Usage
Share a conversation with a customer
With Claritalk you send the report of a conversation directly by e-mail to your customer. You choose which report the customer receives and which sections you include. Via the preview you check in advance exactly what the customer will see.
How to share a conversation
1. Open the conversationGo to Conversations and open the conversation you want to share. You will arrive at the report page of the conversation. At the top right, next to the title, there is a row of action buttons. The second button is the envelope.The report page of a conversation. The envelope is circled.
2. Click on the envelopeClick on the envelope. The Share report via e-mail window opens. At the top you see under Shared links how many links for this conversation have already been shared.The action buttons: share, e-mail (envelope), edit, delete, report.              
3. Enter the customer's e-mail addressType the customer's e-mail address in the To field and confirm with Enter. The address appears as a yellow tag. You can add up to ten recipients. Remove an address by clicking the cross next to the tag.Below the address field you can optionally add a personal message. That message will be included in the e-mail to the customer.              
4. Select the report you want to sendChoose at Report type which report the customer receives. The list shows the reports available for this conversation, for example the general summary or a custom report template.Determine under Include which sections you want to send:Finally, set at The link expires after how long the customer has access. The default is seven days.              
a. Discussion topics – the discussed subjects.
b. Questions and answers – the questions that were discussed with their answers.
c. Tasks – the action items from the conversation.
5. View the previewClick Preview to see in advance what the customer receives. The preview opens in a new tab and shows the report exactly as the customer will see it: the summary, the included sections and the expiration date of the link.Is the result not correct yet? Then adjust the settings in the panel and view the preview again.                    The preview: what the customer will see after opening the link.
6. Send the reportClick Send. The customer receives an e-mail with a secure link to the report. After the chosen validity period, the link expires automatically. All sent links can be found under Shared links at the top of the panel.
Good to know
Note
Check the e-mail address before you send: a report may contain sensitive conversation information.
· You can share the same conversation multiple times, for example with a different report type or shorter validity.
· With Cancel you close the window without sending anything.
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a Summary

De spreker test en bevestigt stap voor stap dat bepaalde handelingen werken:

“dan doe ik zo, en dan doe ik zo" en bevestigt: "oké, dat s inderdaad juist" en "oké, dat werkt allemaal, ikt allemaal
te werken".

Er wordt meerdere keren positief gereageerd met "fjn, ijn, fijin" en "we gaan 20 doen’, wat aangeeft dat de gekozen
werkwize goedgekeurd is.

De spreker merkt op dat een proces nog bezig is: "hijis nog altijd bezig” en dat er een mogelijkheid is om later
opnieuw te starten: "hier kan ik dan starten opnieuw, is goed".

Eris kortstondige verwarring of lichte ergernis over een "lock”: "oh, waarom ga jijin lock 2"

Nadien wordt geconcludeerd dat de timing aanvaardbaar was: “Oks, dat was redelijk de tijd." en wordt opnieuw
positief afgesloten met "Fiin, fiin, fijn"

Risico's/ Bezorgdheden

Onverwachte overgang naar een “lock"-toestand kan het proces onderbreken of vertragen.
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