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1) Gather Information


   a) If this is a new client to this database:


       i) Gather all account numbers, values, transactions, and past meeting dates


      ii) Goal dates and values from FRM (TA)


   b) If a current, with data in this database:


       i) Gather all account numbers, values, and transactions since the last meeting


      ii) Updated goal dates and values
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Data Entry for CLG Progress Report Database





FAQs:


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


DCS





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


Quarterly





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


Beginning of Quarter





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 RRM within 30 days of start date








DCS – Director of Client Services


TA – Trusted Advisor


FRM – Financial Road Map®


Acct - Account











2) Connect to CLG Remote Desktop Connection


   a) Click “Enable Macros”


   b) Ensure Database_3 is the file that opens\


   c) If not open, then click on File/Open/My Documents/progress_reports/Database_3
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7) “Deposit Withdrawal Section”


   a) Select acct number in the drop down area


   b) Enter the total deposits and/or withdrawals that have occurred since the last meeting prep


   c) Click “Submit” button on the right


   d) Repeat a) thru c) until all acct date entered
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6) “Cash Reserves”, “Growth Accounts”, “Debt Accounts” & “Not Included in Totals”


   a) Select acct number in the drop down area


   b) Enter value of acct reported at that meeting


   c) Enter the “as of” date for the above value


   d) Click the “Submit” button to the right 


   e) Repeat a) thru d) until all data entered
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8) “New Goal Section”


   a) From the client’s FRM, enter the goal data into the “New Goal Section” – see the process titled “Data Entry – Goal Section Only”
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4) “New Account Section”


   a)  New client – 


        i) Select Client ID in the drop down area


       ii) Enter account number and name


      iii) Choose correct drop downs for owner


            id and whether it is a retirement account


   b)  Current client – 


        i) Client has new account, start at 4)a)i


   c)  Repeat steps until all accounts entered
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9) Review Notes to determine that no data was missed
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5) “Enter Client ID and click button”


   a)  Select Client ID in the drop down area


   b)  If new client – 


        i) Enter date of first meeting with client


   c)  If current client –


        i) Enter date of upcoming meeting


   d)  Click “Get Account Numbers” button
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10) Go to “Create Progress Reports and Charts” process
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3) “Data Entry” Tab at the bottom of the spreadsheet


   a) If this is a new client, enter data in the “New Client Section” otherwise go to step 4b


   b)  How to create Client ID – 


         Use “Client Last Name, FI & FI”


   c)  I.e. Lynn & Ted Smith = Smith, L & T


   d)  Click “Submit New Client Data” button
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