Associate Tasks

Introduction

The Associate Tasks feature allows you to create tasks for your staff to complete. Tasks can be created for
specific associates or left open for any associate to complete.

When creating a task, you can choose to have the associate automatically notified via text or email. You can
also assign a priority as well as categorize it.

Tasks can be added from the main menu or from other record types. Tasks created from other record types will
retain a link to all related records (e.g. item, repair, customer, etc.).

Utilize the Mass Task Wizard to easily create tasks based on specific criteria, such as recent customer purchases,
service work, and more. And define Task Automation Rules to automatically generate tasks when trigger
conditions are met.

Tasks are integrated with both the Store Calendar and Dashboards features.
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Associate Tasks

‘System Options

There are five system options for tasks.

Add Task Screen
Add Tasks on
Start Date to

Daily Email

Send Daily Email
of Tasks

New Task Default
Notify

Task Lead Time

When adding a task, choose whether to use the Add Task Form or Add Task Wizard.
Additional options allow you to use the Form with a link to the Wizard and vice-versa.

Set this to True to have tasks appear on associate’s Daily Email on the task’s Start Date,
otherwise it will show on the task’s Due Date.

Set this to True to send each associate a daily email of tasks due or starting today. If The
Edge is running, the daily email is sent once each morning, otherwise it will send the
next time the software is started.

The default notification method used when creating a new task. Choose between email,
SMS (text), both, or neither.

Task Due Date will default to this number of days in the future, e.g. enter 1 to always
default due date to tomorrow.

Permissions

By default, an associat

e can create a task for themselves with no special permissions.

There are four associate permissions related to tasks.

Add a task for someone else

Allows you to create tasks for other associates as well as unassigned tasks
that can be completed by anyone.

Add tasks with mass task

Delete / Cancel a
the mass ta

Edit a task not assigned to

wizard Allows you to use the mass task wizard to add and manage batches of tasks.

task with  Allows you to delete tasks using the mass task wizard. Only tasks originally

sk wizard created with the wizard can be deleted.

you Allows you to edit tasks assigned to other associates.

Task Categories

Categories can be setup to organize tasks. To create them:
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4.

Click Administrative > Tasks > Categories. The Edit Task Categories window will appear.

Edit Task Categories

Edit categonies for your tasks.

Inventary Add

Customer
Delete

Service

Enter Name and Color

I -

Save f
Close

Click the Add button. New Category will appear in the list.

In the list, click on New Category, then enter a Name and choose a Color.

Edit Task Categories

Edit categenes for your tasks.

Imventory Add
Customer
Delete
Service
Enter Name and Color
Store

Store

[T

Save [
Close

Make desired category changes, then click Save/Close to save them.

Text (SMS) Notifications

Text notifications can be automatically sent to associates when new tasks are created. To take advantage of this
feature, you must be licensed to enable text notifications. Contact our Administrative department for more
information: Admin@ajsllc.com.

Once enabled, notifications will be set for any task that has Notify set to Text. The system option New Task
Default Notify controls whether this is enabled for new tasks by default.

By default, these text messages will send as “New Task created <Subject of Task>"

To customize this text:

1
2
3.
4

Click Administrative > Notifications > Text Messages.
Click Add.
In the top right, use the Notification Type drop-down to select Task New.

Enter a Title and Description; these are NOT the content of the message, but just internal labels.
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5. InText Input, enter the content of the message. Use the Merge Fields on the right to dynamically insert
text from the task. For example, the merge field {AssociateName} will put the associate’s name in the
text. The Text Output Sample window shows a preview of the text.

Click OK / Save and Close.
Click Administrative > Notifications > Text Message Administration.
Use the drop-down next to New Task to select the text template you created.

Click OK / Save and Close.

v e N @

Email Notifications

Email notifications can be automatically sent to associates when new tasks are created. Additionally, a Daily
Email can be sent that includes all tasks that are starting or due for the associate that day by enabling the Send
Daily Email of Tasks system option.

To use this feature you must have a valid email account and configure The Edge to use it. For instructions, see
Edge Email Setup.

Once enabled, notifications will be set for any task that has Notify set to Email. The system option New Task
Default Notify controls whether this is enabled for new tasks by default.

3 NOTE: Notifications require a valid email address and/or cell phone number on the associate

€
record.

Adding Tasks

There are five ways to create tasks:

Add Task
Opens task form allowing you to enter task details.

Task Wizard
Starts wizard that walks you through process of adding a single task.

Mass Task Wizard
Starts wizard that allows you to create and manage many tasks at once.

From Other Records
Tasks can be added from customers, items, service jobs (repairs, custom jobs, special orders, and appraisals),
and POS. They will retain a link to all related records.

Task Automation Rules
Define rules that will automatically generate tasks when trigger conditions are met.

"3

ﬂ NOTE: To create a single task that can be completed by multiple associates you must use the Task
Wizard and check the Selected Associate(s) Can Complete option when choosing associates.
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Add Task
This form allows you to add a single task. To use it:

1. Click Associate > Tasks > Add. The New Task window will appear.

MNew Task

0 Any Associate % Notify Category
+| Email
Text

Priority
$High  PMed ¥ Low

& Any Associate
Subject”
Start Date | Enter date £l ["] Require Notes on Completion
Due Date* | 10/4/2019 &=

Details

(ormz @)

Save /

Cancel
Close

2. Onthe top left, choose the associate. Tasks created for 0 — Any Associate can be completed by anyone.

3. Optionally, use the Notify setting to choose whether a notification should be automatically sent to the
associate via email, text, or both.

4. Optionally, use the Category drop-down to select what type of task this is.

5. Optionally, choose the Priority level for this task. The default is Medium.

6. Optionally, choose a Start Date.

7. Enter a Subject and Due Date. These are the only two required fields.

8. Click Save/Close to save your task.

‘Task Wizard
The Task Wizard steps you through the process of adding a single task. To use it:

1. Click Associate > Tasks > Task Wizard. The Task Creation Wizard will appear.

Task Creation Wizard

Task Setup Wizard

Who is this task for?

Associate® |1 | Tom Owner (1)

How should they be notified? (not required)
Email
Text

Next > Cancel
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2.
3.

Follow the onscreen prompts and use the Next button to advance through the wizard.

When completed, click the Finish button.

'Mass Task Wizard

The Mass Task Wizard allows you to create many tasks at once. It can be used to create recurring tasks and has

the capability to link tasks to customers, items, and service jobs. Tasks previously created with this wizard can

also be updated or deleted en masse.

To use the wizard to create new tasks:

1.

Click Associate > Tasks > Mass Task Wizard. The Mass Tasks Wizard will appear.

Mass Tasks Wizard

Mass Tasks Wizard

Choose whether you are creating new tasks or editing tasks previously created with this wizard.
@ New Tasks

Edit Existing Tasks

Delete Incomplete Tasks

< Back Next > Cancel

Select New Tasks and click Next.

Mass Tasks Wizard

Mass Tasks Wizard

What kind of tasks woudl you like to create?

Date Related Tasks
Associate Tasks

Customer Tasks

Item Tasks

Repair / Custom Job Tasks
Special Order Tasks
Appraisal Tasks

< Back Next > Cancel

There are seven types of tasks that can be created:
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Create tasks that repeat on a set schedule, i.e. Daily, Weekly, or Monthly.
Weekly tasks allow you to select specific days. Monthly tasks allow you to repeat
on a specific date (e.g. the 10™), the first day, or the last day of the month.

Date Related
Tasks

Associate Tasks Create tasks for multiple associates at once.

Displays the Customer Filter allowing you to enter criteria to select customers.
Customer Tasks Results are displayed when you click Next and you can choose one or more
customers to create and link tasks to.

Displays the Item Filter allowing you to enter criteria to select items. Results are
Item Tasks displayed when you click Next and you can choose one or more items to create
and link tasks to.

Displays the Job Filter allowing you to enter criteria to select repair or custom
jobs. Results are displayed when you click Next and you can choose one or more
jobs to create and link tasks to.

Repair / Custom
Job Tasks

Displays the Special Order Filter allowing you to enter criteria to select special
orders. Results are displayed when you click Next and you can choose one or
more special orders to create and link tasks to.

Special Order
Tasks

Displays the Appraisal Filter allowing you to enter criteria to select appraisals.
Appraisal Tasks Results are displayed when you click Next and you can choose one or more
appraisals to create and link tasks to.

4. Select the desired type of task, fill out any required fields (e.g. dates or filters), and click Next.
a. Date tasks will bring you directly to Task Details.

b. For tasks that utilize a filter, the matching records will be displayed. You must select one or
more records before proceeding to Task Details.

5. Task Details required fields vary by type and are noted on screen with an asterisk.

6. Enter details, then click Next and Finish to create the tasks.

"

G NOTE: Notifications are not sent on tasks created with the Mass Task Wizard, however these
tasks will appear on the Daily Email.

To use this wizard to update previously created tasks:

1. Click Associate > Tasks > Mass Task Wizard.

2. Select Edit Existing Tasks and use the drop-down to select the group of tasks you wish to update, then
click Next.

3. Task Details will be displayed. Make any desired changes, then click Next and Finish to update existing
incomplete tasks. Note that completed tasks will not be changed.

To use this wizard to delete tasks:

1. Click Associate > Tasks > Mass Task Wizard.

2. Select Edit Existing Tasks, use the drop-down to select the group of tasks you wish to delete, and check
Delete Incomplete Tasks.

3. Click Next and Finish to delete the tasks. Note that any task marked Complete will not be deleted.
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From Other

Records

Tasks can be added from customer, item, and service job (repairs, custom jobs, special orders, and appraisals)

records. They will retain a link to all related records including any applicable sales receipts. These links will be
displayed in the task list view.

Due Date T |Priority T |Associate b g
9/25/2019 Medium Nancy Gem
9/25/2019 High Sally Repair
9/25/2019 High Anyone

On the task record, the links will appear as icons in the top right.

corresponding record.

Status ¥ | Subject

Mot Started Appraise ring

Not Started Repair clasp

Not Started itern needs cleaning

¥ |Category
Service
Service

Inventory

Edit Task - Customer: Dominick Mastri
E 10 | Nancy Gem (10) ~ Category | Service v . eg. @
Priarity
Courls &R Any Associate | 4High  [PMed || ¥low G G2l i
Service
Subject” lﬂppra\se ring
Start Date | Enter date ] Require Notes on Completion
Due Date* | 9/25/2019 &
Details
Status | Not Started ¥ | Task Assigned by: Tom Owner
Completion Notes

Each record type now has an Add Task button at the bottom.

IR

-«

Links

C AS

Clicking on the icon will bring up the

Completion Date

52 Edit Repair #001-123881-001 Jamesport, Chad (001-00053) (=R
Describe The tem To Be Repaired
Htem Description: (For Customer Receipt)
Gents Rolex watch Declared Value —
[ Express Service 9
Private Notes Condition Notes:
Case backwas needed tightened L ‘\;
O =}
—
wo [ | | B show Al Associates tem# =
Tasks Pats  Htory
Describe the Tasks to be Performed
Task | | [ Description [ e[|
>1 SKU ~ || Moisture on the crystal. Just COA Parts
$0.00
?;S re-pressure tested. Back may not have been on tight enough. Othel
$0.00 <|
"
wol ] - :
< >
ETA [53i2018 ¥/ Location Sublotal 50.00
Move | Addob | Task [ ETAIs Estimated o Tax 50.00
Price Is Estimated
TaskUp | Task | Detal
s ™ el Done v Total 50.00
Move | Cancel/ Ficked Up Payments 50,00
Task | Uncancel || Uy
Canceled = Deposit 50.00
Down || Task Lug AU
Un 50.00
«<|[ < | erws |5 | » Sarel | pgdTask Reet | g5t GRS | comoel

Repair

a5 Edit Custom Job #001-131180-001 Diamend, Renee (001-04383)
General Tasks Pats  History

Describe the End Product (for customer receipt)

wide. Bezel set 15.59ct Blue Zircon in double milgrain bezel

Custom designed pendant 14 karat yellow gold using customers 28ct round diamonad as the bezel
setdiamend. Diamends to be supplied for the bal. Bailinside difiensiens Smm tall and 4mm

Other Details: (customer will not see)

Notty
<] sas [5[on] [ [ hadvee

Custom Job

Revert

[E=3/ER )
[ Express Service
[ Price Is Estimated
tem# ~
Subtotal 50.00
Tax 50.00
Total 50.00
Deposit 50,00
Due AtPick Up 5000

eta rzote 3]
[JETAIs Estimated
oone [
Picked Up

Canceled ~

Location:

Smves | OKiSme |
Stay & Close s

T
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Vendor Info
Vendor | 1D |G:

Style# [ER91131151W441JCSD4 ~

a5 Special Order #001-130696-001Lequire, Adam (001-17839)

Kem

~ ltem Type| RING

Style Note |

Pricing
[ Price Is Estimated

Cost Show Cest
pce
Quani1 |
e
T
epn

Category| 100] Diamond Engagement Rings -

Quartiies Ring Detals
o Style [Halo Design -
=l WMetal |14 Karat <
Recoivesl0 | Color [Yellow <
i e
Canceled[0
|
Complete[0 e
CustRewm[0 | Name
avie ] Cee& ]

[] Need More Info

o/ Appraisal Edit 2001-131348-001 Mastri, Dominick (001-17314)
General/Intake Info. Appraisal Detalls Preview  Netes

Liability Value 5$2,000.00| [£] ttem In Gur Possession

Name  |Domiick Masii_
Company
Street [1 Main St

Street 2

I

City [Shetton

Appraisal Fee $50.00] [ Feels Estimated
Tax $337
Sublotal 553.37
Deposit $0.00
Due AtPick Up 55337
Cost 520.00
Notity |
NeedBy 252018 |v,
ETA [5205 ¥ [JETAISs Estimated

Phone |(203) 430-5000

e

Location Notify [ ~ Done ~
Notifications are automatically sent when the item is entered into inventory. Notified -
Hotes
e
@ fem# v
ERl1212018 ! Description: | (Suggest) || ABC || abc || Abc
[CJETAIs Estimated
Ladies 14 karat yellow gold diamond engagement
Iiske Associstels) g, The center princess cut diamand weights
John Manager (#2) 23ct_and is of G/H color and SI1 clarty. The
{6t diamond weight equals 3558
And wedding band
Saved Save& | OK/Save
I<| < | esooresss | > || | SHES T Supervisor | AddTesk | || GKLS2YE | Cancel < 2004 > || =l Pring | AddTask Revert Sty &Close | Cancel
82 Edit Customer - Masti, Dominick (001-17314) =R EER (<= a2l ITEMS - 001-100-00381
General OtherKeys @ Balances Wish Lt Aciivy Notes | PopUps Oplions Appointments Genersl @ Stones Tag  Quartiies @ MNotes Pop-Ups Disassembled Pre-Appraise @ History Website
General Show () My Cantct Methods. ) A Contact Methods Item #001-100-00381 Category| 100| Diamond Engagement Rings -
O inactive o - Vendor Info Inventory Pricing
1D #[0011714 ootz v [Meros] Twe i oS | Vendor | ID[RE | HY -
Gender|ae | Fendle v Cel Dominick ~ (203)430-6000 ®® o5 B ndd Cose ~
Inveice # [470127 Status 1|
| [ ‘ Home Dominick  Dominick@aislle.com ®® BN [st.iss00]
ool e ‘ Quantiy s 0| ] e
Middle| I ] Home Dominick ~ LMain St ®® Ven Style # [3963.06 and 9963-02 ~]  Date Enterea[F202012 =
Shekon, T 06484 Style Note | | Entered 8y [(3) Jane Sales ] Curcent|_$1.195.00
Last| Magtr Dc -
st }M I 0g } ol Kessi (205006600 e® Barcode - Price Meth Fine Jewely, Indvidual ken Sold
Suffi
) Stosk Type | Stock < T
Kassi dmastri@gmail com
e | | : e® 0 et P Rt
y i 1 Main St
Company[AISLLC [ | e SR ®X® |(d] ] POS Frequently Sold iem Levels
B m‘da\l’y‘ﬂ = | ‘ % (1) Ring Details @ On Sale
Starts 7/5/2018
Color -
ot &
" RomED Description: [ABC | [ abe | [ Abc
A [ Company Account Shle
Dt Entered 97202078 e ] Suggest | [Lody's Yelow 14 Karst Bezel Set Engsgemert Fing
rier = s ) Email i Size 6.5 ch One 0.2t Round N/0 811 Diamond
+ + + o o
Last Merchandise Associate
Last Transaction Associate Tom Owner
el < Saved ve & Sviteh to Saved | OK/Save e e e e
<] < Tof 2 > | New Duplicate | | StPenviser || “gpouge (| Add Task Stay &Cloge | Cancel << || < Tof 22 > [ >0 ek | Dooteme | | Swpemvisor | Sgred | aadTask | OffLRen Cancel

Customer Item

Task Automation Rules
Define rules that will automatically create tasks when trigger conditions are met.

For instance, you can create a rule that generates a thank you follow up task each time an item is sold. Or, a rule
that prompts the associate to follow up with the customer when their repair is ready for pick up. There are
many more trigger conditions available.

For details: Task Automation Rules

Working with Tasks

Find / Edit

Find Tasks allows you to look up, edit, and complete tasks. To use it:
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Click Associate > Tasks > Find. The Find Tasks window will appear.

Find Tasks
Find Tasks

Due Date | - |

Assaociate | - |

Prnority | hd |

Status | - |

Category | hd |

Store | - |
Presets... Find Cancel

You can filter by the following criteria:

Due Date Date the task is set to be due.
Associate Associate the task is assigned to. You can select multiple.
Priority The priority level of the task.
Status The current status of the task.
Category The category or type of task.

Store The store the task was created in.

Enter desired criteria and click Find. A list of matching tasks will appear.

Due Date T |Associate T |Status T | Subject ¥ | Priority ¥ | Category ¥ | Links Completion Date T |Created By
9/25/2019 Anyone Mot Started Count case 5 Medium Inventory Tom Owner
9/25/2019 Jane Sales Not Started Follow up with gift ideas Medium Customer C Tom Owner
9/25/2019 Nancy Gem Not Started Appraise ring Medium Service C A(S Tom Qwner
9/25/2019 Anyone Not Started Count case 1 Medium Inventory Tom Owner
9/25/2019 Anyone Not Started Count case 2 Medium Inventory Tom Owner
9/25/2019 Anyone Not Started Count case 3 Medium Inventory Tom Owner
9/25/2019 Anyone Not Started Count case 4 Medium Inventory Tom Owner
9/25/2019 Sally Repair Not Started Repair clasp High Service C RS Tom Owner
9/25/2019 Sally Repair Not Started Call with custom job estimate for approval High Service clo@E Tom Qwner
9/25/2019 Anyone In Progress Special Order - call customer with price High Service C 0 Tom Owner
9/25/2019 Anyone Not Started item needs cleaning High Inventory 1 Tom Qwner
9/25/2019 Anyone Not Started move to clearance case Medium Inventory 1 Tom Owner
9/25/2019 Anyone Not Started move to clearance case Medium Inventory 1 Tom Owner
9/25/2019 Anyone Not Started advise customer wish list item on sale Medium Customer C Tom Owner
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4. To edit a task, double click it or select it in the list and click the Edit button.

Edit Task

|:|' 0 | Any Assaciate

Compisie & Any Associate

Inventory

Start Date | Enter date
Due Date™ | 9/25/2019

Details

Category | Inventory v
(@

#High  FMed ¥low

Subject” | move to clearance case

Priarity
Item

= Require Notes on Completion

Status | Mot Started

Completion Notes

4] e o

¥ | Task Assigned by: Tom Owner

Save /

Cancel
Close

5. To complete a task, click the Complete icon in the top left or set the Status drop-down to Complete.

6. Make any desired changes, then click the Save / Close button.

My Open Tasks

My Open Tasks displays all open tasks currently assigned to you. It can be used to look up, complete, and edit

tasks. To use it:

1. Click Associate > Tasks > My Open Tasks.

2. The login window will appear. Enter your associate credentials.

3. Alist of open tasks for this associate will appear. Note that only tasks assigned specifically to the
associate appear here. Tasks assigned to Anyone will not appear.

4. To edit a task, double click it or select it in the list and click the Edit button.

5. To complete a task, click the Complete icon in the top left or set the Status drop-down to Complete.

6. Make any desired changes, then click the Save / Close button.

Calendar

The Store Calendar has a tile for Store Tasks. This tile allows you to view and work with tasks.

< October - 2019 ~ ~ Day

Week Month 2 October 2019

02 Wednesday

Wedding Anniversaries for 10/2/2019 Birthdays for 10/2/2019 Store Tasks that are overdue or need to be done today.

| 2| 1 s | s 5041 (@) (24) Wedding Anniversaries (26) Birthdays ® @ store Tasks
=
7

¥ Filter tasks

00 AM

All Associates.
10:00 AM

For details: Store Calendar

associate

Double click to view
open tasks that are
overdue or due today

by
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Dashboards

The Dashboards feature includes list view tiles that can display task information. There are currently four
available.

Open Tasks All open tasks for selected associate(s) that are open.

Store and Associate All open tasks for selected associate(s) as well as tasks assigned to ‘Anyone’ that are
Open Tasks open.

All open tasks for selected associate(s) that are open filtered by dashboard date

Open Tasks by Date
range.

Store and Associate All open tasks for selected associate(s) as well as tasks assigned to ‘Anyone’ that are
Open Tasks by Date open filtered by dashboard date range.

O Nancy's Tasks Today (10/2/2019) AR« E' Close
Open Tasks Store & Associate Open Tasks
Due Date  Subject Priority Status Due Date  Subject Priority Status
10/2/2019  Appraise necklace Medium Not Started 10/9/2019 New purchase thank you follow up  Medium Not Started
10122019 S:jlg:ustomer Bob Smith re: special Not Started 10/9/2019 New purchase thank you follow up  Medium Not Started
10/9/2019 New purchase thank you follow up  Medium Not Started
9/25/2019  Appraise ring Medium Not Started
10/9/2019 New purchase thank you follow up  Medium Not Started
9/25/2019  Repair clasp High Not Started
10/9/2019 New purchase thank you follow up  Medium Not Started
9252019 ffi\::'ff. custom job estimate for High Not Started - , B o -
* Mot Tied to Date Values View List View List
Open Tasks by Date Store & Associate Open Tasks by Date
Due Date  Subject Priority Status Due Date  Subject Priority Status
10/2/2019  Appraise necklace Medium Not Started 10/2/2019  Appraise necklace Medium Not Started
1012/2019 g:r%lleur:ustomer Bob Smith re: special Medium Not Started 10/2/2019 Case count 1 Medium Not Started
1012/2019 gadlle::usloma Bob Smith re: special Medium Not Started
10/2/2019 case 10 count Medium Not Started
View List View List
For details: Dashboards
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