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MY DAILY WORKPLAN	(TO DO’S)  	[image: ]			
· Complete Daily Work plan  (1)
(Old Entries appear in RED)
1) Click on the name of the Customer
2) Read Notes – Click    [image: ]
3) Complete the Task – Call Customer and/or send email
a) To send an email click   [image: ]   
b) Use an email template or Compose email 
c) Include a Subject line
d) Click the envelope to send email  
4) Update the Event
a) Notes
b) Event Status – Change for completed Sales step
c) Vehicle Information
d) Customer Info
5) Update the TO DO Status ( Completed, No Show, Confirmed etc)
[image: ]
6) Click Save and Schedule the Follow up

NOTES




SCHEDULE FOLLOW UP    	 

· Schedule Follow up  (2)
1) Each time you complete a follow you will be asked what you would like to do next.  ( A box opens)
2) [image: ] 
3) Create the Follow Up 
a) Click on the day on the Calendar you wish to set the To Do for
b) Select the time of the To Do
c) Add Comment to the Comment/Desc field of what the To Do is for
d) Click Save    [image: ]
   







MY OPEN EVENTS       [image: ]
· Manage Sold, Unsold and LOST Customers

1) Click on the My open events icon
2) Look for Customers with NO to do assigned.  Schedule follow up for these customers or move them to LOST.
a) Use the Sorting box[image: ]   to sort the customer list
3) To schedule a reminder (phone call, apt) click on the Customer name
a) Click on the TO DO box   [image: ]
Or click the plus sign in the TO DO tab
b)    Change the To Do type:      [image: ]
c) Choose when to do the follow up by clicking the DUE DATE link
d) Add a comment
e) Click Save
4) To move a Customer to LOST click on the customer name
a) Click the Lost box   [image: ]located next to event Id
b) Add resolution codes to Res code 1 & 2 boxes
c) Update the status of any open to do’s
d) Click Save
e) You can schedule follow up for lost customers by following the steps above
5) To access your sold and lost customers click the filters bar  [image: ]  
a) Choose a filter from the box on the LH side
b) Then choose a filter from the RH side
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Q) DealerSocket’

One solution, all departments.
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