Corporate Office

7820 McLaren Avenue
West Hills, CA 91304
Telephone: (818) 999-0980
Fax: (818) 999-0981

support@bellserviceswest.com

WE 5 T www.bellserviceswest.com

Things To Do List

The Bell Services West “Things To Do List” application allows you to maintain a running Things To Do
List based on user entered information. For example, documents such as faxes, letters and Action Items that
are tracked can be entered in a “Things To Do List” instead of using paper logs.
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Figure 2 — Things To Do List

Documents are logged into the Main Entry Screen and assigned priorities. Once entered, activities are loaded
into the Things To Do database. If the item needs to be addressed now, the item is automatically populated
on to the appropriate user’s and user’s Manager displays. A New Item for Today’s List email is also
generated and sent. Every morning, a new Things To Do List is generated for the day. Items left over from
the previous day are added to the top of the list. As items are completed or removed, they are removed from
the active list and saved in the archive list. Delayed items are moved to appropriate date. Reports can then be
generated as required to show the status and completion information for current and past items. Alerts can
also be generated for High Priority items that are past due. Such as:

= Internal Fax Logs

= FElectronic Fax Parsing

» Local LAN Network Statistics
*  Email Logs and Email Parsing
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