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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.

Edit

Home [r2] = Work Other Phod

Name

Gender Partner's Nafmi
Birthday = Children
Aniversary [

Language

Hobbdles

Address Moveto: WorkEJ OterE]  phone s Emall I Website

[£3) Chick 1o make default contact tyipe Update Settings 4

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 6éDashboar do. 't gives yc
recent events and a summary of usage. The first section d 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 d it means that you and your team can

share and access information via the internet wherever you are based 0 home or abroad! If

you clic k on any
of the icons it
will take you to
the relevant

sections. icomplete limited

@ Geng stated with complete Summary

u 46 contacts (46 new / 4 updated)

[MOB1e) f'} 73 active tasks (0 due today / 22 overdue)
[Contacts) L 2 You have 4 assigned tasks
Retinog .

Z You are on the FREE plan - soon you will be
g f ‘st& able to upgrade to our paid plans

2

Recent events

Phone. Incoming call from 02086530801. FWD —> Queue
W Prone Outgoing call to 02086530801

Phone Incoming cal from 01727811630, FWD —> 02088530801
@ Fnone Outgoing call to 02086530801

M Prone Outgoing call to 02086530801

W Phone Incoming call from 01243603750

W Prone Incoming cal from 01243603750

M Prone Incoming cal from 02086530801

& Prone Incoming call from 02086530801

W Pnone Incoming call from 07889405325

[ Incoming call from

M Prone Incoming cal from 01903751181

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.

Navigate the application

icomplete limited Welcome back, Stuart

I Contacts

Company & Username
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What can | 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 optionsto 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.

icomplete limited
Summary

Displays a summary of your T eA—. Summary

. . . . 46 contacts (46 new / 4 updaled)

recent activity within the S
. . You have 4 assignod tasks

services i.e. how many

You are onthe FREE plan - 5000 you wil be

outstanding tasks or O SREMORE R

assigned to you and other
team members, how many

Recent events
new contacts set up etc. ke et a\'Y
::a-mnmuun RO ~» 0200530001 Summ
Recent Events e
Shows a oO6real t e
emails, meetings, phone ::-EE::;& ; Recent EVents
calls, tasks, e tc that you ey

Pcemng cot Mom 30083000

have recently sent out. Rl i e Faio0 e

Poemee col Wom 0810065434
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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 & 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.

Text search for names & companies
Home reset -
(Show me all 100% of contacts) Individuals or Company

\ demo /ecome back,demo (s

Search contacts Refine Search (83 J% | | Default

earch: smith

lome / Search: smith/ Minrating: 42% Pagd 10f1
Geoff Smith | Lisa\Smith

- k Smith Industries Wimpby Homes Developments

\, X John Smith View Type
~ \ Screwfix List

_ Filter by 1-100% STAR Rating
TAG cloud (your categories)

Maps

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 | 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 \ chelseaco ntacts.CSV

Click Next , check the confirmation screen and click Finish

Then go to your icomplete contacts screen.

iDu.mplete Welcome back, Melanie

Search contacts £§ Add Contact  [£§ Import E§ Export
Search: womplete
Sam Gray e e gl gl e g%

Cliert Services Adminisiralor 81 omplels mited

Sam Gray Stuart Hibbert Providancs Mouse 01793 250000
ioepate kmaed icomgete limiled WSM =

Homa / Sesrch; icomplate Paga 1ol 1

sam & complete com

p— Wiltshing
Myles Hantier Kielanie Inkpen M1 3LA WAWLICOmpiete. com
icomplets bmied icomplete limited Unibed Kingelos

Chalsea Hibbert Emre Mafer
omplobo i icomplete limited

Cinire Hibbert
icoemplate kmiaed
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® Click on Import in top right hand side of window, then click on Choose.

Import Contacts

‘fou can import contacts from Microso
files. Please choose your file and the
importing

3 Add Contact £y Import E§y Export

Choose ; ;

Gray Wk Ak 4%

=

ent Services Administrator at icomplete limited

vidence House 011793 250000
i South Street i 01793 250008

Q sam@icomplete.com
A& Www.icomplete.com

® 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:

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

B 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.

B 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

foryou - 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 ont he drop - down menu

as shown here :

Welcome back, Stay

Detauit
Delaul
MNew Contacts
Updated Conmacts
Recently Viewed
Map

List

Default

Default
New Contacts
Updated Contacts 1a
Recently Viewed
Map

List

Melanie Inkpen
lcompledie imited

Mr Jones
Plumbcenter

Martin Upton
Woodwork Specialist

m New Contactsthose you have added in the past 30 days - great for when you can't

remember someone's nhame!

m Updated Contactsthose you have updated in the past 30 daperfect when you change
their name and can't remember it!

m Recently Viewedthose you have viewed in the past 30 daghort cut to your most
‘active' contacts.

m Map: very helpful way to see where yooontact is on a map if you are planning to visit
them

m 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.

Hints & Tips Page8
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Home

MName

Melanie Inkpen

icomplete limited

Edit

icomplete.com

Delete

Tags

N

Find ou ut virtual assistants - cj

Address
£25 per month - includes use o
pay as you go - try it out for a

Work ||

Custom Contact Fields

Rating w4 74 vAr vhr 74 100%

P

Other PI

Move to: [ < Home [

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

rating. Then click Update to save.

Welcome back, Stay

Stay Warm

Search contacts

Sanrgh:
Home S Minfating: 51%

‘ Makp Boasaly Mglanip Inkpan

| Corgi = icomplete limited

/]

| Gealf Crammond
[ -
Screw Fix o

Dave Mchally

Samantha Gray | Lucy Smoddies
icompiete Lt Smoddies

“ Stisart Hibbert

E5 Add Contact

Cave MeHally
Page 1 ol 1

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

dragging where shown:

' ‘ 1 -...1

EA Import  g§ Export

B o )

01246 658121
o D246 58121

W, LA WAIT o Uk

- by clicking and

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

on a Map to look for

down menu to alter the view.

Hints & Tips
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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  along 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.

Hints & Tips pagelo
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