
4 keys to 
Moving Chat to
Closure

Check for understanding early on and as

often as it takes

Use SCREEN RECORDINGS AND SCREENSHOTS

Type a clear closing statement

Tell customers to disconnect
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Don’t assume you understand what the customer is saying.  Ask
the customer what they mean. “You want to de-activate a license
because an employee is on medical leave, right?”

Whenever you can, use links, screenshots, or screen recordings
to guide customers. - (It’s a huge timesaver!)

After you've answered the customer questions or pointed them in the
right direction, guide them to closure. "I'm so happy I could help you
with this, Lauren! Do you have any other questions or concerns I can
help you with before we disconnect?"

"Great, Lauren! Have a fantastic afternoon. Please hit the 'X' or
'Disconnect' at the top right corner of your screen. Thanks again!"


