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Go to the client you are going to record the... 17 5steps (4

STEP 1

Click on Client Engager Online Limited
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STEP 2
The logs are under CRM
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Documents

D Files

STEP 3
Click on Communication

¥ (QuickBooks)

Time tracking
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I E-reminder:

Date of incorporation: 31/10/2018
Engage date: 09/06/2022
Nature of business (SIC): 58290 - Other software

Additional info
Marketing source: —
Trade: Software Developer

ClientID: —

(( previous: Terms)

Company number: 11652499 - visit Companies

Companies House authentication code: 12345,
E-reminder:

Date of incorporation: 31/10/2018
Engage date: 09/06/2022
Nature of business (SIC): 58290 - Other softwat

Additional info
Marketing source: —
Trade: Software Developer
ClientID: —
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STEP 4

The ability to log a meeting or call is on the top right.
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setings only ( log meeting or caID (D compose text)
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STEP 5

Click on log meeting or call

®

only log meeting or call (D compose texD
(@ compose e—maiD

@ Entries are ordered by date from the latest one.
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STEP 6

Set a date of the call or meeting, this can be future or past

New meeting or call

Start date:

11
31/12/2023

Locations: (choose location)

Attendees: Staff:

(choose member)

e i Principal Admin @

STEP 7
Set the start time

all
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STEP 8
Set how long the meeting or call lasted

A A (End date: MOIBITE i)

11 : 49 N 30 minutes
K

Client's contacts and individuals:

v (choose individual) v

valxl? (none specified yet)

STEP 9
Click on choose location to record where the meeting happened or how the
call happened

You can add to the location list in settings

eeting or call <
N ~ ®©Duration:
Start date:

11 0 49 > 30 minutes
31/12/2023
v

_ocations: (choose location) | +

ttendees: Staff: Client's contacts and individuals:
(choose member) v (choose individual) v
@ PrincipalAdmin@ v (none specified yet)

Subject:
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STEP 10

Click on Staff to record which staff members are in the call or meeting

New meeting or call

PN N Vb
Start date:
11 : 49 > 30 g
31/12/2023

Locations: (choose location)

Attendees: Staff: Client's contacts and inc

(choose member) 4 (choose individual)
e PrincipalAdmin@ v D (none

Subject:

Description:
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STEP 11

Click on Client's contacts and individuals to add who was attending form the
client side

49 > 30 minutes

D I CD

Client's contacts and individuals:

v (choose individual) v

o« ?) (none specified yet)
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STEP 12

In the highligthted section you can record if the person atteneded, didnt

attend or was late, if late by how long.
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STEP 13
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Click on Subject and enter subject of the neeting or call
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Start date:
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STEP 14
Click on description to add details, minutes agenda etc to the record

_ocations: (choese location)

Client's contacts and individuals:
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STEP 15
Click on link documents to save documents to the meeting record
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STEP 16
Click on link or create task to create tasks of the back of this meeting or call

Subject:
iscription: -« Q byl =52 WME=EQ [@ source = P
Fomat ~|B I U § % x*|& I, |= = = =]z = E A B~

ortalfiles: (none linked)

(@3 link existing file from PortaD (rﬂ upload file to Portal and HHD
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(@J link existing Lask) (+ create (ask)

STEP 17

Click on Save to record the meeting

Attendees: Staff: Client's contacts and individuals:

(choose member) ~ D (choose individual) ~ D
s [7 Principal Admin @ .

(none specified yet)

Subject:

Description:
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Linked Portal files:  (none linked)

(@) link existing file from PcrtaD (& upload file to Portal and lmk)

Linked tasks: (none linked)

@ link existing task + create task
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Never miss a step again. Visit Tango.us
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