
WHERE

Menu › Berichten

TIME

5 minutes

YOU WILL LEARN

Searching, filtering, exporting, managing statuses
and responding

The overview

Quick view of a message

For each message you see the subject, caller, channel, reason, status and time (20 per page). Click the down

arrow to expand a message without leaving the list: you see the agent’s note and all fields completed during the

call.

An expanded message.

MEMO COCKPIT ·  GUIDE

Viewing and following up messages
Every call we take for you becomes a message. Here is how to find, read and

process them.

04 https://cockpit.memo-offitel.be/

Search in subject, note and completed fields.1 Belangrijk (important): only flagged messages.2

Status filter: all, in progress, handled or read. Click a
column title to sort.

3 Alles openklappen: expand all messages.4

Export CSV: download the list for Excel.5 Expand (down arrow) or open (right arrow).6
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Opening a message

Statuses

Status Meaning

Te lezen (to read) New message that nobody in your organisation has read yet.

Gelezen (read) The message has been read, but not yet followed up.

In behandeling (in progress) Your organisation is following up the message.

Afgehandeld (handled) The caller’s request has been dealt with.

Gearchiveerd (archived) Filed away; no longer needed in the daily list.

Actions: Bel (with the caller’s number) starts a call from your device and Vraag over dit bericht sends us a question

about this exact call. For Compliment and Iets liep mis (something went wrong): see Submitting and following up

feedback.

Questions about Memo Cockpit? Our team is happy to help.  · Migratie@Memo-Offitel.be

Screenshots of the Dutch-language interface, with sample data. Your screen may differ slightly. Version 0.1 · October 2026.

Status: change the status of the message.1 Details: what was recorded during the call.2

Notitie van de agent (agent’s note): the free-text note
on the call.

3 Acties (actions): call the caller back or ask us a
question.

4

Feedback: give a compliment or report a problem.5
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