
Excel Client Tracker with Dashboard
Instructions



Enter all client 
details here

Enter all call 
records here

Enter all email 
records here

Enter all tasks 
here

& 
Track their 
status here

Enter all meeting records 
here as well as future 
scheduled meetings

View all your tasks in a 
Calendar View (View only)

Enter all invoice 
records here

& 
track their status 

here

Edit all drop-down 
values here such as 

the ‘Status’ and 
‘Priority’ column

Introductions To All Tabs



SETUP Tab
Step 1: Click on the 

‘SETUP’ tab

Step 2: Edit / add custom labels here. They are connected to the 
drop-down list in the ‘Client List’ tab



Client List Tab
Step 3: Click on the 

‘Client List’ tab

Step 4: Enter your client’s 
details here

Step 5: Record & track your client’s 
status in this column

Note: Do not edit this 
section. They are 

automatically generated.



Dashboard Tab
As you fill in your ‘Client List’ 

tab, the data in the 
dashboard will automatically 

update



Email Log Tab
Step 6: Click on the ‘Call 

Log’ tab

Step 7: After you have made a call, 
Enter your call details here

Note: Do not edit this section. They 
are automatically generated.



Email Log Tab
Step 9: Click on the 

‘Email Log’ tab

Step 10: After you have sent out an 
email, Enter your email details here

Step 11: To view the email log of a 
specific client, select the client’s 

name in this cell.

Note: Do not edit this section. 



Task List Tab

Step 12: Click on the 
‘Task List’ tab Step 13: Enter your tasks here.

Step 14: To view the task list of 
a specific client, select the 

client’s name in this cell.

Note: Do not edit this section. 



Dashboard Tab

As you fill in your ‘Task List’ 
tab, the charts in the 

dashboard will start to 
populate



Meeting List Tab

Step 15: Click on the 
‘Meeting List’ tab Step 16: Enter your scheduled meeting 

details here.



Invoice Log Tab

Step 17: Click on the 
‘Invoice Log’ tab

Step 18: Enter & track all your invoice 
records here.



Dashboard Tab

As you fill in your ‘Invoice 
Log’ tab, the data in the 

dashboard will automatically 
update



Client List Tab

Note: All data that you have entered will be summarized in the 
Client List tab.



Calendar View

Step 21: Filter your calendar 
by priority or a specific client.

Step 19: Set the start date for your calendar to view specific month. 

Start your calendar on a Monday or Sunday, it’s up to you :) 



Watch the video below on How To Add Custom 
Columns In Your Client Tracker

https://drive.google.com/file/d/1sX2YdtUp4S2V4VxlEIXxOI14Ig
okH0FF/view?usp=sharing

WATCH HERE

WATCH HERE

Need to Add Custom Columns?

https://drive.google.com/file/d/1sX2YdtUp4S2V4VxlEIXxOI14IgokH0FF/view?usp=sharing
https://drive.google.com/file/d/1sX2YdtUp4S2V4VxlEIXxOI14IgokH0FF/view?usp=sharing
https://drive.google.com/file/d/1sX2YdtUp4S2V4VxlEIXxOI14IgokH0FF/view?usp=sharing


Sort & Filter



Sort & Filter

You can filter and sort by 
any columns by clicking 

on the Filter Icon



Sort



Example: Sort by Source

Step 2: You can sort in 
ascending order or 
descending order

Step 1: Click on the filter 
icon.



Filter



Example: Filter

Step 2:  Unselect all 
except “Status 4”

Step 1: Click on the filter 
icon.

Step 3:  Click “OK”



It now only shows 
Status 4

Example: Filter



You are good to go!

If you have any questions, feel free to 
message me.
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