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What is one simple thing you can do today to harness more power of
Junxure tomorrow?

Answer: Fifl out the “action classifier” fields consistently and accurately: Action Type,
Process, & Action Keyword.

Why? Today's completed action is tomorrow’s living history for each client, As your relationship grows, so will
the history, and browsing for those past details won't be as easy. Junxure is built to assist you! By noting the
key “action classifiers” each time vou add a new action, you make it possible for Junxure to immediately search,
report on or drill down into this critical history for vou whenever necessary,

Action Classifiers

Action Type

Type is the broadest way for you to identify the kind of action. What happened to initiate the action? Was it a
phone call, a letter sent, an email received, a meeting held, a note recarded, stc.?

Process

Process is a way for for you to identify what an action is about by using a topic or category. Think about the
different services you provide, or areas of your business, Examples include: estate planning, insurance, financial
planning, portfolio analysis, trading, seminars, administrative, education, paperwork, meeting prep, etc,
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Action Kevwords

Aaction Keywords allow you to enter additional details regarding the action, beyvond a general categary or topic,
With type and process you can only choose one per action. With action keywords you can choose as many as
you'd like to classify and note details as they pertain to an action,

How to Determine your List of Classifiers

Type, Process, and Action Keywords give you the ability to sort and filter through all actions pertaining to a
specific topic or detail in order to quickly pull together actions instead of having to scroll through a long list of
historical actions. This search functionality is available both in an individual contact record and also globally
across the database using the Actions Rules Builder,

To help your firm determine what wou should include in these customizable drop down lists, and to make actions
gasier to find in the future, use these following questions to help guide wou through the decision making
process.

1. "what information do I want to know from Junxure?"

2. "“what infarmation do I need to look up in a quick pinch when a client calls in looking for infarmation about
a task we've done for them?" {trades, address changes, beneficiary changes, account applications,
letters, etc.)

3. "What events, revolving around my clients, do I want to make sure will not fall through the cracks, and
what events do I need to be proactive about in order to avoid future issues? (Prepare cost basis reports
for certain clients and mail them early enough to avoid last minute calls.)

4, "In what way do [ want to wiew or use this infarmation?" {Run a report, review notes before meetings,
etc.)

Crnce you sit down, ask yourself these questions, brainstorm with your staff, and write down everything, wou
will then be able to have a clearer idea of how to develop your list of action types, processes, & action
keywords and determine what actions fall under each classifier. ¥ou might want to do some tests to verify that
the classifiers {action type, process, action keywords) give you what yvou need.

If you need further assistance, then you may consider our Practice Management Consulting services which
provide you with Junxure’s PowerTools, which are pre-built areas of the program. For more information see;
http: Ao Junxure, comy/main/consulting/index. asp




What if everybody doesn't remember to fill in these areas of the
action detail window before closing out of an action?

Junxure provides features to make this an unfailing process,

Highlighted below are two tools that will assist you in making sure that action classifiers are filled out
consistently, and properly.

Action Templates

First, use Action Templates to help ensure these fields are filled out consistently and properly for different types
of actions your office may create on a regular basis,

action templates allow wou to create a (standardized) template for different actions which automatically fills out
infarmation within the action detail window when the action is initiated. This could include infarmation such as
Mote, Action Description, the Assigned To field, as well as Type, Process, and Action Keywords, Here is a
sample Action Template that could be used when creating an action for a call made to someone who was
referred to your office,
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Hawing this information pre-filled certainly doesn't prevent anyone from adding additional information into the
action detail window, Howewver wou will know that at a minimum this information will be recorded and not
forgotten, along with the Action Type, Process, and Action Keyword being entered,

« Action Templates Video

« Action Templates Cnline Documentation




Force or Prompt Users to Complete Fields

Second, there is global setting available that will either “force” or “prompt" users to enter in a Process or Action
Keyword before closing out of an action,

A&z mentioned, entering Action Type, Process, and Action Keywords into an action can be very valuable, but
even adopting this as a "best practice”, people can sometimes forget to classify actions using these fields. To
help ensure all employees are entering this valuable information, Junxure does provide a setting enabling firms to
gither prompt, or force, staff members to complete these fields before exiting an action. This feature can also
be used as a temporary reminder measure to help staff get used to filling out the action classifier fields,

To turn these features on or off, go to Main Menu->System Options. You will find the "Force or Prompt User"
feature listed under the category of "Actions" as shown below,
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YWhen someone is either forced or prompted to complete the noted fields, they will receive one of the following

pop-up baoxes,
Fix Missing Information E|

Qo ou have not added a process For this action,
\.':‘/

You must enter this missing information now!

Fix Missing Information X

You have nok added an action keyword For this action,
\_':‘/ You have nok added a process For this ackion,

Do ol wank ko Fix this missing information now?

Searching for Actions

Mow that we have learned about some tools to help make sure that action classifiers are consistently filled, lets
review one of the ways that wou can quickly find actions by using the Actions Sub Tabs by "Process", "Action
Twine"  and "artinn Kevwwnrd" as shnwen circlad in klne kalow
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Let's say for example, that you would like to print out a list of meeting notes. If you reserve the action type of
"meeting" to use anytime you record meeting notes, then yvou can quickly search for all meeting notes by
selecting the Actions Sub tab of "Type", then select the type of "Meeting".

You will now see all actions with an action type of "meeting" in the grid to the right, making it much easier than
scrolling through a long historical list of actions on the Actions sub tab.

[ Edit | Lastmanme Firsthame Middle Nickname Salutation Birthday B list -‘,_
Client Andrews Gearge H. Bub M. 3/27/1963 (46.1) ,

Sall A Sally Mrs, 8/1/1965 (43.8) i ’

T mifj=h, fctions igtes | Apoouris / Assets | [rorsnce | CashFlow | Documents | Eskste | Friencisl Flanning | Q
:imd:lm i_F‘|.\:|-r|-1\;|F'ummss Edit fgendas | ViewEmak | Recumngfichions | Action Saquences '

Appioval Leties
Dislverable
Ermal | —

ILM [# | Tupe 7| Chent 7| DateEnimed © ¥ DaeDue 7| bssgned To 7 Mo
Hole Mesing Andses: Geoige AN 200 FANSA0F Cambem H paslBily msslng
Proie
ch{wﬂl | Meaiing Andses Geoige  D2NE6/2009 el vath cherd and ievewed ariel diocabons. Mertiorsd néw IiecEment
Seheduled Mesting ophiors that may be & betber Bt jor Shem .
T [ Mesirg Andvews Geoigs (/0412009 AN/ Cambem b MEETING NOTES EXAMPLE @+
Web fiction quelnﬁfahmmb-muﬁma‘dmdms:edmhuwmh

Meslrg Andsest Geoige  05/27/2008 I:-:-py-:i Hiola Ml

oy A A

4 Mestng 472072007 ‘3:-1-3:1 2AM
Met vath Geoioe ad Aervisvuad Poitlobo. They me pleased wih nailo
Andeews Geoge 127772007 TZNTAT  Kinchelos € Meslrg 1-'11'-"21)|JF EM I.'l-l Piibiet with George & Sally. They aie please v
oo d::us:ed aciusl alocaton  Febslsno i

Mext select the "Print" icon, then select the "Print Grid" print option, then select the print button as highlighted
in vellow below, This will print out all of your meeting notes for the selected contact as shown in the report
below, If wou would like to see the meeting notes within a specific date range, then select the "all Actions
Between" and record your date range as highlighted in green below,
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Wanted: ByAllAccounts Users

Hate: Copy of Hote Mesting 320008

Help us test a new Junxure interface!

The Junxure Development team is working with Byalldccounts to build a new Junxure interface, If you are a user
of Byallaccounts and would like to help us test and complete the interface for Jun=ure, please let us know with

an email message to admin@junxure.com, Thank you!
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Upcoming Junxure Web-Based Classes

Monday wednesday | Thursday Saturday

May 31
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*ON-GOING EDUCATION CLASSES ARE MOT FOR THE MEW USER OF JUNAURE - THESE CLASSES ARE DESIGMED FOR THE USER
WITH A& BASIC PROFICIEMCY WITH THE JUNRURE PROGRAM
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