your business, including clients, accounts, investments, activities, requests and
documents. This data can be viewed at the book of business, client and account levels. You can create and save
custom views so you can easily access the data that is most relevant to the action you need to take at every
moment.

This guide walks you through how to access Client Management, how to customize and utilize its core features
and explains each of the data browsing tabs available to you.
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Access Client Management
When you log in to ClientWorks, the Client Management Home page opens. From the Home page you can:

1. Go to other tabs within Client Management.

2. Access other tools via the App Drawer.

ClientWorks - Client Management Enter Trade | Create New Account &, JOHNTRAINER | Log Out On-theGo 8 Q
Home Practice Metrics Clients Accounts Groups Investments Orders Activity Requests Documents Reports RepID: 1 selected | % *+ Global R
© System News & Alerts ® (D Open Notifications ©  of Quick Actions
Test sample o 105 notifications 00 Past Due 105 New 0 In Process 2 submitted 0 Pending Select Action
09/03/2010
Test News. fep oate

Subject Category Type Status Id Created Due Date  Account

If you need to navigate back to Client Management from another tool in

3
ClientWorks, you can also use the App Drawer. .
1. Click the App Drawer button on the top right. ClientWorks
2. Select Client Management in the drop-down menu. I e
#_’ Trading 5

B Resource Center

A notifications 3

g Tools >

Core View Functionality
Overview

The first time you access Client Management, you will see all open accounts in your book of business under the
Accounts tab, one of several tabs you can view.

ClientWorks - Client Management Enter Trade | Create New Account 3 JOHN TRAINER | Log Out On-the-Go

Home Practice Metrics  Clients || Accounts || Groups Investments Orders Activity Requests Documents Reports RepID:1 selected | % |+ Globsl Aap Filter

Hide Quick Views #

B . T Accounts Save Quick View Edit Columns Export
Quick Views + =
Total Account Value  $5,305,330.09
M Account Summary  [5 @  Total LPL Value $5,305,330.09
Total Linked Value $0.00
Account Details Total Mon-Linked Value $0.00
FEITEIET BT Account Status: 1 selected  x Account Value: >=50.01 | x Account Class: 9 selected | x + Filter
Cost Basis
Search accounts ® n Create Client and Account Actions -
Convert to Advisory Eligible
[] Metifi. Repld  Client ~ | ACCount Name LPL Actount Number ~ Account Class Account Value LPL Valug Linked Value
O -  Jin Kaitlyn Demo MNelson Nelson Kaitlyn Demo 8 no0eT642 Money Manager - Retirement $505,556.74 $505556.74 50.00
[0 — JT01  lanDemo Moreno Moreno lan Demo & 00068157 Brokerage OMP - Retirement $538,690.96 $538,690.96 50.00
O Jron Emily Demo Rodriguez Rodriguez Emily Dem & 001697 SWM - Retirement $1.119714.34 $1.119714.34 50.00
O JT0 Dylan Demao Alvarsz Alvarez Dylan Demo & 0006864 Market Pace Il - Retirement 51.392,501.90 51,392.501.90 50.00
O —  J1n Dylan Demo Alvarez Alvarez Dylan Demo & mooeT6E1 Market Pace Il - Retirement $1,000,641.13 $1.000,641.13 §0.00
O - Jm Dylan Demo Alvarez Alvarez Dylan Demo & no0e3474 Market Pace Il - Retirement §743225.02 $74322502 50.00
O JTo Bradley Demo Jones Jones Bradley & 0002054 OMP Advisory - Retirement $5,000.00 $5.000.00 §0.00
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The available tabs in Client Management are:

Home Displays an overview of the client information.

Practice Metrics Displays a high-level view of the data in ClientWorks.
Clients Displays a list of all your clients and high-level information about their balances.
Accounts Displays data for that account.

Groups Displays groups you created in BranchNet.

Investments Displays all investments.

Orders Provides a view of all the orders.

Activity Displays data on transactions.

Requests Displays current requests from tools used in ClientWorks.
Documents Displays uploaded documents.

Reports Displays commission and fee reports.

There are three levels of data you can drill down into from each of the tabs available to you.

1. Book of Business | Displays all data for all clients you manage.
2. Client Displays all data for all accounts for that client.
3. Account Displays data for that account.

By default, each tab and each layer of data within each tab displays all of the data available at that level in an
unfiltered state. You can further customize, filter and search for exactly the data you need and save that view using
quick views.

Quick Views
Quick views filter the content and display a set of columns that are appropriate for that content. Default quick views
are included for common tasks. You can customize the filters and columns and save them to create your own quick

views. Customized quick views are only visible to the user who created them and cannot be shared. Please note that
existing default quick views are subject to change, in order to address user needs.

Adding Quick Views

1. To add a new quick view, click the + button.

Home Practice Metrics Grg

Hide Quick Views

Quick Views + o
Account Summary (V]
2. Enter a name for the quick view into the Name saved Hide Quick Views 44
view field, e.g., My RMD. ) . 30 Account
. Quick Views + @
3. Click the green checkmark. S y——
Act lue
My RMD v K]
B
Account Detalls
4. The quick view appears in the Quick Views list. ) ) 30 Accol
Quick Views + @
You can drag and drop the quick views into any order Total Accou
you would like. Account Summary ©  Total LPLV:
Total Linked
My RMD V]
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Assigning a Default Quick View
To assign a different default view that loads when you click that view again:

1. Click the blue down arrow on the quick view you wish to 30 Accoun

make the default view. Quick Views + = |
Total Account
2. Select Make Default. M Account Summary Total LPL Value

Total Linked Ve

You can also delete and save quick views from within My RMD e
. . . . —y
O this menu by selecting the appropriate option.
Save + Filter
Account
Rename
Retireml Undo Changes
Search acco|
Cost Ba Make Default
Notifi. . Re
Delete
Convert' ] ] - n

R

- J1
Re-establishing Original Default Quick Views

Client Management has several built-in default quick views which can be overwritten. To re-establish the original
default quick views:

1. Click the Settings button. Home Practice Metrics Gro

Hide Quick Vie
Quick Views +| &
M Account Summary il
Add Quick Views x
2. Select the default quick view you wish to
re-establish.
. Default Quick Views
3. Click Apply.

Account Summary

This will add the selected default quick
O view back into your Quick Views list. If
there is another view in your list with the

Account Details

same name, the system will add a Retirement Accounts
number to the end of the quick view
name. Cost Basis

Convert to Advisory Eligible

Cancel Apply

11/16/2018
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Saving Views

When you make changes to a view, it is not automatically

saved. New views can be saved for changes made to

columns, sorting and filters.

1. An asterisk and italics shows that a change has yet to be

saved.

2. Click the Save Quick View button next to the view name.

3. A green box will appear indicating that the view has been

saved.

Columns

Edit Columns

1. Click Edit Columns.
The Edit Table Columns window appears.

2. On the left-hand side, you can see all of the
available columns.

3. On the right-hand side, you can see the
columns currently displayed and the order
in which they are displayed.

Search For Columns

1. Enter a search parameter in the Hidden
Columns field.

2. Inthis example, RMD is entered as the
search parameter. The search finds all
available columns which contain the letters
“RMD”.

11/16/2018
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Quick Views + (o] 30 AC
Total Ac
My RMD * 0 2 @  Total LF
Quick Views + (o] 30 AC
Total Ac
My RMD * a 2@  Total LF

J Update successful

My RMD successfully updated!

° Save Quick View Edit Columns Export

~ ACCOUNT BALANCES = Motification =

Cash Percent H Rep ID

Cash Value Account Name [
~ ACCOUNT INFORMATION LPL Account Number

Account Status S5N/Tax ID

Account Type Client

Loc Account Class

Qﬂcel Apply

HIDDEN COLUMNS

Collapse all DISPLAY COLUMNS Remove all

~ ACCOUNT BALANCES n Notification
Cash Percent E| Rep ID
Cash Value Account Mame 1
‘ RMD ‘
v RETIREMENT °
RMD Amt
[
Pigos Al LPL Financial
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Adding Columns

1. You can add the displayed columns either
by selecting and clicking the add button, or
by dragging and dropping the displayed
column from the left-hand side, to the right-
hand side of the Edit Table Columns
window.

Moving Columns

2. Drag and drop the Display Columns into
the order you would like them to be
displayed.

3. Click Apply when finished.
4. Drag and drop the columns into the

positions you want using the column
headers.

columns and remove individual columns
within the Edit Table Columns window.

O You can remove all the displayed

HIDDEN COLUMNS

RMD

v RETIREMENT
AMD Amt
RMD Remaining

+~  RMD Svc

Notification Rep ID

o You can move columns at any time within the main results grid.

Removing Columns

You can remove columns by using the Edit
Table Columns window.

5. Move your mouse over the displayed
column you wish to remove and select
Remove.

Sorting Columns

1. You can sort columns by clicking the
column title.

2. An arrow will appear to the right of the title
indicating whether the values in the column
are sorted in descending or ascending
order.

11/16/2018
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~ ACCOUNT BALANCES
Cash Percent
Cash Value

~ ACCOUNT INFORMATION

Account Status

i ek s

LPL Account Num..

Page 6

&)

SSN/Tax ID

DISPLAY COLUMNS

Notification

Rep ID

Account Name

LPL Account Number
SSN/Tax ID

Client

Account Class

N

Account Name

Request ID

Notification

Rep ID -

Account Name

LPL Account Mumber

“  SSN/Tax ID remove

Mova@aney ~ Trade «
Account Name A
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Filters

Adding Filters + Filter

You can add filters to most fields.

1. Select + Filter to add a filter. Search accounts ® n
2. Inthe search box enter the beginning of a filter value + Filter

you are looking for and select the filter that you want
to apply to the results. You can also filter information

. . . . Find Filt ®
by dragging and dropping the column headings into S
the filter search field.
ACCOUNT BALANCES A
[ Account Value ount Na

- Cash and Equivalents - Previous Close

Cash and Equivalents Percent - Previous Close

O r |
Combined Value
C Linked Value f '
Ol LPL Value Ml
™
Search for Filters + Filter
3. Enter a search parameter in the Find Filter field.
Find Filter %
ACCOUNT BALANCES N
[_ Account Value bunt Na
C Cash and Equivalents - Previous Close § y
Cash and Equivalents Percent - Previous Close
C Combined Value | l
L Linked Value \ '
C LPLValue Vi
[
4. In this example, Age is entered as the search + Filter
parameter. The search has found all available
columns which contain the letters “age”. Agd %
5. Select the Filter which you want to apply to the a
results. CLIENT INFORMATION
| | Age Account |
C

11/16/2018
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6. Some filters have further values or options you need
to add/select.

( ) When using a filter that requires a date range, ;
. . . Min Max
choosing a longer date range will increase the time
it takes to load the data. a

Age: | % + Filter

You don’t need to enter both values for Min and

o Max, you can enter either one. C Al

. . . Cancel
In this example, either a Min or a Max, or both, are C Al
required.
7. After you enter the values, click Apply to add the filter Age % & Filter
to the results.

A You cannot enter decimals for fields like Age. In Min Max

(828 other fields like account value you can enter a a
decimal.

A

Cancel Apply

Age:55-75 % + Filter

Search dCcounts % n

Age:55-75 | & + Filter

Search accounts x n
Adding Global Filters

Global filters can filter everything in Client Management. They are independent from the local (quick view) filters. To
use Client Management, you will need to filter for data pertaining to the Rep Id or Rep Ids you wish to view.

8. The filters applied to the results are seen across the
top of the results screen.

Removing Filters

9. Toremove afilter, click the x button next to the
applied filter.

1. To add a global filter, click + Global Filter button on 4 Global Filter
the top right.

Save Quick View Edit Columns Export

O If you move between quick views, global filters continue to be applied, but the local filters in each quick view
change depending on the view.

it there.
2. Select the Global Filter you wish to apply globally. In
this example Rep ID is selected.

A Global Filters cannot be saved in a quick view. You must add your filter as a local filter to a quick view and save
[ =)

+ Global Filter

Rep ID
Save Quick Voo S U

11116/2018 ‘ . .
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3. Add the filtering you wish to apply globally L
to the Rep ID. Activity Requests Documents RepID: %

You can search for Reps by entering the Search Rep ID x SELECTED
first three characters of their ID. Then
you'll see a list of available Rep IDs.

4. Click Apply.

+ Select Visible % Deselect All

JT02 - Jane Trainer

Cancel Apply

5. The global filters can be seen at the top of
the screen. Rep ID: 1 selected = % 4+ Global Filter

Save Quick Viciw Edit Columns Export

Removing Global Filters ] .
Rep ID: 1 selected | % 4+ Global Filter
6. To remove a global filter, click the x button

next to the applied global filter.

Save Quick View Eaiccolumns Export

11/16/2018
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Navigating Columns

There are several tools to assist navigation to quickly access your client data.

Fixing Columns

1. Tofix (pin) columns to the left or right of
the grid to maintain their visibility while
scrolling, right-click on the applicable
column.

2. Select Fix.

3. Next, select To the left or To the right.
The columns will remain visible as you
scroll through additional columns.

Expanding Client Data Grid

1. To expand the grid size and improve
visibility, select the expand icon.

2. To restore original sizing, select Exit full
screen.

Client Data Grid Pagination

1. Pagination allows you to quickly navigate
through client data. Select the number at
the bottom of the grid to navigate to
additional data.

11/16/2018
Member FINRA/SIPC. For broker/advisor use only.

Client Name RepID  SSN/Tax D First Mame
i1 Sort Ascending 09
"'.:é.-'f%':"; 106
Clear Sorting l6g
Fix ¥ Tothe left
To the right
=~ - z
Create Prospect Actions - e
Birthdate Age Client Since  Client Type
Exit full screen
LPL Value
51,075,697.99
(54,934 48)
(5832.37)
5300,000.00
Client
Client
Client
Cli
1 2 3 4 ]
|
| - .
Page 10 w-l LPL Financial
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Account Actions

When you've found an account that you want to take action on, hover over the account number link to see additional

options, such as Move Money.

1. Move your mouse over an account
number link.

2. Click the drop-down menu.

3. A contextual menu appears showing
actions you can apply directly to the
selected account.

4. Click the account number link to see a
set of summary pages for the selected
account.

Multiple Account Actions

1. You can also perform actions on multiple
accounts simultaneously. Select all
applicable accounts.

2. Select the Actions menu.

3. Select the applicable action.

The Action menu option =remains visible
when scrolling through data.

11/16/2018
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LPL Account Num

~  LPL Account Num__

& 00x-7561

& xox-7561 |1 =~ —

View Account

Reports
Move Money
Trade

Create Account

=

Sponsor Account ~ Account Class

Market Pace Il -

Search clients

View Last Mames

= Client Name

‘B
starting with o 0

Re

Create Prospect

Age Client §

Actions +

View
Edit

Group

Create Account

Sponsor Account

Ret

3

v
Create Online Request
Reports
CAM
Open in CAM
Forms
011 Client
# 2013 | Client
And e
|
| - .
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Tabbed Views

In each tab, the data visible varies
depending on the data level for that tab
(e.g., book of business, client and account).

Home

The Home tab displays an overview of the client

information.

Client Management

Home Practice Metrics Groups Clients Accounts Investments Orders Activity Requests Documents

Home

Practice Metrics

Groups Clients Accounts Inve

& Good afternoon Jane Trainer

O

For additional resources to help you work with the
home tab, refer to the Client Management How to
Guides available on the ClientWorks Guides and
Tips page in the Resource Center.

Practice Metrics

The Practice Metrics tab provides a high-level view of the
data in ClientWorks.

@

For additional resources to help you work with
practice metrics, refer to the Client Management
How to Guides available on the ClientWorks
Guides and Tips page in the Resource Center.

2 Client Reminders

Client

Bob Demo Morth

Birthdays | Anniversaries | g

Date Event

05/21 Birthday

Groups

The Groups tab allows you to view (read only)
groups created in BranchNet. You can view all
accounts within each Group and then link out to
other pages through the LPL client number and
account name.

There are 5 group types everyone will have
access to:

Combined statement
Advisory Statement
Bank Deposit Sweep
Household Groups*
User Defined*

agrwnE

*Only for Portfolio Managers subscribers.

Clients

The Clients tab allows you to view all clients.
This tab gives detailed information, such as
client accounts, balances, cash percentage,
RMD and contact information by client.

11/16/2018
Member FINRA/SIPC. For broker/advisor use only.

Home | Practice Metrics | Groups Client
@ Practice Summary (7]
30 Total Accounts
10 Total Clients
$16,291,370.03 Total AUM
$0.00 YTD Revenue
=» 0% Revenue Change
Home Practice Metrics | Groups |[Clients Accounts Investments
Hide Quick Views 44
Quick Views + @
* Filter

N Statement / Sweep.. [5) @
Household Groups

Custom Groups

Home Practice Metrics
Hide Quick Views 4
Quick Views + @

M Client Summary K V)

Page 12

xB

No results returned for the selected filtering criteria

Search groups

Groups || Clients | Accounts Investments

10 Clients

Total Account Value
Total LPL Value
Total Linked Value

$4,350,097.35
$4,350,097.35
$35,688.59

Al LPL Financial
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Accounts

The Accounts tab allows you to view all
accounts. This tab gives a detailed view of
account settings and holder information, such
as account holder details, account instructions,
suitability and advisory information.

Investments

The Investments tab allows you to view all
investments.

There are two different data sets in
investments:

1. Aggregate Investments Quick View:
This is an aggregate, or summary, book
of business view which lists the total
value, quantity held and price for each
investment on one line item.

2. Account Investments Quick View: This
lists multiple line items for each
investment in each account. This quick
view provides the ability to view all
investments as well as short and long
term capital gains.

Orders

The Orders tab provides advisors with a
view of all orders.

O

For additional resources to help you
work with orders, refer to the Trading
How to Guides available on the
ClientWorks Guides and Tips page
in the Resource Center.

11/16/2018
Member FINRA/SIPC. For broker/advisor use only.

Home Practice Metrics Groups Clients | Accounts | Investments Orde
Hide Quick Views 44
Quick Views (o 30 Accounts
Total Account Value  $28,755,016.88
W Account Summary *  [£) @  Total LPL Value $28,755,016.88
Total Linked Value $35,688.59
Account Details
+ Filter
Retirement Accounts
Home Practice Metrics Groups Clients Accounts | Investments | Orders
Hide Quick Views 44
Quick Views - 351 Investments
W Account Investmen... [2) @  Filter
Aggregate Investments
Search investments x n
Loc... ~  Account Name LPL Account Num... Spon
LPL Roth Eric Demo & 00xx-4120 =
> LPL Roth Eric Demo 8 xx-4120 -
> LPL Roth Eric Demo & xxxx-4120 —
> LPL Roth Eric Demo 8 xxxx-4120 -
> LPL Roth Eric Demo & xxxx-4120 —
> LPL Roth Eric Demo & xxxx-4120 -
> LPL Roth Eric Demo & xxx-4120 =
> LPL Roth Eric Demo &)00xx-4120 -
T/NT Symbol / CUSIP /ID = Security Type Asset Class
T 9999227 Money Market Cash and Equiv
T oDP Common Stock Mid Cap US Val
T UNH Common Stock Large US Gro Ec
T JNJ Common Stock Large US Bl Eq
T 9999136 Money Market Cash and Equiv
T BAC Common Stock Large US Val Eq

Home Practice Metrics  Groups
Hide Quick Views #

Quick Views + o

M Equity / Option Ord... [£) @ +Fil

Equity / Option Order Execu..
Mutual Fund Order Status

Mutual Fund Order Executio.

Page 13

Clients Accounts Investments)

‘B

No results returned for the selected filtering criteria

Orders [Activity Requests
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ACthlty Home Practice Metrics  Groups Clients  Accounts Investments Order{ Activity [Requests
The Activity tab provides a view of all e ke e -
o . - - 78 Activities
activity for your entire book of business. Quick Views +
Although you can view activity fc_>r LEL LPLTransactions  ® Sy R
accounts and outside accounts in Client
Management, you will need to do so in Qutside Transzctions ‘B
different views. This tab allows you to Commissions
select a filter value and let the system O Date  Client LPLAccount  Account Name  Symbol/CU._  Description  Activit
. . Detail Trail Commissions O
generate the view in the background, s '

while you work elsewhere in ClientWorks.
A message at the bottom of the screen will
notify you when the view is ready.

RequeStS Groups Clients Accounts Investments Orders Activity] Requests | Documents

The Requests tab displays current and
historical requests. It also includes a list of

K X . Open Requests 0 view 31 Day Rates
request types with the tools available in Within SLA 0 view SLA Rate (0%) (00f0)
ClientWorks. This tab allows you to view Beyond SLA 0 view NIGO Rate 0% @
status for service requests.

<+ Filter
Documents Groups  Clients

Accounts Investments Orders Activity Requests| Documents

The Documents tab allows you to view
documents for your entire book of
business. You can also create and manage
categories, add and modify document
folders, upload documents and edit n

Search documents x
document data.

+ Filter
Upload Document Edit Document

Upload a Document Activity Requests Documents

You can upload documents in ClientWorks.

1. Click Upload Document.

Upload Document Edit Document

2. Drag your document(s) into the box that appears OR

3. Click the Browse button to select the document(s) you would
like to upload.

Browse for Files

O You can upload Process and Non-Process documents at
the same time.

4. Once the document(s) are displayed, add or modify the information associated with the document(s).

O The Category you choose will determine which document information fields are enabled.

Requires (@) Client
Processing Document Type Document Name Category Sub-Category Account/Name Branch ID Rep ID View Document Date Notes Remove

01_LPL_Ratios xlsx - - (] Apr5,2017 4 Add

11/16/2018
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5. Select the Client View checkbox to
enable your client to view the document in
Account View.

Client
Branch ID View Document Date Notes Remove

O Apr5,2017 A Add

6. If a document you upload requires Home Requires @
Office processing (I'e" ACCOL'mt transfer Processing Document Type Document Name
paperwork), check the Requires
Processing checkbox. If processing is Wil o v |01_LPL_Ratios xlsx

not required (i.e., Client meeting notes),
leave the checkbox blank and your
document will be stored for convenient
retrieval.

For more information about how to upload documents, please search the Resource Center for the iDoc —
Paperless Office Solutions Reference Center.

7. Click the Upload button.
cx
Edit a Document n

You can edit documents after you have

uploaded them Upload Document Edit Document sfer 1¢

1. Select the checkbox next to the document
to edit. [[] Document Name

2 Click Edit Document ALTERNATIVE INVESTMENTS REDEMPTION REQUEST .pdf
{::-' TANT.txt

3. The Edit Document dialog box will appear RepID/  Client
allowmg you to mOdlfy the data. BranchID  View Document L Notes Delete Status

Add

Wi

4. Select the Client View checkbox to make

the document appear in Account View. o e

BranchID View Document Date Notes Delete

WA4F £ Apr28,2015 £ Add

11/16/2018

|
Member FINRAJSIPC. For broker/advisor use only. Page 15 ;.-I LPL Flnal’lCIal_



| Client Management How to Guide

Notifications

1. The Notifications icon lets you know that
there is a notification for that account.

The Notifications column can be added -
to any quick view in the Accounts, -
Requests and Investments tabs.

2. The Notifications window opens and

. . B . 10 Notfications 0Pz Dus [ BES 0 rProzezz 0 Submittea 0 Eerding
display the notifications available for that
account. * il Fter @ || Evor
+ 0
Subjeat Catmgory v Type Statsa Repld Date Crest: Dios Datey | Acoount Aot Me

Global Search

1. Select the Search icon to enter search

criteria.
Search by "Account Name/ Account Number/ SSN/ Client Name"
Your recent searches will appear below. Recent Clear History
CI|Ck on the Search Resu It to red|sp|ay Search Result * Searched For " S GaMNA" in "Accounts” Nov 14
the content. Search Result » Sesrched For "/ Lt in "Accounts” ov 14 0258

70 search Result * Sesrched For "#MWES G in "Clients” Nov 14 2018 19:02:06

ue Date /| SearchResult* Searched For “james” in "Clients” Nov 74 2018 18:50:50

— { SearchResult * Sesrched For "james" in "Clients” Nov 14 2018 18:35:06

— ST Ve s wi

2. Click the drop-down to select the type of
information you would like to search
(Accounts, Clients or Groups). Accounts
is the default type.

Clear History

Ucarched For " MES SAMNL" in "Accounts” Nov 14

Search Result * Searched For "8 LamiL" in "Accounts’ Nov 14 2018 19:02:5

70 Search Result * Searched For " G/t in "Cliemts” Nov 14 2018 19:02:06

You must select the correct type to view

O applicable results. For example, to view
group results you must select Groups
from the drop-down menu.

Due Date A Search Result* Sesrched For “james” in "Clients” Nov 14 2018 18:50:50

— @ Search Result * Sesrched For ‘james” in "Clients” hov 14 2018 18:35:06

— E@Xxax-2379 vt T Hiiiiee

3. A pop up box appears allowing you to enter

the search criteria. Available search criteria *
vary based on search type. Accounts=
Recent Clear History
Accounts allows you to search by Search Result + Searched For " et Lamit” in "Accounts” Now 14 2012 19:03.20
O Account Name, Account Number, SSN Search Result + Searched For " M Lamiit” in "Accoumts” hov 14 58

and Client Name. 70 Search Result * Searched For " #WEES G in "Clients” Noy 14 2018 10.02:06
Clients allows you to search by Client ueDate A SearchResult Searched For ‘james”in "Clients"
Name’ Phone Number and SSN _ g SearchResult* Searched For “james” in "Clients’
Groups allows you to search by Group - e e

Name.
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m 0229 (] I

4.

You must type at least three characters into
the field to reveal search results. The top

five results will display. Search Result for "0229" (5 out of 198) in Accounts See All Results
Select See All Results or press Enter to B jaoaaag BETH s oo -
view all results in a new tab. Manager Access Network Ret 0
In the example shown, the Accounts type is E)EEZE;ERT & fobert Metler oo
selected and 0229 is entered into the _ _ T o_
search field. The top five results appear @ ROBERT METLER & Robert Metler w _
based on all accounts containing the 700229 84-6999449 =
numbers 0229 in the Account Name, - - | =
Account Number, SSN and/or Client Name BIALEXIS THAMES TTEE £.20229577 .-
fields. The first column displays Account - e =-
Name/Number. The second columndisplays o
. . ) JACK PEARSON - (-
Client Name/SSN. The third column 022859 a_
displays client contact information. — — n—
Recent Clear History
O YOU can enter more than one Seal’Ch Search Result * Searched For "0229" in "Accounts” Nov 14 2078 10:25:29
Criteria. For exam ple, |f you enter in Search Result * Searched For "0224” in "Accounts” Nov 14 2018 10:25:17
0229 and Beth, on|y results Containing Search Result * Searched For '0224” in "Accounts” Nov 14 2015 10:25:00
both criteria will appear. Pamela Beery * — * Action Type: View Account Nov 14 2018 10:24:01
Marco Regaldo *+ 50821022 + Acticn Type: View Account Nov 14 2018 10:22:20
You can also enter one or two

0,

characters then press Enter to view all

results.
Search Result for "0229" {5 out of 198) in Accounts See Al its
&) WOODARD BETH & Beth Woodard L (262) PEBEN
- -0229 .4 = (262) TEs-50
Vi b srtiyeiriy Tt D (262)789-90 View Account
5. Click anywhere on the result to view the s
Account Information Card for more e -
detalils.
i i
] -

Accounts™ 0229 (x]

WOODARD BETH <Back
Account Information Personal
Sponsor Account No.— Mobile Phone No. M5 S i
Account No & 0ox-0229 Business Phone B 82 e win
6. Select View Account to open the account Account Name & WOODARD BETH Home Phone NoEmE el
view for the selected account. P — 2 Beth Woodard Birth Date & Feb 09, xuxx - Age 66

Account Class Manager Access Network .. Account Registration

SSN/Tax Id & ox-xx-0372 T n “heniwins Tt 12
Client Group Name WOODARD BETH

Rep ID Wi -

Account Status Open 1wy Sarehibe
Account Value

Account Value $155,350.04

Linked Value $0.00
Quick Action:

View Account

11/16/2018
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The Global Search feature currently works within Clients, Accounts and Groups. Only household groups user
define groups will appear in search results. Client groups will not appear.
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