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Good Morning Reports

What Are Good Morning Report (GMR) - slide#2
1. Welcome to the ING SmartWorks 2.0 Training. 
2. Today’s training is on Good Morning Report (GMR).
3. Good Morning Report alerts are triggered when an ING Defined Contribution Plan participant calls the customer contact center and requests certain types of information or forms.  
· For example they may call in requesting a Loan or Withdrawal information, allocation changes, or address changes.  
4. Information about these "transactions" is then sent as Alerts to ING SmartWorks 2.0 and the servicing representative for the record of that participant, while keeping the representative informed.
5. These GMR Alerts are accessible in ING SmartWorks 2.0 in the upper left hand section of the Home screen in the Alert section. 
6. These alerts are only relevant to Legacy IFA reps.
7. GMR Alerts will only be displayed for a total of 14 days after the initial posting. 

Benefit of Training – slide#3
8. After completing this training you will know how to: 
· Access / Review and Close Alerts that are generated for you.

Accessing GMR - slide #4
9. To access your Good Morning Report (GMR) go to the left hand navigation menu of your Home page, under Alert Summary.
10. Notice that the number of alerts you are yet to review is displayed as an underlined link.
· For example 27.
· Click the hyperlink. 
11. This will navigate to the alerts not yet reviewed.

Display Alerts – slide#5
12. You can now view the screen displaying the list of alerts. 
13. You will be able to see the following views from the drop down : 
· Good Morning Alerts – Not Reviewed - this is the default landing selection.
· Good Morning Alerts – Reviewed.
· All Good Morning Alerts.
14. Please note that Alerts can only be viewed by representatives who have access to the client and financial account for which the alert is associated.

Display Alerts - slide#6
15. You will have the ability to sort the views by clicking any of the filtering that is available above the column headers.
16. For example, to view Alerts about Life Insurance,
· Click Transaction.
· Click the letter “L”
17. This will pull up all the Life Insurance Alerts.

Display Alerts - slide#7
17. You may display any of the following views, Good Morning Alerts – Not Reviewed, Good Morning Alerts – Reviewed, All Good Morning Alerts, by;
· Clicking the drop-down on the top, left of the Good Morning Alerts screen, default titled the Good Morning Alerts – Not Reviewed
18. At the initial posting of an Alert to your Home page, “Not Reviewed” will be the default status.
19. The status will not update to Reviewed if you do not:
· Click the View Alert button.
· Select the check box in the far left hand column.

Selecting Alerts – slide#8
20. To display and populate all of the Alerts that have a status of Reviewed you will have to select Good Morning Alerts – Reviewed from the drop-down menu on the alerts page.
21. Only then will you see all of the Alerts that have been Reviewed.

Display Alerts – slide#9
22. Regardless of their status all alerts will be populated in the All Good Morning Alerts page. 
23. This page will display when you select All Good Morning Alerts from the drop-down menu of the alerts page.

Alert Column – slide#10
24. Let’s look at the column headers that are needed to assist you in your client management, to Create and View New Alerts.
25. The first column header is 
· Client Name – In this column you will see each of your client’s names.  To view this client’s Alert in more detail, click on the client’s name to navigate to the client’s person account page.
· The Transaction column will be populated with all of the transactions associated with the alert.
· In the Transaction Detail column you will be able to see all of the transactions details associated with the alert.
· The account balance for the alert can be seen in the Account Balance column.
· The Plan Name column tells you what type of plan the client with the alert has.
· The Status column - will be populated with the status of the alert, as it exists in ING SmartWorks 2.0.
· In the Activity Date column you will see the date of the activity that triggered the alert.
26. Now let’s take a look at how to “Create a New View”.

Create New View – slide#11
27. From your Good morning Alerts page;
· Click the “Create New View” button.  
28. This will open the Create New View page.

Create New View – slide#12
· In the “View Name” field type in the view name.
29. You do not have to specify the Filter Criteria, because this will always default to All Alerts.
30. You can however select the Fields to display. 
· When you are done select Save.

Create New View – slide#13
31. The New View will navigate to the page you want to view.
· You can now mark the Alert as viewed, by clicking the View Alert button.
32. There are two ways to mark an Alert as viewed or Reviewed.
· Mass Review and
· Individual Alert Review

Mass Review – slide#14
33. What we just looked at was Individual Review. 
34. To do a Mass Review, after reviewing several Alerts in a row, you can change their review status.
35. To do this:
· [bookmark: OLE_LINK1]Check the box in the rows with the Alerts you want to identify as Reviewed. 
· Click the selection box on the far left to the rows you want to identify as checked.
· Click the Review Checked button to the right of the drop-down list.
37. This will change the reviewed status for all the Alerts in all of the rows for which the selection box has been checked to ‘Reviewed’.

Alert Detail Page – slide#15
38. Whenever you see the View Alert button appear next to a row, this means, that there is an alert in that row. 
39. To view the alert, 
· Click the View Alert button.
40. This will navigate to the Alert Detail page for the alert you clicked.
41. Before bringing this training to a close, please make sure you take a few minutes on your own, to practice all what we have just learned.

Conclusion – slide#16
42. That concludes this ING SmartWorks 2.0 training session for Good Morning Reports. 
43. Today we learned and now know how to: 
· Access / Review and Close Alerts that are system-generated for you.
44. It is easy to see how the GMR Alerts function can make the management of your ING Defined Contribution Plan business easier.  
45. With Alerts, your response to client changes and events can be more timely and responsive. 
46. Make Alerts review part of your routine business processes to take advantage of this smart tool.
47. Thank you for participating in this training. 


