How To Use Touch Point Tasks In AMS
Touch Point Tasks allows you to create a task under a specific customer and then assign that task to a member of your staff to communicate with that customer.  
Follow these steps to create Touch Point Tasks under a Customer record. 
1. In AMS, search for a Customer Record. 
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2. Once you have selected the Customer, click on the Customer Number to open the record. 
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3. Click on the Touch Points tab
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4. Right click on the Touch Points field and select Add.
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5. Enter the Subject of this task.
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6. In the Type drop-down, select the type of communication that should be used to contact this customer (i.e Email, Phone, etc.).
[image: ]
7. In the Assigned To drop-down, select the staff member that this task will be assigned. 
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8. Check the Due Date box and select the Date that this task needs to be completed.
[image: ]
9. Add any additional information about this task in the Comments area. 
[image: ]
10. Click Apply to save and OK to close the window.
11. When the staff member is logged into AMS, they will see the list of tasks at the bottom of the screen. 
[image: ]
12. To look at the details of a specific task that you were assigned, simply double-click on the task and the task window will open. 
13. If there needs to be a follow up on any of the tasks, simply open the task, click on the Follow Ups tab and add or adjust the notes.
14. Once the task is completed, the staff member can check mark the box next to Complete. 
[bookmark: _GoBack][image: ]
1 | Page

image4.jpg
A s Asa e
Tt P

- L B O S Dalee et G





image5.jpg
Rl ——
E
S





image6.jpg




image7.jpg
A anme tanas R
-

|~ — -
Dum st  WBUBT RN
L p— 0T
- o

E L

el bt S e o
T el b

Assigned To:  [Fiope Biber =

Becky Roubos

- Brian Shoemaker
mmﬂ

[dohn Brooks

[John Lemon

“ |Juiian McBride

Mary Jane Chariere

hick Brown

Robert Cash

Richard Steward

Demo Admin

Sandy Box

Hannah Steward

»n




image8.jpg
G b

Commer  Mmaman -

Lo A L L

Lt 70T R~

- ee e

et -

S gt e e ]
b N -
—
Due Date: B 051972017 11:59a

i
i

« May 2017

Sun Mon Tue Wed Thu Fri
1.2 3 4 5

,
Sat.
6
8 9 10 1 12 13
15 16 (07] 18 {797 20
2 23 24 25 26 27
29 30 3N 1 -4 3
5 6 T 8 9 10

(] Today: 5/17/2017

~RNELY





image9.jpg
i, _::_

f
]
:
|
)
1
i
¥
i
i
|3
m





image10.jpeg
A e Do S S UM Nty Mg ety - o
B Ve A Tk S St oo oy

| IR YEYXY IR =

o J= ]

e i b
|t

o e s A W0 G M.
Tovwsene ST A5 Cormt T -

At 8 1 ey

-
I
®
@
@

o
i

i H
Touch Point Tasks

[

Mot Casbad o Trweng Mode





image11.jpg
] »
::. m%

:.:_:m _H|





image1.jpg
A Customer Search

o
Last Name: [Wider | city: | | Members: | |
First Name: [ ] s | | Membeship [
o [ L J[ ] oz [ ] Exact Name Match []
E= | e |l ] Search For Business [
Records Per Page: (20 || ‘Show Disabled Customer [

Neme  Customer#  Street1 ay Site Zp Parert Name

“indicates customer has orders

Frevous | | Net | | View | [AddNew oKk |





image2.jpg
@&Waw

Almonzo Wiilder
3060 Highway A

Mansfield, MO 65704




image3.jpg
A ks e

G G S s Cuvwn Wewtwstwn W \agn Touch Poirts S e Cumemer Sarate St
- R il P A T R et Comp




