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Contact Management System (CMS)
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Pro only feature *

CMS is a contact management system. This tool helps you track customer
complaints, compliments, customer service issues and follow-up calls to in-
crease the value of your customer service and your business in general.

It would be helpful to read the Password section before reading this section.

You should have passwords setup to use this feature.

=" Password Management : EI
Logged In User and Level ICLIF' IT k?
Deactivate Passwords | Hme User List e Return
Activate Passwords | CLIP 1 ~l
GLEHH 2

Edit Password |
Add Hew Password |

Delete Password | LI
Access History
Mame Date Laogan Lagoff
A1/a9/03 13:58:52
CLIP 817887083 - 18:15:52 - 16:48:45
CLIP g1/87/83 - 11:37:83 - 15:687:52
CLIP 81786783 - 15:21:49 - 17:29:M
CLIP 81784783 - 18:31:53 - 28:17:14
CLIP 8178327083 - 18:25:21 - 19:37:53
GLEHH 81/83/683 - 18:22:48 - 18:24:53L|
Print List

1. Getting Started

When a customer calls you, for whatever reason, bring up their account in
Customer File Maintenance. We are going to go through this example as a
customer complaint from Jim Scully. After you have his account showing,
click on the CMS button in the top center part of the screen.

o

B $ |

L e = e & |l K
Jab Project Hitory | Biing | hetmnt H Maman | Phons | Cfflcs Raldy | Propart; Frint Retum
Customer Number | 100 R
Property Name |[SCULLY, JIM :‘ ; 'R‘t‘“ Order By:
Address (1090 Dexter Rd 2 & IJ”*’#CU'-"'I1 Number
City [2nn Acor 1

The following screen will appear.
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"~ Activities for SCULLY, JIM — O] x|
SCULLY, JIM = qﬁ n?
1090 Dexter Rd a o

Print | RBeturn

Ann Arbor, Ml 43103

Friority Activity Assigned To Drate Due Completed? |Date Completed|~

Now select the Add button to assign a new contact task for this customer.
The following screen will appear.

B ta nl:ry ;[g|5|
Customer  SCULLY, JIM Sl |- Qﬁ k‘?l
Created By CLIF Delete [Previe Save | Revert| Return
01/10/2003 07:27:40 PM
[ ikctivity Required;
Priority | ~] Actiity | =]
Assign To | j Due Date I T
I Activity Completed Custom | ~] J
Hotes
:I L
F S
A
_'
b 4
ll —

The following are the options:

Activity Required
If some type of action is required then check Activity Required. If this is just
a note that needs to be posted to the customer history for future reference
then no activity is required.

Priority
You can assign a Priority number 1-5. They have no official meaning to CLIP.
You can assign your own priority system for each item assigned to an indi-
vidual.

Assign To
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Activity

Due Date

The pull down list will show you all the names that you have set up in the
Password section. Assign To the person that will be responsible for complet-
ing the activity.

Assign the type of Activity that needs to be done. You can add new ones by
clicking on the button with the 3 dots.

Assign a Due Date (completion date) for that activity.

A complaint with a priority 1 has been assigned to user CLIP with a due date
of 1/10/03. When finished filling in the form, select the Save button.

"~ Data Entry _|ol xit
Customer  SCULLY, JIM fﬂ? Sl Qﬁ k‘?l
Created By  CLIF Delte [Previey Save | Rever] Return]
012003 07:27:40 PM
[V iActivity Required;
Priurity|1 j Actiity ICnmpliment jJ
Assign To | CLIP ~|  puepate [o111003 | [
¥ Activity Completed GlcTom | -] J
0101102003 11:49:31 Ahd
Notes
1110003 Scully not happy with a5t maowing, back lawn not dane. ;l ‘ —'”

After saving your changes you will now see the Activities for SCULLY, JIM
screen and will see the one item on the screen for this customer.

At this point, you will be able to enter another activity, edit the current one,
print the list of the activities or return out of this screen and continue on with
your normal routine.

There is no end of uses for this section of CLIP. Chemical applicators may
find it useful for scheduling calls before they go out to spray the lawns.
You can simply use it as a phone log for any and all conversations you may
have with a customer/client. You can also use it to communicate with your
employees and co-workers by setting them up in CLIP with a record in File
Maintenance.

2. Completing the task(s)

Now it is time to complete the task. One of the best things about this fea-
ture is that when you log into CLIP, your outstanding tasks come up first to
remind you of things you need to do. The first thing it will do is show you
a list of your tasks/calls that have not been completed. Only uncompleted
tasks will show. The next time CLIP (the user) logs into CLIP, the following
screen will appear.
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"~ Activities for CLIP ' _ O] x|

Click to go to SCULLY, JIM k‘? |
1090 Dexter Bd Eririt Heturn

Ann Arbar, Ml 483103

™ view Tasks for all Users

Friority

Activity Assigned To Date Due Complete? Date Completed

" Data Enktry

You will notice there is a check box to View Tasks for all Users on this screen.
This will only appear when the Level 1 user is logged in to CLIP. All other
users will only see their own tasks. Note that the task has not yet been com-

pleted.

At this point, you have the option to (1) go directly to the account screen of
the selected customer by selecting Click to go to SCULLY, JIM. This button
will change and have the customer's name on it as you scroll through the
various tasks. The name changes according to the customer that the task

is linked to. (2) Print the list, or (3) Return to go on with other work in CLIP.
Click the Edit button on the activities window to view the item.

You would now want to perform whatever activity was required.

=10j x|

SCULLY, JIn '| %| E| ) |Qﬁ| |

cLP Delete II-'FE'-.-'IE'-.I‘I SEVE I HE'-.-'EI“[I HE‘[UFI‘II
01/10/2003 07:27:40 PM

v ifctivity Required!
Priurity|1 j Activity ICnmpIiment j J
Assign To [CLIP ~|  Dpuepate [mi1om3 | |
: — 1 —
I~ Activity Completed Custom | ~] J
Hotes

Mot happy with last mowing, back lawn not done. ;l ‘ —'”

After completing the activity click on Activity Completed check box. The date
and time will show up on the screen. Be sure to also enter your notes to the
current note upon completion. If the task needs to be repeated, you can sim-
ply uncheck the Activity Completed box.

Contact Management-4



Contact Management

ittt ittt idrdT h o T T i m it itz

7 Data Entry =101

Customer  SCULLY, JIi % H K Qﬁk_?l

Created By CLIP Delete |[Preview Zave | Revert Eeturn
01 QI2003 07:27:40 Phi

v inctivity Required
Priority |1 ~]  actiity [compiiment =] -]
assign To [ cLP ~| Duepate [oi1005 |

[ Activity Completed AT | ~] J
01/11/2003 11:43:31 AM

Hotes

1110003 Scully not happy with 35t mowing, back lawn not done. ﬂ

11003 Glenn immediately when back and cut Scully's back lawn.

44>l

=]

3. Printing a list of Activities

If, at any time, you want to print a list of activities, you can go to Contact
Management > Check Activities.

o7 CLIP¥ Pro - Sensible Software, Inc.  01/11/03

Files Edit Dwaily Routines  Reports | Contack Management  Syskem

Zheck Activities
Reporks

This will bring up the same window you see when you log on. You can then
print the list or go through and complete your tasks.

Lets look and see if GLENN has any outstanding activities (see following
screen).

"7 Activities for GLENN e _ O] =]
Click to go to PHILLIPS, RAYMOND Sh Qﬁ n? |
1033 Dak 5t Prirt | Return

Superior, Ml 48104

Friority Activity Assigned To Date Due Complete? Date Completed
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If you are interested in what information Mr. Phillips is requesting from
GLENN, double click on #2 under Priority to bring up the information.

7 Data Entry e =101 x|
Customer  PHILLIPS, RAYMOND =AN= S qﬁ k'?l
CreatedBy  CLIP Delete |Previe Save | Fevert| Return|
0141102003 12:01:35 P .
v ifctivity Required;
Priority |2 =l mctivity [canpack 7] ]
AssignTo [oLEnn  ~|  DueDate [o1/11m3 (|
I~ Activity Completed Custom | -] J
Hotes
YWants a price to trim all the trees in his yard. ﬂ ‘ _.l
=i

4. Concepts and Ideas

Some ideas on extended uses of this program. Set up each employee as a
customer in CLIP, then you can assign tasks to them. If you receive a per-
sonal call for an employee while he is out in the field, you can just create a
task for them and then, when they log into CLIP at the end of the day, their
personal messages will display as well as the ones for your customers.
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