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1)  Description of the importance of progress reports for the VBFP TA System





12)  





Introduction to the Cambridge Legacy Progress Report Generator





FAQs:


The Team member Accountable for this process (Relationship Manager) is:


DCS





The Relationship Manager will review & update this process at this frequency:


Semi-annual





The date of the next review & update of this process is:


12-31-09





The Back-up team member accountable for this process (Backup Relationship Manager) is:


TA





Where are the detailed steps to this process?:


- The detailed will be outlined on the pages below (in this document) within 30 days of the start date of the process by CIO within 30 days of start date








DCS = Director of Client Services


TA = Trusted Advisor


DOB = Date of Birth





11)  





2)  Double Click on Remote Desktop Icon














			DCS








7)  General overview of data entry requirements


   a)  Client Names & DOB


    b)  All Account Numbers and Titles


    c)  Dates and Amounts of Transactions


    d)  Account Values and “as of” Dates


    d)  All Past Meeting Dates


    e)  Upcoming Meeting Date


    f)  FRM – All Goal Information


			DCS





6)  Review tabs at the bottom of the page:


  Far Left – Data Entry to the 


  Far Right – Calc_Table








			DCS








8)  Review location of Data Entry Tab














			





4)  The excel spreadsheet should open up, but if not, click in the upper left hand corner of the screen File>>Open>>My Documents>>progress_reports>> database_3


			DCS











9)  Overview of each report:


    a)  Behind the Numbers


    b)  Circle Chart


    c)  Charts


         i)  Goal Progress Report


        ii)  Growth Progress Since Inception


       iii)  Growth Progress Since Last Meeting


   d)  Alt_Charts


         i)  Annual Income from Current Assets


        ii)  Total Progress


   e) FRM_History


   f) FRM_History(TA)





5)  General overview of database system





10)  Conclusion





3)  A security warning will pop up.  Click the “Enable Macros” button .











			DCS
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