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<> How to Print Activity Journal
You can print an Activity Journal to view all of the activity within a specific company.

1. Left click “Companies” (either in the menu along the top, or in the global
menu).
2. Left click desired company.
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o How to Print Activity Journal (continued...)

3. Left click “Activity Journal” tab.

4. Left click “Export” (you can use the “Edit” buttons to make changes before you
export).

Companies Contacts Opportunities Activity Journals Tasks Messages Quotes Samples Jobs Projects Customer Summary

Company Details

Basic Custom Fields Trip Reports Contacts Opportunities Attachmen Activity Journal

WillowTree [ New]

9 6043 Sunberry Circle, Boynton Beach, FL,

Company Summary

Sat 17 Aug 2019
33437
Regarding : Willow Tree Morth
t. 561-312-0054 .
B8 By Chris Farley,Contacts : Kelly Corcoran, Shannon Kauffman
Q@ ) o )

Suretape They are concerned with compostability. They use our competitor.
Leeson Motors We covered our products., No interest at this time.

Basic Custom Fields Trij» Reports Contacts Opportunities Attachments Activity Journal

ew i Print ) Export

Sat 17 Aug 2019

Regarding : Willow Tree Merth

By Chris Farley,Contacts : Kelly Corcoran, Shannon Kauffman

Suretape They are concerned with compaostability. They use our competitor. 08-26-2019

Leeson Motors We covered our products., Mo interest at this time. 08-26-2019
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How to Print Activity Journal (continued...)

o

Left click desired start date for Export (use arrow keys to move forward/back a
month).

Left click desired end date (today’s date will be used by default).

Left click “Export” button.

Left click arrow on the downloaded file in the bottom left corner of screen.

Left click “Open.”

© o N

X
Export type
From: [ 08-01-2019 ] To: | 09-09-2019
File Type: (@) Excel csv September 2019
Export T w T

Export type

From: 08-01-2019 To: 09-09-2019

File Type: @ Excel csv

Always apen fills of this type
Show in folder

ance]

Activity_Journal_R....xlsx]
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At anytime, you can email support@repfabric.com for help or call 844-737-7253.
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P How to Print Activity Journal (continued...)

<k

10. Preview your file in Excel. Make sure you have the dates you wanted to see.
11. Close the export box (or start at step 6 to enter new dates and do a new export).

ivity_lournal_Report_ADATA | % - Protected View - Excel

File Home Insert Page Layout Formulas Dz Review View Developer Draw Help 2 search

Unless you need to edit, it's safer to stay in Protected View. Enable Editing

@ PROTECTED VIEW Be careful—files from the Internet can contain

Al - Jfe | Repsalesforce

———
4 A | B | c | D | E F | & | H | 1 | 1 | K | L | mMm—
1 |Repsalesforce Reported On: 07-15
2 |Address Date Range: 01-01-
3 Activity Journal Report for ADATA
4k 8 T ustom:Att Al Typ Gel esRep
5 |1055 04-23-201' Sales call ADATA  Bob DoescSales call 2263 Synapse We discus Jack Repdemo
6 1055 04-23-201' Sales call ADATA  Bob DoestSales call 2264 Fedco Bat They use t Jack Repdemo
7 1055 04-23-201' Sales call ADATA  Bob DoestSales call 2265 Altran Ma We reviey Jack Repdemo
8 |1055 04-23-201' Sales call ADATA  Bob DoescSales call 2266 Vericom We covere Jack Repdemo
9 1055 04-23-201' Sales call ADATA  Bob DoescSales call 2267 Eifeler Co We covert Jack Repdemo
10 |1055 04-23-201' Sales call ADATA  Bob DoestSales call 2268 Staco Enel We covert Jack Repdemo
11 1006 03-27-201'Sales call ADATA  Sasha Jimi Sales call This comn 2137 Altran Ma Test for th Jack Repdemo
12 |855 01-21-201' Sales call ADATA  SashaJin Sales call 1771 General D Find bigge 01-28-201' Jack Repdemao
13 |855 01-21-201'Sales call ADATA  Sasha Jimi Sales call 1772 Altran Ma Would like¢ 01-25-201! Jack Repdemao
14 |855 01-21-201' Sales call ADATA  Sasha JimiSales call 1773 Vericom We covert Jack Repdemo
15 855 01-21-201' Sales call ADATA  Sasha JimiSales call 1774 Fedco Bat They use ¢ Jack Repdemo
16 |840 01-14-201' Sales call ADATA  Sasha Jin Sales call 1741 General D We reviey 01-14-201' Jack Repdemao
17 |834 01-09-201' Test Even! ADATA  Sasha Jimi Sales call General n 1727 Synapse We prese|01-11-201' Admin
18 |834 01-09-201' Test Even! ADATA  Sasha Jimi Sales call General n 1728 Viking  We cover:01-11-201' Admin
13 |821 01-07-201' Sales call ADATA  Sasha Jin Sales call 1705 General D We covert Jack Repdemo
20 |821 01-07-201! Sales call ADATA  Sasha Jimi Sales call 1706 Altran Ma, Is ready fc 01-07-201! Jack Repdemao

Export type

From: 07-01-2019 To: 05-09-2019
File Type: @ Excel Csv
Export
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How to Print Activity Journal (continued...)

How to Sort & Filter the Report
You can turn on “Filters” to sort and/or filter the results of your report.

Left click “Enable Editing” at the top of the page.

Left click the row number for row 4 (to highlight the row with the column headers).
Left click the “Data” tab.

Left click the “Filter” button.

Bwn =

Activity_Journal_Report_ADATA (5).xlsx - Protected View - Excel

AutoSave (@ Of)

2 search

Enable Editing

File Home Insert Page Layout Formulas Data Review View Developer Draw Help

@ PROTECTED VIEW EBe careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View.

Al 7 5 Repsalesforce
A B | C | D | E F | G | H | J K L | )
lepsalesforce Reported On: 07-15
. ~ddress Date Range: 01-01-
3 Activity Journal Report for ADATA
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5 1055 04-23-201! Sales call ADATA  Bob DoestSales call 2263 Synapse We discus
6 |1055 04-23-201'Sales call ADATA  Bob DoescSales call 2264 Fedco Bat They use t Jack Repdemo
7 |1055 04-23-201'Sales call ADATA  Bob DoestSales call 2265 Altran Ma, We reviey Jack Repdemo

AutoSave (@ off) E:-"' "'

Activity_Journal_Report ADATA (5).xlsx - Excel
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1 |Repsalesforce Reported On: 07-15
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6_'1055 04-23-201! Sales call ADATA  Bob DoestSales call 2264 Fedco Bat They use | Jack Repdem
?_"1055 04-23-201' Sales call ADATA  Bob DoestSales call 2265 Altran Ma We reviev Jack Repdem
8_'1055 04-23-201' Sales call ADATA  Bob DoestSales call 2266 Vericom We covere Jack Repdem
9 Moss 04-23-201'Sales call ADATA  Bob DoestSales call 267 Eifeler Co We covere Jack Rendem

For training on this topic or to schedule a support session, please go to www.meetme.so/RepfabricMeeting
At anytime, you can email support@repfabric.com for help or call 844-737-7253.
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How to Auto Fit all Column Widths at One Time

In a few simple steps you can make all the columns as wide as they need to be to
accommodate the widest data in each of the columns. This will eliminate adjusting each
column width separately.

1. Left click “Select All” button (or use CTRL + A).
2. Hover cursor between any two columns (look for cursor to change to <17 )
3. DOUBLE left click.

This image shows the “Select all” button (triangle to the left of column A and above row 1)
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6 1055 04-23-201! Sales call ADATA  Bob Doest Sales call 264 Fedco Bat They use | Jack Repd
7 1055 04-23-201' Sales call ADATA  Bob DoestSales call 265 Altran Ma We reviey Jack Repd
g 1055 04-23-201'5ales call ADATA  Bob DoestSales call 266 Vericom We covere Jack Repd
9 1055 04-23-201'Sales call ADATA  Bob DoestSales call 067 Eifeler Co We covere Jack Repd
10 1055 04-23-201' Sales call ADATA  Bob DoestSales call 268 Staco Enel'We covere Jack Repd
11 [1006 03-27-201'Sales call ADATA  Sasha JimiSales call This comn'2137 Altran Ma, Test for th Jack Repd
12855 01-21-201! Sales call ADATA  Sasha Jim Sales call Ehral General D Find bigge 01-28-201! Jack Repd
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How to Print Activity Journal (continued...)

How to use Sort & Filter
Now you can use the drop down in any of the columns to sort alphabetically or numerically. If
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you want to sort, use one of the top two options in the drop down menu. If you want to “filter”
out some of the results, remove check marks from items in the bottom section.

Sort alphabetically to group by manufacturer

1.

2. Leftclick “Sort Ato Z.”

F |

G

Left click drop down arrow in “Manufacturer” column.
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; How to Print Activity Journal (continued...)
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0 Filter to only show one manufacturer
1. Left click drop down arrow in “Manufacturer” column.
2. Remove check mark from “(Select All).”

F | <] | H | | I
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ales call 2263 Synapse We discussed her ability 1
ales call

Fedco Batteries They use healthcare liner

ales call

2264

ales call 265 Altran Magnetics We reviewed our literatu
266 Vericom We covered our products,
L
2267

ales call Eifeler Coatings Technology 'We covered our products.

T3¢ A IEAr FITEr From

Filter by Color *

hvs

Text Filters

|Search

-] (Select All)

.| Altran Magnetics
..} Eifeler Coatings Technology
-] Fedco Batteries

--[#] General Devices

-] Omegaflex

-] Staco Energy Products

-.[¥] Synapse

-] Vericom

> o

[ ok || cancel

For training on this topic or to schedule a support session, please go to www.meetme.so/RepfabricMeeting
At anytime, you can email support@repfabric.com for help or call 844-737-7253.



http://www.meetme.so/RepfabricMeeting
mailto:support@repfabric.com

<K

How to Print Activity Journal (continued...)

3. Place check mark next to desired manufacturer(s).
4. Leftclick “OK.”
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This concludes the instructions for this tutorial.
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