
ClientConnect Frequently Asked Question (FAQ) 

How do I set a reminder for a client? 

Option 1: Using Reminders 

Set a reminder for a client by selecting the client (single click on the client) and then click on the Flag 

for Followup in the ribbon. Enter the details and click OK. 

 

This then turns the flag red for that client. You can single click on that client and then click on the 

Flag for Followup to view the flag details.   
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The best habit you can then get into is to select Common Tasks � then click on Followups Due. This 

will show a list of followups which you can then sort into Date of followup or Followup type order. 

  

You can then filter this to show just the flags you want. Click on the drop arrow and tick the 

appropriate boxes. 
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Option 2: Using Messages 

An alternative is to set a Message for the next time a client attends a booking. In this case you edit 

the client’s record and click on the Messages Tab and enter a message. This will then display next 

time you change the status of that client in a booking. 

 

When you mark the client as attended the message will display and you would normally update it 

and click on Dismiss. If you click on close the message will still be active. 
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Option 3: Setting up a new Booking Type 

Another suggestion is to create a new Booking Type to highlight this. If the Health Profile Review is a 

separate booking then create a Booking Type with this name e.g. “Health Profile Review”. If it is 

done as part of their normal booking then you could create a booking type such as “1-on-1 with HP 

Review”. 

Option 4: Using the Subject line in a booking 

One final way is to use the subject line (or Notes Tab) in the booking to highlight this. E.g. put “Do 

Health Profile Review” in the subject line for the booking.  This then appears when you mouse over 

the booking or display the Details Pane.  If you are in the habit of setting the bookings out into the 

future using the “save multiple” feature then you can just edit that one relevant booking to add the 

subject in and leave it blank in the rest. 

 

 


