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Please enter your username and password and click on the "Login" butten to leg in.
Fields marked with an asterisk (*) are required.
This section requires user registration.
STEP 1:
Username: * . .
BipE Log in to your agent portal by typing your

Password:® type username and password.

Remember my username

Change password CliCk OIl LOGIN

> KNIGHTS
¥/ OF COLUMBUS

#  UPDATE YOUR PROFILE

KofC Applications Portal

Hi

STEP2:
- —a 6 Click on AGENT PORTAL icon.
@ p——

Fraternal A{Agent Portal |  Knights Gear Supplies
Training Online

STEP 3:
Click on SMART OFFICE icon.

/S . Knights Agent
Sq-laft J of L Ref%rence
Office Columbus eference Guide

L ONIVERSITY Guice CANADA
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Search Detailed Search - New

Er—" N e B
Search SmantOffice

L oy we

im T m : 7 “7 | AN Phones éoﬁwr|='ﬁ“ ‘r"u‘r@ﬁ‘r Stroat ‘r|W r
Elleen Conlan 170292 35004239 56 Roin IRA BSF95115  07/14/1998 55294 55294 412 Caronal  Siratfors

n
Kenneth Hanson 0102664728 3.50 03249 74 None BSFISOS 11072003 260636 260636 112 E 81h Ave Staniey
Kenneth Hanson 0102664727 3.50 03249 74 Roth 1RA 85F95115 110772003 6,081.50 608150 112 E 8h Ave Stanley
Edwin Brooker 0105184407 30013598 73 IRA Residence: (847) T46-3838 BSFIESZS 10242011 5535617 55958 10 MAGE N Nelsviie

Mobile: (847) T46-3638

Miavict Von Rueden  DANNYATANA 3 50 ONAT4 R Mone Racidanca- (6191 826 ARdr  TEFS1501

STEP 4:

To list all your assigned members, click on SEARCH button. Be sure to have the
“search” drop down listing as “contact”

See Data For: Self

STEP S:

On the top right options, click:

CUSTOMIZE LIST LAYOUT =~ e Loy} Referrais ¥ of) (€

ts | Custom |

i con - < | sttn = “ Afea Code of Primary Phone (G)  Referrals by Asse
Status City of Preferred Address (G) Referrals by Pren
_. Contact Name Review Date (Asc

Contact Name grouping (G) Source (G)
g;“dga"“a Associate Contact Type (G) Source + Sub-Sol
This will open up a pop-up Contact Type + Sub-Type (G) State of Preferred

. i * . ¥ Miller St Associate Date of Birth (Asc) Sub-Source (G)
Wlndow Wlth eXtraCtlon Optlons° Date of Birth (Iignore Year) (G) Total Annual Life
e Date of Birth - Group by Month (G) Total Annual Polit
) Airport Ln Non-Member Household Name (G) Total Income

1 Airport Ln Insurance Net Worth Total Investment’
Occupation (G) ZIP Code of Prim:

Primary Advisor (G) Do not sort

V Stanlev S __ Non-MMemher
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Tables Available Columns in Selected Table Columns Selected st g
= Contact PIC Council # [Council] [100] ;E.l
2 Sa— o (e pr Emnﬁmwa’m [IéU'UL 1] [100] Up
- ec -mail Addresses [Contac
| Addl e Rec GA AdD | ddress [Preferred Address] [100] 2|
Employer Business SGA g State [Preferred Address] [100] —
- b Household SGA Assign Code Member Status [Personal] [100] Down A
Prefered Address gaiaw A Remove gﬂﬁ gfgei'ig; EPersuorE?gGFDO] "
s pouse Age irth Da rsonal |
Prgferred BQS|ness Address Spouse DOB g Rated Age [Personal] [100]
Primary Residence Address Spouse Employer Search [| 15t Degree [Fratemal Information) [100] Last
amL Preferred Phone Spouse Greeting SFA [Personal] [100] -
Preferred Business Phone ggﬂ: 'J'::g i d Spouse Preferred Phone [Personal] [100] —~
Primary Residence Phone Spouse Masked Tax ID Column Attributes ™
o s Rl ) Column Name: Date Of Death
Created By pouse |
. Spouse Tax ID .
I‘.’Iogmea 3} for Spouse Tobacco Width 100 [] Goal
E e LINER Y Ds Tax Average [] Total [] Subtotal
™M J = Advisor Add'l Info Vv  Tobacco Use L] Truncate ] Maximum Minimurr
A -] Agency Additional Information Total Income
Brian
s Options List Sorting / Grouping (G)
Show Office Name | Do Not Show Office Nz V|  Default View Mode | Full v Display [ Normal | [ Contact Type (G) v
[] Sort by Office [[] Disable Refresh Default Chart | No Chant v ["] Show Grouping Tities
, Mark
_ ResettoDefaut |  Cancel |
© 2000-2013 Ebix, Inc. All rights reserved.

STEP 6:

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.
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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 Phone)(
Address vs. All Addressesx

COLUMN A COLUMN B addto 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 1st Degree
Council Council #
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locale. Switch
EEL G ETESTTA B ey
S e Drag an icon onto the foolbar
to add it your favorites
ﬁ| BithDate <, > New 'Contact feCO_fd Ctri+Insert
New (Comprehensive) ‘Contact record Alts=
d' Search F6
Q Print List
12/06/1951 @ Delete ‘Contact' record Ctri+Del STEP 7:
'@ Add to Set
0511111964 ¥} View SmartPad Notes - You are ready to extract your data from Smart

il Yo o e st Office. CLICK on “MENU?” to expand the
+y, Add 'Contact Alert .

i DS drop down options.

06/08/1957 it Add/Update Record in Lotus Notes
021071962 ﬁ Manage SmartView for Clients
@ Hide Current Contact

4 J' Share record(s) with other office
g3l sync with Poicies

01/18/1949 Advanced Options
Reports

Activity Options
Communication
List Options
Integrations

IE Tools

01/29/1956

¥ ¥ ¥r ¥ v v v

e Drrag an icon onto the toolbar
fo add it your favorites

L. New 'Contact' record Cirl+insert

A = New (Comprehensive) Confact record  Ate=

STEP 8: Q4 seacn =
Print List

12/06/1951 fijj Detete ‘Contact record Ciri+Del

Scroll down to “LIST OPTIONS” and then E 1§ A ose
select “EXPORT LIST” from the left box. e 05/11/1964 ) View SmartPag Notes F1

New SmartPad Note SNI+FT
-y, Add ‘Contact' Alert
Add/Update Record in Outlook
e 06/08/1957 §it. Add/Update Record in Lotus Notes
02/1011962 J&| Manage Smartview for Clients
@ Hide Current Contact
= Share record(s) with other office
&3] sync with Poicies

01/18/1949 Advanced Options
Reports
Activity Options
Communication
List Options

E Keep Tagged Rows Only
ﬂCuszizeLlleayv.n

@ Show Total Record Count for this List




Smm!.alls--s

Dialer

STEP 9:

| Key Relations | Benefits | Letters'Documents | Custom |

It’s time to SAVE your exported list! Select
the format of Exported Data as:

CSV-Comma Separated Value-Unformatted

¢ All Phones All E-mail Address “; | State - ‘_
- Addresses L
& SmartOffice -- Webpage Dialog [mem]
o Export List Contents to Local Computer
This function will export ail of the data from the current list to the local computer in the
Re|
Export Options
Re| Format of Exported Data [pi ST eT )
[] Post Message to Export Log TAB Separated
R oK | — I
e
© 2000-2013 Ebix, Inc. All rights reserved.
Bu:
1817

Be sure to select:
M Include Column Headings

Now, CLICK - OK

STEP 11:

wation | Key Relations | Benefits | LettersiDocuments | Custom |

I <y AllPhones Al E-mail Address <, state <
| SmartOffice - Webpage Dialog (550
=~ Export List Contents to Local COmputer
This function will export ail of the data from the current list fo the iocal computer in the
seiected ion,
Re|
Export Options
Format of Exported Data [ CS\ - Comma Separated Value - Unformatted |
aticn to View Exported Data [ s Excel |
[] Include Column Headings
Re| [ ] Post Message to Export Log
BUl & 2000-2013 Ebix, Inc. All rights
Re|

EE-
9176

You are ready to save your file > SAVE AS: Your First & Last Name - Master List

To complete your on-boarding and account set-up with SmartCalls Dialer , EMAIL the file as an
ATTACHMENT with a list of your council numbers to smartcalls323@gmail.com

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW SmartOffice
il - -

Y _}f t Arial 10 ~|A A =g ¥- EF Wrap Text General PJ

— & Copy ~ |
Paste . v - == = = 5 o - 0 «0 o Conditional Foi
- ¥ Format Painter B IU 1A === &5 EMerge & Center $ it o Formatting~ T

Clipboard Font Alignment MNumber
Al f\ Contact Name

A B C D E E G H | J K L
1 IContact N‘lSpouse Ne Council # All Phones All E-mail s Address  State Member S Date Of D« Birth Date Rated Age 1st Degree S
2 |Ably Sl S Dooidogopuliiiors annnn n e 12/06/195 68 03/01/198° J
3 Abran;| Microsoft Excel =X=) 05/11/196- 55 11/07/200!J
4 Adamy 06/08/195° 62 01/01/199°J
5 | Adam: @ Some features in your workbook might be lost if you save it as CSV (Comma delimited). 02/10/196: 57 10/25/199.J
6 Adler | Do you want to keep using that format? 01/18/194¢ 70 09/01/1971J
7 | Adier 01/29/195¢ 63 02/01/198:J
8 Ady Ty as No | [ nep 03/14/195! 60 10/24/199tJ
9 Aguilas === D L — TASE AT A T Bl ———— = == 12/19/196¢ 50 04/03/201°J
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