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1) Making Goal_DB edits


   a) Scroll the spreadsheet to the right and click on the “Edit Goal DB” button


      i) A separate window opens – Goal_DB


   b)  Click the “Find Next” Button until you arrive at the client ID and goal that you want to edit.


   c)  Edit the values you want changed.


   d)  Repeat 9b until all changes are made.


   e)  Click the “Close” button.	DCS
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Data Entry – Making Goal database Edits Only





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


Acct – Account


Mgmt – Management


FGA – Future Goal Amount
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2) Finalize Changes


   a) If all goals entered correctly, return to you are done, otherwise go to step 10b.


   b) Scroll the spreadsheet to the right and click on the “Sort Goal DB” button.


   c) Ensure goals are in correct priority order


   d) If goal values were changed, go to 10e. 


   e) Scroll the spreadsheet to the right and click on the “Calculate Future Goal Amount” button
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3) Return to step #9 of the process “Data Entry for CLG Progress Report Database”
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