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Score Client Points With Better
Account Management

By Mindy Williams

he second worse thing you can tell a client is: “I'll have to get
T back to you on that.” (The absolute worst thing you can say is,
of course: “We seem to have, um, misplaced that information.”) No
matter how tactfully you put it, your client knows you lost that vital
info—and you know they know.

It's a sticky situation, and account executives face them everyday.
Whether they’re on the road or in the office, AEs need a good system
to track everyday details to stay on top of jobs while keeping the big
picture in focus. Clients & Profits can help.

With Clients & Profits, office-bound AEs have all the information
they need just a few mouse clicks away. And if they’re on the road, all
they need is a web browser and My Clients & Profits! to access the
database. When AEs have access to the information they need, they'll
be able to better manage client relationships and profitability goals.

Continued on the next page




SCORE CLIENT POINTS

Continued from previous page

Clients & Profits’ tools for better
account management begin with the client
account, which maintains all of the key
client-related information like contact
names, phone and fax numbers, email
addresses, web site address, client-based
projects, billing rates—and especially

final estimate and any change orders (even if
there’s no amount to charge) could save a lot
of grief when it comes time to bill the job.

Staying focused on client goals
The creative brief, also part of the job

ticket, keeps everyone on the same page.
Using the creative brief fields, AEs can define

budget amounts. “Our AEs
are proactive with client
budgets,” says Craig
Barnes, owner of The MBC
Group, “and many times
they help the clients set
them up.” AEs at MBC have
monthly AGI goals, and
they use Clients & Profits
to actively track and
forecast their progress.

Adding jobs on the road

Since they know more
about new jobs than
anyone else, AEs at MBC
add their own jobs,
whether they are on the
road with My C&P! or in

Design Crew Marketing
Solutions uses the
Clients & Profits
creative brief to keep
everyone—clients,
vendors, and staff—
focused on the clients’
goals. ¥Clients &
Profits is our process,”
says Greg Eckel, the

company’s president,
“and using it builds a
level of trust with our
clients.”

the job as a strategic
process, present it for client
approval, then refer to it as
the job unfolds. Greg Eckel,
president of Design Crew
Marketing Solutions, uses the
creative brief to keep
everyone—clients, vendors,
and staff—focused on the
clients’ goals. “Clients &
Profits is our process,” he
says, “and using it builds a
level of trust with our
clients.”

Each major turning point
in a job (like status changes)
is automatically recorded in
the job diary. Manual entries
can be added, too, then

the office. Estimates,
change orders, creative
briefs, automatic email,
and job reports help AEs
stay on top of their clients’
work. “The strength of
Clients & Profits,” says
Craig, “is that all of that information is
always at their fingertips.”

Estimates, which can be revised any
number of times, can be approved online.
And once they're approved, Clients &
Profits can automatically send an email to
production managers letting them know
that the job is a go. Change orders, which
can also trigger an automatic email,
include a checkbox to track client approval.
And getting a client’s signature on the

emailed to any staffer—or
even the client—to record
important job information.
“T always use the job diary
to record all communication
with a client about a job and
everything that happens of
note,” says Shaun Schleif, AE at David &
Associates. Staffers can also add job diary
entries when they're adding notes to their
time cards just by clicking a checkbox in the
time card window.

Job diaries, access privileges

Each client account also has a diary, and
anyone with the right access privileges can

Continued on the back page




SECRETS FOR ACCOUNT MANAGEMENT SUCCESS

MY CLIENTS & PROFITS! IS YOUR
ROAD WARRIOR

By Judith Hector

The fastest, easiest way for AEs to add
new jobs into your Clients & Profits database
is to enter them right from the client’s office
using My Clients & Profits!, the web server
add-on for Clients & Profits. With My Clients
& Profits! and a phone jack, AEs can access
your office’s Clients & Profits database as
quickly as they can log onto the internet.

With just a few mouse clicks, AEs can
add, view, and edit job tickets, estimates,
creative briefs, job costs, billing status, and
more. They can also review client and
vendor information for status or billing
notes—a key step to help avoid costly
delays and embarrassing mix-ups.

AEs can stay in touch with the home
office from their hotel rooms, the airport, or
the corner coffee shop (okay, even the beach
if they have a modem, but they’ll never
admit it). With My Clients & Profits!, AEs can
achieve three goals:

m They'll spend less time in front of a
computer at the office and more time
interacting with clients. That means more

work for your shop, and bigger commissions
for them.

m They can get up-to-the-minute informa-
tion to take into a client meeting, even
when they're on the road. Clients will be
wowed and think you guys are super heroes.

m They can enter new jobs, change orders,
or important information right away so your
production staff can start working almost
immediately. Faster turnaround can give you
a competitive edge—and you’ll minimize
staff downtime.

My Clients & Profits! lets AEs add out-of-
pocket expenses they incur on the road
(e.g., client lunches, lodging charges, etc.)
when they happen. By keeping on top of
expense reports, AEs can better handle their
work-related cash flow, and accountants can
better plan for issuing reimbursements.

Judith Hector is the Clients & Profits
marketing manager. She can be reached at
Jjudith@clientsandprofits.com.




Clients & Pr

ofits Sample DATA

Job Progress

Number:
Client:
project:

production Status:

Type:

Task:

REE-308
REE
0

Gateway

500
Newsletter

pescription:

Art Direction
Comprehensive Layout
Creative

Typesetting

Mechanica\ Art Assembly
Color Marking
Computer—Aided Layout
Computer-Aided production
production

Computer—Generated Color
Fulfillment

project Coordination
Account Management

Project Administration
Administration

Gateway Plaza Newsletter

Reynolds Electronics

Ready 0 gilling Review

Estimate:

Chg Orders:




21.75 3,481.31

Estimate + Change Orders:
Estimate Remaining:
Hours Remaining: (1]
Gross Costs * Open POs:

Advance Billings:
o

AE/Team:

Billings:

SAG

Unbilled:




ACCOUNT MANAGEMENT QUESTIONS AND ANSWERS

Q. I'm an AE with over three dozen
clients. How can I monitor the status of
hundreds of their jobs?

Monitor all your clients” work through a nifty
little field called AE/Team. Your initials are
entered on all your clients and copied to
each of their new jobs. Many job reports are
printed for only your AE/Team initials,
pinpointing the informa-
tion you need to see. Print
the Daily Job Status report
to review where each of
your clients’ jobs are in
their development, based
on your shop’s production
status codes. This provides
a big picture overview.

Q. How can I get schedul-

Monitor all your
clients work through a
nifty little field
called AE/Team.

Your initialsare

serves as the main client. Then, add each
different billing address with its correspond-
ing contact as a separate client. In each
subsequent client’s division area, enter in
the client code for the main client. You'll
always know which clients belong together
by their division information. And at billing
time, the right billing address and contact
will be listed on the client’s invoices with no
rekeying of information. (In
Clients & Profits Pro and C&P
SQL you're also able to
reunite clients that belong to
a single division when
printing client account
agings and statements.)

Q. My production and
creative co-workers
constantly asking about

ing details for all my jobs
without tracking down
our traffic manager?

Because all of your client’s
jobs have your AE/Team
initials, you can print most
of the scheduling reports
for your initials only. This
provides a task by task
breakout of scheduled work
for all your clients. You'll
see when the work starts
and is due, as well as who
is assigned to do the work.
One of many reports to

print is the Work To Do. (Choose View > Work
To Do, select the “Due for AE/Team” option ,
enter your initials, then enter work date

range.)

Q. I have many large corporate clients
who have dozens of billing contacts and
different billing addresses. How can I
keep this all straight at billing time?

Use divisions to track accounts for large
corporate clients. First add a client that

entered on all your
clients and copied to
each of their new jobs.

Many scheduling and
Jjob reports can print

for only your AE/Team

initials pinpointing
the information you

need to see.

creative, production and
marketing goals of jobs.
What can I do to inform
everyone and keep from
having to repeat myself?

Use a job’s creative brief to
provide staffers who need to
know about the work’s
creative, production and
marketing goals. It is a
permanent part of a job
ticket and centrally located,
so it's there any time
someone needs to refer to it.

Q. I want to review on a weekly basis all
of my client’s outstanding invoices.
What's the easiest way?

Use a client account aging printed for your

AE/Team initials only. The subsequent aging
has unpaid invoices for your clients only.
It's a great way to stay informed on who's
paying and who’s not. Cash flow for your

shop is so important to its financial health.

past due.

You could call clients whose invoices are




WORKING SMARTER EVERY DAY

THE JOB DIARY:
REMEMBER EVERYTHING

By Danni Sandroni Smith

- Job diaries are the way to keep
H up to date on a job’s "happen-

L ings." Not only does Clients &
Profits track job activity and history through
automatic entries, AEs can also document
meetings, changes, calls, etc. by entering a
manual job diary entry.

Recording every detail in the diary
consolidates all information for easy
reference rather than trying to track down
staffers or locate job jackets to obtain
pertinent job information. A diary entry
shows when, what, and who was involved
with an activity and/or change. Added and
saved very quickly, they are sorted by the
date they were added, by who added the
entry or took the action, and by what was
done (also known as their subject).

Also, as a staffer is adding their time
card, any individual time entry’s description
can be automatically recorded as a diary
entry. Taking this action should be reserved
for time entries that are in some way

notable or critical to a job’s development.

AEs often need to review the diary
entries they added themselves, which is easy
to do. In the Job Diary window, choose the
pop-up menu to show "user generated
entries only." Entries made by C&P are then
temporarily hidden, showing only those
added manually.

A manual entry can be sent via C&P
email to any staff member, or even to a
client by typing their email address onto the
cc: line, to immediately inform them of the
news.

Even document any mistakes that were
made during the job. Reviewing a job diary
for any previously made errors can help in
preventing them from reoccurring. Use job
diaries to keep all job-related details, even
the ones you'd rather forget, in one, easily-
accessible location.

Danni Sandroni Smith is a Clients & Profits
consultant. She can be reached at
sunsetcts@mpinet.net.
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CLIENTS & PROFITS is job production and CLIENTS & PROFITS’® . S
The Triangle Building resort Standar

4755 Oceanside Blvd. Suite 200 U.S. Postage

creative businesses. Since 1986, more Oceanside, CA 92056 .
(760) 945-4334 Pald

accounting software designed especially for

advertising agencies have chosen Clients & Permit 751
Profits over any other agency management San Diego, CA
software for Macintosh and Windows. Over

2,200 ad agencies, graphic design firms, and

corporate marketing departments use Clients

& Profits to track jobs, costs, and billings

every day. For more information, send email

to info@clientsandprofits.com.

Attn: Account Executive
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www.clientsandprofits.com




