
How to create an activity in Activity Series 
 
 

Go to your menu in ACT! Select-- Contact | Create/Edit Activity Series 
 

 
 
 
 
 
Carefully go through the  Activity Series Wizard.



 
 

 



Here you want to enter type of activity, regarding, etc.. 
In this example, we want to schedule Marla an activity 4 days before the meeting. 
 

 
 
Press Add to enter another activity to this series. 
 

 



Enter type of activity, regarding, etc.. 
In this example, we want to schedule Kathy an activity 1 day before the meeting. 
 

 
 
Repeat this step if needed to add more activities or press next 
 

 



 
 
 
Enter the name of the Activity Series you are creating. 
 

 
 
 
Now you are done creating, lets test it! 
 



Select a contact to schedule a meeting with and select the Activity tab. 
Anywhere in the white empty space, right mouse click one time,  
goto Schedule and select Call \ Meeting \ To-do. 
 

 
 



Create an activity. 
 

 
 
Now add the Activity Series to this Activity 
In this example, the first meeting is scheduled for 4/7/2003 
 

 



 
 
 
 
 
Go to Contact  and select Schedule Activity Series. 
 

 



 
 
Select Current contact, select the activity series to apply, and enter the 
date of the meeting and press schedule. 
 
 

 



Notice the dates below. We first scheduled a meeting for 04/07/2003, and then we added the 
activity series, which added to more activities. 
 

 
Note: You can only schedule activities for one person. That is why I put the 
persons in charge of a certain activity in the “Regarding”.  Make sure the 
filter is set for all users. Press the Task List button on the left side and sort 
by date like the example below  or -- 
 

 



sort by pressing “Regarding”. 
 

 
 
Keep in mind you can always go back and change the user for a  particular activity. 
 
Hope this helps! 


