


Client Manager Features

View and Manage all Clients in a Single 
Interface

New Versatile Client Manager Tool – no more 
‘cases’ to manage.
Group Clients by User-Defined Categories
Delete and Archive Clients
Import and Export Clients 
Share Clients with Other Users
View Helpful User Notes at the bottom of every 
screen and from the Help Menu



Begin on the Winflex Web Home 
Page:

1.  Select ‘Start Winflex Web’
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When you first login, the Client 
Editor screen is displayed. To 
Navigate to the Client Manager:

1. Select ‘Open Client Manager’
from the Client Drop Down 
Menu OR

2. Click on the Open Client 
Manager Link in the Client List 
Toolbar.
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This is the Main Page for the WinFlex Web Client 
Manager. This New Tool offers more 
Versatility and Scalability than the previous 
Case Management method.  The Manage 
Clients Tab allows you to easily:

1. Organize Clients for Viewing                           
2. Bring Clients to the Editor                             
3. Delete Clients
4. Archive Clients
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The Manage Clients Tab also gives you 
the ability to organize your Clients by:

1. Groups based on Column Headings

2. Searching for Clients based on text

3. Paging through your complete Client 
List.
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To Work with Clients within Client Editor:

1. Select the Clients you want to bring to the 
Client Editor using the Check Boxes. 

2. Then Click the Edit button to go back to the 
Client Editor to create your Illustrations for 
the Selected Clients 1
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To Delete or Archive Clients:

1. Select the Clients you want to delete or 
archive by using the Check Boxes. 

2. Then Click the Delete or Archive button to 
go to the next screen. 

3. To view Clients already deleted or archived 
select the appropriate option.
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The Client List now displays the clients that were 
selected to Delete from the previous screen. 

If you want to Undelete or Permanently Delete:

1. Select the Clients you would like to ‘Undelete’
and they will return to the ‘Standard’ Client 
List. 

2. You can ‘Permanently Delete’ selected Clients 
here – use with caution!

3. Return to the previous screen of ‘Manage 
Clients’ from here.
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The Client List now displays the clients that were 
selected to Archive from the previous screen. 

1. Select the Clients you would like to ‘Unarchive’
and they will return to the ‘Standard’Client List. 

2. You can ‘Permanently Delete’ selected Clients 
here – use with caution!

3. Return to the previous screen of ‘Manage 
Clients’ from here.
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IF you Right Click:

1.  On any Column Header a drop down Menu allows you 
to Manage your Column Settings. Columns can be Added 
or Removed using the Check Boxes.

2. On a Client in the Client List it opens a shortcut Menu 
to Edit or Delete that Client.
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From any Tab within Client Manager you 
can view:

1. Client Notes and previously run PDF 
Illustrations for each Client by 
Clicking on the Icons.  

2. User Help Notes for Detailed 
Instructions.
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To Assist you in Viewing your Client 
List:

1. The Number of Clients per page can 
be set by using the Client Grid Options 
located on the Options Tab.

2. Client Groups can be Expanded or 
Collapsed using the Plus or Minus Signs 
located next to each Category Group 
Name. 

3. To View all of the Clients on a page 
you may need to use the Scroll Bar.
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Enhanced Client Manager Features

Filter/Clear Clients
Easily select clients to view based on any text

Import/Export Clients
Inforce clients
Sharing of Clients among groups

Assign Categories/Groups to Clients
User defined categories for ease of use

Send Client Info
Send Clients to other Winflex Users
Email Illustrations



X

1. For example, All products with 
the word Life would yield the 
following Client List.

2. To Remove Filtering Criteria –
Select the Clear button.
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The Filter Clients Tab Allows You to 
Filter Out Clients Based on Specific 
Criteria.



The Import/Export Clients Tab is Used to 
Bring Existing WinFlex Desktop and Web 
Cases into the Client Manager.
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1. Select One of Your Existing Winflex Cases to 
Import from the drop down menu and enter 
the category for the case.  

2. Use this Link to Import  a Winflex Case from 
Your Desktop.  Notice the lower screen to 
Browse Files.

3. Export a Client from the Client Manager to 
Your Current Winflex Web Cases.

4. Use this Link to Import an Inforce Case from 
Your Desktop.



The Assign Categories/Users Groups Tab 
is Used to Manage Your Client Categories 
and Your WinFlex User Groups

1. Create and Assign a New Category to a 
Selected Client.  

2. Assign an Existing Category to a Selected 
Client. 

3. Delete an Existing Category to a Selected 
Client.

4. Assign a Winflex User Group to a Selected 
Client.
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The Send Clients Tab is Used to Forward 
Selected Clients to Other WinFlex Web Users

n 1. Enter the a WinFlex Web Username to Copy 
Clients to another WinFlex Web Account or 
Enter an Email Address to Email Clients to 
another WinFlex Web User.

2. Enter the Category to be Assigned to the 
Clients. 

3. Select Copy Clients to add the Clients to 
Another WinFlex Web Account or Select 
Email Clients to Email the Clients to Another 
WinFlex Web User.

4. Download Previously Run Illustration 
Packages.
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The Options Tab Contains the Client Grid 
Options and Allows You to Set the Number 
of Rows Per Page on the Client List.

1. Set the Number of Rows Per Page 
Here. Note: Values Between 10 to 25 are 
Recommended for Good Performance.

2. The Number of Viewable Pages will 
Change Depending on the Number of 
Rows Per Page Selected.
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MENU

Home - Returns to Login Page
Help - Client Manager Help
Edit - Return to Client Editor 
Logout



To Return to the Client 
Editor:

1. Select the Clients you 
want to bring over to the 
Client Editor Window 

2. Click the Edit button.
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Conclusion

Thank you for taking the time to 
preview these slides and we hope you 
will now take advantage of all the 
great features within Client Manager.

Please contact your carrier for further 
assistance.
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