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Hello CC’ers!!
I hope that Daylight Savings and the extra evening hours it gives, has boosted you all and all of your Clients into some
extra training. Some of our team here now have no more excuses to not go for a run or to the gym of an evening!!
The mail-merge in last month’s news letter should have given you all a great way to contact your clients and update
them on any important PT and Studio information.
Again, remember to send all emails to support@pulsetecsolutions.com so ALL of us in the support team get them. One
of us WILL answer you. You can also phone us directly on +61 (0)3 9872 5856.

Handy Hint Number 5
Contacts & Marketing tab.
Depending on the way you run your business, you may want to be able to follow a client’s progress through from
beginning to end, or simply make the occasional note against their name. When you have a new client arrive you may,
for example, want to give them a nutritional consultation as part of their package and then make notes for yourself so
that you can keep a track of their progress. If you can have this information to hand any time that client comes in, it
certainly makes it easier than having to rummage through a filing cabinet.
Access Method
Firstly, go into your ‘Clients & Enquiries’ screen.
From here, double click the client you wish to make notes against to open up their details file and then click on the
‘Contacts & Marketing’ tab.

If you then click on ‘New’ another screen will open up where you can enter details about the clients visit, for this
example, a nutritional consultation.

Enter as much or as little detail that you wish and click ok.

Also, the drop down list (and you will find this throughout ClientConnect) can be added to. Whatever you type in here
will be saved for future use as part of the drop down list.

This is a great and handy way to build up a clients file and keep track of where they are at. You can use the ‘Contacts &
Marketing’ tab to keep track of any type of information for a client, not just nutritional as in the example.

In my notes against the client in the example, I stated that I would like to do a follow up in two weeks. This can be
done on the same screen – on the top ribbon where it says ‘Flag for Follow Up’.

Click on ‘Flag for Follow Up’ and you can enter the follow up details in the next screen.

Now that I have a follow up recorded against a client, I need to be able to get a list of all any follow ups I may have
against clients. Firstly, ‘Save & Close’ the client that you have been working with. This will put you back into the
‘Clients and Enquiries’ screen. Click on ‘Common Tasks’.

Then ‘Follow up’s due’.

And you will get a list of all follow ups and who they are assigned to. The list can then be printed off.

FAQ Number 4
Q. How do I cancel a service or package?
A. From ‘Clients & Enquiries’ highlight the appropriate client and click on ‘Session Services’. On this screen click
‘Cancel Service’ and you have the choice of crediting the associated invoice if already paid and removing any active
bookings from the system.

