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Looking for a way to improve follow-up communication with your members and visitors? Contact Management can
help using its workflow approach. Easily assigh and manage tasks, effectively ensure staff and volunteer accountability,
and efficiently track the progress of assigned tasks. Task assignments are routed quickly via e-mail. From hospital
visitation by pastoral staff to youth group projects, the dashboard link keeps everything at your fingertips.

Features and Benefits

¢ Create customized, user-defined workflows and tasks
to meet your organization’s unique ministry goals

e Easily add, activate, inactivate, or delete workflows
e Arrange tasks to be accomplished in specific order
¢ Indicate which task completes workflow

¢ Task assignments are sent quickly via e-mail for each
step in the workflow process

e Completed tasks can be set up to trigger the next
step in the process

¢ Tasks and activities within a workflow may be made
private for confidential items, such as counseling
sessions

e Track workflow progress for each task in a process

Receive daily e-mails that summarize each
workflow’s progress, detailing incomplete tasks and
the individuals responsible

e Use dashboard filters to drill down to specific

workflows or tasks

Use the dashboard sorting feature to see which
items require more urgent attention

Automatically assign profiles to GlobaFILE record

E-mail responsible parties when it is their turn to
complete a task

¢ Associate profile codes with specific tasks to enable

detailed reporting

Integrates with the dashboard to keep task
assignments visible

Required modules:
¢ GlobaFILE
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Your staff can create customized
workflows to meet your organization’s
unique ministry goals. Review the
diagram below to see how Contact
Management can help you follow up
with new visitors
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From:  SMTP Outreach Ministry [outreach@church.org)
To: Roger Wwilzon

Ce:

Subject:  Mew Visitor \wWarkflow - Contact Azzsignment

‘wiorkflows Complete Options

Mr. Roger Wilson

Creates W orkflow New Visitor Workflow
Creates Life Event

Dear Roger,

Your responsibility in the New WVisitor Workflow is:
- Make Phone Call -

FullName: Charles Green
Addl: 1423 Western Ave.

Rdd2:

C-5-Z: City, 5T 38117-6431
Ph: Home (202) 555-1z212

Mob: Cell HNot on File
E-mail: chasgreen@company.com

LCancel

Please update this contact when completed.

Route assignments quickly via e-mail. Log notes on activities
associated with each task.
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