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Project Logs

Within a project there is a place where you can leave notes about the project,
these notes may have resulted from a phone call from the client or a supplier.
They could result in followups that need to be actioned by a staff member.
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They are linked to the project because they are created inside the project. In
addition they can be linked to a Client Contact if relevant.

The create a New Log click on the “New" button. You will then be asked to select
a Note Type, so select which is relevant (additional Note Types can be added in
preferences).

We will use “Follow Up” for this example.

Type in the “Text"” field the details about the note.

In this screen you can also set a follow up date and a Follow Up User.

In addition you can Assign a Contact this may have been the person who rang.
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To the left of the entry is a history of all the notes that relate to this project, if you
click on a line item it will bring up details on the note in more detail as shown.

This follow up that | have set myself to do will appear on My Home Page on the
27" of June.

Because | have added Joan to this note as a contact this note will also appear on
her contact page under Logs
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