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Scheduling and Managing Reviews 

Best Practice 

Staying in touch with clients is vital to maintaining relationships that you have worked hard to build. 

A service model delivers a positive end-to-end experience and creates loyal clients by helping you keep promises. The 

ideal time to schedule the next review meeting is when you’re in front of the client, so be sure to discuss agenda items for 

the next meeting and set the next appointment date in SmartOffice. It’s a valuable customer relationship management 

tool that helps you efficiently manage the review process. 

Scheduling Reviews in SmartOffice 

Review appointments must be linked to a contact and include one of these items: 

Subject line contains Review | Sub-Type of Review, Annual Review or PeriodicReview |  Keyword of Review 

 

 Scheduling Reviews in Outlook (OWA) 

Be sure to include the word Review in the title line. 

If the client is added as the first attendee in Outlook and the same email address is 
present in SmartOffice, the appointment will automatically link to the SmartOffice 
contact during the calendar sync. No further action is required.  

 

 
 

 
 
In SmartOffice, if the synced appointment 
is not linked to a contact:  
1. Open the activity, search for and select the 

contact… 
 



  

 

 
2. Check the box to Track Activity Outcome. 

 
3. Select Save & Close.  

 

 Scheduling Next Review as Activity Outcome 

The ideal time to schedule the next review is when you are marking the meeting you just held as Done. 

 

 
 

Select Contact Made with an outcome of Schedule New ‘Appointment’ Activity, add New Activity Details and 
Outcome Notes for the next meeting. 

 

 

 



Add “Reviews This Month” Dashboard to SmartOffice Home Page 

  

 

 

 
  

 

We Can Help! 

For browser, access or technical issues, call the Support Line at 1-800-499-8820. 

For specific tasks or questions about using SmartOffice, send an email to SmartOffice@glic.com. 
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