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Onboarding 
Schedule
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Week 1

● Create access for Gmail, Asana, Lastpass, Salesforce, eMoney 
and any other software tools that are applicable to your work as 
at rebel

● Watch Bamboo HR required videos
● Start going through rF Onboarding: Financial Planning 

Slideshow 
● Schedule meeting with Paraplanner to discuss quarter goals
● Schedule weekly Friday review with Paraplanner to discuss 

progress towards goals
● Schedule time with Paraplanner to watch Paraplanner update at 

least one financial plan during first week
● Work on tasks and goals as requested 
● Attend at least one financial planning meeting if available
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Week 2

● Finish rF Onboarding Slideshow
● Finish BambooHR required videos 
● Review Mock Data Gathering Video on rF Onboarding Financial 

Planning Slideshow
● Take notes and email notes to Paraplanner. Paraplanner will 

review and schedule a time to offer feedback Intern’s 
presentation of notes to paraplanner and delivery of any 
observations about the mock client

● Email FP Update spreadsheet of Young John and Jane Doe to 
Paraplanner with your notes on it. Paraplanner will review and 
offer feedback

● Meet Friday with Paraplanner to discuss progress towards goals
● Schedule time with Paraplanner to watch Paraplanner update at 

least one financial plan during second week
● Work on tasks and goals as requested 
● Attend at least one financial planning meeting if available
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Week 3

● Start working on financial plan updates by 
creating first draft for upcoming planning clients

● Meet Friday with Paraplanner to discuss 
progress towards goals

● Schedule time with Paraplanner to watch 
Paraplanner update at least one financial plan 
during third week

● Work on tasks and goals as requested 
● Attend at least one financial planning meeting if 

available
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Week 4-5

● Finish rF Onboarding Slideshow
● Continue working on financial plan updates by 

creating first draft for upcoming planning clients
● Meet Friday with Paraplanner to discuss progress 

towards goals
● Schedule time with Paraplanner to watch 

Paraplanner update at least one financial plan 
during fourth week

● Work on tasks and goals as requested 
● Attend all financial plan meetings of plans worked 

on 
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Week 6-8

● Continue working on financial plan updates by creating  
first draft for upcoming planning clients

● Real grading now starts: Paraplanner will review financial 
plan updates and provide feedback. Goal is to complete 
one FP update with 5 or less errors over first ten plans 

● Meet Friday with Paraplanner to discuss progress towards 
goals

● Work on tasks and goals as requested 
● Attend all financial plan meetings of plans worked on 
● Make and add to rF Onboarding: Financial Planning 

slideshow videos of any concepts you think would be 
helpful to next person in your position
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Week 9-12
● Continue working on financial plan updates by creating  first draft for 

upcoming planning clients
● Real grading now starts: Paraplanner will review financial plan updates 

and provide feedback. Goal is for you to complete two FP updates with 
3 or less errors from 11th plan until end of internship 

● Meet Friday with Paraplanner to discuss progress towards goals
● Work on tasks and goals as requested 
● Attend all financial plan meetings of plans worked on 
● New hire adds to rF Onboarding: Financial Planning slideshow videos 

of any concepts new hire thinks would be helpful to next person in 
position

● Create and add to rF Onboarding: Financial Planning slideshow videos 
of any concepts new hire thinks would be helpful to next person in 
position

● Review internal process and makes suggestions on areas of 
improvement including on financial planning process and client follow 
up process 

● Exit interview during week 12



FP Process Timeline
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Day 3

1st Draft of Financial Plan

Day 9

Third Draft of Financial Plan. If 
no third reviewer skip this step

Day 1

Send BombBomb to Planning 
Client Asking They Update Data

Day 6

Second Draft of Financial Plan

Day 14

Final Draft of Financial Plan

Day 21

Upload Financial Plan 
Documents to Client



General Overview
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Our Motto: P.B.P.
(People Before Profits)

Financial Planning at rebel is built on our 
motto People Before Profits. Three key 
aspects of People Before Profits are 
diligence, continuous improvement, and 
community!
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Diligence We believe attention to 
detail separates good from great 
financial planners. Whether asking 
questions during data gathering 
sessions or going through cash flow 
reports, our aim (though unachievable) 
is always perfection. 
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Continuous Improvement 
Proverbs 1:5 says “a wise man will 
listen and increase his learning” 
(HCSB). Whether religious or not, we 
understand improvement sometimes 
comes from failure. We strive to 
always improve our own work and the 
firm as a whole. 
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Community Our clients and 
employees are awesome people! We 
think a team that has fun produces 
better results. 
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Quick Quiz 
P.B.P.

What does P.B.P. stand for?

A) Profits Before People
B) Profits Because People
C) People Before Profits
D) Pope Before Profits

Answer in 
note under 

slide

Question 1 of 1
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Technology
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List of Technology Platforms 
You’ll be Using

- eMoney
- Salesforce
- FP Alpha
- Plecto
- Advyzon

- Asana
- Riskalyze
- SSanalyzer
- Everplans
- Slack

- BombBomb
- Zoom
- Google Platforms
- Miscellaneous 

-  Bonusly
19



Quick Summary of Each Platform
- eMoney: Tracking and updating financial plans 
- Salesforce: Internal CRM software 
- FP Alpha: Tax projections and simulations
- Plecto: Internal goal tracking system 

- Asana: Internal task completion tracker 
- Riskalyze: Discovers clients internal risk tolerance
- Slack: Text like system to interact with coworkers
- Google Platforms: Create/track work 

- Bonusly: Free way to reward coworkers 
for great work (with cash equivalents)
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Most of your day to day tasks will be 
completed or tracked through 

eMoney, Asana, Salesforce, and 
Google Platforms
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When To Use Each Platform
- eMoney: Financial plan updates, posting recommendations to 

clients, creating and uploading financial plan documents
  

- Salesforce: Finding info before client meetings to help with 
plan updates, post meeting adding notes, opportunities, and 
internal tasks 

- FP Alpha: Ad hoc tax projects

- Plecto: When reviewing performance of yourself and 
others 

- Bonusly: At own discretion 22



When To Use Each Platform
- Asana:  Creating financial plan, tax, and estate task lists. Updating 

those task lists upon completion 

- Riskalyze: Send before each client meeting to help us understand 
feelings on current situation and markets 

- Slack: When needing assistance from another coworker
 

- Google Platforms: When checking meeting schedule, 
when noting financial plan changes through Google 
Sheets, when creating weekly reviews through Google 
Slides, and when creating process improvement projects 
or seminars 
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Quick Quiz 
Technology

Which software will you NOT 
use regularly?

A) Google Platforms
B) Outlook
C) Salesforce
D) Asana 

Answer in 
note under 

slide

Question 1 of 1
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Video 
Summary 

Technology
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https://docs.google.com/file/d/1w8F_AkB3xS8D_pl2bMW778dUU09RY3Vl/preview


rF Financial Planning 
Process 
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Step 1
Finding Financial Planning 

Meetings 
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Finding Financial Planning Meetings
Executive Summary: Most Meetings Will Automatically Be 

Added to Your Calendar

- As someone on the financial planning team, meetings are uber important
- Without meetings, we would not have a job
- Most meetings you will get added to automatically by our internal scheduler 

(currently Rich) or other superior through an email invitation
- If you schedule a meeting for an advisor talk or message our internal scheduler 

(currently Rich) directly and they will add you when they can
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Finding Financial Planning Meetings
- Sometimes you won’t be added to a financial planning meeting. This is why it’s 

important to have a system to check for future meetings at least once a week 
(ideally on either Monday or Friday)

- The best place to find missing meetings? Google Calendar 
- Go to Google Calendar 
- View the calendar of each lead advisor (right now Tony and Phil)
- Go into each meeting they have
- If it’s a perspective: ignore
- If it’s an existing client with a client search that client name in eMoney

- Check their calendar for a two week time period
- If you decide to check every Monday, then check from that Monday-Friday and the next 

Monday-Friday

- If you decide to check on Friday check the next Monday-Friday and the Monday-Friday after 

29



Finding Financial Planning Meetings

- So you found a missing meeting? 
- GREAT!
- Add the meeting to your calendar
- Proceed to Step 2

- So you realized every financial planning meeting is accounted for?
- GREAT!
- Proceed to Step 2

30



Video 
Summary 
Finding 

Financial 
Planning 
Meetings 
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https://docs.google.com/file/d/1RmAIMRAOsjVk90J3uiyUmRXwdVh5dXJh/preview


Quick Quiz   
Finding 

Financial 
Planning 
Meetings

How are most planning 
meetings found?

A) By being emailed invitation 
from scheduler

B) By searching every client 
name in an advisor calendar 
over a two week period on 
eMoney

C) By asking an advisor
D) By asking marketing

Answer in 
note under 

slide

Question 1 of 2
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Quick Quiz   
Finding 

Financial 
Planning 
Meetings

You should check advisors 
calendars for future planning 

meetings at least once per week.

A) True
B) False

Answer in 
note under 

slide

Question 2 of 2
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Step 2
Send BombBomb to 

Planning Client Asking 
They Update Data
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Step 2 Video 
Example

35

https://docs.google.com/file/d/1YzSgSWcP5T3LzxKIRAefIhAE1mXnhLXF/preview


Step 2 
Email 

Content 
Example
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Wait 1-3 days for client to 
log into portal and update 

data 
37



Step 3
Send Riskalyze to Client 
asking they update their 
risk score (if one hasn’t 
been received in a year)
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Riskalyze 
Video Example

39

https://docs.google.com/file/d/1fXsViFJgyE8E0yg4ednJY3K7PGKtAFK4/preview


Step 4
Creating Financial Plan 

Project on 
Asana/Salesforce
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Planning Projects are created, updated, 
and tracked through a mix of four 
softwares: eMoney, Salesforce, Asana, 
and Google Sheets
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Planning Projects should be updated 
and reviewed at least once two weeks 
before meeting date 
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Finding Financial 
Planning Meetings

- Check to see if the Financial Plan Box is clicked. If 
not, click it

- Check to see if initial financial plan date is listed, 
if not add one 

- Update Last FP date to be today's date. 
Doing so will set off project task list in 
Asana 

- Update Asana tasks dates to match 
client meeting date and to give the 
person reviewing your work multiple 
days to review what you submitted 

Step by Step Outline
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Finding Financial 
Planning Meetings

- Check to see if FP Update Sheet for Client Meeting 
Exists 

- If not Make Copy of Existing FP Update Sheet in 
Google Docs 

- Rename to client you are working for
- Delete any previous client information 

out of new document 
- Add date of client meeting, stage in FP Process, and 

reviewer (your name). Date format is (Date of 
Meeting, month of meeting, year of meeting) for 
example 2FEB21 for The second of February in the 
year 2021

-  

Step by Step Outline
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Finding Financial 
Planning Meetings

- Go back into Asana. Attach Google Sheet to tasks 
that say (attach)  

- Double check to see if advisors or 
anyone working on the project were 
added to Google Sheet. They can’t 
update and review what they do not 
see

Step by Step Outline
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Quick Quiz   
Creating 
Financial 

Plan 
Projects

How long in advance of a 
meeting date should the first 
draft of a plan be completed?

A) 1 day
B) 3 days
C) 1 week
D) 2 weeks

Answer in 
note under 

slide

Question 1 of 2
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Quick Quiz   
Creating 
Financial 

Plan 
Projects

Which platform is not used when 
creating financial planning 

projects?

A) Asana
B) Salesforce
C) Google Sheets
D) Morningstar 

Answer in 
note under 

slide

Question 1 of 2
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What about Data Gathering Meetings?

48



Finding Financial 
Planning Meetings

- Email client after scheduling Data Gathering 
meeting (example included in future slide)

- Use same process as before on Salesforce 
and Asana

- Create project the day of your data 
gathering meeting
- Only difference: set initial plan date and 

date of last plan update to January 1, 
2019

Step by Step Outline

49



What does a Data Gathering Meeting 
Look Like?

50



The data gathering process shows 
how we typically go about getting 
data from clients
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The advisor tells the client during their 
onboarding meeting to upload data into 
their portal and that a staffer will reach 
out 
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The Advisor, Paraplanner, or another 
staffer schedules the data gathering 
meeting 
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Preparation is key and setting expectations for 
the client as well as helping them by detailing 
the information required is the best way to help 
make the data planning process less stressful 
for everyone involved

54



Depending on the client and how much work has 
been done prior to the meeting, you as the planner 
can expect this meeting to last anywhere from 30 
mins to about 2 hours
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A list of questions to ask 
can be found in the Data 
Gathering Template on 
Asana
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Data Gathering 
Email Example
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https://docs.google.com/file/d/1qPkSUXG9TWDKbhHYYCWQgZDXraGSFYKz/preview


Data 
Gathering 

Email 
Content 
Example

58



Video 
Summary 
Creating 
Financial 

Plan 
Projects
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https://docs.google.com/file/d/1j9mgf8cMtnYfN39eSUuAro74IE7mmKDH/preview


Quick Quiz   
Creating 
Financial 

Plan 
Projects

Which platform is not used when 
creating financial planning 

projects?

A) Asana
B) Salesforce
C) Google Sheets
D) Morningstar 

Answer in 
note under 

slide

Question 1 of 2
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Video 
Summary 

Data 
Gathering 

Mock 
Meeting

61

https://docs.google.com/file/d/1O6cOujN6WJcd64KlNFsSsK1H-X0OUnHu/preview


Step 5
Updating the Financial 

Plan

62



What 
Needs to 

be 
Reviewed?

Image taken from rF 
Existing Client FP 
Update Template in 
Asana 63



Set Up Tasks

Image taken from rF 
Existing Client FP 
Update Template in 
Asana 64



Family 
Information

Image taken from rF 
Existing Client FP 
Update Template in 
Asana 65



What does 
Check 

Everything 
Mean?

66

Check everything is a simple way to 
communicate the principles of 
diligence and continuous 
improvement. Throughout the 
planning process every aspect of a 
client plan needs to be reviewed. A 
big part of what we do is spot 
discrepancies and look for 
opportunities to benefit our clients. 



Entity

Image taken from rF 
Existing Client FP 
Update Template in 
Asana 67



Assumptions

Image taken from rF 
Existing Client FP 
Update Template in 
Asana 68



Investments

Image taken from rF 
Existing Client FP 
Update Template in 
Asana 69



Expenses

Image taken from rF 
Existing Client FP 
Update Template in 
Asana 70



Insurance

Image taken from rF 
Existing Client FP 
Update Template in 
Asana 71



Buy/Sell

Image taken from rF 
Existing Client FP 
Update Template in 
Asana 72



Wills/Gifting

Image taken from rF 
Existing Client FP 
Update Template in 
Asana 73



What-If’s

Image taken from rF 
Existing Client FP 
Update Template in 
Asana 74



Decision Center

Image taken from rF 
Existing Client FP 
Update Template in 
Asana 75



Before We 
Continue...

- Planning is complex 
- Failing is part of learning 
- At times you may feel 

overwhelmed by the 
amount of information

- Do something 
- Start somewhere
- Try to figure out the answer 

before asking for help 

76



(Link) 10 
Step 

Spotcheck  

77

https://docs.google.com/document/d/1WuurmMte4LHUQfA97aybazYS1i5jIUGUpMMCzriGHSc/edit?usp=sharing
https://docs.google.com/document/d/1WuurmMte4LHUQfA97aybazYS1i5jIUGUpMMCzriGHSc/edit?usp=sharing
https://docs.google.com/document/d/1WuurmMte4LHUQfA97aybazYS1i5jIUGUpMMCzriGHSc/edit?usp=sharing
https://docs.google.com/document/d/1WuurmMte4LHUQfA97aybazYS1i5jIUGUpMMCzriGHSc/edit?usp=sharing


Your Turn!
Start the process for “John Doe” and 

update his “Young John and Jane 
Doe” eMoney portal

78



Your Turn!

The follow slides 
contain comments on 
the Young John and 
Jane Doe FP. Please 
do not proceed 
before attempting to 
update their financial 
plan! 

79

PLEASE NOTE 
EVERY CHANGE 
YOU MAKE TO 
THEIR 
FINANCIAL PLAN 
IN A GOOGLE 
SPREADSHEET



Video 
Summary 
Your Turn!
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https://docs.google.com/file/d/1sNa32QwNW3GagojEnWUIIuPhWR2BSmpH/preview


Planning 
Summary 
Your Turn!
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Step 6
Attending a Financial Plan 

Meeting

82



During meetings your first role will be to take notes. 
Any change in a client situation should be saved in a 
summary format. Any follow up task will is important 
also. At the end of meetings you’ll log your meeting 
summary in Salesforce
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Video 
Summary 

Mock 
Financial 

Plan 
Meeting

84

https://docs.google.com/file/d/1hR_Hnj02DMGB6YYkpx9ZSXc5iph---OM/preview


Video 
Summary 

How to Log 
Notes into 
Salesforce

85

https://docs.google.com/file/d/1YL9ikJnmEW_fDT8IQOqobc3nt6el5RaZ/preview


After inputting notes the next step in our process is 
to enter opportunities. The next slide contains a 
video on how to do so
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Video 
Summary 

How to Enter 
Opportunities 

into 
Salesforce

87

https://docs.google.com/file/d/11BYJJ7fVUKIj55imCoWHzBfEj_gNyku7/preview


Step 7
Creating Financial Plan 

Documents 

88



Documents are made after meeting with the client. 
Make sure to speak with an advisor after the meeting 
to know which what if’s in the decision center should 
be turned on and off before creating client 
documents
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Three documents need to be created:

Decision Center on Low Rate of Return
Decision Center on High Rate of Return
Financial Plan on Low Rate of Return

For more details watch the videos included on the 
next few slides 

Document titling changes often. Make sure to review 
the “fp-doc” slack channel for most recent format

90



Once created, upload your documents to the FP Docs 
channel in Slack and schedule a time to review with 
Phil or another lead advisor once 3 or more are 
posted

91



Quick Quiz   
Creating 
Financial 

Plan 
Documents

Which slack channel are fp docs 
posted?

A) general
B) who-is-using-emoney
C) fp-financial plans
D) fp-docs

Answer in 
note under 

slide

Question 1 of 2
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Video 
Summary 
Creating 
Financial 

Plan 
Document
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https://docs.google.com/file/d/1j_CRRIa3TCJTp2fm9yG1okOVR8f6LFLw/preview


Video 
Summary 
Creating 
Decision 
Center 

Document
94

https://docs.google.com/file/d/1qy2OU2GCKFnZAwYf5bG69XXuClHgg4Sd/preview


Step 8 (Final)
Uploading Documents and 

Emailing Client  

95



Once Phil or another lead advisor approves the 
documents they need to be uploaded into the Vault 
on eMoney of the client

Most Clients have different Vault organizations 
because people like organizing things differently

If a client has a financial plan folder place the 
documents there and create a folder inside for the 
current year. If not in “Reports” create a folder for 
current year and place documents 

96



After upload same documents to the Household of 
the client in Salesforce. Do the same for their FP 
Update Project in Asana

As a general rule any documents you upload to Vault 
are also required uploaded to the Household of the 
client on Salesforce and likewise into Asana
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Email Client Summary of Documents
Quick Outline

- The most efficient way to accomplish email follow up is by making 
a video like the one on the next slide and getting it approved by 
compliance

- Start with a line or two about how we value the client 
- Show where documents can be found in Vault

- Explain how the long plan is basically low rate of return and all the 
recommendations we made

- Explain how the long plan has error testing for disability, ltc, etc 
- Explain how DC is shorthand if all recs were followed and the 

market performed as modelled in assumptions
- Lastly end by naming all the recs

- Show where recommendations can be found in Vault 98



Video 
Summary 
Emailing 

Client

99

https://docs.google.com/file/d/1ZOmtyn4cbFOdgNb_BXUDZtEkv3Vd8vyG/preview


Other Practical Videos 
& Information
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Video 
Summary 

Adding 
Client 

Access to 
eMoney 

101

https://docs.google.com/file/d/1Qt2_r8f6bjZr8rxsNxlnXKJQfdnhn1iv/preview


Video 
Summary 

How to 
Model Roth 
Conversion 

102

https://docs.google.com/file/d/1dP_fKN1PcA3UGy8wvQ9H5MOLxJ-vXbAU/preview


Summary 
How to 

Model ESPP

103

There is no direct technique for modeling ESPPs, however, 
you can accomplish a similar result for reporting by 
following these steps:

1. From the Client's Advanced Facts, add a Taxable 
Investment

1. Enter the required details and values
2. Fill out the Contributions tab with the amount the 

Client is purchasing the stock with
1. Don't forget to click Save

3. Add Other Income(s) to represent the discount or 
any employer match:

1. Be sure to enter the appropriate tax 
treatment

2. The Destination will be the Core Cash 
Account

■ Discount : Annual Amount = 
(Contribution / (1 - Discount Rate)) 
- Contribution

■ Employer Match: Annual Amount = 
Total Employer Match

4. Create a Transfer Flow from the Core Cash 
Account to the Taxable Investment, created in 
step 1, equal to the Other Income created in step 
3

5. To view this in a report, check out the Detailed 
Balance Sheet or the Assets Reports.

eMoney 
link to 
information

https://content
.emaplan.com/
knowledgebas
e/interactive/f
aq/index.html#
/lessons/ciDXj
uy3lS4KqZosG
LY5_yAk8aYln
7NJ

Summary Copied directly from eMoney

https://content.emaplan.com/knowledgebase/interactive/faq/index.html#/lessons/ciDXjuy3lS4KqZosGLY5_yAk8aYln7NJ
https://content.emaplan.com/knowledgebase/interactive/faq/index.html#/lessons/ciDXjuy3lS4KqZosGLY5_yAk8aYln7NJ
https://content.emaplan.com/knowledgebase/interactive/faq/index.html#/lessons/ciDXjuy3lS4KqZosGLY5_yAk8aYln7NJ


Video 
Summary 

How to Model 
Donor 

Advised Fund 
and Cash Out 

Refinance
104

https://docs.google.com/file/d/1GjWMeQOI79_AmzlnkMH-tMN18nDaP4jU/preview


The End!

Welcome to rebel 
Financial! We’re happy 

to have you on the 
team!
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