V.Smart Quick Reference Guide

Policy Management
1. Create New Business Request

Select Business Type in New Business / External Transfer

Policy Management

People Management

Client Management Product Management
Initiate a Request
Home =
New Business / External Transfer
‘Outstanding Request
Life Insurance
Policy Search
ILAS
BIT Search
Insurance
Wiew Buckets
MPF Cthers
MPF - Regular Fund
MPF - Lump Sum CIES
Referral

T EXISTNY POy

| Multiple Purpose Form

Fill in the e-Form in 3 Step (Plan > Consultant > Client Information) and submit
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1.1 Create Existing Policy Request
Select Request Type in Existing Policy

[ Policy Management

Reinstatement

Premium Holiday

Reinstatement and Top Up

Initiate a Request.

Home =

Hew Business | External Transfer
Outstanding Request

Existing Poli
Policy Search e =
BIT Search Toplp Change of Payment Freguency
Wiew Buckets Reduce DPNS Opt In

One-off Contribution DPHS Opt Out

DPMS Change of Stvle
Fund switching
Cooling-off canceliation

Reinstatement and Reduce

TuTtple Purpose Form

Input the Policy Number and Select Principal > Search

Poscy Mamsgement

# Policy Humoer 1234567 Principal J2unch intamatienal Life ™

FFID,
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Input the necessary information > Submit

]

) Palicy Number Principal *| ~ | @ pFID| |

Change of Payment Frequency
Date on Application Form * |—@|
YYYYMM/IDD) —I—
3 MNew Commencement Date * |:@|
ONYYY/IMMIDD) |
Fayment Freguency * {Monthly x |
NB Plan Information
S| PRID Policy Number
Commencement Date 2011/09/01 Contribution Amount
Term Of Year 25 Remaining Terms

l Submit ]l Save ] [ Cancel J

View Check List Applicstion Log Save snd Print Load

1.2 Monitoring the request status (check existing submitted request status)
Click Outstanding Request on the left side menu > Monitoring List

& Varicent Sales Performance Management (SPM) Welcome!
People Management Chient Management Product Management
Outstanding Request
i [Tno | monitoring List || Drait | Searcn |
I Policy Search I SR Reference | Type | BPD Clean Date | Sent to Principal | Convoy Received Policy | Glient Received Policy ]Repnnt__
BIT Search 0130 New Business Print
‘View Buckets 20130102000027 New Business Print.
20130102000033 Assignment 2013/01/10 Print.
20130102000036 Eg“q’:gé’; ket Print
20130102000039 New Business 2013101111 Print
20130111000055 New Business Print
20130122000110 New Business 2013/01/23 Print
20130123000122 Fund Switching 2013/01/23 Print.
20130125000139 Er’fu”lgé’; At 201304128 Print
20130125000141 Reduce 2013/01/28 Print
20130125000144 Premium Holiday 2013/01/28 Print
‘ 2013012500045 Cooling off cancellation Print

2. Check and Resubmit Reject Case
Click Outstanding Request on the left side menu > Inbox

& Varicent Sales Performance Management { SPM)

People Management Client Management Product Management
Outstanding Request
Home . —
Inbox | IMonn.onng List | Draft | Search |
I Accepted:
‘olic’ Ve arc| T T T
¥ 'SR Reference | Initiator | Request time | Modify time | Type
BHsEEn 20130111000055 20130111 10:56 | 2013/01/28 12:27 New Business
View Buekets @ 20130128000145 2013011251233 | 2013/01/28 1221 Couling off cancellation
Available” No inbox request available

3. Search and View Policy Detail
Click Policy Search on the left side menu > Search
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Varicent Sales Performance Management {SPM)}

People Management Client Management Product Management
Palicy Search
Home =
Policy Search
Qutstanding Request I
T | Content
Policy Search ype |
PFID [ ‘
BIT Search
“iew Buckels Policy Number | ‘
FAD Reports Eform Reference Barcode | | SR Ref. |
SMS Batch Consuitant Code

Policy Hoider ID
Policy Holder First Name
Paolicy Holder Last Name

Action

[
|
|
[
I

I Search ]IReset] Advanced Search

4. Search and View BIT Detail
Click BIT Search on the left side menu > Search

e R T R
| BIT Search
e BIT Search
Type. Conient Type Content
Poiicy Number IC BT io I
J PFID BIT Type [ =
FAD Reports Policy Hokdes ID
SMS Datch Policy Halder Firet Nama Pty Hohdar Last Name
Produc! Namy > Product Code
Provider Name = Consultant Code
Submit Date From ez} Subma Date To =
Cammencement Date From i Commencement Date To 8]
i pars = Sarace nfandew -
|| |paR2 i - Hold -]
Stats 1 =
i | Artion I Search iI Reset |

5. View Personal and Team BV
Click View Buckets on the left side menu > Search > Action Icon

Emoiores
::‘u..ml nformatiun ' .-ﬁ’m"";m'm“ i. :
e nuie Baic Infrmatan
¥
Pheto
-
.Fmphymlﬂum‘ Previous Employee Code [
Work Arca ]
Sahutation Suerams Ml Mame Gihven Name
Engish Name = 2 | .
Last Name First Mame
Chingse Name Atas |
Date of Birin i Piace of Eirtn
Gender = Masital Stans
Group Date Join * m Status Active
Salt Empioy TROID Weea Traning|
Midical Contificali No Backign Code =
Paspolinomaton
Passpon Na. tegue Colntry
besain Dy = Expiry Datte [
Login Intormatan B -
e e ey
orpT——— : =

=iy  seaccn || Roset
Search Results
People Management
1. Personal Information
Click Myself on the left side menu > Personal Information
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3. Morning Appointment
Click Myself on the left side menu > MAP > Action Icon

Folicy Mansgement Cliert Management Product Mansgement

gy
.'l Adasonal informason | Rental Retund | LeamI'MA_F- IAEnuin:e | Aporaisal | Training | Quaificason | Lxense | Payslip | BV Buckel | Meacal | Scan Fles |+
|| Prrsonal mar | |
| it — — — |

4 21 2013 b |atan Time E£nd Teno status |
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Client Management
1. Search and View Client Information
Click Search Client on the left side menu > Search > click Client Name
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2. View Client Account Information
Click Search Client on the left side menu > Search > click Client Name > Account Number

B Varicont Sabes Pestarmancn Management { SP

Tsui CNOOOO

¥ Account Relationship

Actourd Blabs Chent 1 (Chonk 2 ol 3 Chiont £

Tsul i

(cNoooo )

Lee Taul

Cx000 ] {ENOOD 1

¥l Personal Detass
Sautation * “‘ -
English Sunama * [red Engltsh Given Name * English Nam
Chrinese Sumame Crinese Given Name Chinese Ful Name W
1D Card nformaton * Hang kang 10 [& Macau D ChinaiD
Passcert Informaticn * ssum Cowmtry |~ =1 Pavoutio | Expiry Date & L
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3. Print Valuation Report
Click Search Client on the left side menu > Search > click Client Name > Account Number > View

Account No: ANDOODT | account status: Active | Account Source: 7] [sae ]

Client(s) 1) 2)
3) 4)

Portfolio | SBervicing Rights | WDMS I DPM3 I CAM | Cis |

Convey Financial Service Limited

[ Consalidated Valuation Report | | Consolidated Performance Report |

Policy Mumber | Plan Name | Plan Type |Principal Name  Status | Asset Market Valu Valuation Date | Performance Rept Valuation Report |

Zurich
Vista 3 Life Insurance International Life | INFORCE 50,911 52 2013/0213 -
Lid

Product Management
1. View Recently Updated Product Information
Click Recently Updated on the left side menu

Paliey Management Fenpie Management Client Msnagemest
| Proguzt Name Product Tipe +  Provider Name Company = | Acton
I
a2
Wista 3 - Rogular Top Up Rl U AN U8 orn
search SunDvagen RME Endowment Fian il Life Ingurance e st i R
Froduct Name | | @ | rm et Life Insurance Manurs fintormoRomal | ee B
Infoersl Codes @ i1 i K (AMianca
Crisés Fighter Plus Life Insurance Company (Bermuca) CFS e
Type @ Viraterd
Catogary [ | @ ING Lifo Irvsurarcer
= = 52 Crists Fighser Pius Lie Insurance Company (Bermuca)  CFS
Prosvcdur L] Viratesd
Fffuctive From im|
Effoctve To m -
Aztan search | | ]
. "
2. Search and View Product Information
Input Product Name/Product Code on the left side menu > Search
Paliey Management Fenpie Management Client Msnagemest
Category Fesuns
| Proguct Name. Product Tipe +  Provider Name Company = | Acton
Hew Prnduets I
Recently Updated -/
Incentive Wista 3 - Rogular Top Up Rl U AN U8 orn
Search ! e Fani Life Ingurance e st i R
Product ame | | @ | rm et Life Insurance Manurs fintormoRomal | ee B
Infoersl Codes @ i1 i K (AMianca
Crisés Fighter Plus Life Insurance Company (Bermuca) CFS e
Ty ] Viraterd
Catogary [ | & 1N Lt Insuancs:
= = 52 Crists Fighser Pius Lie Insurance Company (Bermuca)  CFS
Prosvcdur L] Viratesd
Fftuctum From im| &
Effoctve To m -

Aztan I|sw:n|"Rm‘.

Service Log
1. Search Service Log
Click Search Service Log on the left side menu > Input Keyword > Search

Somh ere -

Py 7y Servce Log No Polcy Kumber | Phid ) Insistor L
Acton =| | Comsuant ! Stam & Poncipal =
Chont Last Namo Chont Cthor Namp Gomparyy Namiy

Deganmant ¥ | | Senvice Suomt ~| sabs
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2. Create New Service Log (Generate Template)

Click Create Service Log on the left side menu > select Department >
Poficy Management People Management Client Management

Create New Log

Search Service Log

Please selectthe type of service log going to be created: i |
.

Admin

m

PRD

HR

LCD

FAD

cAamM
DTD-Nominee
CCDx
DTD-DirectFund
CAM-DPMS
CAaD

Select Service Subject > Create >

Policy Management Peaple Management Client Management Product Management
Search Service Log Basicii
Senvice Log Mo Initiator | | Status x
Create ServiceLog -
Action Party 5
Department I - Senvice Subject |
CAM Nominee Platform
Fund Searcn
CRM
Others.

Reply >

Policy Mansgement Client Management Product Mansgement
Search Servies Ly L il
Serdce Log No 20130218 0004 | Inifiatar [ | Stabus -
Create ServiceLog | = - —
| Acton Party L7 | | Date m®
Department = Senice Subject =
Pinl] [ Clasatog | [Back]|
 Disclaimer
The client’s accound infermation 18 compiled by the data o and Tor el Iy, You [-21=[-1]
The client's accoun ey thired paety wi o' consond Carny will nol be tespansibi for any Yss o daim atising oul of lossimésusehmmthorized
disclasure of e dala BFEZ I 53 ) - S8 - ETRARYY \RER
S - i .
Message | Altachment
[ Repiy |
[ste [Message [Upsstesty  [smacment |SWSMessage
No fama maieh your reh

Input Message > Add

BasicIrfa

Search Service Log —
Service Log No 20130218-0004 Initiatar | Status

Create ServiceLog
Sermvice Log
Add Message(Ref No. 20130218-0004)

3

Message

Altach Files
’Aﬁammems
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2. Create New Service Log (Policy Template)
Click Create Service Log on the left side menu > select Department (CS, FAD, DTD-Nominee, DTD-Direct Fund,
CAM-DPMS)

| Chent Management

Search Service Log CrealeNew Log =

Please selectthe type of service log going to be createg:

Ccs

Admin

m

PRD

HR

LCD

FAD

CAM
DTD-Nominee
cch
DTD-DirectFund
CAM-DPMS
CAD

Select Principal > Input Policy Number > Search > Create

& Varicent Sales Performance Manage: ) Welcome! PP000
People Management Client Management Product Management
Search Service Log T G
Senice Log No Initiator [ Status i
Create ServiceLog

Action Party -
Depariment ~| | Senice Subject [Fund Switching =
Principal I Zurich International Life ™ I Palicy Number I 123456 I I I
Palicy Information
Principal ~ | Product Type Plan Name
Client Last Name chal Client Other Name Company Name
ClientiD
Client Last Name Client Other Name Company Name

.| | ClientID

- | |Client Last Name Client Other Name Company Name

L

| | |ClientiD
Client Last Name Client Other Name Company Name
Client 1D
Life Insured

Responsible Consultant(s)

Primary Consultant »~~ Secondary Consuitant o~ ‘

Reply >

Search Service Log -ameinn, T T T
Senicn Log No 201303070003 Inilos PPO0GS, FPIODSPF -
Crats Sarviceley '
Actien Pany 4 Responsible Persen el ‘Walting Until Date. m
Department = Sendte Subjecd -
|
Print| | CleseLog | [Back)|
Prncipal = Falicy Number Pl |

Palicy Information

[how]

_ Responsinle Consultantis}

Primary Consultant #~  Sacondary Consutant o~
Digctaimer
The dient's account infarmeation is compiled by the data available to Cormoy from relevin serdce provider and for designated consultant’s reference only. You are prohibiled lo disdase
the client's account iInformation to any third pary without the cient's prescribed consent Comvoy will not be for any koSS of claim
disclosure of the data. ®S 250 ¥ L FACRE = T

TN ZR + IR @ ORI R I B TR B PR S AEZ % S -

Me i { Adtachmernd 1
bacn = - - [ RouteTo Principal | | [ Resiy]
i |Date Message [Upeatea by ”
DAAE013 161118 1as1 PROODS,

PPOODEPP




‘Search Service Log

Create ServiceLog

Input Message > Add
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| Basicinfa

Senvice Log No

20130218-0004

Initiator

Status

e

Message

Aftach Files

Add Message(Ref No. 20130218-0004)

‘ Attachments

i
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FAQ

Q1l: Input twice if new client submit 2 Client Data Form at the same time?
A:  You just need to input once and you can load the information from the system.

Asset Allocation ) Add

@ Net Applicable
Z) Form the parifolio as follows :

Mext ==

l Submit H Save l l Cancel l

\figw Check List  Applicstion Log  Save and .ﬂrintl Load I =

Q2: How to retrieve the submitted request?
A:  You cannot retrieve the submitted request, but you can load information from
the system

Q3: How to create Top-Up and change payment frequency request in 1 request
form?

A: You have to create 2 request, 1 Top-Up request and 1 change payment frequency
request.

Q4: How to reprint the request PDF?
A:  You can reprint a request PDF in Outstanding Request > Monitoring List > Print

Weicome! PPO00G, PPO0OSPP | Logout

. S Policy Management |
Outstanding Requast

Manitoring List

SR Referance Tyee BP0 Clean Date Sent o Principal Convey Recaived Policy | Clent Recened Policy | Commission Payment O} Reprint

New Business 20130306

Q5: New System can be access outside Convoy office?
A: Yes, except WDMS.

Q6: New System support Smartphone, Tablet?
A: Officially support Internet Explore version 8.

Q7: Could PA able to help leader to create NB request (Client Data Form)?
A: Login user must be in the primary / secondary consultant field.
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FAD — Commission or BV Related FAQ (Varicent)

*Any query, please raise in Service Log of FAD.

Q1:

Q2:

Q3:

Q4:

Q5:

There is a case that | am the supporting coordinator, when could | entitle the
BV?

In Varicent, BV will be counted to the supporting co-ordinator once the case is
submitted & created in the system. BV report (for probation/promotion
checking) will also reflect the same.

There is a case that | am the supporting coordinator, could | entitle the
commission?

As when the case is submitted, the supporting coordinator did not have related
license & did not involve in any selling activity, therefore, cannot entitle any
commission. This is in compliance to the legal requirement. The situation
remains the same even though you may have related license subsequently.

What is Supporting Coordinator Charges?

Supporting coordinator (SC) charge represents the trainee allowance of the SC. If the BV of an SC case
submitted (including new business, top-up or re-instate transactions) falls within the package BV of the SC, then
SC charges will be deducted by the system accordingly.

In normal circumstances, SC charge is equal to BV x package rate of the supporting coordinator, subject to the
maximum deductions (for all cases in total for the same supporting coordinator) not exceeding his/her total
package salary amount (which includes trainee allowance, special allowance, and bonus upon completion of
probation (if any), etc.)

As a result, the recruiter will receive the amount equivalent to the override commission thru Varicent.

However, if the BV is not filled in the package BV of the SC, then SC charges will not be applied.

For Reduce or Clawback transactions, SC charges will be refunded by system automatically (based on pro-rata
basis of each transaction).

If the supporting coordinator is commission based, is there any supporting coordinator charge to deduct
from the recruiter?
If the trainee is not allowance based, SC charge will not be applied.

Why my commission rate drops suddenly?

Commission rate of a case drops usually due to BV of the newly submitted case is required to fill your BV
Leakage (BVL).

Please note that BVL may be created by reduce / clawback case(s) or due to transfer of BV from you to the
supporting coordinator (SC) for the SC cases submitted previously in ComMon.

BVL need to be filled up by the bucket filling mechanism from the lower commission rate to the higher
commission rate. Therefore, new coming case should be paid as lower commission rate until BVL is fully filled
up.

Upon system migration, all outstanding BV transfer cases will be automatically be treated as transferred, i.e. BV
for the related case will be transferred from the recruiter to the SC accordingly in Varicent.
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