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Using Activities to Manage Your Day

Jeanne Fick, Trams Training Manager

Learn how to use activities (Notes, Reminders and Mailers) and the Activity
Manager to create efficiency, increase productivity and enhance customer
relationships. Let’s answer these questions:

1. What are ClientBase Activities?

2. How do I create a Reminder? A Note? A Mailer?

3. Where is the To-Do List in ClientBase and how do | use it?
4. Where is the At-a-Glance Calendar in ClientBase?

5. How do I use the Level 1 and Level 2 Queries in the Activity Manager to
search for any activities?

6. How do I create folders with selected columns and sorts in the Activity
Manager?

7. How do I create multiple Notes/Mailers/Reminders at one time?

1. What are ClientBase Activities?
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ClientBase activities are defined as Notes, Reminders and Mailers. These all are found in the client
profile, and can be created either in the profile itself, in the Profile Manager, or in a Res Card. These
are managed in the Activity Manager.
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Create a Reminder: Click the Remind icon to create an future task such as following up on a
brochure sent to a client. Reminders appear on a daily To-Do list in the Activity Manager or on a
daily calendar, At-a-Glance. Created Reminders are attached to a client’s profile and Res Cards,
and are available for reports by using the Activity Manager.

Create a Note: Click the Note icon to create a note documenting any contact you've had with a
client such as a client question or concern. Notes are attached to a client’s profile in the Activity Tab
and to Res Cards, and are available for reports by using the Activity Manager.

Create a Mailer: Click the Mailer icon to create a mailer (history) of something you've sent to a
customer; for example, a birthday card or a ski trip promotion. By entering the date, time, and



Using Activities to Manage Your Day

subject of the mailer, the history appears within the profile’'s Activity Tab, in Res Cards, in the Activity
Manager, or on reports.

2. How Do | Create a Reminder?

Reminders allow you to schedule future tasks. Sharon, an agent, creates a Reminder to call Clara
Adams next week to perform a trip inquiry follow-up. Joan, another agent, creates a Reminder to

check on documents for Hank Adams. Mindy, yet another agent, creates a Reminder to welcome
the Andersons home from their Hawaii honeymoon.

Reminders are created and attached to a client profile. (You can also create reminders in and attach
them to a Res Card, but these also "live" in the client profile). Any profile or Res Card can have any
number of reminders attached to it. All reminders created appear on a daily To-Do list located in the
Activity Manager, or on the At-a-Glance Calendar.

REMINDER ENTRY SCREEN IN A CLIENT’S PROFILE

E ClientBase Plus - [Reminder (Able/Kenneth and Susan)] E]E|
B@; File Edit Reparts Merge To ‘MWarkstation Defaulks  Global Defaults  Utilities  Windows  Help - 8 %
Reminder & Golo Prafile int Detall

Kenneth and Susan Able
1255 Apple Streat
Los Altos, CA 94022

ong: +1 (65009881222

E-mait kable@earthik net Hot key into the client’s

profile.
Date of Reminder Profile
3702006 «| [ ToDo(Timeless] |[384] Able/Kenneth and Susan -
Start Time Duration ResCard
[:00PM v [15mines v | (131 Joumey Do Under -
Lagin Name Priarity FReminder Type Create Date
[sHARON | [Medum | [T Private | | [
ikl Hot key into the client’s
‘Fma\ Papment j R C d
es Ccaras.
Q’ [~ Setlam I” Completed

Login Name=SHARON | Database=C:\Program Files\Trams\D atabaseA\TRAMS.ib | 1016 | 3/7/2006 125550 PM | 1 Alarms @ Global : IBEvents

Reminders can be accessed from a variety of areas in ClientBase:

* Create a reminder by highlighting the client profile from a Profile Manager query. Click Remind
icon on the toolbar. Make sure to check Selected Results in the Include Records in Profile
Manager field to create for just one profile.

< Within a client profile, create a reminder from any folder by clicking Remind on the toolbar.
« In the client profile, under the activity tab, there are three buttons to the right of the results
screen. Click Add to enter a new reminder; Modify to change or enhance a reminder; or Delete

to remove a reminder.

« Click File|New|Reminder. Make sure to check Selected Results in the Include Records in
Profile Manager field to create for just one profile.

« To create reminders for a new trip (such as reminders for first deposit, final deposit, check for
documents, etc.), click the activities tab in the Res Card, and then Add. These reminders can
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be viewed from inside the activity tab in the Res Card and in the client’s profile. (You can also
create these reminders all at one time by click Batched Reminders.)

Use Reminders as a CRM Tool:

**Keep a record of all contacts with clients inside their profiles
**Work off a to-do list to organize your day
**Using CRM, use reminders to keep in constant contact with customer

**Run activity reports to keep track of your effectiveness in Establishing & Maintaining Customer
Relationships

How to Create Notes

Each time a contact is made by the agency with your customer, valuable information is received.
These contacts should be documented in the form of a Note. A Note in ClientBase is contained
within a client profile and is similar to a “post-it note,” complete with date of contact, user login and
remarks.

A profile or Res Card can have any number of notes attached to it, but even if you create the Note
in a Res Card, it still "lives" in the client profile. This allows any agent interacting with the customer
to view all past contacts. For example, Clara Adam'’s calls the agency saying she will be late with a
final deposit.

Notes Data Entry Screen From Client Profile

B ClientBase Plus - [New Note] [NEE
B Fle Edit Reports MergeTo Workstation Defaults Global Defauls  Ukiliies Windows  Help -8 x
Note || & coo Proffe>| & Piirt Detai

Kenneth and Susan Able
1285 Apple Street
Los Altos, GA 84022

Profils
Date of Activity Time of Note [384] AblesKenneth and Susan /-] g
[a¢7/2n08 | [a15am i
[285] Las Wegas Live Conrect -
Lagin Mame Subject Crzate Date
[SHARON =] [Cliert Comment x| T private [FT200E | H .
ot key into the Res
i Card fr%m within the

note.

Phone: +1 [B50) 9881222
E-mail: kable@sarthiirk. net

Hot key into the client’s
profile from within the
note.

Login Name=SHARON | Database=C:\Progiam Files\Trams\Database\TRAMS b | 132.8 | 3/7/2006 8:16:24 AW | 1 Alaims @ Glohal: IBEvents

Notes can be created from a variety of areas in ClientBase:
» Create a note by highlighting the client profile from a Profile Manager query in ClientBase’s

main screen. Click Note on the toolbar. Make sure to check Selected Results in the Include
Records in Profile Manager field to create for just one profile.

1 B
-

» Within a client profile, create a note from any folder tab by clicking Note on the toolbar.

ﬁi@ﬁ H »| 2 g X

Profile  Remind Mailer  Rescard |mwventory | Print Label  Lefter PHR E-mal | Glance GoTo  Delets
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¢ In the client profile, under the Activity Tab, there are three buttons to the right of the results
screen. Click Add to enter a new note; Modify to change or enhance a note; or Delete to
remove a note.

B ClientBase Plus - [Able/Ken - INDIVIDUAL] |_ =] x|
fe. File Edit Beports Merge To ‘'wWorkstation Defaults  Global Defaults  Utlites  Windows Help 181
dividus H 5 = 8 #
Femind  Mote  Mailer Rescard | Print Label  Letter PMR  E-mail
r. and Mrs. Ken Able Home +1 (650 888-1222 Primary Agent Sharon ey =& ok
456 Pinnacle Peak Road Cell +1 {650} 425-9833 Created 10/21/97 Y =
Scottsdale, AZ 85259 Business +1 (B50) T84-T447 g Close
E-mail kenai@anl.com Groups v y—
Interface ID B50988H222 Profile No. 384 = & BeY
Genera\lnfo' Hemarksl Marketingl Farmily Merr%rs ACliViliSﬂ TraveIHistor}ll Cards | HesEardsl PaymentHistoryl Attachment: 4 ore 4 I D
Filter
& Al Activities " Malers " Motes " Reminders " Open Reminders Add | Modiy | Delete
TypeActivity DateTime [Subject [PRIORITY [Login/Created Name  [CREATEDATE P Fiefresh
L R 1042901 10:49:00 Ak Medium  SYSDBA 10/29/01 10:4512 2 W
| | R 10/9/01 213:00 PM ‘welcome Home Medium  SHARON 4/6/01 214:06 PM A "
[ R sr20/01 734004M Trip Inquirg Followlp | Medium | SHARON 1/6/01 7-35:42 &M Emars, -
|| R 9/15/01 5:00:00 AM Trip Inguiry Follow-Up Medium  SHARON 8/2/00 11:45:58 AW
|| R 322/ Final Payment Diue High SHARON 321/m
| | R 275/ Trip Plarning Medium  SHARON 14701 B: 40009 AM
|| R 1/9/M Trip Inquiry Fallow-Up Medium | SHARON 146401 7:38:01 AM
Ll R 1470 Depozit Due High SHARON 4/13/M
|| N 8/2/0011:43:00 AM Mew Trip Inquiry SHARON 8/2/0017:44:27 AW
KT ;IJ Kl _>l_I

| Login Mame=575DEA | Database=C:\adbs‘Newtraingdb | 181,820 [11/1/01 T1602PM | 0 Alams

« Create a new note by clicking File|New|Note. Make sure to check Selected Results in the
Include Records in Profile Manager field to create for just one profile.

« After clicking New, select Note from the submenu.

* Create a new note in a Res Card. Under the Activities tab, click Add to create a note. These
notes can be viewed from inside the Res Card, or from the activity tab in the client’s profile.

How to Create Mailers

Agent Sharon wants to handle Clara Adams’ trip inquiry to Alaska by mailing her a Princess
brochure. Sharon decides to print out a label to put on the envelope, and print out a brochure cover
letter from the document templates along with a label. Mailers provide tracking capability for every
printed communication your agency sends to clients using document templates, labels or e-Mail. As
with notes and reminders, mailers are created and attached to a client profile or Res Card. Any
profile or Res Card can have any number of mailers attached to it.
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Mailer Entry Screen From Within a Client Profile
E ClientBase Plus - [New Mailer] QE|
GQ File Edit Reports Merge To  ‘Workstation Defaults  Global Defaulks  Utilities  windows  Help

Kennath and Susan Able 7

Phone: +1 [B50) 988-1222
1255 Apple Street

Hot key into the client’s
profile from within the

Mailer.
Los Altng, CA 94022 E-mail: kable@earthlink.net o
Date of Activity Time of Mailer Profile
[3/7/2006 x| [B2nam | [ 304 ble K enneth and Susan
. ResCard

I~ Response Date [ 205 Las Wegas Live Connect

Hot key into the Res
Card from within the

Mailer.

Subject
j ‘Invm:e E-mailed

Login Nae
[sHARON

Cieate Date

j 34772006

Login Name=SHARON | Database=C:\Program Filesh\Trams\Database\ TRAMS b | 129,2| 3/7/2006 2:20:27 &M | 1 Alamms Q Global: IBEvents

Mailers can be created from several different areas in ClientBase:

* While printing labels: When you click the Print icon, you are prompted to create a mailer.

Always click Yes. Or, from the label preview screen (whether for one label or multiple labels),
click the Create Mailer icon to create mailers for all of the results before printing.

Create

Mailer

2| w| ][] Blala] B|=(E

« While printing letters: When you click the Print icon, you are prompted to create a mailer.
Always click Yes. Or, from the document template preview screen (whether for one letter or
multiple letters), click the Create Mailer icon on toolbar to create mailer before printing.

* While sending e-mails: From the e-mail preview screen (whether for one e-mail or for multiple
e-mails), click the Create Mailer icon in toolbar to create mailer before printing or sending.

B Merge to E-mail SMTP (O[]
r.and Mrs. Steve Amaral Phone: +1 (213]471-2208 | == Gend Al I and Mrs. Steve Amaral FPhone: +1(213)471-2208 =5 | k0
519 Arizona Ave Fesr s 518 Arizona Ave e Al
Santa Monica, CA 90401 Send Current Santa Monica. CA 50401 —  Send Curent
v v | ——
. = | E—
Mailer ;i - Maier [)
S——
o | W oo |
ode: Subject: |
Subiject:
! PanTet =] oy [Nomal - lbf;r;nm—j
Message |Altachments Message | Attactments | SMTP Settings |
Greeting I Merge Fle\dl | I— I Avial = = B JJJJQJJJgJﬂ JJ ‘
Bod o 5| 53] ] | o ] Dl\ B
Greeting Merge Field P
. [<none> ju
MAPI Create Mailer i
SMTP Create Mailer
J -]
Cloge M

Each mailer contains a notation to the body so that it is clear from the Mailer history what was sent
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via E-mail including the body of the message and any attachments.

Or you can create a single Mailer record by doing one of the following:

Click File|New|Mailer. Make sure to check Selected Results in the Include Records in Profile
Manager field to create for just one profile.

» Create a mailer by highlighting the client profile from a Profile Manager query. Click Mailer on
the toolbar. Make sure to check Selected Results in the Include Records in Profile Manager
field to create for just one profile.

Within a client profile, create a mailer from any folder by clicking Mailer on the toolbar.

« In the client profile Activity Tab, there are three buttons to the right of the results screen. Click
Add to enter a new mailer; Modify to change or enhance a mailer; or Delete to remove a
mailer.

« To create mailers a new trip (such as sending an e-mail containing the Invoice), click the
Activities Tab in the Res Card, and then Add. These mailers can be viewed from inside the
Activity Tab in the Res Card and in the Client’s Profile.

3. Where is the To-Do List in ClientBase?

After you begin using Reminders (or Notes and Mailers) to document vital customer contacts, start
each work day by signing into ClientBase and clicking the Activities Manager tab where your "To-
Do" Listis located. By default, ClientBase queries the database for the user login’s open reminders
and the results screen immediately displays a list of the reminders (or tasks) the agent needs to
complete each day.

B ClientBase Plus
Ele Edit Reports Merge To  MWorkstation Defaults  Global Defauls  Utiities  Mindows  Help

r
Activity Manager

B i R} TE]
g & 4 & ¥ & B B § X
Profle  Remind  Mote Mailer  Rescard Inwentory | Print i PNR E-mail Glance GoTo  Delete
Res Cards I Inwentary 1 \.ntemsl I Level 1 ILEVE\ZI
Profiles Activiies Fitters
A Yity Manage[ Login Mame ‘SHAHUN j Select |Dpen Reminders Only j 5 Refresh
Fiom Dite | | ToDate [35572008 +]
= (ﬁ Activity Manager
= Global e
f — = =
ENDIES Activities Court | 18 At aGlance| 128 Cohnms |
Feminders
3 Open Remindess Orl Tyne (ac|LogniCrestdrame (PROFIfActity DsteTime (&% [Subiect (ACTIMTY) A
(22 Malers R SHAROMW  AbleMenneth 352006 Welcome Home
(2 Al Activities R SHARON  Ableenneth 3552006 Final Payment Dug
_ (1 Agerts Open Reminders R SHARON  AbleKenneth 352006 Follow Up
=] Petsonal R SHARON  AbleMennsth 35i2005 Finsl Paymert Dug
(2] This'Week's Dpen Trip Inquirie — .
R SHARON  AbleKenneth 34502006 Final Paymert Due
(2 Open ltems L
(2 Mest 43 haurs i R SHAROM  AbleMenneth 3/5/2008 80000 AM  Welcome Home
(2 Today's reminders R SHARON Rosen/fSteve 352006 31500 AM  Referral Thank You
(21 Mext months reminders R SHAROM  Rosen/Steve 3/3/2008 81500 AM  Referral Thank You
% ";Ve‘cgm Home . R |SHAROW  AbleMenneth 3652006 10:00:00 AM | Touch Base
‘a5t due open reminders m —
R B Brenck 114500 AM  Trip I Fallove-L
(2 Rieport Class Activity am ren LU AL AED
(3 Yesterday. Today. T omonow i
(2] Today's Trip Followups < >

Login Name=GHARON | Database=C:\Program Files\Trams\Database\TRAMS b | 1428 | 3/7/2006 7:58:54 AM | 1 Alarms @ Global : IBEwents

How Do | Use the To-Do List?

7/28/09

a) Prioritize your list by putting high priority items first - work these first.
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b) Once in the reminder, review details, or hop into the profile or Res Card if you need to refresh
your memory about client.

B ClientBase Plus - [Reminder (Able/Kenneth and Susan)] A&
G Fle Edt Reports Merge To Workstation Defaults Global Defaults  Ukiities  Windows  Help -8 x
& GotoProfle | & PrintDetall |
Kenneth and Susan Able Phene: +1 [B50) 9881222 Review reminder details or
1255 Apple Street ; . . .
Los Altas, A 94022 Exmai: kable@earthirk net Close hop into the client profile or
Res Card from the

Date of Remindsr Prafile
4/29/2008  w| ¥ ToDol(Timeless) |384] Able Kenneth and Susan
ResCard
|113) Joumey Dovn Under

15 Reminder.

Complete the reminder.

Login Name Friority Remindes Type Create Date

MART +| [Medum | I Private [Task ~| [/z5/20m
Subject

|Check for Dacuments ~|

fg:( s [~ Completed

)'m going to be on vacation. Could you please check on document status. Thanke-Sharon

Login Name=5HARON | Database=C:\Program Files\Trams'\Database\TRAMS ib | 1673 | 3/7/2006 6:42:28 AM | D Alarms | Global : IBE vents

¢) Complete reminders by putting a note in the Remarks area for reference, and checking
Completed. Refresh your To-Do list to take that item off the list for today.

d) Put a new follow-up date on the reminder if you cannot complete it with remarks, or close out of
a reminder and create a new one. (Our suggestion is to create new reminders for reporting
purposes. You will learn to do this in your class Closing More Sales Using ClientBase.)

e) Suggest for VIP's to schedule 4 - 6 reminders a year.
f) If another agent is absent, you can work his/hers To-Do List as well.

g) A reminder attached to your agent profile can be used to schedule personal reminders such as
a medical appointment.

h) A reminder attached to a vendor profile can be used to schedule such things as ordering
brochures.
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4. Where is the At-a-Glance Calendar in ClientBase

B ClientBase Plus

File Edit Reports Merge To Workstation Defaults  Global Defaulks  Utiities  windows  Help
a

Activity Manager

B ] i Fg)|
£ & & W : 4 & X
Profile  Remind  MNate Maller  Rescard Inventory | Print Letter PNR E-mail g wKDelele
Fes Cards I Inventory | Intemet | Level1 1 = 21
Profiles Activiies i
ACﬁVily Manager Login Name |5HAHUN ﬂ Select |Dpen Reminders Only j g Refresh At_A_G'ance can be
- 3/5/2008 - H H
From Datz | | Toste| =l accessed by clicking the
=3 Achly Manager / icons on the Toolbar, or
b ,
=-[E] Global = 5 % .
N T -
% :Die'sd Bl Activities Count \1 j@ At a Glance |}_ alumng | dlreCtIy above the ReSU|ts
eminders :
2 Dpen Rerminders Orlg M [rsme cac]coginicrestduame proRfActivity DateTime (4751 |Subject TATIPTT A Screen. You can also
(3 Mallers (L] R sHaRON |ablemenneth 352008 Weloome Home click Windows|At-a-
(23 Al Activities : R SHARON | AbleMenneth | 3i5/2006 Final Payment Dug Glance from the f||e menu
[ #geni's Open Reminders ] R SHAROM  Ableienneth 3502006 Folloir Lip .
=-{] Personal i R SHARON  Ablefenneth 352008 Finial Payment Dug items.
£ Tris Week's Open Tip Inquite | || — R SHARON |AbleMenneth 3/5/2008 Final Peyment D
1 Open ltems L leMenmn inal Payment Dug
(£ Mewt 48 hours ] _ i SHAROM  Abledenneth 34572006 2:00:00 AM  Velcome Home
(17 Today's reminders L R SHARON  RosenfSteve 3052006 91500 AW Reterral Thank You
D Hext months reminders R SHARON  RoseniGteve 3502008 91500 AM  Reterral Thank Yaou
% ;"E'tc;me Home . R SHORON ableMenneth 352006 10:0000 AM | Touch Base
ast due open reminders = . -
D Feport Class Activty R HRN BarnezBrend 3572006 11:45:00 A Trp Incquiry Follows-Ups
D ‘esterday. Todaw. Tomonow SHARCM ] Trip Incjuiry Fallow-LUgp
(2 Today's Trip Follow-ups < 5

Login Name=5HAROM | Database=C.\Program FileskTrams\D atabase\TRAMS. b | 1428 | 3/7/2006 7.55:54 &M | 1 &larms @ Global : IBEvents
Click At-A-Glance to review the schedule in a daily, weekly and monthly planner format. User logins

have their own At-a-Glance, and each At-a-Glance can only be viewed while logged in as that user.
The Day-At-a-Glance displays today’s date and is divided into fifteen-minute time increments for any
appointments or calls scheduled for the day. These time/duration reminders are marked by you
within a specific time frame when they are created. The reminders checked as Timeless To-do’s,
appear on a list at the right hand side of At-A-Glance.

5. How Do | Use the Level 1 and Level 2 Queries in the Activity
Manager to Search for Any Activities?

Use the Activity Manager to find any Note, Mailer or Reminder, or run reports using the activity fields
as the selection criteria. At the top of the results screen, notice tabs marked Level 1 and Level 2.
An agent uses the Level 1 and Level 2 Query filters to access Notes, Reminders and Mailers that
have been created and reside in the client profiles. These queries can be quite valuable as
productivity and management tools.

Level 1 Activity Manager Query

Level 1 l Level 2 ]
Filters

Login Mame |SHARON | Select ||:Ipen Reminders Only j
From Date *| ToDate | 41972006 - |

The Level 1 Activity Manager query contains four fields which are strung together with an “and”.
(Another way of saying this is that All fields are evaluated to form the results of the query.) In the
example above, the query is setup for Sharon and Open Reminders Only and From and Date and
To Date 4/19/2006. After setting up the selection criteria, and clicking Refresh, the query results
appear in the results screen.
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Level 2 Activity Manager Query

The Level 2 Query area of the Activity Manager provides the ability to query the database of Notes,
Reminders and Mailers by virtually any field captured in these records, and includes the ability to
query by a particular client as well. Track the type of marketing tasks scheduled, when and if they
have been completed, which agents are completing them, the mailings that are being sent and the
response to those mailings. The options are endless.

Activity Query Level 2 [ ]

Activity

™ Reminders
I~ Hailers
I~ Motes

Antivity D ate
Froml I

™ ToDo[Timeless)

| Note: Use general
| profile data as filters
as well. Query

To =l Activities for a
Durstion particular client and
= = ] [ .
print the results.
Login Name Priority Fieminder Type Create Date
j I j [~ Private I j I LI tol ;I
Subject
[~
-\g/- I Alam Set

Cancel | Reset |

6. How Do I Create Folders with Selected Columns and Sorts
in the Activity Manager

7/28/09

As you can see, queries run in the Activity Manager can become quite complex. With all the
available filters in Level 1 and Level 2 queries, you can view any list of marketing activities performed
(or not) within the agency. With this in mind, if there are certain queries that to run often, we suggest
you save the query filters after setting them up. This is called saving a query to a folder. That way,
the next time you run a saved query, all you do is click the saved folder. One click and your query
filters are completed automatically.

Here are some steps for saving a query:

1) Using Level 1 and Level 2 filters in the Activity Manager, run your query (use date formulas, if
applicable).

2) To customize the columns used in the query, click Columns on the Activity Manager results
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screen.

elect Colurnns | Sait By Columnsl

Fields Z+aifsttz

Fields in Columnz

ACTDATETIME Activity DateTime Mo
ACTDATETIME.Completed By
ACTIATY Activity 1D
ACTITY Create Date
ACTMTY Private

ACTIATY Profile Mo
ACTMTY Remarks
ACTMTY ResCard D
ACTMATY Status

PROFILE Active

PROFILE .Agency Remarks

2]
)
-
«

ACTMITY. Type

ACTMITY Created By
PROFILE.Mamme
ACTDATETIME Activity DateTime
ACTVITY Subject

ACTMITY Reminder Type
ACTIITY Pricrity

ACTIVITY Duration
ACTMITY.To Do
ACTDATETIME.Completed Date
ACTDATETIME Alam Date

1>

PROFILE.BRAMCH_LINKNO
PROFILE.Caurtesy Title
PROFILE.Create By
PROFILE Creation Date
PROFILE . First Mame
FROFILE.Group
PROFILE.Last Mame
PROFILE.MI
PROFILE.Modified By
PROFILE.Madified Date
PROFILE.Mame UpperCase
PROFILE. Prefered
PROFILE.PRIMARYAGENT_LINKND
PRIFII F Prafile Ma

PROFILE . Interface 1D

Cancel |

If you would like to change a column, move the highlighted column over to the other side by using
the > or < arrow. By using the shift key and mouse, select as many consecutive entries as you want
to move and use the >> or << arrows. By using the control key and your mouse, select non-
consecutive entries to move. Use blue Up and Down arrows to order the selections. To sort up to
3 columns in ascending or descending order, click Sort by Columns.

Arrange and size the columns in the query by inserting your mouse between the column headers
(see a bi-directional arrow), hold down the left mouse button, and pull the columns to the new size.

E ClientBase Plus = 15]x]

File Edit Beports Merge To  Workstation Defaults  Global Defaults  Utilities  “windows  Help

Activity Manager

e % 0 e BB ADE 8 g X
Profile  Femind  Mote  Mailer  Rescad | Print Label  Letter PMR  E-mal | Glance GoTo  Delete

Profiles  Activities | Res Ean:lsl Inlamell

Level1 | Level 2 |

Filter

Activity Manager,
k4 J Lagin Name [SHARON

j Select IDpEn Reminders Only

= From D ate I
ity b anager

Global

j ToDate |=

j 4} Refresh

[ Mates

(1 Reminders

-[Z]] Open Remindars Only
- Mailers

() Al Activities

Activities

o

SHARON

Column

% Headers

(1 Agent's Open Reminders R SHARON AmaraliSteve 1712003

R SHARON Evans/iGary 1072003 Depo
[ SHARON Evans/Gary 14712003 Firal
R SHAROM “oungPatrick 72003 Final
[ SHARON Evans/Gary 4FI2003 30200 PM Trip b
[ SHARCN EvansiGary VFI2003 30200 PM el
R SHARON BurdaniGreg 1072003 Firal
R SHARON AhlefMen 172003 4:00000 Pha - il
R SHARCOM FordHarrizon 10772003 Bi-Ar
R SHARON tcCarthy David /72003 9:30:00 &AM Trip F
[ SHARON Sharon Meyer

712003 11:00:00 AM We_b;j
3

| Login Mame=5vSDBA | Database=C:\adbs\Newtiainadb | 128,384 KB[1/21/2003 11:38.40 M | 0 Alams

To move a column to a different location quickly from the results screen, hold the mouse over the
column in the column header you want to move (see a vertical line extending down). Press the left
mouse button and pull the column left or right to its new location. To "quick" sort results, hold down
the shift key and click the column header to sort by. A triangle in the up position appears within the
header signifies ascending order, while a triangle in the down position signifies descending order.
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3) When satisfied with the query results, click File|Save Query As. The following screen appears:

Achivity View Save Az E |

Lewvel

| Global
Mame

[l Mailers

[

Cancel |

4) From the drop-down Level menu, choose whether to save query as Personal (for your own use
only), or as Global (for the use of everyone in the agency).

5) Name the query.
6) Click OK. See the new query located on the left hand side of the Activity Manager screen.

Note: ClientBase saves the filters and results layout you have selected, not the query results. The
next time you use the saved query, any new data that has been added since it was created, is
included in the new query.

7. How Do | Create Multiple Notes, Reminders, or Mailers
at One Time?

In ClientBase you can create multiple notes, reminders, or mailers at one time for profiles. Using
Level 1, 2 or 3 query filters, find the profiles for which you want to add a note or reminder or mailer
for, and click the Note, Reminder, or Mailer icon on the toolbar, or go to File|New.

Data Entry Screen for Creating Multiple Notes, Reminders, or Mailers
X

Merge To Activity

Activity Type in Profile Manager

E stimated Reminder[s] will be created: 278

@ Fieminder i

" Selected Results
" Re-query

Actual 0
Ignaored: 0O

Skipped: 0

Date of Reminder
@ 3/7/2008 ~| [ ToDo[Timeless]

Login Name Priority Feminder Tupe
|5HARDN

j |Madlum j ™ Private -
Subject
| =

g [~ SetAlam

Start Time:

|5:15 am

Diuration

j ‘1 5 mirnutes j

[~ Completed

Ok Cancel

Select the Activity Type, select Current Results (all records in results screen); Selected Results (the
current record or previously selected records); or Re-Query to find the desired records. The Date,
Time of Note, and Login Name default. Select a Subject from the drop-down menu. When clicking
OK, the activity is created for all selected records.

11



Using Activities to Manage Your Day

7/28/09

How to Multi-Select Records

To multi-select records from the results of a query, use the <CTRL> key in combination with a mouse
click. Notice one of three symbols next to each profile as you push <CTRL> and click it:

a) Bullet - this profile has been selected.

b) Bullet and Bracket - this profile has been selected and is the current profile record your cursor is
focused on.

¢) Solid Triangle - this profile has NOT been selected as part of the multi-select, but is the current
record your cursor is focused on. <CTRL> Click once to get the bullet and bracket, and a second
time if you choose not to include in the multi-select. You can also use the main edit menu or right-
mouse click in the results screen to Select All, Unselect All, or Invert the results.

Notes:
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