
Lakeshore Contact Management Module

This module will give you easy access to customer, prospect, vendor, and salesman information,
such as overviews, notes.  It also has the Lakeshore Calendar which is an individual calendar 
within the Lakeshore system for each user id.

Contact Overview

The initial request screen has been simplified.  You can request the following overviews from 
this screen.  Requesting either the Customer or Prospect will open another field for the Contact 
Sequence.

Click on Enter Type Overview

Customer Customer Number Customer Overview

Customer Customer Number, Contact 
Sequence

Customer Contact 
Overview
Detail for this contact only

Prospect Prospect ID Generic Contact Overview

Prospect Prospect ID, Contact Sequence Generic Contact Overview
Detail for this contact only

Vendor Vendor number Vendor Overview

Salesman Salesman number Salesman overview

When you submit, the overview screen for your selection will open.
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Lakeshore Contact Management Module

From the overview, you can see recent contact notes, their open A/R, their credit history with 
you, and their booked and billed orders.  You can also access their open orders, order history, 
and easily generate new orders or quotes for the customer.  The Prospect Overview lets you 
access their contact information and any quotes on file for the prospect.

2 of 10



Lakeshore Contact Management Module

Contact Notes

Contact notes are individual notes associated with one of your contacts such as customer or 
vendors.   Unlike other types of notes like customer notes where you have one big blob of notes,
contact notes are assigned a date and note number.   Then, you can access each note separately 
and see just the notes about that particular subject.

If you are working on multiple projects for a customer, for example, you can keep the notes for 
each project separated.   Or, you can record each contact with a customer.

There is an option in the Marketing Letters/Labels section to automatically update the contact 
notes when you do a letter or mailing.

You can also assign contact and/or follow up codes to each contact note.    This lets you access 
the notes from the Create-A-Report so you can get a list of all the people to whom you sent 
Christmas cards, for example.

You can have both preset lists of common contact and follow up codes or you can enter a 
specific type of contact.

You can add a follow up task to your Lakeshore calendar by clicking by clicking on the 
Lakeshore Calendar icon (  ).
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Lakeshore Contact Management Module

Contact Whose Notes You Want to Review - Pick the type of contact. Then, enter that 
contact's ID or alias.

You can post notes related to these types of contacts:

• Customer - Click on the "customer" radio button and enter the customer's name, number 
or alias. You may select from the list displayed either the primary contact or any other 
contact you have set up for this customer.

• Prospect - Click on the "prospect" radio button and enter the prospect's name, number or 
alias. You may select from the list displayed either the primary contact or any other 
contact you have set up for this customer.

• Vendor - Click on the "vendor" radio button and enter the vendor's name, number or alias.
Select the appropriate vendor from the list displayed.

• Master Salesman - Click on the "master salesman" radio button and enter the master 
salesman number.

• Other - Click on the "other" radio button. Enter some sort of ID information in the 
contact ID field such as "ABC Inc" OR "Mom". There is no look up for this type of ID.

Start Date - If you have a lot of notes associated with a contact, you may not want to have all 
of them included in the list for you to review. You can ignore older notes by putting a specific 
date in the start date box. If you leave the box blank, all the notes you have on file for the 
contact will be listed.

The start date will default to one year before the current date.

When you click the "Submit" button, the specified entries will be listed as well as a link for you 
to start a new note.

Once on the new screen, any notes you have on file for the contact you specified on the 
previous window after the start date you entered will be listed. The date of the contact will be 
shown as well as a short description of the subject of the note. Click on the date to review or 
update the note.

The last entry in the table will have a "New" icon ( ) instead of a date. Click on this icon 
to add a new note.
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Lakeshore Contact Management Module

Lakeshore Calendar

One of the major new additions from this enhancement is the addition of a calendar integrated 
with other Lakeshore data. 

A sample calendar for one day is shown below.  The day you are reviewing will be highlighted 
in yellow in the actual calendar section.   Each date on the calendar that has unfinished tasks 
will be shown in red letters.

The date will initially be assigned as the current date so you can see your tasks for the day.   You
may easily move to other days to see what else is pending.   You can also go to a previous day if
you had some tasks left unfinished.    

To go to a new date, simply click on the date you want.
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Lakeshore Contact Management Module

You can sort the calendar data based on the information in some of the columns.   To do that 
click on the sort icon (  ) shown in that column at the top of the page.

There are links to the customer or vendor overview, to date-stamped contact notes, to orders or 
quotes as well as their notes.

If you need to reschedule a task or to schedule a second follow up, it’s easy to do right from this
screen.

The following columns are included in the detail at the bottom of the page.   

Delete?

Once a task is complete, you may flag it for deletion.   When you exit that day or the calendar, 
the task will be deleted.

Once the task is deleted, you cannot recapture it.   It will also not appear on any of the reports 
described below.
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Lakeshore Contact Management Module

Cmpl?

Once a task is complete, you may mark it as “complete”. When you exit that day or the 
calendar, the task will normally drop off your calendar.   If you mark it as “complete” but 
change your mind, you can click on the “Show completed entries” link to reconfigure the 
calendar for that day to include completed entries.

If you don’t use the “delete” option when you finish a task but mark the task “complete” 
instead, then at the end of the day you can print out a list of the tasks set up for the day and 
which ones were completed.    This could be a great way to monitor the progress of a new 
employee.

Tasks you don’t complete will stay on the calendar with the original date.   Any day with 
unfinished tasks will show in read in the monthly calendar.    You can move the task to a later 
date by clicking on the “reschedule” link.

Time

If you want to assign a specific time to a task, such as for an appointment or a conference call, 
you can enter that time when the calendar entry is set up.     You can click on the “sort” icon at 
the top of this column 

Company/Contact

In this column you will see the name of the company associated with the task as well as contact 
information.

Overview

If the contact associated with a task is a customer, vendor, or prospect, you can see the related 
overview by clicking on the overview icon shown in this column

Customer Overview

Prospect Overview
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Lakeshore Contact Management Module

Vendor Overview

Contact Notes

You can set up a new date-stamped contact note by clicking on the “New” icon.   

You can see recent notes by clicking on the “Recent” link.    A list of notes from the last year 
will be displayed.

You can see a list of  ALL contact notes for the contact related to this task by clicking on the 
“All” link.

Description

A description of the task is shown.    It will be shown in color if a priority code was assigned 
when it was entered.  The priority code is discussed further in the discussion below on the 
screen where new tasks are scheduled.

Order/Quote

If the task is related to an order, you will see the order number listed.   You can click on the 
order number to go and update the order.    You may also click on the order notes icon and the 
“link note” to get to those functions.   The “link note” function is a new function that lets you 
send an e-mail and have the contents of the e-mail captured in the order notes.    It is described 
in more detail in the Order Processing section.

If the task is related to a quote, you will have the same options as for the order.

Add’l Info

If there is additional information available about the task that was entered when the task was set
up, you can click on the “more detail” icon displayed (  )to see that information.   If no 
additional information is available, the icon will not appear.
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Lakeshore Contact Management Module

Schedule Follow up

If this task requires a follow up task, you can click on the pen/paper “update” icon (  ) in this 
column to call up a screen where you can enter your follow up task.   Basic information such as 
the contact and order number will be copied to the new task screen.

Reschedule entry

If you cannot complete this task for some reason and you want to schedule it for another day, 
you can click on the pen/paper “update” icon (   ) in this column to call up the task and 
modify it.    You can also use this feature to enter additional information or other changes you 
need to make.

The follow up and rescheduling entry screens have the same format as the “Schedule item on 
calendar” function described below.   

Schedule item on calendar

Each login will have his or her own calendar.   You can decide, however, when you are 
scheduling a task to whose calendar it will be posted.    The default will be to post the entry to 
your own calendar.    However, you can easily post to someone else’s calendar.  For example, a 
salesman may enter an order, then post an entry for follow up to his or her assistant.

You can post the entry to multiple calendars.    For example, you can put a sales meeting on 
everyone’s calendar by checking the boxes to post the entry to everyone’s calendar.

You may also set up priority codes.   Each priority can be assigned a specific color.   You can 
then assign the priority code to the task. based on its importance or other considerations.  For 
example, you might assign a color based on the  importance of the task.   Or, you may assign a 
color to each person so you can see who added an entry to your calendar.    Or you can assign a 
color to each department.    Or you can assign a color based on the type of task—one color for 
follow up, one for ship dates, etc.  This feature is optional and you can ignore it if you don’t 
want to use it.

The priority code will also allow you to sort your calendar entries for the day with the most 
important being first.    If you want to use it this way but don’t need the color coding, then you 
can just set the colors up as black and white.
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Lakeshore Contact Management Module

Note that everyone in the company uses the same set of priority codes.   However, you can 
assign a specific code to each user in their system options if you wish.

In addition to entering tasks on your calendar manually, you can also easily set up entries from 
other areas of Lakeshore.   As you enter orders and other information into the system, beside 
many fields you will see a new icon ( ).    Clicking on this icon will bring up a pop up 
window where you can quickly add events to your calendar.

For example, see the screen shot on the next page of part of the general information screen of 
the order.  Notice all the red arrows pointing to the new icon.   You can set up an entry on your 
calendar for a task or event related to any of these fields.     

If you click on the icon beside the Follow up Date, you can set up a calendar entry related to 
that follow up.   If you click on the icon beside the Ship date, you can set up a calendar entry 
related to the ship date.

Most of the information on the calendar entry screen will be picked up from the order or quote.

Depending on where you are when you ask for the calendar entry screen, you will have a list of 
possible contacts—staff (someone else in your organization), customer, vendor, decorator, 
salesman, prospect, or “other”(someone not on any of your files).

The description for the calendar entry will be pre-formatted but you may change it if you wish.
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