Forté CRM Tutorial Activity Lists 1

Activity Lists

Each contact and account in Forté CRM has an Activity tab containing a list of all activity
items that have been recorded for them. The activity list is a history of all interaction
with the contact or account. It shows the date, activity type (note, document, email,
appointment, etc.), brief details of the item and who in your organisation entered the
item.

It is good practice to record all your conversations against the account or contact for
future reference. This will allow other account managers (that have permission) to view
previous discussions and be up-to-date with the latest developments between you and
your clients. You can also save documents, reports or other files against the account or
contact and these can also be shared with other account managers.

Activity items can be filtered and sorted to locate specific events. Activity items can also
be edited, subject to permissions.

Viewing activity lists
To view the activity list for a contact or account:

Click on the required contact or account in the treeview on the left of the main screen
or double click on the selected contact or account in the grid on the right.

Once selected various tabs are available to view information on the contact or account.
Click on the 'Activity' tab to view the list of activity items.

Note Viewing activity items entered by others in your organisation is only available in
the multi-user versions of Forté.
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Sorting and Filtering
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Over time the activity list for a contact or account will contain many activity items. To
easily locate a specific item, it is possible to sort and filter activity items.

Sort

Clicking on any of the headings in the activity list (Date, Type, Details, Account Manager)
sorts the list by that column in ascending or alphabetical order. Clicking the same column
heading again changes the sort order to descending. The column being sorted by is
denoted by a small grey triangle which points up or down, depending on sort order.

Filter

Each column heading also has a blue downwards arrow. Clicking on this arrow allows the
lists to be filtered, either by one of the available options or by a custom filter. You can
filter on many columns at once, but only one column can be used for sort order. To
remove a filter, click on the same blue arrow and choose [All] from the drop down list.
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Creating new activity items

Items can be recorded on the activity list for a contact or account by right clicking in the
treeview or grid and selecting the required action from the menu.
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Alternatively, once a contact or account has been selected, click on any of the buttons on
the task bar to create an activity item.
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If an appointment, task, email or document was linked to a contact or account when it
was created, the item will be shown in their activity list.
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