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Introduction

Lifecycle Advisor has numerous functions and is designed féwdvisors, Sales Managers and
Business @ners so that they can control what is happening in their business in real time. The
system will increase productivity by ensuring that opportunities are not missed. It gikdelvisors

full visibility of their own business portfolio and makesure that above all clients receive the
service levels that they deserve which increases client retention whilst adhering to TCF.

The sales Management functions are invaluable. It gives complete transparency of all sales activity
from the beginning of He sales process from making initial contact with the client, the type of
appointment, analysing the sales & protection and the full financial fiadt through to the sales
outcome making it easy to identify sales opportunities that may have been missed.

It provides a complete audit trail as to the client history. Most importantly it will give management
information as to any training needsanalysis and effect positive change with immediate
consequences such as transfer of clients betwadxisos.

Thesystem can be easily partitioned to reflect your company hierarchy. As a business owner you
can see what is happening across the whole company at any one time ighiombined with
Lifecycle Officavhere itgivesyou all the management information you e ata touch of a button

to run your company at optimum productivity and efficiency as well as compliantly.

Finally the system has been designed for even thadeésors witHow technology understanding. It

is simple, easy to navigate and straightforwérduseas it offers flexibilityand you can flick between
cases and have a number of fact finds open at the same time. Information can be saved so that you
can change task and go back to it.

The system is designed usiggds, which allows userto group the screen by various levels of
information. Using the drag and drop feature you can select the data that you may want to cross
reference and thersort. Choosing column headers will put the information into the order that you
want to see the informatiordisplayed. Click again to reverse the order. The funnel shape icon will
filter the data further and the information can be customised. See page 10.

In this manual you will learn how to use and make the most of these key features:

Multi -functional Diary:shared views, creating appointments, view case record
Hotbox, sales leads, lead referral and transfer process

Create new and view existing client records. Client and appointments search
Plug in Fact Findsingle data entry and nossequential offeringflexible sales process
Submission form starts sales process

= =4 =4 -4 A

Page3 of 15



Lifecycle Diary

Diary Views
You can view your diary as one day, five working days, over seven consecutive days, oneweek
to amonth to viewby simply clicking on the appropriatabs

Opporturity Manggpeees STESE ===y

Calendar Views

You can navigate forwards and backwards by using the arrow keys to the left and right of the month.
The calendar also allows you to traverse across previous years and into the future. Any historical

data will remain on thelairy page.

Days and weeks can be highlighted so that you can view all on one page.

The drawing pin will minimise the function to the toolbar. Click on toolbar
window. L (i €eful ifgpu want to enlarge the screen. Click on X to closavihéow all
Windows Talon page 15or short cut to functions.
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to restore the
together. See
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Appointments

First select the day and time that you want in the diary then right click and a drop down menu will

appear.

Opportunity Management

Save || Prit  Print
Preview

H e 2 1] 5]

Day WorkWesk 7Day Wesk Month

Tods  Windows

7] 7] 31

oMach b 411
MTWTESS
123455
47 8 910111213
duwsiessa | 09%
5| 21 22 238 25 % 7
“ 28 29 30 31
5| 1000
[EToday
= 110
120
1300

E—

Q) s Manager's FotBox (0 teme)

Mertgage Vit Settings || Calaators u Synchvanise Onine/Offine
Seurdng eMoneyfacts - = @
Tria Manags Py
24March

[ - GotoDate.

[ New Appointment
Go to Today
TR R—
s

Change View To »

¥ NewDaily Note

Block Time

7
_ . Add Appointment

Client Search

Title & Forename er v‘ iTom

Surname ‘Smnh

Address 1 ‘89 Melody Drive

Postcode |LE12 w |

i Cancel

CaselD Reportname Address1

¥|No Match Found - Create New Client:

Cancel

5
Postcode

Fact Find Status

My Referrals (0 Items) ?'c Clent Search

If it is for a new client you will need to complete
the fields in each box and clitkéxtCo go the

following information box. This will create a
customer record with a unique Case ID number.

If the appointment is with an existing customer
just add he name and press next and the
database will automatically search for the
name.

Select the client name that you want and click
on next.
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Start Time |24/03/201109:00 -]
End Time ‘24/03/201109:30 v|

Location Type | & Home Visit

©) Office

@) Introducer Office

(©) Telephone Appointment

@) Other

Location ‘
Cancel Back ‘ |—
[y

= ]

Create New Sales Opportunity ¥

Lead Details
Lead Source &
ReferringAdvisor |CIC Sales Opportunity PS
Early Warning
Introducer General E
Booking Details Income Protection Sales Opportunity
User Type |Introducer
User |L&G Staff Mortgages
Leadbay Life Lead v
Cancel - Back ‘ ‘ Next

Notes
have sent a text message to confirm the appointment. |

| Notify the dient via SMS text message

Cancel B: { | Einish y

The next window will confirm the date, time
and ask you to select where the
appointment will take place.

Addl W[ 2SdzNREh&Iwill correspond
to the description in the drop down menu.

You can also add the referrirgdvisoror
the introducer name.

The booking details are usually if the
system is used by an introducer and a list
will be provided in a drop dowmenu.

You can add notes which will be recorded in
the system.

All notes are date and time stamped.

You can refer to the notes page by double
clicking on the appointmentithin the diary
and it will bring up the case record.

Tick the box if yowvould like your client to receive confirmation of the appointment details by SMS
text. The text will be received by the client within minutes confirming the defalis. appointment

will be added to the diary.
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Edit Appeointment
Book Follow Up

Cancel Appointment
DTU Appointment

Reinstate Appointment

Cancel & Rebook
Add Mote

of options.

Another way to edit the time or date is by simply dragging and dropping the appointment to the new

time or date.

Opportunity Management Tools Windows
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Preview
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You can also drag and drop the client disté&rom the hotbox onto the date and time that you want
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Drag a column hes vat column

Client. Campaign Last Action Created By Created Action Date Status Fact Find Status

Elsmtn | oactons ralManager (2403201 | Newopportnty ||

W Trial Manager's Hot Box (0 Items) -3 Referrals (0 Items) ?‘c Client Search

and it will automatically create an appointment.

Page views can also be printed off.
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Shared Diary Views
Staff and diary accessiskréd SR Ay  WitlirGheIMansigedenidGoide Pagess

Highlight the dates that you want to view in the calendar on lgfe and thescreen will display the
diaries you are authorised to see. For more client information double click on the appointment and it
will take you into edit screen where you can seldt data that you want to view.

Tools Windows

Opportunity Management
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Hotbox

This unique feature offers a focused window into your client bank. Sales appointments can be
entered manually Automated generated leads will appear in the hotbox. Rules for lead generation

and distributionare configurable wher860LifecycleAdvisoris initially ingalled. It acts as a time
management system enabling advisors to concentrate on timely productive opportunities.

Opportunity Management
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Drag and drop the columns you want to select and viewsttreen as you wish to see it organised.

Right click on the client details listed in the hotbox and you will be given a number of options as

displayed here.

$ View Case

Refresh Hotbox

Start Sales Process

Change Priority

Change Status

Record Action

Postpone Sales Opportunity

Transfer To

Refer To

View / Edit Motes

1 Wiew/ | &l ke you into theD f A Sageietbid.

1 ‘BtartSales Phcesswill reveal fact fnd options.

1 W/ KI tat@sSwill{give you options that you can ply
to the opportunity such asighed uf2 WL yogress) Wdtion
CompletetQWPWQ o6b 20 t NB.OSSRAYy 3 2

1 Record ActionQ allows to select the method of
communication used. This is displayiedast action.

1 PostponeSales @portunity.

 Wransfer¢ 2gfesthe clientawayandWw S ¥ Svdllld¢ 2 Q

allow to givethe opportunity to another Advisor A list of

allocatedAdvisos will appear. The opportunity will then appear

in the selectedAdvisof ldotbox.
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Right click on the arrowhead in the column header and this will allow you to filter and sort the data

in the column

Left click on the drawing pin in th
column headewill allow you to
highlight the option you want to
prioritise theinformation in.

My referrals
I fTAO1 2y Yemated at $& Btiloff the ScreeMhiswi at have been
passed to otheAdvisos. The drag and drop screens enable you to sort the column headings in the
order that you want to prioritise. For example it may be useful to see the information displayed by
client and filtered by status and last action allowing the referdmtyisorto view and keep track of

the referred lead.

Example: A mortgagAdvisorrefers a Wealth lead to gualified Fhancial Advisor Referring the
opportunity allows both the referring and the referre&dvisorto earn commission whilst allowing
the originalAdvsorto keep the client and offer a full financial service.

Client Search and Appointment Search

Client and appointment search is located at the bottomthe# hotbox. Simply click on the button

and enter in the name orlpNII 2 ¥ (G KS | BRaRNB e SystenyviRll l00K fdv (g seatth
parameters seleetd and will identify the client or appointmen¥ou may need to identify which
address is relevant for popular names such as Smith or Jones where the search may show more than
one result.
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