Actions Tab 

The purpose of the Actions Tab is for the recording of any interaction (either past, current or future) with a particular constituent.  You can use the Actions tab to build a history of any communication between your organization and the constituent.  Actions can also serve as an internal calendar of appointments or tasks.  The following is how we currently utilize the Actions Tab.

· Select Actions Tab in individual or business record
· General Tab - The heart of the action record is the General tab. This tab holds the “what, why, and where” information for an action. On this tab, you can schedule notification reminders to alert you days, weeks, or months before an action is scheduled to occur.

·  New Action

· General Tab

· Select Category: Message medium
· Select Action Type: General topic of message



      Grant – grant information
      Raising More Money – campaign information 
      Make the Magic Happen – campaign information
      Major Donor 
      Corporate Sponsorship – event sponsorships
      Presentation - group presentations, fairs and lunch-n-learns.  Typically used 
      by Volunteer Recruitment and Marketing Coordinator

      Gourmet Dinner

      Pledge reminder

      Thank you

      Recruitment partnership – recruitment for volunteers or kids
      Cultivation – Stewardship – cultivating or stewarding the relationship
       Solicitation – ask for money, time, volunteers, etc.

       Discovery – prospect, to learn about potential donor/partner

 Torchbearer – for those companies in which we’ve made a Torchbearer   

   presentation

· Action Date:  Date action took place or will be taking place.  Currently, we record current or past constituent contacts (vs. future contacts).  

· Solicitor:  Staff contact person.  Click on ‘Solicitor’ button, then F7

· Action Status: Open (pending) or Closed

· Completed on:  Date action took place or will be taking place

· Action Notes:  Essential information resulting from contact
· Attributes Tab
· The Attributes tab helps you identify specific attributes for the action. Attributes are the qualities, characteristics, and preferences associated with the action. These attributes can include activities, special requests, or important dates.  

· Click on the drop down arrow under ‘Category’ and answer the following:

· Objective of meeting

· Contact relationship

· Number of employees

· Number of attendees

· Organizational need

· Other BBBS employed there?

· Concerns

· Potential

· Benefits they are seeking

· Follow-up

· Notes Tab
· The Notes tab stores information about the action. Before you add any notes, make sure to answer:  How will this information move the relationship forward?  Is this historical in nature?  Notes are records you keep to remind yourself of something you heard, read, need to reference, or need to remember about the action.  
The Notes tab makes it easy to maintain helpful pieces of information about a constituent, event, appeal. 

1. From a constituent record, select the Actions tab. Click New Action on the action bar. The action record appears.

2. Select the Notes tab.

3. On the action bar, click New Notepad. The New Notepad screen appears.

4. In the Date field, enter today’s date.

5. In the Type field, select a types, such as “Conversation”
6. In the Title field, enter a title, such as “Lunch - Renee Wilson”.

7. In the Author field, select who entered this note.

8. In the Description field, you can enter a description, such as “Lunch meeting Renee Wilson to discuss web site”

9. In the text box, enter any notes, such as “Need to discuss selection of vendor to administer.”

When adding notes to a notepad on a record, you can add time stamps to designate who added text to the note and when the text was added. In the notepad grid, place your cursor in front of the section of the note you want to stamp and press F5 on your keyboard. Your login name and today’s date appear before that section of text. 

On a Notepad screen, you can press F7 on your key board; select Tools, Spelling from the menu bar; or click the Spelling button on the toolbar to spell check your note. You can press Shift + F7 on your keyboard or select Tools, Thesaurus from the menu bar to access the thesaurus. 

10. On the toolbar, click Save and Close. You return to the Notes tab of the action record. The note appears in the grid.
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