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Adding Comments, Activities, Support, or Next
Steps

Last Modified on 08/03/2023 2:21 pm EDT

This guide explains how to add various communication notes to a record. It is intended
for general users.

aACE helps you keep a thorough history of your records and customer interactions by
creating various types of comments. This history is consolidated and can be viewed by
anyone who has access. You can display any associated records by clicking the comment.

Types of Comments

e Comment — A basic note about details or context to ensure other team members
understand the situation for the current record

¢ Activity — A note typically describing interactions with a customer, which aACE also
displays on the Company record and Contact record tab for Sales & Marketing
Note: Entering an activity enables all team members — whether they're in sales, billing,
or shipping — to see the entire history of interactions with a customer in one place. This
can help sales reps or relationship managers to follow-up with clear knowledge of who
has recently communicated with the customer and why.

e Support — Information recorded on the current record and also sent as a notification to
the aACE Support Team

¢ Next Steps — Short notes (often part of a standard sequence), paired with a date field
which you can use as a reminder for when you need to next take action

Ways to Add Comments

You can add comments in two ways:

e Ontherecordinterface
¢ Onthe Log Viewer

Entering Comments on the Record Interface

Comments are especially important for Companies, Contacts, Leads, Projects, Jobs, and
Tasks. In these modules, the Activities & Comments field is right on the interface. Note: You
may have to display a secondary tab to view the Comments field. For example, at the
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Companies and Contacts modules, this field is on the Sales & Marketing tab.

To add new information at an Activities & Comments field, navigate to the detail view of the
record and click the Add icon ( 3 ).
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Related Activities
[Mdexis Kohn] Tony is out of the office this week. Payment might be late, [Activity]

Activities & Comments
[Mara Harvey] Sent
[Activity]

[Jamée Glaneili] Finalize [Activity]
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New Start Academy Charber School HNormal 12,000.00 o9 01/21/22 Finalize
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- New Start Academy Charter School Normal 0.00 10% 04/08/21
- New Start Academy Charter School Normal 0.00 1056 03/05/21
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Entering Comments from the Log Viewer

1. Navigate to the appropriate module and use the Quick Search
(https://aaceé.knowledgeowl.com/help/using-the-quick-search-bar) bar to locate the desired record.

2. At the detail view menu bar, click Actions > View Logs.
3. Enter your comment in the Log Entry field.
4. Click Support, Activity, or Comment, as needed.
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Log Viewer Lead: 50222 622 3rd Avenue Co LLC

Log Entry

Log Show Tachnical Entries

Have nok heard back from Charles. 1 sent a follow-up
#mail regarding the decision on the quote.

Record [0 LEADSQRE

5. Click Done.
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7/24/23 9:54 pm

Jamie Glanelli UPDATED the record with the following edits:

+ Next Step Date from * to ‘7/28/2023°

» Next Step from ‘Send Materials’ to Follow-up'.

24/23 9:53 pm

Jamie Glanelll UPDATED the record from a non-edit layout with the following edits:
= Mext Step from * to ‘Send Materials'.

723 1:36 pm

Jamie Gianelli UPDATED the record with the following edits:
« Likely Value from "0.00° b '1,000.00°.

« Likishy Valuse from '0%" to ‘50%".

A3 126 pm

Jamie Gianelli OPENED this lead.

723 1:23 pm

Jamie Gianelli CREATED this lead.

T3 1:22 pm
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