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ACTIVITY MANAGEMENT

Activity Management Module — Set up

OverVIeW Executives (employees) perform 'The business' in the organisation by conducting
many internal and external activities.

The customer contacts, quotations, recording orders, or lost sales, maintaining
high levels of customer support, membership renewals, targeting large market
sectors by telemarketing or mail marketing, e-commerce are some of the many
sales, marketing and customer service activities as examples to the external
activities. Sales meetings, training courses and seminars, board meeting etc are
examples to internal activities.

EFFICIENCY Activity Manager is the 'heart’ of the entire total business and client
management. It is exceptional design features and full integration to all the
modules of EFFICIENCY makes the activity manager as the 'main engine' in the
system.

Activity manager creates and manages activity transactions. An activity
transaction is best described as the 'foot print' of the entire business relations,
external and internal, that relate to that activity. Each activity transaction belongs
to one or more executives, customers and contacts and stamped with dates, times
and alarms and includes any other information that relate to the activity, such
letters, documents etc.

The activity transactions are the source of any historical or future (scheduled or
task) information for any one its elements. You can access to any imaginable
information from a single activity, past or future, by a click of a button. The activity
manager adds the management values to the activity as it is created and followed
up. These are the basic ingredients of how an event is usually defined by
selecting the appropriate answers to the

- Why

- When
- What
- Who

- Whom

- Where - questions all of which start with 'W' (we refer them as 'The Big Ws')

"The Big W' values are either defined by the users to suit the needs of the
organisation, business or reporting and by selecting the related information from
the database.

For example the 'Why' question can be tabulated in the Reason Category and
Reason Item tables by creating the Reason Codes. Similarly the 'Whom' question
can be answered by selecting the related Company, Site and contact information
from the database.

Total Client and Business Management Solutions
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ACTIVITY MANAGEMENT

Before using Activity Management Module, ensure these Efficiency areas are set

First Steps

up:

- Supervisor

- Operating Divisions

- Branches

- Warehouses

- Executives

- Security

- Users

- Functional Security

- User and Shared Options

Modules

- Companies and Contacts

- Campaigns

Activities Codes and
Flags

Now you can set up the Activity Management Specific codes and Flags, further
explained in full detail within this manual. For any other set-up required, please
refer to the relevant manual.

The following code and flag tables should be set up during the initial set up. Each
table requires at least one record. The system will provide a default record of

Code: 00000

Description: Default record of

It is recommended to keep at least one default record in each table.

These tables (listed with their descriptive names, the database names are given

on the detailed section for each item) are grouped in three categories. Some of
the data in the tables relate to the whole corporation and some may be maintained

Mandatory or Strongly

Recommended

Optional i.e. Default value

may be used

© 2003 AVA Systems Pty Ltd - All rights reserved

at the operating division levels.

- Mandatory/Strongly Recommended
- Optional
- Site Specific

Activity Reason
Activity Result
Activity Status
Activity Type
Next Action
Activity Class
Activity Defaults
Workflow Type
Shared Options

User Options

Activity Profile Group
Activity Profile Item
To Do Type

To Do Category

To Do Status

Corporate Level
Corporate Level
Corporate Level
Corporate Level
Corporate Level
Corporate Level
Corporate Level
Corporate Level
Corporate Level

User Level

Corporate Level
Corporate Level
Corporate Level
Corporate Level
Corporate Level

Total Client and Business Management Solutions



ACTIVITY MANAGEMENT

Codes and Flags

Axctivity Reason

Activity Reason Tables and
Fields

Activity Reason Hints and
Tips

Activity Reason Data
Example

© 2003 AVA Systems Pty Ltd - All rights reserved

When an Activity Transaction is initiated between the Executive and the Contact there is
always a reason for it. This reason usually becomes the definition of the Activity
Transaction, i.e. Telemarketing, Quotation, Order, Cold Call, Follow Up etc.

The Activity Reason and the Next Call Action codes are very similar in their concept and
definitions. In fact, usually they are interchangeable.

A well designed Activity Reason Code structure allows the Supervisor can group and
analyse all the Activity Transactions and Activities in a very meaningful and useful fashion

The Activity Reason codes are maintained in the Activity Reason Code Table (callrsn) i.e.
Follow Up Quotation, Demonstration, Inbound Telemarketing, etc. The data in this table
is usually reflects each Operating Division requirements.These codes are grouped in the
Activity Reason Category Table (callrsn). The data in this table should be designed to
address the needs of the entire corporation.

Activity Reason Category fields in table CALLRSNC

Field Name Field Description
Category Id A unique identification code.
Description The description of the activity reason category

Activity Reason Code fields in table CALLRSN

Field Name Field Description

Reason Id A unique identification code for the activity reason
Description The description of the call reason

Activity Reason A unique identification code for the activity reason category
Category

The data in the Activity Reason Category Table must exist before entering data in the
Activity Reason Code Table.

The Activity Reason IDs should be created manually.

- If you are using the automatic <Follow Up> creation function of the call transaction
maintenance, then it is necessary to ensure that the codes in the Next Call tables
are also available in the Activity Reason tables.

- Each Table must contain at least one record.

- Default records with the IDs of ‘00000’ are recommended.

Activity Reason Category Codes

Category Id Description
00000 Default Call Reason Category
NOTE Notes entry
MAINT Maintenance
HELP Help Desk
SUPP Support

SERV Service

OR Orders

QT Quotations
MM Mail marketing
™ Tele marketing
CALL Cold Call
TRAIN Training

Activity Reason Codes

Category Id Reason Id Description
00000 00000 Default Call Reason
CALL FC Follow Up Call

Total Client and Business Management Solutions
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Activity Result

Activity Result Tables and
Fields

Activity Result Hints and
Tips

Activity Result Data
Example
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CALL cC Cold Call
MM MM Mail Marketing
QT QT Quote
SETC SERV Service
SUPP SUPP Support
™ ™ Telemarketing
TRAIN TRAIN Training
Key

Abc: These are the typical recommended records.
Abc: These are the mandatory or system dependant records.

When an Activity Transaction is performed between the Executive and the Contact
system must register an Activity Result for the current activity, i.e. Interested, Call
Later, Not Interested, and Demonstration Arranged etc.

The Next Activity Action code usually complements the meaning of the Activity Result
code in a activity transaction.

The Budget and History or Score Card values may be generated from the occurrences
of the selected Activity Result Codes of the activity transactions.

A well-designed Activity Result Category and Code values will enable the users to obtain
the History, Result, Performance and Analysis values for any activities of the corporation.

The Activity Result codes are maintained in the Activity Result Code Table (callrslt) i.e.
Quotation, Order, Not Interested, Demonstration Arranged, etc. The data in this table is

usually designed to reflect the requirements of all the Operating Divisions.

These codes are grouped in the Activity Result Category Table (callrsic). The data in this
table should be designed to address the needs of the entire corporation.

The data in the Activity Result Category Table must exist before entering data in the
Activity Result Code Table.

Activity Result Category fields in table CALLRSLC

Field Name Field Description
Category Id A unique identification code.
Description The description of the activity result category

Activity Result Code fields in table CALLRSLT

Field Name Field Description

Result Id A unique identification code for the activity result
Description The description of the activity result

Result Category A unigue identification code for the activity result category

The Activity Result IDs should be created manually.
- Each Table must contain at least one record.

- Default records with the IDs of ‘00000’ are recommended.

- The data in the Activity Result Category table must exist before entering data in the
Activity Result Code table

Activity Result Category Codes

Result Cat Id Description

00000 Default Activity Result Category
AINT Maintenance Record

ORDER Orders

QUOTE Quotation Cycle

DEMO Demonstration

SERVICE Service

TRAIN Training

Total Client and Business Management Solutions
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Activity Status

Activity Status Tables and
Fields

Activity Status Hints and
Tips

Activity Status Data
Example

© 2003 AVA Systems Pty Ltd - All rights reserved

TRAIN Training

CALL Cold Call

HELP Help Desk

SUPPORT Support

DOCUMENT Letters and Documents
INTEREST Interested

NOTINT Not Interested
NOTAVAIL Not Available
CALLBACK Call Back

Activity Result Codes

Result Cat Id Result Id Description
00000 00000 Default Call Result Code
CALLBACK CL Call later
DOCUMENT BR Brochure sent
DOCUMENT BRM Brochure Sent - Mild Interest
DOCUMENT BRC Brochure Sent - Cold Interest
DOCUMENT DOM Document Sent - Maintenance
DOCUMENT DOwW Document Sent - Warranty
DOCUMENT DS Diskette Sent - Software
DEMO DA Demo arranged
DEMO DR Demo required
INTEREST IN Interested
INTEREST Fl Interest - Future
NOTINT wcC We Call you Later
NOTAVAIL NA No answer
NOTAVAIL UM Unavailable Message Left
NOTAVAIL UCL Unavailable Follow up Later
QUOTE QR Quotation Requested
QUOTE FQ Quotation Follow up
ORDER OE Order received
SERVICE MR Request Service
SERVICE SR Support Requested
TRAINING TR Training Requested

Key

Abc: These are the typical recommended records.
Abc: These are the mandatory or system dependant records

The Activity Status code is used to group the Activity Transaction records by their status,
i.e. Open, Closed etc.

The Activity Status data is maintained in the Activity Status (callstat) table.
The data in this table should be designed to address the needs of the entire corporation.

Activity Status fields in table CALLSTAT

Field Name Eield Description
Activity Status Id A unique identification code.
Description The description of the activity status

- The Codes for the Activity Status records should be created manually.

The “C=closed”, “O=o0pen” and ‘K=keep’ codes must exist in the table at all times.

Activity Status Codes

Status Id Description
00000 Default Call Status
K Keep
C Closed
O Open

Key

Abc: These are the typical recommended records.
Abc: These are the mandatory or system dependant records.

Total Client and Business Management Solutions
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ACthlty Type An Activity Transaction between an Executive and a Contact can take place in many
forms (types) and in many places, i.e., Inbound Phone Call, Meeting at Site, Written
Communication.

It is always useful to be able to analyse how and where the calls (activities) have taken
place. This analysis will help to devise the new methods of marketing, sales and
customer service or to refine the existing methods.

Activity Type Tables and The Activity Type codes are maintained in the Activity Type Code Table (calltype), i.e.
Fields Phone Inbound, Site Meeting etc. The data in this table is usually designed to reflect the

requirements of all Operating Divisions.

These codes are grouped in the Activity Type Category Table (calltypc). The data in this
table should be designed to address the needs of the entire corporation.

The data in the Activity Type Category table must exist before entering data in the Activity
Type Code table.

Activity Type Category fields in table CALLTYPC

Field Name Field Description
Type Category Id A unique identification code.
Description The description of the activity type category

Activity Type Code fields in table CALLTYPE

Field Name Field Description

Activity Type Id A unique identification code for the activity type
Description The description of the activity type

Activity Type Category Unique identification code of activity type category

Activity Type Hints and Tips The Activity Type IDs should be created manually.

- Each Table must contain at least one record.
- Default records with the IDs of ‘00000’ are recommended.

- The data in the Activity Type Category table must exist before entering data in the
Activity Type Code table

Activity Type Data Example Activity Type Category Codes

Type Cat Id Description

00000 Default Call Type Category
WRITE Written Communications
MEET Meetings

PH Phone

Activity Type Codes

Type Cat Id Type Id Description
00000 00000 Default Call Type
PH PI Phone Inbound
PH PO Phone Outbound
MEET MS Meeting, Site
MEET MO Meeting, Office
WRITE WR Written Communications
WRITE FAX Fax
Key

Abc: These are the typical recommended records.
Abc: These are the mandatory or system dependant records.

Total Client and Business Management Solutions
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Next Action

Activity Next Action Tables
and Fields

Activity Next Action Hints
and Tips

© 2003 AVA Systems Pty Ltd - All rights reserved

When an Activity Transaction is initiated between the Executive and Contact, there’s
usually a Next Call Action (Follow up) for it, i.e. Follow up a Letter, Demonstration, Follow
up a Quotation, etc.

The Activity Reason and the Next Call Action codes are very similar in their concept and
definitions. In fact, usually they are interchangeable.

When a follow up is performed, as the existing call transaction is closed, usually the Next
Call Action becomes the Activity Reason for the new Activity Transaction

The Next Activity Action code usually complements the meaning of the Activity Result
code in a call transaction.

There are two very specific uses of the Next Action codes.
1. Update the Sales Cycle Fields on the related Contact and Company records

2. Allow the Escalation process to escalate the related activities.

Checking the related check boxes against the Activity Next Action Codes activates these
functions.

The Activity Next Action codes are maintained in the Activity Next Action Code Table
(callnact), i.e. Follow Up Quotation, Demonstration, etc. The data in this table is usually

designed to reflect the requirements of all the Operating Divisions.

These codes are grouped in the Activity Next Action Category Table (callncat). The data
in this table should be designed to address the needs of the entire corporation.

Activity Next Action Category in table CALLNCAT

Field Name Field Description
Next Action Cat Id A unique identification code.
Description Description of the Activity Next Action Category

Activity Next Action Code in table CALLNACT

Field Name Eield Description

Next Action Id A unique identification code.

Description The description of the Activity Next Action

Next Action Cat Id Next Action Cat Id

Update Check the box if this code is going to update the sales cycle
Contact/Company fields in the contact or company site records.

Escalate Sales / Check the box if this code is going to escalate the related
Support Activity activities

The data in the Activity Next Action Category Table must exist before entering data in the
Activity Next Action Code Table.

The Activity Next Action IDs should be created manually.
- Each Table must contain at least one record.
- Default records with the IDs of ‘00000’ are recommended.

- The data in the Activity Next Action Category Table must exist before entering data
in the Activity Next Action Code Table.

- If you are using the automatic <Follow Up> creation function of the activity
transaction maintenance, then it is necessary to ensure that the codes in the Next
Action Call table are also available in the Activity Reason table.

Total Client and Business Management Solutions
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Activity Next Action Codes Activity Next Action Category Codes

Example
Category Id Description
00000 Default Next Call Action Category
NOTE Notes entry
MAINT Maintenance
HELP Help Desk
SUPP Support
SERV Service
OR Orders
QT Quotations
MM Mail marketing
™ Tele marketing
CALL Cold Call
TRAIN Training
INSTALL Installation
Activity Next Action Codes
Category Id Next Action Id Description
00000 00000 Default Next Call Action
CALL CR Call Return
MM FM Follow up Mail
SERV SR Service Call
SUPP SP Support Call
FUP FC Follow up Call
FUP FB Follow up Brochure
FUP FQ Follow up Quote
QT QT Quote
™ ™ Telemarketing
TRAIN TR Training
DEMO DA Demo Arranged
DOCUMENT SC Contract Sent
FUP FMEET Follow up Meeting
Key
Abc: These are the typical recommended records.
Abc: These are the mandatory or system dependant records.
TO DO Type Their types, i.e. Planning, Insurance, and Contract etc, use the To Do Type code to group
the To Do records.
To Do Type Tables and The To Do Type code is maintained in the To Do Type Code Table (todotype)
Fields

The data in this table should be designed to address the needs of the entire corporation
and all the related modules.

To Do Type fields in table TODOTYPE

Field Name Field Description
To Do Type Id A unique identification code.
Description The description of the To Do Type

To Do Type Hints and Tips - The Codes for the To Do Type records should be created manually.

- The table must contain at least one record.

- Default record with the ID of ‘00000’ is recommended.

Default To Do Type value should be set in User Option’s User>Activity section. Value is
defaulted for general To Do enquiries.

To Do Type Codes Example  To Do Type Codes

Type Id Description
00000 Default type
PLAN Planning
CONT Contract
INSR Insurance

Total Client and Business Management Solutions
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Key
Abc: These are the typical recommended records.

Abc: These are the mandatory or system dependant records.

TO DO Category The To Do Category code groups the To Do records by their categories, i.e. Pre
Contract, Contract, Post Contract etc.

To Do Category Tables and The To Do Category code is maintained in the To Do Category Code Table (todocat)
Fields
The data in this table should be designed to address the needs of the entire
corporation and all the related modules.

To Do Category fields in table TODOCAT

Eield Name Eield Description
To Do Category Id A unique identification code.
Description The description of the To Do Category

To Do Category Hints and
Tips

- The Codes for the To Do Category records should be created manually.
- The table must contain at least one record.
- Default records with the ID of ‘00000’ are recommended.

- The default To Do Category value should be set in the User Option’s
User>Activity section. This value is defaulted for the general To Do enquiries.

To Do Category Codes To Do Category Codes
Example

Category Id Description
00000 Default Category

PRECONT Pre Contract
CONT Contract
POSTCONT Post Contract

Key
Abc: These are the typical recommended records.
Abc: These are the mandatory or system dependant records.

TO DO Status The To Do Status code is used to group the To Do records by their statuses, i.e.
Active (Open), Closed etc.

To Do Status Tables and The To Do Status code is maintained in the To Do Status Code Table (todostat). The
Fields data in this table should be designed to address the needs of the entire corporation
and all the related modules.

To Do Status fields in table TODOSTAT

Eield Name Field Description
To Do Status Id A unique identification code.
Description The description of the To Do status

To Do Status Hints and Tips The Codes for the To Do Status records should be created manually.

- Default record with the ID of ‘00000’ is recommended.

Total Client and Business Management Solutions
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- The “C=closed™, A=active” codes must exist in the table at all times.

To Do Status Codes To Do Status Codes
Example Status Id Description
00000 Default Status
A Active
C Closed
Key

Abc: These are the typical recommended records.
Abc: These are the mandatory or system dependant records.

Workﬂow Type Their types, i.e. Planning, Insurance, and Contract etc, use the Workflow Type code
to group the Workflow Template and the Action Plan records.

Workflow Type Tables and The Workflow Type code is maintained in the Work Flow Type Code Table
Fields (wrkftype).

The data in this table should be designed to address the needs of the entire
corporation and all the related modules.

Workflow Type fields in table WRKFTYPE

Field Name Field Description
Type Id A unique identification code.
Description The description of the Workflow Type

Workflow Type Hints and - The Codes for the Workflow Type records should be created manually.

Tips
P - The table must contain at least one record.
- Default record with the ID of ‘00000’ is recommended.
Work Flow Type Codes Work Flow Type Codes
Example
Type Id Description
00000 Default type
PLAN Planning
CONT Contract
INSR Insurance
Key

Abc: These are the typical recommended records.
Abc: These are the mandatory or system dependant records.

Total Client and Business Management Solutions
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Activity Management

ACthlty & Executives can be involved various levels and types of activities.

AppOl ntments External Task Executive has a task for or with a Contact at a certain
date or time without an appointment

External Executive has an appointment with a Contact at a
Appointment certain date and time for a nominated duration.
External Group Executive has an appointment with one or more
Appointment Contacts at a certain date and time for a nominated

duration with the participation of other executives.

Internal Activity Executive has a date and time allocation for himself or
herself for any reason, setting him or herself
unavailable for any other activities.

Internal Group Executive has set aside time for himself and group of

Appointment other executives for any reason setting those
unavailable for any other activities.

Venue and Resource  Venue and resources can be allocated for the

Allocation appointments, which makes the appointment
automatically a group meeting.

The executive requesting a group meeting is known as its Owner.

The following block diagram summarises the above options.

| Main Executive | | Main Cortact
Activity Meeting
Participant Executives | | Participant Contacts
| WRMUE Resources |
[ Main Executive | [Participart Executives |

| Internal Meeting

| WEMNUE Resources |

The External Activities are maintained on the Standard or Quick Activity
maintenance windows

Activity Bar The Activity Bar contains all the icons that allow the user to access various
interactive query windows in order to access the entire Efficiency System from the

activity level up, various scheduler options and Bulk Call List.

Click on the Icon to display the details.

Total Client and Business Management Solutions
© 2002 AVA Systems Pty Ltd - All rights reserved -19-



ACTIVITY MANAGEMENT

Activity
Maintenance

© 2003 AVA Systems Pty Ltd - All rights reserved

Access to All Contacts and Activities

Contact Activity History

oG Company Emplaoyee Activity Histary
<5 Company Activity Histary

P Executive Activity History

-5 Executive Activity Follow Up

== Executive To Do List

B Cluotation Follow Up

Order Entry Activities

Customer Support and Follow Up
% Plant Maintenance and Follow Lp
By Contract Activities

& Daily Scheduler

Weekly Scheduler

honthly Scheduler

Annual Availability

i Graup Scheduler

B, Bulk Call List

You can create an activity transaction or access to an existing activity from a

number of different sections within Efficiency:

1. Using Efficiency’s Activity and Appointment Scheduling and Maintenance

functions

- Create/Find a contact and create or edit an activity transaction or

appointment for that contact

- Create/Find a company/employee and create or edit an activity

transaction or appointment for that contact

- Find an executive and create or update follow up activity transactions

- Find an activity transactions from any activity history options and edit,

update or follow up activity transactions

3. From within the Company, Contacts or Membership modules/TAB Folders

create or edit an activity transaction

4.  An activity transaction is automatically created when creating or following up a:

- Quotation

- Order

- Customer Support

- Service and Maintenance
- Event

- Mail Marketing

Total Client and Business Management Solutions
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Standard ACthlty H Edit Activity for Business Solutions Pty Ltd
. . Co. Business Solutions Pty Ltd Op Div 00000 Eranch 01 Activity 3007586
Maintenance Window Co.Id 3000025 Sit= 00001 Moduls Company Recd 3000025
On Behall OE]l | Status: | & Open  Closed
Carp Split: |Efficwenc:y1 995 Marketing L.l Activity Class: [ Standard Activity -
This Activity — — Next Activity

Date[T5A7/00 ] [03:30 Duratior: 2| Daps|  DatefT5A1/00 <][13:30 Duration =] 1 B|

Reasar |Ea|l, Standard ﬂ | Activity |Ea|l Meeting _vJ
Executive: |Ahmat Ajara _:J Executive: |Ahmet Ajara ﬂ |
| _Contact: [ames Mazan Contact: [[lames [Mason |
Action Type: |Ph0ne Outbound _.v_{ Action Type: |F’h0ne COutbound ﬂ
Resul: |Brochu|e sent _v_] Priority: | 1 EIEI Alarmn O [ Alarm Set:| 15 @
Walue| Fief N0:| Eenue:| | .ﬂ
Remarks Dema first Products... Letters...
Surve.. Documents...
Group Meeting... Email..
TifMotes[~ Resources. . Prafiles...
Hew Feset Delete Save Follow Up... | Ezxit Help
QUiCk ACtiVity Maintenance ¥ Edit Activity for Business Solutions Pty Ltd
. Co. Mame Business Solutions Pty Ltd Caltran 3007586
Window Co. |d 3000025 Site DOO01 Contact 3000143

Days: Action Date: (1517400 = ||08:30 Status: | Open  Closed| Activity Class: |Standard Activity -
Mext &ct Dae| 151100 «||13:30 Duration:ﬂ 1 E'EI Pricrity:| 1 EIZI Venue| b

Alarm On: ¥ Alam Set:| 15 E Nest Activity: [Call Mesting | e
TrfMates [~ Action Type:|Ph0ne Outbound ﬂ Documents. ..
C'emo first Ermnail.
Profiles...
Group Meeting...
Fiezources.
Hew | Clear | Beset | Delete Save Follows Up... | Exit | Help

This window is used to maintain the very basic Activity information.

This window is preferably used for the purpose of only editing one or more of the
following fields:

- Activity Remarks
- Next Call Date and Time
- Next Call Priority
- Alarm On and Off

Format Activity The activity engine is the driving engine of Efficiency; it's designed to hold vast
Maintenance Windows information some of which may not be applicable to the site or the user.

System allows each user to configure the standard and quick activity screens to suit
each user’s needs as detailed in the How to Format Activity Maintenance Window
topic

Prerequisites At least one Activity default must be created and assigned to each user’'s New
Activity and Follow Up Activity Default values in the User Options.

Please refer to the Activity Defaults and How to Use Activity Defaults topics for the
details and options of the call defaults.

If the Activity Defaults were already set up the fields on the screen are filled with the
default values. The different activity defaults for different options are highly
recommended. The Defaults option from the Popup menu allows the user to select
another activity default.

IMPORTANT REMINDER -It is important to remember each new activity must
be entered as a new record rather than editing the existing record.

Data Maintenance Fields - REMEMBER the first part of the activity THIS ACTIVITY or NOW is entered to
NOW capture what has happened during the event, activity or contact. Therefore, you
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should change any one of the following inside the THIS ACTIVITY box

The FOLLOW UP should have been entered during the activity as what was going
to happen as NEXT ACTIVITY.

Campaign Split: Select from the available list the appropriate campaign split that
activity relates to. This will be used for reporting purposes by campaign and
campaign split.

If this record does not relate to any Campaign Split, simply leave it with the default
value.

On Behalf Of: If this activity was created on behalf of another contact select the
contact from the drop down list.

Example: Activity was made to a solicitor on behalf of a client,

Date: - The current date will be displayed by the system. This can be changed if
required. Use the dropdown calendar or enter the date manually.

Time: - The current time will be displayed by the system. This can be changed if
required and time is 24 hours clock.

Duration: - How long this activity took in time, entered as the ‘Number of time
Segments’. 1 =30 mins as default eg if it was a meeting it could be 2 hours, then
enter here 4.

Reason: Select from the available list the reason for the activity transaction, eg
Follow Up Phone Call or Telemarketing.

Executive: The system will display the current executive’s name from the log in.
This can be changed if required.

Contact First and Last Name: - The first and the last name of the contact involved
in this activity transaction should be entered here. To select from the list of existing
contacts simply click on the Contact button for the company activities. For the
Contact activities, this function is not required, as the name would be entered by the
system.

Action Type: - Select from the available pick list for the type of action., eg Phone
Outbound, Meeting Site etc

Result: - Select from the available list the result of this activity transaction, eg Letter
and Document sent. Interested, Call Later etc.

IMPORTANT NOTE - The Result Code is very important. It has the following
effects on the system:

- To analyse the result of each activity transaction

- Act as an accumulator trigger for the History records.
Activity Remarks: - Add or modify the remarks for the transaction. In some cases,
the user is only allowed to append new remarks to the existing ones.

Double click on the field to pop up a larger data entry window for the remarks.

Status: - Click on one of the following if you wish to maintain the status manually.
The ‘Follow up’ functions will automatically set the existing Activity status to ‘Closed’
and the new one to ‘Open’.
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Open: If this activity is to remain open until an action is to be taken, eg demo
organised

Closed: If this activity is closed, eg demo completed. The activity with the closed
status is displayed in blue on all activity display lists.

Mode: - Click on one of the following:

Value Notes

Action If this call transaction is an action, eg demo organised

Response If this call transaction is a response, eg request for brochure
to be sent

Maintenance If this call transaction is a maintenance type calls, eg

updating the database for addresses and phone numbers.

Activity Class: Enter here the activity class from the drop down list. This is very
important information as it affects the deletion and purging function of the activity

record.

Class Notes

Standard General Activity can be deleted within the standard system
security

Compliance The activity may not be deleted as set in the User Shared
Options.

Others Same as standard designed to suit the operation to give more
detailed analysis.

NEXT Action THEN we enter what is going to happen NEXT

Days: Enter here the days for the next action. The next action date will be displayed
by adding the days to the today’s date.

Date: Enter the date for which the next (Follow Up) action will take place. The drop
down calendar is available on this field.

Click on the <Date> button to display the Daily Scheduler of the executive for the
next action date.

Time: Enter the time for which the next (Follow Up) action will take place.

Duration: How long this next (Follow Up) will take is entered here in blocks of the
nominated time segments (1 = 30 mins as default). This is in conjunction with the
diary system for blocking out meetings.

If the nominated time will overlap with an existing appointment or an unavailable
time slot, the status displays on a dialogue box. If the User Options are doesn't
allow double bookings the appointment is rejected.

If there was no duration then the activity is considered a Task.

The Venue, Resource and Group Meeting allocations can only be made if there is
duration in the activity.

Date, Time and Duration Edit Control
The following User Option allows the Call Date, Time and Duration to be editable or
Not
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AllowToEditActivityCallDateTime: Yes/No

Limit the Appointment Duration
System limits the value of the appointment duration entry maximum of 42 units (half
hrs) based on the following calculations.

- Allowed Duration = (23:00 — Next Action Time) * 2

For example, if the next action time is 17.30 the maximum duration can not be more
then 11 units (5.5 hour)

Activity (Next Action): - Select from the available list the next action required for
this activity transaction this is, eg Demonstration Organised, Follow up Quotation
etc.

The Next Action is usually used as complementary information to the activity result.

If the activity item is set to Update Contact in the table then the Sales Cycle field of
the contact will be updated and the date will be stamped.

Executive: Click once to allocate the next (Follow Up) activity transaction to the
same executive. Use the drop down list if you wish to allocate another executive
from a selection list.

Contact First and Last Name: The first and the last name of the contact to be
contacted in the next activity transaction should be entered here. To select from the
list of existing contacts simply click on the Contact button for the company activities.
For the Contact activities, this function is not required, as the systems will enter the
name.

Call Type: Select from the available list the type of action required for the next
(Follow Up) activity, eg Phone Outbound, Meeting Site etc.

Venue: Select a venue to hold the meeting. The grouped meeting venues in the
user options will be displayed on the drop down list.

Priority: If required enter the priority number 1-9 that this activity transaction has.
This will result in activity transactions being displayed by order of priority.

Alarm On: Click on this field if you wish the system to remind you when this next
(Follow Up) activity time is due. Leave this field blank if you do not want to be
reminded.

Alarm Set: Enter here the minutes for the system to pop up the alarm box for that
many minutes before the set alarm time.

Once the new Activity Transaction was created (saved) you can maintain every
aspects of an Activity, including to attach the following records to the Activity
Transaction:

Letters
You can attach multiple letters and documents to the activity. Click on the <Letters>
command button and activate the Main Letters for Activity window.

Documents

You can attach multiple documents to the activity if the site’s licence includes the
‘Document Management” module. Click on the <Document> command button and
activate the Activity Documents Activity Window.

Products
You can attach multiple products to the activity if the site’s licence includes the
‘Product Management” module. These products usually represent the company or
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contact’s interests in these products. Click on the <Product> command button and
activate the Activity Product Attachment Window. If the “Host” system is used the
available product quantity can be enquired on this window.

Profiles

You can attach multiple profiles to the activity. Click on the <Profiles> command

button and activate the Activity Profiles window.

If any one of the functions assigns one or more items to the Activity, of the text on
the command button, which had activated the function, turns to bold.

Survey (Questionnaire)

If the Call Centre Module is available, this command button is enabled. Click on it to
activate the Survey Form Window.

Follow up

The <Follow Up> command button will “Close” this Activity and create a new one by
using the pre-determined ‘Follow Up Activity Default’.

If the activity was part of a workflow this activity will be closed and the Workflow
Action Follow-up window is displayed. Based on the action taken on this window

will create the Follow Up activity in line with the Workflow Action Plan.

Venue

Click on this button to display the Venue Allocations grid.

Resources

Click on this button to display the Resource Allocation grid.

Trf (Transfer) Notes

In some cases, the notes and remarks that were entered in an activity may contain
specific or general information that you may wish to attach against the Company
Site or the Contact. Click on this check box to transfer the remarks as notes to the
Company Site or the Contact record.

See the Module Notes topic for the details and the usage of the notes.

Group Meeting

Click on the <Group Meeting> button to attach external contacts and internal
executives in the Create and Maintain Group Meetings topic. The resources are
also allocated at the same time.

The group meetings are allocated only if the activity was an appointment.

Email

If you wish to send an Email to the contact of this activity by copying the activity
remarks as the email text and at the same time to record the email as part of the
activity click on the <Email> button.

Otherwise use the pop up menu Email option to send any email to the contact or
any other recipient. The email of this method is not recorded on the activity.
Other Functions

Use the right mouse click to pop up the menu to access other functions (you can
access almost the entire Efficiency) as described in the Activity Pop-up Menu
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Options.

Using the Development Kit the header section of the window can be modified. In
this case the User Options allows the supervisor to enter the name of the new data
object in the Activity Normal (Quick) Entry Header Data Object section. The System
uses this object as header when entering or editing the activity in a normal (quick)
mode

Activities can be restricted based on the selected Activity Reason Category ID’s
assigned to the executives in the Supervisor Functional privileges set up option.

If the Security Log on option 4 is used, executives with these Reason Categories will
not be able to see the activities for those categories.

The following User Option allows the Call Date, Time and Duration to be editable or
Not.

Allow To Edit Activity Cal Date Time: Set to Yes or No

The Formatted Report option of the Print function from the pop up menu of the
activity entry windows will print an Activity Job Sheet to detail the following

- Activity Summary

Contact details

- Last Module Notes

System limits the value of the appointment duration entry maximum of 42 units (half
hrs) based on the following calculations.

- Allowed Duration = (23:00 — Next Action Time) * 2

For Example if the next action time is 17.30 the maximum duration can not be more
then 11 units (5.5 hour)

The venue allocations are displayed on the following grid window.

alj Venue Allocations M= E
- i 4 | 07A12/2000 = »
Time Conference roomz2 Conference room3 Conference roomd Conference rooml |+

Alan Ladd - Training

Ahmet Ajara Alan Ladd - Sales Meeting

« | [Ely
Close |

Double click on the allocation (coloured fields) to display the details.

The supervisor via the supervisor data maintenance utility can remove the future
venue allocations globally. The venues can’t be double booked.

The resource allocations are displayed on the following grid window.
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alj Resource Allocations =]

| «JTrEn =16 |

Tirne Projector Pririter Coffee Maching =

08:00

08:30

03:00

03:30

10:00

10:20

11:00

11:30

12:00 Alan Ladd - Training

12:30

1300

1330 -
14:00

14:30

15:00  Alan Ladd - Sales Meeting Alan Ladd - S ales keeting Alan Ladd - Sales Meeting
15:30

16:00

16:30 -

4 | o

LCloze |

Double click on the allocation (coloured fields) to display the details.

The supervisor via the supervisor data maintenance utility can remove the future
resource allocations globally. The resources can't be double booked.

The letters that are attached to activities can be recorded and/or stored in various
methods.

Select and Use document template that was created and registered in Efficiency as
Stock Letter or Standard Letter Template. These documents are created using the
Registered Letters function. These documents are Word documents and registered
in the system without any file extensions. The first option is NOT TO ARCHIVE the
letter, simply merge and print it. This is typical for any letter that the content does
not need to change

Use document template that was created and registered in Efficiency as Stock
Letter or Standard Letter Template

In the second option, select the stock letter template as normal, click on the archive
check box let the system merge the letter, make the changes. System will assign a
sequential number to the document with the .DOC extension will save it to the
network directory that was assigned in the User's Shared Options.

Select an existing letter using the Browse button and save it as file source

For option 2, the supervisor must set the following.

- The letter table must be set to Auto Number by the supervisor
- The mail section of the User Shared Options should be set to:
- Auto Generate Mail File Name = Yes

- Main Storage Directory for Letters = Network Directory

The letters and documents are attached to the activity or edited using the following
window.
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& Maintain Letters for Activity

Letter Id Letter Title Signed By Print Date  Printed Recip Diocuments... |

Follow Up Letter

1] | i
Letter 1d:[|SALES Frint Da[e_l 2140301 Title: |Sales Follows Up Letter
Signed By:lAiara Ahmet Ll Printed: ¥ Recipiznt: [Mr Temy Gerzen LI
Category:lSaIes ;I Type:lLetter Posted ;I Copies to:
Source: ” File (% Stock
“eford Proc: [YWord For "windowes LI PS5 Hotes:
= I ail &ddress:
Docs Path: |c:heff4lheffdocsh * Defoul
Archive [ " Address
" Private
" Compary
Mew | Merge Browse | Stock. | Dielete | Save I|‘| 4 | b | Nl Cloze | Help

There are three sections on this window.

- The list of the attached letters
- The List of the attached documents to a letter

- The Letter details.

New

Click on this button to assign a new letter.

Use the Letter Id button to select a letter template for options 1 and 2 type
assignments.

System will display the Letter Selection window.

& Select Letter
Letter Id Drezcription WiPocessor  Wersion Fath
EFFIMTRI Efficiency Introduction bo contacts winword.ese 97 cheff4lheffdocs
EFFINTRZ Efficiency Introduction to Companies winword.ese 97 cheff40heffdocs
EFFRARE Efficiency Marketing for Contacts winword exe 97 cheff4lheffdocs
EFFMAREZ M arketing letter for Companies winword exe 97 cheffdlheffdocs
SaLES Salez Follow Up Letter wirnord, exe 97 cheffdlheffdocs
TEST test new objects winword.exe 97 cheff4heffdocs
| | 2
| o Close: Help |

Highlight the selected letter and click on the Select button. The details of the letter
template will populate the Maintain Letters for Activity window.

If the Option 3 is to be used check the File radio button, uncheck the archive button
and click on the Browse button to select an existing letter from the network
directories.

In the latter option, the user should enter all the related fields.
Open/Merge

When a new record was created (saved) or an existing record was retrieved this
button may display one of two options.

Merge Merge the letter and display merged Word Document.
Open Open the archived Word Document
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Browse

When the File radio button was checked this button allows the user to search the
network directories for pre-saved Word documents.

Stock

Starts up the Register Letter window to edit the details of the letter template.

Documents

Letters can be attached with documents. Click on this button to pop up the Attach
Documents to Call Letter window.

Letter Id: Using one of the previously described options populates this field.

Print Date: To day’s date

Signed By: The executive who signed the letter or the sender of the letter.

Printed: Checked by the system when the letter was printed first time.

Category: Select an appropriate letter category for reporting purpose.

Type: Select an appropriate letter type for reporting purpose.

Source: Check the File or Stock radio buttons depending on the source of the
original letter as explained above.

Word Processor and Docs Path: These fields are populated by the system.

Archive: Check this box if the template letter to be merged and saved as a system
generated file name.

Mail Address: Select the mail address. If there is no specific purpose of selecting a
special mail address, it should be left to default option, as system will select the pre-
determined mail address automatically.

Title: The title or long description of the letter.

Recipient: The full name of the main recipient (Contact).

Copies To: A text field in which the other recipients of the letter can be entered for
information.

PS Notes: The text on this field can be merged to the letter as PS.
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Use this window to select documents and attach them to a letter.

Attatch Documents to Call Transaction

Categom |Ease Studies | Tupe |Printed rnaterial ~|
Documents Available Documents Attached
Cugtomer Support Case Study - Making = Document Oty DOriginal
Efficiency 2 28 Case Studies, bundle Efficiency 2.2B Case Studies, bundle |

Thd Caze Study - Predictive Dialling Puts > |

[1

[e-zelect I [e-select Undo Save I

LCloze | Help |

The selected Documents from the <Available> list can be transferred to the
<Assigned> list. The items from the <Assigned> list also can be transferred back to
the <Available> list.

The Document Category and Type drop down fields are used to refine the selection
of the available documents.

During the creation of a call transaction or editing afterwards, the products in which
the contact was expressed interest can be recorded against the call transaction for a
future reference. The Activity Product Attachments Window designed to achieve
this task.

First, select a suitable Product Category at the Category Drop Down window. The
products belonging to this category will be displayed automatically on the
<Available> list.

The <Assigned> list displays the products which were already attached to this
activity transaction

Call Transaction Products

Froduct Categary: [Bdaptors ~]| FRecodID: 3007012
Codes Available Codes Azzigned
Froduct 1d D oa Product Id F
F2534 Tube 250 mm A-Flange: P2R3C Tube 250 mm C Unflange:
F2R38 Tube 250 mm B Flange:
F253C Tube 250 mm C Unflang __I
F253CE00 Tube 250 mm C Unflang
F2R3CF Tube 250 mm C Flange:
F25304 Flex Sleeve 250 mm A F
F2530E Flex Sleeve 250 mm B L
FP2RADPTA Angle &daptar 250 mn,
F2RADPTE Angle &daptar 250 mnm
PIST1BRAL “wind Turbine Angle Ad:
Pd0z2 Reflector 400 mm =
| K I ;IJ | K E— 2
De-zelect | Zroduc ‘ B itiom ] De-zelect | Undao Save |
Host Infa... | Host Otys... | LClose | Help |

The selected Products from the <Available> list can be transferred to the
<Assigned> list. The items from the <Assigned> list also can be transferred back to
the <Available> list.

If any error occurs, click on <Reset> or <Undo> to undo the actions.
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Other Functions Use the following command buttons to start up the related functions.

Product

Click on this button to start up the Product Module for the details of the product,
which is already highlighted on the <Available> list.

Competition

Click on this button to start up the Product References window to display the
information from the vendors and competitors for the product, which is already
highlighted, on the <Available> list.

Host Info

If your system is linked to a Host System, click on this button to start up the Host
Information window to display the information from the Host Inventory System for
the product, which is already highlighted, on the <Available> list.

ACthlty While creating or editing an activity transaction, forwarded documents (by physical
or electronically means) are recorded against the activity. As shown on the Activity

Transactlon Documents Attachment Window.

DOCU ments If the documents are enclosed to a letter, the Attach Documents to Call should be
used.

On the Activity Documents Attachment window, first select a suitable Document
Category and a Document Type at the Category and Type drop down list. The
documents belonging to the selected category and type will be displayed
automatically on the <Available> list.

The <Assigned> list displays the documents which were already attached to this
activity transaction

The selected documents from the <Available> list can be transferred to the
<Assigned> list. The items from the <Assigned> list also can be transferred back to
the <Available> list.

If an error occurs, <Reset> or the <Undo> buttons will undo the action.

ACthlty Profl |€S You can add as many user defined Profile Groups and Items to the Activity records.
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Op Divizion |Effiu:ienn:y Operationz
| F"ru:u-file.GrDup Frofile [tem
{ Objection Codes Mot required ik
Groups... Itemsz...
Cloze _ Help

All the Pop Up Menus from the Company and Contact related window has an

additional item under the Activity section to list all the letters for the selected record.

-i_? Select Letter for Frank James
Letter Title Letter Id Executive Activity |d
Ahm 3 i
EFFM&RK] Ahmet Ajara 3007386 Fr
L4 | i
2 r Open | E it |

Double Click on the selected item or clicking on the Open button will start up
WinWord with the selected document.

Reminder: Files with ‘. DOC’ extensions are stored documents. Template
files with are those with no extension previously sent to a client once merged.
Click on these to open the template.

The internal unavailability and appointments are maintained through the window
below. The participants of the external appointments are accessed from this
window in read only mode.

Total Client and Business Management Solutions
-32-



ACTIVITY MANAGEMENT

Aval |ab| I Ity 35 Executive Unavailability for Ahmet Ajara on 1970172001
Reason: | Unavailable LI Drate: |'| 9401 2001 :J
Activity Class: | Standard Activity x| Time:| 10:00 Duration:ﬂl‘l_g
Group Meeting.. Alarm O™ Alarm Set:l_E
ST Resources... WEnUE: ||E0nfelence ooms ﬂ
E oard Meeting __i
[
Reset l Delete Save Copy... LCloze | Help
Data Fields Reason: Select an appropriate reason from the dropdown list.
- Business
- Holiday
- Long Leave
- Other
- Public Holiday
- Sick
- Training
- Unavailable

Activity Class: Select an activity class from the dropdown list.

The Compliance class may stop the deletion of the related unavailability record.

Date, Time and Duration: These 3 fields are mandatory. The duration is multiples
of 30 minutes. 1 equals 30 mins, 2 is 60 minutes and so on.

Click on the Down Arrow next to Duration to select from a set of fixed duration.

Alarm on and Alarm Set: Check the alarms box if the alarm is to be set. The
Alarm set value is the minutes before the actual time that the alarm will sound.

Venue: Select a venue for the meeting,

Click on the Venue button to display the Venue Allocations Grid.

Resources: Click on the Resources button to display the Resource Allocations Grid.

Group Meetings: Click on this button to assign a group meeting. The Create and
Maintain Group Meetings topic details this function.

If there was a group meeting including the allocation of a venue or resources, the
text on this button is displayed in bold.

Remarks: Enter remarks for the record.

If the multiple appointments are permitted, system will create the appointment with a
warning. The venue and resources cannot be double booked.

Command Buttons Copy
The single, group or re-occurring records can be copied or created by clicking on

this button. The Auto Create Future Activities topic details these functions.
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Delete

Click this button to delete the single, group or the future section of the re-occurring
meetings.

Save

The record is saved with various options depending how the overlapping
appointments were set up.

Auto Create Future There are situations where the user wishes to create the same activity(s) for the

ACtiVitiES future dates, once only or re-occurring or assign the same activity to another
executive with a different Next Action code. Similarly, the single or group
appointments (internal) can be repeated or copied over to future dates.

This utility can be accessed from two windows:

Activity Management Window  Creates New Activities or Unavailability
records for individual or group
meetings/activities

Executive Unavailability Creates Unavailability records for individual
Window .
or group meetings

Activity Based Copy Over The following window is displayed when the Activity Copy option was selected from
the Activities section of the Pop Up menu of the Activity maintenance window.

a Activity Copy Over [ |]

Erecutive PhEx & Executive Pl Ext
Ahmet Ajara 23456

Erik %iking
Fred Astaire

2l Lol

Glenn Prewett =

Feoccuring: [

Create Activities for selected Executives: W .
Copy Group Meeting: [

Mest Action: |I:a|| I eeting ﬂ Keep the Same Tims: W
Aictivity Class: | Standard Activity | Alam: ¥ Duration: ITE

Keep the Same - - | Interval —— How Many -
T | D zily: |—1|—%
Day ofweek: [ b ,1—%
Date: [ .Dayof Month: [ r- ’1—%
ieek Day in Month or Year. [ | | nuslly: [~ ’1_%

Eesnurces: Wenue Group Feszet top Apply Cloze ‘ Help

Requestor
The name of the requestor (in bold if there were group meetings were involved) is

displayed on the top right window.

Other executives can be dragged and dropped in this window from the executives
list.

Click on the Venue, Resource, or Group buttons to see the details of these if
required.

Create Activities for selected Executives

If this box was checked, system will create activity record for the selected executives
and dates from the requestor’s original activity record. Otherwise, all the records will
be created as Executive Unavailable records.
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Reoccurrin

Check this box if activities and unavailable records are to be created as reoccurring
records.

The reoccurring records are linked to the original activity record. The Non-
reoccurring records will not have any linkage between the records.

Te re-occurring meetings will ignore the holidays (based on the holidays set against
the Country or State of the Executive’s branch).

Keep the Same Time and Duration

Check this box if the original activity/appointment time is to be kept for the future
records.

Set the duration of the appointment if required.

Alarm

If the time and duration were set then you can check this box to set the alarm for the
future records.

Date Selection Options

There may be 6 possible date selection scenarios:

Date Days Relative Period Action
Yes Daily Create Activity from same day
Yes Annual Create Activity for dd/mm of each year
Yes Weekly Create Activity for each 7 days
Yes Monthly  Create Activity for dd of each month
Yes Monthly  Create Activity for same nth 'Weekday

Name' of each month

Yes Annual Create Activity for same nth 'Weekday
Name' of each nth week of each year

Apply

Click on this button to apply the selections. The system will prompt you with a
selection summary.

Copy Activity E

) After a succezziul Activitpidyvailability check, new Activities AAppointrents
\‘\I) will be created for the following dates:

04,/06/2001 Monday 05/06/2007 Tussday
The selected copy funchions are:

Create fctivities

F.eep Same Time

Fepeat: Daily  Interval: 2
F.eep the zame Date

5 this DK
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After the acceptance of the message two things may happen.

All future appointments are free; therefore system will create the new records and
prompt the result message.

Some of the future appointments are not free; therefore system will warn you with
the following message:

Availability Check

& There iz 1 Executive that iz unavailable.
The unavailable Executive detailz will now be dizplaped.

[F paw want the Executive in the raw ta be included,
then tick the raw athenmize the Executive will be amitted.

Click the DK button to continue the Save operation.
Click the CAMCEL button to cancel the S ave operation.

Cancel

If the message was accepted the following list is displayed to allow the user to tick
the executives for an overlapping appointment.

Activit_l,l Copy Over

Executive
Erik Wiking
Fred &staire
Glenn Presett
A
Executive Unavailable  Start Time Duration WErLe Type
[T Akmet Ajara 12/04/M (0:00:00 2

azdfdedsfzafsfzda

| | i

Eesnurces‘ WErue ‘ Eraup | Stop | Apply ‘ Llose

Help

Meeting or Unavailability (internal) Based Copy Over

The following window is displayed when the Copy button was clicked on the
Executive Unavailability maintenance window.
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Update
Reoccurring
Activities

a Activity Copy Over HE

Executive FhEx « Erecutive Fh Ext
Erik Wiking
Fred &staire

2l [¥]x

Glenn Prevett
-
f

B

i1 |

Reoccuring: v
Copy Group Meeting: v

Activity Class: | Standard Activity | e W] Dt ’T@
— Keep the Same — Interval —— How Many -
Day v | Daily: IT%
.Day of wWeek: [T | ekl |1_%
_Date: [ ..Dayof Motk [ [ Monthle [~ I_'I_% '
wesk Dayin Month or Year [~ | | Ay r1_%

Besources|  Yehue Group Beset Apply : LCloze | Help

The Copy Over operation of the executive unavailability is very similar to the Activity
copy over. There is no activity creation option for this function.

When an activity is modified, a check is made to see if the activity is the original
record of a set of reoccurring activities. If it is, we have the option of modifying
either all, some or none of the other records in the set (i.e. not including the original
record). Note that these activities may be group activities with multiple executives.

In the following example, the original group activity record has a set of reoccurring
group activity records for 2 executives for 2 days i.e. 4 reoccurring records.

Update Reoccurring Records x|

There are 4 reocccuring records ranging from 25/ 052001 to
26/10/2001. Pleaze select one of the following options.

— Options

" pdate Al Date Range Apply I

& Update az per Date Rangs me:|25.-"'| 0420001 j

" Delete &l a2 per Drate Range T IEE.-"'I 04200 vI

™ Delete All excluding the original record

Cloze

Help

Ele

— Check &evailability
' Az per doublebooking setup
" Allow doublebooking

Using this example, there are four options for these 4 reoccurring records.

These are:

Update All:

Update as per Date Range:

Delete All as per the Date

All four records will be updated
Update all records from the start date up to and
including the end date. In this case all 4

records

Same as the previous option but the records will
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Activity List
Popup Menu
Options for
Company
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Range: be deleted instead of updated

Delete All excluding the Delete all 4 records
original record:

When the records are modified, an availability check will be done if the date, time or
duration was changed. It is possible that the executive in the reoccurring record
may be unavailable for the new period. We have two options on how to handle this
possibility. These are:

As per double booking set- An availability check is performed and if the

up: executive is unavailable then the set-up for
double booking is checked. This set-up will
decide whether the activity is accepted or
rejected.

Allow double booking: No availability check is performed.

From the any Activity List window the user may right mouse click in any grey area
on any Tab to obtain a list of additional functions or enquiries available:

Contact 3

LCompany »

Activities 3

Mew Module Records ¥ —

Email...

Dial...

FErint 3

Edit »

Filter.... N e

Sart Edi... Edit Company...

Eng‘L;li[}l » Follow Up... Edit &ddress and Phones...
Module Histary .. Site Detais... :
Campary Histary Motes... Edit.
“workFlow... Remarks... Phones...

. Profiles. .. Motes...
Profiles... A "
Mew Service.. Motss... User Flags... _erjar 3.
Contacts... Profiles...
Froducts... =
n User Flags...

Letters... Expangzion...
Documents. .. Transactions... Expansion...
Pictures... Pictures Pictures...

Contact Sub Menu

The options on this menu allows the user to activate directly the Company Contact
(Employee) related functions and options

New

Create a new employee record for the company.

Edit

Edit selected company contact record.

Phones

Display employee phone numbers.

Notes

Display Employee Notes for edit or maintenance purpose

Remarks

Edit or maintain contact remarks

Profiles
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Display or maintain contact profiles.

User Flags

Display or maintain contact user flags

Attach Transactions

Each contact can have many transactions attached to it as described under the
Module Transactions topic.

Expansions

Additional information can be created for each contact and accessed
instantaneously as described under the Module Expansions Topic.

Attach Pictures

Each contact can have pictures, documents, audio and video objects as described
under the Pictures topic.

Company Sub Menu

The options on this menu allows the user to activate directly the company related
functions and options

Edit Company

Edit selected company record.

Edit Address and Phones

Edit selected company’s address and phone details.

Site Details

Edit selected company’s site details.

Notes

Display Company Site Notes for edit or maintenance purpose

Remarks

Edit or maintain company site remarks

Profiles

Display or maintain company profiles.

User Flags

Display or maintain company user flags

Contacts

Display the list if the company contacts (employees)

Attach Transactions

Each company can have many transactions attached to it as described under the
Module Transactions topic.

Expansions

Additional information can be created for each Company and accessed
instantaneously as described under the Module Expansion topic.
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Attach Pictures

Each company can have pictures, documents, audio and video objects as described
under the Pictures topic.

Activities Sub Menu

The activity related additional information and functions are maintained on this pop
menu option

New

Creates a new activity for the selected Company and Contact.

Edit

Edits the selected activity.

Follow Up

Creates the follow up record after closing the existing one.

Module History

Display the activities for the module (Quotation, Order, Service etc)

Company History

Display the activities history for the company.

Workflow

Starts the Workflow display and maintenance window for the company.

Profiles

Displays the profiles list for the activity.

Notes

Displays the Notes window for activity.

Products

Displays the Product Assignment window to the activity

Letters

Displays the Letters Assignment window to the activity

Documents

Displays the Documents Assignment window to the activity

Pictures

Displays the Pictures Assignment window to the activity

New Module Records Sub Menu

New Modules are created for the selected Company, Site, and Contact
combination.

New Quote

Create a new quotation.

New Order

Total Client and Business Management Solutions
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Create a new order.

New Service

Create a new service log.

Cantact 3
Company 3
Activities 3
Mew Module Recordz ¢
Ermail...
Dial...
Erint 3
Edit 3
§ Company ¥ unt Balance...
Filter
Contact  » Sales Summary..
Soart... N
Erai N Sales Histary...
ngury Agtivity Summary. ..
Flant Register.. -
Undo Current Data
Bl Curent Data...
. Fomatted Data...
Eielations.. LCopy
wieb.. Cut Save as...
i Paste
Activity Summary... Clear
Felations...
Email

This will activate the Email facilities. Refer to the Email topic for general
information.

Dial

This will activate the auto dial facilities as described under the Autodial topic.

Print Sub Menu

The options on this menu allow the user to print or save the data.

Print Current Data

Click on this to print the active datawindow. The Print Function details how to print
and the available options.

Print Formatted Data

Click on this to print a pre-determined format (which should have been set up by the
supervisor) using the current activity record. The Print Function details how to print
and the available options.

Edit Sub Menu

Selecting the appropriate option can perform the Undo, Copy, Cut, Clear and Paste

functions at the field level.

Enquiry Sub Menu

This sub menu may display various enquiry options based on the site settings. The
following are the typical examples.

Contact Enquiry Sub Menu

Various contact enquiries may be accessed here.

Activity Summary

The Contact Activity Summary screen is accessed.

Sales History

The Contact Sales History Query and Result window is accessed.
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Activity Popup
Menu Options
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Relations

The Contact Relations Selection window is accessed.

Company Enquiry Sub Menu

This menu displays various company enquiry options.

Account Balance

Activates account balance screen for the company

Sales Summary

Activates sales summary screen for the company

Sales Histor

Activates sales history for the company.

Activity Summary

Activates company activity summary screen.

Plant Register

Activates the company plant registry search screen.

Contacts

Activates company contacts search screen.

Relations

Activates company relation screen

Web

Activates Internet explorer screen.

Statistics Sub Menu

The following record statistical data is displayed.

Statistics — Row Status and Row Count

Click on one of the above menu entries display the status of the record as described
under the Statistics topic.

From the Activity Maintenance window the user may right mouse click in any grey
area on any Tab to obtain a list of additional functions or enquiries available:

Contact
LCompany »
Activities  »
Email...
Dial...
FPrint 3
Edit 3
Ehiguir 3 &
S Fallaw Up...
Activity Copy. .. p—
P | Edit..
Module History ... Site Details...
X Ehanes
Company Histary Motes... i
‘whorkFlow... Bemarks.. Yo
Bemarks...
Profiles... Bl
FProfiles. .. User Flkgs... Uro_l T:T
Hotes.. Calesis. User Flags...
Products. .. X
X Expansian...
Letters... Expansian... !
= . Transaction...
Documents. Transactions...
L . Pichures...
PFictures... Pictures...
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Depending on the contact type, i.e. if the contact is Company and Employee based
or purely a contact based, these details may be different.

Contact Sub Menu

The options on this menu allows the user to activate directly the Company Contact
(Employee) or Contact related functions and options

New

Create a new employee record for the company or contact.

Edit

Edit selected company contact record or contact.

Phones

Display employee or contact phone numbers.

Notes

Display Employee or Contact Notes for edit or maintenance purpose

Remarks

Edit or maintain contact remarks

Profiles

Display or maintain contact profiles.

User Flags

Display or maintain contact user flags

Attach Transactions

Each contact can have many transactions attached to it as described under the
Module Transactions topic.

Expansions

Additional information can be created for each contact and accessed
instantaneously as described under the Module Expansion topic.

Attach Pictures

Each contact can have pictures, documents, audio and video objects as described
under the Pictures topic.

Company Sub Menu

The options on this menu allows the user to activate directly the company related
functions and options

Edit Company

Edit selected company record.

Edit Address and Phones

Edit selected company’s address and phone details.

Site Details

Edit selected company’s site details.
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Notes

Display Company Site Notes for edit or maintenance purpose

Remarks

Edit or maintain company site remarks

Profiles

Display or maintain company profiles.

User Flags

Display or maintain company user flags

Contacts

Display the list if the company contacts (employees)

Attach Transactions

Each company can have many transactions attached to it as described under the
Module Transactions topic.

Expansions

Additional information can be created for each Company and accessed
instantaneously as described under the Module Expansion topic.

Attach Pictures

Each company can have pictures, documents, audio and video objects as described
under the Pictures topic.

Activities Sub Menu

The activity related additional information and functions are maintained on this pop
menu option

New

Creates a new activity for the selected Company and Contact.

Edit

Edits the selected activity.

Follow Up

Creates the follow up record after closing the existing one.

Module History

Display the activities for the module (Quotation, Order, Service etc)

Company History

Display the activities history for the company.

Workflow

Starts the Workflow display and maintenance window for the company.

Profiles

Displays the profiles list for the activity.
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Notes

Displays the Notes window for activity.

Products

Displays the Product Assignment window to the activity

Letters

Displays the Letters Assignment window to the activity

Documents

Displays the Documents Assignment window to the activity

Pictures

Displays the Pictures Assignment window to the activity

Contact  »
LCompany »
Activiies  #
Emgail...
Dial...
FErint 3
Edit 3
Enguiy  »
B Current Data..
orizcy Sl Summe.. T n | ormatted Data...
: Copy =
Sales Histomy... c
Activity Summary... ut Save az
. Pazte
Flant Register. A
Caontracts... U=y
Eelations..
wieh.
Activity Summary...
Relations...
Email

This will activate the Email facilities. Refer to the Email topic for general
information.

Dial

This will activate the auto dial facilities as described under the Autodial topic.

Print Sub Menu

The options on this menu allow the user to print or save the data.

Print Current Data

Click on this to print the active data window. The Print Function Details how to print
and the available options.

Print Formatted Data

Click on this to print a pre-determined format (which should have been set up by the
supervisor) using the current activity record. The Print Function details how to print
and the available options.

Edit Sub Menu

Selecting the appropriate option can perform the Undo, Copy, Cut, Clear and Paste

functions at the field level.

Enquiry Sub Menu
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Company Enquiry Sub Menu

This menu displays various company enquiry options.

Account Balance

Activates account balance screen for the company

Sales Summary

Activates sales summary screen for the company

Sales Histor

Activates sales history for the company.

Activity Summary

Activates company activity summary screen.

Plant Register

Activates the company plant registry search screen.

Contacts

Activates company contacts search screen.

Relations

Activates company relation screen

Web

Activates Internet explorer screen.

Contact Enquiry Sub Menu

Various contact enquiries may be accessed here.

Activity Summary

The Contact Activity Summary screen is accessed.

Sales Histor

The Contact Sales History Query and Result window is accessed.

Relations

The Contact Relations Selection window is accessed.

Donations

If the Call Centre Module is available the contact donations summary screen is
accessed.

Loyalty

The contact loyalty points summary is displayed.

Statistics Sub Menu

The following record statistical data is displayed.

Statistics — Row Status and Row Count

Click on one of the above menu entries display the status of the record as described
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under the Statistics topic.

Format the Act|v|ty The activity maintenance window is made up of two sections, Header and details.

M al ntenance ﬁ Edit Activity for Business Solutions Pty Ltd
H Co. Business Solutions Pty Ltd Op Div 00000 Branch 01 Activity 3007586
WI ndOWS Co. 1d 300002% Site DODOO1 tModule Company Fec |d 3000025
On Behalf OK]] ~|  Status: [ Open " Closed
Camp Split:lEfficiency‘I 955 Marketing _:_J Activity Class: [ Standard Activity -
~ This Activity . —— Mext Activity ————
DateT5/11/00 +|[08:30 Duration:| 3| |Days[  Date[15711700  =][12:30 Duration: > 1 &
Fleasnn'|EaII, Standard :_] Activit_u'{EaII Meeting _vJ
Executive: |Ahmet Ajara _:_J Executive: iAhmet Ajara _:_]
Cantact: [lames [Mazan Cantact: [[lames [Masan
Action Type:|Ph0ne Outbaund _Z_] Action Type:iF’hone Outbound _vJ
Hesult:]BrDchure sent j F‘riolity:i 1 EIEI Alarmn Or: [V Alam Sat:l 15 @
Value:| Ref N0:| Eenue:i | _'J
Remarks(D emo first Products... Letters...
Survey... Clocuments...
Group beeting... Email...
Tif Hotes [~ Fesources.. Prafiles. .
Heset | Delete Save Eollaw Up...

The header displays Company, Contact and Module codes and descriptions in a
read only mode.

The detail section may display the following groups of information.

Groups Iltem Examples

Attributes Campaign, Mode etc

Functions Letter, Document, Survey

Data for Action Date, time, reason, executive
Data for Next Action Date, time, next action, executive
Miscellaneous Transfer Notes, Values etc

Depending on the user some of the items of the above groups may not be needed.
The User Options allows the user to configure the Quick or Standard Activity
Maintenance window by including or excluding the following items

Activity Normal (Quick) A comma separated values in a string to enable the corresponding functions or
Entry Functions objects on the normal (quick) activity entry window.

Key Word Eunction

HEADER Displays Header data object

CAMPAIGN Displays Campaign Split field

ONBEHALFOF Displays On Behalf Of Field (Contact Activity)

MODE Displays entry mode radio buttons

SURVEY Displays Survey Assignment Button (Call Centre Module is
required)

DELETE Displays Delete Button

LETTER Displays Letter Assignment Button

DOCUMENT Displays Document Assignment Button (Document Module
is required)

EMAIL Displays Email Assignment Button (Email Module is
required)

PRODUCT Displays Product Assignment Button (Product Module is
required)

PROFILE Displays Profiles Assignment Button

ALARM Displays Alarm Fields

TRFNOTES Displays Trf Notes Check Box

VENUE Displays Venue Field

GROUP Displays Group Meeting Button

VALUE Displays Activity Value Field
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Activity Defaults

Defau |tS Activity default values are preset field values that populate when a new activity record
. is created or an existing one were followed up.
Maintenance

-Aclivily Defaults
DefauItID:lT ~ | Description: (RN, ﬂ
I Selection Criteria Op Div: [Efficiency Operz
i EFF_55 IM it
| Campaign Id: . | Exec Group: |Managemen - Branch: [NEWEranch =
| Camp Split 1d: iEfficiency‘I 995 Marketing + Fieason: [Call, Standard = Bt
...................... R ept: -
Activity — ~ Mext Achivity —————————————
Status: |Dpen _:J Diuratian: I % Executive: |Ahmet Ajara j
| Action Type: ]Action ﬂ Cost: I $.00 Duration: | EEI [rayps [Call Date +): 1 EEI
| Letter Id.l _vJ Walue: I $.00 Fririty: 1 EIIZI Alam On: Yes -
Doc Id: | ||| AlamNotice: [ 155 Alam:
Success Ho 5 5 No Success
Type: [Phone Dutbound | Type: ]Phone Outhound :J |Ph0ne Outbound _:J
| Result lBrochure sent _vJ |Ca|l later ﬂ Action: {Cal\ Meeting ﬂ |Ca|| Meeting _vJ
Notes — —— T

|Ma\ntenance ﬂ |Standard Activity j

New I Clear Delete I Save Copy I Frint I LCloze | Help

See the How to Use Activity Defaults topic to understand the importance of the activity
defaults in the system.

Each Module has the New, Follow Up Activity defaults, and depending on the modules
being installed at site the corresponding activity defaults for each user must be entered

in the user’s option file for the USER.

In this context the Contact, Company and Activity modules also have their own activity
defaults.

Data Fields Default Id: A unique identification code for the default.
Description: The description of the activity default.
Campaign Id: Campaign Id for the activity default.
Campaign Split Id: Campaign Split id for the activity default.
Exec Group: The executive group that can use the default.
Reason: The activity reason.
OP Div: The operating division for the activity default.
Branch: The branch identification code.
Department: The department identification code.

Current Activity (Now) Defaults

Status: The activity status flag to identify the status of the record. This should be
Open for most activities exceptions such as ‘Declined’ or ‘Customer does not wish to
Proceed’ etc

Action Type: A flag to define the action

Action
Response
Maintenance.

0>
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System automatically displays ‘Action’ and the user has the ability to overwrite

Letter Id: Letter ID if this Activity Transaction requires a standard letter to be sent to
the Client

Letters need to have been set up within the Mail Desk Module prior to selecting from
the drop down list

Doc Id: Document ID if this Activity Transaction requires a standard brochure to be
sent to the Client

Documents need to have been set up within the Document Management Module prior
to selecting from the drop down list

Duration: The duration of the transaction in segments of 30 minutes.

Cost: The cost of the transaction if applicable.

Value: The value of the transaction if applicable.

Call Type: Type for this Activity Transaction should be entered the same value for the
successful and not successful options.

Examples could be ‘Phone Outbound’

Call Result: Result of this Activity Transaction should be entered the same value for
the successful and not successful options.

Examples could be ‘Interested’.

Notes: The default activity transaction notes.

Next Activity Defaults

Executive: Next Executive this Activity Transaction will go to. If this value is left blank
then the client’'s account executive is used during the creation of the activity
transaction.

This may be used for Enquiry purposes for each Executive to see what they have to
dof/follow up.

Duration: Duration of Next Activity Transaction

Days (Call Date +): Number of days from the Action Date for when Next Action has to
be completed by

System will automatically calculate the Call Date and this field and display it within the
Activity Transaction Next Call Date

This can be used for Enquiry purposes for each Executive to see when they have to do
the follow up. System automatically displays ‘0’ and the user has the ability to
overwrite

Priority: Priority for this Next Activity Transaction

The examples would be as follows:

- 1 being the Highest/Most Important

- 9 being the Lowest/Least Important

Total Client and Business Management Solutions
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How to Use the
Activity Defaults

Activity Module Defaults
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Next Activity Type: Next Activity Type for this Transaction, same value for the
successful and unsuccessful options.

Examples could be Internal Meeting

Next Activity Action: What is the next action required in the Follow Up activity from
the current action being completed, same value for the successful and unsuccessful
options.

Examples could be Plans to Drafting

Alarm on: Y if the alarm is on.

Alarm Notice. The alarm notice.

Alarm: The path and file name of the alarm.

Record Type: The type of the record selected from the dropdown list, i.e. Action.
Leave it blank if the system is to make the selection at the time of the transaction.

Activity Type (Class): The class of the record selected from the dropdown list.

This is very important information as it affects the deletion and purging function of the
activity record.

Class Notes

Standard General Activity can be deleted within the standard system
security

Compliance The activity may not be deleted as set in the User Shared
Options.

Others Same as standard designed to suit the operation to give more

detailed analysis.

The following is applicable for each user.

When a new activity is created or the existing activity is followed up (i.e. system closes
the existing one and opens a new activity ) the activity default is used by the system.

Each Module has the New and Follow Up Activity defaults and depending on the
modules being installed at site the corresponding activity defaults for each user must
be entered in the user’s option file for the USER.

In this context the Contact, Company and Activity modules also have their own activity
defaults.

The Activity module defaults are special and they are used either the related module
activity defaults were not assigned or during the creation of activities where a specific
module may not be located

In this case, there is an additional entry in the USER options under the Activity section,
which is Use Default for Activity key word. Depending on Yes or No was entered in
this field the following default functions are used during the Activity Module handling

1. If the Default Id for Standard or Quick Activity is available in the User Options' it is
always used

2. Then if this value is set to Yes the Activity Default file is searched for the
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matching default on the:

- Campaign split
- Activity reason and

- Action executive

Activity Default Selection During the creation of a new activity record the Defaults option from the pop up menu
allows the user to change the activity default to suit the occasion.

-'l._: Choosze Activity Default

Id Call Drefault
'I Call Tranzaction Mew

2

[uotation Mew

Cluotation Follow up

K1 WF D epogit receipt

32 WF Tendet Update-Depost ‘W ariation

33 WP Flanz to Drafting

34 WF Planz to Client Approveal

35 WF Planz returned from client J
] 4 Cancel Help |
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Contacts and Activities Combined

This utility allows the user to search and access the entire business via the Company -
Employee — Contact records as well as their subsets such as Member and Family
records and activities.

Overview

Once the record or activity is selected, the options from the pop up menu will access to

all the related inform

ation.

This window can be accessed via the main menu or from any one of the schedule

windows

alj Companies and Activities

ED"‘.FFC’ ; CoMame [hal > | Executive x| Site Name x| Suburb o
amily
Merber L Mame | Supp Exec | CoName2 | ActStat
Company & F Mame Team | Co Alpha | Prof Gip —
Activiy Accn Stat « | CoId + | Phane Prof [tem ﬂ
Campany Site - Posit & Altached Date  Time Cantact Mame
Hold Down Fasteners Hold Down Faste
ant 5P 100401 11:35 Temy Gerzen Huatation, First
Gerzen Terry Mr IS b anager iﬂ 10/04/01 11:38 Jennifer Jones Call, Standard
Gozs Jane M= Drefault Contact Po S5 03/04/01 17.46 Temy Gerzen Guotation, First
Grave Hall b 55 03/04/01 1746 Temy Gerzen Cuctation, First
Graves Harry Mr s 28/03/01 11:53 Teny Gerzen Call Mesting
Green Horrace Wr Lac] 26/03/01 1242 Hilary Hal Call, Standard
fall Hillary Mr sp| 26403/01 1405 Teny Gerzen Quotation, First
Herris: Kyle e Accounts Clerk e 26/03/01 1405 Temy Gerzen Quetation, First
Hawks Michael Mr Managng Director | "og'y 21/03/ 11:38 Temy Gerzen Quotation, First
:'":Z G°ia:“’aM"aW s 210301 11:38 Temy Geraen Quotation, Firt
clgzy John Hr 55 21/03/01 11:44 Temy Gerzsn Qutaticr, First
Holt Bruce My Account Manager [S— N .
Hope Justin Mr Acmin 55 21/03/01 11:44 Teny Gerzen Guokation, First
|| Rows: 300 -
I 4 » I 4 »
E zpansions Motes [ One... OpDiw [~ Site[™ Contact[” Executive [~
Eind | Beset | 3N ]| | LCloze Help
The window is made up of six major sections.
Section Location Description Options
Contact Top left Switches the query, gompany
. - ontact
Groups (?ontact List and Activity Family
lists to the relevant Membership
information Activity
Query Top right Selection criteria to Also affected by the
result the contact and options at the
subsequently the segmentation section
activity result lists
Contact List Middle The resultant list of the Different information
query for the selected based on the Contact
left Contact Group options. Groups
Selection on the list
displays the relevant
activity list in the
activities section
Activities M'?}dle Activity list based on the  Different information
right .

9 selection on the contact  based on the contact
list. From the activity group record type. The
record access to entire activity selection button
business. at the bottom left

switches to this option
Expansion M|dr(]ile The related expansion The activity selection
Right

and the transaction
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Default Set Up

Contact Options

Query Options
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Segmentation

Bottom
right

records for the selected
contact record will be
displayed and
accessed.

Instantly filters the
contact and the
resultant activity list to
display the selected or
all of the option
elements.

switches to this option.
Double click on the list
displays the expansion
or the transaction data.

One or All

- Operating Division
- Executive

- Site

- Contact

When the window is activated the following default values are obtained from the user’s
preferences (PC's registry):

ltem
Contact Group

Activity and
Expansions
toggle button.

Populate
Executive

Default Team

Populate Data

Segmentation

Preference Options
Scheduler — Company
Contact Contact
Options Family
Membership
Activity
Scheduler — - None
Expansions - Transactions
- Expansions
- Transactions and
Expansions
Scheduler — Yes or No
Populate
Exec
Scheduler — Yes or No
Default team
Scheduler — Yes or No
Populate
Data
System set One or All
up always to - Operating Division
One. - Executive
- Site
- Contact

Select the required option.

Result

Sets the contact group
and the required query
and display data.

Sets the Activity and
Transaction selection
button’s functions.

None=displays
activities only

Yes = sets the logon
executive in the query
section

Yes = sets the team in
the query section

Yes = retrieves the
contact data when the
window is activated
based on the default
selection values.

Instantly filters the
contact and the
resultant activity list to
display the selected or
all of the option
elements.

The Query, Contact List and Activity display data will be changed automatically to suit

the selected option.

Enter one or more fields to define the selection criteria for the contact and the activity

lists.

Click on the Reset button to reset the query and the result lists. A new contact option

selection will automatically reset these as well.

Once the query options were entered click on the Find button to display the result lists.
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Account Executive and Support Executive

If any one of the fields were entered in the query section of the above window the result
will be base on the 'AND’ operator. On the other hand if both of the fields were
populated then the result will be based on the ‘OR’ operator.

Activity Notes

The partial string search for the activity notes is available. Enter the partial string with
the wild card i.e. ‘%string’

Based on the contact group the information on this list varies.

Contact Group List

Company Employees of Each Company Site and Company
Contact Contacts

Member Members’ Contact and Membership

Family Family Members’ contact details by family groups
Activity Contact as Contacts and Employees

When a record from the list is highlighted these functions can be accessed.

- Access to entire system via the pop up menu (right mouse click on the selected
item)

- Display all the activities filtered by the selection on the segmentation options.

- Create a new activity by clicking on the New Activity button

- Drag and Drop the selected contact onto the scheduler window (if it was already
open) to create an appointment.

Access to the Expansion and Transaction lists by clicking on the Activity-Expansion
button.

Activity list is displayed on the middle right side of the screen for the selected contact.

The pop up menu on any selected activity record will allow accessing any related
information in the system that relates to this activity directly or indirectly.

The first item on each activity item contains one or more buttons. The first item
represents the type (module) of the activity and the others represent the attachments of

the activity.

Click on a button to activate/link the following functions:

Button Function

AC Activity Maintenance

OR Order Entry Module

QT Quotations Module

EV Event RSVP or Guest Maintenance
CcC Questionnaire

SP Support Module

SS Service Module

MM Mail Marketing (Information Only)
WF Workflow (Information Only)

ME Membership Module

L Letter

D Document

P Products

A Attributes and Profiles

Activity Display Restrictions

Activities can be restricted based on the selected Activity Reason Category ID’s
assigned to the executives in the Supervisor Functional privileges set up option.

If the Security Log on option 4 is used, executives with these Reason Categories will
not be able to see the activities for those categories.
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New Module Records

A user configurable <New> command button is available on this window thus allowing
direct access to the new module creation function. Other modules such as Order,
Quotation, Support, and Service are still accessible from the pop up menus.

The <new entry> in the Activity section of the User Preferences
<ActivityCreateNewModuleOption> allows the user to set the module that can be
accessed from this command button. If the value was set to blank (None) then the
button won't be displayed. The user licence or the menu accessibility function form the
user maintenance also control the visibility of the command button.

Clicking on this button will toggle between the activity and the expansion or transaction
list on the middle right side of the window

The ‘One or More’ option for the following check boxes can be defaulted to the settings
on the user preferences

- Executive
- Operating Division

- Site Contact

allj Contacts and Achivities

Contact & | ast Name fjam Executive ~| Subuh ~ | Preterned Ph -
Edimnllﬁel ; First Mame Supp Exec ~ | Busines Fh Postcode |:
Egmpany ¢~ Full Name Team ¥ | Cant Type ~ | Prafile Gip |:_
Activity ¢ Accn Stat x| Compary x| Activity Stat ~ | Prafile kem I:j

Marne Preferred Phane Tranzaction Description

Jame Helena Ms 021331212 Salary Packaging

James Bemie Mr 02 9306 8282 Plan

James Frank Mr 02 9806 82828

Insurance Plan

James Helena Mz 02 9806 82828
James Helena Ms 02 3333 3333

Inzurance Life
Insurance Home and Content

Insunance Business

Mates [ Ore... OpDiy ™ ™ Contact [~ Executive ™
‘ Beset |4 ‘ 4 | Llose | Help

Double click on any item from the list to activate the related expansion or transaction
window.

These radio buttons will filter displayed lists for a selection or all.

- Operating Division - Executive
- Site - Contact

One Contact and One Site: The defaults for these radio buttons were set in the user
preferences.
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If one or more future activities for a company or contact are created based on pre-
determined event(s) that all linked together with certain business rules the concept is
called ‘Work Flow'.

——{ Company or Contact |

Work Flow Type
Exfpalislos sil —— Work Flow Template |

Transactions

|
i [ Wark Flow Applications YWork Flow Event
. [

i

- — Activity Transactions }---—--—--—--—--

—--— Update

Each company and contact can have more than one workflow action plan. Typically a
workflow action plan is made up of many events based on user defined business rules.

The Workflow system requires the following set up

1. Setup Activity tables
- Activity Status
- Next Activity
- Activity Reason
- Activity Result
- Activity Type
2. Set up Workflow tables

1. Workflow Type Enter here the workflow types.

2. Workflow Events: Work Flow Event Definitions are prepared as individual
events with all of the appropriate business rules and
Activity Transaction Defaults. The values entered here

will be used during the activity transaction creation.

3. Set Up Work Flow Templates

Workflow Templates are made of two sections, header and details. The details section
holds all the events that are linked to each other various business rules.

Now the Work Flow Action Plans can be attached to any Company or Contact record
from the module pop up menu.

Each Action Plan is derived from a selected Work Flow Template. At the time of the
creating the Action Plan two options is available to create the event activities.

Create only the first event; the subsequent activities will be created based on the next
event details of the plan when the current activity is closed.

Create all the future activities. System will follow the Work Flow Action rules in regard
to the next action when the current activity is closed

Work Flow activities are completed (follow up) at the Executive Follow Up window.
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The workflow activities are marked with WF attachment button. Click on this button to
activate the Work Flow Follow Up window.

Closing of the current Work Flow activity automatically activates the business rules of
the next event(s) from the Action Plan.

When the activity is closed, pre-selected values may be entered in the nominated
column of the nominated table of the related Work Flow Event.

This window allows the user to define the business rules and transaction defaults for
each Workflow Event.

The series of events are combined to create a Workflow Template, the defaults will be
for the call transactions Now and what happens Next activities.

Bl Workflow Events
Ewent Id: |DP_REC - Description: | ﬂ
Escalation: ‘NDI’TE ﬂ Value'l 0 Milestone:| @ Major T Minor € Mone  Shiink ?Yes
Selection Criteria Allowed: | £~ No
Campaign: |Default Campaign ~ | Exec Group: |Management ~ || Skip Returr | © Yes & No
Camp. Split: |Default Campaign Split « Reazon: |Quotation, First j Branch: |NSW’ Branch j
This Activity Mext Activity
Status: [Open ] Duration: | = Executive: [Bhmet Ajara ~1
todeT ype: | Action - Druration: EIEI Days [Call Date +]:( 4 EIEI
Letter |d: - Friority: EE'
Docld: | ~]
Type: |Dafau|t Call Type j Type: |Defau|t Cal Type j
Fesult: [&ppointment made ~1 Action: [AC Terminated for a Sale Cycle ~I
Remarks: [doposit received Update T able: | Cortact Master ﬂ
Colurnn /Value: [vad_date_1 [action Date |
where Clause:|
Mew | Clear Delete Save Copy | Frint | Lloze | Help

The following will have to have been set-up or to ensure that each table to have at
least one record.

- Call Transactions — Next Call Action Codes
- Call Transactions - Call Result Codes

- Call Transactions - Call Type Codes

- Call Transactions — Call Reason Codes

- Executives

- Campaigns

- Branches

- Letter (If required)

- Documents (If required)

Defaults — User Preferences

The default values for the Workflow Event creation are maintained as user preferences
at the Call Transactions User Preferences Tab folder.

The Event Id and Description fields are the search fields.

Event Id: Workflow Event Identification Number. System automatically generates
WEIN if the table is set to Auto Number Create Mode by the supervisor.

Description: Description of Event Definition

Escalation: Escalation Type from one of the three pre-defined types.

1. Days Over

2. Event Repeated
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3. None

Value: Value of Escalation

Examples are 5 Days Over, 3 times Event can be Repeated

Milestone: Click on one of the following options:

Major Event can not proceed with prior events NOT being Completed

Minor This Event to be reportable but does not have the definition of the Major
Milestone

None This Event is neither a Major or Minor Milestone

If this field is clicked Minor or Major the system will automatically update the Milestone
field of the related Client (Company or Contact) it is completed within the Workflow

Shrink Allowed: Click ‘Yes' if this Event's number of days can be altered during the
running of a workflow

Campaign Id: Select Campaign ID if Event relates to a specific Campaign. Otherwise,
select the default value.

Camp Split Id: Select Campaign Split if Event relates to a specific Campaign Split.
Otherwise, select the default value.

Exec Group Executive Group this Event Transaction relates to

Reason: Call Reason for this Event Transaction

Example Deposit Required

Branch: Branch this Event Transaction relates to

Dept: Department this Event Transaction relates to

Call Status: Status of Event Transaction

Should be Open for most events exceptions maybe Declined or Customer does not
wish to Proceed

Call Duration: Duration of Event Transaction If applicable.

Call Mode Type: What is the mode type for this Event Transaction selected one of the
following options which can be used for reporting purpose:

- Action

- Response

- Maintenance

System automatically displays ‘Action’ and the user can overwrite

Call Letter Id: Letter ID if this Event Transaction requires a standard letter to be sent
to the Client

Letters need to have been set up within the Mail Desk Module prior to selecting from
the drop down list

Call Doc Id: Document ID if this Event Transaction requires a standard brochure to be
sent to the Client

Total Client and Business Management Solutions
-59-



ACTIVITY MANAGEMENT

© 2003 AVA Systems Pty Ltd - All rights reserved

Documents need to have been set up within the Document Management Module prior
to selecting from the drop down list

Only used to record name or document sent to client and for stock control purposes
Call Type: Type for this Event Transaction

Examples could be Phone Outbound

Call Result: Result of this Event Transaction

Examples could be Council Approval Received

Next Call Executive: Next Executive this Event Transaction will go to. If this value is
left blank then the client’s account executive is used during the creation of the call

transaction.

This may be used for Enquiry purposes for each Executive to see what they have to
dof/follow up.

Next Call Duration: Duration of Next Event Transaction

Next Call Days (Call Date +): Number of days from Call Date for when Next Action
has to be completed by

System will automatically calculate the Call Date and this field and display it within the
Call Transaction Next Call Date

This may be used for Enquiry purposes for each Executive to see when they have to
dof/follow up.

System automatically displays ‘0’ and the user has the ability to overwrite

Next Call Priority: Priority for this Event Transaction

The examples would be as follows:

- 1 being the Highest/Most Important

- 9 being the Lowest/Least Important

Next Call Type: Next Call Type for this Event Transaction

Examples could be Internal Meeting

Next Call Action: What is the next action required in the Workflow resulting from the
current action being completed

Examples could be Plans to Drafting

Remarks: Special Event Transaction Remarks If Applicable

Update Tables: One of the following tables can be updated as the workflow event was
closed.

Table Table Name
Contact Master contact
Contact Operations contacts
Contact Private contprvt
Contact Expansion 1 contexpl
Contact Expansion 2 contexp2
Contact Expansion 3 contexp3
Contact Expansion 4 contexp4
Contact Expansion 5 contexp5
Contact Expansion 6 contexp6
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Contact Expansion 6 contexp6
Contact Expansion 7 contexp?
Contact Expansion 8 contexp8
Contact Expansion 9 contexp9
Contact Transactions conttran
Company Master company
Company Site Operations compdivs
Company Employees contdivs
Company Expansion 1 compexpl
Company Expansion 2 compexp2
Company Expansion 3 compexp3
Company Expansion 4 compexp4
Company Expansion 5 compexp5
Company Expansion 6 compexp6
Company Expansion 7 compexp?7
Company Expansion 8 compexp8
Company Expansion 9 compexp9
Company Transactions comptran

Update Table Column: Enter here the column name of the selected table to be
updated.

Note: There is no drop down list available for this function. The column name can be
obtained from the report writer database tool.

Update Value: The value to be used as the update value. Select keywords for the
predetermined functions.

Action Date Sets the action date in the column
Activity Value 1 Sets the activity 1 value in the column
Increment Counter Increments the value in the column itself

Where Clause: The additional SQL where clause to be used when the table is
updated.

Command Buttons New
Allows the user to enter a new Workflow Event Definition

Delete

If the user has the access rights they can delete the Workflow Event Definition and the
event had not already been used in any Workflow Templates or Action Plan Details
Copy

Allows the user to copy all the information to another Workflow Event Definition
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Workﬂow The Work Flow template window is accessed from any Activity Menu.
Template P& Workflow Action Plan - 010500
1d: |01 0500 =| actve ¥ ok Flow: |734 Status: [Dpen
‘whorkflow Type: |Manufactu|ing ﬂ Start Date: ,W Start Time: ]W
Template Desc:|Last Prod test :J Create Events:| © Single & &l Max Ma Days: 45
SeqMo  Eventld Event Desciiption M5tone Action Mest Fieturn Parallel  Orig Rev Act Rp |
[70[ G[EWENZ  [ven 2 Mesting withthe cliert [Hare [#/fiow [AT_PRER | [ BRERERDS
[20[ 0 [3T_PREF_ [Ructstion Frep [Neone  [esHiow [DOT_SEN] [ 770
[ 30 0[O0T_SENTfaustation Sert Miror fwiiow [BP_REE | [ BRERERDS
[40[ O[DF_REC Peposit Received Minor  fw/i0pt EVENE | [ IENER NN
[40[ T0[END Encl of warkflow [None  [w/iOpt EZZEWF | [ rzfafo
[ 40[ 20 [AT_PREF_faustation Ammended Minor  fwiDpt EZZELN [EVENZ | [s[E8[0 0
[B0[ G[FWENZ  Fven 3 Start manufacturing RS [ i [EWEME | [ Mzfz[o o
[E0[ QEVEN4  Fven4 Modity designs Hone  fwifiow [T2386 | [ zrzflo
[70] OEWENS  Everts [None  [Paralle EYENG | EvEna [T [1 [0
[e0[ O[EWENE  [Everis Mone  [Paralle EZEwE | PPREC [0 [0 [0 0

A
Add ] Femove I Inzert [

Bezet Apply l Cloze ‘ Ernt | Help

Sort... MHew Clear Delate

The function of this window is the combining of each Workflow Event into a series of
Events to create a Workflow Template.

Prerequisites The following will have to have been set-up:

- Workflow Type Codes

- Event Definitions

Template Creation Layout WI/F Template Id: Workflow Template Identification Number

and Definition
System will automatically generate the Workflow Template Identification Number
Template Description: Description of the Workflow Template
Workflow Type: Template Type can be selected to group the templates together
Examples could be Pre-Deposit, Pre-Contract
The Save button needs to be clicked on completion of the above fields which will then
display the bottom section of this window and allow the user to select each Workflow

Event and create the actual workflow template

The user can select the Workflow Event by activating the drop down list box in either
the Event ID or Event Description fields

Max No Days: Maximum Number of Days this Workflow Template is restricted to

Examples could be a Pre-Contract Workflow Template is restricted to 120 days

Remarks: Remarks or information about the Workflow Template

Seq No: The Sequence Number is displayed in two parts;

First is the main sequence number

Second is the sub-sequence number and is only used when any option type actions
are used within the workflow

The sequence numbers are not used to run the workflow. However all the lines and
the main option line must have the sub sequence number equal to ‘0’
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When the Insert Button is clicked the system will add a new line with a sequence

number of the line immediately before plus 1, eg Sequence number is 20 when the

user inserts a line the sequence number will be 21.

When the Template is saved the Sequence numbers will be re-sequenced

automatically by the system so 21 will be 30 and all the following numbers will be

renumbered accordingly

PLEASE NOTE: When adding/inserting a new line following an option type
action the user has to manually change the Sequence number to suit the action

type of the line

Event Id: Workflow Event Identification Number

User can select either Workflow Event ID or Workflow Event Definition Description
from drop down list

Once selected system will automatically display Event ID, Event Description, Milestone
and Number of Days as per what was set up in the selected Event Definition

The user may change the Milestone and Number of Days

Event Description: Workflow Event Definition Description

User can select either Workflow Event ID or Workflow Event Definition Description
from drop down list

Once selected system will automatically display Event ID, Event Description, Milestone
and Number of Days as per what was set up in the selected Event Definition

The user may change the Milestone and Number of Days

Milestone: System will default to the milestone from the selected Event Definition

Definition of Milestone is:

Major Milestone — Event cannot proceed unless all previous Event Transactions are
completed

Minor Milestone — Event is to be used for reporting purposes

None — This Event does not have any milestone

User has the ability to overwrite

If this field is a Major Milestone or Minor Milestone the system will automatically update
the Milestone field on the Client Data Entry Screen with this Event and the date when it
is completed within the Workflow

Action: How will this Event Definition work with the Workflow:

The following Action types are used within the Workflow Template:

WFlow — Main Action Items

WfOpt — This Action Item is connected with the Main Action Item but the user will be
presented with a list of multiple result choices and based on the result selected the

system will automatically create the next series of Events

Parallel — This Action Item will be started on the same date of the related Wflow Action
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Item and will run in conjunction with other Work Flow Action ltems

PrBranch — This Action Item is connected with a Parallel Action Item and will run once
the previous Parallel Action Item or PrBranch Action Item is closed

PrOpt — This Action Item is connected with a Parallel Action Item or PrBranch Action
Item but the user will be presented with a list of multiple result choices and based on

the result selected the system will automatically create the next series of Events

Hold — This Action Item is used when the Workflow Template has been applied to a
client and the Workflow needs to be stopped temporarily

Next Event: The Next Event that will be run when this event is completed.

When the ‘Add’ button is clicked and another Event Definition is selected the system
will automatically put this Event ID into the previous Next Event Field

If this needs changing user may double click on this field to be presented with a list of
Event ID’s connected with this Workflow Template plus the Special System Event

Definitions. The user should click on the required Event ID from the list

Definitions of Special System Event Definitions are:

ZZZELN End of Line Used to identify the end of a line or branch
to mark the fact that this line will go
nowhere

ZZ7ZEWF End of Workflow Used to mark the end/completion of the
Workflow

ZZ7ZDEL Delete Workflow Used within the PrOpt Action Type and

WfOpt Action Type to mark the fact that the
work has been stopped and all the items
and the related event definitions after this
event definition will be deleted

ZZZCAN Cancel Workflow Used within the PrOpt Action Type and
WfOpt Action Type to mark the fact that the
work has been stopped/cancelled and all
the items and the related event definitions
after this event definition will be stopped
but NOT deleted

Return: If a previous Event is to be repeated when this Event is completed the user
must enter the Event ID in this field

The user may double click on this field to be presented with a list of Event ID’s
connected with this Workflow Template. The user should click on the required Event
ID from the list

The system will automatically calculate the number of times this Event is repeated and
compare to the Event Definition Escalation on the number of times to be repeated
value. If this number is greater than allowed the Escalation business rules will be
activated and the next event will be automatically sent to that Executives Supervisor

Parallel: If another Event is to be run in parallel or in conjunction with this Event the
user must enter the Event ID in this field

The user may double click on this field to be presented with a list of Event ID’s
connected with this Workflow Template. The user should click on the required Event
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ID from the list

Please Note: If the Parallel Event has follow on events then the PrBranch Action Type
or PrOpt Action Type must be used

Days: Enter the maximum number of days this event has to be completed by

System will automatically default the number of days set-up in the Event Definition.
The user has the ability to overwrite

If the calculated days exceed the maximum number of days determined in the
Workflow a message will be displayed and the records will not be saved until they are

either equal to or less than the maximum number of days

Please Note: Only the following Action Types are calculated in the total number of
days;

Wiflow — Workflow Main Action ltems

WfOpt — Workflow Option Action Items — Only the first option of the set (with the ‘0’
sub sequence number)

The following functions are available on the command buttons.

Add

Allows the user to add a Workflow Event to the last Workflow Event

Remove

If the user has the access rights they can remove the Event Transaction within the
Workflow Template

Insert

Allows the user to insert a Workflow Event in between other Workflow Events

New

Allows the user to create a new Workflow Template

Delete

If the user has the access rights they can delete the Workflow Template and updates
all related tables

Reset

Resets the information being displayed back prior to any changes being made since
the Workflow Template information was last saved

Copy

Allows users to copy all information to another Workflow Template Definition

Print

Allows the user to print a report showing the details relevant to this screen.

The following window is used to select a workflow template, apply the workflow to the
client and make any changes/customising to the workflow, eg Client has a ritual of
throwing money when concrete is poured.
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F_i\hl'ulkflnw Action Plan - 3000008
1d: | 3000003 - | Active: ¥ wiork fow: (RS ~ | Status [Closed

W'orkllowType:PFlDD ﬂ Start Date: | 13412499 Start Time: [ 14:50
Termplate Desc: [123 ]| Create Events: [ Single & &l MaxNo Days: [ 45

SeqMa  Eventld Ewent Description MStone Action  Mest Return Parllel  Orig Rev Act Rp |
[ 10] O[EVENZ T [Even 2 Meeting with the cliert  [None WET_PHEH | IR ,‘I_

[ z0] 0 [AT_PREP_ [auctstion Pregp None fwfiow [BBT_SEN] [ 7170
[30] 0[@ET_SENT[2udtstion Sent Mimcr  fi/flow [DP_REC. | [ ERERERE
["#0] U[DP_REC  Depost Received Minor  fwitOpt EVENS [ [# a0 [0
[T4d[ T [EnD Frct ot worktio More  fwifOipt [FEZ2EwE | [ [2TzTo b

[ 40[ 20[GT_FREF_ [auctation Ammended Minar  [wiOpt EZZELN [EVENZ | [5T5 0o
[BO[ O[EVENZ  [Even = Start manufacturing S [ o EVENE | [ [Mzfzlo o
[FO[ O[FVENE  [Fven 4 mincity desions More  fwifiow [I2386 [ [ [2T2T0o o
[Fi[ 0[EVENE  Evemtis More  [Paiall EYEME | T EE RN
[20[ OEVENE  Everie Nore  [Patalle EZZEWF | PPREC [0 [0 [0 0

Clear | [ ‘ Reset l | F | Close

This screen is also used for:

J

Help

Reviewing/Enquiring about the status of a Workflow that has been applied to a client

Shrinking/Altering the remaining open events in order that the total number of days for
a workflow is not exceeded

The following will have to have been set-up:

Client Details (Those marked as mandatory on Screen 1) will have to have been
entered

Templates need to have been created

ID: Client Identification Number

If the user had a client record in screen 1 — Client Information when they clicked the
‘Create’ button then this field will already be populated with the Client Identification

Number

If the user did NOT have a client record in screen 1 — Client Information then they will
need to select a Client Identification Number from the drop down list

Active: This will be checked if the Workflow is active

System will automatically check this field off if the Workflow is put ‘On Hold’,
‘Cancelled’ or ‘Deleted’

Workflow Type: Template Type can be selected to group the templates together
Examples could be Pre-Deposit, Pre-Contract

The Save button needs to be clicked on completion of the above fields which will then
display the bottom section of this window and allow the user to select each Workflow
Event and create the actual workflow template. The user can select the Workflow
Event by activating the drop down list box in either the Event ID or Event Description
fields

Template Description: Description of the Workflow Template

Workflow: Workflow Action Plan Identification Number

This will allow more than one template to be applied to a client at a time

System will automatically allocate a Workflow Action Plan Identification Number when
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the ‘New’ button is clicked

Start Date: Date this Workflow Action Plan is to commence

System will default the system date

The user has the ability to overwrite

Create Events: Tells the system how the workflow events should be created when the
template is applied to the client

Click Single if events should be created one at a time as each event is closed the next
event will be created (includes

Parallel type events as well)

Click All if all the events should be created. The system will automatically adjust the
next call date for future events based on the date each event is closed

Status: Status of this Workflow Action Plan

The system will automatically set the status to ‘Closed’ when an event is closed that
has a next action of ‘End of Workflow’

Start Time: Time this Workflow Action Plan is to commence

System will default the system time

The user has the ability to overwrite

Max No Days: Maximum Number of Days this Workflow Template is restricted to

Examples could be a Pre-Contract Workflow Template is restricted to 120 days

Seq No: The Sequence Number is displayed in two parts;

First is the main sequence number

Second is the sub-sequence number and is only used when any option type actions
are used within the workflow

The sequence numbers are not used to run the workflow. However all the lines and
the main option line must have the sub sequence number equal to ‘0’

When the Insert Button is clicked the system will add a new line with a sequence
number of the line immediately before plus 1, eg Sequence number is 20 when the
user inserts a line the sequence number will be 21. When the Template is saved the
Sequence numbers will be re-sequenced automatically by the system so 21 will be 30
and all the following numbers will be renumbered accordingly

PLEASE NOTE: When adding/inserting a new line following an option type action
the user has to manually change the Sequence number to suit the action type of
the line

Event Id: Workflow Event Identification Number
User can select either Workflow Event ID or Workflow Event Definition Description

from drop down list. Once selected system will automatically display Event ID, Event
Description, Milestone and Number of Days as per what was set up in the selected
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Event Definition

The user may change the Milestone and Number of Days

Event Description: Workflow Event Definition Description

User can select either Workflow Event ID or Workflow Event Definition Description
from drop down list

Once selected system will automatically display Event ID, Event Description, Milestone
and Number of Days as per what was set up in the selected Event Definition

The user may change the Milestone and Number of Days

Milestone: System will default the milestone from the selected Event Definition

Definition of Milestone is:

Major Milestone — Event cannot proceed unless all previous Event Transactions are
completed

Minor Milestone — Event is to be used for reporting purposes

None — This Event does not have any milestone

User has the ability to overwrite

If this field is a Major Milestone or Minor Milestone the system will automatically update
Screen 1 — Milestone with this Event and the date when it is completed within the
Workflow

Action: How will this Event Definition work with the Workflow;

The following Action types are used within the Workflow Template;

WFlow — Main Action ltems

WfOpt — This Action Item is connected with the Main Action Item but the user will be
presented with a list of multiple result choices and based on the result selected the

system will automatically create the next series of Events

Parallel — This Action Item will be started on the same date of the related Wflow Action
Item and will run in conjunction with other Work Flow Action ltems

PrBranch — This Action Item is connected with a Parallel Action Item and will run once
the previous Parallel Action Item or Parallel Branch Action Item is closed

PrOpt — This Action Item is connected with a Parallel Action Item or Parallel Branch
Action Item but the user will be presented with a list of multiple result choices and
based on the result selected the system will automatically create the next series of
Events

Hold — This Action Item is used when the Workflow Template has been applied to a
client and the Workflow needs to be stopped temporarily

Next Event: The Next Event that will be run when this event is completed.

When the ‘Add’ button is clicked and another Event Definition is selected the system
will automatically put this Event ID into the previous Next Event Field
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If this needs to be changed the user may double click on this field to be presented with
a list of Event ID’s connected with this Workflow Template plus the Special System
Event Definitions. The user should click on the required Event ID from the list

Definitions of Special System Event Definitions are:

ZZZELN End of Line Used to identify the end of a line or branch
to mark the fact that this line will go nowhere

ZZZEWF End of Workflow Used to mark the end/completion of the
Workflow
ZZ7ZDEL Delete Workflow Used within the PrOpt Action Type and

WfOpt Action Type to mark the fact that the
work has been stopped and all the items
and the related event definitions after this
event definition will be deleted

ZZZCAN Cancel Workflow Used within the PrOpt Action Type and
WfOpt Action Type to mark the fact that the
work has been stopped/cancelled and all
the items and the related event definitions
after this event definition will be stopped but
NOT deleted

Return: If a previous Event is to be repeated when this Event is completed. The user
must enter the Event ID in this field

The user may double click on this field to be presented with a list of Event ID’s
connected with this Workflow Template. The user should click on the required Event
ID from the list

The system will automatically calculate the number of times this Event is repeated and
compare to the Event Definition Escalation on the number of times to be repeated
value. If this number is greater than allowed the Escalation business rules will be
activated and the next event will be automatically sent to that Executives Supervisor

Parallel: If another Event is to be run in parallel or in conjunction with this Event the
user must enter the Event ID in this field

The user may double click on this field to be presented with a list of Event ID’s
connected with this Workflow Template. The user should click on the required Event

ID from the list

PLEASE NOTE: If the Parallel Event has follow on events then the Parallel
Branch Action Type or Parallel Optional Action Type must be used

Original Days: The maximum number of days this event has to complete.

System will automatically default the number of days set-up in the selected Workflow
Template in both the ‘Orig Days’ (Original Days) and ‘Rev Days’ (Revised Days)

If the user wishes to change the number of days this can only be done in the ‘Rev
Days' field (Revised Days). This then provides the user with a comparison of original
number of days and revised number of days

Revised Days: The maximum number of days this event has to be completed by

System will automatically default the number of days set-up in the selected Workflow
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Template into both the ‘Orig Days’ (Original Days) and ‘Rev Days’ (Revised Days)

If the user wishes to change the number of days this can only be done in the ‘Rev
Days' field (Revised Days). This then provides the user with a comparison of original
number of days and revised number of days

If the calculated days exceed the maximum number of days determined in the
Workflow a message will be displayed and the records will not be saved until they are

either equal to or less than the maximum number of days

Please Note: Only the following Action Types are calculated in the total number of
days;

Wflow — Workflow Main Action Items

WfOpt — Workflow Option Action Items — Only the first option of the set (with the ‘0’
sub sequence number)

Act Days: Actual number of days this event has taken to be completed
System will automatically update this field as each call transaction is closed

Repeat: Actual number of times this event has been repeated. System will
automatically update this field as each call transaction is closed

Workflow Template History

Will provide a history of what Workflow Templates have been applied to this Client.
Information will be Client Id, Template Type,

Template Description, Executive who applied the template, Start Date of Template

Command Buttons Add
Allows the user to add a Workflow Event to the last Workflow Event

Remove

If the user has the access rights they can remove the Event Transaction within the
Workflow Template

Insert

Allows the user to insert a Workflow Event in between other Workflow Events

Sort

Allows the user to sort all the remaining events with a status of open by number of
revised days with the highest number being displayed first. The user may change the
number of revised days and click the ‘Save’ system will then resort the events by
sequence number.

PLEASE NOTE: Only the events pre-set with ‘Shrink Allowed’ can be changed

New

Allows the user to create a new Workflow Template

Delete

If the user has the access rights they can delete the Workflow Template and updates
all related tables
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Work Flow Action
Follow Up
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Resets

The information being displayed back prior to any changes being made since the
Workflow Template information was last saved

Create

System will list the events for the selected Workflow Template

Save

System will create the call transactions for each event based on which Create Option
was selected:

- One at a time as each event is closed the next event will be created (includes
Parallel type events as well)

- All if all the events should be created. The system will automatically adjust the
next call date for future events based on the date each event is closed

Print

Allows the user to print a report showing the details relevant to this screen.

You can close any due Workflow transaction from the Executive Follow Up window or
from any Activity Maintenance window.

1 Workflow Follow Up

orkflow Status . Open
orkflove Milestone : Mone

Total Flanned Days to Date @ 0

Taotal Uzed Days to Date 2 1

Flanned Days for this Event 0

zed Days for thiz Event 3

Total Repeats for thiz event 0

This Event Type . Parallel

Mext Event Type . End of "orkflow Line

Farallel Events : Mone

The closed tranzaction may not be edited later on.

DO 00U WISH TO COWTIMUE?

whorkFlaw... LCancel Help

The function of this screen is to complete (Close) the current Workflow event (activity)
and do one of the following:

- Commence the next workflow event (Activity)
- Put the Action Plan to ‘On Hold’, ‘Cancelled’ or ‘Deleted’

- Adjust/Review future Workflow events
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To Do Management

Executive To Do
Options

Personal To Do List

Business To Do List

Personal To Do
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Efficiency provides two very different To Do maintenance function for the Executive.
The activity-based tasks are maintained under the Activity Management module.

The Personal To Do List is designed to be used by the executives to maintain their
personal reminders, notes and tasks at the scheduler levels.

'_""' Todo List for Ahmet Ajara _ O]

To-do for: Tuesday Jun, 24 1997

Done Add
[ peee |

[~ Compile Mew Programs
Delete

Frirt
Copy...

[~ Set Metware Back Up at

« | < | | > | » | Cose_|

If there’s a need to set various tasks and To Do items for a module record this can be
done using the To Do function.

This option should not be confused with the Activity Transactions and Personal To Do
Lists. A To Do item relates to purely a task to be completed to achieve a result. For
example, the following To Do items can be assigned an Event

4% To Do Applications - Jessie James

Drescription Status
[RETAREN B Contact Template 1
Edit Contact Template for Admizsion
Delete

Drescription

H ot to be taken
Send Letter Alan Ladd 12/03/00 11:00 am 21/09/00 4:00 pm
Task is completed

Add Edit I Delete LCloze Help

This window allows the user (executive) to maintain the executives private to do list.

It is accessed from the Bar menu or from the Daily or Weekly Scheduler Display
Windows or from the “Call and Schedular” icon bar.
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.‘ Todo List for Ahmet Ajara

To-do for: Tuesday Jun, 24 1997

Daone Add

[T |Compile Mew Programs

[T |Set Metware Back Up at Delete
Frint

LCopy...

<< |« Jmesw | > | > | s

Command Buttons and The following functions are provided:
Functions
Add

Click on this command button to add a new line to the list.

Delete

Click on this command button to remove a line from the list.

Print

Click on this line to print the list

Completed

Click on the <Done> check box to mark the completed tasks.

Copy

If you wish to copy the “Yesterday’s” or “All Previous” uncompleted To Do history, click
on this button. The following To Do List Copy Over Window is displayed.

The following buttons will display the previous or the feature dated lists:

Today Today

< Previous Day
> Next Day

<< Previous Week
>> Next Week
Global Purge

The global purge function is available at supervisors clean up utility.
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To Do List Copy Over
Window

To Do List Copy Over

Business To Do
Overview

Efficiency Modules
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The previous To Do lists can be copied over to today’s list selectively.

To Do Lizt Copy Over
Mot done Items to Copy

o Nesterday Al Previous

k. Cancel | Help |

Yesterday: All the non-completed (unchecked) to do list lines will be added to the
displayed list.

All Previous: All the non-completed (unchecked) to do list lines will be added to the
displayed list.

If there is a need to set various tasks and To Do items for a module record this can be
done using the To Do function.

This option should not be confused with the Activity Transactions and Personal To Do
Lists. A To Do item relates to purely a task to be completed to achieve a result. For
example the following To Do items can be assigned an Event

- Send Invitations

- Prepare Name Tags

- Book Venue

- Organise Hotels

- Organise Projector

- Organise Refreshments
- Check parking facilities.

Of these To Do Lists set of Activities will be generated by the system when the
invitations were sent and the RSVP were entered.

Each executive may keep the Personal To Do lists as their personal reminders etc.
Personal To Do lists are usually accessed from the scheduler windows.

To Do lists can be assigned to any records of the following modules.

Module Module Id
Campaign CP
Campaign Split CP2
Campaign Transactions CP3
Company CuU
Company Transactions CuU3
Contact CcO
Contact Transactions CO3
Contract SC
Contract Transactions SC3
Document MD
Document Transactions MD3
Event EV
Event Split EV2
Event Transactions EV3
Executive EX
Executive Transactions EX3
Knowledge Base SR
Mail Desk MM
Order Entry OR
Plant PL
Plant Transactions PL3
Product PR
Product Transactions PR3
Quotation QT
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Quotation Transactions QT3
Service and Maintenance SS
Service Transactions SS2
Support Desk SP
Support Transactions SP2
Vendor VE
Vendor Transactions VE3
To Do Function The To Do functions is summarised on the following diagram.

Main Module

Category ‘

Transactions [To Do Template
[ To Do Applications | To Do ltem
I

To DID List

Each module record can have more than one To Do List. Typically, a To Do List is
made up of many To Do items.

The To Do system requires the following set up

To Do Set Up 1. Set up To Do tables
1. To Do Type Enter here the To Do types.
2. To Do Category Enter here the To Do Categories.
3. ToDo ltems Enter here the To Do Items and related data.

2. Set Up To Do Templates

To Do Templates is made of two sections, header and details. The details section
holds all the To Do Items

After setting the Templates, the To Do List(s) can be attached to any record of the
above modules from the module pop up menu.

Each To Do List is derived from a selected To Do Template. At the time of the
creating the To Do List, the items can be removed or added to the list as required.

The To Do List maintenance is activated from the pop up menu of the module.

The completion date, time, remarks and the Executive who had completed the task are
the common information that requires to be maintained.

The To Do menu item or Icon starts the general enquiry window where the To Do Lists
can be maintained globally.

TO DO |tem To Do items are maintained on this window.
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4% Edit Record
Item Id: { 3
Dezcription: |N otez Taken
Type: [Tado Type One ~]
Category:]Default Category ﬂ
Due Days: 2
I Save Cloze | Help
Fields Description: Enter here the To Do Item description or edit the description.

Type: Select the to do type that this item belongs to.
Category: Select the to do category that this item belongs to.
Due Days: Enter here the default value or edit the current value.

To Do App| iCation When the To Do option is selected from the Activities menu of the Pop Up menu the
following To Do Application window is displayed.

4% To Do Applications - Jessie James

Drescription Statuz
Mew List | (X emplate 1
Edit Contact Template for Admizzion Active
Delete
[ ezcription Executive Start Date Start Time Due Date Due Time
Mokes Taken Erik Wiking 12412499 11:12 am 20409400 5:30 pm

The initialz not ko be taken

Alan Ladd 12708000 11200 am  21/09/00 400 prn
Tasgk iz completed
blood test 00/00/00 00/00/00

Add ' Edit Delete Close Help

The top section of the window displays all the To Do Applications assigned to the
selected module record.

There are three buttons at the top left side of the window to perform the following
functions.

New

Click on this button to create a new To Do Application by attaching one of the existing
To Do templates that are available for this module.

The Template List will be displayed.
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Command Buttons and
Functions
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=10 x|
Dezcription Status
[YETYRERE Contact Template 1
Edit Contact Template for Admission Ative
m 4k To Do ltems [_ 1T x]
Type Category:
Description Execul [Toda Type One - [ =]
Motes Taken Erik Viking
The initials not to be taken Description Due Days
Send Letter Alan Ladd Nakes Taken 2
Task is completed Send Letter q
Organise Coffes machine 1
Car %W ashing 2
blood test a0
Add Edit Delel
Find ‘ Reset Add Edit | Delete | Clase | Help

Select a template and drag it to the application header. System will display the

template list at the bottom window.

Edit

Highlight the To Do Application and click on this button. The To Do Maintenance
Application window will be displayed and you can edit the application details on this

window.

Delete

Click on this button to delete the To Do Application and the List.

To Do Application List

The bottom section of the window displays all the To Do items within the application.

You can Add, Edit or Delete the displayed items.

dd

Click on this button to select another to do item from the list and add to the application.

% To Do Items Hs E3

Type: Categony:
|Toda Type One ~|  |Default Categary -]
Description Due Days

iMotes Taken 2
Send Letter 1
Organize Coffee machine 1

Car W ashing 2
blood test an

FEind Rezet Add Edit | Delete ‘ LCloze | Help

Select an item and drop on to the Application List window. The new item should be

edited by clicking on the Edit button.

Edit
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To Do Application
Templates List

To Do Query and
List
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Click on this button to edit the highlighted To Do Item.

gk Edit Application Item for Jessie James

Ligt 1d: |17 Stabys: |Active -

Deszcription: |N otez Taken
Skart Tirne: |11:12 am

Start Date: |12/12/93 -
Due Date: | 20/09/00 - Drue Time: |5:30 pm

Euecutive: ]Erik Wiking

Caomplete Date:J | Complete Time:

Complets EHEC:J _vJ

Remarks: |The initials not ko be taken

Save LCloze Help

Delete

Click on this button to delete the highlighted To Do item.

The available and active templates for the module are displayed on the list.

To select an item highlight it and then drag it on to the window where the new template
is to be inserted.

g& To Do Applications - Jessie James _ ] =]
Description Status
[RETARER Contact Template 1
Edit Contact Template for Admission Active
Delete 4k To Do ltems [_ T[]
Type: Categom:
Description Execut |Tudu Type One - LI

Motes Taken Erik Viking

The initials not o be taken Description Due Daps

Send Letter AlanLadd — Hicics Taken 5

Task is completed Send Letter q
Organize Coffes machine 1
Car 'Washing 2
blood test a0

Add Edit Delel
Eind | Besst | Add ‘ Edit | Lelete | Llose | Help

This window lists the selected To Do items based on the selection criteria entered at
the top section of the window.
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Query Options

To Do Items
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4k To Do Query and List - Contact M= E3
Due Date: [07/06/00 =] Days[+]: [ 599 [ Executive:] =]
todule: [Contact =] Status: | 4|

Contact Ta Do ltem Start Date  Start Time  Due Date  Due Time
0 11:.00:00 @ 0 16:00:00

Jessie James blood test 04410400 00:00:00 21409401 00:00:00

Jessie James Motes Taken 1212493 111200 20409400 17:30:00
The initials not to be taken

ToDos3
4 | i

Edit Find Delete b | M Frint ‘ Close Help

Use the following query options to refine the list selection criteria.

Due Date

Enter here the beginning of the Due Dates.

Days +

Enter here the number of days to limit the end date of the due days.

Modules

Select one of the valid modules or sub modules or leave it blank for all.

Executive

Select an executive who is responsible of the To Do items or leave it blank for all the
executives.

Status

Select an appropriate status to display.

Edit To Do Item

Highlight the item and click on the Edit button. The To Do Application List
maintenance window will be displayed to maintain the item.

The To Do items are held in the todoitem table and maintained on the following
window.

To Do Items are grouped by the To Do Category and To Do Type Attributes.

Select the Category and Type values before Find or Add functions as these values are
used as part of the To Do Item record.
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To Do List
Template
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% To Do Items ME E3

Type: Categony:
|T|:u:I|:| Type One ﬂ |Defau|t Categorny ﬂ
Dezcrption Due Days

iMates Taken 2

Send Letter 1
Organize Coffes machine 1

Car W ashing 2
blood test an

Find Reset Add Edit | Delete ‘ Cloze | Help
Add or Edit

Click on this button to add a new to do item to the database for the selected Category
and Type.

Click on this button to edit the highlighted To Do Item.

4% Edit Record

Itemld:| 3

Dezcription: |N otes Taken

Type: |Todo Type One

Lefle

Categaory: ]Default Cateqaony

Diue Oays: 2

I Save Cloze | Help

Delete
Click on this button to delete the highlighted To Do item.

Sets of Templates for various reasons can be prepared. The most suitable template is
assigned as To Do Application(s) to the selected module records. The list is then
edited to suit the exact requirements.

Here the Templates are created and maintained. The templates are made of headers
and lists
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4k To Do List Template HiE B3

odule: [Contact | 0Op Division: [Efficiency Dperation: | Active: [Tes >

Template Description Item D escription
Contact Template 1 Motes Taken
Contact Template far Admission Send Letter
Contact Template 2

Addlem | Editlem | Delets ltem

Find BReset | Mew Edit l Delete l LCloze I Help

Templates are grouped by category and type attributes.

The top section of the window is used to set the criteria for the template headers by
entering the required category, type and status values. Then click on the Find button
to display the Header and the List.

The selection of a template on the left side of the window displays the related To Do
items of the template on the right side of the window.

The command buttons at the bottom row relates the to the Header records and the
buttons at the upper row controls the Items.

New or Edit

Click on this button to add a new template header.
Click on this button to edit the highlighted To Do template.

d Edit Record

Template |d: 3 Active: [Ye: *

Deescription: [Contact Template 1
kodule: [Contact |
Operating Division: [E fficiency Operations = |

Save LCloze Help

Delete
Click on this button to delete the highlighted To Do template header and items.

Add ltem

Click on this button to select another to do item from the list and add to the template.
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To Do Application
Maintenance
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% To Do Items ME E3

Type: Categony:
|T|:u:I|:| Type One ﬂ |Defau|t Categorny ﬂ
Dezcrption Due Days

iMates Taken 2

Send Letter 1
Organize Coffes machine 1

Car W ashing 2
blood test an

Find Reset Add Edit | Delete ‘ Cloze | Help

Select an item and drop on to the template items List window. The new item should be
edited by clicking on the Edit button.

Edit ltem

Click on this button to edit the highlighted To Do template item.

gk Edit Record

Template: [Contact Template 1

Itern: [Motes Taken
Cue D ays: 2
Active: Ter _x

| Save Cloze Help

Delete

Click on this button to delete the highlighted To Do template item.

To Do applications are maintained on this window.

4% Edit Application Record for Jezzie James

Application 1d: | 16 Actve [Yes ~r|

Description: [Contact Template 1

Statuz |Active |

Save Cloze Help

Description
Enter here the To Do Application description or edit the description.

Total Client and Business Management Solutions
-83-



ACTIVITY MANAGEMENT

Active

Only the active applications can be used

Status

Enter a valid and appropriate status.

TO DO Template The template details are maintained on this window
d Edit Record

Template [d: 3 Active: |Yes -

Description: [Contact Template 1
todule; [Contact |
Operating Divizion: |Eficiency Operations |

Save Cloze Help

Description
Enter here the To Do Template description or edit the description.

Active

Only the active templates can be used.

Module

Select a module from the drop down list to attach the template to.

Operating Division

Select an Operating Division from the drop down list to attach the template to.
To Do Template Lines The To Do items for a template is maintained on the following window

4% Edit Record

Template: [Contact Template 1

term: Motes Taken

Chue D ays: 2
Active: [Ye:

| Save Cloze Help
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To Do Application List
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Template
The template to which this item belongs to is displayed by the system.

Ite

Enter here the To Do Item description or edit the description.

Due Days

Enter here the default value or edit the current value.

Active

Only the active items can be used in the lists.

Maintain here the To Do Application list item

4% Edit Application Item for Jessie James

Ligt [d: 17 Statuz; |.-'1‘-.|:tive ﬂ

D ezcription: |N otesz Taken

Start Date: |124124599 - Start Tirme: [171:12 am
Due Date; | 20409400 - Diue Tirme: 5030 pr

Executive: |Erik Viking |
Complete Date:; w | Complete Time:
Complete Exec: | |

Remarks: [The initials not to be taken

Save Cloze Help

Status

Select an appropriate status from the dropdown list. The ‘Closed’ status is used to
indicate the completion of the task.

Description

Description of the task is defaulted to the To Do item description and can be modified.

Start Date and Time

The starting date and time of the task.

Due Date and Time

The expected completion date and time of the task. This date is important as it is used
to select the bulk To Do lists.

Executive

The executive who is responsible the successful completion of this task.

Complete Date and Time
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The completion date and time of the task.

Complete Executive

The executive who had signed off the successful completion of this task.

Remarks

Notes, remarks and details of the task.
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Diary and Scheduler

Daily Scheduler

Calendar and Contacts

Activities

Unavailable
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When the external schedulers such as MS Outlook, Notes and Group Wise were used
all the Efficiency activity and scheduling data are maintained in parallel. However, only
the activity scheduling can be updated from the external schedulers.

If the appointment was made by a person who does not have access rights to the next
action executive's external scheduler then an email message with the summary data
will be send to the next action executive’s email address.

The following should be set in the Shared Options:
Send Email on Scheduler Error=Yes or No

If the <Create External Schedule For Existing Activity> entry in the Activity section of
the Shared options was set to Yes, an external scheduler record will always be created

E Day Yiewer for Ahmet Ajara M=l E3
® Calendar Exec|lahmet Ajara | Calendar v

 ToDo I Quick Unavailable [~ Contacts]™

Friday January, 2001 Events: -
2

—_
w0

730 am
2:00 atm
8:30 am
9:00 arm
9:30 am
0:00 arm
0:30 am
1:00 arm
1:30 am
2:00 prm
1230 pm
1:00 prn
1:30 prm
2:00 prm
2:30 prm
3:00 prm
3:30 prn
4:00 prm
4:30 prm
5:00 prm
5:30 prm
6:00 pra

Beset | Frint | <4 | < | Today | > | » | Activities... | Lloze |

43

\:

S A

i

Click on these check boxes to display/close the calendar and the combined contact
windows.

Click on this button to display/close the Daily Activities window

Click on this check box and then click on the executive time to set the executive
unavailability as described on the Executive Availability topic.
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External Meetings

Weekly Scheduler

Display and Handling of
Holidays
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EJEFFICIENCY

[_[51x]
File  Module Uty Window Help
M2000CH BOR IWB% DBESF »%W LI
SERAF LFEH FEeEh cHOIESE =
1 X I8 [l B3} u Companies and Activities
& Calendar Exec [hmet Ajars ] Calendar[ Contaet C g Name [ Bl <] Site Name <15
 Tobo I Quick  Unavalable T Gontacis¥ B e =1 Suem Erec =1 CoName2 =1
Tuesday Octaber, 2000 Everts Compny & F Mame Team <] Cotiphs =]
17 2 Actily € hoen Stat ~] cold ~] Fhane R
7:30 am|
500 am| Company Ste- Posita||  Atached Dste_ Time  Contact Name
8:30 am| Hirst Justin Mr Hirst Justin Mr
00 2| Hirst ay hrs T 2800897 2308 Justin Hirst
530 arn| Hir: MM 28/08/97 2308 May Hirst
10:00 armj
Mo Hislop Tislop ian Mr
1100 arn|[[7] uiia Andrews | Call Mesting | Hisiop an W
Hislop Mary Mis Hislop Mary Mrs:
11:30 g
1200 wery important meeting T Hislop Mary Mrs
oy History John Mr History John Mr
12:30 proj History John hr
1:00 prn| Hoist Jeff M1 Hoist Jeff Mr
1:30 prnl Hoist Elencra Ms
2:00 pro| Hoist Jeif b
_2:30 prn| ~|| Rons 3
) | f 1 | | Ll |
< »
aan Expansions Noles T~ One.. OpDiv [ Sitel Conactl {
Beset | Bint | e | ¢ | Today |5 |55 | Activies. | Clse | Eind | Resst QIR Qose | u
[&] =] 3 i} T (o]
Atached Time  Contact Name. Company Nest Action A e
1100 Jui 00 »2| < [Month] >
17/10/00 16:30 Mark Alfino CallMesting Brochue st ‘September 2000 October 2000
SMIWTFS SMTWTFS
12 1234567
3456783 89101121314
0111213141516 1516 A% 18 13 20 21
I“ LI 17181820 21 22 23 222324 25 26 27 28
24252627282930 293031
HNotes ™
Taks Annririments Al Print Clnse Helo
Ready

User: Ahmet Master 41.02100000 | 17/04/2001 5:34 A

Select and drag a contact from the combined contacts window and drop it on to the
requestor executive’s time. Edit the activity record as described on the Activity

Maintenance topic.

' 2 weeks Viewer for Ahmet Ajara =]

' Calendar Exec||&hmet Ajara

| Calendarf Contacts™

= ToDo  Quick [~ Daily Scheduler ™ Unavailable [ 11 January 2001
Maonday 25/10/1933 Maonday 07411./1935 i‘
Tuesdap 261041999 Tuezday 0241141999
1200 2 Temy GerzenHold Down Fastg 1200 1 Temp GerzenHold Down Fastd
1200 5 Jane Suthelandtction Marke
"wWednesday 27/10/1939 Wednesday 0371141999
1200 3 Molan Mapldhia Seetems Py L
1x00 3 Tem GerzenHold Down Fastg
1430 4 Mark AlfinolR othmall Distributiq
Thursday 28/10,/1333 Thursday 041141333
Friday 29/10/1999 Friday 05/11,/1939
-
Feset LCloze |

The Public Holidays that was entered against Country and State have the following

functionality.

The colour that was set in the user preferences for holidays will be displayed on the

Weekly schedulers.

The Activity and Executive Availability Copy over function for the re-occurring meetings
will ignore the holidays (based on the holidays set against the Country or State of the

Executive’s branch).

The Monthly scheduler is displaying the holiday as line entry..
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Monthly Scheduler

Annual

Availability

Calendar
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[l Month Viewer for Ahmet Ajara Hi=l

W Only Open Calls Qctober 2000 % Exec|[&hmet Ajara | Beset | Close
08:00a Exec 5 3 Fl 5 &
[01:00p Test 1 4
02 30p test 2 Feh
03:00a Exec g408:00a Exec 49410:30a Boar 3341 2:00p Joe Bz |08:00a test » 432 e
11:30a Execut§l2:00p Executidl 2:00p Unavail [12:30p Jessie Py
12:00p Executif02: 30p Executi02:00p Sales b [14:00p Joe Ber P
07:00p Judy A 03:30p Jessie J M
01:30p Executi ¥
08:00a Exec 4¢408:00a Exec 47404:00p Mark 1g08:00a day “19H08:00a day “2gl Jum
08:00a E xecutif08: 30a Training [10:00a Francis J08:30a day 2
12:00p Joe Berf08:30a 55555 14:00p Mark AN04:00p Mark Al Jul
12:00p May Fagl1:00a Julia An 15 30p Executi
071:00p Judy A:q04:30p kark Al Aug]
05:00a day 23 24 25 2 27
Sep
Oct
30 el 19:00a boan ' fl 2:00p dsaf: - Mow
01:00p Jessie
Dec
The unavailable dates for the following entities can be recorded in the system
Level Public Long Unavailable  Buss  Train Holiday Sick Other
Holidays Leave
Executive X X X X X X X
Branch X
Operating X
Division
State X
Country X X

The following window is where the dates are maintained

Annual Availability Calendar
Year <[ 20 > | January 2001 February 2001 March 2001 il 2001
5 MoT oW FEIEMTWTFS|IEMTWTF S
1 3 2 13 12 3|1 234567
= & 101112 13 4 1004 56 7 8 31008 31011121314
Branch 14150617 18 19 2011 1243 14 1516 17|11 1213 14 1516 17|15 16 17 18 19 20 21
w21 2223 24 25 25 27 [1E]19 20 21 22 23 24 (1819 20 21 22 23 24|22 23 24 25 25 27 28
Operating Division 2823303 20 26 27 28 2026 27 28 2330 31|29 30
-
State iy 2001 June 2001 July 2001 August 2001
SEMTWTFS[EMTWTFS|IEMTWTF SIEMTWTF S
= 123458 12112345867 123 4
Country E 7 8 910M12|3 4 56 7 8 3|8 31011121314|5 68 7 8 3101
-|[12 141516 1718 191011 12131415 1615 16 17 1819 20 21|12 13 14 15 16 17 18
NN 2223 BT 2021 22 23|22 23 24 B 26 27 28|10 20 1 22 23 24 25
el |Ehstess b= = R | 24 25 26 27 28 23 30|23 30 A 26272250
7 Holiday ™ Long Leave
[F Sick T Unavailable September 2001 Octokber 2001 Movember 2001 December 2001
W Other T fbicboies [SM TWTF S|SMTWTFS|SMTWTF S|SMTWTF S
1 12 3456 12 3 1
[ 2348567 8|78 3951W0M1213|4 56 F & 31023 45678
91011121214 15[14 1516171819 20011 1213141516 17|39 1011 121314 15
TEA7 18182021 22121 22 23 24 25 26 271819 20 21 22 23 24 6 17 1818 20 21 22
232425 26 27 28 23|28 23 30 A SOZB IV 282930 |2 2425227 28 23
Find {Basetl Help |§|Dse] an a0 3

Year

Use the arrows to locate the appropriate year.

Entities

Select one or group of entities (state via country etc) to assign the unavailable dates.

Unavailable Day Types

Check the suitable box for the unavailable day types.

Each time a new criteria was entered it is required to click on the Find button to refresh
the previously assigned dates on the monthly calendars.

The colours were set in the user preferences utility.
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Add Data To add a new date or date ranges follow these steps.
1. Click on Reset
2. Select one or more related entities
3. Select one or more (single is preferred) day types
4. Click on Find button
5.  Click on the one day or beginning and the end dates of the range
6. Click on right mouse click on the selected date
7. Click on the Add option of the pop up menu

8. Proceed with the assignment as described on the Add availability Record topic.

Delete Data Select the data and click right mouse click on the date to be deleted. Select the delete
option from the pop up menu.

Follow the delete process as described on the Executive Availability Delete topic.
Display Data Select the data and click right mouse click on the date to be displayed. Select the

display option from the pop up menu. The details of the unavailable date will be
displayed on the following window.

) 27/022001: Business

[eeting with auditors

Save | Cloze ‘

Day Viewer Select the data and click right mouse click on the date to be displayed. Select the Day
Viewer option from the pop up menu. The daily scheduler view of the unavailable date
will be displayed on the following window

1 Day Viewer for Ajara Ahmet [_ 3]
= Cajendarmlml
Unavailable ™
Tuesday  February, 2001 Events: -
27 1

2:00 arm heeting with auditors
8:30 am
9:00 arn
9:30 am
0:00 arm
0:30 arm
1:00 arm
1:30 arn
2:00 prm
2:30 prm

1:30 prm
2:00 prm
2230 prm

L A

4:00 pro

4:30 pro

5:00 prm =

5:30 pm|[ 4] | :

Beset l Erint ] 5 ] = | Today | = | b3 I Achivities.. I LCloze l
Executive Availability - One or more days, depending on the date being selected on the Annual Availability
Delete Calendar will be displayed on the following window
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Add Availability Record
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“_Untitled

D ate Start Time | Diuration Reazon |d Fecod I [Motes

Select &l Delete Cloze I Help |

Use Ctrl + Enter to select individual dates or click on the Select All button to select the
whole list.

Click on the Delete button to delete the selected records.

The details of the unavailable date(s) are entered on this window.

Group

Select a group to apply.

The details of the group item will be enabled adjacent to the selected group item.

For Example: if the Executive Group was selected the dropdown field will be enabled to
select the executive.

Type

Depending on the group selected one or more types will be enabled. Check in the

required type.

Description

Enter the details of the date(s) here i.e. Queen’s birthday can be entered as a public
holiday.

Dates are Start and End Dates

If the dates were clicked on the Annual Availability window was a range then click on
this check box to indicate that the dates were the start and the end dates of a range.

In this case the unavailability will be recorded for all day.

Single Day

If the selection was a single day the following fields can be entered in the duration area.

All Day

Click on this box if the day is to be booked as all day.

Start Time and Duration

Enter a start time and duration, increment of 30 mins, i.e. 3 means 90 minutes.
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EBAdd Availability Record
Group Type

% Ewxecutive | [[ahmet Ajara | _ " Training v Buziness

" Branch | | ~] | Holidap " Long Leave

~ Op Div. [ =] " Sick = Unavailable

i~ State [ || & Other = Pukl fid
 Country | | ]|

Description Dates are Start and End Dates [

Meeting with auditors

'-H 1
Save Beset Help

G roup Scheduler On this window the meetings for the group of executives can be arranged, edited and
copied over to other executives.

This is function is a visual function, although the over booking will be announced,
system will not attempt to stop the multiple bookings. The resources and venues
cannot be over booked.

Requestor Executive Either the first executive on the grid or the highlighted executive is considered the
requestor of the subsequent group meetings.

If a Team was assigned on the user preferences utility, this window is displayed with
the members of the team and their appointments for the day.

If you wish to change the executives, click on the Executive button and select the
executives as described on the Select Executive topic.

Venues Click on this button to display the allocated venues as described on the Venue
Allocation topic.

EExeculive Group Scheduler - Requestor: Ladd. Alan [_ O] <]

«t i Calendar v Unavailable [~

Quick ™ Contacts [

Time Ajara, Ahrnet Ladd, Alan Viking, Erik ﬂ
07:00
07:30
08:00
08:30
05:00
0330 Board Meeting
10:00
10:20
11:00
11:30
1200
1230
1300  Erik CookllOrder. Updated|Ple Ahmet Ajara - Please Follow up This
1330
14:00
14:30
15:00
15:30
16:00
16:30 b
17:00
17:30
1800
18:30
I

o | o

Erecutives.. | Wenues... | Resources Activities Copy | Close

Resources Click on this button to display the allocated resources as described on the Resource
Allocation topic

Calendar and Contacts Click on these check boxes to display/close the calendar and the combined contact
windows.
Activities Click on this button to display/close the Daily Activities window
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Unavailable

External Meetings

Copy
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@EFFICIENCY 511

Fie Mode Utly Window Help

M2004TH DOH Taz oFgES »% Q0

SE@ON LfE FéeEEh e@Em @
“l < | o e Semnenell Contact € CoName e —
= [ e — - —
Tine Aiora, Abmet Ladd Alan o] | ember & L B ot
Compary @ FName [ 1Team [ SlCoapha [
050" Wesirg wih ol = —— (= I L E—
fee Compary Sie- Postal| _ Ansched  Date Time Con
0330 Hoist Joff Mr Hoist Jeff e
10:00 Hoist Elenora Ms. 5P 10/04/01 11:35 Tery Ge
1020 Hoist Jeff e aC 00401 11:38 Jenier
u gg Hold Down Fasteners  Hold Down Faste || _ac| L] 10/04/01 11:38 Jennier
1200 Brown John Mo Consultant 55 03/04/01 1746 Tery Ge
120 Gerzen Terry b WIS Manager 55 03041 17.46 Ty Ge
1300 Goss Jane Ms Default Contact Po AC 28/03/01 11:53 Terry Ge
1330 Grave Hall Mr AC 26/03/01 1342 HilayH
::gg Craves Hrry M SP 26/03/01 1405 Tery Ge
e Grean arees v s B30 1405 Ty
5 o e bocomiscie | S5 2301 1138 Tey G
1600 Hewks Michael Mr Managing Director sl 21/03/01 11:38 Tem Gq
16:30 el FNUM 1144 Torm e
= Hils Gocayva Lasty || Fows: 301
1730 o] Ll | o[ |Bd |
4 3 Espansions Notes [~ One... OpDiv [~ Site ™ Contact [~ £
Exeouives.. | Veruss. | Besowcss. | Acivies oot | Gwe | Bd | Rem IR =
] =[0I S|
A\:hed : Year << [ 2001 > < | Month| >
February 2001 Merch 2001
SMTwWT

Feady User: Afmet Master 41.02100000 | 17/04/2001 537 M

Click on this check box and then click on the executive time to set the executive
unavailability as described on the Executive Availability topic.

Select and drag a contact from the combined contacts window and drop it on to the
requestor executive'’s time. Edit the activity record as described on the Activity
Maintenance topic.

To copy an appointment to other executives do the following.

1. Please remember this is a visual utility, be sure the appointment spaces are
available for the executives or the multiple appointments are acceptable.

2. Use the executive button and re-select the executives on the grid if required.
3. Click on the Requestor Executive
4. Set the External or Internal appointment; assign venues and resources as normal.

5. Click on the Copy button. System will request the confirmation of the action

Create Group Meeting Ed

P Do you wizsh o include all the executives in the group meeting of
[

Ajara, Ahmet @ 10:00:00 7

System displays a selection list of the executives from the grid on which you cam
remove some of the executives from the copy action.

Total Client and Business Management Solutions
-03-



ACTIVITY MANAGEMENT

Select Executives

Executive Group
Meetings

I’ Select Executives
E mecutive | Select |
Alan Ladd [w
Select Al OK | Cancel | HoR

You can repeat this process as many times as required for the different grids as long as
the original requestor was included in the grids.

This window is used to select executives.

— Select Executives
T eam: |Management -]
Codes Available Codes Assigned
Executive Fh Ext Executive Fh Ext

Jones Salesman

| KN AN K — i

De-zelect 1 De-zelect |

LCloze | Help |

If a Team was assigned in the user preferences utility the team field will be populated
with the value and the executives for that team sill are displayed on the left side of the
window.

If all the executives are to be listed then blank the Team window and press the Tab
key, all the executives will be displayed on the right side.

Click on the executives on the left side and click the right arrow in the middle to move
the selected executives to right side. Alternatively, remove them from right box to the

left.

If the selection is final click on the close button to bring the selected executives to the
calling group scheduler window.

This program allows the scheduling of a group meeting either by a requesting executive
or on behalf of an executive.

After selecting the requesting executive, other meeting details may be entered. These
are: Meeting Type, Activity Type, Remarks, Resources, and Venue.
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Mi
Feapasitor B[Rl B ] Mg Tige [Firets =] kit Ty -
Mn"l"'l"- II:E| " I Tirws: | (000 | 200 || D00
Frnwis [ aghiay
-
iy (ulsacks o Homak [
Al Dubricks el Weaalc [
Essoudive FhEs
Akaral fqmw e
A Laedd
T 3
e T it Tops
frd | fdpyet| oo | pees | | o | e | b |

Up to three requested dates and times may be entered along with the meeting duration.
The schedule of the requesting executive and all other selected executive schedules
will be check one selected date at a time for all selected times.

After each date is checked, a window will popup showing the result of the search.

In this example, the requesting executive is Ahmet Ajara and another executive Alan
Ladd has been selected. Two dates 24/10/01 and 25/10/01 have been entered with a
start time of 9:00 am.

The program will first check both executives’ schedule to see if they are available at
9:00 am on the 24/10/01. If this time is not available then a check will be done for
25/10/01.

Normally as a date or time is entered, they are checked and will be disallowed if they
fall outside of the normal days/time. If it is required to allow scheduling of meetings at

these times, two check boxes will disable these checks.

The Find key is clicked to begin the search the schedules for the first date and each
selected time.

If any executive is unavailable then a popup window will appear as follows:

Fh.-ﬁE-:m ema IHiﬂlFl umnaz |MT

Fﬁm
Fequened Dmen |00 =] lanvam =) =| L el
Faruntr Feimurcen | [ il
e -
| #ilioey Dutricks 's'ralc Hoane [
Ay Dl sacks s whaste [
Ecami-= | | Fmm— e o

PO iicodobibipiheck |
M ), Urabetn schache s G Masng o LTI o the e
Sk ' e ik s Dipdas basthon e diepley Hhas unuraslshls Daeoutive dstsle.

— =]

After clicking OK, your choices at this stage are to either click the display button to
display the unavailability details or to click the Find Next button to check again using
the next date and selected times.
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In the following example the Display button is clicked. As we can see Alan Ladd is
unavailable at 9am on the first selected day due to an existing meeting.

Errcutive Lroup Fectings
Hq—uz—mﬂ-hl—f_u:lmr [Frivs Meeing = |
Fiaquaiied Daes [T 000 =) [GAbeam =] e el T
Paruwir Forioarin . | Dt
oy D sacks "ol s
Exacyiren F'hEi:il - Emscutrm PhEst
il B :l Akurad 2wn JHE
alyn Lkl
il Flsnn ¢
ol T L j
-II I |-| L -II I ﬂ
Enbiniro Urerpdabde 5o Ty Dhuision Vi Tybe Al Type:
I e Ll HALTA b0 2 Humraas S lanclard dcirat
E sscutsn Ururvuslabls
| Froihed | o | Bew | oo | er | Che | e |

If this Executive is required at this date and time, the Executive can be double-booked
for this meeting by clicking on check box next to his name and clicking the Save button.

If the Find Next button is clicked, then the next date is checked. Here we see that the
next selected date and time is free for both executives.

Ervalrvr Group Serbings

A ecparstes Evome [t A =] Msting T ppee [B Lo E mem
Rrcumsted Diatex [ SR =) [ tleann = =l fisess [ T30 [ 7 0 | oo
ey Resnseen_ | [ .
| ‘e utrichs ol Howae: [
iy Dl 'l sk
Exmcurea : =] FhEs
Bl Bk
Cm o e Pssting of durstion has besn ressresd on
Al A \..!-'] Hhakxl e 0900,
Pl Hprheck o pims wvh Lo isdam @l st Mosteg et
i L
Emsindint 2 [w ] e | il Tupe
W Ahred fass -~ Fire stm M sming
F tlw Lidd A R0 1 Botiwst Py Nesing

SN L I R S S - W

If we have checked all dates and times as configured above without finding a suitable
date and time, clicking Find Next will search sequentially through the schedules looking
for the FIRST AVAILABLE date and time. As each is displayed, you may either accept
the selection or continue the search by clicking the Find Next button

The following window is displayed when the Group Meetings button was clicked either
on the Activity Maintenance or the Executive Availability windows.

Create and
Maintain Group
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Meetin S == Group Meeting HE B
g Executives Contacts Resources
anme D Confirmed Last Mame First Nz D' escrption
Abeerden Arnold
At Chrig
Andres Julia
zhfield Cauncil
Eurton FRichard
Carzan Reginald
Gerzen Termy
[ ane Machbet
Jones Tracy
Kl [»] |« | ja Kl i
Executives Remove Exec | Contacts | Co. Contacts: | Bemove Cont | Fesources |
Save | LClosze | Help

The name of the requestor and the main contact are already listed on the window.

The following participants and resources can be added or removed from group
meeting:

Executives- Click on the Executives button to activate the Executive Search Window to
add executives to the group meeting. On this window you can click the OK button or
drag and drop the selected executives.

Select executive(s) and click on the Remove button to remove executive(s) from the
group meeting. Only the requestor can remove the executives.

Contacts- Click on the Contacts or Company Contacts (Employee) button to activate
the Search Engine Window for the contacts to add other contacts to the group meeting.
On this window you can click the OK button or drag and drop the selected contacts.

Select contact(s) and click on the Remove button to remove contact(s) from the group
meeting. Only the requestor can remove the contacts.

Company Contacts — Click on this button to pop up the company contacts search

window will allow to include the company contacts (could be from multiple companies)
in the contact group meeting list.

Appointment Confirmation: The Executive list has a Confirmed column at the end to
display all the confirmed and unconfirmed appointments

Resources- Click on the Resources button to activate the following window to add

resources to the group meeting. On this window you can click the OK button or drag
and drop the selected resources.

=% Group Meeting ==
Execulives Contacts Resources
Last Mame First M. Last Mame First Mz Description
Ajara Ahmet Jones Jennifer
Jones Salesman
Feen Michael
Kizsinger Henmy
Ladd :
aj Select Resource M=l E3
Description
Projectar
PFrirker
Caffes Machine
1 [ || ETE——
Executi ontact | Resources... | Remove Flesource|
| Help
Cloze
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Executive Search

Radio Buttons

Command Buttons
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Select resource(s) and click on the Remove button to remove resource(s) from the
group meeting. Only the requestor can remove the resources

This window is accessed from the Group Meeting Preparation window in order to select
the participant executives to attend an external or internal meeting.

‘ Find Executive

L Mame: |a | Group:| LI Fositicr: | _vJ
F Name:| | Op Divs:|DDDDD LI Status: | _ﬂ
Id:| LI Branch:| l.]
Last name Firzt Mame Id Position Op Divizion
Ajara Ahmet o Site Supervizor aoooo
Asztaire Fred 120 Accountant 00o0aa

Standard & Teams© Profiles T Tranzactions ©

Eind Besst | | | 400 i3 Close Help

There are two sections on this window. You can enter any selection criteria in the top
Query section and click on <Find> button, the matching results set will be displayed in
the second window. Highlight the required record and click on the OK button to return
to the Main window with the selected member record.

If the name or the description was fully or partially entered in the main window before
clicking on the search button the search engine will be seeded with this value and the
corresponding result set will be displayed automatically.

Standard
Standard search

Profiles

Search for executives with profiles.

Teams

Search for executives by teams.

Transactions

Search for the executives with transactions.

Find

After entering the query criteria, click on this button to display the executive list.

Reset

Resets the selection criteria.

Left and Right Arrows

To switch from one product to another in the executive search list.

oK

Select executive(s) and click on this button to return the selected data to the calling
window.
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You can also use the drag function of the mouse to drop the selected data on to the
calling window.

Close

To close the search engine screen.

Help

Activates the help screen relevant to this section
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Reports and Enquiries

Reports

Enquiries

Executive Activities
History

The Query Data Window

The Result (List) Display
Window

Efficiency basic system is provided with various Activity Management reports.

User can design any number of activity reports using the InfoMaker report writer. A
blank report library named ‘CALLRPTS.PBL’ is provided under the ‘Reports’
subdirectory of each client.

How to set up reports in InfoMaker is found under the InfoMaker Reports Set Up
topic.

- Activity Reports

- Activity History (Calls Made) Report

- Missed Calls Report

- Activity Follow Up Report

The following interactive activity history and follow up enquiries are available.

Executive Activities History Window allows the user to access the selected activities
for one or for all the executives. Once the activities were listed, the pop up menu will
lead the user to access to all the related information and functions of Efficiency.

This window contains two overlaid data windows one is used for Query and the other
is used for Listing of the results.

When the window is started the query data window is populated with the default
values that were set in the User’s preferences.

The Search Button will activate this window.

aily Activities on 26/03/2000 for Ahmet Ajara

Attached Mext dction Time Contact Mame Compary Mext dction ﬂ
Ev| 2603400 00:00 Howard Keel Follows up, Quotation  Pledge
_EV] 26403400 00:00 Joe Drill Action Marketing Follows up, Quotation  Pledge
BV 26/03/00 00:00 Tim Hard Apson Pty Lid Follows up, Quotation  Pledoge
_Ev] 26403400 00:00 Bill Hawks A, Spstems Pry Limited Follow up. Quotation  Pledoe
Ev| 2603400 00:00 Nadia Gully A, Syaterns Pty Limited Follow up, Quotation  Pledge
Ev| 2603400 00:00 Fox Trevor 244 Systemns Pty Limited Follows up, Quotation  Pledge
_EV] 26/03/00 00:00 Amands Who Follows up, Quotation  Pledoge
BV 2B/03/00 00:00 Prude Gith Action Marketing Follow up, Quotation  Pledoge
_Ev] 2B/03/00 00:00 Justin Just Action Marketing Follow up. Quotation  Pledoe
Ev| 260300 00:00 Jeny Lewis Action Marketing Follows up, Quotation  Pledge
_EV] 26/03/00 00:00 'Cheech' Chong Follows up, Quotation  Pledge +
Ll | R

Mates [

Tasks Appointments ‘ All Frrint | Close Help

Once the selections were entered click on the Find button to display the new result
set or click on the List button to display the current list in the window.

The result of the query is displayed on this window
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Attached

Pop Up Menu
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E Execulive Activities Hiztory for Ahmet Ajara

Aittached Date  Time Contact Marme Company Reazon _AJ
_oR| 21/08/00 10009 Teny Gerzen Hold Down Fasteners Call, Standard
_OR| 18/08/00 0347 John Brown Hold Down Fasteners Call. Standard
_or| 18/08/00 0%42 Gamy Gilder Action Marketing Call, Standard
_OR| 18/08/00 0350 janHard Blues Frank Mr Call, Standard
OB 18/08/00 04:36 jan Hard Blues Frank Mr Call, Standard
_AC| 18/08/00 08:55 Termy Gerzen Hald Diown Fasteners Follow up, Quotation
AL 18/08/00 0857 Julia Andrews Call Meeting
_AC 17408500 10:562 Jennifer white Ajara Ahmet Py Ltd Call, Standard
_or| 15/08/00 21:09 Joe Dril Action Marketing Call, Standard
_OR]| 09/08/00 21:21 John Elton Pyramid — Pyramid John ko Call, Standard
_CC 07400 2344 Jessie James Call, Standard
Ac] 20/07/00 0904 Chris Alter Cal, Standard
| 19/07/00 22:32 Joe Bertolme Call. Standard J
_AC] 18/07/00 14:35 Jessie James Cal, Standard
AC| 18/07/00 14:36 Jessie James Cal, Standard

o e s s o .
| Kl | J

Buick [ Maotes ™

FEind Search... | Beset » }|.£U||UWUD...| Hew... | Edit... LClose | Help

Activity Display Restrictions

Activities can be restricted based on the selected Activity Reason Category ID’s
assigned to the executives in the Supervisor Functional privileges set up option.

If the Security Log on option 4 is used, executives with these Reason Categories will
not be able to see the activities for those categories.

New Module Records

A user configurable <New> command button is available on this window thus
allowing direct access to the new module creation function. Other modules such as
Order, Quotation, Support and Service are still accessible from the pop up menus.

The <new entry> in the Activity section of the User Preferences
<ActivityCreateNewModuleOption> allows the user to set the module that can be
accessed from this command button. If the value was set to blank (None) then the
button will not be displayed. The user licence or the menu accessibility function form
the user maintenance also control the visibility of the command button.

The first item on each activity item contains one or more buttons. The first item
represents the type (module) of the activity and the others represent the attachments

of the activity.

Click on a button to activate/link the following functions:

Button Function

AC Activity Maintenance

OR Order Entry Module

QT Quotations Module

EV Event RSVP or Guest Maintenance
CcC Questionnaire

SP Support Module

SS Service Module

MM Mail Marketing (Information Only)
WF Workflow (Information Only)

ME Membership Module

L Letter

D Document

P Products

A Attributes and Profiles

Notes

Check this box to display the notes (remarks) of each activity. Uncheck the box to
condense the list without notes.

Quick

This box toggles between the Standard and Condensed (Quick) activity maintenance
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window.

Activity Details

Double click on the highlighted line to activate the Activity Maintenance window.
Clicking on the Edit button or selecting the Edit option from the Activity section of the
Pop Up Menu achieves the same result.

New Activity

Highlight a line item and click on the New button or select the New option from the
Activity section of the Pop Up menu. Passing the related data from the selected line
item will create a new activity and the Activity maintenance window is displayed.

Follow Up an Activity

Click on this button to follow up the highlighted activity. System will warn you that the
current activity will be closed and a new one will be created by using the Follow Up
Activity Defaults from the User’s Options. Following the confirmation of the action the
newly created activity will be displayed.

Right mouse click on a selected line item or pressing Alt+F1 will pop up the Pop Up
Menu. Depending on the content of the site licence user can access all the functions
and options of Efficiency. The following are typical.

Contact

Access the details, functions and options of Employee (Company Contacts) of the
selected activity.

Company

Access the details, functions and options of Company and Site of the selected
activity.

Activity

Access the details and attachments of the selected activity as well as drilling down
the specific activities of the Company, Contact or the module record. The Workflow
and TO Do lists for the Company or Contact is also accessed from this option.

Email

Start Email session the email to the contact or a selected recipient.

Filter, Sort

Start Filter or Sort functions.

Print

Print current window, formatted data or save as functions can be selected.

Dial

The auto dial window is displayed by listing all the available phone numbers for the
contact of the activity

Enquiry

Depending on the content of the activity record Contact or Company sub menus are
displayed from which all the standard enquiries are accessible.
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Executive Activities

Follow Up

The Query Data Window

The Result (List) Display

Window

© 2003 AVA Systems Pty Ltd - All rights reserved

Executive Activities Follow Up Window allows the user to access the selected
activities for one or for all the executives. Once the activities were listed, the pop up
menu will lead the user to access to all the related information and functions of
Efficiency.

This window contains two overlaid data windows one is used for Query and the other
is used for Listing of the results.

When the window is started the query data window is populated with the default
values that were set in the User’s preferences.

If the refresh timer was set to a value in the user preferences the list refreshes
automatically at the set intervals.

The Search Button will activate this window.

ﬁ Executive Activities Follow Up for Ahmet Ajara -- Timer on at 15.00 mins --

[ Contactand Company - Aetiy | HowAcion |
Contact L Name -] StatDate 07/11/00 -] Nitction Exec [ahmet djara =]
Contact F Mame Daps Displaw [+] [ 7] MifctContact [ ~]
Company Mame = | Activity Exec ~ | MiAct Priority —E
Company Mame2 | Aclivity Status  |Jpen ~ | MNiAction Type -
Company Alpha | Activity RecType [C Mext Action -
Site Mame tadule ¥ | Activity Mote
Site Phone Fieason hd
Site Suburb | Achivity Fesult -

Account Status | Achivity Tupe b
Status Rating | Responseddction [Action -

Op Division Efficiency Operali +| Campaign Split hd
Eranch x| Letter Attached x
Co Id | Docs Atached -
Site Id x| Prodé&ttached ha

R — T —
Tean —

i Heset 4 <P M| Eolow Up..l Hew.. l Edit.. |  Close Help

Once the selections were entered click on the Find button to display the new result
set or click on the List button to display the current list in the window.

The result of the query is displayed on this window

y';-‘, Executive Activitiez Follow Up for Ahmet Ajara -- Timer on at 1500 ming --
Mext Action Time Contact Mame Company Mext Action
0741100 00:00 Jessie James Call Meeting |
ACI 08/11/00 09:30 Teny Gerzen Hold Down Fasteners Call Meeting |
AL I 10411400 15:30 Jennifer White Ajara Ahmet Py Lid Call Meeting |
AEI 11411400 06:00 Jennifer White Ajara Shret Py Lid Call Meeting |
EY I 1111400 0000 Erik Cook Follow up, Quotation |
EY I 1111400 0000 Jerry Stone Fallow up, Quotation |
Rowz: 7
14 | |
Quick [ Motes ™
FEind I Search.. | Beset | (4 | 4 | ’ | .|| Follows Up. | Hew... | Edit. | LClose | Help

Notes

Check this box to display the notes (remarks) of each activity. Uncheck the box to
condense the list without notes.

Quick

This box toggles between the Standard and Condensed (Quick) activity maintenance
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Attached

Pop Up Menu
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window.

Activity Details

Double click on the highlighted line to activate the Activity Maintenance window.
Clicking on the Edit button or selecting the Edit option from the Activity section of the
Pop Up Menu achieves the same result.

New Activity

Highlight a line item and click on the New button or select the New option from the
Activity section of the Pop Up menu. Passing the related data from the selected line
item will create a new activity and the Activity maintenance window is displayed.

Follow Up an Activity

Click on this button to follow up the highlighted activity. System will warn you that the
current activity will be closed and a new one will be created by using the Follow Up
Activity Defaults from the User’s Options. Following the confirmation of the action the
newly created activity will be displayed.

The first item on each activity item contains one or more buttons. The first item
represents the type (module) of the activity and the others represent the attachments

of the activity.

Click on a button to activate/link the following functions:

Button Function

AC Activity Maintenance

OR Order Entry Module

QT Quotations Module

EV Event RSVP or Guest Maintenance
CcC Questionnaire

SP Support Module

SS Service Module

MM Mail Marketing (Information Only)
WF Workflow (Information Only)

ME Membership Module

L Letter

D Document

P Products

A Attributes and Profiles

Right mouse click on a selected line item or pressing Alt+F1 will pop up the Pop Up
Menu. Depending on the content of the site licence user can access all the functions
and options of Efficiency. The following are typical.

Contact

Access the details, functions and options of Employee (Company Contacts) of the
selected activity.

Company

Access the details, functions and options of Company and Site of the selected
activity.

Activity

Access the details and attachments of the selected activity as well as drilling down
the specific activities of the Company, Contact or the module record. The Workflow
and TO Do lists for the Company or Contact is also accessed from this option.

Use the Reschedule function to reschedule the selected activities to future dates
and/or other executives.
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Follow up Re-
scheduling Utility
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Email

Start Email session the email to the contact or a selected recipient.

Filter, Sort

Start Filter or Sort functions.

Print

Print current window, formatted data or save as functions can be selected.

Dial

The auto dial window is displayed by listing all the available phone numbers for the
contact of the activity

Enquiry

Depending on the content of the activity record Contact or Company sub menus are
displayed from which all the standard enquiries are accessible.

The Follow Up activities displayed on the Executive Follow Up window can be re-
scheduled using this utility which is accessed from the Activity option of the pop up
menu.

a Follow up Re-scheduling Utility
Existing Activity Mew Activity
- Transaction ¥alues - Transaction Yalues
Executive: | E=ecutive: |AhmetAiara _vJ
First Drate: {02/06/01 - Drate: |12.-"D4.-"D‘I j Update | & 5ame
hode: |
I o
Last Date: [T5/06/01 =  Keep [ ves locietiet
) - o o Appointrights: & N .
Keep |~ ves Pricrities: [ 1 E |
Friorities:
* Mo |
Save Cloze | Help

The prerequisites are:

- Only supervisors can re-schedule future activities belonging to executives.
- The Login executive can re-schedule his or her future activities.
- The future activities list must belong to a single executive.

Existing Activity Transaction Values
The values here represent the values from the Follow Up activity list on the follow up
window.

Executive

The Next Action executive from the follow up list.

First Date — Last Date

The first and the last days of the follow up list. Changing of this dates will limit the
transfer.

Next Activity Transaction Values

The values here represent the criteria to be used when the activity list is transferred
to the new settings.

Total Client and Business Management Solutions
- 106 -



ACTIVITY MANAGEMENT

Daily Activities
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Executive

The new Next Action executive who will be assigned to the follow up list. The
executive can be same thus only changing the date and time components of the
follow up list.

Date

The First Date of the new set of follow up list.

Update Mode
There are two options.

1. Same: Move all the follow up activities to the same date.

2. Increment: Keep the date order same as the existing one starting from the new
First Date

Keep Appointments

- Yes: Keep the appointments. This may not be a practical selection.

- No: Remove all the appointments

Keep Priorities
- Yes: Keep the priorities.

- No: Remove all the priorities

Priority

Select a priority number to assign to all follow-ups.

Executive Daily Activities Window allows the user to access the activities for a
selected date. Once the activities were listed, the pop up menu will lead the user to

access to all the related information and functions of Efficiency.

This window has three command buttons so that activities can be grouped and
sorted.

Tasks: Activities without any duration.

Appointments: Activities with duration.

All: All activities.

This window can be started with the module loader at the beginning of the Efficiency
session or accessed from the Daily and Weekly schedulers.

ly Activities on 26/03/2000 for Ahmet Ajara
Attached Mest dction Time Contact Hame Company Mext Action d
EV 26/03/00 00:00 Howard Feel Follows up, Quotation  Pledoge
EY 26/03/00 00:00 Joe Drill Action Marketing Follow up. Quotation  Pledoe
EV 26/03/00 00:00 Tim Hard Apzon Pty Lid Follow up, Quotation  Pledge
EV 2603400 00:00 Bill Hawks A4, Spstems Py Limited Follows up, Quatation  Pledge
EV 26/03/00 00:00 Nadia Gully A4 Systems Py Limited Follows up, Quotation  Pledge
EW 26/03/00 00:00 Fox Trewvar A, Spstems Pry Limited Follow up, Quotation  Pledge
EV 26/03/00 00:00 Amanda who Follow up. Quotation  Pledoe
EV 26/03/00 00:00 Prude Gith Action Marketing Follow up, Quotation  Pledge
EY 26/03/00 00:00 Justin Just Action Marketing Follow up, Quotation  Pledge
EV 2603400 00:00 Jery Lewis Action Mark eting Follows up, Quotation  Pledoge
EY 26/03/00 00:00 'Cheech' Chong' Fallow up. Guotation PIEdf,j
L | ;
Motes [~
Tasks Appointments ‘ All Frint Close Help
Notes

Check this box to display the notes (remarks) of each activity. Uncheck the box to
condense the list without notes.

Total Client and Business Management Solutions
-107 -



ACTIVITY MANAGEMENT

Attached

Pop Up Menu

© 2003 AVA Systems Pty Ltd - All rights reserved

Activity Details

Double click on the highlighted line to activate the Activity Maintenance window.
Clicking on the Edit button or selecting the Edit option from the Activity section of the
Pop Up Menu achieves the same result.

New Activity

Highlight a line item and click on the New button or select the New option from the
Activity section of the Pop Up menu. Passing the related data from the selected line
item will create a new activity and the Activity maintenance window is displayed.

Follow Up an Activity

Click on this button to follow up the highlighted activity. System will warn you that the
current activity will be closed and a new one will be created by using the Follow Up
Activity Defaults from the User’s Options. Following the confirmation of the action the
newly created activity will be displayed.

The first item on each activity item contains one or more buttons. The first item
represents the type (module) of the activity and the others represent the attachments

of the activity.

Click on a button to activate/link the following functions:

Button Function

AC Activity Maintenance

OR Order Entry Module

QT Quotations Module

EV Event RSVP or Guest Maintenance
CcC Questionnaire

SP Support Module

SS Service Module

MM Mail Marketing (Information Only)
WF Workflow (Information Only)

ME Membership Module

L Letter

D Document

P Products

A Attributes and Profiles

Right mouse click on a selected line item or pressing Alt+F1 will pop up the Pop Up
Menu. Depending on the content of the site licence user can access all the functions
and options of Efficiency. The following are typical.

Contact

Access the details, functions and options of Employee (Company Contacts) of the
selected activity.

Company

Access the details, functions and options of Company and Site of the selected
activity.

Activity

Access the details and attachments of the selected activity as well as drilling down
the specific activities of the Company, Contact or the module record. The Workflow
and TO Do lists for the Company or Contact is also accessed from this option.

Email

Start Email session the email to the contact or a selected recipient.
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Contact Activities
History

The Query Data Window

The Result (List) Display
Window
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Filter, Sort

Start Filter or Sort functions.

Print

Print current window, formatted data or save as functions can be selected.

Dial

The auto dial window is displayed by listing all the available phone numbers for the
contact of the activity

Enquiry

Depending on the content of the activity record Contact or Company sub menus are
displayed from which all the standard enquiries are accessible.

Contact Activities History Window allows the user to access the selected activities for
one or for all the contacts. Once the activities were listed, the pop up menu will lead
the user to access to all the related information and functions of Efficiency.

This window contains two overlaid data windows one is used for Query and the other
is used for Listing of the results.

When the window is started the query data window is populated with the default
values that were set in the User’s preferences.

The Search Button will activate this window.

E Contact Activities History [_[O] =]
[ Contactand Company Ay HestAdion ]
Contact L Name ¥] StatDate 07/04/01 T NidctionEsec [ ]
Contact F Mame Daps Display [1] 300 N4t Contact :I
Company Name Activity Exec + | MAAct Priority —E
Contact Type v | Achivity Status  [Jpen | MlAction Type -
Preferred Ph Aclivity AecType |C Next Action -
Suburb | Module | Activity Note
Account Statuz | Feason ha
Statuz Rating | Activity Fesult -
Op Division Efficiency Operati = | Activity Type -
Eranch | Responsediction [Action -
Contact ID | Campaign 5Split -
I emb Club x| Letter Attached x
Memb Rec 1d x| Docs Atached x
I ember Mo | ProdAttached -
I emb Status x| PFrofile Attached x
Team -

Quick T Motes [
Find Search... | Reset

<Enter> or Find to

LCloze Help

Once the selections were entered click on the Find button to display the new result
set or click on the List button to display the current list in the window. It is
recommended to enter contact’s last name or Id so that system will display the
activities for one contact. Otherwise the selection process may take some time to
produce the result list

The result of the query is displayed on this window
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Attached
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= Contact Acti = History [_ O] <]
Attached Date Time: Contact Marme Erecutive Fieason Fiesult ﬂ

_AC 23/0/001 18:07 Jessie James Ahmet Ajars Call Meeting Order received

AL 17401401 1847 Jessie James Ahmet &jars Call testing Brochure sent

_AC 17/01/01 18:47 Jessie James Ahmet Ajara Call Meeting Brochure sent J
AL 04401401 2210 Jessie James Ahmet &jars Call, Standard Brochure sent

_AC 04/01/01 2210 Jessie James Ahmet Ajara Call. Standard Brochure sent

AL 04401401 2210 Jesgie James Lhmet &jars Call, Standard Brochure zent

_AC 04/01/01 2210 Jessie James Ahmet Ajara Call. Standard Brochure sent

AL 04/01/01 2210 Jessie James Ahmet &jara Call, Standard Brochure sent

_AC 0401407 2210 Jessie James Ahmet &jara Call. Standard Brochure sent

ﬂﬂ 1412400 1532 Jessie James Alan Ladd Letter, Mail Shot Brochure Sent - Mild |
ﬂg 1411200 1532 Jessie James Alan Ladd Letter, Mail Shat Erochure Sent - Mild |
ﬂﬂ 121200 2051 Jessie James Alan Ladd Letter, Mail Shot Brochure Sent - Mild |
iﬁ 1241200 2051 Jessie James Alan Ladd Letter, Mail Shat Erochure Sent - Mild |
ﬂﬂ 121200 22250 Jessie James Alan Ladd Letter, Mail Shot Brochure Sent - Mild |
ﬁg 121200 2250 Jessie James Alan Ladd Letter, Mail Shot Brochure Sent - Mild |
Fon s R . .. .. . - - _,ﬂ
| K |

Quick [ Motes ™
Fird Search | Besat || 1| D | M| F | | Hew | Edit Close | Help

Notes

Check this box to display the notes (remarks) of each activity. Uncheck the box to
condense the list without notes.

Quick

This box toggles between the Standard and Condensed (Quick) activity maintenance
window.

Activity Details

Double click on the highlighted line to activate the Activity Maintenance window.
Clicking on the Edit button or selecting the Edit option from the Activity section of the
Pop Up Menu achieves the same result.

New Activity

Highlight a line item and click on the New button or select the New option from the
Activity section of the Pop Up menu. Passing the related data from the selected line
item will create a new activity and the Activity maintenance window is displayed.

Follow Up an Activity

Click on this button to follow up the highlighted activity. System will warn you that the
current activity will be closed and a new one will be created by using the Follow Up
Activity Defaults from the User’s Options. Following the confirmation of the action the
newly created activity will be displayed.

The first item on each activity item contains one or more buttons. The first item
represents the type (module) of the activity and the others represent the attachments
of the activity. Click on a button to activate/link the following functions:

Button Function

AC Activity Maintenance

OR Order Entry Module

QT Quotations Module

EV Event RSVP or Guest Maintenance
CcC Questionnaire

SP Support Module

SS Service Module

MM Mail Marketing (Information Only)
WF Workflow (Information Only)

ME Membership Module

L Letter

D Document

P Products

A Attributes and Profiles
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History

The Query Data Window
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Right mouse click on a selected line item or pressing Alt+F1 will pop up the Pop Up
Menu. Depending on the content of the site licence user can access all the functions
and options of Efficiency. The following are typical.

Contact

Access the details, functions and options of Contact of the selected activity.

Activity

Access the details and attachments of the selected activity as well as drilling down
the specific activities of the Contact or the module record. The Workflow and TO Do
lists for the Contact is also accessed from this option.

Email

Start Email session the email the content of the list to contact or to a selected
recipient.

Filter, Sort

Start Filter or Sort functions.

Print

Print current window, formatted data or save as functions can be selected.

Dial

The auto dial window is displayed by listing all the available phone numbers for the
contact of the activity

Enquiry

Contact sub menu is displayed from which all the standard enquiries are accessible.
Company Activities History Window allows the user to access the selected activities
for one or for all companies. Once the activities were listed, the pop up menu will

lead the user to access to all the related information and functions of Efficiency.

This window contains two overlaid data windows one is used for Query and the other
is used for Listing of the results.

When the window is started the query data window is populated with the default
values that were set in the User’s preferences.

The Search Button will activate this window.

E Company Activities History M=l
[ Contactand Company - Aciwiy ] HewtAcion |
Contact L Name ~] StartDate 07/04/01 - NétctionEwec [ ]
Contact F Name Diays Display [-] 300 MédctCortact [ =]
Company Mame ~ | Activity Exec - | MAAct Pricrity —E
Company Mame2 | Achviy Status |Open x| MiAction Type -
Company Alpha ¥ | Activity RecType [C Mext Action -
Site Mame adule - | Activity Nate
Site Phone Reason -
Site Suburb ¥ | Activity Fesult ha
Account Status ~ | Activity Type -
Statusz Rating + | Responzesiction [Action -
Op Divizion Efficiency Operati +| Campaign Split -
Branch | Letter Attached -
Co Id x| DocsAttached x
Site |d [Sg ~| Prod&ttached -
Contact D [ =] PuieAtached -
£ T —
Quick [~ MNotes [
Find Search... Fleset LCloze Help
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The Result (List) Display
Window

Attached
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Once the selections were entered click on the Find button to display the new result
set or click on the List button to display the current list in the window. Itis
recommended to enter company’s name or Id so that system will display the activities
for one company. Otherwise the selection process may take some time to produce
the result list

The result of the query is displayed on this window

Company Activities History _ (O]
Attached Cornpany Contact Mame Reason -
Hold Dawn F. h i [

0T} 2640201 Hold Diown Fasteners Temy Gerzen Cuotation, First
_A&H 24/01/01 1200 Hold Down Fasteners Temy Gerzen Call, Standard

AL 18412400 1250 Hold Down Fasteners Michael Hawks Order, Updated

AL 07/12/00 1353 Hold Down Fasteners John Brown Call. Standard

_AC| 08411400 0813 Hold Down Fasteners Temy Gerzen Call, Standard

AL 08/11400 11:10 Hold Down Fasteners Temy Gerzen Call Meeting

_AC 02410400 16:36 Hold Dowin Fasteners Temy Gerzen Call, Standard

_AC| 13409400 1222 Hold Down Fasteners Temy Gerzen Call Meeting

_OR| 12/09/00 2233 Hold Dowin Fasteners Temy Gerzen Call, Standard

_&H 08/03/00 0853 Hold Down Fasteners Temy Gerzen Call, Standard

_AC| E 22/08/00 16:23 Hold Down Fasteners Temy Gerzen Follows up, Buotation
_Ac| 22/08/00 16:28 Hold Down Fasteners John Brown Follows up, Quotation
_OR| 21/08/00 10:09 Hold Down Fasteners Temy Gerzen Call, Standard —
_OR| 18/08/00 0347 Hold Down Fasteners John Brown Call, Standard

Fiows: 17 emmmommTm ot T o - JL‘

4 | 3
Buick
Find Search... | Feset [ b | M Follow Up... | Mew... | Edit... Cloze | Help

Notes

Check this box to display the notes (remarks) of each activity. Uncheck the box to
condense the list without notes.

Quick

This box toggles between the Standard and Condensed (Quick) activity maintenance
window.

Activity Details

Double click on the highlighted line to activate the Activity Maintenance window.
Clicking on the Edit button or selecting the Edit option from the Activity section of the
Pop Up Menu achieves the same result.

New Activity

Highlight a line item and click on the New button or select the New option from the
Activity section of the Pop Up menu. Passing the related data from the selected line
item will create a new activity and the Activity maintenance window is displayed.

Follow Up an Activity

Click on this button to follow up the highlighted activity. System will warn you that the
current activity will be closed and a new one will be created by using the Follow Up
Activity Defaults from the User's Options. Following the confirmation of the action the
newly created activity will be displayed.

The first item on each activity item contains one or more buttons. The first item
represents the type (module) of the activity and the others represent the attachments
of the activity. Click on a button to activate/link the following functions:

Button Function

AC Activity Maintenance

OR Order Entry Module

QT Quotations Module

EV Event RSVP or Guest Maintenance
CcC Questionnaire

SP Support Module

SS Service Module
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MM Mail Marketing (Information Only)
WF Workflow (Information Only)

ME Membership Module

L Letter

D Document

P Products

A Attributes and Profiles

Right mouse click on a selected line item or pressing Alt+F1 will pop up the Pop Up
Menu. Depending on the content of the site licence user can access all the functions
and options of Efficiency. The following are typical.

Contact

Access the details, functions and options of Contact or Employee (Company
Contacts) of the selected activity.

Company

Access the details, functions and options of Company and Site of the selected
activity.

Activity

Access the details and attachments of the selected activity as well as drilling down
the specific activities of the Company, Contact or the module record. The Workflow
and TO Do lists for the Company or Contact is also accessed from this option.
New Modules

Create new records for Quotes, Orders, Support and Service Modules for the
selected company, site and contact from the selected activity.

Email

Start Email session the email the content of the list to a recipient.

Filter, Sort

Start Filter or Sort functions.

Print

Print current window, formatted data or save as functions can be selected.

Dial

The auto dial window is displayed by listing all the available phone numbers for the
contact of the activity

Enquiry

Depending on the content of the activity record Contact or Company sub menus are
displayed from which all the standard enquiries are accessible.

Company Contact (Employee) Activities History Window allows the user to access
the selected activities for one or for all companies. Once the activities were listed,
the pop up menu will lead the user to access to all the related information and
functions of Efficiency.

This window contains two overlaid data windows one is used for Query and the other
is used for Listing of the results.

When the window is started the query data window is populated with the default
values that were set in the User’s preferences.
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The Search Button will activate this window.

E Company Contact Activities History H=]
Contact L Mame > | Start Date 07/04/01 > | Mibction Exec S
Contact F Mame Days Display [-] 300 M/Act Cantact :I
Company Name - | Activity Evec - | MiAct Prionty —E
Company Namez2 - | Activity Status Open ~ | MiAction Type -
Company Alpha w | Activity RecType [C Mext Action -
Site Mame todule | Activity Mote
Site Phone Reason >
Site Suburb w | Activity Fesult -

Account Status « | Activity Type -
Statuz Rating + | Responsesdction [Action -
Op Division Efficiency Operati | Campaign Split -
Eranch x| Letter Attached x
Co Id | Docs Attached x
Site: 1d | Frod Attached hd
Contact ID E Profile Attached -
Tearm -
GQuick ™ Mates ™
Find Search... l Feset | LCloze Help

Once the selections were entered click on the Find button to display the new result
set or click on the List button to display the current list in the window. Itis
recommended to enter company’s name or Id or Contact’s Last name or Id so that
system will display the activities for one company. Otherwise the selection process
may take some time to produce the result list

The result of the query is displayed on this window

g Company Contact Activities History
Atached Date  Time Contact Marme Company
ey [ il K
2602401 Temy Gerzen Hald Diown Fasteners 4
ACI L 24/01/01 1200 Teny Gerzen Hold Down Fasteners Call, Standard B
M 08/11/00 0813 Temy Gerzen Hold Down Fasteners Call. Standard A
il 08411400 11:10 Termy Gerzen Hald Diown Fasteners Call Meeting A
M 02410/00 16:36 Temy Gerzen Hold Down Fasteners Call. Standard A
il 13409700 1222 Teny Gerzen Hald Diown Fasteners Call Meeting A
ﬁl 12/09/00 2233 Teny Gerzen Hold Diown Fasteners Call, Standard B
AL I L 08/09/00 08:59 Termy Gerzen Hald Down Fasteners Call, Standard A
M ﬂ 22/08/00 16:23 Terny Gerzen Hald Diowen Fasteners Follow up, Quotation &
ﬂl 2140800 10:03 Temy Gerzen Hold Diown Fasteners Call. Standard A
il 18/08/00 08:55 Termy Gerzen Hald Diown Fasteners Follow up, Quotation &
Fiows 12
4 | o
Quick ™ Motes [~
Find Search | Beszet | | | 4 ‘ ’ | ’l | FEollaw Up. | Hew | Edit ‘ Cloze | Help
Notes

Check this box to display the notes (remarks) of each activity. Uncheck the box to
condense the list without notes.

Quick

This box toggles between the Standard and Condensed (Quick) activity maintenance
window.

Activity Details

Double click on the highlighted line to activate the Activity Maintenance window.
Clicking on the Edit button or selecting the Edit option from the Activity section of the
Pop Up Menu achieves the same result.

New Activity

Highlight a line item and click on the New button or select the New option from the
Activity section of the Pop Up menu. Passing the related data from the selected line
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Pop Up Menu
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item will create a new activity and the Activity maintenance window is displayed.

Follow Up an Activity

Click on this button to follow up the highlighted activity. System will warn you that the
current activity will be closed and a new one will be created by using the Follow Up
Activity Defaults from the User’s Options. Following the confirmation of the action the
newly created activity will be displayed

The first item on each activity item contains one or more buttons. The first item
represents the type (module) of the activity and the others represent the attachments
of the activity. Click on a button to activate/link the following functions:

Button Function

AC Activity Maintenance

OR Order Entry Module

QT Quotations Module

EV Event RSVP or Guest Maintenance
CcC Questionnaire

SP Support Module

SS Service Module

MM Mail Marketing (Information Only)
WF Workflow (Information Only)

ME Membership Module

L Letter

D Document

P Products

A Attributes and Profiles

Right mouse click on a selected line item or pressing Alt+F1 will pop up the Pop Up
Menu. Depending on the content of the site licence user can access all the functions
and options of Efficiency. The following are typical.

Contact

Access the details, functions, and options of Contact or Employee (Company
Contacts) of the selected activity.

Company

Access the details, functions, and options of Company and Site of the selected
activity.

Activity

Access the details and attachments of the selected activity and drill down specific
activities of the Company, Contact or module record. Workflow and TO Do lists for
Company or Contact are also accessed from this option.

New Modules

Create new records for Quotes, Orders, Support and Service Modules for the

selected company, site and contact from the selected activity.

Email

Start Email session the email the content of the list to a recipient.

Filter, Sort

Start Filter or Sort functions.

Print

Print current window, formatted data or save as functions can be selected.
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Bulk Call List

Company Based Call List

Contacts Based Call List
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Dial

The auto dial window is displayed by listing all the available phone numbers for the
contact of the activity

Enquiry

Depending on the content of the activity record Contact or Company sub menus are
displayed from which all the standard enquiries are accessible.

Bulk Call List utility is designed to guide the operator to contact Companies and
Contacts via a pre-defined list and record the result of the contact as an activity
record.

The following window displays a Call List for Companies. Call List for Contacts is
very similar except the Filter options at the top include different filtering criteria.

The content of the list automatically reconfigures the window to suit either Company
or Contact options.

i Bulk Call List - C:\eff4D\Calllist\$ctlist_ txt

Contact Humbers & |nclude  Exclude | Exclude Blank Contacts [~

Position 1D's 5 Include ~ Exclude | Exclude Blank Phanes [~ Apply
Cart First Name Cont Last Mame Site Phane Private Phone Priarity =

ishmet Ajara 002 3456 7290 02 3333 4444

Mark. Alfino 02 8855 1221 02 9806 8288 1

Darren Cook 02 9306 9202 1 hd

Ruszel Elibar 02 8855 1221 025331117 1 |

Temy Gierzen 02 3319 5533 02 4567 5330 1 hd

“william Gireen 12214z 002 3806 5566 1 |

Phillip Hard (02 3806 55ER 1 |

Phillip Hard 02 9306 5566 1 hd|

Glen Johnzon 02 9906 3333 071 3456 7330 1 =l

Jennifer Jones 02 3306 8555 1 Bl

Jennifer Jones 02 3319 5533 02 2345 6783 1 |

Tatal in List 221 Called 0 =

4 | 3

¥ Show Contacted [ Quick Dial | Hew bctivity |
Select List... Create List... Frirt... Cloze | Help

i Bulk Call List - C:\effA0\Calllist\$ctlisth.txt
Call List for Contacts Exclude Blank Phones [~ Apply

Cont First Mame Cont Last Mame Site Phone PFrivate Phone Pricrity ﬂ
Temy Cook, 1 x|
ary Cook. 1 -
Franciz Cupola 1 |
tday District 1 | J
Joe Cril 1 |
Malcom Fairbanks 1 Jhdf
Henm Fillet 1 i}
Dran Fiztful 1 |
Harrigan Fard 1 Rat
James Ford 1 x|
Francis Franko 1 x|
Takal in List 155 Called D =
1| | 3
¥ Show Contacted [~ Quick Dial.. | Mew Activity.. |

Select List... Create List. . Frint... LCloze | Help

The source file is a list generated by the List Generator for the function Bulk Call List.
This list will default to all records being priority 1 and with a status of ‘NOT CALLED'.
When the utility is first opened, it will attempt to open the default file as defined in
user preferences. If it cannot, a blank list will appear. Usually the list will simply look
the same as when it was last used.

You can click on the <Browse> command button to select a new “List File” from the
existing file list.

The list will return the contact names, and their company and phone numbers. When
a record is double clicked, the activity transaction screen is opened populated with
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Close the Call List

Create a Call List
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the respective contact and/or company information. When the call is closed
successfully, the call record is updated to status of ‘CALLED’, and will be removed
from the list. It can be recalled optionally, however a new call transaction record will
not be allowed more than once for the same contact. When closed this utility will
prompt the user to either delete the call list, re-assign it to a future date and/or
another executive or simply close and save it.

Browse

The user may have more than one Call List file stored on the user’s PC’s hard disk or
in the specified network directory. Click on the <Browse> command button to select a
file.

During the Call List file creation process if no name was specified, the default name
of $BLKCALS.TXT would have been used.

WARNING: The users are allowed to use only the Call Lists generated for them.
Supervisor can re-issue the existing Call Lists to the other users.

Activity (Call) Transaction

When a line on the Call List is double clicked, the call transaction screen is opened
populated with the respective contacts information and the Call Defaults nominated
by the User Preferences.

The Quick or Standard Call Transactions can be activated.

When closed this utility will prompt the user to either delete the call list, re-assign it to
a future date and/or another executive or simply close and save it.

The following options are available:
Close: Simply closes the Call List without any further modifications.
Delete: Deletes the Call List file from the directory.

Re-allocate: Allows the user to select another Executive or another date for the Call
List. This option will only change the header details of the Call List.

WARNING: If a new Executive is selected, this Call List will not be available any
longer for the previous Executive.

Bulk Call Lizt Cloze

.............. . ok

(1 Delete LCancel

(1 Re-dllocate

Help

Executive [[Ahmet Ajara | IE‘

Date:| 2242/97

The available options are discussed in the Bulk Call List Close topic.

To create a new Call List click on the <Create> command button. The following
window is displayed.
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SELECTION CATEGORY
Wiew Function  [Bulk Call List ~| Al Contacts
Wiew Group |E0ntact ;l Peode 20+
Wigws [Bulk Call List Contact Multi Address

Campaian Split IDefauIt Carnpaign Split

=

SAVED SELECTIONS

SELECTION CRITERIA IPcode 20+

Calumin Mame:

Postoode

Operator

Walue

Mew Delete |

Logical

Grid

How to Set Up

Executives Scheduler
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Like 20

File Dutput | DE Output | Save | Delete | Mew Line | Cloze | Help

The details of this function are available in the supervisor manual.

The Grid display utility is designed to display the following activities in multi purpose
grid display.

- Executive Diary and Scheduler
- Meeting Room Allocations
- Resource Allocations

- Event Venue Bookings

The grid is accessed from the Modules-Activities-Grid option of the main menu.

Grid can be set up for each PC on the user preferences utility.

- e Pemieemeces =
A7 (lanaral |f|:|nﬂu ||"_Fu: |ﬂ£1nm |'I:|.nuu |-I'_u'ﬂ B Aoy |
o schedi |ﬂm§tsm|'5uw|%m~u IEﬂdl
Eseruie Dassy  Mosing Roon e s
Urreslsbln Tt [lravadabls  [Urewslshis  [Urewalshis  [Urevaslse Gl Colawes
Overing Tacd [Llveiss | AT [l vriag [l vedag |5 Wat £ Ma
e Tt [ o e | 717 [ [l Humbssr of ([ gz P
Uuruidabla Coieas [TEEEET [ o
Dramibap Coslead|  TETGITE TEMRITE 1EMRITE TETTITE ‘whah Tess Beg
Wi ks Cosmait BT TETITS Ll E e 16T | mEm
[ s mpiion "whicih o 1] m m whork, Tires Enit
Aowe Chromlar [ rem R | Ve Ba [ Ten 0 Ka [ ter  Ma | 100
| bl P ek | i g llr:"’l' l”:lql l":"" ll
i Frawicec: | L | 1 | 1 | 1
(IEV PR oy | e 1P | e gy
Dol G [SLioumls =
Cosfont T e | fschraraiaiid = |
Diplwalt Branchr [1insd (hice =]

[l st u-:d.i.:nmh.ﬁ'i'l:ﬁp -|

pee [ v |

The text and colour display options will change the appearance of the grid.

Help

Initial Mode and periods effect the initial configuration and the number of periods to
display on the grid.

Set the display colours for the required statuses for the activity status and venue
status on the Efficiency Codes utility. System will display the status colours on the
grid.

Depending on the default values on the user preferences for the following items the
list of executives and their diary is displayed on the grid:
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list of executives and their diary is displayed on the grid:

- Executive Group
- Executive Team
- Branch

- Activity type

The default status field will result a filter on the initial grid display.

Weekly Display TTE—— i
L[ 2] b ] e ] P [ T o

L‘..-u.-.-. K]
b
Tl begn
Pl o el
ol M ey
iy Hl T
Eik. g
Gk et
Tamwy Ecmgy
ol S
Herw Enrrpe
Ml

Dlraalalls  [Jbigs

Daily Display

Selection Options Each time a selection criterion is entered the Apply button must be clicked on.

Display: Three options are available

1. Daily
2. Weekly
3. Monthly

Periods: The number of display options to be shown on the grid.

Status: The status of the activity or the venues to be filtered.

Date: The starting date of the display type.

Options: Click on this button to make further selections on the executives and
activities.
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Executive Diary Options

— Executives
Group: I.i'-.cccuunts LI "
Team: |Admirizrator -
I _I Cancel
Branch: IHeau:I Qffice LI
Help

— Call Action

Type: IM arketing LI

Double click on any one of grid cells with the status colour on it one of the following
will be displayed.

- Activity Maintenance window

- Executive Availability window

Meeting Rooms

The display options are very similar to the executive diary grid.

Double click on any one of grid cells with the status colour on it one of the following
will be displayed.

Activity Maintenance window

Executive Availability window

Resources
The display options are very similar to the executive diary grid.

Double click on any one of grid cells with the status colour on it one of the following
will be displayed.

- Activity Maintenance window
- Executive Availability window

- Venues

This option is accessed from the Modules-Activities-Grid option of the main menu.

The display options are very similar to the executive diary grid.

Double click on any one of grid cells with the status colour on it one of the following
will be displayed.
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