simplifi




NOTES

SIMPLIFI CONTACT USER GUIDE

QUICK ADD NOTE
ene Sattigs
simplifi "
E p M:It:‘::':c\-ﬂnpn:ﬂ » o 0
B
2 &
L @
L
0 Tow. Jan 88 2501
® P %
L g e 2
& Mo Jam 1, 831 &
@ i Tow, jon 1. 2001
B e
. Bipa as 2 2S00
9 m;lm-;vew;
Tom, jan 20, 2801
.@ el IBgRSA 500
===
Tism, B B2, GV
B T
|~ el '
Sattingn
ADD NOTE ra
Genral w o 7

Aty LA
iy b WRADE usa o6

[ Srtm 1o

pedy saremd

G

m I&ﬂl:w!l ]
@wm.

el o s it e et

 pon s |
@ o e

m 'Wl"'".' .- .-.

simplifi

LN

Mo, 14, 20

Bt i 19, 1

e, i I¥, THEY

b, 3, 01

Teor. faen b, OFY

Tom, Fob 83 2507

Need help? Email support@simplifi.io

.@f-braw@ 9_

PG 2



NOTES SIMPLIFI CONTACT USER GUIDE
1. Click on the Notes icon.
2. Give your note a title.
3. Assign your note to a designated Notebook.

4. Use this space to compose the body of your note.
Clicking SAVE creates the note. If a new Notebook name is specified, the note created can be found in the newly created notebook.

EDITOR
Real-Time Collaboration
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Other users can edit your notes at the same time as you and their work is displayed in real-time. Fonts/Styles/Images/etc
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Simplift Contact Notes can be edited via the Notes widget on the bottom of the left column.
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NOTES SIMPLIFI CONTACT USER GUIDE

| L3 y
| Title: Test Note
.
. | Tags: Add New | Notebook:
Created: 02/10/2021 12:04 PM Updated: 02/10/2021 12:04 PM
| Content:
.

Editing features include (Left to Right):
- Font
Paragraph Format
Font size
Bold
Italic
Underline
Text Color
Background Color
Strike-through
Text Align
Increase/Decrease Indent
Insert/Remove Numbered List
Insert/Remove Bulleted List
Block Quotation
Code Block
Add Link
Addimage
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NOTES SIMPLIFI CONTACT USER GUIDE

SHARING AND PERMISSIONS
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bl Title:  TestNote
Options~
Tags: Notebook:
2/10/2021 12:04 PM .. e 8—
TEST NOTE Test Notebook
m bt it Created: 02/10/202112:04 PM Updated: 02/10/2021 12:04 PM 0|
Note:
Q) Content: g
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Linked To: UNKTO & Attachments: ADD ATTACHMENT
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To share a note for real-time collaboration, locate the note on the left-hand side of the screen and click the 3 dots next to the entry,
then select Share With.

Note Sharing Settings

Select people to Invite Full -

Search...

@ Mike Haley Is owner

1. Select the permission you would like to give to the user you will share the note with.

2. Select the user to grant access to. When selected, the add button will display so you can add the user. You can set their level
of access here as well.
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NOTES SIMPLIFI CONTACT USER GUIDE
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Now that the user has been selected, they will have access to the note via their own Simplifi Contact Notes widget.

Call History
Chat History
Call Recording
VaiceMail
Task

Mote

Contact

Linked To: m Attachments:

i
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Various Items within Simplifi Contact can also be linked to individual Notes.:
Calls within your personal Call History
Chat Conversations
Individual Call Recordings
Individual Voicemails
Individual Tasks
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NOTES

SIMPLIFI CONTACT USER GUIDE

VOICEMAIL
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Caller ID Name

HALEY MICHAEL (%)

Message

Y Filter
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February 10, 2021 | |
12:13PM (269) 352 - 2549 0:00/0:08 Link to Task
Link to Note
Hi, Mike. This is a test. No need to call me back. Delete
Archive
e o [ —— 0
Choose the object you would like to link to the Note and select “Add To Note” (top-right of the page).
NAVIGATION AND VIEWS
NOTE EERE X

Search Notebook.

0 Notebooks

Options=

No Netebook found
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Title:  Test Note

Tags:

ated: 02/10/202112:04 PM

Content:

Calibri :  Normal %

This is my test noe.

Linked To:

Notebook:

Updated: 02/10/2021 12:04 PM

atachments:
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NOTES

The Options section allows you to customize what note you see.

I Order By Date Created T

ind
Show ¥ Last Updated b
Layout
i ¢ Alphabetical 10+
|
Order By

Date Created (Newest first)
Last Updated (Newest first)
Alphabetical (A to 2)

I Order By » l

T
ind D

Show ¢ Notes Shared With Me =

Layout » Include Archived Notes 0

Show
Notes Shared With (displays any notes shared with you)

SIMPLIFI CONTACT USER GUIDE

Include Archived Notes (displays any notes that have been archived along with unarchived notes)

I Order By » l

| Tags:
q Show » ‘
Layout Note View -0
# Notebook View
i Lontent:
Layout

Note View (displays all notes regardless of Notebooks associated)
Notebook View (displays all of the notes within a selected Notebook)
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