universal

village

How to Create a Service Profile Template

1. First you will need to download and install the UVC User Manager application on your workstation.

O

(BAE (8
Wikcis

2. Once you login to UVC User Manager click on File -> Preferences.

UVC User Manager

V\ew ActionHelp
-ml Upgrade/Renew License | Upgrade/Renew FileStore H Find

Bxit

sers

Business License Contact Details
Company IB: Refresh Contact Name:
Purchased Licenses: E-mail

URL Address:

Active Since: 19-Mar-2015
Phone:
Expiry Date: 31-Mar-2016 Phone 2:

Fax:
Purchase More Licenses.. Renew Licenses...

Update Changes

Company Address

Address:

ity
PostalZip:
Country: | Prov/state:

3. Click on Contact Automation and Service Profile.

This screen will allow you to create a New Profile, Delete or Edit a service profile.

Click on the New Profile button to create a new service profile.

[ options and Preferences X
~.,, General & Service Profile
w Profile Name Workgroup New Profile

Delete

Edit

4. Under the Profile Name filed enter the name of  "gewsicoem
your service profile you want to create.

You can view and edit the following preferences

You have the ability to create a New Task or a rofle Name: |Enter desired name of new Serice Profilehere )

New Appointment to this service profile or even
Delete a task or appointment on an existing
profile if it's no longer needed.

Task Description Type

As a best practice we recommend creating
Tasks rather than appointments because you
have the ability to select a Recipient to do follow
up/complete this task. The task will always be in
your “to do” items and will be reminded if the

New Task

New Appointment

Delete

Cancel

status is not completed. An appointment will allocated a specific time slot in your calendar which should
be dealt with at that specific date/time. If the appointment is not completed at that date/time, no reminder

will be provided that it was not dealt with.

In this scenario | will name my service profile AAA and create a new appointment.
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5. When I click on the New Appointment button (seen

above) you will see the following pop-up window. S P :

Arial ~h2 - @B I U E=E== T iz iEE

You will be able to add a description to the new 5|
appointment.

=

Repeat

Repeat the appointment as you choose (Day, Day/Week,
Month, Year or Special).

Repeat

NoRepeat | Day Day/Weak Vear Special
In my scenario | want to create a AAA service profile A
which will be defined by quarterly meeting with the client

(every 3 months).

[ Stop Repeat

Cancel

You also select an Offset Type which you can choose between the number of Days or Months.
Because the appointments and tasks are created at the beginning of the same day it's possible that, in
scenarios where you have quarterly calls and yearly meetings, after a year the phone call and meeting
will be on the same day. This feature “offsets” the two appointments by the selected number of Days or
Months. This will avoid any conflict between each appointment.

You can also add a general note which will be directly linked to the appointment you are creating.

Service Profile ltem X
Description: | Quaterly meeting with client

Arial > 2 -| @B I U |=
is is an important client face to face meeting which cannot be ignored
leeting cannot be skipped or moved.

Enter general notes of this
appointment if necessary ~|

Repeat

Repeat

NoRepeat|  Day Day/WEEk Year Special

Repeat every | 3] month(s)

™ Stop Repeat

Note: There's an option to Stop Repeat (the appointment and/or task).
If no Stop Repeat date is selected then once the appointment or task is marked as Completed a new
one will be created. Leave that option uncheck if you want your appointments/tasks to reoccur.

Senvice Profile ltem

X

Description: | Quaterly meeting with client Offset Type: [Day | Offset: [0

> — b= 2= 3=
Arial NI | @ B I U |&= = = §Montn = *= =
This is an important client face to face meeting which cannot be ignored =l
Wleeting cannot be skipped or moved

Repeat

Repeat

NoRepeat |  Day Day/Week Year | Special

Repeat every | 3--] month(s)

[ Stop Repeat

Cancel
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6. Once you are done creating your new Appointment click on the OK button.

7. Your new Appointment will be added to the service profile.

Profile Detail X

You can view and edit the following preferences

Profile Name: | AAA

Task Description Type Repeat New Task
L AT G TGL Jappomtment ____[Every3mo New Appointment

Delete

Cancel

8. You can also add a New Task to the service profile.

A pop-up window will open up where you can add your new task which will be associated to your AAA

service profile.

In this scenario I'll be adding a task which will be repeated every first Tuesday of every 2 months. This

type of unique “setup” can be created under the Special tab.

X

(@ service profile item

Description: | First Tuesday of every 2 months call to client. Offset Type: Day | Offset: |0

Avial - |12 - OB I U EEEE=E EEEE
Talk abaut portfolio performance. =]
Upcaming new products if any.
Repeat Recipients
Repeat
)
NoRepeat| Day | Day/Week| Month Vear Special
=
CRepestunthe First - | [ | of every | 2] month(s)
[™ Stop Repeat
New repest tasks will be genersted a5 required once current task is marked complated
Cancel

9. You will also have an option to select Recipients for these tasks if you wish. This option is available

only when creating Tasks under a Service Profile.

As a best practice we recommend creating Tasks rather than appointments because you have the ability
to select a Recipient to do follow up/complete this task. The task will always be in your “to do” items and
will be reminded if the status is not completed. An appointment will allocated a specific time slot in your
calendar which should be dealt with at that specific date/time. If the appointment is not completed at that

date/time, no reminder will be provided that it was not dealt with.

By default the owner of the “contact” will be the user who will have the tasks added in their calendar. But
if you want to select a different user that will be assigned this task then select the user under the

Recipients tab.

Service Profile ltem

X

[y F rst Tuesday of every 2 months call to client.| Offeet Type: [Day v | Offeet: [0
Arial ~ ][z v @B I U E=== == &= =
Talk about pertfolio performance. B
Upcoming new products if any.

Repest (Recipients)

I™ Debra
I Dianna
I™ Elsie
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10. Once you have added your new Task click the OK button to save.

11. On the main Service Profile screen you have the ability to apply which Workgroup will be able to see
and select this profile from the client's contact detail screen. If you want to apply it to everyone leave the
option to All. If you prefer to apply this service profile to a specific workgroup select it from the drop
down menu.

, General € Senvice Profile
M contact Automation
5] service Profile Profile Name

New Profile

Delete

Edit

(o )l [ cancel

Click on the OK button to save your service profile.
Now you have a AAA service profile with a quarterly meeting appointment and a task to call the contact
every first Tuesday of every 2 months.

12. Your next step is to create the Category/Tag AAA in User Manager. Creating a new category/tag will
allow you to differentiate tasks/appointments created by the Service Profile versus tasks/appointments
created by a user.

Go to File -> Preferences
Click on Category/Tags

~\, Categories/Tags

Module Type: Al

Category Description ModuleType  Workgroup Color New Category

ARA Al Al | Delete

13. Click on New Category.
Under the Category Description field enter the name of your service profile exactly how you spelled in
Step #4. In our scenario it will be AAA.

14. Next select a Color for that new Category/Tag.
Click on the OK button to save your changes.

15. Now login to UVC.
Go to your Contacts Module and “edit” a contact.
Select the appropriate Service Profile (which you have created in step #1 through #10) relevant to your
selected contact.
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|55l saveand Close [ save |

@ Personal

) ~ ¥ Followup
Linked Categories:

Flagged: Call
Follow up date: Wednesday, October 14, 2015 7:00:00 AM

General Home Business Personal/Mobile Other Journal Activities Test Tab

% Title: Mr v
N
Mame: John
LastMame: | Doe
Displayas: |MrJohn Doe v
[ Contact is a Link/Group
E-mail john.doe@email.com

Home E-mail: |john.doe@homeemail.com

Work E-mail: | john.doe@workemail.com

16. Select a Review Date.

Edit

Flleunder:  [Business  «
Middle:
Nickname:
Service Profi Profile I
Review Date; | Fomiiiiiis
8 Profile
C Profile
Primary 555 profile
[ Prirmary
[ Prirmnary

The Review Date (the start date that the service profile will use to create the tasks/appointments within
your service profile template) should always be in the past and never in the future. Ideally be unique to
each client. As a tip we recommend selecting the date that you have last met with the client.

Click on Save and Close to save your changes.

After selecting a Service Profile and a Review Date you will be able to see the tasks/appointments in the

Journal Activity (notice the purple tag that you

created in step #12 through #14) and under the calendar.

This tag will differentiate the tasks/appointments created by the Service Profile versus the appointments

and tasks created manually.

Linked Categories: (7] Client, Test1,AA Service Profile
General Home Business Other Journal Activities Misc. Contact Information  KYC Info

Journal Activities

favorite drink  Adress (other) KV Info

Open > B A 2T Mutsine View | Type: [All | View: Al v
Type @ Description Categories/Tags Date Status
= Task Call/Email @ AProfile 1-Apr-2017 In Progress
= Task Contact client @ AProfile FriJul 1 In Progress
sk’ (2 calendar | | ©) Notes | {8 projects | B File store
< | isweek | >  ShowHiddenDays | share
Monday Tuesday Wednesday Thursday Friday
Tme 127 funeavis 128 jneanis 129 june20ts 130 June2vis 1 sy z0i !
Rence Contoetdie  |"
All Day
v
Ui A "
087
fask” (2 catendar | | ©) Notes | {8 Projects | [, File store
< | isWeek | > [ShowHidden Days| | Share
Sunday Monday e Tuesday ) Wednesday o Thursday o Friday @ | 4 Saturday
Tme 126 march 2017 127 Maren 2017 128 Wrareh 2017 129 Mareh 2017 30 wareh 2017 '3 Maren 2017 ' Rpsteoty !
Renee -caweman | "
All Day
v
Ui j ~
08
77 Contact client - Task - [m) x
File Edit Format Attachment Tools Window Help
|Gl SaveandClose [ save | &F | X | of O M | ®~| M ~ 2% contacts
Linked Categories: [} A Profile
Linked Contacts: Renee
General Details Alert G Repeat Way of communication
Subject: Status:  |In Progress -
StartDate: |1-Jul-2016 i|[NoTime
Due Date: 1-Jul-2016 5][NoTime +| [INo duedate
Folder Group: | UVE Test] | Task Folder v Priority: |Normal v
18thCentury ~][s ~ & B I U =

You can create as many service profiles as you judge necessary but you can only link one service

profile per contact.
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Note: The option Service Profile (seen in step# 11) will not be displayed under any contact if NO
service profile template exist under the UVC User Manager. Once there's at least one service profile
template created the Service Profile option will be displayed under each contact.

Note: In the future if a contact has, for example, a AAA service profile and you change the contact's
profile to a AA service profile, all historical appointments and tasks, under the AAA profile, will be
historically saved and any new appointments and/or tasks linked to the triple AAA profile will be deleted.
They will be replaced by the appointments and/or tasks linked to the AA service profile (the new service
profile template you selected).
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Examples of a service profiles

In the below AA Service Profile we have set up 3 tasks as follows with the options described.

wNn=

Annual Review appointment - repeat every 1 year - no offset
Mid-Year check up appointment - repeat every 1 year - offset 6 months
Check-in phone call - repeat every 6 months - 3 month offset

In this scenario the Review Date is set for January 1% 2016.
Please note that the service profile was set on the contact detail screen on April 14" 2016. Knowing this

you now know that the Review Date is in the past.

Three tasks are created for each of my above

reminders | want to setup in my calendar for the AA

Profile. The details of each of these 3 tasks is

explained below

I profile Detail

You can view and edit the following preferences

P

Task Description Type Repeat
Book annual review appointment  Task Every 1 year(s)
Book mid-year check up appointment Task Every 1 year(s)

Check in phone call Task Every 6 monthi(s)

New Task
New Appointment

Delete

My annual appointment will need to be repeated yearly.
Therefore | select the Year option and a 1 year. No offset is required.

I8 service Profile item %

Description: Offset Type: [Day  ~| Offset: |0

Arial v |12 v B I U E=== = = $£ 2=
"
v

Repeat Recipients

Repeat

NoRepeat | Day | Day/Week | Month Special
Repeat every | 13 year(s)
[ Stop Repeat
Mew repeat tasks will be generated as required once current 1ask is marked completed

My mid-year appointment happens every single year but every 6 months.
Because my Review Date is set to January 1% 2016 | want to have my first mid-year appointment to
happen 6 months from that review date which should be July 1% 2016.
In this case | will add an offset of negative 6 (- 6). This negative 6 would negate 6 months from the 1

year.
5] Saveand Close [ Save | X

Linked Categories Impertant

General Home Business Personal/Mobile Other Journal Activities Misc. Contact Information KVC Info

Journal Activities

W | - ¥ Followup

favorite drink _ Adress (other)

Open SendE-mail  #7 NewTosk (£} New Appointment | NewNote 7" New Project Task Marsine View | View: [All Active -
Type ) Description Date Status Owner Name
~ Task Book annual review appointment 1-Jan-2017 In Progress UV Test!
~ Task Check in phone call Sat Oct 1 in Progress UvC Test!
" Task Book mid-year check up appointment P, Jul In Progress DiCTest )

Offset of negative 6
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If 1 did not add a negative 6 and simply a positive 6 | would end up having a mid-year appointment on

July 1°12017.

In this scenario you can see how important the Review Date is and how it reflects into your next

appointment. Of course if your
attention was to have you mid-
annual meeting to be on July
152017 then the offset would
be positive. It would be set 1

e Saveand Close [ save | &

Linked Categories Important

General Home Business Personal/Mobile

Journal Activities

X

Other Joumal Activities Misc. Contact Information KYC Info

M | & - ¥ Followtp

favorite drink  Adress (other)

Open Send E-mail 27 NewTask (5. New Appointment  © NewNote 7" New Project Task View: |All Active ~
year after your Review Date T A bme Ses OunerNome
J 1 st 20 1 6 I th W Task Book mid-year check up appointment g 1-Jul-2017 In Progress UVC Testl D
an p us wi a = Task Beok annual review appeintment. 1-Jan-2017 In Progress UVC Test!
™ Task Check in phone call Sat, Oct 1 In Progress. UVC Test1

positive offset value of 6
months.

Offset of positive 6

The screen below is what | would setup if | wanted my mid-annual appointment to be on July 1%t 2016.

([ service Profile Item

I LB ook mid-year check up appointment

=

Arial vz v § B I U EEE=E= == ==
~
v

Repeat Recipients

Repeat

No Repeat Day Day/Week | Month Special
Repeatevery | 112 year(s)
[ Stop Repeat
New repest tasks will be generstzs a5 requited once current task is marked completed
Cancel

Finally for my check-in phone calls | want them
phone call to happen on October 1% 2016.

(@ service Profile ltem X

[T T Check in phone call

Offset Type: Month

Arial v| |1z v & B I U
~
v
Repeat Recipients
Repeat
NoRepest|  Day DanyEEk Year Special

Repeat every | 6|+ menth(s)

[ Stop Repeat

New repsat tasks will be generated as required once current task is marked completed

Cancel
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Once my template is created and | have select the AA Profile on my contact with a Review Date
of January 1% 2016 | should see this under the contact's Journal Activity:

[l saveandClose [l save | &7 | X o ) [0 [ | M = ¥ Foowup

Linked Categories: Important

General Home Business Personal/Mobile Other Journal Activities Misc. Contact Information KYC Info  favorite drink  Adress (other)

%= Title: ~ File under: Personal v
N

Mame: [David] Middle:

LestName:  |Palmer Nickname:

Displayas: | David Palmer ~ v

[ Contact is a Link/Group 2 I

E-mail [ Primary

Home E-mil [ Primary

Work E-mail: | david@work2dtest.com Primary

Owner: UVC Test] Birthday: 1-Aug 2

[ Private Reset Birthday Link
[cad SaveandClose ] Save | €7 | X | o M M ~ ¥ Followup
Linked Categories: [*) Important
General Home Business Personal/Mobile Other Journal Activities Misc. Contact Information KYC Info favorite drink _ Adress (other)
Journal Activities
Open Send E-mail 7 NewTosk (B New Appointment  “\ NewNote =7 New Project Task Mursine View | View: [All Active -

Type ] Description Date Status Qwner Name
* Task Book annual review appointment 1-Jan-2017 In Progress UVC Testl
* Task Checkin phone call Sat, Oct 1 In Progress UVC Test?
= Task Book mid-year check up zppeintment  Fri, Jul 1 In Progress UVC Testl
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Example #1

8 Options and Preferences ®

=, General s Service Profile

I8 contact Automation
Senvice Profile Profile Name Workgroup New Profile

;,):-' Ticketing ‘Quarterly Partfolio Review IIROC Group

X Read the Weekly IPC Update All
"Ny Invoicing Annual Portfolio Review IROC Group
X

Semi-Annual Portfolio Review IROC Group

I8 service Profile

You can view and edit the following preferences

Description:

Task Description Type Repeat New Task
Quarterly Review Task Every 3 month(s) New Appointment

e

City:
ok ] -
Country:
B Options and Preferences %
=, General Q Service Profile

[0 Contact Automation
Gy Profile Name Workgroup New Profile

:?k!" Ticketing ‘Quarterly Portfolio Review IIROC Group

‘ Read the Weekly IPC Update Al
"y, Invoicing Annual Portfolio Review IIROC Group
X

Semi-Annual Portfolio Review IIROC Group

[ service Profile

You can view and edit the following preferences

Description:

Task Description Type Repeat New Task
Read IPC Update Task Every 1 week(s) on Friday New Appointment

Cancel

| —
City:
P
I Options and Preferences X
=, General a Service Profile
1@ contact Automation
Profile Name Workgroup New Profile
i»t’ Ticketing Quarterly Portfolio Review IIROC Group
., Invoicing Annual Portfolio Review IIROC Group
Semi-Annual Portfolio Review IIROC Group
I8 service Profile

You can view and edit the following preferences

Read the Weekly IPC Update Al
x

Description:

Task Description Type Repeat New Task
Annual Review Task Every 1 year(s) R e

Cancel
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Options and Preferences

., General
o)

[&] Service Profile
#7 Ticketing

=, Inveicing
)

18 contact Automation

Q Service Profile

Profile Name Workgroup
Quarterly Portfolio Review IIROC Group
Read the Weekly IPC Update Al

Annual Portfolio Review IIROC Group
Semi-Annual Portfolio Review IIROC Group

Mew Profile

160 service Profile

‘You can view and edit the following preferences

Example #2

I8 Options and Preferences

x
\

Description:
Task Description Type Repeat [ NewTask |
Semi Annual Review Task Every 6 month(s) New Appointment

Cancel

=, General
O}

I8 Contact Automation
[3] Service Profile
27 Ticketing

., Invoicing
o

(@ Options and Preferences

! Service Profile

Profile Name Workgraup
A Al

A Al

[YYS Al

] Al

il Al
Insurance Al

New Profile

Service Profile

You can view and edit the following preferences

Description:

Task Description Type Repest
A-ReviewMesting  Task

Repest on the First Monday of every 18 monthis)

New Task
New Appointment

=, General

[@ contact Automation
[a] Service Profile
2T Ticketing

=, Invoicing

! Service Profile

Profile Name Workgroup
A All

AA All

AAA All

B All

Nil All
Insurance All

Service Profile

You can view and edit the following preferences

Description:
Task Description Type Repeat
A - Review Meeting Task Every 1 year(s)

How to Create a Service Profile Template
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W8l Options and Preferences

., General & service Profile
I8 contect Automation
o Profile Name Workgroup New Profile
7 Ticketing : an
&, -
=, Invoicing AAA Al
B Al
il Al
Insurance Al
(8 service Profile X
You can view and edit the following preferences
Description: |
Task Description Type Repeat New Task
AAA - Review Meeting Task Every 8 month(s) Mew Appointment
[ R
=, General Q Service Profile
@ contact Automation
[ Profile Name Workgroup New P
AR Al
\ Ed
=, Invoicing AAA Al
B Al
Nil Al
Insurance Al
I8 service Profile x
You can view and edit the following preferences
Description: [ ]
Task Description Type Repeat New Task
B - Review Meeting Task Every 2 year(s) New Appointment
(@ Options and Preferences
=, General M service Profile
18 contact Automation
[ Profile Name Werkgroup New Prefile
27 Teketing A Al
N -
=, Invoicing AR m
B Al
il Al
Insurance Al
8 service Profile X
You can view and edit the following preferences
Description: |
Task Description Type Repeat New Task
Insurance - Review Meeting Task Every 2 year(s) New Appointment
Options and Preferences
., General & service Profile
& contact Automation
=] Service Profile Profile Name Workgroup New Profile
£ Ticketing Bronze Al Delete
el Daimond All =
=, Invoicing Silver Al
No Profile All

[ service Profile

You can view and edit the following preferences

Description:

Tesk Description

How to Create a Service Profile Template
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Call to Touch Base or Schedule Review Task

Repeat
Every 1 year(s)

New Task
New Appointment
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, General & service Profile

M contact Automation

[ Service Profile Profile Name

Workgroup
22 Ticketing Bronze Al
Daimond Al
"y, Invoicing Silver Al
No Profile Al
Service Profile
You can view and edit the following preferences
Description: |[(ETETRE
Task Description Type Repeat New Task
Call to Check if Review Required Tesk Every 3 month(s) New Appointment
Delete
: ) . .
,, General £ Service Profile
& contsct Automation
[&] Service Profile Profile Name Workgroup
2 Ticketing Bronze Al
Daimond Al
"Ny Invoicing Silver Al
No Profile Al
Service Profile
You can view and edit the following preferences
Description:
Task Description Type Repeat New Task
Schedule Annual Review Tesk Every 1 year(s) New Appointment
Call to Touch Base Task Every 1 year(s)

Example #4

In this example the branch wanted an
Annual Review, Birthday Greeting, Semi-
Annual Calls and Quarterly Statements.
All four tasks would be based on contacts
birthday date which they would select in
the Review Date field.

Annual Review is set up every year.
Birthday Greeting set up every

year.

Semi-Annual Calls is setup every year
but with an offset of -6 months. This will
allow for the Annual Review and the semi-
annual calls to never overlap each other.

Delete

Service Profile

New Prefile
Delete

Edit

New Profile
Delete

Edit

You can view and edit the following preferences

Description: |[ENGUTREIENE

Task Description
Annual Reviews
Birthday Reminders
Quaterly Statements (-3)
Semi-Annual Calls (-6)
CQuaterly Statements (-9)
Quaterly Statements (-6)

Type
Task
Task
Task
Task
Task
Task

Repeat

Every 1 year(s)
Every 1 year(s)
Every 1 year(s)
Every 1 year(s)
Every 1 year(s)
Every 1 year(s)

MNew Task
MNew Appointment

Delete

Cancel

Quarterly Statements are also setup on a yearly basis but with a monthly negative offset so they can
be created every 3 months. Notice that they created tree separate tasks for the Quarterly Statements.

@ Mary Lambo - Contact

[m] X

File Edit Format Attachment Tools Window Help
m Save and Close m Save | O oy ? @ - ‘f—y Fallow Up
General Home Business Other Joumnal Activities
Journal Activities

Open il SR Mutt-ine View | Type: |All | Views [ v
Type | Description | Categories/Tags | Date | Status | Owner Name
= Task Annual Reviews O Platinum Clients 1-May-2019 In Progress UVC Testl
¥ Task Birthday Reminders ® Platinum Clients 1-May-2019 In Progress UVC Testl
= Task Quaterly Statements (-3) O Platinum Clients 1-Feb-2013 In Progress UVC Testl
= Task Semi-Annual Calls (-6) G Platinum Clients Thu, Nov 1 In Progress UVC Testl
7 Task Quaterly Statements (-6) £ Platinum Clients Thu, Nov 1 In Progress UVC Test1
= Task Quaterly Statements (-9) () Platinum Clients Wed, Aug 1 In Progress UNC Test!
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