Excel Client Tracker with Dashboard
Instructions



Intfroductions To All Tabs

Enter all call Enter all tasks

Enter all client racorc . here
details here & , ,
Track their View all your tasks in a

status here Calendar View (View only)

v \ 4 y

ClientList  SETUP  CallLog  EmailLog  TaskList  Task Calendar View  Project List Meeting List  Invoice Log

Edit all drop-down Enter all email Enter all meeting records Enter all invoice

values here such as records here here as well as future records here
the ‘Status’' and scheduled meetings &
‘Priority’ column track their status

here



Step 1.

'SETUP' tab

SETUP Tab
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Client Types

Enterprise
Small Business
Law Firm
Startup

Healthcare

O n t h e = F G H J K L M N
Client Source Client Priority Client Status Task / Meeting Priority Task Status
Phone Qutreach High Won High Completed
Website Medium Lost Medium Cancelled
Email Campaign Low Status 1 Low Not Started
Advertisement Status 2 In Progress
Networking Status 3 Deferred
Social Media Status 4 On Hold
Referral

LinkedIn

Word of Mouth

| Step 2 custom labels here. They are connected to the

Client List

SETUP  Calllog  Emaillog T dfOp-dOWﬂ ||St Iﬂ the ‘C|Ieﬂt LISt, tab




Step 3: Click on the
‘Client List' tab

Client List Tab

Note: Do not edit this
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F G H J K | Th
section. ey are
Priority Source u Phons Outresch Status
Active Clients " Viebste won | o OVERALL PRO T 700
1 Email Campaign ggg
1 Advertisement Lost | O 0, E:;E:
] Netwerking Status 1 e g0
Today's Date 0 u Sodal Media E:EE:
7/12/2024 Fefr status2 19 O/t closed L=
High  Medium  Low u Linkedin Status3 |0 We
u Word of Mouth Status4 |0
v
ClientName  |Phonk _ |Email | Address | Client Type _|StatDate [ |EndDate [ |Priority | Source _ | Status {L:l:‘:o‘j‘;r;'}me ﬁm;’;ﬁnﬁs {L:“‘LE[“_:';" Dale O"‘{':';';im
ABC Corporation 0123456764  abc@gmail.com 104, Castle House Enterprise 711/2024  7/31/2024 High Phone Outreach Status 1 0 0
Waon
\ Lost
Status 1
Status 2
Status 3
Status 4
> ClientList ~ SETUP  Calllog  Email Log  Tasklist ~ Tdsk Calendar View  Project List ~ Meeting List  Invoice Log 4 >

Step 4: Enter your client’s
details here

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




Dashboard Tah

As you fill in your ‘Client List’
tab, the data in the |

File Home Insert Page layout Formulas Data Review View Automate Developer Help . .
AutoSave @ Save ") Undo ~ (3 Eg Data Validation (I£| Name Manager ¥ d aSh boa rd WI | | a Uto atl Ca | |y
02 r oo update

A B
1
NV Client Dashboard
ol
Client Status Total Value/In Each Invoice Status
2, Client List "
on T
2 Tc_rtal Active ,500.00 23,800.00
Lost | o Clients
Rs Call Log
Status 1 1 7,000.00
& Email ch Status 2 4
Status 3 2 Unpaid Partially Paid Paid
@ Task List Status 4 1 Tot§l Ongoing
Projects
Tasks Due In The Next 5 Days
Calendar
Client Sources u Bhome Outresch Clients By Priority
B3 Project List . B Website
Email Campaign 4 4
m Meeting List . Advertisement
Networking 4 3
u Social Media 2 2
[® Invoice Log Referral L
u Linkedin 9/1/2024 91212024  9/3/2024 91412024  9/5/2024
High Medium Low
2
< 2 Dashboard  Client List ~ SETUP  Calllog = Emaillog  Tasklist  Task Calendar View  ProjectLlist ~ Meeting List ~ Invoice Log *= + i < GO
Ready [@ T Accessibility: Investigate ] ]
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Step o: Click on the ‘Call
Log' tab

Email Log Tab

AB £ —— H ! 1 ! 7 K L M o P Q R s v w a
Call Answered vs Call Unanswered In The Past 7 Days
Today's Calls Answered Today's Call Ahswered vs Call Unanswered Total Calls Answered Total Call Answered vs Call Unanswered 15
1 1 ’ 0
Today's Calls Answered Total Calls Answered
05 1
hoday's Calls Unanswered Today's Calls Unanswered Total Calls Unanswered Total Calls Unanswered
0 & & © ) & &
0 0 7712024 7182024 7/9/2024 2024 TM1/2024 TN2/2024 72024
| CallDate | (Time |[_ |Client _ |Phone (Auto-filled _ |Answered | | Call Duration . INotes - Call Answered = Call Unanswered
7/13/2024 12:00 PM ABC Corporation 0123456764 Yes 15 mins
| | FILTERED LIST (SPECIFIC CLIENT)
A
FILTER BY SPECIFIC CLIENT SORTING DISPLAY CONTENT
Descending Notes
Call Log of
Call Date Time Answered Call Duration  Notes
v
A 4
<2 ClientList ~pETUP ~ Calllog  Emaillog = Task List ~ Task Calendar View  Project List Meeting List  Invoice Log + : o + >

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

Note: Do not edit this section. They
are automatically generated.
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Step 9: Click on the
‘Email Log' tab
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Email Log Tab

Step 11: To view the email log of a

EMAILTOG

Today's Email Sent Today's Replied Emails vs Unreplied Emails

1

Total Email Unreplied

Today's Email Replied

1

Total Email Replied

Total Emails Sent

1

Total Email Replied

1

Total Replied Emails vs Unreplied Emails

Total Email Unreplied

Total Email Replied

1\
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Client

Enleil (Autofilled

Email Date = _ Time | _ - Replied

-

Email Title

- Email Content -
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[713/2024  [12:00 PM ABC Corporation abci@gmail.com Yes

Review

Review legal consultation details

<

Ready

? Client List ~ SETUP

Calculate  f@ ﬁ%nmessibility: Investiga

illl log Emaillog  TaskList  Task Calendar View Project List Meeting List  Invoice Log

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

specific client, select the client's
name in this cell.

i
05 / 1
0 & & 5 © & B
TiT12024 71812024 7/9/2024 Ty0i2024 TN1/2024 TN2/2024 7132024
Replied Emails Unreplied Emails

FILTERED LIST (SPECIFIC CLIENT)

FILTER BY SPECIFIC CLIENT SORTING DISPLAY CONTENT
Descending Email Content
Email Log of
Email Date Time Replied Email Title Email Coj
v

+ e >
Average: 4/7/1962  Count: 7  Sum: 7/13/2024 l -——h—+ 81%

Note: Do not edit this section.




Note: Do not edit this section.
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Task List Tab

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

. ) . .
ABC D 1 J K 0 P aQ R s T client's name in this cell. A
TASK LIS| Status
Tasks Due In The Next 5 Days Priority ¥
1 Completed | 0 OVERALL PROGRESS
Tasks Due Today] Cancelled
Not Started o ILTERED LIST (SPECIFI(
) 0%
In Progress 1
Overdue Tasks a o o a 0 0 Deferred 0/1 completed FILTER BY SPECIFIC CLIENT
7/13/2024 7/14/2024 7/15/2024 T7/16/2024 T7/17/2024 High Medium  Low On Hold ABC Corporation
0
v ‘ Highlight Client . .
Task List of ABC Corporati
ONGOING TASKS | Start Date _ 1| Deadline . |Client . |Task . | Priority . | Status . |Notes - 7/13/2024
ABC Corporation 711312024 15/07/2024 ABC Corporation Develop detailed project plan High In Progress
Develop detailed project plan @ﬂ Develop detailed project plan
07/13/2024 - 07/15/2024
1
< > ClientList ~SETUP  CallLog  Email Log  TaskLlist  Task Calendar View  Project List Meeting List  Invoice Log i

Step 12: Click on the
Task List' tab

Step 13: Enter your tasks here.




Dashboard Tab

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

File Home Insert Page layout Formulas Data Review View Automate Developer Help
AutoSave @ Save '9 Undo ~ Q\ Eé Data Validation (I£| MName Manager ¥ d aSh boa rd Wi | | Sta rt to
D2 v XS populate
A | B
1
NV Client Dashboard
ol
Client Status 8 1 6 @ Total Value In Each Invoice Status
2, Client List "
on 2 Total Active Total Tasks Not 24 .500.00
Lot | o Clients Comple‘ted i . 23,800.00
Rs Call Log
Status 1 1 7,000.00
Status 2 4
B Email Log =)
Status 3 2 4 I— 1 3 E Unpaid Partially Paid Paid
(& Task List Stats | Total Invoices Total Ongoing
Unpaid Projects
Tasks Due In The Next 5 Days
Calendar
Client Sources u Bhome Outresch Clients By Priority
B3 Project List . B Website
Email Campaign 4 4
m Meeting List . w Advertisement
Metworking 4 3
u Social Media 2 2
I® Invoice Log Referal 1
u Linkedin 9/1/2024  9/2/2024  9/3/2024  O/4/2024  9/5/2024
High Medium Low
2
<2 Dashboard  (lientList SETUP  CallLog = Emaillog  TaskList = Task Calendar View  Projectlist = Meeting List  Invoice Log = + <4
Ready [@ T Accessibility: Investigate ] ]
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Meeting List Tab

14

A|B|C D H 1J N 0 P Q R = T U Vv W AA AB AC AL
MEETING LIST
Meetings Scheduled In The Next 10 Days
Meeting Scheduled Today OVERALL PROGRESS
o FILTERED LIST (SPECIFI(
0%
1 0/1 completed FILTER BY SPECIFIC CLIENT
0 it 0 it 0 0 0 0 0
7M32024 TM412024 71512024 71612024 TM72024 71812024 7192024 712002024 712112024 71222024
Highlight Client ‘ . .
‘ Meeting List of
TODAY'S MEETINGS | Time 1 |Meeting Date | _ |Client - Meeting Title | Meeting Content . Venue . | Priority . | Atended . |Notes -
|12:[][] PM 71572024 ABC Corporation Project Update Milestone Update Virtual (Zoom) High
I
< 2 Client List ~ SETUP  CalllLog  Email W Invoice Log \ ! 4 G

Step 15: Click on the
‘Meeting List' tab

Step 16: Enter your scheduled meeting
details here.
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Invoice Log Tab

AB F G H | J K L P Q
Total Value In Each Invoice Status
5.000.00
4,000.00
4 000.00
3,000.00
2 000.00
Today's Date 1.000.00 0.00 0.00
7!1 31{2024 o Unpaid Partially Paid Paid
‘ Client o Invoice Amount . lg:t]:e FELILES . Deadline . Invoice Status - Notes .
ABC Corporation $ 4.000.00 7/13/2024 711772024 Unpaid =
% Unpaid
Partially Paid
$ Paid
$
A
$
$
$
$
$
2 Client List ~ SETUP  Calllog  Email Ubg  Task List =~ Task Calendar View  Project List Meeting List ~ Invoice Log + <4

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

Step 17: Click on the
‘Invoice Log' tab




Dashboard Tab

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

File Home Insert Page layout Formulas Data Review View Automate Developer Help
AutoSave @ Save '9 Undo ~ Q\ Eé Data Validation (I£| Name Manager — + d aSh boa rd Wi | | a utomatica | |y
2 v S update
A | B
1
NV Client Dashboard
ol
Client Status 8 al Value In Each Invoice Status
2, Client List "
on 2 thal Active 24,500.00 23,800.00
Lost | 0 Clients
Rs Call Log
Status 1 1 7,000.00
Status 2 4
B Email Log =)
Status 3 2 4 I— 1 3 E Unpaid Partially Paid Paid
(& Task List Stats | Total Invoices Total Ongoing
Unpaid Projects
Tasks Due In The Next 5 Days
Calendar
Client Sources u Bhome Outresch Clients By Priority
B3 Project List . B Website
Email Campaign 4 4
m Meeting List . w Advertisement
Metworking 4 3
u Social Media 2 2
I® Invoice Log Referal 1
u Linkedin 9/1/2024  9/2/2024  9/3/2024  O/4/2024  9/5/2024
High Medium Low
2
<2 Dashboard  (lientList SETUP  CallLog = Emaillog  TaskList = Task Calendar View  Projectlist = Meeting List  Invoice Log = + <4
Ready [@ T Accessibility: Investigate ] ]
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Client List Tab

All C L M N 0] P Q R S T u \Y W X Y z AE AC AD
CLIENT LIST
Total Value In Each Status
Active Clients OVERALL PROGRESS 4,000.00
1 0%
Today's Date 1
0/1 closed 0.00 0.00 0.00 0.00 0.00
7/13/2024
Won Lost Status 1 Status 2 Status 3 Status 4
Client Name Status Number of Calls Last Called Date Number of Emails  Last Emailed Date Ongoing Projects Uncompleted Tasks Last Meeting Date Upcoming Meetings Upcoming Meeting Total Invoice Amount Latest Invoice
- - Made (Autofilled)  (Auto-filled) Sent {Auto-filled) (Auto-filled) (Auto-filled) (Auto-filled) (Auto-filled) (Auto-filled) Date (Auto-filled) (Auto-filled) Status (Auto-filled)
ABC Corporation Status 1 1 7M3/2024 1 7M3/2024 0 1 1 7152024 3 4,000.00 Unpaid
ClientList  SETUP  Call Log Email Log  Task List = Task Calendar View Project List L

Note: All data that you have entered will be summarized in the

Client List tab.




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 :)
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Calendar View

B C O F G u J K L M N 0 F Q
START DATE MONTH SHOW COMPLETED TASKS DUPLICATE TASKS FILTER BY PRIORITY FILTER BY CLIENT
7/1/2024 JuLy X X
MONDAY TUESDAY WEDMNESDAY THURSDAY FRIDAY\ SATURDAY\ SUNDAY
2 3 4 [ =
Launch Digital Marketing |Develop Detailed Project  |Implement GreenTech Develop Detailed Project \ |Revise Sales Plan Develop Employee
Campaign Plan Sustainability Program Plan Wellness Program
Conduct Legal Research Refine Architectural
— on Recent Cases Designs for Presentation
™
¥y
jgj Implement GreenTech

Sustainability Program

8 9 10 1l 12
Refine Architectural Survey Employees Explore Research Plan and Organize
Designs for Presentation Collaborations Corporate Event
& |Plan and Prepare Sales
i
Ll
=
15 16 17 18 19

Client List ~ SETUP  Calllog  EmailLog  TaskLlist  Task Calendar View  projectList ~ Meeting List

13

Develop Crop Rotation

Plan

20

Invoice Log

LaNnch
CamRai

igital Marketing

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

T t 4




Need to Add Custom Columns~?

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

https://drive.google.com/file/d/1sX2YdtUp4S2VAVXIEIXxOl141g
okHOFF/view?usp=sharing



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

Q44 vl o S
AAB C | D | E F G H I J I L M o] P | Q
1 CLIENT LIST
14 Status Source # Phone Outreach Overall Progress
Priori

15 t}/ m Website
o 3 3 Won N 1
il lost I 1 ® Email Campaign o

2 )
17 Stats 1 I 1 m Advertisement 25 A]
1 i Status 2 ; m Networking

m Social Media
Status 3 - 2
19 m Referral 2/8 closed
il Status 4 - 2
20 High Medium  Low & Linkedin
21
N D Client Name Phone Email Address Client T Date Contacte~ Deadline Priority Source Status Deal Value / Persan In Char
2| 5 @ g g ol 1] M Price Value gr
y ¥
23 Client A.D 123-456789 | ad@agmail.com § Address 1 F&:B 06/10/2022) 31/12/2022] Low Phone Qutreach % 5,500.0D James
24 Client B.B 223-456790 | bb@agmail.com | Address 2 F&B 11/10/2022)  31/12/2022] Medium Email Campaign | Status 2 $ 2,000.0p James
25 Client C.R 323-456791 | cr@agmail.com Address 3 Medical 18/10/2022) 31/12/2022 Advertisement % 7,850.0D James
25 Client D.E 423-456792 | dee@agmail.com | Address 4 Medical 19/10/2022) 28/01/2023 Advertisement % 1,500.0p John
27 5 Client E.L 523-456793  eli@agmailcom  Address 5 Tech 29/10/2022  28/01/2023 Medium Netwarking _ $ 5,500.00 John
23 6 Client F.M 623-456794 fm@@gmail.com  Address § Email Campaign _ % 4,500.00 Erin
Client List | Client Status Board | Client To Do List | To D) ]

Ready B Accessiilty: Investigate You can filter and sort by & e ——

any columns by clicking
on the Filter Icon







21 sortatoz

A

4 Comments 3 Share ~

File Home Insert Page Layout Formulas Data Review View Automate Dewe i l SortZto A

Eg Data Validation (éj Name Manager + Sort by Color >

AE102 v i v fx .

4AB C | D | E F G [ H | ? | |

1 CLIENTLIST Flter by Color Step 2:You cansortin
= Text Eilters > .

ascending order or

14_ . Ca |Search /q ® Phone Outy .
" Pri 9 (setect A R descending order
16 3 . . [ High

il . Email C

Step 1: Click on the filter ¥ Low el cem
17 . [ Medium m Advertisement —Z 7% T
. [COnN. ~[¥ (Blanks) = Networking
B = Social Media
19 m Referral 2/8 closed
— Status 4
20 High Medium  Low = Linkedin
21 Cancel
ID - (Client N Ph Email Add Client T D¢ S0 Stat Deal Value [ |porcon In Ch )

22_ g E lent Name one B mal B ress IZI lent lype ale \_.UIILCILL wedunie IZIrllunl urce E atus B E Price Value |z| erson In argB
23 1 Client A.D 123-456789 ad@amailcom  Address 1 F&B 06/10/2022  31/12/2022 Low Phone Qutreach _ $ 5,500.00 James
24 2 Client B.B 223-456790 bbf@amail.com  Address 2 F&B 11/10/2022 31/12/2022 Medium Email Campaign  Status 2 $ 2,000.00 James
o5 3 Client C.R 323-456791  cri@gmail.com Address 3 Medical 18/10/2022  31/12/2022 - Advertisement Status 3 $ 7,850.00 James
26 4 Client D.E 423-456792  dee@gmail.com Address 4 Medical 19/10/2022  28/01/2023 Medium Advertisement $ 1,500.00 John
o7 5 Client E.L 523-456793  eli@gmail.com Address 5 Tech 29/10/2022  28/01/2023 Medium Networking $ 5,500.00 John
28 6 Client F.M 623-456794  fm@amail.com  Address 6 Tech 07/11/2022 = 28/01/2023 Low Email Campaign $ 4,500.00 Erin
29 7 Client G.J 723-456795 it@agmail.com  Address 7 Tech 09/11/2022 = 29/01/2023 - Email Campaign $ 3,000.00 Erin

30 8 Client H.E 823-456796  hem@agmail.com Address 8 Education 23/11/2022  30/02/2023 - Website Status 3 $ 1,000.00 Erin




Filter



Example: Filter

AW o=

£ Data Validation (g Name Manager ~ + Sort by Color >
AE102 v i v fx
4rBc b | ¢ § 6 g | T Step 2: Unselect all
Filter by Color
1| CLIENT LIST ! u "
| Text Eiters except "Status 4
14 o Status Source |Search /
. Priority [ (Select All)
16 | 3 3 ’~ [ Lost
] . H H [ Status 1
. : | Step: Click on the filter ‘ [l >0
— LI Status 3
18 | St Icon.
St - 1won
19 -] (Blanks) 2/8 closed
il Status 4 [ 2
20 High Medium  Low
21 Cancel
ID Client Name Phone Email Address Client Type Date Contacte~Deadline Priority suU - Deal Value / Person In Chargr— (!
£ uree Slagus
2| 5[] [-] [-] [-] [-] [-] <[~ lprice Value [~ | [-]
23 1 Client AD 123-456789 ad@gmail.com  Address 1 F&B 06/10/2022  31/12/2022 Low Phone QOutreach $ 5,500.00 James
24 2 Client B.B 223-456790 bb@gmail.com  Address 2 F&B 11/10/2022  31/12/2022 Medium Email Campaign  Stdtus 2 $ 2,000.00 James
25 3 Client C.R 323-456791  cr@gmail.com Address 3 Medical 18/10/2022  31/12/2022 -Advertisement Stdtus 3 $ 7,850.00 James
26 4 Client D.E 423-456792  dee@gmail.com Address 4 Medical 19/10/2022  28/01/2023 Medium Advertisement $ 1,500.00 John
27 5 Client E.L 523-456793  eli@gmail.com  Address 5 Tech 29/10/2022  28/01/2023 Medium 5,500.00 John
= . o u ”
28 6 Client F.M 623-456794  fm@gmail.com Address 6 Tech 07/11/2022 28/01/2023 Low Step 3 CI ICk OK 4,500.00 Erin
29 7 Client G.J 723-456795 jit@gmail.com  Address 7 Tech 09/11/2022 29/01/2023 3,000.00 Erin
30 8 Client H.E 823-456796  hem@agmail.com Address 8 Education 23/11/2022  30/02/2023 Website Status 3 $ 1,000.00 Erin
31 .

| Client List | Client Status Board | Client To Do List | To Do Board | Labels |

®

4




Example: Filter

X Data Validation

<& Name Manager

<]

AE102 v < S
4AB C | D | E F G H | J I L M | O] P Q I
1 CLIENT LIST
14, orion Status Source = Phone Outreach Overall Progress
riari
15 ty m ‘Website
16 3 3 Won IS 1
— lost NN 1 m Email Campaign
2 - (o]
7 Status 1 [ 1 = Advertisement 25%
.E Status 2 1 m Networking
Status 3 5 m Social Media
atus 3 [ —
19 m Referral 2f8 closed
- Status 4 I 2
20 High Medium Low u Linkedin
21
n ID —Client Name Phone Email Address Client T Date Contacte~ Deadline Priority Source Status Deal Value / Person In Char B
2| 5 [ [-] -] [-] Pe [-] -] |~ Price Value o]
26 4 Client D.E 423-456792  dee(@amail.com Address 4 Medical 19/10/2022  28/01/2023 Medium Advertisement $ 1,500.00 John
27 5 Client ELL 523-456793  eli@gmail.com  Address 5 Tech 29/10/2022  28/01/2023 Medium Networking _ $ 5,500.00 John
106,
107,
108,
109
110,
111
112 It now only shows
113
1 Status 4
| Client List | Client Status Board | Client To Do List | To Do Board | labels | (@ P ﬂ F »




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