Dashboard and New Intake Assistance

Internal Training Manual

This training manual accompanies the Dashboard and New Intake Assistance video and is
designed to guide staff through the workflow of using the Estate Planning (EP) software
dashboard, sending new client intakes, and supporting clients through built-in assistance
tools.

Overview of the Dashboard

When you log into the EP software, you are taken directly to your dashboard. This
dashboard is your control center for intake activity and should be reviewed daily.
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Simplify Estate Planning & Trust Creation

Professional platform for creating trusts and estate documents with guided client intake, expert review, and streamlined document generation.

Start Your Estate Plan
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Coaching Note: Think of the dashboard as your intake inbox. If a client stalls, it will show
here first.

My Dashboard vs. All Intakes

My Dashboard shows only the consults and questionnaires assigned to you. All Intakes
shows every client in the system across the firm.
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Ownership matters. If a client is assigned to you, follow-up is your responsibility.

Sending a New Client Intake
When a prospective client is ready, you can send a new intake directly from the dashboard

using the New Intake form on the right side of the screen.
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Entering the client’s name and email automatically creates their record and sends the intake
email.
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Once sent, the client immediately appears on your dashboard and the All Intakes view.



Client Intake Email & Magic Link
Clients receive a welcoming email with clear instructions and a magic link that allows them
to access their questionnaire without a username or password
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Dear Fred Flintstone,

Thank you for your interest in Mcintyre Elder Law. We're excited about the opportunity to assist you with your elder law
and estate planning needs. At Mcintyre Elder Law, your initial consultation is all about understanding your unique
needs and goals. Our dedicated team is here to listen, offer guidance, and share our expertise, so you feel
comfortable and informed right from the start.

!

The first meeting is more than just a consultation — it's the beginning of a relationship built on trust and a shared
mission. We'll make sure to address your questions and provide an overview of how we can safeguard your future.

Our dynamic, knowledgeable team is not only serious about the law. They are passionately committed to fighting for
our clients’ rights. With us, you get a partner who is as determined and dedicated as you are to ensure your peace of
mind.

To make our time together as productive as possible, we'd like to invite you to complete a short questionnaire. This will
help us better understand your situation in advance and tailor our discussion to your specific concerns.

Please click the link below to access your personalized questionnaire — it should only take about 15-20 minutes to
complete:
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Hello, Fred. Welcome, and thank you for choosing
Mclintyre Elder Law!

This questionnaire is designed to assist in the preparation of your estate plan. Please take the time to complete all the
questions as thoroughly and accurately as possible. Your responses are crucial to ensure that your estate planning

documents reflect your wishes and provide for your loved ones appropriately.

We are available to assist you via phone or video call should you have questions during this process.

Instructions

Complete All Sections: Answer each question to the best of your ability. If you are unsure about a particular question
or need further clarification, please feel free to make a note or reach out for assistance.

Provide Accurate Information: The accuracy of your answers is essential. Your responses will guide the creation of
your estate planning documents, so it's important that the information is up-to-date and reflects your current wishes.

Confidenti:

details will only be used for the purpose of preparing your estate planning documents.

ity: All information provided in this questionnaire will be treated with the utmost confidentiality. Your

Review: After completing the questionnaire, please review your answers to ensure that all information is correct and

complete.

Estimated time: 15-25 minutes. Have documents like IDs, current wills, deeds, or beneficiary forms handy to speed the process.

Select appointment type

Phone Call
30 min

This short phone call with our
Estate Planning Intake Specialist
helps us gather a few key details
before your full attorney
consultation. It's quick, easy, and
ensures your upcoming meeting
is fully prepared and tailored to
your needs.

Video
30 min

This short online video meeting
with our Estate Planning Intake
Specialist allows us to gather a
few key details and answer basic
questions before your full
attorney consultation. It's quick,
convenient, and helps ensure
your upcoming meeting is fully
prepared and personalized to
your needs.
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This reduces friction and makes it easier for clients to begin immediately.

Questionnaire Assistance & Scheduling
Throughout the questionnaire, clients are reminded that help is available. They can request

assistance at any time if they feel stuck or overwhelmed.
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Help us understand your estate and the wishes you have for your family.

About You

Welcome! This is the first step in a multi-step, guided process (you can see the steps to the right). We'll start with your details so

the next pages fit your situation. Continue with Next when finished.

What services are you interested in?
[] General Durable Power of Attorney [ ] Trusts
[} Healthcare Power of Attorney [C] Last ill & Testament

[] other

Are you filling this form out for yourself or someone else?
(®) Yourself
) Someone Else

®,

Client's Full Legal Name (as it appears on the Drivers License) (Required)

First Middle Last

[] Living wilt
[T] Propekty Deed Changes

Suffix

l Flintstone

[

l Fred

I

This will be the individual's full legal name who the Estate Planning documents are for

Client's Date of Birth (Required)

mm/ddjyyyy
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Navigate Your Profile

Use this map to jump to various steps of your Legacy Profile

intake.

Jump to... .
Need Assistance? We can help!

Schedule a consultation... M

GUIDELINES FOR
About You

This page gathers your basic details and which estate
planning services you're interested in so we can tailor the rest
of the questions to your situation.

What to do here

- Select all services you may want (you can adjust these

later).

Encouraging messages help clients continue rather than abandon the process.
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First ) Middle Last Suffix
Fred l [ } l Flintstone J l Need Assistance? We can help!
This will be the individual's full legal name who the Estate Planning documents are for. Schedule a consultation... ~

Client's Date of Birth (Required)

Select appointment type
‘ mmjdd]yyyy ]

Phone Call
Client's Mailing Address (Required) 30 min

Street Address This short phone call with our Estate Planning

[ ] Intake Specialist helps us gather a few key

details before your full attorney consultation.

Address Line 2 Its quick, easy, and ensures your upcoming
meetingis fully prepared and tailored to your

\ ]

City State

l ‘ [ North Carolina v l - Video &

30 min

ZIP Codk
Code This short online video meeting with our Estate

[ l Planning Intake Specialist allows us to gather
afew key details and answer basic questions
before your full attorney consultation. Its
Client's County of Residence Client Contact Phone (Required) quick, convenient, and helps ensure your
upcoming meeting i fully prepared and
l personalized to your needs.

[ |

Client Contact Email Address (Required)

‘ ‘ l l Powered by % apptoto

Email Address Confirm Email Address
Does client have a valid, pired, issued form of
Notarization of documents requires a valid, non-expired, ID. B J

Clients can schedule a phone or video call with an Estate Planning Intake Specialist. Early
assistance often prevents total drop-off later.



