Date — the date field defaults to to Today
(all tasks due today or overdue). Other
filters are available to review other date
ranges e.g. Tomorrow, the next 7/14
days, next month or All

Working with
the Diary/Tasks

M TheKey
- Start Page
= New Client
. LCreate
£ Client

Administration - Tasks

sesame

the keyT

- Contact Fitter by

- FactFind lssigned To [

Eo Blackbum ]
- Personal Details Date Today 2

- Products /

.- Documents Firm name Premier Mortgage Advice Ltd +

Click on any of the column
headings to sort the data into
ascending or descending
order

- Notes

- Admin
—fdmio
.. DiaryiTasks
ipakia

- Reviews

- Complaints

- Contacts

Diary tasks search results : 52 task(s) found. Click here to customise results

»

= Commissions

- Receipts
--Reconciled

- Amounts due
- Marketing

Open Product — this button
opens the product in order to
view full details.

= Reports
- NewBusiness Tasks are colour coded
- Commissions depending on the Priority of

- Queries
[i— the task that has been set

= Setup

- General

- Users

- Letters

- Workflow
- Integration
- Netwark

Open Task — this button opens
the task to be updated avoiding
~| the need to navigate through the
Client or Product area

Pitlst | [ Delete Task Open Clert OpenProdct | | OpenTask

Print List — opens the Delete Task — Allows task Open Client — this button will
Diary/Task list in Excel to enable to be deleted (subject to open the Fact Find for the client
further analysis of data to be users permissions)
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