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How to use Fieldnote
A step-by-step guide with screenshots of every screen. Prototype by Valentin

Dupuy, with made-up accounts and data.

STEP 1

Getting started
Fieldnote turns WhatsApp chats, voice notes, calls and emails into CRM notes, tasks and reports,

for account managers and ops managers in hospitality. All accounts, people and data in this

prototype are made up.

The Today screen, where every day starts.

1 Pick who you are with Demo as (top right): a hospitality tech CSM or a contract catering

ops manager. Each has its own accounts.

2 Four tabs: Today, Accounts, Inbox and Reports.

3 The green Voice memo button is on every screen.

TIP Dates move with today, so the demo always looks current. Your ticks and notes are saved on

your device only.



STEP 2

Today
The morning check: who needs you, what's overdue and what customers still owe you.

The 8am WhatsApp, with a task ticked off by replying.

1 The four tiles show accounts at risk, overdue tasks, tasks due in 7 days and promises from

customers.

2 Needs attention and Going cold list the accounts to call first.

3 Your 8am WhatsApp: reply done 1 to tick a task off or snooze 2 to push it a day.



STEP 3

Inbox
New conversations Fieldnote picked up from WhatsApp, email, call notes and visits.

Three new conversations waiting to be filed.

1 Show full text to read the original chat or email.

2 Tap Summarise and Fieldnote reads it and drafts the update.

3 Try your own at the bottom: paste a real chat, email or call notes.

TIP Opened inside Claude, the AI reads your own text. Elsewhere, the three examples show a ready-

made result.



STEP 4

Check before filing
Nothing reaches the account until you have checked it.

The check screen for a WhatsApp chat from a kitchen manager.

1 Fix the summary or the account health if it's wrong.

2 Tasks for you and Waiting on the customer: edit, untick or add.

3 Mark as done: tasks the conversation shows are finished close by themselves.

4 File to account when it looks right.



STEP 5

Accounts and the account page
Every account sorted by who needs you most, and everything about one account in one place.

Accounts, at-risk ones first.

The account page: history, tasks, key facts and people.

1 History: every conversation, newest first, with what would go into HubSpot.

2 Key facts and People fill in from the conversations, with no typing.

3 One-tap documents: account review (QBR), go-live handover, handover pack and draft

replies.



STEP 6

Voice memo
The fastest way to log a site visit.

A voice memo after leaving a site.

1 Tap Voice memo and pick the account.

2 Tap the microphone on your keyboard and just talk. The chips remind you what to

cover.

3 Summarise and check opens the same check screen as the inbox.

TIP If you lose signal or close it halfway, your memo is still there when you come back.



STEP 7

Go-live handover
When a customer goes live, the account moves from onboarding to customer success. This is

where promises usually get lost.

The go-live handover for Harbour Kitchen Group.

1 Open any account and tap Go-live handover, or use Go-live on the Reports tab.

2 It pulls together why they signed, what was promised, who's trained, results so far, risks

and open tasks.

3 First 30 days: what customer success should do first. Copy it into your CRM or an email.

TIP Check it with the CSM on a 15-minute handover call, so nothing is lost between teams.



STEP 8

Reports
Written for you from everything logged. Nothing to fill in.

The weekly digest and account packs.

1 Weekly digest: conversations, tasks done, overdue items and each account's health. Copy

as email for your manager.

2 Account packs: QBR, go-live handover and handover pack for every account.

3 Client report (catering ops view): the monthly report for your client contact.



STEP 9

The landing page
A one-page site to explain Fieldnote in ten seconds and collect early users.

The hero: a voice note becomes a CRM note.

How it works, in four steps.

1 Hero: the whole idea in one picture.

2 Who it's for and the go-live handover, with real examples.

3 Waitlist for CSMs and ops managers who want early access.


