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Login to ActiveCampaign: https://pih.activehosted.com 
 
 
Add a note 
 
From the “Deals” section, click on one of your deals/contacts > Click Add Note  
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Add a task 
 
From the “Deals” section, click on one of your deals/contacts > Add Task > Add Title & 
Information and Click Add Task 
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Note: Click Mark Complete or the checkbox (below) when the task is completed 
 
 

 
 
 
 
 
 
View recent activity 
 
From the “Deals” section, click on one of your deals/contacts > Click Show All Activities on 
bottom right > Filter between All Activities, Campaign Emails, Deal Updates, Emails, Notes, 
Tasks 
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Commenting on activities 
 
From the “Deals” section, click on one of your deals/contacts > Click Show All Activities on 
bottom right > Click Comment on whichever recent activity you choose 
 
 
Note: to comment to a certain person (example: letting Melissa know about something) type 
“@” and enter Melissa’s name 
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Add a tag 
 
From the “Deals” section, click on one of your deals/contacts > Click on the customer’s name > 
Look under “General Details” and find tag section > Click and enter your tag 
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Filter EAB/PERQUE customers 
 
Click “Add a Filter” > Click “Custom Deal Fields” > Customer > Toggle “Is” section > Choose 
EAB/PERQUE or EAB and PERQUE 
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Sending an email 
 
From the “Deals” section, click on one of your deals/contacts > On the bottom right, click the 
customer’s email > Create email and send to customer 
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How to Add a Contact 
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How to Add a Deal 
 

 
 



 

 17 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 18 

 
 

 
 
 
OR 
 

 
 
 
 
 
 
 
 



 

 19 

 

 
 
 

 


