
Running	an	Inactive	client	report	for	2019	DASH	
	
	
	
Log	into	your	Optavia	connect	
	
Once	logged	hover	your	cursor	over	the	Client	support	tab	and	a	dropdown	will	
appear,	click	on	“client	Reports”	from	the	dropdown	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
A	report	will	pop	up	showing	all	of	your	Frontline	clients.			
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



Scroll	to	the	left	on	this	report	and	find	the	“Last	order	date”	column.			
Click	on	the	3	dots	to	the	right	of	the	words	“Last	order	date”	(arrow	#1)		Then	
scroll	down	to	“filter”	(arrow	#2)			another	dropdown	will	appear.		In	the	first	box,	
choose	“is	before”	from	the	dropdown	(arrow	#3).		On	the	second	box,	click	on	the	
calendar	and	choose	the	date	8/11/19	and	then	click	the	bottom	“filter”	at	the	
bottom	of	the	dropdown(arrow	#4).		This	will	bring	up	a	report	of	all	your	clients	
who	have	not	placed	an	order	prior	to	8/11/19.	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
Once	this	report	pops	up,	you	can	either	send	it	to	Optavia	share	to	send	an	email	if	
you	choose.		You	can	also	export	it	to	a	spreadsheet	(CSV)	to	have	a	contact	list	to	
reach	out	to	and	track	your	inactives	for	further	follow	up		
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