Viewing a Contact’s Activities

Last Modified on 02/28/2023 2:35 pm EST

Donor Management System

After adding one or multiple Activities to a Contact, you can easily view them.

1. Go to the Contacts Tab

2. Search for the Contact whose Activities you wish to view and select its Name

‘ ‘ Settings | Help
Avenue Dashboard ~ Contacts  Contributions  Campaigns  Opportunities  Reports  DMS Mail
DMSCADMSCA ~
Karolina Q Advanced Search
Actions ~ @ The Found Record All contacts ~ Advanced Actions Add Contact +
O Name City Province Phone Email Date Created Last Modified

O & 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

2.0Once on the Contact’s Profile, navigate to the Activities section to see a list of all Activities for this Contact

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

DMSCADMSCA ~

Karolina Maya

& summary E9 Contributions 34

€ Relationships 1 i Groups7 [J Notes 0 ¥ Tags2 @ Opportunities

Home Address 45 Sweetland St ~ 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 @ celinaabernalqg@gmail.com Contribution
Age
Billing Email @ celinaabernalg@gmail.com Largest 400.00
Contribution
Ph Countof 34
one Contributions Employer
Job Title
Recognition
Name
Source CanadaHelps
Website

Under the Contact Profile, select Activities


https://charityhelp.knowledgeowl.com/help/donor-management-system-adding-activities-to-contacts#adding-a-single-activity
https://charityhelp.knowledgeowl.com/help/donor-management-system-adding-activities-to-contacts#adding-multiple-activities-at-once
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe543155f56a611d28851d/n/search-contact.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe5522da2b8a02a3055552/n/contact-profile-activities.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe568a9cd7393dc73c1f64/n/activites-subtab-fields.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe56cca4122244a12531a3/n/activities-filters.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe5761971d11660258442e/n/activities-add-new-button.png

3. Onthe next page, you'll be able to View, Edit or Delete Activities. The details of the Activities displayed on this
page include:

e Type:if the Activity is a Meeting, Email, Contribution, etc.

e Subject: if the Activity has been given a subject by the User (i.e. “Coffee Meeting”) or details about the
automatically recorded activity (e.g. “$20.00” as the amount of the Contribution).

e Added By: which User of the DMS added the Activity.

e With: the Contact who performed all Activities (in this case, the Contact of the Profile you are currently
viewing).

e Assigned: if the Activity has been assigned to another Contact or User within the DMS.

e Date: the date the Activity took place or will take place in the case of Scheduled Activities.

e Status: the Status given to the Activity when it is created.

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

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

+New Activity ~

~ Filter by Activity

Include Exclude Date status
- all activity type(= - no types exclude Ay N Any -
Show| 25 | = | entries First Previous 1 2 3 4 Next Last
Type Subject Added By With Assigned Date Status
$ Monthly Contribution Pl & DMSCA DMSCA & Maya n/a Mar 30th, 2023 Scheduled View Edit
Follow-Up Karolina 2:28 PM
Delete
LGl Spring Call Campaign & DMSCA DMSCA & Maya n/a Mar 6th, 2023 Left Vi Edi °
Karolina 2:05PM Message lew it
Delete
Contribution $150.00 - DMS Manual & DMSCA DMSCA & Maya na Feb 28th, 2023 Completed Vi
Karolina 2:27PM lew
Contribution $75.00- DMS Manual & DMSCA DMSCA & Maya n/a Feb 27th, 2023 Completed Vi
Karolina 7:28 AM lew

Manage the Contact's Activities here

4. Use the Filters at the top of the page to filter Activities by Type, Date or Status



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

DMSCADMSCA -~

KarolinaMaya

& summary E3 Contributions 36 = Activities 95 € Relationships 1 & Groups7 [J Noteso W Tags2 ©® Opportunities

+ New Activity «

~ Filter by Activity

Include Exclude Date Status
- Any -
- all activity type(~ -no types exclude- 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 na Mar 30th, 2023 Scheduled v Edit
Follow-Up Karolina 2:28PM lew !
Delete
& Call Spring Call Campaign & DMSCA DMSCA & Maya na Mar 6th, 2023 Left Vi Edi °
Karolina 225PM Message lew it
Delete
Contribution $150.00 - DMS Manual & DMSCA DMSCA & Maya na Feb 28th, 2023 Completed
Karolina 2:27PM View
Contribution $75.00 - DMS Manual & DMSCA DMSCA & Maya n/a Feb 27th, 2023 Completed
Karolina 7:28 AM View

Filter by Activity

5.To add a new Activity to this Contact, select New Activity at the top of the page.

---> Learn how to add a new Activity to a Contact


https://charityhelp.knowledgeowl.com/help/donor-management-system-adding-activities-to-contacts

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

DMSCADMSCA ~

Karolina Maya

& Ssummary £ Contributions 36 = Activities 95 & Relationships 1 & Groups7 O Notes0 W Tags2 © Opportunities

~ Filter by Activity

Include Exclude Date status
- all activity type(- - no types exclude- Any - Any -
Show 25 ~ entries First Previous 1 2 3 4 Next Last
Type Subject Added By With Assigned Date Status
$ Monthly Contribution pa & DMSCADMSCA & Maya n/a Mar 30th, 2023 Scheduled v Edit
Follow-Up Karolina 2:28 PM lew !
Delete
LCall Spring Call Campaign & DMSCADMSCA & Maya na Mar 6th, 2023 Left ¥ - °
Karolina 2:25PM Message lew it
Delete
Contribution $150.00 - DMS Manual & DMSCADMSCA & Maya n/a Feb 28th, 2023 Completed
Karolina 2:27PM
Contribution $75.00- DMS Manual & DMSCADMSCA & Maya n/a Feb 27th, 2023 Completed Vi
Karolina 7:28 AM lew

Select New Activity




