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SmartActivity

Keeping promises to clients—and yourself

It's important to focus your time on smart activities that will help you grow a successful and sustainable practice.
Weekly success metrics have been set for you in the Foundations scorecard to help track results to corresponding
smart activities. What makes an activity smart?

e Smart Activities are simple. They don't require years of experience or hard-to-achieve credentials, just
determination.

e Smart Activities are results-oriented. When accomplished on a consistent basis, they add to your bottom line and
the odds of building a successful practice.

Setting personal goals (and determining the level of income required to attain those goals) helps to associate the
qualitative (what you want) with the quantitative (what it takes to get it).

SmartActivity Results
New Referrals/Contacts 10
New Clients with Quick Facts 2
Appts Scheduled next 2 weeks 20
Kept Appointments 5
Apps Submitted .5
Paid Cases .5
Paid Premium $1,250

Access your Foundations Scorecard from the GOL Dashboard.

What is an Opportunity Pipeline?

The terms Opportunity and Pipeline are used interchangeably to describe the process of onboarding a new client.

As the relationship develops, your work with the client(s) can be defined by stages.
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Client Onboarding

Suspects Referrals Prospects
e Cultivate new clients using a process
Got A Name
e Theprocessisaroadmap
e Prospectingyields Suspects, Referrals, Prospects Q“"" Facts
Data Gathering

e Addnew contacts to your pipeline/process

1 Underwriting
} Implementation

Clients

e Update each contact's current stage regularly

e No missed opportunities because you lost track

e Contacts may not go through every stage

e Stagesdonothavetobeinorder

As you continue working with the client, you may implement products or investments as part of the planning process.
When you submit applications and/or open new accounts, you can estimate premium, assets under management
(AUM) and project an estimated close date. This information is aggregated and displayed on the SmartActivity
Dashboard to help you monitor your progress towards meeting your personal goals.

LBS Client Process

You will be using the LBS Client Process* with these stages:

e Quick Facts

e Protection/Underwriting

e CashFlow/Retirement Analysis

e Investment/Underwriting

e Delivery/Partnership (This is an opportunity to ask for referrals.)

e CasePlaced (Client has accepted the policy and premium paid or account opened with AUM received.)
e Not Moving Forward (Sale was lost.)

e Parked (Contact said “not now" but would like to be called again or you see future potential to re-visit.)

* Your firm may use a specific process that is similar, although the stage names and order may vary slightly.

Update your pipeline frequently:
e Check each contact's current stage —Is the contact further alongin the process?
e AddProduct —Ifinsurance, add Premium. If annuity or PAS, add AUM amount.

e A contact may be added to the pipeline multiple times for multiple products.
e Update the estimated close date so your end-of-month projections are accurate.

For Internal and Producer Use Only. Not For Use With the General Public.

The Living Balance Sheet® (LBS) and the LBS logo are service marks of The Guardian Life Insurance Company of America (Guardian), New York, NY. ©
Copyright 2005-2019 Guardian

Guardian® is a registered trademark of The Guardian Life Insurance Company of America.



Introducing the SmartActivity App

The SmartActivity App is your epicenter for goal setting and activity management. The following detailed
instructions show how to use this powerful tool in your practice.

Let's begin by setting up access:

" Search for GLIC SOA in the Store. Guardian
Select GET and INSTALL. SOA
' In the Chrome @ browser, go to SOA.GLIC.COM. (S
U o | Tap Menu. Select Add to Home Screen. '
You may change the name to SOA. SOA
VSERID | GOLID Launch the app on your device.

— Enter your GOL credentials to login. m

Tap Submit to login to SmartOffice Anywhere.

Start Here—Set Your Personal Goals

Contact Search s}

L (2)
Ezdata Notes 0 o @
, .. (.)—’ SmartActivi
1. You'llland on the SmartActivity Dashboard. v
LBS Scoreboard Current Week M
New Contact Referrals Appts. Next 90
@ outof 9 out of 4 out of 30
2. Tapthetarget button to set your goals.
Opens Quick Facts Sales
outaf 1 out of 2 out of 0
Pipeline
This Month Next Month
Premium $10,000 Fremium $10,000
Projected AUM S0 Projected AUM s0
Cases Closing 2 Cases Closing 2
Activity Goals Current Year '
Mew Contacts | 39
catch-up: 26 /week 372
Referrals | — 32
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Performance Goals © (v

3. Thisisthe Performance Goals screen. The
default weekly activity ratio reflects typical
industry standards. The default ratio should be @ Annual Premium Goal | 150000
edited only if your experience is different and
your manager concurs.

Yearly Work Weeks | 40

Annual AUM Goal 1}

Avg. Case Revenue | 10000

4. Inthis section, set the number of Weeks you Weekly Activity Ratio (ex. 70/10/3/1)
expect to work in the year, allowing for pials | 70 26.3/ wk
vacations, holidays, etc.

@ Reaches | 10 3.8/ wik

Set a goal for Annual Premium and AUM opens | 3 1.1 7 wik

What you expect your Average Case Revenue to Sales | 1 047wk
be Other Goals

30-Day New Contacts | 40 93/ wk

5. Next, set your Weekly Activity Ratio, for
example, if you make 70 calls, you expect to have @ 30-Day Referrals | 16 3,7/ wk

10reaches, 3 opens and close 1 sale.
30-Day QuickFacts | 8 1.9/ wk

6. In Other Goals, set your goals for the number of Appts. Next 90 Days | 30
new contacts and the number of referrals you

can obtain in each 30-day period and the number

of appointments in the next 90 days. m
7. Tap Apply to accept the goals. Return to

dashboard.

8. To update your goals, tap Refresh £

e 0 @
Ezdata Notes 0 @ @
= SmartActivity
Set Opportunity List Defaults
Activity Goals Current Year '
New Contacts = 39
0 carch-up: 26 /week 372
il Referrals rm—— 32
1. Tap Opportunities "= jnthe bottom tool 0 catch-up: 9 iweek 148

0
bar. Wl

el SranAcN ank
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2. The Opportunity List is displayed. Opportunity List - Ezdata Notes Q,‘

Select the funnel Y to set defaults. Y ‘W

Open Talk Alexis Corgell

O—

3. Select the defaults for sorting, displaying and Sort By
filtering the Opportunity List. @wsmmms e
Best practice is to select all stages to start, until ContactName
your Opportunity pipeline expands. You can Estimated Close Date
always tap the funnel to change the defaults. Potential Revenue

LBS Planning Process

4 [Contact

4. Tap Xin the topright corner to save selections
and return to the Opportunity List.

@_‘ Pre-Open Talk

Protection/Underwriting
= Cash Flow/Retirement Analysis

Investment/Underwriting

Add a New Contact/Opportunity

Add new contacts from the _

Opportunity List Opportunity List - Ezdata Notes q‘
Contact Ketter Test
Pramuum $1,500
L+ .
1. Tapthe button to add a new Open Talk Alexis Cordell
contact/opportunity.
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3. Addthe best Phone # to reach the contact.

@ Name ’(NcwConxan) Bybee, Geo...

4. AddEmail address.

@ Phone#  (502) 641-4586

5. Select the Source of the new contact. @ Email  gbybee@gmail.com
@ Source | Referral %
6. Add the person who gave you the referral. @ RETtd Oy | Abramson. Gramt
The Referred By should already be a contact in followUp  Phone Call .
SmartOffice.
@ Fimed Appointment
7. Creating a Follow Up activity is optional: Follow Up Date | Email
a. AnAppointmentis a Timed activity . Note Phone Call
b. AnEmail or Phone Callis an Un=-Timed b =
activity

Tap the 9 keyboard to dictate not
c. Insertthe date you would like to Follow Up =0 O YOUrREYROAIES0EILIRAMORES

8. Typeordictate 0 any Notes relevant to this
contact.

9. Tap Save to add the new contact/opportunity*.

* The new contact is automatically added to the Opportunity
Pipeline.

Manage Your Pipeline

1. After saving, the Opportunity List will display. Qpportunety List @

YO

2. Tapanywhere ontheline of the — R
Contact/Opportunity you wish to edit to Open
H Contact Ketter Test
an Opportunity. L
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3. On this screen, update or edit several aspects of the

a. Tapthe s button to select the Planning Stage.

e
b. Tapthe [+ arrow to select the Product. George Bybee & @ @ =

Preferrec Phone (M) (502) 641-4586

c. Edit the Premium or AUM (based on product

Preferred Email: ghybee@gmail.com
SeleCted)' Planning Stage: Open Tal@ @
d. Tapthe ™ buttontoadd the Estimated Close. Producc | MWholeLife ﬂ@
Tap Set. Premium: $6,500 # @
Estimated Close: i @

e. Swipe left on Actions bar to view Opportunity

Notes. _ _ -
Actnons@ SWLpe' left to view Opportunity Notes

Opportunity Notes are also added to the
SmartPad Initial Call - Referral 1010412013@

®

f. Tomarkthe action as completed, tap the

button.

i
g. Dialthe contact by tappingthe ™ orthe
button.

h. Todelete the opportunity, tap the ) button.

e Moving a contact to any stage after Open Talk counts as an Open Talk on the activity

’ dashboard.
T : e An Open Talk will only count once.

e A Quick Facts is not counted by the movement of a stage.

e A Quick Facts is counted by checking a box when marking an appointment “Done”.

" quickracts Obtained

The SmartOffice Calendar

The SmartOffice calendar and the Outlook (OWA) 1. Tapthe = button to view timed activities.

calendar can be synced. We recommend a two-way . -
sync so that activities you place in either calendar sl f-f R 1 1
will sync to the other calendar. The sync runs every ot " artAct ks Mot

5-10 minutes. To request the calendar sync, email

SmartOffice@glic.com. Back
Access to the Calendar and Tasks is always available (v
from the bottom tool bar. 2. Tapthe s buttonto view un-timed activities.

Note: Un-timed activities auto-move to current day until “Done”.
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mailto:SmartOffice@glic.com?subject=Please%20sync%20my%20calendars.%20

device.

@ View another user's Calendar
4. Change to the work-week (5 days) or week (7 u ¢
J g y - Ezdata Note@sw:zdws @Addnew
ays). -
@h’fferent Calendar Views - f J

I_Agenda Day Week Month ‘ Switch Dates@

5. Easily Switch to check another user’s calendar.

6. Add new activity—timed or un-timed. < Thursday, Sep 27, 2018 today 9
7. Default view is today but you can Switch Dates. all-day
9am
10am

The Calendar displays Timed Activities:

11am
e Appointments
i 12
¢ Meét!ngs . P Calendar shows
o Tralnlng sessions Timed Activities Tasks are
PM - Appointments Un-timed Activities
Tasks displays your Calls and To-Dos...activities o Meetings Calls
that are not at a specific time and that will “roll over” . Training To-Dos
to the current day each time youlogin. il m R 4 gas
Back

Schedule an Appointment

Contact ﬁ_ﬁnk the new activity to a contact
| -+ | rd, i - .
1. Tap ™ to AddNew activity (or task). o S |

Subject Type or Select a Suiy’eff
2. Link the activity to a Contact. e Faces .

Activity Location

@Adﬂ' or select location from contact's address(es) @

Note: For Foundations scorecard, appointments must be linked.

3. Type the Subject line or select one, if available. @ Golendar  Task ANDay

Activity Start Date

09/27/2018 10:00 AM >

4. AddaLocation or select contact's address.

iy oL

5. Select Start Date/Time and End Date/Time. Activity End Date
09/27/2078 11:00 AM *
6. Tap View More to add Description and other Add more details and ———— @
details. Check Participant(s) Availability

- g

7. Type Participants’ names. Red indicates “Busy”.
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Participants Red participant indicates scheduling conflict.

8. Tap Save. @
| x Ezdata Motes ]

Mark Activities “Done”

Timed Activities /"\3
&)

i

B -0 0

Agenda Day  Week Month

. < Thursday, Sep 27, 2018 today ¥
Tap in tool bar. T !
all-day
1. Tap the Appointment line to open. 9am
10am | 16:00-11:00
(A) Ellitt, Sam - (502) 452-2111 - Open MAe’
ol
Un-timed Tasks Al:l
v o ‘
= — - A O\ (502) 6
Tap in toolbar. 27 Kimble, A &S S EREs

- fi r
Sep'18 Initial Call - Referral

1. Slide (D tothe right. ()I
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2. Was the Contact Made? or Contact Not Made? Activity Disposition - Additional Outcomes
Outcome options differ based upon your selection.

. (48 Contact Made @
3. Select the appropriate Outcome .
Contact Not Made
4. Select Outcome Options Outcome
| Mark Done m
Check this box for QuickFacts Obtained* Outcome Options
QuickFacts Obtained Update Opportunity Details
*Counts as a QuickFacts on the SmartActivity hemission te Kesptn Touch
dashboard QuickFacts Obtained
Registered reps check this box L to Sosing inpsraew
indicate investment advice was provided in the Reject Prospect
appointment or call. If so, indicate the type of advice iicteate
and add notes specific to that advice.
Advice
5. Type ordictate your Outcome Notes Outcome Notes @

= 0 -
6. To continue, select from: Type or dictate ¥ notes from appointment

a. AddActivity
b. AddReferral
c. Nextto continue

With a strong purpose, backed by a measurable income goal, you can determine the level of activity needed
to not only meet but exceed your goals. Critical speed can be achieved by the number of people you see to
create new opportunities.

We Can Help!

For browser, access or technical issues, call the Support Line at 1-800-499-8820.

For specific tasks or questions about using SmartOffice or SmartOffice Anywhere, email SmartOffice@glic.com.

The Guardian Life Insurance Company of America® (Guardian) New York, NY, is a subscriber of the SmartOffice CRM solution. © Copyright 2005-2019 Guardian
For Agent/Broker Use Only. Not For Use With The General Public.
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