Learn how to create and manage tasks within the Customer Relationship
Management Application.



With the Tasks Section you can:

‘ Assigns Tasks to an Employee or agent. I
QOutline the objectives for that Task. I
Establish the Priority and Status of a Task. I
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Begin by selecting the ‘Tasks’ tab, then selecting the ‘Add New’ button
to create a new task.



Task Form: Untitled
[Q Save and Close I | [53 Assign Task to Employee Click to assign empluyee.
Task Detail i
Subject: |
Motes Owner: |Alex Sherman |
Status: [ - ] Priority: [ - ]
. Mame: Name:
Assigned ] Related ]
E-Mail: E-Mail:
Employee Contact
Phona: Phone:
Due Date: |Thur5da'f, April 01, 2010 -
Description:
& Invites l
* Seperate email addresses with a8 ';".

To begin, you may start by assigning a particular employee or agent by selecting
the ‘Assign Task to Employee’ button as shown here.



Select Contact

Search

Mame: Elane Dos
E-Mail: edoce@mycompany.com
Phone: 404-555-8245

.

-
Mame: Jake Dos

E-Mail: asherm34@gmail.com Sele.ct an Employee_

. Phona:

Mame: John Smith
E-Mail:
Phone: 404-553-6588

Unassign Centact ] ’ Cancel ] ’ oK Then click '"OK".

Be sure to then select the specific employee or agent that you want the task
to be assigned to, and then click ‘OK’ to save.



Task Form: Untitled

[a Save and Close ] |[$ Assign Task to Employes ] 53 Related to Contact ] [s Delete Record ] |[¥ Cancel ]1

Task Detail

Subject:

Motes Owner; | Alex Sherman

Status: | - I Priority:

Give the task a name. |

: Cancelled
Select a status. Completed Related Add a priority.
m
; Flanning Stage S
Postponed
Due Date: Scheduled
Description:
& Invites ]
* Seperate email addresses with a ;'

Next, continue to fill out the task by:
-Creating a ‘Subject’ name.
-Selecting a ‘Status’.
-Selecting a ‘Priority’.

If none of the options for ‘Status’ or ‘Priority’ fit your needs, you are able to edit and add these values
through the ‘Admin’ tab under ‘Maintenance’.



Task Form: Untitled

e

IE Save and Close I |[53 Assign Task to Employee ] |[$ Related to Contact ] [x Delete Record ] |[¥ Cancel ]

Task Detail

Subject: | New Task

Notes Owner: | Alex Sherman ‘

Status: [Scheduled - ] Priority: [Medium - ]
) Name: Jzke Dos Narme:
Azsigned . ) Related P
Employee il: asherm34@gmail.com Contact ilz
Phone: Phons:

Due Date: |Thur5>day, April 01, 2010

Descripticn:

And add a description if neccesary.

[ @ Invites ]

* Seperate email addreszes with a ;.

Select a 'Due Date'.

Next be sure to select a due date for the task. You may also add a
description if necessary in the area shown, to help explain any additional
details associated with the task that you would want the employee to know

about.



Task Form: Untitled

[9 Save and Close I |[$ Assign Task to Employee ] I[& Related to Contact ] [x Delete Record ] I[m Cancel ]

Task Detail .
Subject: | Mew Task |

Motes Owner; | Alex Sherman |

Status: [Scheduled - ] Priority: [Medium - ]
. Name: Jake Doe Name:
Assigned E-Mail: asherm34 4 Related E-mails
Employes il: asherm34@gmail.com Contact ilz
Phona: Phona:
Due Date: |Thur5da'f, April 01, 2010 -
Description:

Click to invite a contact.

To invite or notify other contacts of a particular task, you may select the ‘Invites’
button.



Contacts &
Search:
Mame eMail Address

M John Doe asherm34@gmail.com

& Jake Jilling pilling@yahoo.com

N Jake Doe asherm34@gmail.com

1. Select the cotact you
E_‘, Jake Jilling nilling@vyahoo.com > y
wish to add.
2. Select 'Add'. - |jji||ing@yahun:r.mm

3. Then click ok.

Once you have selected the invites button, you are able to then select a contact,
choose ‘Add’, and click ‘Ok’ to save and invite the contact.



Task Form: Untitled

kel save and Close Select 'Save and Close' once you are finished.
Task Detail
= ' Subject: | New rask
Motes Dwner: |J!.Iex Sherman |
Status: [Scheduled - ] Pricrity: [Medium - ]
. Mame: Jake Dos MName:
Aszsigned E-Mails harm3d 4 Related E-Mails
Employes il: asherm34@gmail.com Contact ilz
Phona: Phone:
Due Date: |Thur9day, April 01, 2010 -
Description:
[ @ Invites ]
* Seperate email addresses with a '},

Once you have finished filling out the information associated with the task,
you may click ‘Save and Close’ to save the task as pictured here.
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L + Add New &8 cearch §22 Action _-_'...." Multi-Edit Farm 5 Grid Celumns Total Records: 6

i Prinrit Dye Diate Tharns Oz=l=tad Contact | Assigned Employee

Double Click, or select to view details.

Wiew Details

/. Test Scheduled | Low 3/9/2010  Alex Sherman
,ﬁ MNew Task Scheduled | Medium | 3/15/2010 | Alex Sherman
K Task For April Schedulsd | High 3/27/2010  Alex Sherman
x Task for Second Round Email blast | Schedulsd | High Alex Sherman
Z Mew Task Scheduled | Medium Alex Sherman

To add or edit any information to an existing task, you may select the
‘Task’ and choose ‘View Details’ to access and edit the task.
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