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STEP 1:

Log in to your agent portal by typing your username and password.

Click on SIGN IN
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You must be a registered user® to access this portal.
Please enter your username and password in order to sign in.

Username*

type
Password*

type

Remember Me

SIGN IN
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Enter a policy number to view Policy Information

Policy Number *

View Policy

STEP 2:
Click on SMART OFFICE icon.
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STEP 3:
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To list all your assigned members, click on SEARCH button. Be sure to have the
“search” drop down listing as “contact”

STEP 4:

On the top right options, click:

CUSTOMIZE LIST LAYOUT
icon

This will open up a pop-up
window with extraction options.

See Data For: Self

ustomize List Layout I‘ = o (

ts | Custom |
Area Code of Primary Phone (G)
ess “r State “r Member |
Status City of Prefemmed Address (G)
Contact Name
Contact Name grouping (G)
gg&a’lm Associate Contact Type (G)
Contact Type + Sub-Type (G)
N Miller St Associate Date of Birth (Asc)
Date of Birth (Ignore Year) (G)
Prior Date of Birth - Group by Month (G)
0 Airport Ln Non-Member Household Name (G)
0 Alrport Ln Insurance Net Worth
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Do not sort
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ta For: Self
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Preferred Address Salary Remove § Date Of Death [Personal] [100] 8
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mL Prefemred Phone Spouse Greeting SFA [Personal] [100] A|
Preferred Business Phone Seh. | Spouse Preferred Phone [Personal] [100) '
: pouse Job Title
Fimey Reserce houe Spouse Masked Tax 1D Column Attributes ™|
Comafons SAsa L © Column Name  Date Of Death
Created By S” --T---D
: use Tax | |
Modified By sguﬁTMm Width 100 ] coal
E = Primary Advisor Tax [] Average ] Total ] Subtotal
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= Options List Sorting / Grouping (G)
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STEP S:

The layout customization window has 3 columns. Column A serves as a “folder”, Column B
lists the contents in the “folder”, and Column C lists the selected contents that will be
extracted for all of your members.

If the extraction items are NOT listed under Column C, you will need to click on the
“folder” in Column A, select the requested content listing in Column B, and then CLICK on
the “ADD” arrow to include it in Column C. You can “REMOVE” items listed in Column
C that are not needed for the master extraction.

Once all items are listed in the Column C box, follow to arrow D and CLICK “OK”

CUSTOMIZATION LIST is on page 4.



Column B contains various wording for what appears to be the same type of information. Be
sure to MATCH the wording to the listing below. Each item needs to be listed separately.
First Name vs. First Name, Last Namex
All Phones vs. Preferred PhoneX
Address vs. All Addresses)(

COLUMN A COLUMN B add to C
Contact Title

Contact First Name
Contact Last Name
Contact Suffix

Contact All Phones
Contact Preferred Email
Contact Remarks
Preferred Address Address
Preferred Address City

Preferred Address State
Preferred Address Zip Code
Personal Member Status
Personal Birth Date
Personal Date of Death
Personal Rated Age
Personal Spouse Name
Personal Spouse Preferred Phone
Personal SFA

Fraternal Information Offices Held
Fraternal Information 15t Degree
Council Council #
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locale. Switch
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Drag an icon onio the fooibar
o add it your favorites

j.. New 'Contact’ record Ctri+insert
g New (Comprehensive) ‘Contact’ record Alt+=

(gl Search &3
Print List
121061351 iy Detete ‘Contact recora cwos STEP 6:
'“ Add to Set
051111964 Y View SmartPad Notes & You are ready to extract your data from Smart
it uaing st Office. CLICK on “MENU” to expand the

Y, Add ‘Contact Alert

[©] Adarupaate Record in Outiook
06/08/1957 §it. Add/Update Record in Lotus Notes
02/10/1962 | Manage Smartview for Clients
7] Hide Current Contact

- Share record(s) with other office
&3 sync win Polcies

drop down options.

01/18/1949 Advanced Options -
Reports >
01/29/1956 S 5
Communication »
List Options >
Integrations >
IE Tools »
2
Record Count
locale Switch
1B A Twenuv
Drag an icon onto the foolbar
fo add it your favorites
; - New ‘Contact record Cri+Insert
© Ul New (Comprehensive) ‘Contact’ record A=
STEP 7: & search 5
e Print List
e 12/061851 w Delete ‘Contact' record Ciri+Del
Scroll down to “LIST OPTIONS” and then 1§ Ao set
select “EXPORT LIST” from the left box. e 05/11/1964 [ER View SmanPad Notes F7
'ﬂ New SmarPad Note Shift+F7

[y, Add ‘Contact Alert
Add/Update Record in Outiook

e 06/08/1957 it Add/Update Record In Lotus Notes
e 02/101962 ] Manage Smartview for Clients
E Hide Curent Contact

-|-J Share record(s) with other office
3] sync with Poicies

F 011181943 Adanced Options
Reporls
Activity Options
€ |y Apply List Fiter Communication
‘-6 Undo List Filter List Options
E Keep Tagged Rows Only

@ Show Total Record Count for this List
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STEP 8:
LHei e & L e _ It’s time to SAVE your exported list! Select
r Fhones Address T T - 7 ¢ Dawof
e the format of Exported Data as:
= SmartOffice -- Webpage Dialog
Export List Contents to Local C tel
(et b o o CSV-Comma Separated Value-Unformatted
This function will export ail of the data from the current iist fo the local computer in the
selecled format/application
. Export Options | '
Re Format of Exported Data [P RNy Eyarerer]
CSV - Comma Separated Vaiue - Unformatted
M
jpmleme )T(»r"-\éseparawa
a Ok | cancel |
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STEP 9: ol

- @tion | Key Relations | Benefits | LettersiDocuments | Custom |

¥ “r Al Phones All E-mail Address “y State
Addresses

Be sure to select:

T ST
Export List Contents to Local Computer

This function will export ail of the data from [he cuirent ISt fo ihe local compuler in the
seiecied formal/appication

Now, CLICK - OK Export Options

Format of Exported Data [ C5v - Comma Separated Value - Unformatied W |
Apgiication to View Exported Data |_f_1-9_:Exc_Ei —— === v
(/| Inchude Column Headings
Re [ ] Post Messags to Export Log

_cen_|
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STEP 10:

a. Your download will open as an Excel file and will need to be saved. Create a folder on

™ Include Column Headings

your computer and and save the spreadsheet file in it> SAVE AS: Your First & Last
Name - Master List (ex. John Smith Master List)

b. Create a ZIP File: Right-click on the folder. Select Send to > Compressed (zipped) folder
(Windows) or Compress (Mac). This will create a .zip file containing your folder.

c. Open a New Email in Outlook: Start a new message as you normally would. Add the
recipient’s email address smartcalls323@gmail.com and subject line: "Y our name and
master list".

d. Attach the ZIP File: Click Attach File and select the .zip file you just created.

e. EMAIL the .zip file with a list of your council numbers to smartcalls323@gmail.com

f. You will receive a confirmation email with the next steps once the team has opened

the email and reviewed it for accuracy.




