
1. Open your client’s lead record in Cavulus. Make sure that your client’s lead record is assigned to you. To send a 
Scope of Appointment (SOA), click Send Email link: 
 

 

 

2. Click Send Link to SOA Form: 

 

 



 

3. On this page, you will enter your contact info. If the lead already has an email address provided, it will be pre-

populated. If not, you can add an email address and check Update Email Address on Lead, which will save the 

email address into the lead. From here, you will add the meeting date, time, and type. Once you’ve entered the 

information, you will want to hit Preview to view the email that will be sent to the beneficiary. 

 

 

 

 

 

 

 

 

 



 

4. Preview for In-person meeting: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

5. Preview for Phone meeting: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

6. When sending out for a Virtual meeting, three additional fields will need to be populated: 

i. Meeting Platform 

ii. Meeting Link 

iii. Meeting Password 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

7. Preview for Virtual Meeting: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

8. After sending the eSOA, you can view the Communication History tab showing when the eSOA was sent out to 

the beneficiary. 

 

9. Once the beneficiary completes the eSOA, it will be sent right back into your lead, and be viewable under the 

Appointment History tab. 

 

 

 


