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Using the Activity Search Tool:

e Select Calendar in the Main Menu.
e Select Activity Search.
e SmartOffice will open the Area Search Option screen.
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Figure 1: The Activity Search Options screen.

e After entering options, click Search.

To Create a Weekly Completed Call Report:

Select Calendar in the Main Menu.

Select Activity Search.

SmartOffice will open the Area Search Option screen.

Define the week for the report using the From and Through fields in the Date
Range section.

e Leave the Search for field blank in the Text Search Options section.
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e Select Call in the Activity Type drop-down field.
o Select Done in the Activity Status drop-down field.
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Figure 2: The Activity Search Options screen (Weekly Completed Call Report).

e Click Search to create the report.
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Activity Search Results (0652072005 ~ 06/24/2005)

I Y7 7EE~TREE

Date i Contact Hame Type Sub-Type Reason

|:| OEr20/2005 Atiaz, Emily Call Case Development Falloyww-up on annuity proposal of i
June 11th

|:| OE20/2005 Irterret Viorld Call Service Speak to Wilism about latest Group
Census recards

|:| 0621 /2005 Artille, Eugene Call Personal Confirm # of tickets for Dodgers
game

|:| Q2352005 Praby, Martin James Call Sales Seminar Attendee reguested more
information st Retirement Planning
Seminar

|:| OE23/2005 Chevalier, Henry Call Sales Seminar Attendee reguested more
information st Retirement Planning
Seminar

|:| OB23/2005 Wright, Willism Call Initial Followy-up on Internet Insurance
Coverage Survey

|:| Q62472005 Anzang, Judy &, Call Initial Followy-up on LTC Approach Letter

|:| OEi24/2005 Ackerman, Joseph M. Call Initizl Followe-up on LTC Approach Letter

|:| OE24/2005 Anzong, David M. Call Initial Followe-up on LTC Approach Letter

|:| Q62472005 Bartelo, Frank J. Call Initial Followy-up on LTC Approach Letter

|:| OEi24/2005 By, "William Call Initizl Followe-up on LTC Approach Letter

|:| OEr2472005 Chung, Harold Call Initial Followy-up on LTC Approach Letter

|:| 06242005 Gunderson, Betty Call Initial Followe-up on LTC Approach Letter

|:| OE24/2005 Anzong, Deana Call Birthclary Cortact Informstion Binh Date - =
06/24M 953 v

Records Shown: 14 Total Records: 14
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Figure 3: Weekly Completed Call Report.
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