Finally, a CRM system, made especially for Virtual Assistants.
An excel based solution, which is macro free, so can be viewed on tablets and
smartphones. Providing the following advantages for virtual assistants and others who
need to keep track of the work which they do for various clients.

Monitor tasks, whether yours or your client's
Log your time spent on each project for each client
Assign time worked, to a project and invoice accordingly
Generate a PDF Invoice
Highlight your process and track the steps
Monitor which documents have been sent
Add your own logo
Customise for the UK or the US
See an overview of the client in one place
Monitor all clients at once on a Master Dashboard
And so much more…
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Use the setup sheet, and the client details sheet, to customise your job card and capture the
client details. These details will be used throughout the spreadsheet.

Keep track of your usual procedure when dealing with clients. This will help you to keep on top
of the sometimes monotonous aspects of your work, which are easily forgettable. There is also a
similar list to help you keep on top of your to-do-list, bespoke for each client. All allowing you to
determine how long you want each task to be 'active' for, giving you full control.

As you work, capture the hours worked, and assign them to a project. You also have an expense
list, which can be assined to a project. The projects can also be managed, which means that you
can marry the time spent, with the projects created. This will enable you to make sure that you
invoice for all the time spent, and also that you invoice for all of the projects. The time log, jobs
to be invoiced, and invoice list are all balanced against each other, to ensure that you are in
control.

Once you close an invoice off, and it is ready to send, and projects assigned to that invoice will
show as invoice items. This means that you can track what time has been invoiced for, and what
time is still unassigned. Upon selecting the required invoice number from the drop down list, the
invoice template is populated and ready to send to the client as a PDF. All that is left to do is to
monitor for the client's payment.
Our logo is shown in the picture, but you can add your own logo there.

One of the best features of this spreadsheet, an overview of the client in one place. The product
has 11 sheets, which is great for allowing you flexibility and excellent to go into detail so that you
can monitor your clients efficiently, but not always ideal when you need to see an overview. This
overview sheet, shows a 'birds-eye-view' of the client, so that you can see any alarms or
warnings at a glance. The sheet also provides time and financial charts, in order for you to track
some vital information as you proceed.

When you purchase this spreadsheet, you get a bonus sheet too (pictured above), where you can
paste a link to vital data from each client job card, all onto one list in one place. These links
update as you update each job card, giving you an overall view of all of your clients, in one
sortable list. The colours change as the details change, so you can easily see which clients need
attention.
As these are spreadsheets, and not programmed software, you can decide how you use them.
Each spreadsheet can be saved into the file of your choice, and renamed as desired. You can set
up your own system, to your own requirements, and then use the spreadsheets within that
system. The master dashboard will allow you to add a link once you have set up the other
spreadsheet, thus allowing you full control.

So there you have it, an overview of this unique product. We can't show you everything in this
brochure, so please use the link below to the demo video, should you wish to see exactly how
this product works.
All the other links you may need for more information, or to purchase this product, are below.

In order to purchase this
product, download a free
trial, or watch the demo
video, please click the
image to the left.

This product is sold from the UK, and will be invoiced as GBP. The
fee is a once off fee, and there is no monthly charge. There will be
an entirely optional annual charge, should you want to receive
future upgrades.
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