
Update The Opportunity Summary
The opportunity summary includes basic contact information for your prospect and notes
section. You can click on the prospect's name to view their contact record and/or click on
their email address to send them a personal email. The opportunity notes section is the
best place to keep information you want "front and center." It is like putting a sticky note
at the top of the opportunity record . This information is visible at a glance - it does not
get buried in the history. Use this area to keep track of the prospect's specific pain points,
personal information (family, trips, hobbies), business description, etc. You can review this
information quickly when you call the prospect or send them an email.

1. Click on Edit Edit to add or update the summary notes or change the opportunity title.

 
2. Enter or add to the summary notes, and click on SaveSave.

 
3. If your opportunity notes summary is lengthy, you can click on Preview NotesPreview Notes to

open them in a new window.




