
Dashboard and New Intake Assistance 
Internal Training Manual 
This	training	manual	accompanies	the	Dashboard	and	New	Intake	Assistance	video	and	is	
designed	to	guide	staff	through	the	workflow	of	using	the	Estate	Planning	(EP)	software	
dashboard,	sending	new	client	intakes,	and	supporting	clients	through	built-in	assistance	
tools.	

Overview of the Dashboard 
When	you	log	into	the	EP	software,	you	are	taken	directly	to	your	dashboard.	This	
dashboard	is	your	control	center	for	intake	activity	and	should	be	reviewed	daily.	

	

Coaching	Note:	Think	of	the	dashboard	as	your	intake	inbox.	If	a	client	stalls,	it	will	show	
here	first.	

My Dashboard vs. All Intakes 
My	Dashboard	shows	only	the	consults	and	questionnaires	assigned	to	you.	All	Intakes	
shows	every	client	in	the	system	across	the	firm.	



	

Ownership	matters.	If	a	client	is	assigned	to	you,	follow-up	is	your	responsibility.	

Sending a New Client Intake 
When	a	prospective	client	is	ready,	you	can	send	a	new	intake	directly	from	the	dashboard	
using	the	New	Intake	form	on	the	right	side	of	the	screen.	

	



Entering	the	client’s	name	and	email	automatically	creates	their	record	and	sends	the	intake	
email.	

	

Once	sent,	the	client	immediately	appears	on	your	dashboard	and	the	All	Intakes	view.	



Client Intake Email & Magic Link 
Clients	receive	a	welcoming	email	with	clear	instructions	and	a	magic	link	that	allows	them	
to	access	their	questionnaire	without	a	username	or	password

.	



	

This	reduces	friction	and	makes	it	easier	for	clients	to	begin	immediately.	

Questionnaire Assistance & Scheduling 
Throughout	the	questionnaire,	clients	are	reminded	that	help	is	available.	They	can	request	
assistance	at	any	time	if	they	feel	stuck	or	overwhelmed.	

	

Encouraging	messages	help	clients	continue	rather	than	abandon	the	process.	



	

Clients	can	schedule	a	phone	or	video	call	with	an	Estate	Planning	Intake	Specialist.	Early	
assistance	often	prevents	total	drop-off	later.	


