Complete scheduled activities:

1. Once an action has been accomplished a history record of that action needs to be placed in Goldmine.
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Open the pending TAB





Highlight the activity to be completed and right click





Left click on complete.





You will see the Complete a Call Back menu shown below





Enter any information of importance in the notes section





Also note the Schedule Follow up Check this block off if you need to schedule a follow on action block in the lower left corner





The menu just to the right will allow you to choose between a call, appointment, or action





Once you do this select OK, this will complete the call and place the information in the history tab





This is the record of the completed activity.  Right click and select Zoom to see the complete record.





Note that it will simultaneously schedule the next action for you if you have checked off the Schedule Follow up block











