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Riata CRM posts assigned customer follow up Activities in the

“Today’s Items” list on the day that the assignee is scheduled
to follow up with a customer. Verify that all Riata user settings

are turned on for this utility as shown on the right.
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The Riata CRM Activities scheduler is organized so that a user can assign a follow up contact for a customer to themselves,
or assign a scheduled follow up contact for a customer to another person in the company. For example, a salesperson can
schedule a follow up call to be made to a customer on a specific date. The reminder will show up in the notepad area of the
customer record on the assigned date when the “Today’s Items” icon, located in the left toolbar, is clicked. This reminder
will be displayed for the assignee, not the assignor. In other words, follow up “Activities” are scheduled between an assignor
and an assignee. This can be the same individual, or two different people. An Activity is schedules as follows:
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Notice that the assignor is ADS (stamped note); the as-
signee is Sam (User). ADS has posted a call for customer
Amy Corbett on Sam’s schedule for 04/13/10. Therefore,
when Sam logs in to Riata on 04/13/10 and clicks the

“Today’s Items” Amy will be included in his follow up list.

Scheduled activities are displayed in the customer record
notepad area, as seen on the next page.

Click the “Activities” utility in the top toolbar, click “Schedule a Call”. This dialog

=

Cancel Save

Call for Amy Corbett

User: Sam Porman v

Date: 04/13/2010 v &
Time: |01 [ ]|: 03 [« ]| [om [~ ]|[15 Minutes  |+]

[¥ Use Activity Date for Next Contact Date

Stamp Mote

By: ADS Date: 04/07/10 12:48:36
Scheduled a call to Amy for Sam on 04/13/10))

Note:
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As shown below, Riata listed

two customers on 03/25/10. This list and the customer records were organized into a

Riata Screen Search after user Sam clicked the Today’s Items tab.
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Contacts Household | sgeEY D By |21 | 01/11/2005 Salesperson® | ADS
£3%| Dat
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g 3/25/2010 ;
COLN C < Rd Rep @L.C. Date |02/24/2010
Curtis Coln City | winfield B[ST 1L & Zip (60190 %|  @n.c. pate [03s25/2010
4, 3425/2010
ABBEY D C. Phone |[4?6) 555-6577 | Age® (Private | Category|Buyer E|
Duane Abbey W. Phone | (476) 555-3498 |  source’|TOom | Subcat.|B3 ] operte| ]
H. Phone [(476) 755-2959 & Bill To: [Peggy Abbey | crrea] o
: : Interest
Fax #(() - [EJ  email [paby@zol.com | S
fﬂ|;{)| Date / Time = |User |De&cr‘ipti0r| {5 items } 7 Note Options v =
. 3/25/2010 6:45:00 AM SPOR  Call on 03/25/10 at 06:45AM —
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A double mouse click on the Activity header in the notepad
will display the actual Activity dialog box as seen to the right.

Note details are displayed in the (

box. An Activity can be completed while in this dialog box: Time: [0 -]

Call for Duane Abbey'

User: Sam Porman v

. .. . 03/25/2010 ”~ _
ower portion of this dialog ety B 2/200 i | Todey []

click the Complete button in the upper toolbar, click “Yes” in | meefcar 7]

Yes to schedule a new future cont
will close the current Activity and
your future contact schedule.

the first options box, a second Options box will appear: click I Use Activity Date for Next Contact Date
act with the customer. “No”
remove the customer from
Note: o ADS Date: 03/24/10 17:45:43 -

Customer Frontline

Do you want to schedule a follow up
Activity?

assigned by &l to Sam, custno 61579,

When “Yes” is selected a new Activity dialog box appears to assign a new follow up

Activity for this customer, either to yourself or to another person in your company.

A listing of scheduled Activities ca

n be displayed by clicking the “Activities” tab on a customer record.. This list is popu-

lated according to the content options that are selected: date parameter, user, all or current contact. Completed or de-
leted Activities are not included in the list. A double mouse click on any of the listings will display that Activity dialog box.

'@ Customer | @ Personal | 71 Notes | {8 Contacts | § AimSi | £.) Profile1 | ) Profile? | T Activities | 1 History &) Ema*

T‘;‘..-’ﬁ Activities List

3items Sho

mC\:lntact info Customer # @2

w: (% All contacts »» Contact information may not match activity <<

[ Al Dates {or): ClGerentconact Name |Randall Beech
From: 01/01/1980 & & User: Sam Porman ~  Household |EEECH R
To: 12312100 v U@ Activity Options v | a] v
ﬁ“3|‘i|nalefTime |User| Action |Custnmer# ‘Eompany ‘Eonlad =
= 4/20/2010 3:15:00 PM SPOR  Call 63500 COLLMANN K Kathy Collmann ...
By: SPOR Date: 04/07/10 14:27:06

-] 4/29/2010 4:15:00 PM
By: SPOR Date: 04/07/10
Assigned by Sam for Sam

= 3/25/2010 9:30:00 AM
this is a test assignment

Scheduled this call on 04/07/10 for 04/20/10.

SPOR  Call 61579 ABBEY D Duane Abbey
15:16:16
to contact Duane on 04/2%/10.

SPOR Call 12529 COLN C Curtis Coln ) Pg 2
to Sam by Sam




The report sample below is generated from the selected options in the report dialog box above. Note that this report includes

A summary report of Activities can be viewed / printed as follows:

Click Reports | Calendar Reports | Activities List

The dialog box shown below will be displayed. Select a User, date
parameter, and category of Activities to be included in the report.

‘f}u =& @R @

View E-Mail  Print Exit

Activities Listing Report
User: Sam Porman L%
Start Date: 03/01/2010  + &
End Date: 04/30/2010 v 3

Include: & Al
 Calls
" Meetings
" Tasks

¥ Show Task Details
[7 Exclude Completed ltems
[T Completed ltems Only

Reports = Tools  Wizards
\.ﬂ Contact Information Sheet

Help

- j List Reports

Exit

i\ F.T.I Activity Report
[T F.T.1. Activity by User Report

)

% Opportunities Report
17\ Service Listing Report
[T\ Ticket Status Report

Email

oy

3 Activity Reports

Omer

‘7 calendar Reparts

% Daily Calendar

" |Zl sales Reports
1 é Marketing Reports

y & Weekly Calendar
» ‘& Monthly Calendar

U Labels

v |2 Activities List

“completed” Activities to provide a more comprehensive summary of customer follow up activities by user Sam Porman.

Activities Detail Report

All activities for Sam Porman

» Date Time Activity Cust # Company Customer name Phone

T 03252010  06:45am Call 61579  Duane Abbey Duzne Abbey (476) 7H5-2950
Notes: By: ADS Date: 03/24/10 17:45:43
assigned by Al to Sam, custno 61579,
{ Completed on 04/07/2010 at 15:09:58 by Sam Porman }
03/25/2010  09:30am Call 12529  Curlis Coln Curtis Coln (476) 755-2950
Motes: this is a test assignment to Sam by Sam
04/20/2010  03:15pm Call 63500 Kathy Colimann Kathy Collmann (476) 755-2950
Notes: By: SPOR Date: 04/07/10 14:27.06
Scheduled this call on 04/07/10 for 04/20/10.
04/29/2010  04:15pm Call 61579  Duane Abbey Duzne Abbey (476) 7H5-2950

Motes: By: SPOR Date: 04/07/10 15:16:16
Assigned by Sam for Sam o contact Duane on 04/28/10.
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Optional Riata CRM Integration With The Outlook Calendar & Tasks Lists
This utility requires the proper installation of Microsoft Outlook, per system network configuration.
Riata™ CRM will enter scheduled Activities into the Outlook calendar of the user who is assigned to follow up with a cus-

tomer. Verify that these three user settings are turned on for this utility, see below.
Note: Outlook must be properly installed according to LAN and WAN requirements.

[\) Ge-ne!a[T F Security T £ Sales TBActmtlesI ) Email T ©y Fax TB Manager
Activities Preferences Settings For: ALAN SLIVINSKI v

Calondar Page 4 of 7

'————-’ Check Calendar For Next Contact Date
[ Go Button Completes Activity
| (minutes Ahead)

\ [ Create alarm For Calendar Items
ln A- Include Activities For Todays Contacts Tab
Sort Activities By: Activity Date (Mewest to Oldest) v
View Activities = days Ahead
——. Automatically Save Activities In Outlook

Three types of follow up Activities can be scheduled: Call, Meeting, or Task. Depending on which activity type is chosen will
determine where the activity is placed on the Outlook calendar.

®  Activities List SO/ el I8 contactinfo customer# [svLoot &%

it S ﬁ iﬁrren: Dat:abase =» Contact information may not match activity <<
O contac
[ All Dates (or): o Careeiiconiat Full Name |Sylvia -a,|
From: 01/01/1980  + 3 User: Select Users v | L.Name/B |SYLVIA'S COZY CORNER -k|
To: 01/01/209 v {8 Actiity Options v | Phone 1 [281/538-1048 a| v
ﬂ|"‘¢|“!| Date / Time o | User | Action |Dbase| Cust # |Company Contact

=] 4/3/2009 12:30:00 PM ADS Call 00 SYLOO1 SYLVIA'S COZY CORMER  Sylvia
This is a call for Apr 3

3 4/2/2009 12:30:00 PM ADS Meeting 00 SYLOO1 SYLVIA'S COZY CORMER  Svlvia
this is a meeting for Apr 2.

(F 4 4/1/2009 12:15:00 PM ADS _Task 00 SYLOO1 SYLVIA'S COZY CORMER  Sylvia

this is a test for the cals lay.

The “Task” category of activity is displayed on the “Tasks” tab of the Outlook calendar on the scheduled contact date.
“Calls” and “Meetings” are listed on the “Calendar” tab of the calendar screen on the assigned contact date.

Tasks Calendar April 03, 2000 Hil
My Tasks [ |2 subject [ = |4 amims L o 4
= 2303 128 4
Current Yiew & [ [ Task with Sylvia wied 4/1/2009 56 7 35 0101l g=
@ Simple List 12 13 14 15 16 17 18
[anig 19202122232425 b
> Detailed List 627282930 1 2 g%
O Active Tasks / 34586789 |
© NextSeven Days /i My Calendars 10%
€3 Overdue Tasks 4 [ calendar b
© By Categary 11
& Aot Open a shared Calendar. o
¢ By Person Responsblef 56 12:30om-1245m Alan Sivinsk nesgslgeCall Syhia
3 Comnleted Tasks o ~ S
......... [ mail 1%
) Mail / -
= ZH calendar  __— "“,200'
4] Calendar
ﬁ / 8| contacts —
&-| Contacts / (] Tasks 3
=, 00
A vesks [ R H

The Riata CRM Activities scheduler is designed to manage follow up contacts with customers, based on assignments made by
an employee either to themselves or to another employee. For example, a salesperson can assign a follow up contact for a
customer by a service department employee, etc. By using this Riata CRM Activities utility your customers will receive follow
up contacts that are timely and specific to their specific needs.

Product specifications, availability and price are subject to change without notice.
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