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The Estate Planning For Life (EPFL) module provides an efficient way to guide clients through the
Estate Planning (EP) process. The flowchart below provides an overview of the process.

Commence EPFL proce ESTATE FOR
PLANNING | LIFE
user process

Meeting (B]
proceeding? + follov

later date
‘ Client . Adviser

STAGE SAMPLE FEE
Create EPFL system No fee

PART A -WITY EP

CLIENT MEETING
Administer WITY EP/ No fee
actions/develop action plan

Administer EPFL systems

Administer EPFL systems $1,000 to $5,000

Standard fees
Complete data collection process (advice | S
businesses may want to pre-complete data
prior to emailing link)
Administer EPFL systems
Administer EPFL systems/
reports
Annual review - Annual fee agreement from
administer EPFL systems/ $1,000 to $5,000 or bundle
copy into monthly fee agreement

Estate planning for Life offers two options for subscribers:

e EPFL system which encompasses WITY EP and the ‘Information that Matters’ vault
e EPFL Lite which is a short form Estate planning solution for less complex clients
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1. terminology + abbreviations

The following abbreviations are used throughout this myHelp document:

EPFL — Estate Planning For Life

ITM — Information that Matters

WITY EP — What's Important to You Estate Planning

(Personal diagnostic, gap analysis and referral module for Estate Planning)

The following terms and their definitions are used throughout this myHelp document:

e Administer — action to create, view, edit or delete an MYP function e.g. client, service provider,
survey etc

e Assistant — staff who access MYP as an assistant to other staff

e Client - clients of the subscriber who uses MYP under instruction from subscriber staff

e Contacts — individuals linked to a client (e.q. staff, advisers etc) or clients who are individuals (e.g.
not linked to a client organisation)

e MYP Champion - person appointed by an MYP subscriber to ensure that MYP modules are
integrated into the organisations standard operating procedures and that all relevant staff are
trained and actively using these modules

e Role - positions applied to staff and referral partners
o Staff — staff employed by the subscriber who access MYP
e Subscriber — an organisation that has subscribed to MYP

1.1 ICON DICTIONARY

Module | Icon

P <, r g 'y

Centre

myTraining myHelps myTickets Lodge ticket

2. staff permissions

EPFL provides access for all staff who have been given permission to the EPFL Dashboard. By default, this
permission is turned off. This permission is managed and drawn directly from ARM/Administration/ Staff.
Refer to section the ARM Connect + Lite myHelp, the ARM + ARM Pro Get Started myHelp, or ARM
myTraining in the Support Centre.

Recommended Permission
E = Executive
M = Manager
S = Staff
Dashboard Access to EPFL dashboard EM

EPFL Permission Functionality

2.1 EPFL PRIVATE

Marking an EPFL system private means that only the user who created the system has access. 'EPFL
Private’ is an option only visible to the user who created the system. If a staff member or client tries
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to access a system locked to someone other than themselves, they are automatically redirected to
this page:

SURVEY LOCKED

The survey 'Estate Planning WITY' has been locked. Only the staff member that created it can now access it.

) cancel

2.2 CLIENT LOGIN

There is an option to add an additional secure client login to an EPFL System. This means that when
a link to either the WITY EP or the ITM is accessed the client is required to login.

e (lick the status option
e Set the 'Secure client login’ option to Yes'

The client will be directed to login when they access the links to their EPFL system.

To provide the client with limited access to MYP:

e |dentify the relevant client via search
e Select ‘Permissions’

ORGANISATION ®
o MYP Master Demo
0 11/8 Metroplex Avenue, MURARRIE, Queensland, $80000.00 100%
) ]
Australia
07 3393 2833 NUMBER OF VALUE OF PROJECTS ON
N OPPORTUNITIES OPPORTUNITIES TRACK

X JoX- Aol + X
O © 06 © 66 66 0

CONTACTS PROJECTS OPPORTUNITIES DOCUMENTS HISTORY LINKS INVOICES FORMS

Meetings | Branding §Permissions j eSystems

e Amend the login status to ‘able to log in to eSystems’

Client permissions

To send a login email, switch to the contacts tab and click 'Send login'. Login status Able to log in to eSystems v

e Select 'Save
e |dentify the relevant client and select edit
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Edit contact 060 @@
Contact photo: square photo, Jjpeg, .jpg. .png, or .gif format, recommended min. 88 x 88 px & max. 2000 x 2000 px.

Choose File |No file chosen 9 o

e |dentify the relevant contact and select ‘Send login’ to provide the client with their login details

NB: This option is only available for subscribers with ARM or ARM Pro.

3. administer EPFL details + quote

3.1 CREATE EPFL USER DETAILS

NB. This needs to be customised in order for the details to appear in the EPFL system otherwise the
relevant page will appear blank.

NB. It is recommended that only one customised version be created, otherwise the EPFL system will
only refer to the most recent version created.

To set up your service offering, location and quotation details:
o Select ‘Settings’

From To

PLANNING 7 LIFE

E Active client projects

e Enter details as per the following screenshot

POWERED BY

Estate Planning For Life myHelp V200527 | Page 6

perform*



User Licencee Details

Cffice Location Details

Location 1 Nickname  Address 1 Address 2 City State Postcode
Murarrie 11/8 Metroplex Ave Murarrie aLb v 12 Q@
Waoolloongabba 121 Logan Rd Woolloongabba aLb v 102Q @

Fees Table

Service Name Service Description Engagement Cost Annual Ongoing Cost
EP Priorities & Action Plan Report a process to uncover and then address your | § 0.00 % 0.00

estate planning issues
% 4
Creating and storing the Information That for your family to access in a time of crisis 3 1.100 % 330
Matters Register :
% 4
ITM Vault to store copies of your key documents 5 200.00 200
% 4
Crisis Management Plan to guide your family in the event of a crisis 5 2200 % 440
% 4
Simple Modern Will £ &
e Select whether to show or hide the Dashboard on the EPFL homepage
e Insert the number of days for the life of the survey
e Select Finish’
$ $
a Vi
$ $
4 4
Dashboards on EPFL home:

Lifetime of surveys (days, leave blank if surveys should never expire)

0 Cancel O Finish

3.2 ADMINISTER EPFL USER DETAILS

Once the above details and quote have been created it is easy to administer and update the details.

To administer/edit your details and quotation:

o Select ‘Settings’
e Edit asrequired and select ‘Finish’

4. administer the EPFL system

4.1 CREATE AN EPFL SYSTEM

To create an EPFL system for an existing client:
e Begin to type client name in the auto-complete box
e Select the relevant client from the drop-down selection

Estate Planning For Life myHelp V200527 | Page 7
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ESTATE | FOR
PLANNING / LIFE

Brown, Deborah
(ABC Golf Course
(reG3n DEMO))

Action plan

i @’

o [fthe clientis not already in ARM, select ‘Add client’

Client for MYP
Demo Subscription)

E Active client projects

From To

ESTATE(FOR 5 XN
PLANNING |LIFE &

All active systems v

Action plan

= &

e (Complete the prompts on the pop-up box

POWERED BY

Estate Planning For Life myHelp V200527 | Page 8 @
myp



Create new systems

New client

First name *
Last name *
Email *

Organisation
name

System name
EPFL Private Yes No

EPFL type Lite (@ Full

Confirm

o Select client from ARM - Yes’
e (Complete the prompts on the pop-up box

()
Create new systems

Select client from ARM

Organisation known
Enter client name

System name
EPFL Private

EPFL Lite

Confirm

NB: Selecting EPFL Private allows an EPFL system to be locked to the creating staff member. This
is the best setting if a staff member wishes to create a system that other staff cannot access.

NB: Selecting EPFL Lite creates short form Estate planning solution for less complex clients
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NB: Each system name must be unique. An error message will appear prompting a change to
the system name if necessary.

e Selecting 'No' will create a prompt to add a new client

Create new systems

New client
Organisation known
Enter

contact/organisation ABC Accounting
name

Select

Brown, Mary
contact

System name Mary Brown

EPFL Private Yes No

EPFL type Lite (@ Full

Confirm

4.2 CREATE AN EPFL LITE SYSTEM

To create an EPFL Lite system follow the same steps for creating an EPFL System
e Select 'Yes for EPFL Lite

NB: For an existing client, the following pop-up screen will appear:

Create new systems
New client

QOrganisation known
Brown, Mary

System name Mary Brown

EPFL Private Yes

EPFL type e Lite

Confirm
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NB: For a new client, the following pop-up screen will appear:

Create new systems
New client

Organisation known

Enter
contact/organisation ABC Accounting
name

Select

Brown, Mary
contact

System name Mary Brown

EPFL Private Yes

EPFL type ® Lite

Confirm

For either screen, select ‘Confirm’.

NB: Systems are locked after 90 days. If a client tries to access a system that has been locked, the
following screen appears.

SURVEY CLOSED

The survey ‘Estate Planning For Life’ has now closed. The closing date was Thursday, 30 April 2015,

Cancel

If a survey has been locked, a new system will need to be created.

4.3 COMMENCE AN EPFL LITE SYSTEM

Once the client has been selected/created, the following screen is created and the system can be
commenced.
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Client

CLIENT

Partner Appointment Confirmation

Adviser team member

Client Meeting Quotation

Your Business
Page timeout: 239:5

Thank you for your time. | am making contact following your communication with us regarding the Estate Planning review.

To prepare for your survey and meeting, | need to take a moment to confirm a few basic details relating to you and your circumstances.

First name *
Other names

Last name *
Date of birth

Town/City of birth
Home phone (including area code)

Mobile phone

Complete the details and select ‘Save + close’.

John
Peter

Citizen

1 Apr 1962
Brisbane
07 3333 5555

0409 122122

From

ESTATE \FOR o

PLANNING TLIFE &~

E Active client projects

Client Created Accessed User System

Smith, Peter 13/06/16 Smith, Peter Lite Peter Smith 2016 - LITE

All active systems

X

System name

Status

000M®O

To
Smith, Peter (Peter ¢ Q

v Add client

Action Notes

44 COMMENCE AN EPFL SYSTEM

Once the client has been selected/created, the ‘New' section of the ‘Client’ pie-chart becomes

available to click. To commence the EPFL system, click ‘New'.

Estate Planning For Life myHelp V200527 | Page 12
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From To

o @

ESTATE | FOR
PLANNING 7 LIFE

Once an EPFL system has been created and ‘Next' selected, the first few pages are to be completed
by the Adviser (Client, Partner details etc.) including setting the next appointment with the client
for the review of the WITY EP survey results after completion.

4.5 ACCESS AN EPFL SYSTEM
To access an existing EPFL system for a client:

e Begin to type client name in the auto-complete box
e Select the relevant client from the drop-down selection
o Select the relevant status from the drop-down box and click the ‘Search’ button

Brown, Deborah

ESTATE | FOR ‘
PLANNING / LIFE

E Active client projects

e The list of client systems will appear below the pie-charts
e Select the relevant client and click on the ‘Client’ name or click the ‘Edit’ button

Client Created Accessed User System  System name Status Action Notes

Brown, Peter 13/06/16 Brown, Peter I™ Peter Brown 2016 . o o o e
|enkins, Peter 13/06/16 Jenkins, Peter WITY EP  Peter Jenkins 2016 - WITY EP . o o 0 e
Smith, Peter 13/06/16 Smith, Peter Lite Peter Smith 2016 - LITE . o o 0 e
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46 COMPLETE THE WITY EP

Once an EPFL system has been created and ‘Next' selected, the first few pages are to be completed
by the Adviser (Client, Partner details and Appointment), including setting the next appointment
with the client to the review of the WITY EP survey results after completion.

< ® O O

Introduction Client Partner Appointment Confirmation Client Meeting

CLIENT INTRODUCTION Your Business

Page timeout: 239:5-

Pre-commencement conversation with Client.

One of the critical areas that we must address is your estate planning needs. We know from experience that clients who fail to get this area in order
experience significant distress and, in many cases, substantial financial loss or hardship. To review how well you are positioned, we will undertake an
assessment of the issues with you. The first step is to complete an Estate Planning survey which will only take about 15 minutes. One of our team will
organise this and co-ordinate a meeting time that is convenient for you to review the outcomes.

We can discuss any questions you may have during this process.

4.7 PROVIDE ACCESS TO THE WITY EP

The WITY EP system is automatically created for the client on commencement of an EPFL system
for the client.

Option 1 - Select '‘Access’ to complete the survey with the client. This option can also be accessed
by selecting the client on the EPFL home page and clicking ‘Edit" in the WITY EP pie-chart.

Option 2 - Select ‘Next' to proceed to the next page where the link to the WITY EP can be emailed
to the client. This option can also be accessed by selecting the client on the EPFL home page and
clicking "Email” in the WITY EP pie-chart.

«—@ O O O

Confirmation Client Meeting Quotation Engagement Entry Basic Data

CONFIRMATION Your Business

Page timeout: 239:3

NB: Changes to the text in this email will not save.

Send confirmation email.

Email subject Confirmation Email

Email addresses | John@test.com |
Bswce D B @B/ %0 BGEGEBQAN B %|[(mven0o me g
HOM=0Q'=®|B I USxx|LK|[iz:= € »% s==s[10

‘s = |.H Styles vH Format vH Font vH Size ‘HA’ ﬂvH}C )

John

Congratulations on taking the first step towards bringing peace of mind to your personal and family life. In preparation for our meeting, we ask
that you take a few minutes to complete the online questionnaire which you will find when you click on the following link.

https://www.mypcorp.com/eSales/autoLogin.aspx?a=ufB3J66x

The questionnaire should take you no more than 20 minutes. There are no right or wrong answers but you should be open and honest about the
things that concern you. You will probably be surprised at how much can be done to protect those whom you love.

NB: The ‘Send email’ icon must be clicked for email to send. Notification of the time and date
sent will appear in the left hand side of the screen.
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Confirmation Client Meeting Quotation Engagement Entry Basic Data

CONFRMATION Your Business

Page timeout: 239:0

NB: Changes to the text in this email will not save.

Send confirmation email

Email subject Confirmation Email

Email addresses John@test.com

‘@Source DB.II?IQH__ HD @@ [ﬁHQ 5§ ".Bi-H@El@IDDEl-G!M‘
HOM=0@Q=® B I USXxLjliZ:i|:4%n»H === 179

[ﬁ = |.HSters vHFormat vHFom vHSize 'HA' -H:: 02

John -

Congratulations on taking the first step towards bringing peace of mind to your personal and family life. In preparation for our meeting, we ask
that you take a few minutes to complete the online questionnaire which you will find when you click on the following link.

https://www.mypcorp.com/eSales/autoLogin.aspx?a=ufB3J66x

The questionnaire should take you no more than 20 minutes. There are no right or wrong answers but you should be open and honest about
the things that concern you. You will probably be surprised at how much can be done to protect those whom you love.

Once we have received your responses, we will be able to properly prepare for our meeting, which is scheduled as follows:

Date & Time: 31 Jan 2014 9:30 AM
Location: 11/8 Metroplex Avenue Murarrie

I look forward to our meeting. -

Attachments: Choose File |No file chosen
Choose File |No file chosen
Choose File |No file chosen

Email sent: 9 Apr 2018 4:31 PM to John@test.com @

4.8 REVIEW WITY EP RESULTS AND PREPARE FOR CLIENT MEETING

To review the WITY EP results in preparation for the client meeting:

o Select the relevant client from the drop-down selection
e Select the relevant status from the drop-down box and click the ‘Search’ button
e Select ‘Action Plan”in the WITY EP pie-chart

@ myp
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From To

ESTATE |FOR & @
PLANNING LIFE &5 e | R

Action plan

CO®

E Active client projects

Client Created Accessed User System  System name Status Action Notes
Smith, John 18/03/15 15/04/16 Smith, John IT™ Smith, John . o @ @ e
Smith, John 18/03/15 24/03/16 Smith, John WITY EP  Smith, John . o 0 @ 0

e Review the results and develop recommendations in preparation for the client

meeting

4.9 CONDUCT CLIENT MEETING

Once the WITY EP has been completed and the adviser has reviewed the issues, the client meeting

is conducted and the WITY EP results reviewed. The following steps are recommended:
4.10 REVIEW WITY EP RESULTS WITH CLIENT

Repeat step 1 above with the client and discuss relevant actions and agreed actions.
4.117 GENERATE PRIORITIES + ACTION PLAN REPORT

To generate the report:

e Search for the relevant client and select ‘Report’ in the WITY EP pie-chart

e Select ‘Priorities + Action Plan Report’ in the drop-down box
e Select ‘Confirm’

Estate Planning For Life myHelp V200527 | Page 16
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From To

ESTATE \FOR

Smith, John @
PLANNING 'LIFE &%

Crisis Mgmt All active systems v Add client Lite client

a ’
E Active client projects

Client Created Accessed User System  System name Status Action Notes

Smith, John 18/03/15 15/04/16 Smith, John IT™ Smith, John . o @ 0
Smith, John 18/03/15 24/03/16 Smith, John WITY EP  Smith, John . o @ 0

4.12 DEMONSTRATE EPFL VALUE AND OBTAIN CLIENT COMMITMENT

At the Client meeting, sample reports should be presented to the client to demonstrate the high
value documentation that will be available at the end of the EPFL process. These can be printed or
viewed on screen. Refer the links in the screenshot below.

After the client has reviewed WITY EP results and the sample reports the client selects the relevant
action option —ignore the issue, go it alone or commence the EPFL process.

To obtain client commitment:

e Search for the relevant client and click the 'Edit’ button O
e Navigate to the ‘Client Meeting’ page
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Setting Your Priorities

MEETING AGENDA

Steps in the program (Family Manager)

Review of sample reports

Outcomes and action plan from WITY EP survey
Estate planning program fees & authority to proceed
Information collection

Implementation of the agreed actions

Sample Information That Matters (ITM) Report:
Sample Estate Action Plan:

Sample Crisis Management Plan:

m Appomiment Y E

ABC Professional Services (reG3n DEMO)
Page timeout 119:00

We will review the outcomes of the What's important to you? - Estate Planning survey outcomes in a moment.
However, it is important that you first understand what you will receive from this program.

Let's have a look at some sample reports you will receive. This will provide a preview of the highly valuable outcomes from this process.

Sample ITM report
Sample Estate Action Plan
Sample Crisis Management Plan

Planning Priorities & Action Plan Report.

Now let's review the outcomes from the WITY EP survey. Click the link to access your personal Estate ™

% Priorities & Action Plan Report

Estate Planning for Life program. There are now three options available to you:

O Ignere the issues and do nothing.
) Attempt to address the issues alone.

'®) Participate in the Estate Planning for Life program.

You now have a clear understanding of where the gaps and issues are. In addition, you can see the types of reports and information you can have by joining the

4.13 PREPARE QUOTATION AND GENERATE ENGAGEMENT AUTHORITY

Once the relevant actions have been identified, the Adviser prepares the quotation (based on the

structure completed in section 1 above) and generates the Engagement Authority.

Appointment WITY EP Confirmations

Quotation

Our Estate Planning For Life Service comprises several key modules:

Creating and storing the Information That Matters register for your family
Storing copies of your key documents in the ITM Vault

Creating a Crisis Management Plan to guide your family at a time of crisis
Preparing a Simple Modern Will

. Preparing Modern Enduring Powers of Attorney

OO OB WD

Conducting a Family Education Program

which modules you would like to subscribe to:

Quotation Table

Developing an Estate Planning Priorities Report & Action Plan to address your issues

. Preparing of Medern Enduring Powers of Guardianship (Medical Powers of Attorney)

Service Name Service Description
EP Priorities & Action Plan Report a process to uncover and then address your estate
planning issues
Y
Creating the Information That Matters | | for your family to access in a time of crisis
Register
Vs
ITM Vault to store copies of your key documents

Client Meeting ‘

ABC Professional Services (reG3n DEMO)
Page timeout: 115:12

. Preparing a Tailored Medern Will typically containing Discretionary Testamentary Trusts

Each module stands alone but the best protection for your family is created with the complete service.
Each module carries a different type and quantity of work and is costed separately. Please indicate

Engagement Cost Annual Ongoing Cost Subscribe

$ 0.00 $ 0.00 Yes v
Vi

S 1,100.00 $ 330.00 |Yes v
Vi

] 200.00 $ 200.00 [Yes ¥

engagement paperwork for your signature. Copies will be emailed to you for your records.

Congratulations on commencing the Estate Planning For Life program that will provide for and protect
your family both now and in the future. Before we proceed, we need to complete the cost and

';' Engagement Autherity

Estate Planning For Life myHelp V200527 | Page 18
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14 CLIENT COMMENCES GATHERING ITM

The Adviser can either email the ITM link to the client by sending the email from the ‘Engagement’
page or conduct the ITM with the client from the ‘Entry’ page.

NB. If the client commences the ITM via email, they will enter the system at the ‘Entry’ page.

Engagement Details

Email subject Engagement Details

Email addresses
El source | [] [& & [ E 4k E
BOBAESOS@ B I Uawx x| @
Styles ~ || Format ~ || Font ~ || Size ~ T AT
John

crisis.

https://www.mypcorp.com/eSales/autoLogin.aspx?a=8RmDQSNf

.
I
1

Please find attached copies of the cost agreement and engagement paperwork that you signed.

_— Ynur Hea“h I

Congratulations on engaging in your Estate Planning For Life programme that will pretect, and provide for, your family now and in the future.

Please click on the following link to enter the Estate Planning For Life system. This system will document your Testamentary Wishes, explore your Family
Relationships and Human Risk Factors, record the Information That Matters and develop an Estate Action Plan for your family to follow in the event of

ABC Professional Services (reG3n DEMO)
Page timeout: 117:22

P

v o B =)

15 KEY COMPONENTS OF THE [TM PROCESS

Referral opportunity

Significant referral opportunities can be generated from the [TM process for the Adviser. Please note
the following screenshot and ensure that this opportunity is captured in ARM/Opportunities for

follow up action.

Your Inheritance
If you are expecting an inheritance, please provide details.

Do all your parents have current Wills, Powers of Attorney and Powers of
Guardianship documents in place?

Do you expect to receive an inheritance/s at any time in the next few years
from your parents or other sources?

The i i are only appli if you expect to receive an
inheritance i |n the for ble future. If not app leave blank.

Please describe the likely size, source and country of origin of any
inheritances

‘Would any inheritances comes from overseas?

Now that you understand some of the benefits of testamentary trusts, would
there be merit in discussing this with your parents/benefactors?

Are there concerns about the family estate being put at risk through one of
your parents remarrying?

‘Would your parents or the family be open to a discussion regarding their
options around managing this risk?

John
No

Unsure

Unknown

otifiations Testamentary Funeral Wishes _I

ABC Professional Services (reG3n DEMO)
Page timeout: 119:43
Jill
No v
Yes v
Unknown
Y.
No v
Yes v
Yes v
Yes v

Advisers details

Estate Planning For Life myHelp V200527 | Page 19
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Information about the client's key advisers is collected early in the process and these details form
the options in drop-down menus in later pages and in reports.

Professional Advisers

Adviser type
Principal Trusted Adviser:

Accountant:

Financial Adviser:

Solicitor:

Personal Banker or Lending

Professional

Stock Broker:

Adviser

Graham Brown

Peter Great

Bill Peters

John Donald

Mitch Smith

Jerry Rich

Firm

Brown & Assoc

Great Accountants

Peters & Assoc

Donald & Assoc

NAB

Rich Partners

Contact details

07 5555 6666
graham@~brown.com

07 4444 3333
peter@great.com

07 5555 7777
bill@peters.com

07 5555 8888
john@donald.com

07 4444 9999
mitch@smith.com

07 9999 6666
jerry@rich.com

Other details

Personal Documents “ Internet Logins Next: Structure -

ABC Professional Services (reG3n DEMO)
Page timeout: 119:53

Please provide details of your key advisers. If not applicable, leave blank. Typically your Principal Trusted Adviser will also fulfil another advice role. It is better not

1o enter their name twice, i.e. leave that secondary row blank.

% %
% %
% %
% %
% %

16 ITM CONTENT

Several of the early pages in the [TM process collect data about the client’s circumstances. These

selections ensure that only relevant pages appear later in the process and in the final reports.

niemet fogins _m_l

Assets

Please indicate which classes of assets you may own or have a share/interest in.
Bank, building saciety or credit union accounts:

Australian superannuation funds

Account based pensions:

Australian annuities

Shares

Government superannuation pensions

Overseas pension

Entitlement to a future overseas pensions:

Safety deposit box or secure storage facilities

Motor vehicles, boats or caravans etc:

Properties (including your family home)

Money held in aged care bonds

Managed funds, insurance bonds, education bonds, funeral bonds or funeral plots:
Loans (money owed to you where you expect repayment):

Share in timeshares, ski clubs or other types of assets.

ABC Professional Services (reG3n DEMQ)
Page timeout: 119:10

@®@Yes ONo
®Yes () No
®Yes O No
®Yes O No
®Yes O No
®Yes ) No
OYes @No
OYes @ No
OYes @ No
® Yes (O No
® Yes O No
CUYes @®@No
®Yes ©ONo
®Yes O No

®Yes O No

17 DOCUMENTS

EPFL provides the ability for advisers to upload documents relevant to the estate planning process

for the client. To upload a document:
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e Select '‘Documents’

From To

ESTATE \FOR = snsom @)
PLANNING LIFE “'_ All active systems v

E Active client projects

Client Created Accessed User System  System name Status Action Notes

Smith, John 18/03/15 15/04/16 Smith, John IT™ Smith, John . o @ @ e
Smith, john 18/03/15 24/03/16 Smith, John WITY EP  Smith, John . o @ @ e

e Enter document details
e Select ‘Choose file" to search for the document and select ‘Save’

ABC Professional Services (reG3n DEMO)

Uploaded Documents Page fimeout 107-25
Uploaded Documents
Relates to Description File
v Choose File | No file chosen O
¢ 3 Cancel () ARM (") Reports _) Previous [} Save & close L3 Next

4.18 GENERATE REPORTS

Following completion of the ITM data collection a range of client reports can be generated. To
generate these reports:

e Search for the relevant client
e Select 'Reports’ from the ITM pie chart or click on the ‘Report’ button for the relevant client @
e Select ‘Report’ from the EPFL Lite pie chart for the relevant client.
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ESTATE|FOR
PLANNING LIFE &5

Action plan

E Active client projects

Client Created Accessed User System  System name
Smith, John 18/03/15 15/04/16 Smith, John IT™ Smith, John
Smith, John 18/03/15 24/03/16 Smith, John WITY EP Smith, John

From To

Crisis Mgmt All active systems

0

Status

G0
G0

Smith, John @
- I

a

Action

Notes

e
DO

A summary of the key reports and features include:

e Information That Matters Report — register of information that family and professionals

need to assist with estate matters including people, structures, documents, assets, debts,

insurances, legal responsibilities etc.

o  Crisis Management Report — an action plan for the family to follow at a time of crisis

providing quidance regarding:
o  Whatdo I need to know?
o Whodolcall?
o Whatdolaskthem?
o Whatis important?
o Whatis urgent and what can wait?

e Estate Planning Record — an automated extract of key issues identified from the EPFL
system and can be used as a briefing note for other professionals (e.g. solicitor)
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From To

ESTATE | FOR e @
PLANNING | LIFE NI | |

2

E Active client projects

Client Created Accessed User System  System name Status Action Notes

Jones, Peter 13/06/16 13/06/16 Jones, Peter Lite Peter Jones 2016 - LITE . o 0 @ e

e Estate Planning Priorities Report + Action Plan (EPFL Lite only) -an analysis of the priorities
and issues identified within the WITY EP survey component and an outline of the
scheduled actions and timeframes to be completed by the agreed service provider

4.19 COPY AN EPFL SYSTEM

To update a client’s EPFL system annually (or at the agreed update time), a copy of the system can
be made for updating purposes:

e Search for the relevant client

e Select 'Copy’ from the Client pie-chart or click on the ‘Copy’ button for the relevant client
e Rename the system and select ‘Confirm’

Estate Planning For Life myHelp V200527 | Page 23
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From To

ESTATE|FOR s @
PLANNING |LIFE &5~ |

&

Action plan

]

Client Created Accessed User System  System name

E Active client projects

Status Action Notes

18/03/15 15/04/16 Smith, John IT™ Smith, John . om e
Smith, John 18/03/15 24/03/16 Smith, john WITYEP  Smith, John . o @ @ 9

e The new system can be edited as required and new reports generated.

To copy an EPFL Lite system

e Search for the relevant client
e Select 'Copy’ button for the relevant client
e Rename the system and select ‘Confirm’

From To

o | @)
All active systems v Add client

ESTATE\FOR
PLANNINGTLIFE &8~

Report

E Active client projects

Client Created Accessed User System  System name Status Action Notes

13/06/16 13/06/16 Jones, Peter Lite Peter Jones 2016 - LITE . o@ 9

4.20 ARCHIVE AN EPFL SYSTEM

To archive an EPFL system:

e Search for the relevant client
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e Select ‘Archive’ from the Client pie-chart or click on the ‘Archive’ button for the relevant
client
o Select 'Confirm’

4.21 UNARCHIVE AN EPFL SYSTEM

To unarchive an EPFL system:

e Setthe status to ‘Archived’

e Search for the relevant client

e Click on the ‘Unarchive’ button for the relevant system
o Select 'Confirm’

4.22 DELETE AN EPFL SYSTEM

To permanently delete an EPFL system:

e Set the status to ‘Archived’

e Search for the relevant client

e C(lick on the 'Delete’ button for the relevant system

e Awarning pop-up box will appear

e Select 'Confirm’to delete or Cancel to cancel the deletion process

Delete item

You are about to permanently delete the item.

Are you sure you want to proceed?

Cancel Confirm

4.23 COMPLETE AN EPFL LITE SYSTEM

The EPFL Lite EP system is automatically created for the client on commencement of an EPFL system
for the client. The EPFL Lite version provides a number of options for the advisor and client. Rather
than a multi-step process EPFL Lite can be completed in one step entirely by the client if required.

Option 1 - Select ‘Access’ to complete the system with the client. This option can also be accessed
by selecting the client on the EPFL home page and clicking ‘Edit’.
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Option 2 - The EPFL Lite system can be emailed to the client by selecting the client on the EPFL
home page and clicking ‘Email” in the EPFL Lite pie chart.

ENGAGEMENT DETA“_S - UTE Page timeout: 239:2

Email subject Engagement Details

Email addresses | Peter@out\ook(om

Bswee DR @R %1 BEGQANE Y 200 ea

D OMEOQ=®|B I US x oLl |4 &y B| =2 am 949
‘ e |-H Styles - || Format - | Font -l sze -0 A- IN-Q32 | 2

Congratulations on engaging in your Estate Planning For Life program that will protect, and provide for, your family now and in the future.
Please click the following link to enter the Estate Planning For Life system. This system will document your Testamentary Wishes, explore your

Family Relationships and Human Risk Factors, record the Information That Matters and develop an Estate Action Plan for your family to follow in
the event of crisis.

http://test/myphb/eSales/autoLogin.aspx?a=MSGwWW4BY

Kind regards

Attachments: Choose File |No file chosen
Choose File |No file chosen

The client accesses the survey via the email link and completes each of the screens by selecting
next. Basic Data, information, Close family, Family, Tax and super, Complex family and Acting behalf
screens capture all the key information.

Close Family _

TAX AND SUPERANNUATION

There are a variety of ways in which a good estate plan can minimise superannuation death benefits tax, income tax and capital gains tax for your
beneficiaries. By having these discussions with your key advisers now you may be able to make a significant, if not complete, reduction in the tax paid by
your beneficiaries.

Please insert answers in the 3 white boxes and click the 'calculate' button.

How many children or primary beneficiaries will you have? |:|
What is the approximate value of your estate? 3

What are your total funds in superannuation? $

This means each beneficiary could inherit up to:

Assuming an earning rate of 6%, each beneficiary could earn interest of up to:

Income tax rates vary from 0% to 46.5%, assuming an inceme tax rate of 31.5% means each beneficiary would pay tax of:

Assuming no financial dependants when you die, the death benefit tax on your superannuation could be: $0.00
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From this point, the adviser can choose to conduct a client meeting and reviews priorities and
creates an action plan with the client. The process follows the same steps as the full EPFL system.
(Refer 3.7 Conduct client meeting)

Alternatively, the client can continue to capture the relevant data and then engage with the
adviser to complete an action plan.

5. EPFL dashboard

The EPFL homepage provides a dashboard displaying active client projects and their project status as
well as Key metrics, Actions, Clients at risk and Notifications. The ability to show or hide the dashboard is
an option in the Settings section with the default to 'Yes'. Project status is indicated as follows: red
signifies in progress, blue for completed, and green is for finalised.

Selecting the status provides access to the following pop-up to change stats and add an expiry date.
From this screen an advisor can also change the type of EPFL system from Lite to Full and vice-versa

Update status

Status Completed '~

Expiry date

EPFL type O Lite ® Full
Cancel Confirm

6. administer the crisis management plan information

The Crisis Management Plan contains a large amount of general information designed to assist the client
in a time of crisis. The EPFL system does not attempt to formulate a personalised (and expensive)
statement of estate planning advice but provides comprehensive guidance for the client in times of
stress including:

e Whodolcall?

e What information do | need to know?
e Whatdolask them?

e Whatis important?

e What can wait?

The information contained in the Crisis Management Plan is provided as a default template, but this can
be customised by the Adviser if required. When customised information is created within the system, a
unique and personalised Crisis Management Plan can be generated.

NB. This is a comprehensive process and should only be commenced if the Adviser has significant
personal experience in the Estate Planning area.
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6.1  CREATE + ADMINISTER A CUSTOM CRISIS MANAGEMENT PLAN
To create a customised version of the Crisis Management Plan:

e Select the ‘Crisis Mgmt' button

From To

son o €@
Crisis Mgmt | All active systems v Add client

ESTATE|FOR
PLANNING LIFE &5

Action plan

CO®

E Active client projects

Client Created Accessed User System  System name Status Action Notes

Smith, John 18/03/15 15/04/16 Smith, John IT™ Smith, John . o @ @ e
Smith, John 18/03/15 24/03/16 Smith, John WITY EP  Smith, John . o 0 @ e

Select the ‘Create’ button

Select the client and the client contact as required
Enter the name of the custom plan

Select ‘Confirm’

Click the "Edit’ button O

D Crisis management @ reate using the base template

Client System name Created Accessed Action

Cltizen, John New Crisis Management Plan 3/03/15 3/03/115 e

o Enter all relevant data throughout the Crisis Management Plan. Selecting ‘Next on each
page saves the information of that page.

6.2  COPY AN EXISTING CRISIS MANAGEMENT PLAN SPEC

Advisers may find it quicker and easier to copy an existing Crisis Management Plan and then edit it
rather than creating a system from the beginning. To copy an existing Crisis Management Plan:

e Select the 'Crisis Mgmt' button
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o C(lickthe ‘Copy button

o Select the client and the client contact as required

e Enter the name of the custom plan

e Select ‘Confirm’
E Crisis management % Create using the base template
Client System name Created Accessed Action

Cltizen, John New Crisis Management Plan 3/0315 3/03/15 o.l e

NB. It is recommended that the default system be copied for editing as this will be quicker and
more comprehensive than creating one from the beginning.

e Edit asrequired and select ‘Finish’ when completed

NB. The logo for the ‘Crisis management report’ is dependent on the ‘Appointment” adviser being

selected.
I N I v
ABC Professional Services (reG3n DEMO)
APPO‘NTMENT DETA”_S Page timeout: 239:3'
Preferred name for email: * John

Appointment date:

14 Feb 2014
Appointment time: 9 . :[30 v AM .
Appointment location: 11/8 Metroplex Ave Murarrie QLD v
Appointment booked by: -- Select response option -- .
[Appomtment adviser: * -- Select response option - v ]

After booking appointment:

N

Thank you for your help. We will send you confirmation of the appointment and in that email we will ask you to bring in a few documents (if you have them)
such as your existing will, powers of attorney and so on.

0 Cancel 0 Previous 0 Save & close 0 Next

7. EPFL process comparison chart

A version of Estate Planning for Life is also available in PROPEL.
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PLAENS,LAJE {PF'; process comparison

*Reduced data

Pre-commencement script

<

Partner data

I H

Confirmation email
- T

Client meeting agenda

H

Engagement email

*

*

Information + copying

*

Family competence divorce + protecting estate from claim

*

Complex family money + disputes

H

#*

Acting on my behalf

#*

Your health
Notifications

Funeral wishes

Children

H
H

Personal documents

IH

Insurance

H
H

Family trusts

H

H

Partnership/joint venture
Unit/other trust

Bank accounts

Estate Planning For Life process comparison @ MYP
160818 perform*
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EPFL Lite'y EPFL Propel process
Account-based pensions
Annuities
Shares
Government superannuation pensions
Current overseas pensions
Safety deposit box or secure storage
Cars, boats + motor vehicles
Property
Aged care bonds

Managed funds , education, funeral + insurance bonds + other types
of investments

Money owed to you

Clubs, timeshares + other assets
Personal effects

Credit cards

Mortgages

Investment debts

Personal loans/hire purchase/chattel mortgages
Car loans

Family loans

Other loans

Property insurance

Vehicle insurance

Other insurance

Income protection insurance

Trauma insurance

Total + permanent disability insurance
Term life insurance

Personal guarantee

Power of attorney

Executor

External corporate roles + other legally reusable role
Trustee role

Commercial license

Cornmunity organisations

Final details

Final thoughts

Lock to creating staff member

Priorities + Action Plan
Engagement Authority
Information That Matters
Planning Record

Client Data Record

Crisis Management Plan

| v ]
| v |
| v
| v ]
I

Priorities + Information Report

8. Training + support

For training and support options, please refer to MYP Administration, Relationships + Management
(ARM) myHelp.
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In the majority of scenarios, client issues are related to user error. A highly recommended strategy
is to ask the user to forward an actual screenshot of their issue.

8.1  WHEN A CLIENT REPORTS AN ISSUE WITH THEIR LINK
Please ask them:

e What message do you receive when you click on the link?
e What message do you receive when you cut and paste the link into the address field of
your internet browser? Be sure to include the entire link but not any additional characters.

e There may be high security on a work email account or computer. Do you have an
alternative email account or computer you could forward the link to?

8.2  CLIENT REPORTS THEY ARE CONTINUING TO RECEIVE SURVEY
REMINDERS

If a client states they have completed the survey but are still receiving survey reminders, the likely
issue will be based around one of the following reasons:

e The reminder they say they have received was actually received prior to their completing
the survey — check date of reminder email and date of survey completion

e They think they completed the survey but did not click ‘Submit’ - they need to go back in
and complete it
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