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Client Manager Features

View and Manage all Clients in a Single
Interface

B 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
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Click here for information on how to request access to these carriers!
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When you first login, the Client
Editor screen is displayed. To
Navigate to the Client Manager:

Clients: Clear Clig [ | Open Cliert Manager

Save
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HCME | HELP | ECIT |

fi=| Manage Clients

Edit Clients

Select clients to edit in the client list by
checking the checkbox in the Firsk

colummn, |

[~ Clear Clients hefore editing

Deletefarchive Clients

Select dlients to delete)archive in the
clinghl hecking & % in
the lumin,

(e

Deleted|archived Clients

hoose an option below ko manage
deleted or archived clients,

Click here to show DELETED clierts.

Click here to show ARCHIVED clients.

% Filter Clients
4| Import/Export Clients
j Assign Categories,/User Groups

-‘_'-, Send Clients

‘| Options

*

GowBy: [None  v] | SearchFar nCobmns: [ x| P M 4 ragefi of6 b B
Name / Company Product 0. agent Mod Date pg Premium Category gi:::m e 1B
Expand Al | Collapze A
O = 10.Clignts
o den) This is the Main Page for the WinFlex Web Client o | [E
O clen, Manager. This New Tool offers more "
O Clert, Versatility and Scalability than the previous u
O Clert, Case Management method. The Manage W
O Clent, Clients Tab allows you to easily: w|
© %™ 1 Organize Clients for Viewing -
R 2. Bring Clients to the Editor o | B
© " 3 Delete Clients o |
S 4. Archive Clients
0 buidefemerrreremmremm e e e ol
O choice, mulk Aviva Life ar Multi Choice 50 Jauna DuPratt 1/16/2008 9 Solve Awiva Lifelb - d
Hotes |
Manage Clients -

Lat Cients

To edit a client or clients, select the client(s) you wish to edit by checking the checkbox in the first column of the client in the client manager, When all dients

have been selected, click the Edit button in the Manage Clients panel, You will be taken to the edit screen and vour selected dients will appear in the client list,

Petefe Cents

To delete a client or clients, select the client(s) wou wish to delete by checking the checkbox in the first column of the client in the dient manager, When al clients
have been selected, click the Delete button in the Manage Clients panel,




HOy

Manage Clients

Clients

it clients ta edit in the client lisk by
rking the checkbo in the first column,

Clear Clierts before editing

be/Archive Clisnts
it clients bo delete/archive in the

it lisk by checking the checkbox in the
colurin,

D €3

teddrchived Clients

ose an option below ko manage
ted or archived clients,

i here to showw DELETED clients.

L here to shove ARCHIYED clierts.

Filter Clients
Import,/Export Clients
Assign Categories,/User Groups

Send Clients

Options

Group By Search Faor: * In Cnlumns:lf-\" "I 8. Page |1 of & bkl
L] Hame / Categn:lry Product Age Agent g::g DB Premium Category gf::l Hote lus. -~
Cliert Mame .
Expand All | Colll - opany
0 E10Cli :r;:;d
a Client, Yalmadified Date viarity Aocun 35 Jauna DuPratt 10/29/2007 1300000 10 Clients UL a =
O Client, valSroe : == R s UL w
o den,vabetnconef T Ne Manage Clients Tab also gives you m |
O Client, Yaluet Lincoln & the ability to organize your Clients by: fu al
O Client, Yaluer Lincoln B ] ;L al
O |cient, Yalued Lincoln B Groups based on Column Headings Lo "
O JennyKinget Sun Lif : . ;UL o
SRl Searching for Clients based on text ~
O Walued Client Penn My ; LL al| B
O E AuivaLife(blny) Paging through your complete Client
O builder, life | Aviva Lif L| st e (bl o
O chaice, mulki | Ayiva LiF . (bl ol
#] Solution Plus, Aviva Life an Liberty Soluti 50 Jauna DuPratt 1/16/2008 9: Solve fiwiva Lifelblr o J
Hotes:

Manage Clients
Eelit Chents

To edit a client ar clients, select the client(s) vou wish o edit by checking the checkbo in the first column of the client in the client manager. When all clients
have been selected, click the Edit button in the Manage Clients panel, You will be taken ko the edit screen and your selected clients will appear in the client list,

Peiafe Clants

To delete a client ar clients, select the client(s) vou wish to delete by checking the checkba in the first column of the client in the client manager, When &l
clients have been selected, click the Delete button in the Manage Clients panel,

Archive Clents



WinFIex HCME | HELP | ECIT |

G=| Manage Clients Group By: I Mane "I Search For: In Calumns: I & 'I ,O [4 4 Page |1 of & b b
Edit Clierts ﬂ 0 Hame ¢ Company Product Age Agent Mod Date g Premium Category g-:‘-::lp Hote Ilus. ﬂ
Select clients to edit in the cient list by Expand Al | Collapse Al
checking the checkbox in the Firsk
calumn, ] =] 10 Clients UL
“ * O Client, Yalue . . L. . . wl | [H
I — To Work with Clients within Client Editor: 3
ient, Yalug
[ Clear Clients before editing . .
o cenvaed 1. Select the Clients you want to bring to the u
Deletefarchive Clients . . .
O Clint, Yalue Client Editor using the Check Boxes. o
Select clients to delete)archive in the -
clignt list by checking the checkbax in ] Clienk, Yalue . .
the Fist colur, _ 2. Then Click the Edit button to go back to the
& Client, Yalue ) . . al
archive | Client Editor to create your lllustrations for . |
' . L=
| the Selected Clients
Deleted|archived Clients o ul b
Choose an option below o manage O =I Aviva Life(blny)
deleted or archived clients,
] builder, lfe  Aviva Life ar Life Builder | 45 Jauna DuPratt 1/16/2008 9 1000000 fviva Lifelb ol
Click here to show DELETED clierts.
choice, mult Aviva Life an Mulk Choice 50 Jauna DuPratt 1/16/2008 9 Sokve fviva Lifelb o j
Click here to show ARCHIVED clients. '
Hotes:
3 Filter Clients Manage Clients ﬂ
Edit Chiants
4| Import/Export Clients
To edit a client or clients, select the client(s) you wish to edit by checking the checkbox in the first column of the client in the client manager, When all dients
N1 . ) have been selected, click the Edit button in the Manage Clients panel, You will be taken to the edit screen and vour selected dients will appear in the client list,
4 Assign Categories,/User Groups
Dalafa Clants
‘.4 Send Clients
To delete a client or clients, select the client(s) wou wish to delete by checking the checkbox in the first column of the client in the dient manager, When al clients
j Options have been selected, click the Delete button in the Manage Clients panel,
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fi=| Manage Clients

[

Edit Clients

Select clients to edit in the client list by
checking the checkbox in the Firsk
calumn,

[~ Clear Clients hefore editing

Deletefarchive Clients

Select clients to gletearchive in the
client: lisk b e checkbo in
the first colum

e

Deleted|archived Clients

hoose an option below ko manage
deleted or archived clients,

Click here to show DELETED clierts.

Click here to show ARCHIVED clients.

E

% Filter Clients

4| Import/Export Clients

33
g |

Assign Categories,/User Groups
-‘_'-, Send Clients

‘| Options

Group By:anne "I [4 4 Page |1 of6 b I

Search For:

In Columns: I & i I ,O

0 Hame ¢ Company Product Age Agent Mod Date g Premium Category USer Hote Ilus. ﬂ
Group
Expand &l | Collapse Al
] [ 10 Clients UL
O Client, Yalue . . wl | [H
, To Delete or Archive Clients:
O Client, Yalue al
o cevaed 1. Select the Clients you want to delete or ul
O Clint, Yalue archive by using the Check Boxes. o
4] Clent, Walu . . al
B *| Then Click the Delete or Archive button to .
, Walle
go to the next screen.

& Jenny Kinge 3 J EJ
& | vaued Cien| To view Clients already deleted or archived wh-
0 Bl select the appropriate option.
] builder, lfe  Aviva Life ar Life Builder | 45 Jauna DuPratt 1/16/2008 9 1000000 fviva Lifelb ol

choice, mult Aviva Life an Mulk Choice 50 Jauna DuPratt 1/16/2008 9 Sokve fviva Lifelb o j

otes:

Manage Clients ﬂ

Lat Cients

To edit a client or clients, select the client(s) you wish to edit by checking the checkbox in the first column of the client in the client manager, When all dients
have been selected, click the Edit button in the Manage Clients panel, You will be taken to the edit screen and vour selected dients will appear in the client list,

Petefe Cents

To delete a client or clients, select the client(s) wou wish to delete by checking the checkbox in the first column of the client in the dient manager, When al clients
have been selected, click the Delete button in the Manage Clients panel,




HOME | HELF | EDIT | LOGOUT

%= Manage Clients

LIndelete Clients ﬂ
Select clients to undelete in the client

list by checking the checkbo in the First
calurmn,

Undelete *

Permanently Delete Clients
Select clients to permanantly delete in

the client list by checking the checkbox
in the first calumn,

Permanently Delete *

StandardyArchived Clients

Choose an option below ko manage
standard ot archived clients,

Click here to show STAMNDARD clierts.

Click here to show ARCHIVED clierts.

% Filter Clients
U= Import/Export Clients
j Assign Categories/User Groups

‘_l send Clients

‘| Options

Group By | Mone

[ ] Hame /

The Client List now displays the clients that were

eend 41 | caiepze 4 S€l€Cted to Delete from the previous screen.

New Case
Edit hake

=l Client

O
|“ Client, Clien Accumulatio

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.

| |



WnFIex

%= Manage Clients

Unarchive Clients
Select clignts to unatchive in the chienk list

by checking the checkbo: in the First
calumn,

oz X

Permanently Delete Clients

Select clients to permanently delete in the
client list by checking the checkbox in the
first calumn,

Permanently Delete *

Standard/Deleted Clients

Chaose an option belaw ko manage

Click here to shovw DELETED clients.

| Filter Clients
L4 Import/Export Clients
j Assign Categories;/User Groups

-‘_'-l Send Clients

‘| Options

The Client List now displays the clients that were
selected to Archive from the previous screen.

HOME | HELF | EDIT | LOGOUT

User

L] Hame ¢ Company  Product Age Agent DB Premium Category Group

Date

Expand All | Collapse All

O =/ 10 Client= UL

o Client, Walued Lincoln Benefi 2007 Legacy | 35 Jauna DuPratk 12/5/2007 2:! 300000 | 9000 10 Clients UL
o Client, Yalued Lincoln Benefi 2007 Legacy | 35 Jauna DuPratt 10/29/2007 1 300000 10 Clients UL

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!

standard or deleted clients,
Click hereto show smmama.:uem* 3. Return to the previous screen of ‘Manage

Clients’ from here.

Hotes:

Client Notes (Client, Yalued)

Mulkiplan with LIL
Edit Make

H Page I1 of 1

Hote llus.



nFIex

fi=| Manage Clients

Edit Clients

*

Select clients to edit in the dient lisk by
checking the checkbo in the first calumn,

[T Clear Clients befare editing

Deletefarchive Clients
Select clients ko delete/archive in the

client list by checking the checkbox in the
first column,

e Y v

Deleted)drchived Clients

_hoose an option below o manage
deleted or archived clients,

Click here to show DELETED clients.

Click here to show ARCHVED clients.

% Filter Clients

= Import/Export Clients

:] Assign Categories/User Groups

-‘_'.l Send Clients

.| Options

HCME | HELP | EDIT |

Group By: INnne "I Search For: | In Columns: IA" "i P

[] Hame /

{4 4 Page |1 of 6

User

(4

Companv  Product Ane Agent Hote Nlus,

Premium Category R

Expand &1 | Collapze Al

Group by this column

O [= 10 Clients UL :

Clear all Grouping
O Clignt, Waluer Lincoln Be il i e iuna DuPrakk 12/5/2007 2: 300000 9000 10 Clients UL -
ad Client, Yalugd Lincoln By & pame iuna CuPratk 10/23/2007 1 300000 10 Clignks UL il
O Client, Yaluet Lincoln B¢ ¥ COMpany iina DU akk 12{5(2007 23 ~ooms Sasa *=lierks LIL al

¥ Product Edit Client
a Clignt, Yalugd Lincoln Be g Age iuna DuPratk 10 1 lignks LIL o

i ) ¥ Agent Delete Client ]
O Clierk, Yalues Lincoln Be 5 aen iuna DuPratk 10j2912M7 1 lignts LIL ]
Mod Date o
i Jenry Kinget| Sun Life ¥ DB iuna CuPratt 11)2/2007 10 300000 | Target 10 Clignks LIL - EJ
O Yalued Client Pern Mut ¥ Premium iuna CuPratt 1122007 10 300000 9000 10 Clignks LIL - |zj
o ¥ Category

O builder, life | Aviva Life iuna CuPratt 1/16/2005 9 1000000 dviva Lifelblr a
a choice, multi | Aviva Life Save Seflings iuna CiPratt 1/16/2005 9; Solve dviva Lifelblr b
O Solutigg o TiEe J
ey 1

u Right Click:

Hotes:
dgenthotel 1. ON any Column Header a drop down Menu allows you L
nawsnntl to Manage your Column Settings. Columns can be Added

or Removed using the Check Boxes. 7

2. On a Client in the Client List it opens a shortcut Menu
to Edit or Delete that Client.
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fi=| Manage Clients

Edit Clients
Select clients to edit in the client list by

checking the checkbox in the Firsk
calumn,

[~ Clear Clients hefore editing

Deletefarchive Clients
Select clients to delete)archive in the

clignt list by checking the checkbax in
the first calumn,

e Y e

Deleted|archived Clients

hoose an option below ko manage
deleted or archived clients,

Click here to show DELETED clierts.

Click here to show ARCHIVED clients.

% Filter Clients

4| Import/Export Clients

[

E

2 Assign Categories/User Groups

-‘_'-, Send Clients

‘| Options

Group By: Im Seatch For: In Columins: m ,O [4 4 Page |1_ of 6k

0 Hame ¢ Company Product Age Agent Mod Date g Premium Category g-:‘-::lp Hote Ilus. ﬂ
Expand &l | Collapse Al

=1 10 Clients UL

Client, Walug Mutual of Or Priority Accy 35 Jauna DuPratt 10/29/2007 300000 10 Clients U = b

Client, Yalug Lincoln Bene 2007 Legac: 35 Jauna DuPratt 12/5/2007 2 300000 2000 10 Clients 1 al

Client, Yalug Lincoln =

cient, vaie trcon ] F7OM @ny Tab within Client Manager you -

Client, Yalue Lincaln can view: al

Client, Walug Lincoln

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

Jenny Kinge 3un Lifs

Yalued Clien Penn M

[=I Awiva Life(bl

User Help Notes for Detailed
Instructions.

builder, life = Aviva L

choice, mult Aviva L

EDDDDDDDDDDDD
n:-
0

Manage Clients

*

Lat Cients

To edit a client or clients, select the client(s) you wish to edit by checking the checkbox in the first column of the client in the client manager, When all dients

j

have been selected, click the Edit button in the Manage Clients panel, You will be taken to the edit screen and vour selected dients will appear in the client list,

Petefe Cents

To delete a client or clients, select the client(s) wou wish to delete by checking the checkbox in the first column of the client in the dient manager, When al clients
have been selected, click the Delete button in the Manage Clients panel,




WinFlex HOME | HELP | EDIT | LOGGUT

R e

4= Manage Clients GEroup By:lCategDry 'I Search Far: In Cnlumns:lAIl vl }:‘ {4 4 Page |1 of3 b B

Company Product Mod Date Premium Category User &
& Filter Clients Hame ¢ pany Age Agent DB gory Group Hote lllus. L
, Expand All | Collapze Al
4| Import/Export Clients

[= 10 Clients UL

j Assign Categories, User Groups

Clienk, Walug Mutual of Or Priarity Accy 35 Jauna DuPratt 10/29/2007 300000 10 Clients U

£
[

O
O
L send Clents 0 demyd To Assist you in Viewing your Client o Skens -
-] Options 0 Client, Valu List: 10 Clients U ]
Qe x| O Client, Yalu 10 Clients U n
e 5 ~ aemval 1. The Number of Clients per page can | ;o quns *
Rows orpoge 0| 5 e vl DE St Dy using the Client Grid Options | ;s .
* -~ vaesaal located on the Options Tab. e J m
0 Hamey 2 Client Groups can be Expanded or
o denas | Collapsed using the Plus or Minus Signs | carer_pro ]
o certann ) Jocated next to each Category Group Carrier_Pror o
o diencann ] Name. Cartier_Prot o -
e 3. To View all of the Clients on a page
Options you may need to use the Scroll Bar. S
Client Manager G J
Use the Options pa

Rows per page determines how many clisnt rows are displayed on each page of the grid. A value from 10 ta 25 is recommended to maintain good
performance,

Click Saye Options to save all options such as Rows per Page, Sort Order, and Grouping,




Enhanced Client Manager Features

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

Import/Export Clients

B Inforce clients

B Sharing of Clients among groups
Assign Categories/Groups to Clients
B User defined categories for ease of use

Send Client Info
B Send Clients to other Winflex Users
B Email lllustrations




HORE | HELP | EQIT | LOGOUT

The Filter Clients Tab Allows You to
Filter Out Clients Based on Specific
Criteria.

44 Manage Clients Group By:ICﬂTEQDFY "I Search For:
% Filter Clients C Hame Company | Product xu

Filter Client List Expand All | Collapse All
Fittet Column: E| 10 Client= UL
IF'ru:uduu:t j

X Walued Client | Penn Mutual | Whole Life 45 11/212007 10:0) 300000 9000 10 Clients UL - =
Fitter Type:

ICurrtains Text j

[=] fwviva Life(blny)

survivar, indexe Aviva Life an[ & Life Builder 45

Fitter Text:
e

CRED X

& Life Builder 45

builder, life fviva Life an

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

=l Carrier_Product Cases

Smoker, Jog | Penn Mutual | Whale Life 45

OYos O O s O e

5] “None = A1G Americar] ¢ Elite Universal Li ]5
a Client ULJoint | Lincoln Life Lincoln LifeCurre 45 2 T 0 R emove Fl Ite ri n g C r | te r | q —
O Clienk ULJaint | Lincaln Life Lincaln LiFeCurre 45
Select the Clear button.
O [=I IFX Prudential Issues
a California Kid | Prudential PruLife SUL Prok 45 1/21/2008 2:17 5 10000 IF% Prudential I: - =
] UL Plus Prudential PruLife UL Plus {25 1/21/2008 2:17 300000 | 9000 IF¥ Prudential I: wl| [E
— e . - | | PN T N T T S — a4 L m a g i [l 1 e 1 e | j
Hotes:

Group,/Filter Info
FoLpng

() Import/Export Clients You can group clients in the Client Manager in one of bwo ways:

® Group by a spedific figld by right clicking on the calumn header and clicking on Group by this column. The table can be easily ungrouped by right
clicking on & colurn header and clicking on Clear all Grouping,

= _ ¢ Select a field to group by fram the combo box in the Group)Filker panel and click the “Group” butkan, The table can be easily ungrouped by dicking on

‘-4 Send Clients Clear in the Group/Filker panel,

j Assign Categories,/User Groups

‘| Dptions Fibar j



HCME | HELP | ECIT | LOGOUT

| WinFlex

fi=| Manage Clients
% Filter Clients

4 Import/Export Clients

Impott Case

#

| ==elect 5 caze=

Erter a category:

lm*

Impart Case File

Click here to open a Caze upload pangl
in loveer right of your screen, *

Export a5 Case

Erter & caze name:

-e X

Import Inforce Clients

The Import/Export Clients Tab is Used to
Bring Existing WinFlex Desktop and Web
Cases into the Client Manager.

[4 4 Page |1 of 6 b K

User Group pote lius.

Al | P
Premium Category ﬂ
[ 10 Clients UL

Client, Yalued | Mukual of

&

1. Select One of Your Existing Winflex Cases to

Click here to open an Inforce Caze
uplosd panel in lower right of your
sCreen.

|

Assign Categories,/User Groups

3%
g F" |

-‘_‘-, Send Clients

‘| Options

—| Import Case File

O Jenry Kingeter Sun Life [E]

R T [T Import from the drop down menu and enter |

S s (e the category for the case.

B it alled, | icd B Use this Link to Import a Winflex Case from

O E AvivaLife(biny) Your Desktop. Notice the lower screen to

O Solution, Empire Aviva L Browse Files.

E Z:;::zrl’w:dm i::: E; Export a Client from the Client Manager to

st e e Your Current Winflex Web Cases.

O Solution, Libert: Aviva L Use this Link to Import an Inforce Case from -
otes Your Desktop.

Select afile toimport by clicking "Browse", selecting a file, and then clicking "Import Case”,

| Browse... |

Import Case

*
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45 Manage Clients F 4 4 Page |5 of6 b b

The Assign Categories/Users Groups Tab

) Filter Clients _ _ _ Bl il | Gy gf:::m Hote lllus. -~
 imoor Esoort Cient Is Used to Manage Your Client Categories
|4 Import/Export Clients .
and Your WinFlex User Groups
j Assign Categories,User Groups
a Term7?, Ter John Hancoo John Hanco 35 Jauna DuPratt 1/16/2008 9 1000000 John Hancor a
Create/Assign New Categary ﬂ g L, Perf | John Hancoo Performance 65 Jauna DuPratt 11162008 9 Max DB Solve John Hancon o
IF'rudentiaI 8 |_||_|S|:|?J Praot Jobn Hancoo Brokection 31105 D P B O0E 9 SO0 abn Hanen
* o s e enbenc] 1, Create and Assign a New Category to a
8] = Prudential SEIeCted Cllent
O Flus ‘ Pru . - .
" » Assign an Existing Category to a Selected
ssign/Delete Existing Category g UL Plus 200 Prudential - )
Client.
[Mane] | O E Tran-all
* o et ansamerc | 3. Delete an Existing Category to a Selected
g Client, Clien Transametic CI Ient
o ean ) g
a Client, Clien Transameric

. Assign a Winflex User Group to a Selected
[roe= Client.

Assign Cateqories;/Groups

B
Assign User Group * Arsign a Aew Cateqory J

To assign & new category, select clients to categorize in the client manager by checking the checkbox in the first column, Enter a new category in the New
Category section of the Assion Cateqories panel and click the Create and Assign button,

Assign Lser Group Hotes:

w
J Azzign an Exisling Cafegory
‘4 Send Clients
To assign an existing categary, seleck cients to categarize in the clisnt manager by checking the checkbo: in the first column, Seleck an exisking category in the

Existing Category section of the Assign Categories panel and dlick the Assign button,

‘| Dptions
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(Group By:ICaTEQDW 'I In Cﬂlumn5:|ﬂ~" :I' P 4 page |1 of6 b b

Search Faor: |

fi=| Manage Clients

5 Filter Clients The Send Clients Tab is Used to Forward Category g Hote llus. >
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Lse the Dptions panel to change Client Manager options.
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performance,
Click Saye Options to save all options such as Rows per Page, Sort Order, and Grouping,
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N1 . ) have been selected, click the Edit button in the Manage Clients panel, You will be taken to the edit screen and vour selected dients will appear in the client list,
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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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