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Take your business to the next level

How to create an Activity in EXO CRM

Activities can be set up in EXO Business to provide reminders and progress indicators for important
events. An activity can be a Task or an Appointment:
e ATask is a to-do item that must be completed in a specified time frame.

®* An Appointment is an event scheduled for a specific time.
Activities can be accessed in multiple ways:

® Via the Activities tabs in the maintenance screens for Contacts, Debtors, Creditors and Non
Accounts.

® Viathe Activity Search widget, which can be added to the EXO Business business flow menu.

e Via the EXO Business CRM module.

When using the EXO Business CRM module, activities can be synchronised with Microsoft Outlook.
Tasks are converted to Outlook Tasks and Appointments are converted to Outlook Appointments.

Click the New Activity ( ) toolbar button to create a new activity. Alternatively, right-click on the
Activity Search widget’s calendar in the time slot that you want to create the activity in.
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Activity Window

The information contained in this document is intended to be a guide for using your software. It is not accounting,
bookkeeping or payroll advice. You should seek advice or clarification from your professional advisor in respect of these
matters.
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Activity Window
Actvity Type: | Task. - Type: [ - [¥) Sync with Cutlook
Subject: Prepare for meeting
Company: ALL CAR PARTS Phone: 09-476 1430
Contact: Murray Shaddand phone: 05-476 1430 Mobile: D25-421 5547
Oppor tunity:
Campaign Wave:
Lakel: ([ Business < status [Mot started -
Assigned To: [ EXO BUSINESS ADMIN ACCOUN; +|  Prionty: [Mormai -]
Assigned By:  EXO BUSINESS ADMIN ACCOUNT % Complete: 0,00
Start time: 16.02.2012 - [¥] Al day event
End time: 16022012 ~
[FlReminder: |15 minutes -

This is the window for entering new activities; use the table below as a reference for compleing the
fields in this window.

Activity Type Select whether the activity is a Task or an Appointment

Type This is a user-definable classification for the activity. Select a type from
the list, or select “Edit List...” to create a new type.

Sync with Outlook If this box is ticked, the activity will be synchronised with Outlook

whenever a sync is performed. If this box is not ticked, the activity will
not be included in synchronisation operations.
Subject Type a brief description of the activity and its purpose.

Company Contact Assignment of an activity to a Company and/or Contact is optional.
Where assigned, the activity will appear on the Activities tab of that
company (Debtor, Creditor, Non Account) and/or the Contact screen.

The information contained in this document is intended to be a guide for using your software. It is not accounting,
bookkeeping or payroll advice. You should seek advice or clarification from your professional advisor in respect of these
matters.
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This field is only available when the EXO Business CRM module is
licensed. Specify an Opportunity to associate the activity with. This field
is optional.

Campaign Wave

If the EXO Business CRM module is installed, activities can be associated
with a campaign wave.

Note: When creating an activity from the Details tab of the Campaigns
window, the activity is associated with the first wave of that campaign.
When creating an activity from the Plan tab, the activity is associated
with the selected campaign wave.

Label A label can be specified for the activity — this affects how it will appear
on calendar displays.

Priority A priority (Low, Normal or High) can be specified for the activity. Low and
High priority tasks are indicated with an icon on calendar displays.

Status The Status setting has predefinied list entries, but these may be edited or
added to using the “Edit List...” option.
For Tasks, clicking the Mark Complete toolbar button automatically
updates this property to “Completed”.

Assigned To The EXO Business Staff members that the activity was assigned to and

Assigned By by.

% Complete

This property applies to Tasks only. Specify the percentage completion
by entering a number or using the arrow controls.

Clicking the Mark Complete toolbar button automatically updates this
property to 100%.

State Time The start and end time for the activity.

End Time

All day event If this is selected, the selections for the time of day will disappear as they
are no longer valid.

Reminder If you tick this checkbox, the system will pop up a reminder from the

system tray after adding a reminder icon. Reminders can be enabled or
disabled using the Enable Reminders option on Tools menu of the
Activity Search window / Dashboard widget.

Show time as

This property applies to Appointments only. Select how to display the
time for this activity on the Task Scheduler. Choose from:

® Free
e Tentative
e Busy

e QOut of Office

The information contained in this document is intended to be a guide for using your software. It is not accounting,
bookkeeping or payroll advice. You should seek advice or clarification from your professional advisor in respect of these

matters.



