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1) Behind the Numbers Report


   a) Click the “Behind” tab on bottom of page


   b) In the upper right hand corner:


      i) Confirm Client’s name and meeting date


     ii) Chart Title should read “Behind the Numbers”


    iii) Click on “Generate….Report” button
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Create Progress Reports and Charts





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





10) Close Spreadsheet 


   a) Save database spreadsheet


   b) Close spreadsheet and Terminal Service Connection by clicking on the “x” in the upper middle of the screen
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2) Save Reports in Print Format


   a) Spot check reports to ensure data and client information is correct


   b) Click on the cell indicated “4. Click This Cell:--------->”


   c) Click “File” in upper left corner of excel.


   d) Click “Print”; a pop-up window appears


   e) Click arrow and select the “CutePDF Writer (from _____) in session 1” printer


   f) Click “Preview” button in lower left corner





6) FRM History Report


   a) Click “FRM 1” tab – bottom of page


   b) Confirm Client’s name


   c) Scroll spreadsheet to right a few columns


   d) Follow directions relating to a client’s company value if used in the growth acct values


   e) Click “Update Report” button; ensure values are correct


   f) Return to Step 2, and then go to Step 7
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5) Advisor Progress Reports


   a) Click “Alt_Charts” tab – bottom of page


   b) Confirm Client’s name and meeting date


   c) Change “Chart Titles” as needed


   e) Change “Company Name” as needed


   f) Click “Update Chart” button; ensure graph values are correct


   g) Return to Step 2, and then go to Step 6
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7) FRM History Report (Details)


   a) Click “FRM 2” tab – bottom of page


   b) Confirm Client’s name


   c) Click “Update Report” button; ensure values are correct


   d) Return to Step 2, and then go to Step 8
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3) Circle Chart Report


   a) Go to the “Create Circle Chart Only” process


   b) Return to Step 2, and then go to Step 4
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8) Print Reports


   a) Select folder where reports are saved


   b) Double click files and print on color printer


   c) Give to TA for review
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4) Client Progress Reports


   a) Click “Charts” tab – bottom of spreadsheet


   b) Confirm Client’s name and meeting date


   c) Choose last meeting date with drop down


   d) Change “Chart Titles” as needed


   e) Change “Company Name” as needed


   f) Click “Update Goal Progress Report” button; ensure graph values are correct


   g) Return to Step 2, and then go to Step 5
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9) TA Reviews Reports


   a) Make corrections as needed - DCS
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   Cont….


   g) If everything looks good, click “Print” button in upper left corner


   h) In the “Save As” pop-op window locate the folder to save the report


   i) Type in a file name such as the following:


      i) Client Name – Report Name (mm-dd-yy)


   j) Click “Save” button


  k) Go to the folder and double click on the newly printed file (in PDF format)
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