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® Modifying Activity Types
Activities are used to track key interactions that take place between your charity and the Contacts within the DMS.

There are many pre-set Activity Types available, but if these do not suit the needs of your charity, you can create

Custom Activity Types.

—> Learn more about Activities

Adding a Custom Activity Type

1. Visit your administrative Settings

2. Under Customize Data and Screens select Activity Types
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3. On the next page, you will see a list of all of your existing Activity Types
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Important: We strongly recommend that you do not modify the default Activity Types on this page.

4. Select Add Activity Type
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Activity Type Options

Activities are 'interactions with contacts’ which you want to record and track. This list is sorted by component and then by weight within the component. @

© Add Activity Type

Component Label Activity Type Description Order Reserved  Enabled?
ID
& Contact Email 3 Email sent. vy Yes Yes cait
t,  Contact Call 2 v Frae  Yes Yes cait
o Contact Outbound SMS 4 Text message (SMS) sent. Frag  Yes Yes Edit
&+ Contact Tell aFriend 9 Send information about a contribution campaign or event to afriend. Ftig  Yes Yes it
o
<  Contact Inbound Email 12 & P14 Yes Yes

co

Select Add Activity Type

5. In the pop-up window, choose the criteria of your custom Activity Type:

e Label: The name of your custom Activity Type. This name will only be visible to members of your organization.
e Description: Add a description of your Activity Type.
e Order: Choose the order in which the available Activity Types appear in menus throughout the DMS. e.g. if the

Order Number of the Activity is “2” that Activity Type will be listed second in any Activity Type menus in your
DMS.

e Jcon: Choose anicon to represent your Activity Type.

e Enabled?: Checking this box will Enable your custom Activity Type.



Activity Type Options

Activities are interactionswith contacts’ which

New Activity Type Option a8, %
Label*
© Add Activity Type
The apti
i - -
Com @ Source @B @ v
B I USOX»|E|&:= |9 | = ~ RE=0
@  Contact Meeting Styles ‘ - 1 Format kR Edit
L Contact Call Edit
©&  Contact Email Edit
Contact Outbound SM Description Edit
&  Contact Tell a Friend TN = Mciadec at thelnp othescl Edit
Order
8
Contact Inbound Emall  leon
None Edit
Enabled?
=)
=  Contact Bulk Email Edit

-
I Contact
B MailMerge Edit

Fill out the required fields

6. Once ready, select Save to view your new, custom Activity listed on the Activity Type page.

Modifying Activity Types
1. Visit your administrative Settings

2. Under Customize Data and Screens select Activity Types
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3. On the next page, you will see a list of all of your existing Activity Types. Select from the following options:

e Edit: Edit the criteria of the Activity Type.



e Disable / Enable (Custom Activity Types only): Custom Activity Types can be Enabled or Disabled. Enabled
Activity Types will be an available Activity Type to apply to your Contacts in the DMS. Disabled Activities will
not be available to apply to Contacts within your DMS.

o Delete (Custom Activity Types only): Delete any custom Activity Types from your DMS.

G Contact Meeting 1 P Pras Ve Yes Edit
Contact o . - ; N e
4 Conta Mailchimp Mailing Vs ARRE ° © Edit Disable
Delete
Contact Contact Type Changed 58 Contact type changed Free No Yes Edit  Disable
Delete
@ Contact solicitor 59 s Pres No Yes Edit  Disable
Delete °
B Contact Picture 61 Photo documentation Ft4g No Yes

Edit Disable

You'll be able to manage each Activity Type



