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Welcome & Show me around 

Passwords & Login 

Welcome to your icomplete account.  Your now have your own private account for storing 

contacts in, add photos, see them on a map, keep notes about them, manage a set of tasks 

and a Calendar / Diary  for yourself.  

 

You can change your password via your settings.    

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have forgotten your password, use the password reset feature on your login page. 

This will replace your password with a new one and tell you via the email address you have 

registered with us (settings.)  
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Quick guided tour of the dashboard 

Here is a quick guided tour to help you navigate easily and understand the layout and 

usability aspect of the application.  

Home screen (Dashboard) 

When you first log into the icomplete.com application you will find yourself at the home 

screen, better known as the ôDashboardõ.  It gives you a quick overview of the services, 

recent events and a summary of usage.  The first section ð getting started with icomplete 

shows icons (all  of the services) sitting in on a cloud (services hosted on - line via the 

internet).  You may here about cloud computing ð it means that you and your team can 

share and access information via the internet wherever you are based ð home or abroad! If 

you clic k on any 

of the icons it 

will take you to 

the relevant 

sections.  

 

 

 

 

 

 

 

Alternatively you can navigate via the top right hand - side next to the Dashboard icon.  

Simply click on each icon and it will take you to the relevant section.  
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What can I find in each icon button? 

Contacts 

This is a Customer database to store all of your client, supplier, company records and 

history all in one place.  You and your team can access, share and update data instantly.  

Calendar 

Here you can view multiple diaries relatin g to you and your team availability and schedules.  

Tasks 

Store, share or assign task management lists relating to you and your team.  

Mobile 

Synchronise your data from PC to mobile.  

Widgets 

We offer 2 types of widget, Online Booking eForm & Online Contact eForm.  

Settings 

Here you will be able to customise your application from the different range of options.  

Account 

Here you will be able to view what you are spending on the service in real time and what 

available credit you have.  There will be options to b uy more credits for different services.  

About 

This will be our help section, providing you with user guides and hints and tips to get the 

best out of our services  

Log off 

Allows you to exit the application.  

 

Summary 

Displays a summary of your 

recent activity within the 

services i.e. how many 

outstanding tasks or 

assigned to you and other 

team members, how many 

new contacts set up etc.   

 

Recent Events 

Shows a ôreal timeõ view of 

emails, meetings, phone 

calls, tasks, e tc that you 

have recently sent out.  
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Search and Navigation 

There are 3 areas of the search/work - edit/display navigation that is a constant theme in the 

application. Here are examples:  

Below is the contact screen, you may have tried out some of the controls but did you know 

that you can search categories or people via the tag cloud button (once you have created 

tags ð see our hints and tips on using tags) as well as the search box?  You can search via an 

individual, organisation or any category that you have set up as a tag i.e. suppliers, clients, 

prospects etc.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the default section on the right hand side you can view lists and locations via maps.  
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How to import your contacts 
 

One of the most popular areas is 'Contacts'. However you might be thinking "I've already got 

my contacts stored in xxx and I don't want to have to load them all up again in this new 

service." The good news is -  if you have your contacts stor ed in Outlook or V - cards -  you 

don't have to enter them manually!   

Your contacts can be imported from Outlook or V-cards very easily 

 

Scroll down for step - by- step instructions. If you have them in another application or in a 

hard - copy book, we still might have a solution (see below).  

 

How to import existing contacts from Outlook:  

 From your Outlook contacts, select the  File  menu, click on  Import and Export  

and select  Export to a file .  

 Make sure that Comma Separated Values (DOS)  is selected (known as a .CSV file) 

and click on Next .  

 Check the Export from  folder selected is  Contacts , and click on Next .  

 Select a place on your computer to save the file (using Browse) and give it a name. 

For example: C: \ my documents \ chelsea co ntacts.CSV   

 Click Next , check the confirmation screen and click Finish .  

 Then go to your icomplete contacts screen.  
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 Click on  Import  in top right hand side of window, then click on  Choose .  

 

 Then double click on the .CSV file saved in the previous steps above.   

 Click on  Upload . Once confirmed, all the contact information saved in the file will 

now be found in your icomplete contacts.   

 

How to import your contacts from V - Cards:   

 Click on  Import  in top right hand side of window, then cl ick on Choose.   

 Make sure the file is saved on your computer as a .VCF file.  

 From the application, click on Import contacts.   

 Then select Choose and search for your saved file. Select it, then click Upload.   

 Once completed, you will find your imported contact with your other contacts.  

 

Got your contacts somewhere else? 
 

We could still help. We have experienced 'virtual' PA's who could load your contacts manually 

for you -  freeing you up to do more important tasks.   

To access this service, you need to be using one of our paid packages which will start from 

as little as £15 per month.  
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Different ways to view your contacts 

When you look at your contacts, you will always s ee them in the 'default' view.   

However, we have lots of way to view your contacts -  simply click on t he drop - down menu 

as shown here : 

 

 

 

 

 

 

 

 

New Contacts: those you have added in the past 30 days -  great for when you can't 

remember someone's name!   

 Updated Contacts: those you have updated in the past 30 days - perfect when you changed 

their name and can't remember it!  

 Recently Viewed: those you have viewed in the past 30 days - short cut to your most 

'active' contacts.  

 Map: very helpful way to see where your contact is on a map if you are planning to visit 

them  

 List: Nice simple list - you can also easily see those contacts with a high star rating  

Star rating is another way of organising your contacts -  by their relative importance to you -  

as a customer , a supplier or family member!  

 

To set someone's star rating select your contact and click on the  Edit  icon. Then click on 

the Other  tab.  
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To change the Rating, click or 'click & drag' on the stars until you reach the desired level of 

rating. Then click  Update  to save.   

  

 

As shown below, you can then search within a view by the rating factor -  by clicking and 

dragging where shown:  

 

Once you have filtered your contacts by Star rating, Name or Tag search, you can view them 

on a Map to look for  sales or marketing patterns in their locations. By then using the drop -

down menu to alter the view.   
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Multiple calendars 

How do you set- up multiple calend ar's.   If you look at our example below, in the bottom -

right of the screen you can see under  My calendars  a long list of other people's calendars 

we have chosen to view and/or maintain.  

You could use this 

functionality for 

separating your 

personal calendar 

from your work one 

-  or you may wish 

to have calendars 

for multiple family 

members or work 

colleagues. If you 

don't want to view 

multiple calendars 

temporarily, you can easily de - select  and re - select any or all the calendars by un - ticking the 

checkbox to the right of the name (shown below). If you subsequently want to delete a 

calendar permanently, you can do this via the icon.  

 

 

 

 

 

 

 

 

To set - up multiple calendars, click on the icon.  You can then give the new 

calendar a name, a description and a colour (so it's easily distinguishable from any others). 

If you are using one of the paid - for packages with multi - user functionality, you can also 

decide with whom you wish to share the inform ation and to what extent.  

 


