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BGA Correspondence Series: 
User Best Practices/Scenarios

Welcome! This Webinar will 
be approximately 30 minutes in length.

SmartOffice 2009 BGA Webinar Series
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Agenda
AGENDA

Sept  24, 2009 Topic Approx. Time

Welcome and Introduction

Meg Rose, FLMI, ACS
Business Relationship Manager

E-Z Data

3 minutes

BGA Correspondence Series: User Best 
Practices/Scenarios

Nancy Edwards
Training Consultant

E-Z Data

20 minutes

Q&A Session

BGA Participants

5 minutes
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1. How to automate letters when the 
PCM Case Status is changed

2.  How to send Mass Correspondence 
generate Calendar “Call” Activities

Presented by
Nancy Edwards, E-Z Data Inc. Training 9/24/09



Incorporate Best Practices 

1. Standardize (and document) correspondence to 
Advisors 

2. Provide ability to customize letters before 
mailing “User-Input”

3. Keep your Advisors informed with automated 
workflow “Letter Set Up”

4. Audit letters being mailed to avoid redundancy 
…use the “Exclusion” feature

5. Follow-up…generate automated “call” activity 
tasks 



1. How to create and automate letters to coordinate 
with PCM Workflow when the Case Status is changed



How to set up letter to prompt at Status Change 



Add “User Input” prompts to customize documents at Runtime 



2.  How to send Mass Correspondence to clients 
and generate Calendar “Call” Activities



Select a Filter and a Letter then go to
Options to Create Follow-up Activity



Create Mass Correspondence Calendar Activities



Audit to avoid redundancy using the “Exclude” feature



Now let’s go to

SmartOffice >>>



"Takeaways" 
Incorporating Best Practices with SmartOffice Functionality

1. Standardize letters in Document Management  using 
the 
“Purpose”  example: PCM/UW – Addressed to Advisors 

2. Provide ability to customize letters 
“Runtime User Input Prompts”

3. Keep your Advisors informed  using 
PCM “Letter Set Up”

4. Audit letters being mailed with use of the
“Exclusion” feature

5. Follow-up…use Mass Activity Creation Options to
Create Calendar “Call” Activities
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Further Questions?

How Can We Be a Better 
Business Partner?

E-mail:  meg.rose@ezdata.com
Phone: (626) 585-3505 x7366

Thank you for your time and your business.

mailto:meg.rose@ezdata.com�
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