Activities Webinar
The purpose of this webinar is to introduce CisionPoint users on how to use activities to manage their PR campaigns.  

Introduction and Overview

· Welcome to the Activities webinar
· Trainer Introduction
· Today we will be going over:
· Activities Page
· Activities Creation 
· Activity Management 
· Activity Reports 
Activities Page
· Activities are at the core of CisionPoint's PR campaign management functionality  
· Activities will help you easily record and save every interaction you've had with a contact in your account and also create reminders and tasks to users in the account
· They sync to your Outlook Calendar 
· Purpose is to ultimately help you report on your interactions for a campaign quickly and with accuracy 
Questions

Activity Creation 
· Creating Activities fits easily with your workflow in CisionPoint since there are several different ways to start. We can create activities from: 
· Media Lists
· When working in a media list, we can assign an activity to certain contacts (or all of them). Check off the records and click Create > Activity. 
· Each contact will have the same Activity name associated to them 
· Contact/outlet/opportunity records
· If there is a specific contact, outlet or opportunity that you'd like to create an activity for, scroll down on the profile page and click on the Activities tab. Then click the orange "Add An Activity" button
· Example: Say we find a contact that is unique to a specific campaign we're running, but they wouldn’t fit into any of the general lists we have saved. Saving the contact to an activity could be a great reminder to let us know to pitch to them, in addition to the media list we want to use.
· Email & Fax Distribution page
· Anytime you send out a distribution, an activity is automatically created for each contact
· On the first page of the distribution wizard, there is a box marked as Activity Comments, where you can enter any information needed for the activity 
· Activity Page
· Similar to the media lists page, you will click on Create > Activity 
· The main difference with actually putting the activity together is that you will have to select the items to include, compared to first selecting them and creating an activity. 
· BCC Email Address
· We're able to include a BCC email address associated with your project, to automatically create an activity of any email that you send. 
· Email just has to be sent from an email address that has a username in CisionPoint
· CURRENTLY DOES NOT WORK! Should we include???

· Create sample Activity:
· Use Pitch example, assigning an activity to Dave asking him to pitch to a specific media list. 
· Show how to load lists and share with iCalendar
Questions
Activity Management
· All activities are housed under Plan > Activities
· To view a saved activity, click on the hyperlinked subject to open it up. This will show all details that were previously saved and allow you to make edits and save again

· This page is customizable, similar to your list view customizability. By clicking on Display Settings > Change Columns Displayed, we're able to organize which columns you'd like to use and even save them as a default layout. 

· Also similar to lists and coverage, we're able to apply filters to organize the view of your activities
· Activities are also seen from the homepage, making it easy to remind yourself of items

Activity Report
· These are great for staying on top of deadlines and sharing a campaigns progress
· Created from the Activities page
· Select the activities needed for the report
· Click Create > Report 
· Select the Report Format. As Displayed is based off of the current columns displayed. Activity Detail reports are comprehensive, presenting all information found within each activity included. 
· Reports can also be created from the Active Project Menu using the Report Wizard. 
· Click Active Project > Generate Report
· Select the Report Type:
· Project Activity Summary Reports will show the total number of activities based off of users, project and activity fields selected
· Activity Detail reports are comprehensive reports presenting each activity in detail based off of the Projects selected
Questions

Wrap Up

· Point out Training Links
· Show Support contact information 
