Outlook Calendar-Scheduling Appointments
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Schedule appointment

2. Write client’s name under the ‘Subject’ field. →If client is a previous client, please make sure you are using their name according to our database and make note if client uses a different name → If the person coming to the appointment is the spouse of one of our clients, please note the name of the person coming to the appointment and state the applicant’s name as it shows in our database. 
3. Enter notes about the client same as in the notes section in Salesforce.
4. Add the clients preferred number to call. 
5. Conduct appointment reminder and enter notes. 
