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Best Practices Board 
Use the best practices board to easily add already built procedures to 
your board! 

Adding Doc Search Pro to Client Boards 
• Navigate to the best practices board

• Click the check box to the left of the workflow (or entire group) you want to
copy

• Click “duplicate”, and “duplicate with updates”

• This will duplicate the selected items with the word (copy) behind them

• Click “move to” and “move to board”

• Select which board and then which group you would like the items moved
to (hit continue if a pop up comes up)

• These items will now be available on your board

CLICK IMAGE BELOW 

https://cb-benefits.monday.com/boards/7125448100/views/154333593
https://cb-benefits.monday.com/boards/7125448100/views/154333593
file://liber.cb-sisco.com/data/Benefits/Dubuque/Working%20Documents/Monday.com/Tip%20of%20the%20Week/Video%20Clips/Best%20Practices%20Board.mp4


 

Board Filters and Views 
 

Add filters and views to your boards to make drill down to specific items 

 

Adding Filters  
• Example: Filter down to overdue and due this week 

• Click the “filter” button and “new group” 
o Change “column” to “due date 
o Change “condition” to “in the next” 
o Click “overdue” and “this week” 
o Do the same steps above but now for the sub items. Overdue is “past 

dates” in subitems 
(Note: there is the sub item symbol to help differentiate these once the 
filter is applied) 

• Click “Save to this view” 

• To remove the filter, click the x to the right of the filters 

 

Adding Views  
• Views allow you to visualize your board’s information in multiple different 

ways, and with different filters applied. You can make as many different 
views as you want! 

• Example: Add a view for your “Agenda Items” for your upcoming client call 

• Click the “+” to the right of “Main Table” and select “Table” 
o This will be a replica of your “outstanding” board 
o Rename the View by clicking the three dots to the right of “table” 
o Add a filter by the steps above where “column” is “status” and the far right 

drop down is “agenda item” 
o Click “save to this view” 

• Tip: You can add a filter to a view containing key words. See example below 
for adding the key words “monthly call” as an additional filter. 



 

CLICK IMAGES BELOW 

Filters 

 

Views 

 

 
  

 

file://liber.cb-sisco.com/data/Benefits/Dubuque/Working%20Documents/Monday.com/Tip%20of%20the%20Week/Video%20Clips/Adding%20Filters.mp4
file://liber.cb-sisco.com/data/Benefits/Dubuque/Working%20Documents/Monday.com/Tip%20of%20the%20Week/Video%20Clips/Adding%20a%20View.mp4


 

Meeting Best Practices 
 

Preparing for a Meeting 
• Use sub items to help manage tasks for upcoming meetings 

o Examples: pulling carrier reports, running tools (you can list all tools as a 
checklist in the comments bubble), requesting ipads, printing copies 

 

Managing Meeting Follow Ups  
• There is a task on your boards for the core meeting’s “follow ups” 

o Enter your actionable meeting follow ups as sub items underneath 
this task 

• Reminder: all WSTL meeting notes will be stored in the workdoc saved on 
the “WSTL notes” sub item under “client notes” 
 

 
• You can convert your notes from your workdoc to a task easily 

o Highlight the note from your workdoc you would like to make a task 
o Click the +Item Icon that shows up 
o Pick which board and group you want this task on 

CLICK IMAGE BELOW 

 
 

 
  

 
 

file://liber.cb-sisco.com/data/Benefits/Dubuque/Working%20Documents/Monday.com/Tip%20of%20the%20Week/Video%20Clips/Task%20from%20Workdoc.mp4


 

Tracking Future 
Considerations 
 

Use a “Future Considerations” task for strategies to revisit down the road 
 

Managing Future Considerations 
• Add a new task in “Follow Ups & Open Items” 

• Enter sub-items for each future consideration to revisit  

• This is a great spot to store follow ups from core WSTL meetings that aren’t 
being immediately looked at, but are still on the docket to be discussed in 
later meetings 
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