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PLAYBOOK

Teamwork 

Client List Setup



CLIENT INSIGHTS

The Client tab in Teamwork offers
key information related to our clients,
including which team members are
assigned to each client, the client’s
health status, retainer fee amount
and monthly allotted hours. 



The Clients

tab is

located

within the

left-side

menu of

Teamwork



You’ll need to set up your Client tab in Teamwork to reflect the following columns
of information:

This
column is
auto-set

and cannot
be

changed.

Link to
active

Scopes of
Work.

Insight into
the current
status of the

client
relationship.

The CRM
utilized by
the client.

These
columns list
the assigned
AD, AM and
AC for each

client.

The wesite
CMS used by

the client.

The
assigned

copywriter
for each
client.

The email
platform(s)
used by the

client.

The
assigned

designer for
each client.

Ongoing fee
paid to
agency.

Hours
allotted for

retainer
clients each

month.

Type of
Scope of

Work client
has with
Jairus.

Differentiates
Active vs.
Inactive

clients. You
can filter your

list to only
Active clients.

Quick
overview of

services
included in
client SOW.
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STEP 1: Click the Filter

button in the upper

right-hand corner of

the Clients tab screen.

STEP 2: You can filter by owner (AD), if

you’re on the account team, or by

clients that you’re assigned to if you’re

on the support team.

STEP 3: Be sure to save your filter

for future access.

FILTERING YOUR CLIENT TAB

You can filter your Client tab to reflect only clients you work on:



If something changes with your client, such as

the Scope of Work, retainer fee or assigned

team members, work with the Project Manager

to update the corresponding information in

Teamwork.

KEEP YOUR CLIENT INFO ACCURATE


