Viewing Scheduled Activities: The Activity list can be used to locate activities that you have scheduled.  This is the most useful aspect of OTOOLS.  You are able to manage all your activities quickly from this central location.  It is simply a calendar in the form of a "To do" list.
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The Calendar works the same way as the Activity List, but is shown in the standard Calendar format that most people are comfortable looking at.  Use whichever is easier for you.  When an item is completed it will no longer be shown on the calendar.


Select “View”





Select “Activity List”





The Activity List will appear





Select the “Open” Tab





Highlight a line item and double click





The record with the scheduled activity will appear





Select Calendar





Display Day, Week, or Month as desired.





Highlight a line item and double click.  The contact’s record will then be displayed (same as the Activity List).








