GoldMine PE Training Guide Managing Activities

Activities in GoldMine

GoldMine revolves around Activities — specific date-based events that are
linked to a specific contact, allowing you to go to any contact and see
what's happened and what's planned.

There are many types of Activities that you can perform in GoldMine, but
this guide is going to focus on a handful — the ones you'll use most often....

Focus on the Activities You’ll Use Most

Appointment: Face-to-face meeting >

<74

Calk Phone Call E
Next Action: lated ‘

Event Multi-Day Activity
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e Schedule a reminder for
yourself — a phone call, an
appointment.

e At the same time yo
schedule a follow-up
activity — keeping the
process going.

. Schedule a Follow-up Activity

Log the results of an
unscheduled activity:

e Call
e Appointment

i.e. Cold Call or
Incoming Call

2. Complete the Activity

You see a pattern?

Schedule ->Complete-> Schedule a
Follow-up Activity

(and the occasional unscheduled
activity)
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Managing Activities

Scheduling an Activity — Schedule a Call (Phone Call)

Contact Art Bardtoll

| 5 8 ¥ | lEommunicatEv l Schedule - ] ddTo = l [ Message ]
Next Activity : Last Activity =l Last Mote :
Mext Action
Company: American Bank Fh Appoinkment b Address: 2302 Whitman Avenue
Contact Ark Bardtol F‘hl:nEI Event f Address
Last: Bardtall Ph Todo t City: Sarta Maonica
Prefis: ; t DEL Shate: C&
Dept | L e e Pastal Code: 90403
Title: Loan Officer wigh |  Forecasted Sale Country:
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Record Type: Prospect [rterest: Oper:
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activity directly from
the contact record that
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Schedule an Activity
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will link to the activity.
It's important to
ensure the activity is
linked to the correct
contact.

e Click on the drop down

on the Schedule button

to display the types of
ctivities to schedule.

t ‘Call’.
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Managing Activities

Scheduling an Activity — Schedule a Call (Phone Call)

e The ‘Schedule a Call’ window will
open.

e You will notice that the Primary
contact’s name is displayed in the
Contact field.

e Use the Looky
Reference /4

descriptiod .\\

e Click the arrongs
display a graphicalMNs§
choose the date you
schedule the call.

e Click the arrow on the Time field{@
select a specific time, although it's
not necessary.

e The Notes section can be used to
enter any notes for reminders.

e The Alarm is also optional — the
alarm will be set to sound 10
minutes prior to the time of your
phone call.

e The other options will be covered in
the Intermediate/Advanced guide.

e Click Schedule when finished.
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Schedule a Call
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Scheduling an Activity — Schedule a Call (Phone Call)

Detail |Users I Hesourcesl Free.‘Bus_l,lI Hecurringl FiIter.‘GrnupI

 Primary U zer;
IDEMD [demao account]j

v Link to selected Contact:

it | SR
€lect another contack from this Record L —
Morky Cakrisson IEI Diate: Imm
Lok up another contact. .. Time: I E
Select multiple contacks... j‘ Diuration: IG W
Create a new conkact. .. [~ &lam: I
Or: I—
ﬂ —.-’-‘«ctions

] (it e

4 — Optionz [” Auto-generate ASYE
Aagtivity: _k Code: Calor;

[ Mark as Private

Send a request with the
r Call to:

|Cnntact[s] j

the Primary contact, then click on the magnifying glas he Additional
contacts for that record will be listed, as Morty Catrisson is on the
example on the right.

e You can also create a new Contact Record on the fly when you are
scheduling an activity for a new lead that is not in GoldMine yet.

e The Select Multiple Contacts option is used when you have contacts from
multiple contact records involved in a conference call or appointment.
Note that there will be a scheduled appointment linked to each contact
you select.
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Thank You for Allowing Tech.Sell to
Earn Your Business!

Tech.Sell A«

computer aided selling

And Don’t Forget...
When in Doubt, Right-Click!

Barrington, IL
Ph: (847)382-4500 / Email: Info@techsell.net
www.techsell.net
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