Entering a New Call

(1) Click Calls on the menu.
(2] Click New Call.
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(3) Click the Name link at the top of the screen to search for the caller.
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(4] If the contact is not in the system you should click the Cancel button, this will return their

name to the New Call form.
Or

If the person does exist, click the bullet beside their name and their information will be
returned to the form, with their assigned agent indicated.



(5 Check the Source/Contact Method area of the form to make sure the Source and Type of
caller are correct.
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(6 If the caller asks about a specific listing, click the Requested Property link to search for it.
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(7] The listing agent will be suggested as the assigned agent, unless the contact already has an
agent.
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(8 Next select the activity plan for this type of call from the drop down list.

(9] Click Save and Dash to finish entering the call, and return to the dashboard. Once you
return to the dashboard you should see any priority activities that have been created for the
new call.



