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Activities Summary

* Activities Summary is a complete view of customer
history.

It allows you to view completed, cancelled and open
activities in one screen.

* Viewing all relevant information in one place helps to
perform daily tasks even more quickly and efficiently.



Activities Summary

« Setup preferences are kept per user to allow each
person display information according to their needs

« User can decide what activity types and statuses
should be included

« Avallable for accounts, contacts, leads, cases,
contracts, opportunities, quotes, orders and invoices
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From Wikipedia, the free encyclopedia

Time management is the act or process of exercising conscious control ever the amount of time spent on specific activities, especially to increase efficiency or
preductivity. Time management may be aided by a range of skills, tools, and technigues used to manage time when accomplishing specific tasks, projects and
goals. This set encompasses a wide scope of activities, and these include planning, allocating, setting goals, delegation, analysis of time spent, monitoring,
organizing, scheduling, and pricritizing. Initially, time management referred to just business or work activities, but eventually the term broadened to include
personal activities as well. A time management system is a designed combination of processes, tools, techniques, and methods. Usually time management is
a necessity in any project development as it determines the project completion time and scope.
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Task lists are often tiered. The simplest tiered system includes a general to-do list (or task-holding file) to record all the tasks the person needs to
accomplish, and a daily to-do list which is created each day by transferring tasks from the general to-do list.[8]

Task lists are often prioritized:

An early advocate of "ABC” prioritization was Alan Lakein. In his system "A" items were the most important {"A-1" the most impeortant within that group), "B"
next most important, "C” least important.[10]

A particular method of applying the ABC method[11] assigns "A" to tasks to be done within a day, "B" a week, and "C" a month.

To prioritize a daily task list, one either records the tasks in the order of highest priority, or assigns them a number after they are listed ("1" for highest
prierity, "2" for second highest priority, etc.) which indicates in which order to execute the tasks. The latter method is generally faster, allowing the tasks to
be recorded more quickly.[8]

A completely different approach which argues against prioritising altogether was put forward by British author Mark Forster in his book "Do It Tomorrow and
Other Secrets of Time Management”. This is based on the idea of operating "closed" to-do lists, instead of the traditional "open" to-do list. He argues that the
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Activities Summary Settings
Set your defaults for the Activities Summary.

View
Mumber of activities per page 50
Custom Filter 30 @ days () activities
Preview Length 2000
Activities
Task Fax
Phone Call Email
Letter Appointment
Service Activity Campaign Response
N Custom Activities
——— Status
g
| Include open Include canceled

Modify what and ™

how to display

information in | ok || cancel

Activities
Summary screen
using preferences
screen.
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