» Normal-New — Default note type for recordings.

» Normal-Existing — This is used for notes from recordings that have an existing placeholder in the CRM.

* Normal-New (Handwritten) — This is the default note type for screenshots of handwritten notes.

» Normal-Existing (Handwritten) — This is used for screenshots of handwritten notes that have an existing placeholder in the CRM.
* Follow-up — For follow-up tasks creation.

* CRM Modification — For profile creation/update.

* Populate this field for activities submitted through the Hey DAN app such as recordings, images/pictures and texts.
LG D Rl (o1l For one FA, indicate the [FA Name] only. Example: Lea Seydoux
* For two or more FAs, indicate [FA Name], et al. Example: Lea Seydoux, et al.

Capture meeting date as specified by wholesaler. Otherwise, follow the current date.

* Capture as specified.

* No time assumptions.

« If not specified and no existing placeholder in the CRM, leave blank but send clarification email.
« If an existing placeholder is found in the CRM, no need to copy or adjust the time.

» Check the name in the CRM and copy.

REE * Put the advisor’s complete name in the First Name field to copy/paste names faster during CRM entry.

FF

Organization Capture as specified. Skip if none but place it in the Internal Comments.

Location Capture as specified. Otherwise, leave blank.

Appointment:

» Appointment - Meeting — the default activity type for face-to-face meetings.

» Appointment - Video Call — the default for video conference calls, or WebEx, or Teams meeting
» Appointment - Conference Call — select if specified.

CLEDTIET WP Phone Call:

* Phone Call — Sales Call — select if specified.

* Phone Call — Voicemail — select if specified. Default for email activities as well.
* Phone Call — Update Call — select if specified.

* Phone Call — Coordinator Call — select if specified.

@

Véronigue Beau

Organization

National Bank

Location

Trois-Riviéres

*Copy the subject if an existing placeholder is found in the CRM.

*If no existing placeholder found in the CRM, follow the defaults below:

* Appointment - Meeting — Meeting with [Advisor Name] for one FA.

» Appointment - Video Call — Teams/WebEx/Virtual Meeting with [Advisor Name/s]
* Appointment - Conference Call — Phone Meeting with [Advisor Name]

Subject » Phone Call - Sales Call — Phone Call to [Advisor Name]

* Phone Call - Voicemail — Voicemail to [Advisor Name] or Email to [Advisor Name] for email activities.
* Phone Call - Update Call — Phone Call to [Advisor Name]

* Phone Call - Coordinator Call — Meeting with [Advisor Name]

*Note:
* For two FAs, Meeting with/Phone Call to/Teams/WebEx [Advisor Name and Advisor Name]
* For three or more FAs, Meeting with/Phone Call to/Teams/WebEx [Advisor Name and Others]

« Clean, verbatim.

Le * Follow-up task/ To-Dos should be in separate paragraph.

* Select 2 as default.

Celll ey * Capture if specified.

 Always populated for both Appointment and Phone Call activities.
Regarding * Populate with only one FA name.
« If multiple notes or multiple attendees, select the first FA name.

N (o o T ST 1 SN | [B » Select Prospect Sales Call only if wholesaler specified or if mentioned in the notes as “Prospect”.

Sales Campaign No * If none, leave blank.

FOLLOW-UP TASK

Type Select Follow-up from the drop-down list.

« For existing activities, copy the subject found in CRM.

Subject .. . .
« For new activities, copy the subject from the main note.

 Clean, verbatim.

Text
ex  Copy the task provided in the main note.

Due Date Next business day unless specified.

« Assign to Internal partner as default.

Assigned T
SRR « Capture as specified.

CRM MODIFICATION

Select CRM Modification from the drop-down list.

*Select the appropriate action when creating or changing Profiles in the CRM.

Profil
roftie « Added — used when you create/add a profile in SF.

» Changed - utilized when updating infos in the profile.

Subject Skip

Provide the following information:

* Branch, if need to create one. Otherwise, copy from the their teammate’s profile in MS Dynamics.
* Advisor Team, if any.

* For Michelle Drouin, we don’t create the profiles. If unable to find the FA, send a clarification email to let her team know. Either Santo Certo or Gabriel Bourassa will
create the profile on their end.

Show More

Subject Meeting with Véronique Beaulieu

Presentation co-hosted with Nic Desjardins and Triasima. Credit market, Canso Corp Value and LYZ 932. Follow-up email sent

Phone Call to George Liang

Spoke to Angie, she =aid that George was in a meeting with clients all day, but

would definitely be open to an email. Please send one over with some dates and
she would let him know that | called.

BIUAIE=S=g
Type Follow-up
Assigned To
Due Date Feb 16 2026 EST
Subject
Text
Assigned to: (Other) Aidan Ross

éranigue Beau

TD Wealth

Brampton, ON

Organization (none)

Location

Profile

Subject

Description

:jnc.ﬂe:: Cnan;e'j

B I UA:E:

1l
1L
&

Title: Client Service Associate
Email-véronique. beaulieu@id com
Phone: (805) 456-8442

Address:

201 County Court Bhvd Suite 402
Brampton, OM LGW 0B4

Canada

Branch: TD Wealth - Brampton - 201 County Court Blvd Suite 402

Advisor Team: Geet Chawla

*(Branch format in M5 Dynamics)



Will be directed to the Microsoft Dynamics 365 login page. Supply your username and click on Next.

Microsoft Dynamics 365

m Microsoft

Sign in

Supply your password and click on Sign In.

Microsoft Dynamics 365

=- Microsoft

Enter password

Forgot my password

After successfully logging in, you will be redirected to this page. Under the Published Apps, select Dynamics 365 — Custom.

== |YSANDER FUNDS =

,,C Search my apps—

= Published Apps (12)

=~

—— Create new App 'Z:_:I Refresh

Dynamics 365 Mobile —c...

A fooused experience providing
scoess o the capabilities enabled

I.IHIFIEI:I INTERFALCE

ClickDimensicns

Marketing Automation

Click Dimensions

e

Lysander Funcls Maobile A..,

Unified Interface Customization for
Mobile Users

87242018

Customer Service admin ...

A wnified app for customer service
sdrninistration.

I."IFIHJ INTERFACE

My Lysander Funds

Sitemap update for CRM w1

I.IIIFIEI INTERFALCE

Customer Service Hub

A fooused, interactive experience for
Managing your custo nice.

I.IIIFIHJ INTERFACE

Gales Hub

WModernize the sales experience with
this mobile relation=hip

Clriamic

I.IIIFIEI INTERFACE

Customer Service worksp...

Multi-session Customer Service with
Productivity tools

&

Sales Team Member

Team Member access to the
Dynarnics 365 Sales app module.

Thymamics 3

Dynamics 365 App for C..
Prowides acoess to Dynamics 365

App for Outlook for enabled users.

IJHIFIEIJ INTERFACE

Solution Health Hub

Solution Health Hub enables nules-
baszed validation on the health of

i

IJHIFIEIJ INTERFALE

W




Microsoft Dynamics 365

BT Microsoft

Sign in

Email, phone, or Skype

Camt BCO@ESs your aocoum?

S-; nein options

> When correct login details are provided, user will be directed to Lysander CRM home page. Click on the button beside Workspace and choose Contacts.

= |YSANDER FUNDS -  voriplace + osmmem > £ © +

harketing Settings

Workplace

Customers Sales Data My Work

Organizations Funds Aciivities I H Imporis
| Contacts Contact Asset Rollups EI Reports . Announcements
n Branches Contact Asset Details Dashboards CQueues

LB ;

?g Duplicate Detection

Calendar

Artides

HE

> On the Search Box type-in the contact name. From the results generated, click on the name to select.

LYSANDER FUNDS | oymamics 365 -custom

= &« | B ShowAs - [5] Show Chart I Mew [i] Delete | ~~ () Refresh [ Emailalink | - 2 Flow Run Report 6 Excel Templates ~ @] Bxportto Bxcel | - : | Share ~
{nt Home
Active Contacts - All - f§ Editcolumns <7 Edit filtters Filter by keyword fs]
(L) Recent o
#* Pinned LV O First & Last T~ Organization ~ City ~ Email ~ Business Ph... ¥~ Owmer ~ Branch Total AUM ... ~  Total YT..~  Total ¥T..~  Total QT..~  Total La.. ~  Total La.. ~
Customers AJ. Gardner Frost Manulife Securiies  Vancouver I o, < McNair  Manuiife .. 50 50 50 50 50
£ Organizations A.J, Sanson A Private Wealth Surrey I o, T Michait A Private.. 50 50 50 50 50
Contacts
A Azla Al-Abid Arso Sunlife Windsar | O revnor. sunlife- . 50 50 50 50 50
dnr Branches i

> In the contacts page, search for existing activities marked as Active.
> Click the Open Record icon to edit the activity and check if the date and time specified by the wholesaler are correct.

LYSANDER FUNDS | omamic365-cstom

= “ Save @ Sawve & Close L Mew 4 Openorgchart [G Deactivate A3 Connect | ~ = Add to Marketing List A, Assign  [i] Delete  £& Advisor Summary () Refresh : 7 |# Share
H . .y .
@ Home Tina Devkishin - saved @ Kevin Orleman  ~
(L) Recent i Contact - Information_new - Crwinar
Active Contacts - .. Contact Activities - Marketing - Owner  RepCodes  Advisor Team  Opportunities  Sales Campaign  Events  Expenditures  Sales Navigator Connections Related -
Tina Devkishin
Shao 5 ) QUICK NOTES
20 aun Lalutation M= Organization * f RBC
Voicemail to Matt ...
Timeline Fow IE D
Matt Mcgill First Name © Tina Not at Company Flag No Feedback
2 Search timeline
David van Vesn -
Last Mame *  Devkishin hobile
& Enter a note.. ]
Voicemail to Dawi...
Ernail * i Phone & Extenzion  * - A
Mike Bogle tinadevidshin@rbccom 7 +1(905) 624-1125 T v Recent
; F F Created on: 7/31,/2025 1037 P
Voicemail to Mike... Branch RBC - Peel Region: Mississauga City Centre, Mississauga City Centre, Mississauga Lak._. @ e o
. oy = Owner 2 Kevin Orleman  Closed B OR
symere T , . o - . Start Time: 7/31/2025 10:00 AM
% Pinned " Adviser team Tina Devkishin e Investment Advisor Subject: WebEx Meeting with Tina Devkishin
Had a Webex update with Tina. Thanked her for her continued support. Said in the past [as a TOF at TD)....
Customers Teamn Primary contact Mo Language English Location: 1100 - 4 Robert Speck Pkwy, Missizsauga
View more
] Organizations i
Category 5P Type Advisor
2 Contacts Created on: 6/17/2025 2:30 P
4% Branches Associate Website httpe-//ca rbewealthm . ©5 %2 Phone Call from: [ Tina Devkishin  Active A o B B W
ntro
Sales Dats Territory Zone Associztion -finally connected w/ Tina - she apologized for all the back & forth - currenthy heading to the S5g One ba..
View more
Street 1 . Education
1 workplace A 1100 - 4 Robert Speck Plowy

> If unable to find the existing activity with the date and time specified by the wholesaler, click (+) icon and choose Appointment or Phone Call to create a new note, or select Task to create follow-up tasks.

Christian Fournier - saved

Contact - Contact

Summary Details Files Linkedin Sales Navigator  Related -

CONTACT INFORMATION

Timeline + 0 % 1=
L Search timeline B Activity
First Name *  Christian
& Enter a note.. [ Appointment
Last Name *  Fournier =1 Email
“  Recent
. * , : %. Ph Call
Job Title Advisor @ Modified on: 8/30/2024 6:18 PM %o Fhoneta
T Appointment from: = Michelle Drouin Closed Task
Account Name * N SFL Investments Video Teams Meeting with Christian Fournier _
[# Customer Voice alert
View more
Email *  christian.fournier@sfl.ca = B DO NOT USE
@ Modified on: 8/29/2024 3:02 PM g Invite Redemption
Business Phone. Bxt. 7 +1(514) 823-8358 % = Email from: 2 Michelle Drouin Closed
[ Portal Comment
Pour notre discussion!
Mobile Phone +1(514) 823-8358 % Bonjour Christian, Tu devras la plus récente présentation sur le fon B Session
B image002.png B Fixed Income Comparison - Multiple Funds_lysander-
F = Text Message
ax — )
View more
= MNote
Preferred Method of _
Contact Any @ Modified on: 8/16/2024 2:00 PM & Post
= Email from: ~ Michelle Drouin Closed R T =

> After selecting Appointment/Phone Call, a Quick Create window will display.

> For Appointments, enter the meeting details such as Owner, Organizer, Meeting Type, Subject, Date and Time. Hit on Save and Close.

> For Phone calls, enter the meeting details such as Call Type, Call Quality, Subject, and Description. Hit on Save and Close.

> For Tasks, enter the meeting details such as Owner, Subject, Description, and Due Date. No need to revise the time, 8:00 AM is default. Hit on Save and Close.

Quick Create: Appointment X Quick Create: Phone Call x Quick Create: Task X

& Some of the recipients are outside of your crganization. These recipients will also
receive this appointment when you save it.

call To * [ Tina Devkishin e " @) Kevin Orleman
Owner * ? Michelle Drouin o
Call Type “  Sales Call Subject *  Meeting with Tina Dewvkishin
Organizer E Michelle Drouin
call Quality - Description Send more details in Canso.
Required Attendess Christian Fournier
Subject “  Phone Call to
Optional Attendees — 87272025
£ Due
Description | T
Meeting Type * | Meeting " 8:00 AM L
Subject "X ideo Cal Regarding [A] Tina Devkishin
Conference Call
Teams meeting w7 ND
Duration 30 minutes N
Location _—
Pricn orma
APPOINTMENT DETAILS N " I
9/3/2024
Start Time *
9:00 AM C
9/3/2024
End Time . Save and Close | v Cancel
9:30 AM ®
All Day Event O

Saveand Close | v Cancel

Save and Close | Cancel

After hitting Save and Close, the page will redirect to the profile main page. The created note should appear at the top of the activities panel as most recent.
Open the note by clicking on Open Record.

Christian Fournier - szved

Contact - Contact -

Summary Details Files LinkedIn Sales Mavigator  Related -

CONTACT INFORMATIOM

Timeline + O v =
,-C Search timeline
First Mame " Christian
4? Enter a note... m'
Last Name *  Fournier
" Recent
Job Title " Advisor @ Modified on: 8/30/2024 6:18 PM

iff Appointment from: = Michelle Drouin Closed A BIENW

Account Name * SFL Investments ; - ; - -
E Video Teams Meeting with Christian Fournier Open Record

Start Time: 8/29/2024 10:30 AM

Email

christian.fournier@sfl.ca = View less ™
Business Phone. Bxt.  *  +1 (514) 823-8358 R @ Modified on: 8/29/2024 3:02 PM
5 Email from: < Michelle Drouin Closed S v B
Mobile Phone +1(514) 823-8358 Gy Pour notre discussion!

> Check if the meeting details entered are correct. Paste the meeting notes in the Post Meeting Notes box. Hit on Save.
> Don't forget to hit Mark Complete.

Wﬂl'kmate r Actimties > MNew Appointment

Mavigate to other applications

+' MARK COMPLETE Q]SM’E &CLOSE 4} RECURREMCE [ FORM

=

APPOINTMENT = Prigrity Status ™ Owner
- = Mormal Cpen & Dial #
New Appointment "=
Enter names for the
additional contacts
Reguired Antaine Tellier Post Meeting Notes

Select from the drop-down st

Dptional |

3 the correct meeting ﬁ/

i Bt T it L

Aeeting Type Wholesaler Mesling
Subiect B e

- L
Chani :.p Dial #
L
Location 9160 boul. Leduc, Brossard
Set to wholesaler's name
Businass Phone «1 (450) 462-6397
Action [tems

Organizer Dial # [
- - —————————————————————— | . 77etrseeseesnnsstesess sttt taranpne e e s annnstteareatan st ern e rasnsasiss
start Time 11792020 10:30 P\

End Tima ™ W= v

All Dray Event Mo




