
 

 
HOW TO CHECK STATUS OF QUESTIONNAIRES IN OUTBOX 
 
1) Go to Home then click Inbox / Outbox. 
 
 

 
 
 
2) Click Outbox tab.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

3) A list will display with all the questionnaires that have ever been sent out.  You can search through the list by 
First Name, Last Name or email then click Find button.  
 

 
 
4) What does Sent, In progress, Awaiting approval, and Accepted mean under Status?  
      

Definitions 

Sent: Questionnaire sent by law firm to contact but not opened by contact yet 
In progress: Questionnaire opened by contact, being filled out 
Awaiting approval: Questionnaire completed by contact and submitted to law firm 
Accepted: Questionnaire has been accepted by law firm 

 


