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Overview

Contact Relationship Management (CRM) is the center point of the MRSware system. Almost
every other module in the system makes use of the contact and company screens. MRSware’s
CRM increases collaboration through shared appointments, contacts, companies, journals and
tasks.

Calendar

The MRSware Calendar is used to schedule and track appointments in the system. You get to
the Calendar from Go to > Contact Relationship Management > Calendar or from the Calendar
option on the Shortcuts bar.

3 MRSware 2.3 (Development)
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Load Complete. Received 22 of 22 records. Ready bob

The calendar will show you any appointments that you are an attendee too, any tasks that have
due dates and are not complete, and any contacts whose birthdays have been specified in their
contact information. Each item is color coded according to its configurable Appointment Label.
Double clicking on an appointment or task will open up the Add/Edit screen for that item.

There are four ways to view the calendar:
¢ Month View will show you 5 weeks at a time.
e Week View will show you 7 days at a time.
o Work Week will show you Monday thru Friday in 30 minute increments.
e Day View will show you a single day in 30 minute increments.
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You can change the calendar view from the view menu, or from the 1, 5, 7 and 31 buttons on
the calendar toolbar.

The calendar specific menus are explained below:

View Menu
Menu Description
Show Calendar Bar Determines if the calendar bar on the right hand side of the

screen is displayed for the current view.

Show Attendance Type | This will show the attendees attendance type, required,
optional or informational as an icon on the calendar.
Show Attendee Status This will show the attendees status, invited, accepted,
tentative or declined as an icon in the calendar.

Month View Will show you 5 weeks at a time.

Week View Will show you 7 days at a time.

Work Week Will show you Monday thru Friday in 30 minute increments.

Day View Will show you a single day in 30 minute increments.

Table View Will take you to a table view of the appointments in the
system. This can be useful for exporting calendar
information.

Calendar Menu

Menu Description

New Will create a new appointment or task for the selected day.

Edit Will edit the currently selected appointment or task.

Delete Will delete the currently selected appointment or task.

Today Takes you to today’s date on the calendar.

Show Appointments Lets you filter appointments in the calendar by the
appointment label.

Show By Attendee Will break the calendar up by each user in the system, letting
you look at different users public and shared appointments.

Show Tasks Toggles whether or not tasks are shown in the calendar.

Show Birthdays Toggles whether or not birthdays are shown in the calendar.

Add/Edit Appointment Screen

This screen is used to create a new appointment or edit an existing one. It consists of five
separate tabs.
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Appointment Tab

&8 Add|/ Edit Appointment

File Attendees Files

nSave and Close

X

Attendees ] Recurrence | Categories ] Filez ]

Description |PTRA conference

Lacation |

Al Day Evert g Status | v sccepted =l
Appointment Date | 412672006 ﬂ Type |Corporate j
Finish At | 42812008 k| Label | O Travel Required =]
Reminder u Show Time Az |.Out Of Office ﬂ

This tab shows the primary information for the appointment. The Status and Reminder fields are
specific to the attendee viewing the appointment. The Status field will be disabled when you are

the organizer.

Attendees Tab

28 Add / Edit Appointment

File Attendees Files
Hsaveand Close | X
Appoirtment  Attendees ]Recurrence ] Categories ] Files ]
Zoom |(Defau|t) ﬂ Sunday, April 23, 2006 Sunc
| — BN w2 T27 F 28 529 530
o oo ) v 0| e
eyond | eyond
jerny (Doe, Jeny) ® | ey ]
john (Das, John) # @ | john ]
matthews (Weston, Matth... | X @8 matthewy I
melinda (Hurley, Melinca) =+ ] melinca
robert (Doe, Bok) =+ ] robert
roger (Doe, Roger) # i roger
ryan (Seaver, Ryan) =i ] ryan
stan (Hil, Stan) 1@ | stan I
=l :

This tab shows the users the users in the system and allows you to invite them to the
appointment. If you are the meeting organizer, you can assign another attendee as the
organizer from this tab. It includes a timeline control to help you determine whether or not the
attendee will be available in the time slot you are scheduling.

Contact Relationship Management
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The first column of the Attendees table shows whether the user is invited to the appointment or
not.

The second column is the name of the attendee.

The third column shows the attendees status:

A blank column indicates no status since the attendee is not invited to the
appointment.

v A green checkmark indicates the user has accepted the invitation to the
appointment.

A yellow check mark indicates the user’s attendance at this appointment is
tentative.

x A red checkmark indicates the user has declined the invitation to the
appointment.

3 A blue star indicates the user has not yet specified their attendance to the
appointment.

The fourth column is the attendee’s attendance type:

Indicates this user is the meeting organizer.

Indicates the user’s attendance is required.

Indicates the user’s attendance is optional.

Indicates this is an informational appointment for the user. The user is not
expected to attend, and does not need to specify an attendee status. The user
cannot change any details about the appointment.

D500

The timeline is color coded based on an appointments Availability field. Blue is busy, Purple is
out of office and Yellow is tentative. The current appointment will be displayed with hash marks
to help it stand out from the other appointments. The Attendees table supports multi-select
operations. Availability is based on both public and private appointments. You can double click
on the timeline header to change the start date and time of your appointment.

Recurrence Tab

¥ Add / Edit Appointment
File Attendees Files

Hsaveand Close | X

Appointmert I Attendees Categories ] Files ]

[ Recurring Appointmert

=l

ecurrence Pattern

o El: day(s)

-~

Y Y W g

~

Range of Recurrence

Start o
r 3: accurrence(s)
P
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This tab is used to set up a recurring appointment. When you check that this is a recurring
appointment, the recurrence pattern control will become enabled.

Categories Tab

¥ Add / Edit Appointment
File Attendess Files

Hsavesndclose | X

Appointmert ] Attencees ] Recurrence Categories lFiIes ]

Categories

conference
conference cal
demo

v meeting

Ul presentation
Sales Call
zales calls

Contacts

|D0e & Dear Corporation

This tab is used to set attributes for the appointment to aid in searches. This is where you can
also relate the appointment to other companies and contacts in the system. Relating a company
or contact will put the appointment in their activities tab.

Files Tab

Use this tab to relate any documents in file share to this appointment. This can be a useful place
for storing the meeting agenda.

Companies and Contacts

Companies and Contacts are the heart of the CRM system. Virtually all information in MRSware
gets related back to them. Companies and Contacts are very similar, the first is designed to track
contact information for a business or organization, while the second tracks contact information
for an individual. They are available from Go to > Contact Relationship Management ->
Companies and Go to - Contact Relationship Management > Contacts respectively. You can
also access them from the Companies and Contacts options on the Shortcuts bar.
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[Development)
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E‘;_j Company
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[Jjé’ Journal

[ Task

Bl E-Mail
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Contact
w @ S vew [Pedt  [Hpetete

Company Listing

AlSyslem Ty'pal Company Phone ‘ Business Phane |

Tools  Window Help
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Company Name

Business Fax

| Business Email |

ABC PAPER CO INC

Able Manufacturing

Acme Distribution

Alpine Paper & Plastics

Behalden Sugply

Benford Supply

Beta Corpaoration

Bing Corporstion

Burger Food Supply

California Custom Manufacturing Company
CC Yelowfields

Celtic Circles

dan

Doe a Dear Corporstion

Exceed

EYOND, Inc.

Granite Distributors

Hampton Janitorial Supply
Heavenmade Safety Co

Housing Supgaly

Jackszon Manufacturing Corporation
Kaplan Company

Lambert Santary Supplies
Longlegs Supply

Looking Glass Manufacturing
Magic Foodservice Sales & Supplies

hike Brothers

Peabody Paper

Peter Co

Load Complete. Received 44 of 44 records

Poor & hop

Poor & Mop Distributions
Popeye Mop Company
Rewvere Safety Supplies
River City Supplies
Selective Paper Distributors
Solo Manufacturing Group
4

Customer
Principal
Customer
Customer (8007 8781212
Customer

Customer

Principal

Customer

Customer

Principal

Customer

Principal

Customer

Sales Agency (30074421212
Customer

Other

Customer

Customer

Principal

Customer

Principal

Customer

Customer

Customer

Principal

Customer

Customer

Customer

Principal

Principal

Customer

Principal

Customer

Customer

Customer

Principal

(500) 555-1212
(500) 3566089
(207 989-2995
(767) 9571245

(203) 224-6812
(500) 632-6592
(203) 435-4455
(508) 430-4222
(500) 252-4731
(508) 7521910
(404 2343434

(508) 757-0981
(B03) 957-2210
(865) 795-6386
(5013) 659-9565

(706) 733-0099
(8177 442-7700
(3113 B77-9095
(802) 337-6295
(989 123-4320
(7811 567-0909

(321) 345-0987
(6173 727-2110
(20%) 3219576
(404} 4449575

(56719571234
(781 321-0890
(765) 543-3576
(765) 432-4321
(7651 432-1239

(865) 555-1212
(419) 8416108
(207) 989-2212
(767) 9571243

(203) 626-1568
(419) 8417597
(203) 435-4456
(508) 430-4221
(800) 543-4310
(508) 752-1976
(404) 234-3435

(508) 7E7-0991
(B013) 957-2201

(B013) 626-5244

(706) 733-0093
(B17) 442-7710
(311) &77-9097
(802) 337-6296
(959) 123-4321
(781) 567-0903

(321} 345-0986
(617 727-2116
(203) 3219877
(404) 444-9577

(567) 9571235
(781) 321-0899
(765) 543-9877
(765) 432-4322
(765) 432-1240

-

sales@alpinepaper com

info@hingcorp.com
customerservice@burgerfs com
customerservice@cacustommty.com

zales@ceficcircles com

doei@doeadear.com
info@exceed net
zales@eyond.net
rock@oranitedist.com

sales@heavenmsde .com
house@housingsupply com

infoi@kaplanco com

sales@magictoods net
brog@nikebrothers com
custservifpeabodypaper.com

infoi@popeyemop.net

sales@solomanutacturing.com AI;J

Ready bob

Figure 1 Table View
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MRSware 2.3 (Development)

File Wiew GoTo Search Contacts Contack Tools  Window Help
[ > Wond | S| Snew (Feat  [Hpeete | 7F %
Company Listing

[ shorteuts = ||{5ABC PAPER COINC ElBenford Supply EICC Yellowfields
@ Imiport honitor B System Type: Customer System Type: Customer System Type Customer
i Business Phone:  (B00) 555-1212 Business Phone: (203) 224-5812 Busines=s Phone: (508) 752191
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L]E Journals 3 System Type: Principal System Type: Principal
i i E Able Manufacturing Business Phone: (B00) §32-5292 Business Phone: r404) 234-343
@l Projects —— | System Type: Principal Business Fax: (419) 8417597 Business Fa: (404) 234-343
'“ﬂ Tasks g Business Phone: (000} 383-6083 Business: 3610 Elm Bsth ROAD Busines= Email: salesi@ceticc
.ﬁ Data Snalysis T Elus?ness Fanx: (4191 841-6108 Springfieid, OH 43615 Wehsite: hittps: v o
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=4 Payment Enitry k E Acme Distribution Buziness Emait info@@hingcors com Syatem Type: Customer
ﬁﬂl Principal Summary f Sys?em Type: Customer Businezs: 38 Wash Street ElDoe a Dear Corporation
T Cpportunity Tracking —— Elus!ness Phone: (207) 989-2998 Povvers, CT 06244 System Type Seles Agency
15 Product Catslog ) Seressfas 0O SeRlD ElBurger Food Supply Company Phone.  (300) 442121
Hisiess 29 shesker Ave System Type: Custamer Busingss Phone: (508) 7E7-008
ﬁ Report Explorer n Bath, ME 04412

Business Fax:
Business Email:

Business Phone:
Buziness Fax:

[508) 430-4222
(508 430-4221

(508 767-099
doei@doeades

[ Sales Rep Marsgsment o || EAipine Paper & Plastics

System Type: Customer Business Emait customerservicef@burgerts com Wighsite: hittp e cle
4] Company Phone: (5000 8751212 Buziness: 231 Water Road Busingss: 67 M. High Awve
Business Phone:  (767) 967-1245 Handy, Ma 02645 Unit 16
= Business Fax: (767) 9871243 500 MO (3007 445-5443 Sacremento, v
¥ r Buginess Email sales@alpinepapar com El california Customn Manufacturing Company Private ine phon... [508) 767-099
% WEK?S'te hittpifeé W, Alpinepsiper Som, System Type: Principal EExceed
M ¥ Bsihet A1 sty ot Business Phone:  (800) 2524731 System Type: Customer
B Wateryle, Nr:12456 Business Fax:  (800) 5434310 Business Phone:  (603) 987221
Tall et e, ., SUO-ETD 00 Buziness Email customerservicef@oacustommiy com Business Fax: (603) 987-220
m Appairtment & E Beholden Supply Buziness: 500 Water Ave Buginess Email: infoi@excead.
E{j Company 5 System Type: Customer Johnshurg, IL 60101 Website: hitp: fwnen 5
Cortact Business: 1444 Emerson
. w Wendy, MH 03
[ Journal S
[ Task b
) E-ail ¥
S WA | | I
Load Complete. Received 44 of 44 records Ready bob

Figure 2 Card View

The Companies and Contacts screens will show you all public contact information, as well as your
private contact information.

The contact specific menus are explained below:

View Menu

Menu
Card View

Description

Will change to the card view display of contacts, similar to
Outlook. See Figure 2 Card View.

Will change to the table view display of contacts. See Figure
1 Table View.

Table View

Contacts Menu

Menu

Description

Show Hidden

Determines if contacts that have been marked with the Hide
setting are shown in the listing.

Mail all contacts in List
who have an Email
Address

This will create a new mail message with all of the addresses
on the BCC line of the email. You will receive a notification
for any contacts in the list that did not have an email
address.

Run Document Merge

Will be documented in a future release.

Contact Relationship Management
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Contact Menu

Menu Description

New Will create new contact.

Edit Will edit the currently selected contact.

Delete Will delete the currently selected contact.

Bulk Accesses the bulk update options when more than one
contact is selected in the list.

Add/Edit Company and Add/Edit Contact

This screen is used to create a new company or contact, as well as to edit an existing one. It
consists of up to seven separate tabs.

Company or Contact Tab

& AddfEdit Company
File Reports Contacts Relationships  Additional Fles  Activity  Tools

[EiSavesrdciose [ > B & Mg A L)

Compary lCorﬂa:‘ts] Relstionships | Categories | Addtional | Files | activity |

Company Mame |l E 0 E T 0] System Type ‘Principal j
Company ‘ L:j
Jok Title ‘ Company Phone ‘
Salutation \ J BusinessPhone  [(500) 335-6029
™ Private ™ Hide Business Fax ‘(41 9 841-6108
Home Phone ‘
Sddress Type  ° Business ' Shipping Mobile Phone [
o " Cther
Business Email |
Addrezs 35 M. Main Road
Bath, OH 43560 i B4
Wishsite &
Birthary i =l

This tab shows the primary contact information for the company or contact. Fields are enabled
and disabled based on whether or not you are editing a company or contact.

Contact Relationship Management Page 9 of 18
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File Reports Contacts Relationships  Additional Files  Activity  Tools
[gi Saveand Cloze [

T A Wt - i S [

(800) 388-6089

Company lREI&tinnships ] Categories ] Additional ] Files ] A ctivity ]

LastMame | FirstMame | Job Tite | Businezzphone | mowle Phone | Business Emsil | |
Canary Jan Puchasing Agert  (500) 388-6089 o
Fish Jim (800) 383-6089
Moble Sally (800) 383-6053
Sith Tiffany

-

This tab is available only on the Add/Edit Company dialog. It shows some basic contact
information for individuals that have been assigned to the company.

Relationships Tab

3¢ Add/Edit Company

File Reports Contacts Relationships  Additional Files  Activity  Tools

Bismesnacoss W 0 X 69 S @ PR Y o

Company I Contacts E'Reléﬂiﬁﬁgﬁwﬁgél Categoties ] Additional ] Files ] Activity I

Contact hame | Relationship |

hiotes

ABC PAPER CO INC
[Doe & Dear Corporation

Customer
Rep

This tab shows other companies that have been related to this company, or other individuals that

have been related to this individual.

Contact Relationship Management
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Categories Tab

This tab is used to set attributes for the company or contact to aid in searches.

Additional Tab

& Add/Edit Company

File Reports Contacks Relationships Additional Files  Activity Tools
[EisaveandClose [ b S = s i e oz

Company I Contacts ] Relationships 1 Categories Addﬂlﬂl‘lﬂl Files 1 Actlvlty]

Description Walue

@Number of Employees 15

This tab is used to store any additional information about the company or contact. Information

can be of the type Email Address, Internet Address, Date/Time or Other. There is an option to
show this additional information inline with the card.

Files Tab

Use this tab to relate documents in file share to this company or contact.

Contact Relationship Management Page 11 of 18
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Activity Tab

¢ Add/Edit Company

File Reports Contacts Relationships  Additional Files  Activity  Tools
Eisaveandcose [ L) X Il @ & HMEH 2 E Y 2
Comparry I Contacts ] Relstionships I Categories } Add'rtional] Files  Activity l
[ Description [ open Date | Due Dste Owned
8] Test OB29/2007 bk -
ﬂ Make appointments for Hans Solo 01/03/2007 01092007 12:00 &AM bob
ﬂ ok interview 04M8/2006  04/21/2006 01:00 &AM |hob
ﬂ Jjok intervie 04/18/2006 hok
78] et with Able 041502006 bk
5] MRA Semirer 04062006 eyond
=l
4 | B

This tab shows all the touch points made with the company or contact. It shows any
Appointments, Tasks or Journals that have been associated with the contact, as well as any other
module specific information that can be related. By default, the system shows 90 days of

activity. When viewing a company, any activity for the company, as well as activity for contacts
of that company, will be displayed.

Journals

Journals are used to help track interactions with a company or contact in the system. You can
access Journals from Go to > Contact Relationship Management - Journals or from the Journals
option on the Shortcuts bar.
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File Wiew GoTo Search Journal Tools Window Help
QOUE » HS new feen [Hooee o
Journals
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m Companies John Jones guoted Conversation 114 4/2008 Oh Om D= hoks 411472005 2:08:09 PM 11142005 2:06:53 PM
Cortacts Patricia Hopper end user request Conversation [ 1141/2006 Oh Om 0= ok 111452005 1:30:58 PM 111 4/2005 1:30:23 PM
L]E Journals Guote for mats Conversation 114172006 Oh Om 0= bob 114172005 11:07:33 &M 114142005 11:06:57 Ak
@l Projects Call from Sam Bush Conversation  1141/2008 Oh Om 10z loks A1M1/2005 11:05:22 AM 11/112005 11:04:29 AM
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'ﬁ Data Analysis call from John Comversation 92202008 Oh Om 0= ok Q202005 5:24:28 PM 9i22/2005 3:24:06 PM
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FPENES HEps Call Jerny re: sales meeting suends. Conversation  SS0/2005 h Om 0= hob SO0/2005 10T3IFM  BiS0M2005 150733 FM
i customers Call from George Murghy Conversation | 7/29/2008 0h Om s bob Ti20/2005 124359 PM  7429/2005 12:43:07 P
Inveice Entry Quotation Conversation  7/8/2008 Oh Om D= hok 120672005 9:.33:33 AM TIBI2005 10:58:20 Ak
Payment Entry Follow up to sales meeting Conversation | B/24/2008 Oh Om 0= bob 6/24/2005 4:35:28 PM B124/2005 4:34:25 P
‘gﬁ Principal Summary talked about order Conversation | 42772006 Oh Om 0= hob 71342005 10:56:04 A 40272005 11:29:12 &M
I Opportunity Tracking followed up with customer Conversation |31 6/2006 0Oh Om 0= hob 3ME/2005 2:26:18 PM 34 6/2005 2:26:15 PM
| Product Catalog color code all calendar sppointments...  Conversation  39/2006 Oh Om 0= hob 31942005 5:43:42 P 34952005 5:43:42 PM
ﬁ Report Explorer Call for appt Conversation  3/9/2008 Oh 20m 2= hok 392005 8:13:05 P 392005 §12:02 PM
Call for appt Conversation  3/9/2008 Oh Om D= hok 3912005 8:14:49 P 392005 81357 PM
a Zales Rep Management
Call for appt Conversation | 3/9/2008 Oh Om D= hok 392005 8:16:24 P 32005 516:24 PM
Set up times for trade show Meeting 309/2006 Oh Om 25 bok 83002005 12:56:32 PM 3092005 8:21:15 PM
Zet up sales meeting vwHarold Potter Conversation  39/2006 Oh Om Os bok 39,2005 8:28:02 PM 3192005 & 28:.02 PM
E-Mail ¥
File Share ¥
5
m Appointment =
E‘;_j Company —3
Cortet Quekadd 5
14 Journsl Description I
[ Task
) Epal Contacts | @ Type |Conversation VI
" Open Date THT200611:33 8M ¥ Duration L]
&
Load Complete. Received 25 of 25 records Ready bob

Journals will show you all of the journals you have opened, with the most recent entry at the top
of the list. The journal menu is described below:

Menu Description

New Will create new journal.

Edit Will edit the currently selected journal.
Delete Will delete the currently selected journal.

Add/Edit Journal

This screen is used to create a new journal or edit an existing one. It consists of four separate
tabs.
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Journal Tab

€ Add / Edit Journal

File Reports Logs Files Tools

[ Save and Close. [

X | ¥

Jaurnal lLogs ] Categaries ] Files ]

Description Call from John for quote on squeegees)

Type |C0nversaﬁon j Opened By

Open Date [11212008 =21 am ~| Durstion
Total Duration

|bok (Doe, Bok)
>l
Oh 22m 13z Reset

Called for guote on squeegees
Cucted $13.00ea

This tab shows the primary information for the journal. It includes the timer control for

automatically creating log entries.

Logs Tab

& Add / Edit Journal

File Reports Logs Files Tools
[ Save and Cloze [ > | ]|
Journal Categories ] File= ]
Start [ End [ Duration Mote [ Lod
THTR2006 11:18:33 AW TATR2006 11:40:46 AWM Oh 22m 133 ok -
=
| | D

This tab shows all timer logs that have been recorded against this journal. You can manually add

log records here using options under the Logs menu.

Categories Tab

This tab is used to set attributes for the journal to aid in searches. This is where you can also
relate the journal to other companies and contacts in the system. Relating a company or contact

will put the journal in their activities tab.

Contact Relationship Management
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Files Tab
Use this tab to relate any documents in file share to this journal.

Tasks and Projects

Tasks and projects are used to organize and schedule work that needs to be completed.

Tasks

You get to the Tasks from Go to > Contact Relationship Management - Tasks or from the 7asks
option on the Shortcuts bar.

MRSware 2.3 (Development)

Fila View GoTo Search Tasks Task Tools Window Help
COWR~-HS tew Ae  Hoekte S
My Tasks
Shortcuts | ! | # | Description | Due Date |Schedule... | Open Date |Closed Date |Assigned Td
@ i e — Il Make appointments for Hans Solo 1/902006 1/3i2006 [alul4] =
miert Manfar ] Test Test THEGEO06 0742006 |BSE2006 bob
Y campsigns [0 | & TestMew Project task 7212006 |O7H9/2006  B/20/2006 bb
[ calendar [ | & [MextProject Task 7262006 |07/22/2008  B/20/2006 bk
ompanies & e FI2B/2006  O7/2702006 /2272006 bok
e O
Cortacts O Thire Mew Project Task TI28M2006  OFi26/2006  G/20/2006 haob
Journals O & testing newy task from project screen FI32006  OF/29/2006 (/2272006 [alul4]
@l Projects O Call Perry Berntley E/24/2005 bk
] Tasks O fax guote to John Jones 1141 4/2005 bk fan
‘ﬁ Data Analysis O followy-up conf. cal 3ME2005 haky
e aa—— Call Ohie Canchie for sales training 452005 SM9/2008  bob
i Order ltersture & samples for Heavenmade sks mesting 1A0006  OT1/2006 1732005 4M82005  hoh
ﬁ EESiomers Make reservations for Popeye sales meeting 3/9/2005 14352006 [alul4]
Invoice Entry Make reservations for the California Custom Sales Meeting 442005 1032006 bob
== Payment Erdry Make reservations for travelto California Custom Sales M... 4/3/2005  1VAL006  hob
Principal Summary 4 Order ltersture & samplesfrom California CustomMesaven... 12082005 120672005 1/302006 [alul4]
“IF Opportunity Tracking Prepare agends for sales meeting 124 252005 12052005 1/3/2006 ok
Product Catalog 4 Call Patricia Hopper for end user call on Lincoln stadium AM4/2005 11142005 hob
41 L mall Zanres var arclar aM nns T QNN ANMIINNE ek i
ﬁ Report Explorer :_] »
5 soe et 5
Quick Tas A
Description ‘
m Type ‘To Co j Due Date |
File Share
m AssignTo  |bob (Doe, Bob) | Priority [Mormal =
¥
I— Contacts | 5] Al
Load Complete. Received 42 of 42 records, Ready bob

There are three ways to view tasks:
e My Tasks will show you any tasks that have been assigned to you.
e Tasks’ I've Assigned will show you tasks that you have assigned to others.
e All will show you both together.

You can change the task view from the Tasks menu.
The task specific menus are explained below:

Tasks Menu

Menu
Show Completed Tasks

Description

Determines if tasks that have already been completed are
shown in the listing.

Will show you any tasks that have been assigned to you.

My Tasks
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Tasks’ I've Assigned Will show you tasks that you have assigned to others.
All Will show you both together.
Task Menu
Menu Description
New Will create new task.
Edit Will edit the currently selected task.
Delete Will delete the currently selected task.

Add/Edit Task Screen

This screen is used to create a new task or edit an existing one. It consists of five separate tabs.

Task Tab

B Add / Edit Task
File Logs Files
Hsave sndCloze | X

Task lScheduIing ] Logs ] Categories ] Files ]

Description 1Zall Perry Bentley

Type [ToDa | assinedBy  [hob (Doe, Bob) =]

Priotity [ | assignedTo [lnob (Doe, Bk |

Status |Iot Started | Percent compete [0

Due Date [ | openDate | 612412005 =1
e R i =l

This tab contains the primary information for the task.
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Scheduling Tab

&% Add / Edit Task
File sSchedulng Logs Files

Hsave andcloze | 2

Taszk Logs ] Categories ] Files ]
Scheduled Stert [7/20/2008 Est. Hours |a.00
Project |My First Project &
[ Description Start Endl AssignedTo | % | [
[ Test Te=t 07 M4/2006 07 ME/2006 bk 0% o
Ou 06012006 06/02/2006 jenny 0%
[ Test Mew Project task 071942006 072172006 bak 0%
[tz 06032006 06052006 jenny 0%
[] Mext Project Task 0712202006 07 126/2006 bakb 0%
[tz 06012006 06022006 ryan 0%
4 OF 272006 072872006 ok 0%
ts 06/30/2006 070472006 stan 0%
[] testing new task from project screen 07/29/2006 07/31/2006 bob 0%

-

This tab is used to specify additional details for scheduling a task. You can specify a date when
work on the task should begin, as well as an estimation of how long it will take in work hours, to
complete the task. From this tab, you can also associate a task to a project. When a task
becomes associated to a project, the project takes over the scheduling details of the task. You
will see all of the tasks in the project in the table. It will show the current task you are on, in
bold. You can move the task up or down in the order that it should be scheduled.

Logs Tab
& Add £ Edit Task
File Scheduling Logs Files
Hzavesnd Cloze | ¥
Task | Scheduing Logs lCahegorles]Flles |
Duration LI Tatal Duration 1h 22m Bs Reset
Start [ Endl [ Durstion Motes [ Log
72006120034 PM 7U320061:2240PM  h22mBs bob  «
=
4| | D

This tab can be used to track details of the work performed on a task. It includes the timer
control as well as allows you to manually add logs.
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Categories Tab

This tab is used to set attributes for the task to aid in searches. This is where you can also relate
the task to other companies and contacts in the system. Relating a company or contact will put
the task in their activities tab.

Files Tab
Use this tab to relate any documents in file share to this task.

Projects

Projects are a useful way of grouping multiple tasks for multiple users together for scheduling.
You get to the Projects from Go to > Contact Relationship Management > Projects or from the
Projects option on the Shortcuts bar.

3 MRSware 2.3 (Development) |__||E|rz|
File View GoTo Search Projects Tasks Tools ‘Window Help

o 0% S| Frvew ot Boeete | [Frew [Feat  (HDeete
Projects

Shortcuts | Desctiption [ 1] 2006 Monday, June 26, 2006 Manday, July 03, 2006 Monday, Jul
. [] My First Project o

{1 Impart Manitar P4 525 MEG TEF W2 T29 F30 501 502 MO3TO4 W0 T05 FO? S05 509 M10 T11 Y
1 1 1 1 1 1 1 1 1 1 1 Il 1 1 1 1 1 1

" Campaigns
E Calendar
&= Companies NI
Contacts
Jourmals B/30/06

S proeats
Tasks 7104105
'ﬁ Data Analysis
Expense Reports
ﬁ'_ Customers
Irvoice Entry TI2TI06
=2 Payment Entry 7i29108
Principal Summary

W Opportunity Tracking
Product Catalog

ﬁ Report Explorer

a Sales Rep Management

= | Project: My First Project

Fest Test

TH 906
TI22i06

(Eval ¥
=
vew ¥

@ |« »

Ready Ready bob

Projects gives you a timeline view of the tasks assigned to a project. It is also where you go to
manage project information.
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