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STEP 1

Click on Emails

STEP 2

Click on Inbox…
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STEP 3

here you can refresh your inbox but this should happen automatically.You
 can also click the square icon to select what info you see in this column  

STEP 4

You can choose to hide or show body summary, task count and receive date
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STEP 5

To view and reply to emails etc click on the email you want to read or action
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STEP 6

Top menu...

Here you can view standard email details, dates, subject and sender etc 

You can reply, mark as read, see if you have any tasks against this email, move the email 
to a folder in your email inbox, delete the email, and see attachments
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STEP 7

Click on attachments to see and download them

STEP 8

Click on inline-attachment-1 (65.53 KB)…
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STEP 9

Click on  move 

STEP 10

on this menu you can choose where to move the email
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STEP 11

Click on  tasks to see or create tasks 

STEP 12

Click on Existing tasks:…
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STEP 13

Click on new linked task to create 

STEP 14

The system will check if the email is linked to a client and let you select the
 client if it is
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STEP 15

Click on proceed without a client if its not linked to a client 

STEP 16

Create the task as normal and click save, the contents of the email will go in
 the notes section automatically 
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Never miss a step again. Visit Tango.us
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