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2 View check-in Follow-Ups, by selecting "Upcoming", "Past" or "Recently Modified".  
Then click on the "Follow-Ups Due Soon" or "Follow-Ups Incomplete" 

From the welcome page, click on "Check-ins"

3 Review follow-ups
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If follow-up tasks are made in the 1:1 check-in they will need to be closed out when completed.  



4 Mark off completed follow- ups by clicking on the box beside the task

You can always re-review the 1:1check-in if needed. Click "Go to Check-In"




