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To create a contact phone list:
e Load a contact summary screen with a group of contacts.

e Tag selected contacts to be included in the Phone List or click the Tag All option
to select all contacts.
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Figure 1: The Tag All option (option selected).
e Click the Run Report button in the expanded toolbar.
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Figure 2: The Run Report button.

¢ Inthe Contact Report section of the Run Report dialogue screen, select the
Phone List option.
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Figure 3: The Run Report dialogue screen (Phone List option selected).

Click Run.
SmartOffice will generate a Crystal Report Phone list for all selected contacts.
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Phone List
Fage 1 of 1
Name/Home Address Business Namelfddress Phone Irfor mation
Antozen, Robert C. Antozen Development
2650 Lombardy Road 736, Duarte (ra S S E=ldenee
San Marino CA 91108 Arcadia CA 91007 (oo 306 Business
an haaring adia (ﬁ) 25 Other
Arron, John 5. Golden States Manufacturing
120 South Mentor 1208 Wrestem Ave. 213 o4 LS
Paz adh CAQMOG Burbark: CA 8752 @10 S87-Ae et Business
asa- ens i ke (625 4222087 Business
E-Mail address: johni@ny ahoo. com (0 TR ed 2 Business
(200 EEZ-aET2 Mabile
Chevalier, Henry Indy Mike Bank
3772 E FootHil Bid, 1011 Celorado Bhvd (6) B0 e
(620 5852523 Business
Pasadena CA 91106 Pasadena CA 91106
E-Mail address: henryi@cediff. com
Hammond, Chend Margaret Silverman
55015, Oak Knoll 100 . Lucas Strest e LS
(213 941-3539 Business
Fazadena CA 91107 Loz Angeles CAS001MZ
March, Rafael
5123 N. Woodley fve. CFF 155th Place (560 551215 e idencs
. (626 So5-EoE2 Business
Apt. 105 San Marino CAS1118
Marthridge CA 91226
Proby, Martin James Smith, Matheson, Inc.
555 Henrietta Crrive 45 Carporate Circle (808) 757-9500 ext.TEIO Business
Crelamar MW S7E57 Hoskins MWS7E7D
E-blail addres=s: mprobyi@eol.com
Smith, Jane Jozeph M. Ackerman
427 Namahana Street 144 Wik hire Bvd., Sute 250 s GEEEE
Hengluly HI 95205 Los Angeles CA Q0007 @13 a0 a7 Business
enali S @13 AEsead Business Fax

Figure 4: Phone List Crystal Report for selected contacts.
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Select the apprapriate aptions below to automaticaliy post activities to the calendar. To
avald creating activities on weekends, select the Skip 1Weekends aption. Note: Weekend
events are posted on the Friday prior to the event. Enter the nimber of days priar to the
event when a rerinder showld appear on the calehdar. To wot include the vear wheh
selecting activities (e g., for posting Barthdays to the calendar), select the fghove Yeay
aptian.
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Figure 5: The Important Dates Posting screen.
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o Define the date to be used as the basis for the posting in the Extract Dates
From section of the Important Dates Posting screen.

0 Contacts DOB: Posting will be based on contact birthdays.

o0 Policy Renewal: Posting will be based on policy renewal dates.

o0 Investment Maturity: Posting will be based on investment maturity dates.
0

Extract Dates from Specific Table: When the Date Extraction screen
opens, select a table in the List of Tables section. The dated fields available
in the selected table will appear in the List of Fields section. Select a dated
field in the List of Fields section and click OK.
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Figure 6: The Date Extraction field (The Potential Date
field of the Contact Table selected).

o Define the date range for the posting in the Date Range section.

0 Use the Pick a Date button in the From and Through fields to select the
beginning and ending of the posting range.

ooRange |
From | |m|

Through Niii

Figure 7: The Date Range section of the Important Dates
Posting screen.

Important: The recommended range for Important Dates Posting is three months,
especially in the case of postings involving contact birthdays. Postings performed each
guarter will help ensure that the birthdays of newly added contacts will be included
throughout the year.
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If the posting is to be based on contacts in a set or defined by the criteria of a
filter, select the filter or set in the Select Contacts Using a Set or Filter section.

0 Use the Set or Filter hypertext link to search for the appropriate set or filter —
or — enter the name of the desired set or filter in the appropriate field.

Use the Date Extraction Options as follows —

Date Extraction Options

Lead Time |
lgrnare wear
Skip Saturday
Skip Sunday

Figure 8: The Date Extraction Options section.

0 Lead Time: Enter the number of days lead-time needed for each posting in
the Lead Time field. For example, entering 5 in the Lead Time field will post
a reminder of the important date 5 days ahead of the actual event date in the
SmartOffice calendar.

0 Ignore Year: Year information of the selected important dates will be ignored.
If contact birthdays are the selected important date, the Ignore Year option
should be selected as the actual birth date captured in SmartOffice occurs in
the past.

0 Skip Saturday: No activities will be posted on Saturday.
o Skip Sunday: No activities will be posted on Sunday.

Note: If the Lead Time option and Skip Saturday/Sunday options have been
selected and a posting falls on Saturday or Sunday, the posting will be moved to
the Friday before the weekend of the posting.

Activities created with the Important Dates Posting feature can be tracked by
selecting the Tracked option in the Parameters for creating activities section.
Keywords can be added to activities created with the Important Dates Posting
feature in the Parameters for creating activities section.

Add information to be posted in the Activity Reason field of the Activity Detail
screen of activities created with the Important Dates Posting feature in the
Activity Reason section.

Note: based on the posting selected, information will automatically be added in the
Activity Reason section, including a merge code for the date used as the basis for
the posting.

Make changes/additions to the information in the Subject field if needed.
Click OK to run the Important Dates Posting utility.

Newly created activities will be displayed in the Activities Posted by the
Important Dates Posting Feature screen.
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Activities Posted by the Important Dates Posting Feature
il @ B X
Sub-
Date i Contact Hame Type Type Status Reason

|:| 120272004 Iverson, Francis H. Cligrt A Active Contact Infarmation Birth Date - 01/011354 | A
Send gift basket - follow-up phone call.

|:| 12028/2004  vWolton, Peter Client A Active Cortact Information Birth Date - 01021945
Send gift basket - follow-up phone call.

|:| 1272902004 Ackerman, Kathleen M. Cliert A Active Contact Infarmation Birth Date - 01031955
Send gift basket - follow-up phone call.

|:| 1272902004 Ansong, Judy A, Cliert A Active Contact Information Birth Date - 01034 955
Send gift basket - follow-up phone call.

|:| 1253002004 Anderzon, Mike Cliert A Active Contact Infarmation Birth Date - 01044 353
Send gift basket - follow-up phone call.

|:| 01032005 Marguez, Larry Cliert A Active Cortact Information Birth Date - 01081 936
Send gift basket - follow-up phone call.

[] 01062005 Adcock, Martin Client A Active Contsct Information Birth Date - 014111963
Send gift basket - follow-up phone call.

|:| 0172802005  Lampanski, Madia Cliert A Active Contact Infarmation Birth Date - 021031 966 hal

< >

Records Shown: 22 Total Records: 22
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Figure 9: The Activities Posted by the Important Dates Posting Feature.

Best Practices

E-Z Data recommends the following best practices for the important dates posting
feature:

The Date Range for Important Dates Posting should be no longer than 3 months,
especially in the case of postings involving contact birthdays. Postings performed
each quarter will help ensure that the birthdays of newly added contacts will be
included throughout the year.

To ensure that your SmartCalendar is consistently updated with new Important Date
Postings, schedule a reminder in the SmartCalendar to run a new Important Dates
Posting three months in the future.
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