i@ Get Your CRM Profile Ready in Minutes

Your profile helps personalize your communication inside the CRM. Use this sheet as a quick

setup guide before you start messaging or scheduling.

|=: Step 1: Personal Details
o Full Name
o Email & Phone
o Profile Picture Uploaded
o Time Zone Set

<] Step 2: Email & Signature
0 Email address verified
0 Email signature added (include name, title,
phone, website, logo if allowed)
0 Test email sent successfully

A Step 3: Notifications & Preferences
o Notifications turned on for new messages
o Notifications turned off for areas you don't use
o Preferred contact method (email/text) selected

' Step 4: Password & Security
0 Password updated (if prompted)
o Two-factor authentication set up (if available)
0 Bookmark or save login URL

¥ Step 5: Quick Personalization Tips
e Keep your name consistent across messages.
e Use a friendly tone in your signature.
e Update your profile photo every 6-12 months.
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Ready for the next step?

Head into your CRM and complete your setup today — your future self (and your team) will thank you!
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