
U S E R  M A N UA L

Sales Follow-up Automation
Track your leads, never miss a follow-up, and keep a full history of every

conversation, from your desk or your phone.

Version 1.0.0 For salespeople and administrators
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1 Welcome

Sales Follow-up is a simple, focused tool for one job: making sure every potential customer gets

followed up on time.

Instead of a complex CRM, it gives you exactly four things: a list of your leads, a schedule of what to do next, reminders before it's

due, and a timeline of everything that was said. The whole routine looks like this:

Then the cycle repeats until the lead is Won  or Lost .

i Who sees what: salespeople see only the leads assigned to them. Administrators see every lead

and manage user accounts (see section 13).

2 Signing in

Open the web address your administrator gave you, for example http://server:5000 .

1

Add the lead

Name, company, contact details and where they

came from.

2

Schedule a follow-up

Call, Email or WhatsApp, with a date, time and

priority.

3

Get reminded

An email before it's due; it's also on your dashboard.

4

Record the outcome

Notes, customer response, new status, and the next

step.



/Account/Login

The sign-in page

Change your password

Click your initials (top-right) →

Change password. Passwords need at least 8

characters with an upper-case letter, a lower-

case letter and a digit.

Sign out

Click your initials (top-right) → Sign out.

Always sign out on shared computers.

! After 5 wrong passwords the account is locked for a few minutes. If you've forgotten your

password, ask an administrator to set a new one.

Enter your email and password.1

Tick Keep me signed in on your own computer or phone so you don't have to sign in every day.2

Click Sign in . You land on your dashboard.3



3 Your dashboard

The dashboard is your to-do list for the day. Start every morning here.

/

Dashboard for a salesperson with 4 follow-ups today and 3 overdue

1 Summary cards: active leads, follow-ups due today, overdue, completed this week, won and lost. Click a card to jump to

the matching list.

2 Overdue follow-ups are highlighted in red with an Overdue  label, oldest first. Deal with these first.

1
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3 Today's follow-ups lists everything scheduled for today. Click ✓ Done  to record what happened, or ⋯  to reschedule or

cancel.

4 Lead pipeline: how many of your leads are at each stage. Below it, Recent activity shows the latest recorded

conversations.

5 Log interaction  and + New lead  are always available at the top of every page.

6 Menu: Dashboard, Leads, Follow-up Calendar, Follow-up History and Reminder Settings.

Further down, Upcoming shows the next follow-ups after today.



4 Managing leads

Open Leads in the menu to see, search and filter all of your leads.

/Leads

The leads list

1 Search by name, company, email or phone number.

2 Filter by status, for example only Negotiation . Click Filter ; Reset  clears it.

3 The coloured status of each lead (see section 11).

4 The next follow-up. Red with an alarm icon means it's overdue; + Schedule means nothing is planned yet.

1 2

3
4



Add a new lead

/Leads/Create

i Leads you create are assigned to you automatically. Only an administrator can move a lead to

another salesperson.

Edit or delete a lead

Open the lead and click ✎ Edit  to change its details. The 🗑  button deletes the lead together with its whole follow-up

history. You are asked to confirm, and it can't be undone. For a lead that simply didn't buy, set the status to Lost  instead so the

history is kept.

Click + New lead  (top-right of any page).1

Fill in the details. Only Customer name is required, but an email or phone number makes follow-ups much easier.2

Choose the Source (Website, Referral, Cold Call, Social Media, Event, Advertisement or Other) and the starting Status,

usually New .

3

Click ✓ Save & schedule follow-up . You go straight to the scheduling page (section 6). Click Skip for now  if you don't

want to plan anything yet.

4



5 The lead page

Click any lead's name to see everything about it in one place.

/Leads/Details/1

Lead page with one scheduled follow-up and two recorded interactions

1 The lead's current status.

2 Schedule follow-up , Log interaction , Edit  and Delete .

3 Contact card. Click the email to write, click the phone number to call (on a phone), or click the green WhatsApp icon to

open a WhatsApp chat.

4 Update status: a quick status change without notes.

5 Scheduled follow-ups for this lead, with ✓ Done  and ⋯  buttons.

6 The follow-up timeline: every recorded interaction, newest first, with the discussion notes, the customer's response (in the

yellow quote), the status change and who recorded it.
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6 Scheduling follow-ups

A follow-up is a planned next step: call Priya on Monday at 10:00.

/FollowUps/Create

1 Lead: already filled in when you start from a lead page.

2 Date & time. Use the shortcuts In 1 hour , Next business day  (10:00, skipping weekends), In 3 days  or Next week , or

pick any date.

3 Priority: Low , Medium  or High . High-priority items stand out on the calendar.

4 Method: Call, Email or WhatsApp. Add an agenda in the notes so you remember what to cover.

Click ✓ Schedule . You can schedule from a lead page, from + Schedule  on the dashboard, or by clicking a day on the calendar.

Reschedule or cancel

Click ⋯  next to any follow-up → Reschedule / edit to change it, or Cancel follow-up if it's no longer needed. A rescheduled

follow-up gets a fresh reminder.

1
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7 Recording the outcome

This is the most important habit: after every conversation, record what happened and decide the

next step.

/FollowUps/Complete/3

Recording the outcome of a scheduled call

1 The follow-up you're completing: method, time, priority and agenda.

2 Discussion notes (required): key points, objections, what was agreed. Add the customer response underneath.

3 Update lead status to: move the lead forward, for example to Proposal Sent . For a brand-new lead, Contacted  is

pre-selected on its first conversation.

4 Schedule the next follow-up is switched on by default and suggests the next business day at 10:00. Adjust the date,

method and priority, and add a note for next time.

1
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Click Save outcome . The conversation appears in the lead's timeline and in Follow-up History, and the next follow-up is on your

schedule.

Start from a scheduled follow-up

Click ✓ Done  on the dashboard, the lead

page or the calendar, or the Record outcome

button in a reminder email.

Conversation that wasn't scheduled

The customer called you? Use Log interaction

(top bar or lead page), choose the lead and fill

in the same form.

★ When you set the status to Won  or Lost , the "next follow-up" switch turns off, and any other

pending follow-ups for that lead are cancelled automatically.



8 Follow-up calendar

See your whole week or month at a glance. Open Follow-up Calendar in the menu.

/FollowUps/Calendar

Month view; today is highlighted

COLOUR MEANING

High High-priority follow-up

Medium Medium priority

Low Low priority

Overdue Its time has passed and no outcome has been recorded

Completed Outcome already recorded

Switch between Month , Week  and Agenda  (a simple list) at the top-right. Use the arrows to move between periods and

Today  to come back.

Click a day to schedule a new follow-up on that date.



Click a follow-up to record its outcome. Completed items open the lead page instead. Hover over an item to see its method,

priority and notes.



9 Follow-up history

Every recorded conversation across all your leads, newest first. Open Follow-up History.

/History

1 Search inside the notes and customer responses as well as lead names. Try "discount" or "proposal".

2 Narrow down by lead, method and a date range (from/to).

3 Outcome: the status change that conversation caused.

1
2

3



★ The Completed this week card on the dashboard opens this page already filtered to the current

week, which is handy for weekly reports.



10 Reminders & notifications

Choose how and when you're reminded. Open Reminder Settings.

/Reminders

1 Email reminders: one email before each follow-up. Choose how early: 5, 15 or 30 minutes, 1, 2 or 4 hours, or 1 day before.

2 Daily digest: one morning email listing today's follow-ups and anything overdue. Pick the hour it arrives.

3 Send me a test email  checks that emails reach your inbox.

4 The Delivery log shows every email the system tried to send you, and whether it was Sent  or Failed  (with the

reason).
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GOOD TO KNOW

One reminder per follow-up You get one reminder email per follow-up. If you reschedule it, a new

reminder is sent for the new time.

Missed by over an hour No late reminder is sent; the follow-up shows as overdue on the

dashboard and in the next daily digest instead.

Inside the email Lead name, company, time, method, phone, email and your agenda,

plus a Record outcome button that opens the form directly.

No emails arriving? Check your spam folder, then the delivery log. If it says "Failed", tell

your administrator. The dashboard always works regardless of email.

11 Lead statuses explained

Use statuses consistently so the pipeline on the dashboard means the same thing for everyone.

STATUS USE IT WHEN…

New The lead has just been added and nobody has spoken to them yet.

Contacted You've had a first conversation or sent a first message.

Interested They've shown real interest: asked for a demo, pricing or more details.

Proposal Sent A quote or proposal is with the customer.

Negotiation You're discussing price, terms or contract details.

Won The customer has signed or paid. Closed: no more follow-ups.

Lost They've chosen not to buy. Closed: the history is kept for later.

Active leads on the dashboard counts every lead that isn't Won or Lost.



12 Using it on your phone

The app works in any phone browser; nothing to install.

Tap ☰  (top-left) to open the menu.

Tap +  to add a lead, for example straight after meeting someone at an event.

On a lead page, tap the phone number to call or the WhatsApp icon to message. Then tap ✓ Done  to record the outcome

while it's fresh.

Save it to your home screen: in the browser menu choose Add to Home Screen. It appears with the Sales Follow-up icon.

i Your phone must be able to reach the server, either on the office Wi-Fi or over a VPN,

depending on how your company has set it up.



13 For administrators

Administrators have an extra Users menu item and can see and assign every lead.

Manage users

/Users

Add a salesperson Edit, reset or deactivate

Click ✎  next to a user to change details or

role, type a New password to reset a

forgotten one, or switch off Active when

someone leaves. Inactive users can't sign in,

but their leads and history stay.

Users → Add user1

Enter name, email and phone; choose role

Salesperson (or Admin).

2

Set a starting password and share it with them

privately. They can change it after signing in.

3



/Users/Create



Assign and reassign leads

/Leads

Administrators see an extra "Assigned to" column and salesperson filter

1 Filter the leads list by salesperson. The number in the Leads column on the Users page opens the same view.

To give a lead to someone else, open it → ✎ Edit  → choose the Assigned salesperson → Save changes . Their reminders follow

the lead automatically. When a salesperson leaves, reassign their leads before deactivating them.

Reminder administration

Reminder Settings → All users shows the delivery log for everyone, which helps spot email problems.

Run reminder check now  sends any due reminders immediately instead of waiting for the next one-minute check.

Mail server settings are part of the installation (see the Installation Guide).

14 Tips & FAQ

Q What's the difference between "Update status" and "Log interaction"?

1



Update status only changes the label. Log interaction records what was discussed, the customer's response and the new

status together, and can schedule the next step. Prefer Log interaction so the timeline tells the full story.

Q A follow-up is overdue but I already spoke to the customer.

Click ✓ Done  on it and record the outcome. Set the interaction date to when you actually spoke.

Q I can't find a lead a colleague mentioned.

You only see leads assigned to you. Ask an administrator to reassign it if you're taking it over.

Q Can I schedule more than one follow-up for the same lead?

Yes, for example a call tomorrow and a contract review next week. They all appear on the lead page and calendar.

Q Why did the other follow-ups for a lead disappear?

The lead was marked Won or Lost, so its remaining follow-ups were cancelled automatically.

Q Daily habit that works

Morning: clear the red Overdue list, then work through Today. After each conversation: ✓ Done  → notes → next step.

Never leave an active lead without a scheduled follow-up.



15 Quick reference

Keep this page next to your desk.

I WANT TO… DO THIS

See what to do today Dashboard: Overdue first, then Today's follow-ups

Add a new prospect + New lead  → fill in → Save & schedule follow-up

Plan the next contact Lead page → Schedule follow-up , or click a day in the calendar

Record a conversation I planned ✓ Done  on the follow-up → notes → status → next step →

Save outcome

Record an unplanned conversation Log interaction  → choose lead → same form

Move a follow-up to another day ⋯  → Reschedule / edit

Drop a follow-up ⋯  → Cancel follow-up

Find something a customer said Follow-up History → search

Close a deal Record the outcome with status Won

Call or WhatsApp a lead Lead page → tap the phone number or WhatsApp icon

Change how I'm reminded Reminder Settings → save → Send me a test email

Change my password Your initials (top-right) → Change password

1

Add

+ New lead

2

Schedule

date · method · priority

3

Get reminded

email + dashboard

4

Record & repeat

✓ Done → next step
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