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Workflow

12/13/23

Other Assets

Greeting Cards

The workflow for Greeting Cards has been redesigned. All other assets (i.e. 

monthly marketing insights, holiday greeting and birthday emails, retirement 

insights, etc. have been approved as of 8/31/23.

Web Content

FMG created

Notes added to clarify the instances when a content update to an existing piece 

would trigger a compliance review and when it would not. 

01/29/24 Events

Other Events

Updated to include an Important note under Step #1 indicating that the 

invitation must accompany the AdTrax submission in addition to any other 

event-related materials.  

1412/04/23 Other Assets

Birthday Card Automation

The workflow for Birthday Card Automation has been added. All other assets (i.e. 

monthly marketing insights, holiday greeting and birthday emails, retirement 

insights, etc. have been approved as of 8/31/23.

601/31/24 Email

Advisor created

Important note added under Step #1 re: the types of email that must be 

distributed using FMG email, who is authorized to create custom emails, and the 

types of content that must be submitted in AdTrax before being created in FMG.  

1601/31/24 Events

Other Events

Note added for Step #10 re: if event was created using a platform other than 

FMG, the AdTrax ref # needs to be included with the email sequence submission 

that is created in FMG.

02/21/24 16 Events

Other Events

Important Note for Step #1 modified to add verbiage re: pre-approved material 

and adding Compliance # and disclosures to FMG Event submission. Step #6 

removed. Step #7 updated to Pinpoint G&E only. Steps 6 – 12 re-numbered.

08/13/24 9 Web Content

Advisor Created

Alternate workflow (Steps #5 – 9b) added to account for specific types of 

content that will be reviewed by AdC and require an AdTrax submission.

09/27/24 12 Social Media

Day-1

Removed workflow and associated references as the Day-1 use case is no longer 

relevant given the rollout of native social media functionality within the Equitable 

Advisors Marketing Suite.   



Content to reviewContent to review Content creatorContent creator Review PlatformReview Platform

AdTraxAdTrax

FMG platformFMG platform

FMG platformFMG platform

Notes / QuestionsNotes / QuestionsReviewer(s)Reviewer(s)

EQH Home OfficeEQH Home Office

FMGFMG

Advisor (PPG+ only)Advisor (PPG+ only)

AdCAdC

AdCAdC

AdCAdC

AdTraxAdTraxEQH Home OfficeEQH Home Office

FMGFMG

AdCAdC

AdCAdC

3
rd

 Party (e.g. LPL)3
rd

 Party (e.g. LPL)

AdvisorAdvisor Not applicable in FMGNot applicable in FMG

AdTraxAdTrax

FMG platformFMG platform

FMG platformFMG platformBCMBCM

EQH Home OfficeEQH Home Office

FMGFMG

AdvisorAdvisor

AdCAdC

AdCAdC

3
rd

 Party (e.g. LPL)3
rd

 Party (e.g. LPL)

FMG platformFMG platform

FMG platformFMG platformBD PrincipalBD Principal
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BD PrincipalBD Principal EQH Home OfficeEQH Home Office

May consult with AdC, if needed.

BD principal reviews & approves, EQH home-office 

verifies GE# is present and valid in FMG.

EQH Home OfficeEQH Home Office
AdC reviews & approves in AdTrax, EQH home-office 

verifies GE# is present and valid in FMG.

EQH Home OfficeEQH Home Office
AdC reviews & approves in AdTrax, EQH home-office 

verifies GE# is present and valid in FMG.

EQH Home OfficeEQH Home Office
BD principal reviews & approves, EQH home-office 

verifies GE# is present and valid in FMG.

EQH Home OfficeEQH Home Office
AdC reviews & approves in AdTrax, EQH home-office 

verifies GE# is present and valid in FMG.

High-level Workflows by Asset Type

WebWebWeb

EmailEmail

DownloadablesDownloadables

Other assetsOther assetsOther assets FMGFMG AdCAdC FMG platformFMG platform

Includes:

• Monthly Marketing Insights 

• Holiday Greetings

• Happy Birthday (email) 

• Retirement Insights 

• eBooks and Quizzes 

• Referral Program (email sequence and a web form) 

• Birthday Card Automation (printed)

Day-1

AdTraxAdTraxEQH Home OfficeEQH Home Office

See Important note on page 5 for specific details 

regarding content submission.



WebpageWebpage

Content to reviewContent to review Content creatorContent creator Review PlatformReview Platform

FMG platformFMG platform

Notes / QuestionsNotes / QuestionsReviewer(s)Reviewer(s)

FMGFMG AdCAdC

AdTraxAdTraxAdvisorAdvisor

FMGFMG

AdCAdC

BCMBCM

FMGFMG

AdvisorAdvisor

FMG platformFMG platformFMGFMG BCMBCM

FMGFMG

FMG platformFMG platform

FMG platformFMG platformAdCAdC
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BCMBCM AdC (Consulted)AdC (Consulted)
BCM monitors queue, reviews and approves. May 

consult with AdC, if needed. 

AdC reviews & approves random sampling of FMG-

created greeting cards.

Advisor creates webpage in FMG & confers with BCM on 

reporting method ( normal T&E or Pinpoint entry). 

Webpage reviewed and approved in FMG.

Email sequence created in FMG. Reviewed and approved 

by AdC in FMG. 

AdC reviews & approves in AdTrax.

High-level Workflows by Asset Type Cont.

Greeting CardsGreeting CardsGreeting Cards

Greeting CardsGreeting CardsGreeting Cards

Initial Sampling

Customization

WebpageWebpage

Year-end Client Appreciation Event

Email SequenceEmail Sequence

Email SequenceEmail Sequence

Other Events (Seminars, Webinars, etc.)

Seminar-related 

materials

Seminar-related 

materials

FMG platformFMG platform

AdCAdC FMG platformFMG platform

Advisor creates webpage in FMG & confers with BCM on 

reporting method ( normal T&E or Pinpoint entry). 

Webpage reviewed and approved in FMG.

Email sequence created in FMG. Reviewed and approved 

by AdC in FMG. 



Compliance Workflow | Email (1 of 2)

1 2 3 4 5 6 7

EQH home-office created

EQH home-office team 

creates email content and 

submits to AdTrax for 

review.

Once approved, EQH 

home- office team creates 

email in FMG and adds 

valid GE#. 

Compliance case is created. 

EQH home-office team 

member with compliance 

role is notified in FMG. 

EQH home-office team 

member logs-in to FMG 

home-office compliance 

view.

Under 'Libraries' reviewer 

clicks on 'Email Library' and 

confirms valid GE#.

Approved emails will 

automatically be visible to 

subscribers in the platform.

Once confirmed, sets the 

status of the piece to 'Pre-

approved and Visible'.

1 2 3 4 5 6 7

FMG created

FMG creates new 

email and adds it to the 

content library. 

AdC receives notification of 

new piece for review and 

logs into FMG.

Under 'Libraries' reviewer 

clicks on 'Email Library'.

In the 'Search by Title' box, 

reviewer inputs the name 

of the piece for review.

Reviewer clicks on the 

hyperlink in the 'Title' 

column.

Reviews the email content.

Approved emails will 

automatically be visible to 

subscribers in the platform.

If approved, reviewer 

changes the status to 'Pre-

Approved and Visible'.

If denied, changes status to 

'Hidden'. 

1 2 3 4 5 6

Advisor created

Advisor creates or modifies 

an email in FMG and 

schedules it to be sent.

See Important Note

A compliance case is 

created and AdC is notified 

in the FMG platform. 

AdC logs into FMG, under 

'Submissions', reviewer 

clicks on 'custom email'. 

AdC reviews changes by 

locating the submission 

and clicking on 'Review'.

If approved, reviewer 

changes the status to 'Pre-

Approved and Visible'.

If denied, changes status to 

'Hidden'. 

Approved emails will be 

sent immediately upon 

approval OR on the date 

scheduled by the advisor.

Key

R - Responsible

A - Accountable

C - Consulted

I - Informed

Key

R - Responsible

A - Accountable

C - Consulted

I - Informed
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EQH home-office teamR,A

Ad ComplianceR Ad ComplianceR

Add to FMGAdd to FMG

EQH home-office teamR EQH home-office teamR

Compliance case 

created

Compliance case 

created

EQH home-office teamR EQH home-office teamR

Login to verify GE#Login to verify GE#

I SubscribersI Subscribers

Visible to 

subscribers

Visible to 

subscribers
Change statusChange statusConfirm GE#Confirm GE#

EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR

FMGR,A FMGR,A

AdC NotificationAdC Notification

I Ad ComplianceI Ad Compliance

Access email libraryAccess email library

Ad ComplianceR Ad ComplianceR

Search for piece to 

review

Search for piece to 

review

Ad ComplianceR Ad ComplianceR

Review contentReview content

Ad ComplianceR Ad ComplianceR

Change statusChange status

Ad ComplianceR Ad ComplianceR

Visible to 

subscribers

Visible to 

subscribers

I SubscribersI Subscribers

Compliance case 

created

Compliance case 

created
Login to FMGLogin to FMG

Review changes to 

content

Review changes to 

content
Change statusChange status Send emailSend email

AdvisorR,A AdvisorR,A I Ad ComplianceI Ad Compliance Ad ComplianceR Ad ComplianceR Ad ComplianceR Ad ComplianceR Ad ComplianceR Ad ComplianceR I AdvisorI Advisor

I EQH home-office teamI EQH home-office team

Create email & 

submit for review

Create email & 

submit for review

Create email & add 

to content library

Create email & add 

to content library

Creates or modifies 

email

Creates or modifies 

email

APPROVED

1. All commercial e-mail (i.e., sales/marketing material) that 
does not constitute client correspondence subject to 
branch correspondence review procedures MUST be 
distributed via the FMG e-mail platform.

2. Financial Professionals must be PPG and above in order to 
create custom commercial e-mail content for e-mail 
distribution

3. Custom commercial e-mail content from any submitter 
referencing, discussing, or providing information about 
specific proprietary and/non-proprietary products, 
services, or investments MUST BE submitted in AdTrax for 
Advertising Compliance review and approval before the 
email is created in FMG.

Important | Advisor created Step #1Important | Advisor created Step #1Important | Advisor created Step #1



Compliance Workflow | Email (2 of 2)

3
rd

 party (e.g. LPL)

1 2 3 4 5 6 7

EQH home office team 

submits third-party email 

content to BD principal for 

review.

Once approved, EQH 

home- office team creates 

email in FMG and adds 

valid GE#. 

Compliance case is created. 

EQH home-office team 

member with compliance 

role is notified in FMG. 

EQH home-office team 

member logs-in to FMG 

home-office compliance 

view.

Under 'Libraries' reviewer 

clicks on 'Email Library' and 

confirms valid GE#.

Approved emails will 

automatically be visible to 

subscribers in the platform.

Once confirmed, sets the 

status of the piece to 'Pre-

approved and Visible'.
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EQH home-office teamR,A EQH home-office teamR,A

BD principalR BD principalR

EQH home-office teamR EQH home-office teamR

Login to verify GE#Login to verify GE# Confirm GE#Confirm GE# Change statusChange status
Visible to 

subscribers

Visible to 

subscribers

I SubscribersI Subscribers

Add to FMGAdd to FMG
Compliance case 

created

Compliance case 

created

I EQH home-office teamI EQH home-office team EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR

Create email & 

submit for review

Create email & 

submit for review

APPROVED



Compliance Workflow | Web (1 of 3)

1 2 3 4 5 6 7

EQH home-office

EQH home-office team 

creates website content 

and submits to AdTrax for 

review.

Once approved, EQH 

home- office team creates 

webpage in FMG and adds 

valid GE#. 

Compliance case is created. 

EQH home-office team 

member with compliance 

role is notified in FMG. 

EQH home-office team 

member logs-in to FMG 

home-office compliance 

view.

Under 'Libraries' reviewer 

clicks on 'Agency Pages'.

Confirms the GE# is 

present and valid.

Approved webpages will 

automatically be visible to 

subscribers in the platform.

Once confirmed, reviewer 

checks the box in the 

'Approved' column.

1 3 4 5 6 7 8

FMG created (both syndicated & web content)

FMG creates new website 

piece and adds it to the 

content library. 

AdC receives notification of 

new piece for review and 

logs into FMG.

Under 'Libraries' reviewer 

clicks on 'Website'.

In the 'Search by Title' box, 

reviewer inputs the name 

of the piece for review.

Confirms the clean FINRA 

letter is in place. 

Reviewer clicks on the 

hyperlink in the 'Title' 

column.

Reviews the web content.

Approved pieces will 

automatically be visible to 

subscribers in the platform.

If approved, reviewer 

checks the box in the 

'Approved' column. 

If denied, checkbox 

remains unchecked.
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Create new web 

content

Create new web 

content

EQH home-office teamR,A EQH home-office teamR,A

Ad ComplianceR Ad ComplianceR

Add to FMGAdd to FMG

EQH home-office teamR EQH home-office teamR

Compliance case 

created

Compliance case 

created
Login to verify GE#Login to verify GE# Confirm GE#Confirm GE# Change statusChange status

Visible to 

subscribers

Visible to 

subscribers

I SubscribersI SubscribersI EQH home-office teamI EQH home-office team EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR

FMGR,A FMGR,A

Create new web 

content

Create new web 

content
AdC NotificationAdC Notification

I Ad ComplianceI Ad Compliance

Access website 

library

Access website 

library

Ad ComplianceR Ad ComplianceR

Search for piece to 

review

Search for piece to 

review

Ad ComplianceR Ad ComplianceR

Review contentReview content

Ad ComplianceR Ad ComplianceR

Change statusChange status

Ad ComplianceR Ad ComplianceR

Visible to 

subscribers
1, 2

Visible to 

subscribers
1, 2

I SubscribersI Subscribers

2

EQH home-office team  

filters new pieces to 

determine which are 

applicable to EQH 

subscribers. 

EQH home-office teamR EQH home-office teamR

Filter for applicable 

content

Filter for applicable 

content

APPROVED

Notes

FMG created Step #8:

1 
Content updates that are objective in nature (example: 

annual updates like tax bracket changes) will not trigger a 

compliance review. 

2 
For content updates that are subjective in nature, FMG 

will re-create the piece, which will trigger a compliance 

review.  

FMG created Step #8:

1 
Content updates that are objective in nature (example: 

annual updates like tax bracket changes) will not trigger a 

compliance review. 

2 
For content updates that are subjective in nature, FMG 

will re-create the piece, which will trigger a compliance 

review.  



Compliance Workflow | Web (2 of 3)

2 3 4 9a

Advisor created (new webpage or edits to an existing page)

Advisor creates a new 

webpage or edits content on 

and existing page on their 

website and clicks ‘Publish’. 

This triggers a compliance 

review prior to publishing.

A compliance case is created 

and BCM is notified in the 

FMG platform.

BCM logs into FMG, under 

'Submissions', reviewer 

clicks on 'New Websites' or 

'Website Changes'.

BCM reviews the case by 

locating the submission 

and clicking on 'Review'.

If approved as is, BCM will 

click the 'Approve' button. 

If changes are needed, 

BCM will note the issues in 

the 'Case Notes' section 

and click 'Reject'.

Approved pages will be 

published to the live 

website immediately.

Create new page or 

edit existing page

Create new page or 

edit existing page

AdvisorR,A AdvisorR,A

Compliance case 

created

Compliance case 

created

I BCMI BCM BCMR BCMR

Review submissionReview submission

BCMR BCMR

Change statusChange status

BCMR BCMR

Publish to websitePublish to website

I AdvisorI Advisor

5

Advisor screenshots the 

content in FMG.

Steps 6 & 7 take place outside of FMG

Review web contentReview web content

AdvisorR AdvisorR

The advisor submits 

content (screenshots) for 

Compliance review in 

AdTrax.

I Ad ComplianceI Ad Compliance

76

Create compliance 

case in AdTrax

Create compliance 

case in AdTrax

AdC reviews the submission 

in AdTrax where they can 

approve or return to with 

comments.

Ad ComplianceR Ad ComplianceR

C Ad ComplianceC Ad Compliance

Consult with AdCConsult with AdC

Based on the type of 

content submitted, the 

BCM may elect to consult 

with AdC.

Login to FMGLogin to FMG

BCMR BCMR

XNo ConsultX

If it’s determined that the 

content is for a blog post 

(i.e. article or introduction)  

or is specifically designed 

for a unique section of a 

webpage or site, AdC will 

take ownership of the 

review process, contact the 

advisor, and instruct them 

to submit the content for 

review in AdTrax.  

Screenshot web 

content

Screenshot web 

content

XRejected w CommentsX

8a1

9b

If approved, AdC will click 

the 'Approve' button. 

If changes are needed, AdC 

will note the issues in the 

'Case Notes' section and 

click 'Reject'.

Approved pages will be 

published to the live 

website immediately.

Change statusChange status

Ad ComplianceR Ad ComplianceR

Publish to websitePublish to website

I AdvisorI Advisor

XRejected w CommentsX

8b

AdvisorR AdvisorR

ImportantImportant
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APPROVED



Compliance Workflow | Web (3 of 3)

3
rd

 party (e.g. LPL)

1 2 3 4 5 6 7

Page 10

EQH home office team 

submits third-party web 

content to BD principal for 

review.

Once approved, EQH 

home- office team creates 

web content in FMG and 

adds valid GE#. 

Compliance case is created. 

EQH home-office team 

member with compliance 

role is notified in FMG. 

EQH home-office team 

member logs-in to FMG 

home-office compliance 

view.

Under 'Libraries' reviewer 

clicks on 'Agency Pages'.

Confirms the GE# is 

present and valid.

Approved webpages will 

automatically be visible to 

subscribers in the platform.

Once confirmed, reviewer 

checks the box in the 

'Approved' column.

Change statusChange status
Visible to 

subscribers

Visible to 

subscribers

I SubscribersI Subscribers

Confirm GE#Confirm GE#Login to verify GE#Login to verify GE#
Compliance case 

created

Compliance case 

created

I EQH home-office teamI EQH home-office team

Add to FMGAdd to FMG

EQH home-office teamR EQH home-office teamR

Create new web 

content

Create new web 

content

EQH home-office teamR,A EQH home-office teamR,A

BD principalR BD principalR

EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR

APPROVED



Compliance Workflow | Downloadables: Day-1

Content Creation & Intake

Compliance Review

Preview & Publish

1

EQH home-office team 

creates new downloadable.

Create 

downloadable 

Create 

downloadable 

EQH home-office teamR,A EQH home-office teamR,A EQH home-office teamR EQH home-office teamR

Compliance case 

created

Compliance case 

created

The new piece is submitted 

to AdTrax for compliance 

review.

2 1

FMG creates new 

downloadable and adds it 

to the content library. 

Create 

downloadable 

Create 

downloadable 

FMGR,A FMGR,A

2

Home-office team reviews 

content to determine 

applicability. 

EQH home-office teamR EQH home-office teamR

Filter for applicable 

content

Filter for applicable 

content
Change statusChange status

Home-office team changes 

status to ‘Reject’ so it isn’t 

visible to subscribers.

EQH home-office teamR EQH home-office teamR

Compliance case 

created

Compliance case 

created

3 4

Applicable content is 

submitted to AdTrax for 

compliance review.

EQH home-office teamR EQH home-office teamR

EQH home-office createdEQH home-office created FMG createdFMG created

Assign reviewerAssign reviewer Review contentReview content

Y

N

Approve?

Returned with 

feedback

Returned with 

feedback

Approved for 

publication

Approved for 

publication

6

7

A reviewer is assigned to 

the compliance case.

The submitted content is 

reviewed.

The content is either 

approved or returned to the 

submitter with feedback.

5

Ad ComplianceR Ad ComplianceRAd ComplianceR Ad ComplianceRAd ComplianceR Ad ComplianceR

Edit and resubmitEdit and resubmit

7a

The submitter reviews the 

feedback, makes necessary 

revisions, and resubmits.

EQH home-office teamR EQH home-office teamR

Add new fileAdd new file

8

EQH home-office adds a 

new file containing the 

approved content to FMG 

publisher agency.

Combine with 

autofill template

Combine with 

autofill template

9

The content is combined 

with the autofill template 

which will auto-populate 

the downloadable with the 

advisor’s information,  

including disclosures.

Preview 

downloadable

Preview 

downloadable
Change statusChange status

Visible to 

subscribers

Visible to 

subscribers

10 11 12

EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR EQH home-office teamR I SubscribersI Subscribers

The piece previewed in 

'Draft' state to ensure the 

autofill content is present 

and in the correct location 

along with the GE#.

Confirming everything is 

correct, the status is 

changed from ‘Draft’ to 

‘Publish’. 

Once published, the 

downloadable is 

immediately visible to all 

subscribers.

Content creation originates in 

either of two channels:

1) Equitable-created, or...

2) FMG-created

While FMG-created content 

will require a few additional 

steps prior to intake, both 

scenarios culminate in the 

submission of the content to 

AdTrax for Compliance review.

Once submitted in AdTrax, 

AdC will follow their standard 

processes for reviewing and 

approving of content. 

Approved content is then 

combined with a .pdf template 

capable of automatically 

populating the file with 

information from the advisor’s 

approved profile in FMG, such 

as name, address, telephone# 

email address, logo, etc. 

Approved disclosures are also 

‘auto-filled’ into the document. 
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APPROVED

NotesNotes

Step #8: A drawback of using this approach; if FMG ever 

updates the content, the ‘Equitable-branded’ version will 

not auto-update since the original FMG-created piece was 

rejected under FMG created Step #2.

Step #8: A drawback of using this approach; if FMG ever 

updates the content, the ‘Equitable-branded’ version will 

not auto-update since the original FMG-created piece was 

rejected under FMG created Step #2.

Step #12: Downloadables are 'off-platform' pieces and 

therefore cannot be 'locked' to prevent unauthorized 

changes. It is the responsibility of the end user to adhere 

to policy/process re: compliance review & approval prior 

to use. 

Step #12: Downloadables are 'off-platform' pieces and 

therefore cannot be 'locked' to prevent unauthorized 

changes. It is the responsibility of the end user to adhere 

to policy/process re: compliance review & approval prior 

to use. 



Compliance Workflow | Other Assets (1 of 3)

Monthly Marketing Insights

The Monthly Marketing 

Insights (MMI) campaign is 

a monthly newsletter 

covering the previous 

month's market events and 

trends. 

To activate, the subscriber 

must toggle on the ‘Send a 

Monthly Commentary + 

Video’ under the Automated 

Marketing section of the 

Marketing Tools suite.  

Deployed as an email with 

video.

Holiday Greetings 

Page 12

FMGR,A FMGR,A

1

FMG creates Monthly 

Marketing Insights and 

adds it to the content 

library. 

AdC receives notification of 

new piece for review and 

logs into FMG.

Create Monthly 

Marketing Insights

Create Monthly 

Marketing Insights
AdC NotificationAdC Notification

I Ad ComplianceI Ad Compliance

3 4 5 62

In the Compliance View, 

under 'Libraries', reviewer 

clicks on Monthly 

Marketing Insights.

In the Monthly Marketing 

Insights library, the review 

locates the piece to be 

reviewed.

Reviewer clicks on the 

hyperlink in the 'Title' 

column in order to view 

the content in a preview 

pane. 

Approved content is set to 

deploy as a marketing 

automation.

If approved, the reviewer 

checks the box in the 

'Approved' column.

If piece is not approved, 

reviewer leaves the box 

unchecked.

Monthly Marketing 

Insights Library

Monthly Marketing 

Insights Library

Ad ComplianceR Ad ComplianceR

Locate piece to 

review

Locate piece to 

review

Ad ComplianceR Ad ComplianceR

Review contentReview content

Ad ComplianceR Ad ComplianceR Ad ComplianceR Ad ComplianceR I SubscribersI Subscribers

7

Send monthly 

commentary

Send monthly 

commentary

Holiday Campaigns are 

designed to send subscriber 

contacts a meaningful 

message, on or shortly 

before the major holidays.

To activate, the subscriber 

must toggle on the ‘Send 

Greetings on Major Holidays’ 

under the Automated 

Marketing section of the 

Marketing Tools suite.  

Deployed as an email with 

link to content hosted on 

subscriber’s website.
FMGR,A FMGR,A

1

FMG creates holiday 

content and adds it to the 

content library. 

AdC receives notification of 

new piece for review and 

logs into FMG.

AdC NotificationAdC Notification

I Ad ComplianceI Ad Compliance

3 4 5 62

In the Compliance View, 

under 'Libraries', reviewer 

clicks on Holiday.

In the Holiday library, the 

review locates the piece to 

be reviewed.

Reviewer clicks on the 

hyperlink in the 'Title' 

column in order to view 

the content in a preview 

pane. 

Approved content is set to 

deploy as a marketing 

automation.

If approved, the reviewer 

checks the box in the 

'Approved' column.

If piece is not approved, 

reviewer leaves the box 

unchecked.

Holiday LibraryHoliday Library

Ad ComplianceR Ad ComplianceR

Locate piece to 

review

Locate piece to 

review

Ad ComplianceR Ad ComplianceR

Review contentReview content

Ad ComplianceR Ad ComplianceR Ad ComplianceR Ad ComplianceR I SubscribersI Subscribers

7

Send holiday 

greeting

Send holiday 

greeting

Create holiday 

greetings content

Create holiday 

greetings content

Happy Birthday (email)

The Happy Birthday 

campaign provides 

personalized birthday 

messages to the 

subscriber’s contacts.

To activate, the subscriber 

must toggle on the ‘Send 

Your Contacts a Birthday 

Email’ under the Automated 

Marketing section of the 

Marketing Tools suite.  

Deployed as an email.

FMGR,A FMGR,A

1

FMG creates content for 

Happy Birthday emails and 

adds it to the content 

library. 

AdC receives notification of 

new piece for review and 

logs into FMG.

AdC NotificationAdC Notification

I Ad ComplianceI Ad Compliance

3 4 5 62

In the Compliance View, 

under 'Libraries', reviewer 

clicks on Birthday.

In the Birthday library, the 

review locates the piece 

entitles ‘Birthday Content’.

Reviewer clicks on the 

hyperlink in the 'Title' 

column which will open a 

.pdf file containing the 

content in templated form. 

Approved content is set to 

deploy as a marketing 

automation.

If approved, the reviewer 

checks the box in the 

'Approved' column.

If piece is not approved, 

reviewer leaves the box 

unchecked.

Birthday LibraryBirthday Library

Ad ComplianceR Ad ComplianceR

Locate piece to 

review

Locate piece to 

review

Ad ComplianceR Ad ComplianceR

Review contentReview content

Ad ComplianceR Ad ComplianceR Ad ComplianceR Ad ComplianceR I SubscribersI Subscribers

7

Send birthday emailSend birthday email
Create Happy 

Birthday content

Create Happy 

Birthday content

Change statusChange status

Change statusChange status

Change statusChange status

APPROVED



Compliance Workflow | Other Assets (2 of 3)

Retirement Insights

This campaign features 

topics like timely news, 

Social Security, and 

investment strategies for 

those nearing retirement or 

recently retired. 

To activate, the subscriber 

must toggle on the ‘Send 

Bimonthly Retirement 

Newsletter’ under the 

Automated Marketing 

section of the Marketing 

Tools suite.  

Deployed as an email in an 

newsletter format.

Ebooks & Quizzes

Page 13

FMGR,A FMGR,A

1

FMG creates the 

Retirement Insights email 

and adds it to the content 

library. 

AdC receives notification of 

new piece for review and 

logs into FMG.

AdC NotificationAdC Notification

I Ad ComplianceI Ad Compliance

3 4 5 62

In the Compliance View, 

under 'Libraries', reviewer 

clicks on Retirement 

Insights.

In the Retirement Insights 

library, the review locates 

the piece to be reviewed.

Reviewer clicks on the 

hyperlink in the 'Title' 

column in order to view 

the content in a preview 

pane. 

Approved content is set to 

deploy as a marketing 

automation.

If approved, the reviewer 

checks the box in the 

'Approved' column.

If piece is not approved, 

reviewer leaves the box 

unchecked.

Retirement Insights 

Library

Retirement Insights 

Library

Ad ComplianceR Ad ComplianceR

Locate piece to 

review

Locate piece to 

review

Ad ComplianceR Ad ComplianceR

Review contentReview content

Ad ComplianceR Ad ComplianceR Ad ComplianceR Ad ComplianceR I SubscribersI Subscribers

7

Send Retirement 

Insights

Send Retirement 

Insights

Ebooks and quizzes can be 

enabled on the subscriber’s 

website to increase lead 

generation.

To activate, the subscriber 

must navigate to Website > 

Pop-ups and enable the 

pop-up on a specific page 

or pages on their website.  

Deployed as ‘pop-up' 

content hosted on 

subscriber’s website.

FMGR,A FMGR,A

1

FMG creates pop-up 

content and adds it into 

the content library. 

AdC receives notification of 

new piece for review and 

logs into FMG.

AdC NotificationAdC Notification

I Ad ComplianceI Ad Compliance

3 4 5 62

In the Compliance View, 

under 'Libraries', reviewer 

clicks on Ebooks And 

Quizzes.

In the Ebooks And Quizzes 

library, the review locates 

the piece to be reviewed.

Reviewer clicks on the 

hyperlink in the 'Title' 

column in order to view 

the content in a preview 

pane. 

Approved content is now 

visible to all subscribers 

and available to deploy.

If approved, the reviewer 

checks the box in the 

'Approved' column.

If piece is not approved, 

reviewer leaves the box 

unchecked.

Ebooks And Quizzes 

Library

Ebooks And Quizzes 

Library

Ad ComplianceR Ad ComplianceR

Locate piece to 

review

Locate piece to 

review

Ad ComplianceR Ad ComplianceR

Review contentReview content

Ad ComplianceR Ad ComplianceR Ad ComplianceR Ad ComplianceR I SubscribersI Subscribers

7

Referral Program

The Referral Program 

contains an email sequence  

sent to the subscriber’s 

contacts with a CTA to 

capture contact information 

for prospective clients.

To activate, the subscriber 

must toggle on the ‘Ask 

Clients for Referrals’ under 

the Automated Marketing 

section of the Marketing 

Tools suite.  

Deployed as an email with a 

link to a web form hosted 

on the subscriber’s website.

FMGR,A FMGR,A

1

FMG creates content for 

the Referral Program and 

adds it into the content 

library. 

• Email templates

• Web form 

AdC receives notification of 

new piece for review and 

logs into FMG.

AdC NotificationAdC Notification

I Ad ComplianceI Ad Compliance

3 4 5 62

In the Compliance View, 

under 'Libraries', reviewer 

clicks on Referral Program.

In the Referral Program 

library, the review locates 

the relevant pieces:

• Email templates 

• Web form

Reviewer clicks on the 

hyperlink in the 'Title' 

column which will open a 

.pdf file containing the 

content.

• Approved web form 

added automatically to 

subscriber’s website.

• Approved emails will to 

deploy as a marketing 

automation.

If approved, the reviewer 

checks the box in the 

'Approved' column.

If piece is not approved, 

reviewer leaves the box 

unchecked.

Referral Program 

Library

Referral Program 

Library

Ad ComplianceR Ad ComplianceR

Locate piece to 

review

Locate piece to 

review

Ad ComplianceR Ad ComplianceR

Review contentReview content

Ad ComplianceR Ad ComplianceR Ad ComplianceR Ad ComplianceR I SubscribersI Subscribers

7

Send Referral 

Program emails

Send Referral 

Program emails

Create Retirement 

Insights

Create Retirement 

Insights

Ebooks may also be located 

under ‘Downloadables’

Create pop-up 

content

Create pop-up 

content

Visible to 

subscribers

Visible to 

subscribers

Create Referral 

Program content

Create Referral 

Program content

Change statusChange status

Change statusChange status

Change statusChange status

APPROVED



Custom greeting 

card is mailed

Custom greeting 

card is mailed
Change statusChange statusReview contentReview content

Ad ComplianceR Ad ComplianceR

Review & approve 

birthday card

Review & approve 

birthday card

Compliance Workflow | Other Assets (3 of 3)

Birthday Card Automation

Birthday cards are the only 

printed greeting card that 

can be automated. The card 

cannot be edited by the 

user. Once approved for 

use, it will not need to be 

approved with each 

subsequent use.  

The subscriber navigates to 

Marketing Tools > 

Automated Marketing, 

locates the Happy Birthday 

Greeting Card Campaign, 

enables the campaign 

(toggle on) and configures 

the audience. 

Page 14

AdvisorR,A AdvisorR,A

1

AdC reviews the birthday 

card within the FMG 

Compliance View. 

NOTE: The birthday card 

has been approved for use.

The advisor logs in to his 

FMG dashboard and, under 

Marketing Tools, clicks on 

Automated Marketing.

3 4 52

He locates the Happy 

Birthday Greeting Card 

Campaign and toggles the 

campaign on.

The advisor then configures 

the automation by deciding 

which of his contacts he 

wants the card sent to.

By default, the card will be 

sent to all contacts with a 

DOB listed. 

The card is printed and sent 

via U.S. mail.

Greeting CardsGreeting Cards

AdvisorR AdvisorR AdvisorR AdvisorR FMGR FMGR

C Ad ComplianceC Ad Compliance

Consult with AdCConsult with AdC

Greeting Cards

In lieu of sending an email 

greeting, subscribers can 

send a printed greeting 

card. 

To use, the subscriber 

navigates to Content Library 

> Greeting Cards, selects 

the card they wanted to 

send, chooses their 

audience, add a custom 

message (requires 

compliance review), and 

choose a delivery date.  

Deployed as a printed card 

via traditional mail.

Subscriber 

dashboard

Subscriber 

dashboard

Birthday Card 

Campaign

Birthday Card 

Campaign

Configure 

automation

Configure 

automation

Birthday card is 

mailed

Birthday card is 

mailed

Ad ComplianceR Ad ComplianceR

Review & approve 

sampling

Review & approve 

sampling

AdvisorR,A AdvisorR,A

1

AdC receives a random 

sample of greeting cards 

for review and approval.

Once approved, all 

available greeting cards 

will be visible to 

subscribers.

The advisor logs in to his 

FMG dashboard and, under 

Marketing Tools, clicks on 

Content Library.

2

Subscriber 

dashboard

Subscriber 

dashboard
Select card typeSelect card type

Once in the Content 

Library, he clicks on 

Greeting Cards.

The advisor then picks the 

type of card he wants to 

send from the drop-down 

menu.

Customize cardCustomize card

He selects a card and...

1. Chooses the audience

2. Creates a custom 

message

3. Schedules the delivery 

date

AdvisorR AdvisorR AdvisorR AdvisorR AdvisorR AdvisorR

BCMs will monitor greeting 

card queue in the 

Compliance view of FMG 

for any customizations.

I BCMI BCM

8a 9 107

In the Compliance View, 

under 'Libraries', the BCM 

clicks on Greeting Cards. 

They locate the card(s) and 

review the content.  

If BCM is not comfortable 

with what's presented, 

protocol will be to email or 

chat w AdC referencing the 

case # and asking for a 2nd 

opinion. 

If approved, the reviewer 

clicks the 'Approve' button.

If not approved, reviewer 

clicks ‘Deny’ and adds any 

comments to the case 

notes.

The card is printed and 

sent via U.S. mail.

BCMR BCMR BCMR BCMR FMGR FMGR

Compliance reviewCompliance review

After reviewing the card 

order, the advisor 

determines everything is 

correct; he clicks ‘Confirm’.

This action triggers a 

compliance review.

3 4 5 6

Monitor queueMonitor queue

8b

Step #5: Regardless of the delivery date chosen, the card 

will not be printed for mailing until it has been approved.

Step #5: Regardless of the delivery date chosen, the card 

will not be printed for mailing until it has been approved.

Notes

Step #8b: There is no way (systemically) for the BCM to 

route the compliance case to AdC to review. 

Step #8b: There is no way (systemically) for the BCM to 

route the compliance case to AdC to review. 

APPROVED



Compliance case 

created in FMG

Compliance case 

created in FMG

Publish landing 

page

Publish landing 

page
Review for approvalReview for approval

Compliance Workflow | Events (1 of 2)

Page 15

AdvisorR,A AdvisorR,A

1

Advisor creates the event 

in FMG. He publishes a 

landing page containing 

event details and online 

registration. 

Publishing the landing 

page triggers a compliance 

review in the FMG 

Compliance Program 

under ‘Website Changes’.

I BCMI BCM

3

4

5 62

AdvisorR AdvisorR BCMR BCMR AdvisorR AdvisorR

7

Advisor & BCM 

confer

Advisor & BCM 

confer
Create EventCreate Event

Compliance case 

created in FMG

Compliance case 

created in FMG

The BCM and advisor 

confer to determine which 

reporting method is most 

appropriate.

8

9

Pinpoint G&EPinpoint G&E

Normal T&E 

Reporting

Normal T&E 

Reporting

Year-end Client Appreciation

AdvisorR AdvisorR

C BCMC BCM

If the estimated cost per 

person is ≥ $100, the event 

is submitted in Pinpoint 

G&E.

The BCM reviews the 

landing page submission in 

Step #2 and the Pinpoint 

submission from Step #4 

for approval.

Once approved in FMG, 

the landing page is 

published to the web.

I AdvisorI Advisor

Create email 

sequence 

Create email 

sequence 

Ad ComplianceR Ad ComplianceR

To promote the event, the 

advisor creates an email 

sequence, selects the 

recipients and schedules 

the delivery dates.

A compliance review is 

triggered in the FMG 

Compliance Program 

under ‘Email Sequence’.

I Ad ComplianceI Ad Compliance

Review email 

sequence

Review email 

sequence

AdC reviews the email 

sequence in the FMG 

Compliance Program 

under ‘Email Sequence’.

≤ $100

≥ $100

Send email 

sequence

Send email 

sequence

I Invited guestsI Invited guests

Once approved, the emails 

are sent based on the 

delivery schedule the 

advisor chose in Step #7.

10

Step #5: Details can be added by the BCM to the case if 

needed.

Step #5: Details can be added by the BCM to the case if 

needed.

Notes

APPROVED



Review seminar-

related material(s)

Review seminar-

related material(s)

AdvisorR AdvisorR AdvisorR,A AdvisorR,A I BCMI BCM

Compliance case 

created in FMG

Compliance case 

created in FMG

AdvisorR AdvisorR

Review for approvalReview for approval

Compliance Workflow | Events (2 of 2)

Page 16

AdvisorR,A AdvisorR,A

1

Advisor creates the 

materials he intends to use 

for the seminar. 

He submits the material(s) 

for Compliance review in 

AdTrax.

I Ad ComplianceI Ad Compliance

3 4 5 62

BCMR BCMR

7

Compliance case 

created in AdTrax

Compliance case 

created in AdTrax

AdC reviews the material(s) 

in AdTrax where they can 

approve or return to 

submitter with comments.

8

11

Other Events (Seminars, Webinars, etc.)

Ad ComplianceR Ad ComplianceR

Once material(s) are 

approved, the advisor 

creates the event in FMG 

and publishes a landing 

page. 

See Notes below

Publishing the landing 

page triggers a compliance 

review in the FMG 

Compliance Program 

under ‘Website Changes’.

The submission should 

include either a copy of the 

FMG event or comment in 

the G&E submission that a 

FMG event has been created 

and submitted.

Ad ComplianceR Ad ComplianceR

The BCM reviews the 

landing page submission in 

Step #5 and the Pinpoint 

submission from Step #6 

for approval.

Review email 

sequence

Review email 

sequence

AdC reviews the email 

sequence in the FMG 

Compliance Program 

under ‘Email Sequence’.

Send email 

sequence

Send email 

sequence

I Invited guestsI Invited guests

Once approved, the emails 

are sent based on the 

delivery schedule the 

advisor chose in Step #10.

12

Step #4: Be sure to include your AdTrax reference number 

in the ‘Events Details’ field within your event. 

Step #4: Be sure to include your AdTrax reference number 

in the ‘Events Details’ field within your event. 

Notes

Compliance case 

created in FMG

Compliance case 

created in FMG

Publish landing 

page

Publish landing 

page

AdvisorR AdvisorR

9 10

I AdvisorI Advisor

Create email 

sequence 

Create email 

sequence 

To promote the event, the 

advisor creates an email 

sequence, selects the 

recipients and schedules 

the delivery dates.

A compliance review is 

triggered in the FMG 

Compliance Program 

under ‘Email Sequence’.

I Ad ComplianceI Ad Compliance

Pinpoint G&EPinpoint G&ECreate EventCreate Event
Create seminar-

related materials

Create seminar-

related materials

Steps 1 – 3 Take Place Outside of FMG

Step #7: Details can be added by the BCM to the case if 

needed.

Step #7: Details can be added by the BCM to the case if 

needed.

APPROVED

ImportantImportant

In addition to materials like a 

PowerPoint presentation,  

the invitation must also be 

included in the AdTrax 

submission (step #2). This 

can be created in FMG (step 

#4), saved as a draft and a 

screenshot can be included 

as part of the AdTrax 

submission. 

If using pre-approved 

materials, steps 1 - 3 can be 

skipped. 

When creating the event, 

keep in mind the Compliance 

approval number and 

disclosures must be 

included in your FMG event.

Step #9: If your event was created using a platform other 

than FMG (example: zoom), include your AdTrax reference 

number when submitting your custom email or email 

sequence for compliance review in FMG.

Step #9: If your event was created using a platform other 

than FMG (example: zoom), include your AdTrax reference 

number when submitting your custom email or email 

sequence for compliance review in FMG.

Once approved in FMG, 

the landing page is 

published to the web.
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