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QBR Workflow Companion Guide

A Step-by-Step Process to help you build your first QBR



Step 1: Activate your client
1. Set filter to “Inactive”, or
2. Search by Name
3. Press “Activate” button
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Step 2: Add your Templates

1. From the Customer Detail, click “Templates”
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Step 3: Choose your template set

1. Click “ Add Templates” on the right
2. Choose your templates using the multi-select 

tools
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Step 4: Set your meeting

1. Add your meeting from the More > 
Calendar using the + quick link

2. Click New Meeting
3. Schedule your meeting by naming it 

and selecting the meeting type.
4. Your meeting will be on the calendar, 

and you can change on that entry
5. Before starting your review, select 

your meeting type.
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Step 5: Populate the Client Strategy Dashboard

1. Build your IT Goals as the Leadership Partner and add Business Goals and 
Challenges if they have been identified.

2. You can add additional entries using the “New Client Strategy” Button
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Step 6: Business Insights

1. Send your Business Insight 
Questionnaire from the Strategy 
Dashboard.

2. You can use the default template 
or change templates using this 
button

3. You can send the pre-meeting 
questionnaire to multiple 
resources/

4. Responses  are captured by user, 
and you can view each response 
individually.
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The static section of the Business Insights

template includes Business Goals, Business 
Challenges, and IT Goals.  These 

dynamically populate the Client Strategy 
Dashboard using each response.

1



Step 7: Conduct your IT Review

1. Navigate to the IT Review.
2. Answer your question.  Best Practices/Technical 

Vulnerability/Business Risks drive the Health 
Scoring for that question.

3. Create tickets and Recommendations. Align Goals 
to Recommendations.
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Step 8: Auto-Update Goals and 
Roadmap

1. The IT Review aligns recommendations to 
goals/challenges in the strategy board.

2. The recommendations create the 
technology roadmap

3. They also create a CFO budget plan 
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Step 9: (Generally only after initial
Meeting) Update Recommendations

1. Customer Acceptance of recommendations can be 
done using the approval button. Declines are tacked 
as well.

2. When projects are completed, you can update their 
status using the complete button.

3. Approvals are dynamically noted on the Technology 
Roadmap and Client Strategy Dashboard.

4. Completed projects also populate the Client Strategy 
Dashboard increasing the progress scores.
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Step 10: Generate your 
Reports

1. Use one of the pre-built 
reports of use the Report 
Designer to create your own

.


