Adding Activities to Contacts
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Donor Management System
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After learning all about Activities, you can manually log them against your Contacts in the DMS to keep track of
crucial donor interactions.

Adding a Single Activity
1. Visit the Contacts Tab

2. Search for the Contact you want to add an Activity to

‘ ‘ Settings | Help
Avenue Dashboard ~ Contacts  Contributions ~ Campaigns  Opportunities  Reports  DMS Mail
DMSCADMSCA ~
Karolina Q Advanced Search
Actions ~ @ TheFound Record All contacts ~ Advanced Actions v Add Contact v
O Name City Province Phone Email Date Created Last Modified
O a Karolina Maya Ottawa ON celinaabernalg@gmail.com May 8th, 2022 11:00 PM Feb27th, 2023 1:28 AM

Search for your desired Contact and select its Name

3. Once on the Contact’s Profile, navigate to the Activities section to see a list of all Activities for this Contact (if
they have any)


http://charityhelp.knowledgeowl.com/#adding-a-single-activity
http://charityhelp.knowledgeowl.com/#adding-activities-to-multiple-contacts-at-once
http://charityhelp.knowledgeowl.com/help/activities
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe5b3dbbc9807ca054108e/n/search-contact.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe5b66c8a91c59791d1a13/n/contact-profile-activities.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe5b777327631ed0595da8/n/activities-add-new-button.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe5d0bed71c801a7602052/n/activities-new-popup.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe5db46f6fe3155352592e/n/add-activity-attachments-etc.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe5deffc372a689c6bff4e/n/selecting-contacts-new.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe5ed85e99bf71e17b6529/n/contacts-main-add-activity.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe5f7a6f6fe31553525a72/n/add-activity-mass.png

‘ \ Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail

DMSCADMSCA ~

Karolina Maya

& Summary £5 Contributions 34 @ Relationships 1 & Groups7 O Notes 0 ¥ Tags2 @ Opportunities

Home Address 45 Sweetland St v Summary Fields Tags Gold Donor

Ottawa, ON K1N 6G1

Canada . Contact Type Individual
Total Lifetime 638.44
Contributions Contact ID 333
Billing Address Karolina Maya Amount of last 123 External ID
45 Sweetland St contribution
Ottawa, ON K1N 6G1
Canada Date (?f Last 02/27/2023 1:28AM
Contribution Gender She/Her
Date of First 05/09/2022 3:40PM Date of Birth
Home Email (@ celinaabernalg@gmail.com Contribution
Age
Billing Email @ celinaabernalg@gmail.com Largest 400.00
Contribution
Ph Count of 34 Empl
one Contributions mployer
Job Title
Recognition
Name
Source CanadaHelps
Website

On their Contact Profile, select Activities

4. Select New Activity and choose from a list of available Activity Types. You can also add new Activities Types.

‘ \ Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail

DMSCADMSCA -

KarolinaMaya

& Summary £ Contributions 36 = Activities 95 & Relationships 1 & Groups?7 O Noteso W Tags2 ® Opportunities

~ Filter by Activity

Include Exclude Date status
- all activity type(= - no types exclude Any N Any -
Show| 25 | = | entries First Previous 1 2 3 4 Next Last
Type Subject Added By With Assigned Date Status
$ Monthly Contribution & & DMSCA DMSCA & Maya n/a Mar 30th, 2023 Scheduled Vi Edit
Follow-Up Karolina 228 PM e !
Delete
Call Spring Call Campaign & DMSCA DMSCA & Maya n/a Mar éth, 2023 Left Vi Edi °
Karolina 2:25PM Message lew it
Delete
Contribution $150.00 - DMS Manual & DMSCA DMSCA & Maya na Feb 28th, 2023 Completed v
Karolina 2:27PM lew
Contribution $75.00- DMS Manual & DMSCA DMSCA & Maya n/a Feb 27th, 2023 Completed Vi
Karolina 7:28 AM lew

Select New Activity

Note: By selecting Send an Email or Export Printable Documents, you will be sending a Single Email or Printing a


http://charityhelp.knowledgeowl.com/help/donor-management-system-adding-modifying-activity-types
http://charityhelp.knowledgeowl.com/help/donor-management-system-sending-a-single-email-to-contacts
http://charityhelp.knowledgeowl.com/help/donor-management-system-printing-merging-letters-to-contacts

Letter, respectively.

5. On the next page, fill out the relevant details about the Activity:

‘ \ U)ﬁg&b% Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail
DMSCADMSCA ~
Karolina Maya - Meeting 8.7 %
Addedby* DMSCADMSCA -
Karolina Maya # Edit
‘With Contact N Qa
Maya Karolina
& Summary E5 Contributions x
Assigned to @ Jacob O'Connor Q
+ New Activity ~ A Acopy of this activity will be emailed to each Assignee. @
Subject

Major Gift Initial Chat
~ Filter by Activity

Campaign Group @ - select Campaign Group - -
Include Exc
Engagement Index L -
- all activity type(~ ° *
Location Weliness Ave Head Office
Show 25 | « entries Date* 04/03/2023 8 0256PM us 1 2 3 4 Next Last
Type Duration
ibuti Activity Status * Scheduled
$ Monthly Contribution y View Edit
Follow-Up -
Delete
Karolina 2:25PM Message o !
Delete
Contribution $150.00 - DMS Manual & DMSCA DMSCA & Maya n/a Feb 28th, 2023 Completed

View

Fill out the necessary fields

e Added by: which User in the DMS adding this Activity.

e With Contact: the Contact who is set to perform the Activity.

e Assigned to: assign this Activity to another member in your organization. Once the Activity is created, this will
notify the Contact by Email.

o Subject: the subject of the Activity. (e.g. “Thank you calls”).

e Campaign Group: legacy field that is currently not being used. Please leave it blank.

e Engagement Index: legacy field that is currently not being used. Please leave it blank.

e Location: the location the Activity is set to take place.

e Date: the date the Activity is set to take place.

e Duration: the approximate scheduled time.

e Activity Status: whether the Activity has been completed, is scheduled for the future, did not take place, etc.
You can also add new Statuses by selecting the “gear icon”.

e Details: optional details of the Activity.

e Priority: if the Activity is Urgent, Normal or Low Priority. If markedUrgent, the Activity will appear in red. You

can also add new Priorities by selecting the “gear icon”.

6.You can also attach a document, repeat the Activity and/or schedule a follow-up Activityby selecting the



sections at the bottom of the page

A Settings | Help
‘ ‘ venue Dashboard ~ Contacts  Contributions ~ Campaigns  Opportunities  Reports  DMS Mail
DMSCADMSCA ~

Karolina Maya - Meeting 2.7 %
B I US X x|L| ;== El9 e ~Em=Q =
q R IR
@ Summary B Contributions
=+ New Activity «
~ Filter by Activity
Include Exc|
- all activity type(~
Priority * Normal -
lormal P

v Attachment(s)
Show| 25 ~ | entries Wws 1 2 3 4 Next Last

v Repeat Activity

Type
@ & v Schedule Follow-up
lontl ontribution
Eo\low'U\é -~ View Edit
Delete
Call e ——— & UMSCA UIVIDUA & vaya va wiar oun, 2Uzs rert View Edit o

Karolina 2:25PM Message

Dol

Expand these sections for more options

7.When ready, select Save to add the new Activity to the Contact.

Adding Activities to Multiple Contacts at Once

1. Visit the Contacts Tab

2. To select the specific Contacts you wish to add an Activity to, select either:

e (1) The specific Contacts from your list,
e (2) Every listed Contacton the page, or

e (3) All Contacts in your search criteria



‘ ‘ Avenue

Dashboard

Search by contact name or email

Contacts

Contributions

Actions ~ @ 4 Selected Records Only O All 174 Records

2

[l
O
0
O

Name

AAmadu

A.L.Kostenko

Accessibility Foundation

aine@ainemcglynn.com

AlexFergie

AlexFergie

Alicia Mitre

City

Toronto

Toronto

London

Mississauga

Campaigns
3

Province Phone

ON

ON

ON 5145216699
ON

Search and select your desired Contacts

Opportunities  Reports

DMS Mail

Email

amadua@canadahelps.org

angelakostenkoB88@gmail.com

aine@ainemcglynn.com

jubino+woodcoaster@canadahelps.org

amitreeatwell@outlook.com

All contacts ~

Date Created

Jul 13th, 2022 5:12PM

Jul 7th, 2022 11:53 AM

Nov 24th, 2022 6:05 PM

Jun 24th, 2022 10:09 AM

Apr 20th, 2022 12:46 PM

Oct 6th, 2022 12:48 PM

Oct 19th, 2022 2:01 PM

Advanced Actions v

Settings | Help

DMSCADMSCA ~

a Advanced Search

Add Contact v

Last Modified

Feb 24th, 2023 2:57 PM

Feb 23rd, 2023 1:21 PM

Feb 14th, 2023 11:17 AM

Oct 26th, 2022 2:17 PM

Feb 24th, 2023 11:27 AM

Jan26th, 2023 2:12 PM

Feb 24th, 2023 2:39 PM

3. From the Actions menu, select the Add activity option

‘ ‘ Avenue

Dashboard

Search by contact name or email

@ 7Selected Records Only (O) All 175 Records

| Q
| Add Activity - |
Add Contacts to Group
Add Contacts to Smart Group
Add Tag
Create Mail Merge
~ ation

O

[ < IR < I < B < |

aine@ainemcglynn.com

Alex Fergie

Alicia Mitre

Anderson Ada

Andy Duplicate

Contacts

City

Toronto

Toronto

London

Mississauga

Burlington

Test Town

Contributions

Campaigns
Province Phone
ON
ON
ON 5145216699
ON
ON 333-555-8888
ON 6475556666

Opportunities Reports

DMS Mail

Email

amadua@canadahelps.org

amadua@canadahelps.org

angelakostenko88@gmail.com

aine@ainemcglynn.com

jubino+woodcoaster@canadahelps.org

amitreeatwell@outlook.com

anderson.a@test.com

andyl+testduplicate@canadahelps.org

Select Actions > Add activity

All contacts ~

Date Created

Jul 13th, 2022 5:12PM

Feb27th, 2023 4:40PM

Jul7th, 2022 11:53 AM

Nov 24th, 2022 6:05 PM

Jun 24th, 2022 10:09 AM

Apr 20th, 2022 12:46 PM

QOct 19th, 2022 2:01PM

QOct 21st, 2021 11:52 AM

Jan 9th, 2023 2:26 PM

Advanced Actions  ~

Settings | Help

DMSCADMSCA ~

Q Advanced Search

Add Contact ~

Last Modified

Feb 27th, 2023 3:59 PM
Feb 27th, 2023 4:50 PM
Feb 23rd, 2023 1:21 PM
Feb 14th, 2023 11:17 AM
Oct 26th, 2022 2:17 PM
Feb 27th, 2023 1:23 PM
Feb 24th, 2023 2:39 PM

Feb 24th, 2023 1:40 PM

Jan 9th, 2023 2:33PM °

4. On the next page, you will see the following information:



‘ ‘ Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail

DMSCADMSCA -

ACUVIYTYPE  Monthly Contribution Follow-Up ~
Addedby™  ppscaDMSCA ~
With Contact
AAmadu AAmadu Q
A. L. Kostenko Alex Fergie
Alicia Mitre Anderson Ada
Andy Duplicate
Activity ion O C (O Creat ivity with all together
. xz
Assignedto AngelaKostenko Q
A Acopy of this activity will be emailed to each Assignee.
Subject Call donors to thank for latest monthly gift
Campaign Group_ g1t Campaign Group - -
Engagementindex oot ontion. « p
Location
Date™ 5282023 & 01:07PM °
Duration
Minutes
Activity Status * Scheduled ~ P
Petls @ source ] -
B I USX x|L == E(9|e ~EmE=Q
)
Styles ‘ - ] Format ‘ . ‘:C ?
Priofty™  Normal - ¢

v Schedule Follow-up

Fill out the necessary information

e Activity Type: if the Activity is a Meeting or a Call. If you wish to add new Activity types, please contact your
Onboarding Specialist.

e Added by: which User in the DMS adding this Activity.

e With Contact: the Contact who is set to perform the Activity.

e Activity Separation: create separate Activities for each Contact or if they should all be linked through this
Activity.

e Assigned to: assign this Activity to another member in your organization. Once the Activity is created, this will
notify the Contact by Email.

o Subject: the subject of the Activity. (e.g. “Thank you calls”).

e Campaign Group: legacy field that is currently not being used. Please leave it blank.

e Engagement Index: legacy field that is currently not being used. Please leave it blank.

e Location: the location the Activity is set to take place.

e Date: the date the Activity is set to take place.



e Duration: the approximate scheduled time.

e Activity Status: whether the Activity has been completed, is scheduled for the future, did not take place, etc.
You can also add new Statuses by selecting the “gear icon”.

e Details: optional details of the Activity.

e Priority: if the Activity is Urgent, Normal or Low Priority. If markedUrgent, the Activity will appear in red. You

can also add new Priorities by selecting the “gear icon”.

5. Once all details have been filled out, select Save and the Activity will be added to each Contact’s Profile.



