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Making a Diary Entry for a Project
Using the Trackbase Diary

Open Trackbase Pro and go to the project screen.

Open the project you wish to make a diary entry for.
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Click on the Diary button e on the bottom toolbar.
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This will open the diary screen shown below:

% Trackbase Pro |Z||E|E|
File View Make Window Help
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The cursor will be flashing under the ‘Summary’ header. You need to type in a brief summary of
the entry. In this example | will be typing “Quote” to allow me to see at a glance that | have agreed
to send a quote for this project. | can then also set a temperature for this diary entry. | will choose
“Hot” as | think | have a good chance of getting this project.
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Next decide whether you are making a “Call” B ora “Spin” C . A call is usually when you have
spoken to the decision maker. A spin is when you have not got through at all, or spoken to a
person who could not make a decision.
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To make a call, click on the call button & on the bottom toolbar. The ‘Narrative’ window will
open, allowing you to type in details of your conversation, and set a date and time for a return call.

¥ Trackbase Pro E|

MNarrative

Spoke to Bob again, he has agreed to an appointment with our rep and azked for
& quote to be made for the work we have dizcussed thus far, Wil make an
appointment for Sarah to go out to him next week.

Recall Date/Time...
[pas02i2005 | g o0 =
—_ o

0K | Cancel ‘

Set a date for the follow on call by either typing the date in the format dd/mm/yyyy or by clicking on
the black arrow next to the date. This will open a calendar for you to select a date from. To select a
date, double-click on it.

4 Trackbase Pro g|

Calendar
! February 2005 !
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You can also set a time for your follow on call.

Click on the hour and then use the up and down arrows on the right to change the hour, then click
on the minutes and again use the arrows to change the minutes.

Once you have set the date and time you wish to call back on, click on ‘OK’.
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% Trackbase Pro

Marrative

=poke to Bob again, he has agreed to an appointment with our rep and asked far
= quote to be made for the wark we have dizcuszed thus far Wil make an
sppoirtment for Sarahto go out to him nesxt week.

Recall DatelTime. .
n2i0352005 | + |c|9::3|:| ;:
—_— -

or. | Cancel ‘

The information will be added to the Trackbase Pro diary as shown below:

% Trackbase Pro E| @| gl

File Wiew Make ‘Window Help
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% Current Diary For System Administrator
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made faor the wwark vwe have discuzsed thus far. Wil make an appoirtment for Sarahto g
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Inzert narrative inta your diary

You can also make an appointment i or send an email ** | in the same way by using the icons
on the bottom toolbar.
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