Tasks!

eWay-Book



CRM

@Way

Contents

1
2

5

Introduction 3
What Happens after Upgrading to eWay-CRM 5.3 4
2.1 New Module in the eWay-CRM Toolbar 4
2.2 New Task Window 4
2.3 Context Menu in a Microsoft Outlook E-mail 5
24 A Toolbar for Converting an E-mail to a Task Quickly 5
How to Start Using Tasks in eWay-CRM 6
3.1 How to Create a New Task in the eWay-CRM Bar in Microsoft Outlook 6
32 How to Create Task from eWay-CRM Item Window (e.g. From Company) 8
33 How to Create a Task in Microsoft Outlook (and Synchronize It With eWay-CRM) 9
34 How to Convert E-mail to Task 10
35 How to QUICKLY Convert E-mail to Task 1
3.5.1  Incoming E-mail 1
3,52 Outgoing E-mail 13
3.6 How to Assign / Delegate Task to a Colleague 14
37 How to Bulk Change Due Date of Tasks 16
3.8 How to Set a Task Reminder 17
39 How to Set Recurrence 18
3.10  How to Synchronize Tasks with Outlook 20
3.10.1 Automatic Synchronization of All Tasks 20
3.10.2 Synchronization of Selected Tasks 22
Basic Work with Tasks in eWay-CRM Mobile 23
4.1 How to Create a Task in eWay-CRM Mobile 23
42 How to Mark a Task as Completed 26
43 How to Add Reminder to Task 27
What else? New tasks, new possibilities 28

Verze 1



@Way

CRM

1 Introduction

eWay-CRM 5.3 comes with a full-featured Tasks module which will help you keep all matters under control. The new module

pushes the boundaries of Outlook and eliminates the problems Outlook tasks have had since the very first versions.

See our list of the biggest benefits below.

Delegating tasks and team tasks

e  With the new tasks, you can work on a task even after delegating it.
e You can easily view other people’s tasks and work with them fully.
e You can finally start using team tasks.

e You can easily view all company tasks on one screen at a meeting.

System and order

e '"Task"and "Flagged e-mail" are in one place — in eWay-CRM Tasks.

Mobility / Working on the go

e Use Tasks easily also in eWay-CRM Mobile - including editing and delegating.

Adjustability

e You can create custom fields.
e |t's easy to define different types of tasks.
e You can set a different workflow for each type.

Control and supervision

e You are provided with a detailed log of task work history.
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2 What Happens after Upgrading to eWay-CRM 5.3

Tasks will stay where they are — don't panic.

1. Those with a Superior Item in Outlook will stay in both eWay-CRM and Outlook.
2. Those without a Superior Item in Outlook will only stay in Outlook. Those are your private tasks.

3. Flagged e-mails won't import into eWay-CRM.

2.1 New Module in the eWay-CRM Toolbar

You can find the new Tasks button in the eWay-CRM section within the Outlook toolbar. All tasks can be found there in one place.
They can be easily grouped by solvers, due dates, or companies. (Find more information on how to do that in How to Create Grid

Reports).

Home Send / Receive Falder View eWay-CRM 2 Tell me what you want to

Qﬁ Save to eWay-CREM E' :"_'"' E IEI 3 E Jaurnal @ Time Sheets @ Bookkeeping 4 Exchange Rates
Search eWay-CRM - ' . E ) ﬁ Documents 2% Users ## Products

- Mew Marketing Deals Projects Companies Contacts | Tasks ) = ) )
4% eWay-CRM HUB = Campaigns E1 Emails i g Reports &P Discount Lists

Quick Steps CRM
N 0 | Customer | Contact Person | Superior Item Subject Status
[ e e Aflc Aflc Aflc
- v Mew contract
g v Specification for new terms

2.2 New Task Window

If you open a task from eWay-CRM, you can manage it easily through our new window for task management. It can be used the
same way as any other windows in eWay-CRM.

« =] General Private lD'! m ¥, Open in Outiook
Custom Fields (8 Refresh
Saveand Save Delete Add New Link to Recurrence Mark Complete o .. Print Synchronize
Close - Existing = Fgg History with Outlook
Actions Relations Recurrence Manage Task Show Other Export Synchronization With Outiook &
O T T —
Superior Ttem ‘Dasign |v | |X|
Customer ‘ eWay System LLC | - | | x|
Contact Person ‘Ayeen. Eve |v| |x|
Subiject ‘Send new calculation |
Start Date [11/23/2018 [+] Priority Hgh =] solver [stefko, Martin [+]+[x]
Due Date |11/23/2018 [+] completed | 0%[3{ Delegator | Stefia, Martin [=<>¢]
[ Reminder ‘ |'| | |
MNote
<
A
ﬁ; HUE (0) %qumal ()] [=7] Emails (D) B Documents (0) ==| Categories () ¥| Bubtasks ()] HE Companies (0) [2=] Contacts (0) H Projects () Dez s
| |Type Subject ‘ From To |Smrt |End - | Company ‘ Superior It
= W W[l W = = A0 W[l
< >
|Z| [System] = 'Unchecked'
Owner Stefko, Martin |~ Created by Stefko, Martin | Created 11/23/2018 2:14:18 PM  Modified by = Modified =
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2.3 Context Menu in a Microsoft Outlook E-mail

In the context menu of an e-mail, you can see a button called Convert to Task. For more information, see How to Convert E-mail
to Task.

All Unread By Dat

Specification for new terms
%@ Copy
€2 Quick Print
2 Reply
B2 Reply Al
2, Forward

21 Mark as Read
> Follow Up »

B Eind Related »

Quick Steps »
o Rules 3
¥ Move 3

G Ignore

3@ Junk 3

< Delete
4y Saveto eWay-CRM

E, GDPR Relevant

,5 Convert to Task

EI Convert to Deal
,ﬂ Convert to Project
f’__| Convert to Contact

f‘@ Convert to Journal

2.4 AToolbar for Converting an E-mail to a Task Quickly

We have also prepared a new set for converting an e-mail to a task quickly. Learn more in How to QUICKLY Convert E-mail to
Task.

Home Send / Receive Folder i eWay-CRM @ Tell me

8 Save to eWay-CRM [ |* Today \,---" ;
1] U
Search eWay-CRM - ) | Tomorrow ) B
" Categorize MNew  Marketing Deals Projects
45 eWay-CRM HUB - |* Custom - Campaigns
Quick Steps
3 | Search Current Mailbox [Ctrl+E) yel | Current Mailbox v|
All Unread By Date ~  Newest 4 %
—
Specification for new terms 227 PM
-—
Mew contract 2:26 PM

If you prefer, there is still a possibility to synchronize tasks with Outlook (more in How to Synchronize Tasks with Outlook).
However, it is not necessary anymore. The whole agenda can be managed straight from eWay-CRM.
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If you still want to create tasks in Outlook, everything remains the same - choose a Superior Item, the tasks save to eWay-CRM
and will keep synchronizing.

3 How to Start Using Tasks in eWay-CRM

3.1 How to Create a New Task in the eWay-CRM Bar in Microsoft Outlook

Working with tasks in eWay-CRM is not different from working with other types of items, e.g. journals.

1. In the eWay-CRM ribbon in Microsoft Outlook, click New > Task.

Home Send / Receive Faolder View eWay-CRM Q Tell me

) Save to eWay-CRM [ [} [* Today — . i
1] = I

Search eWay-CRM - " Tomorrow ) ]
- Categorize Mew Marketing Deals Projects
fis eWay-CRM HUB >

[ Custom - |:} Campaigns
Marketing
Deal

Quick Steps

Project
Company
Contact

lournal

Document

Task

@ o1 [ B W

Time Sheet

Leave
Bookkeeping Record
Products

Discount List

B m Y
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2. Fillin values that are important to you, e.g. Subject or Due Date.
Don't change the solver yet, we will talk about delegating tasks in another chapter.
File: Tasks Farm Designer
General Private . Openin Outlook
B EHX = = O v B & i
Custom Fields |~ (&) Refresh
Saveand Save Delste Add New Link to Recurrence Mark Complete . Print Synchronize
Close - Existing = Eg History With Outlook
Actions Relations Recurrence Manage Task Show Other Export Synchronization With Outlook &
Superior Item |Design | - | | x |
Customer |eWay System LLC | A | | x|
Contact Person |Ayeen, Eve |v ||x|
Subject |Send new calculation |
StertDate  [11/23/2018 [+ Priority Hgh  [+]| Solver [stefla, Martin [ ][]
Due Date [11/2372018 [+] completed Delegator  [Stefko, Martin -]
[ Reminder | | hd | | |
Note
<
~
GG HUB(0) | 7 Journal (0) [T Emails (0) Documents (0)  §ga Categories (0) V| Subtasks (0)  H Companiies (0) Contacts (0) & Projects (0) Dei 3
O |Type |5ubject |From To |513rt |End - | Company | Superior It
= aflc [lal3 e e = = Ac Aflc
4 >
|Z| [System] = 'Unchecked'
Owner Stefko, Martin =~ Created by Stefko, Martin =~ Created 11/23/2018 2:14:18PM  Modified by = Modified 4
3. Click Save or Save and Close icon.
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3.2 How to Create Task from eWay-CRM Item Window (e.g. From Company)

1. In the item window (e.g. company, contact, etc.), click Add New > Task

Saveand Sawve Delete Custom

Close Filds
Actions Shaw
Basic Information Category i
Full Name ||Ayeen, E B Document

Company I@ E1 Email

Job Title Manager El Calendar .

Department i Journal :I

Email 1 |eve.aveer Bl Company ]

Email 2 B3] Contact :I

Email 3 Deal :I

Email OptOut [ ] & Project

Wehbsite l— Eﬁ Bookkeeping Record

Priarity |N0rmal | -

2. Theitem that the task was created from is automatically filled in the task. If the item was a Project or Deal, company and

contact from Project/Deal are filled in the task, too.
You just insert values you need, e.g. Superior Item, Subject, or Due Date.

Don’t change the solver yet, we will talk about delegating tasks in another chapter.

CustomFields | &) Refresh
Saveand Save Delete Add New Link to Recurrence Mark Complete Print Synd

Egl E _ == O « [ ceneral Private % ﬂg

onize

| ol Open in Outlook

Owner Stefko, Martin =~ Created by Stefko, Martin =~ Created 11/23/2018 2:19:47FM  Modified by = Modified

Close - Existing ~ ES History With Qutiook
Actions Relations Recurrence Manage Task Show Other Export Synchronization With Qutlook &
Mot Started p>» In Progress To Be Reviewed Wait on Someone Else
Superior [tem | | - |+ |X‘
Customer |eWay System LLC | - | | x‘
Contact Person |Ayaan, Eve | x‘
Subject |Make call ‘
Start Date [11723/2018 [=] Ppriority Hgh — [+] solver |stefio, Martin [=]-]x]
Due Date [11723/2018 [+] completed | 0%[3 Delegator [stefko, Martin [eT3¢]
[ reminder | |'| | |
Note
<
A
@ nuB(0) | [founal () [IEmais(0) [P Documents (0) [ Categories (0) ¥| Subtasks (0) P Companies (0)  [E5Contacts (0) I Projects (@) Dei 3
O |1ype Subject [From To |start |End | company | superior 1t
= [0 W e W - - W e
< >
[5] A system] = ‘Unchecked Edit Filter
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3. Click Save or Save and Close icon.

3.3 How to Create a Task in Microsoft Outlook (and Synchronize It With eWay-CRM)

If you make a mistake and open the Outlook task window instead of eWay-CRM, don’t worry. Nothing changes.

1. Select Superior Item.

Untitled - Task

Insert Format Text Review ‘-‘._-.' Tell me what you want to do...
’7ﬂ x E/\’_\ 3 \‘} V 3 ‘; .{\ [ 1] > Private f N ] Open in eWay-CRM
E > =l -):. E i 1 High Importance .
Save & Delete Forward = Task Details Mark  Assign Send Status Recurrence  Categorize Follow Zoom Synchronize
Close Complete Task Repart © Up~ + LowImpartance With eWay-CRM
Actions Show Manage Task Recurrence Tags Zoom eWay-CRM £
Subject |
Start date |None E| status | Not Started -]
Due date |None E|| Priarity |Norma| +| % Complete mg
Reminder None None - 5 test15
El — eWay-CRM [+]
Superior Ttem ” Please select a superior item | - |+ |x ||
@ HUB(0) | [Wlounal(0) [EJEmais(0) [P Documents (0) V| Subtasks (0)  EE Companies ()  [E=]Contacts (0) I Projects (1) Deals (0) ) Marketing Campaigns (0) (1 3
|| ‘ Type | Subject | From ‘ To | Start ‘ End - | Company Superior Ttem | Contact
= W Wl Al Wl - - W W[l o[lc
< >
-

2. Insert other values that are important for your task.

3. Click Save or Save and Close icon.

Because you have selected Superior Item, the task will be automatically saved to eWay-CRM, too. Leaving Superior

Item empty will save the task only to Microsoft Outlook.

Make a call about new terms - Task

@ Tell me what you want to do...

Format Text Review

FXSFla v % & O | W P

2 = 24 D n ' High Importance

Save & Pelete Forward = Task Details Mark  Assign Send Status Recurrence Categonze Follow

Close Complete Task Report - Up~ ¥ Low Importance
Actions Show Manage Task Recurrence Tags
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3.4 How to Convert E-mail to Task

We are given a lot of tasks through e-mails. eWay-CRM allows you to easily convert emails to tasks so that you have all your

duties in one place - in eWay-CRM Tasks module. Thanks to that, you don't need to switch between Inbox, Tasks, your

notebook, and Post-Its on your monitor.

1. Right-click an email.

All  Unread By Dat

Spedification for new terms
&2 Quick Print
£ Reply

€2 Reply Al
£, Forward

£ Mark as Read
> Follow Up v
B Find Related s

Quick Steps »

Delete

# X s

Save to eWay-CRM

GDPR Relevant

Convert to Task

I

Convert to Deal
Convert to Project
Convert to Contact

Convert to Journal

& 1 o T

2. Select Convert to Task.

3. If the email has the Superior Item field filled, the Superior Item is pre-filled on the task, too. Subject of the task is the same
as Subject of the email. You just select the date when the task should be done.

Form Designer

Eé E x EKEI. DE O « =] General Private '\E" a% ™ Open in Cutlook

Custom Figlds |~ (%) Refresh

saveand Save Delete  AddNew  Linkto Recurence  MarkComplete print Synchronize

Close = Exsting - 53 History With Cutiook

Actions Relatons Recurrence | Manage Task Show Gther Export Synchronization With Outiook &
I e e

Superior Ttem [ Design [~]-]]
Customer |eway systemLc [+ ][]
ContactPersan [Ayeen, Eve [=[-]
Subject | specification for new terms |
Start Date [11/23/2018 [=] prionity [Mormal [+] solver [stefko, Martn [=[=[>]
Due Date [11/2372018 [~] completed [ 0%[% Delegator | stefio, Martin [
[Reminder | B2 ]

Note

<
~

fGnuB (1) | Foumal() Elemais() [ Docwuments(0) I Categories (0)  |¥/ Subtasks (0)  E Companies (0)  [E=]Contacts (0) & Projects (0) De: ¢ F
O | rype | subject | From i | start |End | company | superior 1t
— e ol o0c We - - e Wc

E7 Email Specfication for ne... M i e - — e 11/23/2018 2:28PM | 11/23/2018 2:28PM
< >

E [System] = 'Unchecked'

Owner Stefko, Martin | Created by Stefko, Martin | Created 11/23/2018 2:30:25PM  Modified by Stefko, Martin | Modified 11/23/2018 2:30:25 PM
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4. Notice that the email is automatically related to the task.

G HUB (1)  [RBlournal (0) | ElEmais () | [E) Documents (0) i Categories (0) V| Subtasks (0)  HE Companies (0)  [E]Contacts (0) I Projects (0) Dei »
] |Superior Item |Subject e |From |To |Sent on |
= aflc aflc aflc aflc =
||:| Design Specification for new terms 11232018 2:23:00 PM I
Owner Stefko, Martin =~ Created by Stefko, Martin |~ Created 11/23/2018 2:30:25PM  Maodified by Stefko, Martin | Modified 11/23/2018 2:30:25PM |

Note: Convert to Task button is also available in the ribbon of the opened email window.

Specification for new terms - Message (HTML)

x =] 3 g L Q (t‘ U F‘ ==I [* Today 3 =] Convert to Deal 75 Convert ta Journal
i . "‘E Ll 3 . Tomarrow 2 ,i Convert to Project
Delete Respond Quick Move Tags Editing Zoom Saveto | Save Attachments GDPR  Categorize . Convert =
& %7 Steps ~ & & i eWay-CRM  to eWay-CRM Relevant - [* Custom to Task [#= Convert to Contact
Quit.. M Zoom eWay-CRM M

3.5 How to QUICKLY Convert E-mail to Task

3.5.1 Incoming E-mail

This function comes in handy in the morning when you want to have a look over your emails and plan your activity on them.

1. Select one or more emails in Microsoft Outlook.

Search Current Mailbox (Ctrl+E) A | Current Mailbox
All Unread By Date =  Mewest |
_——
Specification for new terms 227 PM
L
Mew contract 2:26 PM
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2. Inthe eWay-CRM ribbon, click Today, Tomorrow, or Custom.

Folder  View [EECLETE@AY ' Tell me

Home Send [/ Receive
&) Save to eWay-CRM n [* Today ,." i
0 e
Search eWay-CRM - ~|IF Tomorrow ) ]
- Categorize MNew Marketing Deals Projects
i eWay-CRM HUB . [* Custom - | Campaigns
Quick Steps

| Search Current Mailbox (Ctrl=E) P | current Mailbox - |

By Date =  Mewest 1

D]

All Unread

—
Specification for new terms 227 PM

—
Mew contract 2:26 PM

3. E-mail is automatically converted to task and related to the task. E-mail can be found in the task window.

In the Tasks module, you can get back to task and fill in details if you need to.
eWay-CRM 2 Tell me what you want to do...
@Time Sheets @ Bookkeeping 4 Exchange Rates

Dot & g 3 | @B
T
ﬁ Documents 2% Users i&f Products

4.

Home Send / Receive Folder View

Search eWay-CRM - . . )

- MNew  Marketing Deals Projects Companies Contacts | Tasks ) = ) )
4% eWay-CRM HUB = Campaigns E1 Emails i g Reports &P Discount Lists

Quick Steps CRM
N 0 | Customer | Contact Person | Superior Item Subject Status
[ e e Aflc Aflc Aflc
- v MNew contract
g v Specification for new terms
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3.5.2 Outgoing E-mail

You will appreciate this function if you are sending an e-mail and you want to make sure that the other side answers. Easily set a

reminder for this e-mail.

1. When saving an outgoing e-mail, there is a new field in the email save dialog box called Follow Up.

£2 Save Emai to eWay-CRM b
Superior Ttem |§Design | = | | x|
Categories | | A |
Fallow Up -
GDPR. Relevant []

K | | Cancel |
2. Select a date when you want to be reminded to follow up on the e-mail.

£2 Save Emai to eWay-CRM b
Superior Item |Design | - | . | x|
Categories | | A |
Follow Up 11302018 d
GDPR. Relevant []

K | | Cancel |

3. Click OK button.

Note: eWay-CRM automatically converts your outgoing e-mail to a task. You will find it in your task summary on the Superior Item
card, or on any other joined item (company, contact).
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3.6 How to Assign /Delegate Task to a Colleague
If you delegate a task to your colleague in eWay-CRM, you do not lose the supervision. You can still change dates or other
parameters or delegate the task to someone else if you see the original solver is not able to finish it in time. This is not possible

in Outlook.

And we go even further. If your colleague has a vacation or you have already completed your job, you can start working on their
tasks to help them.

1. Open atask

Spedfication for new terms

Form Designer

&+ q [=] General Private i ™, Open in Outlook
EBI E x EKD Eﬁ L « Custom Fields (3 Refresh Eﬁ m?’la

Saveand Save Delete Add Mew Link to Recurrence Mark Complete e Print Synchronize
Close Email *  Existing Email Fpg History With Qutlook
Actions Relations Recurrence Manage Task Show Other Export Synchronization With Outlook @
In Progress o Ne Wait on Someone Else
Superior [tem |Design | - | | x|
Customer |eWay System LLC | - | | x|
Contact Person |Ayeen, Eve |v ||x|
Subject |5peciﬁcah'0n for new terms |
Start Date | 11/23/2018 [+] Priority [Normal [~] | Solver Stefko, Martin []]x |
Due Date [ 11/23/2018 [+| completed | 0%[% Delegator Stefko, Martin
[ Reminder | |'| | |
Mote
<

&

G HUB(1) (% Journal (0) | E7Emais (1) B Documents (0)  §aa Categories (0) V| subtasks (0)  H Companies (1) [EJcContacts (1) & Projects (1) Dei 3

M | Superior Item | Subject < | From | To | Sent on |

= aflc aflc aflc aflc =

=1 Design Specdification for new terms 11/23/2018 2:23:00 PM
Owner Stefko, Martin =~ Created by Stefko, Martin =~ Created 11/23/2018 2:30:25PM | Modified by Stefko, Martin =~ Modified 11/23/2018 2:50:19 PM E
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2. Change the solver.

Task - Design: Spedfication for new terms

er
El E x I:%. E@ q J [ General Private Eﬂ Ezl'a ™, Open in Outlook
[ | T~ Custom Fields (&) Refresh &
Saveand Save Delete Add Mew Link to Recurrence Mark Complete Print Synchronize
Close Email ~  Existing Email ~ E% History With Qutliook
Actions Relations Recurrence Manage Task Show Other Export Synchronization With Outiook @
[* Mot Started In Progress To Be Reviewed Wait on Someone Else Completed
Superior ITtem |Design | - | | x|
Customer |eWay System LLC | - | | x|
Contact Person |.¢'n-'|2|enJ Eve |v ||X|
Subject |Speciﬁcaﬁon for new terms
Start Date [ 1172372018 [~ Priority Mormal  [+] solver Stone, Ciaire Twl]x ]
Due Date [ 1172372018 [~| completed | 0%[3] Delegator stefko, Martin EES|
[] rReminder | |V| | |
3. Saveit.

kg HX =5 =f O

Save and Save | Delete Add MNew Link to Recurrence
Close Email ~  Existing Email ~

Relations Recurrence

4, The new solver will receive an email. It is just a notification with no Accept or Deny buttons.

Task Updated: Specification for new terms -f \Way

Subject: Specification for new terms
Start Date: 11/23/2018

Due Date: 11/23/2018

Delegator: Stefko. Martin

Solver: Stefko. Martin

Superior Item: Design

Company: eWay System LLC

Mote:

Generated by eWay-CRM system.

Note: This is a major difference from Outlook tasks, where the notification of a delegated task contained Accept and Deny buttons. As
a boss, if you delegate a task in eWay-CRM, it is also accepted automatically. If the new solver feels like the task does not belong to

them, they can open it and set the correct solver.
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3.7 How to Bulk Change Due Date of Tasks

1. In the eWay-CRM task lists, select one or more tasks.

2. Right-click them.

3. Select Follow Up.

s} | Customer

Contact Person

?| Superior Item

Aflc

aflc ayee

A de

eWay System LLC
eWay System LLC

<Hi<H [

4. Set a date or choose Custom.

Ayeen, Eve

Design

i Ayeen, Eve 5

Open
Copy
Print

Mark Complete

Send an Email

Open in Outlook

Synchronize With Outlook

Categories

-

SESP 0 <

Follow Up

X

Export List

Delete

™ |customer Contact Person 7 | superior Ttem « 7| subject
pe ]
7 s e ayee e de e
v eWay System LLC Ayeen, Eve Design Spedification for new terms
v eWay System LLC {Ayeen, Eve e Edit proposal
Open
Copy
Print 2
v Mark Complete
= Send an Email
0d Open in Qutlook
% Synchronize With Outlock
1ii Categories 2
|*  Follow Up 3 > Today
Export List v | |I* Tomorrow
X Delete |© This Week
| Mext Week
|* MNo Date
. Custem...

v

Add Reminder...
Mark Complete
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3.8 How to Set a Task Reminder

Open a task.

Task - Design: Spedfication for new terms

Form O
El E x D(EII I:%I ,-\‘ J [ General Private |Dl mg . Open in Outiook
B Custom Fields (%) Refresh
Saveand Save Delete Add New Link to Recurrence Mark Complete Sl Print Synchronize
Close - Existing ~ FEpg History With Outlook
Actions Relations Recurrence Manage Task Show Other Export Synchronization With Outlook &
+' Mot Started To Be Rev Wait on Someone Else mpleted
Superior Item |Design | hd | | x|
Customer |e\"a’ay System LLC | - | | x|
Contact Person |Ayeen, Eve |v ||x|
Subject |Spedﬁcaﬁon for new terms |
StartDate  [11/23/2018 [+] Priority Solver [stone, Claire [+ [
Due Date [11/23/2018 [+| completed | 0%[%] Delegator |Stefko, Martin [e+e 3¢
[ Reminder | | - | | |
Mote
<
~
@ HUB (3) % Journal (Z) =7 Emails (1) B Documents (0) ==| Categories (0) %) Subtasks ()] ﬂ Companies (1) [25] Contacts (1) i Projects (1) De: L
s} | Type Subject | From To | Start | End hd | Company | Superior It
= aflc e Afc Al = = [lal3 aflc
E1  Email Spedfication for ne... | EE—— - —— . 11232018 2:28 PM  11f23/2018 2:28 PM Design
< >
|Z| [System] = 'Unchecked"
Owner Stefko, Martin |~ Created by Stefko, Martin =~ Created 11/23/2018 2:30:25PM  Modified by Stefko, Martin =~ Modified 11/23/2018 2:57:10 PM

2.

Form Designer

Mark Reminder field and select date and time when the reminder is supposed to pop up.

Task - Design: Spedfication for new ten

+' Mot Started

[* In Progress

B HX =2 5§ O v L=
(x| Custom Fields
Saveand Save Delete Add New Link to Recurrence Mark Complete o
Close - Existing = Epg History
Actions Relations Recurrence Manage Task Show

Wait on Someone Els

To Be Re

Superior Item

|Design

Customer |eWay System LLC

Contact Person |Ayeen, Eve

Subject |Speciﬁcah'on for new terms

StertDate | 11/23/2018 [+ Priority ormal  [+]
Due Date [11/23/2018 [+| completed
[/1Reminder | 11/23/2018 [+] [15:00 [ |
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Click Save or Save and Close button.

ks H| X =2 =f

Save and Save| Delete Add New Link to
Cloze - Existing =

Actions Relations

4. Areminder can be setin the set date and time. The reminder window looks exactly the same as the one you are used to

from Microsoft Outlook.

3.9 How to Set Recurrence

Open a task.

Task - Design: Spedification for new terms

Form Designer

Note: Reminders work in eWay-CRM Mobile, too. Synchronization of data in eWay-CRM Mobile relies on the connection speed,
whether you have permitted the possibility to synchronize using mobile data, and on the computing power given to eWay-CRM
running in the background by the phone. Unfortunately, phones with iOS are at a disadvantage when it comes to this because they do

not allow synchronization in the background.

&+ f'\ [ General Private it [ Open in Outlook
Eﬂl E x EKD E%I L J Custom Fields &) Refresh n;# mg

|Z| [System] = 'Unchecked'
Owner Stefko, Martin |~ Created by Stefko, Martin |~ Created 11/23/2018 2:30:25PM = Modified by Stefko, Martin | Modified 11/23/2018 2:57:10 PM

Saveand Save Delete Add New Link to Recurrence Mark Complete ® .. Print Synchronize
Close - Existing = Egg History With Outlook
Actions Relations Recurrence Manage Task Show Other Export Synchronization With Outlook (2]
Superior ITtem |Design | - | | x|
Customer |eWay System LLC | - | | x|
Contact Person |Ayeen, Eve |v ||x|
Subject |Spedﬁcation for new terms |
Start Date [11/23/2018 [~] Priority Solver [stone, Claire [+
Due Date [11/23/2018 [+] completed | 0%[3]| Delegator [steflo, Martin [ ]
["] Reminder | |'| | |
MNote
<
~
m HUB (3) % Journal (2) =7 Emails (1) B Documents (0) ==| Categories (0) V| Subtasks (@ ﬂ Companies (1) [2=5] Contacts (1) i Projects (1) Des: L
™ | Type Subject | From To | Start | End - | Company | Superior It
= afc [Jald Afc [Jald = = [Jald Afc
=1  Email Spedfication for ne... | S — - = 11f23{2018 2:28 PM | 11/23/2018 2:28 PM Design
< >
Edit Filter
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2. Click Recurrence in the ribbon.

Task - Design: Spedfication for new terms

Form Designer

Eé E x I:Ig E@ {} \/ [Z] General Private %

Custom Fields (%) Refresh

Save and Save  Delete Add MNew Link to Recurrence Mark Complete ® Print
Close - Existing = Epg History
Actions Relations Recurrence Manage Task Show Other Export

3. Select the desired frequency - daily, weekly, monthly, yearly. Set additional parameters (e.g. each Monday). You can
also set that the recurrence will stop automatically after 10 repetitions.

Task Recurrence *

Recurrence Pattern

() Daily @ RearEvery | 115

(@ Weekly [ ] Monday [ ] Tuesday [ ] wednesday [ ] Thursday
() Manthly Friday [ | saturday [ | sunday

() Yearly () Regenerate New Task Week(s) After Each Task Is Completed

Range of Recurrence

Start | 11/23/2018 |~| @ Endby |2/1/2019 R
() End After 10 Occurences
() No End Date
| Ok | | Cancel | Remove Recurrence

4. Click OK.

Note: If you mark a repeating task in eWay-CRM as finished, we actually create a “copy” and set a new due date. The “original” task
remains in the database, so that it’s possible to track who finished it and when.
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3.10 How to Synchronize Tasks with Outlook

If you insist on synchronizing tasks into Outlook despite all the benefits of our new module, we have prepared two ways for you
todoit.

3.10.1 Automatic Synchronization of All Tasks

1. Click eWay-CRM Settings in the eWay-CRM ribbon in Outlook.

Send / Receive Folder View Q Tell me what you want to do...
@ \,—--" g EE EI 3 7 Journal (® Time Sheets [ZJ Bookkeeping 43 Exchange Rates o ¥ eWay-CRM Settings
! [ J
. 3 . B Documents 2% Users @# Products -;ﬂ-ﬂ' Administration Settings
Mew  Marketing Deals Projects Companies Contacts  Tasks = Help Suggest
- Campaigns E1 Emails i g Reports n.@ Discount Lists a Feature '@ About eWay-CRM
CRM Preferences
2. Go to Tasks tab.
eWay-CRM Settings x
Tasks Telephaony Connection Advanced
Default Values Emails Contacts Calendars
Languages
English | - |
eWay-CRM Today Window

Mumber of Days Used to Limit How Cld Items Will Be Displayed E

Reports

|:| Remember Last Parameters

Customer Care

Allow eWay-CRM to Send Error Logs to eWay System Company to Make the
Product Better

oK | | Cancel
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3.

4. Click OK.

Select the Automatically Synchronize eWay-CRM Tasks with Microsoft Outlook Tasks check box.

eWay-CRM Settings X
Default Values Emails Contacts Calendars
Tasks Telephony Connection Advanced
Synchronization
{Automatically Synchronize eWay-CRM Tasks With Microsoft Qutlook Tasks:
|| Remowve Corresponding Outlook Tasks When Removing eWay-CRM Tasks
[ Remowve Corresponding eWay-CRM Tasks When Removing Outlook Tasks
Default Folder |'-- -  Wkoly (jenom tento poditad) | - |
e e Ukoly (jenom tento poditad)
[] Automatically Categorize Saved Tasks |
| OK | | Cancel
eWay-CRM Settings X
Default Values Emails Contacts Calendars
Tasks Telephony Connection Advanced
Synchronization
{utomatically Synchronize eWay-CRM Tasks With Microsoft Outlook Tasks:
[ Remowve Corresponding Outlook Tasks When Removing eWay-CRM Tasks
[ ] Remowve Corresponding eWay-CRM Tasks When Removing Outlook Tasks
Default Folder | - - + Wkely (fenom tento podita) | - |
sy e Ukoly (jenom tento poditac)
[ Automatically Categorize Saved Tasks |
| oK | Cancel
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3.10.2

After restarting Outlook, your tasks (where you are the solver) will be saved from eWay-CRM to Outlook. If they have

already been there, they will only update. Outlook tasks with Superior Item filled will be updated and those

without Superior Item filled will stay only in Microsoft Outlook.

Synchronization of Selected Tasks

In eWay-CRM tasks list, select one or more tasks.
Right-click them.

Choose Synchronize with Outlook.

™ | Customer Contact Person T Superior Item aT
[T M Aflc ayes Aflc de
v eWay System LLC Ayeen, Eve Diesign
v eWay System LLC Ayeen, Eve Dacinn
b
™ Open
Copy
Print
+"  Mark Complete
=1 Send an Email
03 Open in Qutlook
E"ﬂ Synchronize With Qutlook
i Categories
™ Follow Up
Export List
7 Delete
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4 Basic Work with Tasks in eWay-CRM Mobile

4.1

1.

2.

How to Create a Task in eWay-CRM Mobile

You can create a task right in the main menu when you tap +.

Then, select New Task.

( s

~

1:36 PM
Settings @W‘gy
Tasks
g Contacts
ﬂ Companies
[[) peals

E' Projects

—~

J

Tasks

an  Contacts

Eﬂ Companies
B oeas

Projects

.
(it

New Project
New Deal
New Contact
New Company
New Document

New Photo

New Journal

[ Cancel

—~

O =

New Project

New Deal

New Contact

New Company

New Task

New Document

New Photo

New Journal

\_ ©o00000006
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3. Tasks can be also added in the Task list when you tap the + icon.

4. You can also create a new task in the item detail or its HUB when you tap the + icon.

\

(o

\

L\ =

I 1:48 PM -
4 Tasks +  View
Create new proposal
App
Test
Stefko, Martin until Nov 23, 2018
Send contract
App
Test
Stefko, Martin until Nov 23, 2018
Send financial calculation
Project
007
Stefko, Martin until Nov 23, 2018
TODAY 2 v
Call
321123
Stefko, Martin until Nov 22, 2018
Set meeting
App

\

€ Tasks

Tomorrow 3w

Send financial calculation
Project 007
Stefko, Martin until Nov 23, 2018

Send contract

App Test
Stefko, Martin until Nov 23, 2018

Create new proposal

App Test

Stefko, Martin until Nov 23,2018

Today 2>
Call

321123

Stefko, Martin until Nov 22, 2018

Set meeting

App Test
Stefko, Martin until Nov 22, 2018

.
L
1:49 PM -
+ Edit
App Test
eWay System LLC
Contact Person
Ayeen, Eve
Customer
eWay System LLC
Contact's Mobile Phone
1-800-345-345 LA
Contact's Email 1
=

eve.ayeen@eway-crm.com

Status
Preparation

Next Step
Nov 22, 2018

Gonoral s

&

\

& App Test

GENERAL

Customer
eWay System LLC 2]

Contact Person
Ayeen, Eve

15
L

Contact's Mobile Phone
1-800-345-345 .

Contact's Email 1
eve.ayeen@eway-crm.com

Status
Preparation

Next Step
Nov 22,2018

Basic Information

Name 0

Aop Test
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5.

6. Whatever way you choose, the detail of a new task will be opened and it's up to you which fields you fill in. If you
created the task from another item, some data will be pre-filled (Superior Item, Customer, or Contact Person).

7.

Then select New Task.

New Document
New Photo

New Journal

Cancel

w9

e

GENERAL

.

App Test

—

4

If you are satisfied with your changes, tap Save.

Percent Complete [%]
Categories

© AddField

NOT CATEGORIZED

© AddField

ITEM SETTINGS

Owner Stefko, Martin

Private

1:50 PM -
Cancel New Task Save
Type
Status

=

J

Type
Task

Categ

Owne

&

=

Solver
Stefko, Martin

Status
Not Started

ories

ADD FIELD

Not Categorized

ADD FIELD

Item Settings

"

Stefko, Martin
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4.2 How to Mark a Task as Completed

Tasks can be completed through the standard workflow transfer to Completed when editing the task. However, eWay-CRM
Mobile offers an easier way, too. You can simply:

1. Go to task list and find the task you have finished.

= YT =)

1:48 PM -
< Tasks +  View Tasks
Create new proposal Tomorrow 3w
App
Test Send financial calculation
Stefko, Martin until Nov 23, 2018 Project 007

Stefko, Martin until Nov 23, 2018
Send contract

App Send contract

Test App Test

Stefko, Martin until Nov 23, 2018 Stefko, Martin until Nov 23, 2018
Send financial calculation Create new proposal
Project App Test

007 Stefko, Martin until Nov 23, 2018

Stefko, Martin until Nov 23, 2018

Today 2
TODAY 2.V Call
call 321123

Stefko, Martin until Nov 22, 2018
321-123

Stefko, Martin until Nov 22, 2018 Set meeting

. App Test
Set meeting Stefko, Martin until Nov 22, 2018 Q
App
8207 PM

2. Hold your finger on the task and swipe right.
( . . \f. ) - v
e

Q Search

Tomorrow 3~
LATER THIS WEEK 4N
Send financial calculation
1 Project 007
test12 Stefko, Martin until Nov 23, 2018

Stefko, Martin until Nov 24, 2018
Create new proposal

Create new proposal App Test
App Stefko, Martin until Nov 23, 2018
Test
Stefko, Martin until Nov 23, 2018 Send contract
Send contract Stefko, Martin until Nov 23, 2018

Test Today i
Stefko, Martin until Nov 23, 2018

Z i 3 Call
Seﬂd financial calculation 323354
Project Stefko, Martin until Nov 22, 2018
007

Stefko, Martin until Nov 23, 2018

Set meeting

App Test

Stefko, Martin until Nov 22, 2018
JIO0A) 225

3. Task has been marked as completed.

Note: Only tasks that meet all requirements can be completed this way. The user must have a permission to move the task to
Completed status. All conditions related to actions on workflow are met.
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4.3 How to Add Reminder to Task

1.

Go to the dialog for creating new task (see How to Create a Task in eWay-CRM Mobile).

2. When creating a task, you need to set a Reminder. Select a date and time when you want the reminder to pop up.

3.

Save the task.

(-

ST

Superior Item

Customer

Send contract

Cancel Task Edit Save

Contact Person Ayeen, Eve

2:01PM -

App Test

System LLC

Reminder Date

Start Date Nov 1, 2018
Due Date Nov 23, 2018
Reminder O

11/22/18, 2:05 PM

Solver

Type

Stefko, Martin

Task

7

Task Edit

Superior Item

App Test

Customer
eWay System LLC

Contact Person
Ayeen, Eve

Subject
Send contract

Start Date
Nov 1,2018

Due Date

Nov 23,2018

Reminder

Nov 22,2018 2:00 PM

Solver

Stefko, Martin

Type

N
~

Superior Item

Customer

Contact Person

Send contract

Start Date

Due Date

Reminder

Reminder Date

Solver

Type

Cancel Task Edit

2:01PM

eWay System LLC

Ayeen, Eve

Nov 1, 2018

Nov 23, 2018

11/22/18, 2:05 PM
Stefko, Martin

Task

A

SR

Task Edit

Superlor Item

App Test

Customer

eWay System LLC

Contact Person
Ayeen, Eve

Subject
Send contract

Start Date
Nov 1,2018

Due Date

Nov 23,2018

Reminder
Nov 22,2018 2:00 PM

Solver

Stefko, Martin

Type

h
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4. If the task hasn't been completed yet in the selected time, a reminder will pop up to remind you to complete the task.

(= .K * . \

2:00PM | Thu, November 22 o

il [ £ v
& N B ewayCRM M A

Send contract
Ayeen, Eve

SNOOZE DISMISS

Conversations

Tuknout pro otevieni Konverzace

NOTIFICATION SETTINGS  CLEARALL

5 What else? New tasks, new possibilities

With the Tasks module, you have now brand new possibilities. As it is a full-featured eWay-CRM module, you can use all the
features you are used to in our system:

1. You can set different types of tasks. More at https://www.eway-crm.com/how-to-start-using-outlook-crm/create-new-
workflow/.

2. You can change the workflow of a task or set mandatory fields. More at https://www.eway-crm.com/how-to-start-using-
outlook-crm/customize-default-workflow/

3. You can create custom fields. More at https://www.eway-crm.com/how-to-start-using-outlook-crm/create-custom-
fields/

4. You can customize task dialogs. More at https://kb.eway-crm.com/documentation/3-description/3-3-item-working-

window/customize-dialogs-with-form-designer?set language=en

You can categorize tasks. Are you familiar with GTD?

You can easily send an e-mail to a client from a task. Right-click the task and select Send e-mail.

You can use the prepared views for easy task sorting.

You can work with tasks in eWay-CRM Mobile, too.

You can use our APl and let your apps create tasks in eWay-CRM. More at https://kb.eway-crm.com/documentation/6-

add-ins/6-7-api-1?set language=en

LN
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