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Mass Update Tasks + Create Multiple Tasks + 
Activities Tab

Post install Setup Instructions and User Guide



1Step 1: Add “Activities” Tab

Click on "+" (right most tab) | 'Customize My Tabs' | Add “Activities" Tab. 



Step 1: Click Your Name | Setup | Customize | Activities 
| Choose Activities Search Layouts link.

Step 2: Add Mass Update Task Button to Activities List View

Step 2: Click Edit next to the “List View”
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Step 3: Add Button(s). 

Step 2: Add Mass Update Tasks Button to Activities List View 2



3Step 3: Add “Create Tasks” Button  

Leads/Contacts/Accounts/Opportunities/Cases

Click Your Name | Setup | Customize | 
Leads/Contacts/Accounts/Opportunities/Cases | Choose Search Layouts link | 
“Edit” List View -> Add Create Tasks Button.



Repeat the steps to add “Create Tasks” buttons for appropriate 
records (leads, accounts, contacts and opportunities)



How to Mass Update Multiple Tasks?

Option 1: Goto Activities Tab| Leads/Accounts/Contacts/Opportunities tab | select a 
list view | hit "go“. 

Option 2: Go to Standard Activities 
List View from Calendar Button



How to Create Multiple Tasks?

Goto Leads/Accounts/Contacts/Opportunities tab | select a list view | hit “Go“ | Select 
multiple records | Hit “Create Tasks” Button. 



Get Started Today!

Your Success.We look forward to…

Don’t be a stranger, give us a review.  Please share your experience
with the community


