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Easy Navigation, Quick Carrier Connections
& Best in the Business Outlook Integration

Communicate goals, tasks and time lines to
your entire team. Everyone has access to
the same document making it easy for all to

see each stage of the process as it is ac- Coordinate Your Efforts
complished. With Notes/To Do Lists/Messages

The To Do Lists feature allows you to
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create a default template as part of a Note

to standardize a list of workflow procedures.
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ey in History within the To Do Lists Note for
reference.

2 Agency Desktop - SureshKumar Pasupathy [132]
File Edit View Accounting Marketing Tools Action Utiities Communication My Desktop Help
D-&- M- FHEE cxaands,nc2 -8 BRES O

e Mr R 3/ general agency messages to other users
12 hursday 315

s | g =emll that are not attached to a particular Client
0:00a-10:30a Get with new 7y 5 .

BREaERy P ; e or Policy. Messages can be deleted. In

€2+410:30a-11:00a test meeting 1 Message for

ek te thedkfr ron aiola contrast, Notes are attached to a Client,
Reschedule for visit

(ke aeghenngint Policy, Individual, Contact or Claim, and
Policy Note - Check or the new imp| .
Chotog ok fele__ they cannot be deleted for E&O protection.
List of document for house

List for documents

Poley TaDo st - newtodo st Within a Note, you can assign it to

Creating Client ToDo List

The Messages function allows you to send
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someone else, set a priority level, set

Mdndqe Workflow reminders, email the note through your
existing email application, etc. Notes are time
Contdct S]S TOddLJl and date stamped, and the history continues
to track within each Note.
]_800‘747‘9275 All can be sent to Microsoft Outlook®
and added as appointments - giving you
Sd'@S@SiSWd re.com a, unified, comprehensive, and portable
calendar.
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