Activity Setup Notes & Considerations:
1. When setting up look up values, keep in mind that queries made by the end user will operate off the field code unless the expansion field is populated.

2. The alternative prompts for iMIS Activity fields are limited to 15 Characters.
3. When setting up look-up tables, insert the name of the activity type before the user defined field prompt. (example: TEST/Type)
4. Look-up tables are specific to the activity type. We do not have the ability to use 1 look-up table across multiple activity types.

	Field Name
	Field Length
	Notes

	Activity Type
	10 Characters
	

	Description
	40 Characters
	Description of the Activity Type

	Subtype
	31 Characters
	Subtypes can be defined based on Activity Type.

	Subtype Description
	255 Characters
	Searchable

	Note
	32,000 Characters
	Not Searchable

	Follow-Up
	32,000 Characters
	

	Activity Date
	Date Field
	System Generated

	Effective Date
	Date Field
	

	Thru Date
	Date Field
	

	Source (Assigned To)
	40 Characters
	Used as either a Marketing Code or the “Assigned To” Field. If Assigned To is populated as the prompt….this will create a lookup across all user IDs. ***If “Assigned To” is used and the activity is not assigned to anyone, then it will show up on all users’ task activities.

	Amount
	Money Field
	Used for activities that track a dollar amount

	Task Date

(Follow-Up Date)
	Date Field
	Specifies the date on which an activity record will be displayed in the user’s task list. NOTE: If Assigned To us not used in the Source Field, this field functions as User Defined Date Field.

	Action
	255 Characters
	Functions as a simple text box (not a drop down). For those activities related to Committees, the Committee Position is displayed here.

	CEU
	15 Characters
	Used with CEU module to specify the type or category of educational credit awarded. When used, it works with a look-up table.

	Qty/CEU
	Numeric
	# of credit hours or the frequency of a recurring request.

	UF_1
	255 Characters
	Text Field with Look Up capabilities

	UF_2
	255 Characters
	Text Field with Look Up capabilities

	UF_3
	255 Characters
	Text Field with Look Up capabilities

	UF_4
	Numeric
	Numeric Fields (#’s Only)

	UF_5
	Numeric
	Numeric Fields (#’s Only)

	UF_6
	Date Field
	Date Field

	UF_7
	Date Field
	Date Field

	CO_ID
	10 Characters
	When populated, this allows you to see this activity on the Family Record.

	Other Code
	30 Varchar
	UD character field with look-up table.

	Keywords
	255 Characters
	Security to see or no see based on one’s permissions.

	Allow User Edit
	Checkbox
	Create & Edit OR VIEW only (assuming one has the correct access key word.

	Profile Position
	Number
	Sets order in which you want this activity to appear on the custom profile report.

	Retain (months)
	5 Digits
	Numeric field (no alpha)

	Create History Tab
	Checkbox
	Creates a Tab on the Customer Portfolio.

	Tab Name
	16 Characters
	Name of Tab
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When deciding on the fields you need, please keep in mind how the fields are displayed on the activity. If you have the choice between using two different fields to track information, then you may want to consider placement as the final determination on which one to use.
