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Storing extra information in contactLINK

	Feature
	Examples
	Advantages
	Disadvantages
	Further information

	Categories
	Type of organisation

Service provided

Mailings

Ethnicity (individuals)
	Like tick boxes and/or selecting from lists of options

Fast to record

Provides for easy and flexible selection of ‘sets’ of contacts
	The real world is not black and white and neatly divided into ‘categories’
	See document ‘Introducing contactLINK to your organisation.doc’ for further information on categories

	Actions
	Record details of:

· an email sent

· a mailout

· a meeting
	Historical/date related data

Useful for recording activities and categorising them for detailed reporting
	Can be slower to record
	Decide what to record as Actions, whether to use time spent,  whether to use Action categories and for what.

Think about the statistics that would help management, help individual workers and help funders.

See over for the difference between and setting up of Action Types and Action Categories.

	Outputs
	Supported x job applications

Helped raise £X,000 in grants
	Historical/date related data

Useful for recording quantities and reporting with totals (often required by funders)
	
	See Charities Evaluation Services - “What are outcomes?” – simple definition and examples http://www.ces-vol.org.uk/index.cfm
Outputs can be useful if you need to record quantities and report on them with totals.

	Locations
	London wide

District or Borough X

Parishes A, B & C

Etc
	Used for recording the geographical area covered by organisations.

As distinct from the physical location of their offices.
	Requires serious data input from staff
	Decide whether you need to store this data or whether the physical address is sufficient to do searches and selections.

Consider the needs of organisation, individuals and funders.

Look for specific examples of need rather than what might be useful.

	Events
	AGM

Training event
	Historical/date related data

Useful to record stages of booking and attendance as well as managing payments and special needs etc.
	
	See over for when to use Actions and when to use Events to store a record of meetings, training etc.

	User Defined fields
	
	Useful for recording one-off extra items of data that don’t fit anywhere else.
	Limited number of fields

Cannot select on Notes fields
	They include extra notes fields, date fields, number fields etc.

Use them sparingly.

Most requirements can be managed by using the other types of data listed above. Please feel free to talk to us about this.


Contact Categories

Used to categorise your organisations and individuals and identify mailings etc.

	[image: image3.jpg]In the picture you can see the list of existing categories for the current organisation.
	[image: image4.jpg]


[image: image1.jpg]Eie Edit yiew

=81

Contacts SELECT Actions MAILOUTS {REPORTS Batch Tols Adnin_ telp

| ©scect @Tag O viewal W ono@iiow D ea

8|

e

&

G

5y

Events

Ada Lewis Womens Hostel

| s e [ e o e e s e e )

View Category Spesiic boing detas b

Rediaot malfor

v omer ram &l
Safer and Stronger Communities Community safety
St snd SHonger Camminfies Domeelt ieneeAbise 1

Safer and Stronger Communiies | Hostel and temporary accommodatio

Voluntary arganisation Registered char
o o i Major Categories Minor Categories

‘Annual Income Asylum seekers/Refugess
Areas of work LGB (lesbian, gay, bisexual, transt
Children and Young People
Economy and Development S¢
Health and Social Gare
Safer and Stronger Communit
Beneficiaries
Age
BMER Community
Disability
Faith
General
Spedific needs
Membership of network, forum
Cavsa
Other HgF Forums
Other
People
Staff (full or part time)
Volunteers
Trustees/MC Members
Sector

25 of 2438

add | nddciose
D | _GrR| o





	as well as a dialog box with all the categories available and one selected and about to be added.


Action types and Action categories

	Action Type

What ‘physical’ action are you recording?

E.g. phone call, email, meeting, report etc
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	Action Categories

What is this action about?

What did you send?

Which project is it related to or does it need to be allocated to?

Who is this action for?




When to use an Action or an Event to record a meeting?

Examples of meetings:

	One to one meeting
	Small meeting of a few people
	One off training session
	Regular meeting of a network or Forum
	Training Course
	Event on a particular topic or area
	Major conference

	
	
	
	
	
	
	

	These first one or two are probably easiest recorded as Actions
	
	And these last one or two probably as Events

	
	And these centre ones?
They fall in‑between and could be recorded as either
	


And of course, as you become more familiar and experienced with actions and events it will become easier to decide which to use.

	Advantages of Actions

Faster and simpler to record
	Advantages of Events

Can generally store much more information

Can record stages in bookings

Can record attendance and non-attendance

Can handle payments/fees

Can identify different roles for people


What we need you to specify

Note: that all these lists can be changed/added to by yourselves at any time

	Feature
	What we need
	Examples

	Categories
	Major Categories and Minor Categories
	MAJOR

MINOR

Type of organisation

Charity

Statutory

Commercial

Mailings & Forums

E-bulletin

Newsletter

ABC Forum



	Actions
	Action Types

(a number are already set up in contactLINK)
	TYPES

Phone

Fax

Email

1-2-1 meeting

Group meeting



	
	Major Action Categories and Minor Action Categories
	MAJOR

MINOR

Projects

DFI funded

BME specific

Items sent

E-bulletin

Newsletter

General fact sheet



	Outputs
	List of possible Outcomes and Outputs
	Job applications supported

Amount raised in grants

	Locations
	List of the locations (if any) you want to monitor

(we can often source this from the Web)
	County

District
(or Borough)

Parish
(or Ward)

Settlement



	Events
	Event Types
	Conference

Training

	
	Major and Minor Event Categories
	MAJOR

MINOR

Projects

DFI funded

BME specific



	User Defined fields
	Anything else!
	


And remember, please do talk to us for guidance on what to use where.
This is provided for free within your Support Contract.

01364 649290 - contactLINK@ITsorted.org.uk
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