
ACT System

Basic Activities Data Key-in
By Associate 



This is the “Main Page”



After you have met with your prospect….

You may then key in your detail into ACT System

If you have planned earlier but you didn’t managed to 
meet him, you may also need to key in your detail into 

ACT System for recording purposes.



Click Here



Click Here



Click “Met” if you have 
approached the prospect, click 
“Not Seen” if you not meeting 
the prospect



Please key in your prospect name 
after your approach (Must key)
1. Name
2. Phone

Please key in message and 
reminder after you met



Click 
here to 

save



If you have met your prospect after few days 
for presentation….

Then key in your detail into ACT System accordingly…



Click Existing Customer to 
key in PRESENTATION 

details



Select the Prospect Name 
that you have PRESENTED



This page will appear as 
Default page

Then, click the “PRESENT” 
to key in information



Please key in the potential ANP that 
you have proposed to him via your 
presentation during your meeting

Also to key in message and 
reminder after your meeting



Click 
here to 

save



If you have Successfully Closed your case 
later…….

Then key in your detail into ACT System accordingly…



Click Existing Customer to 
key in your Successful 

Closed case details



Select the Prospect Name 
that you have CLOSED



This page will appear as 
Default page

Then, click the “CLOSE” to 
key in information



Please key in the actual ANP that you 
have closed. Don’t worry about the FYP 
amount, FYP amount will automatically 
change if you choose a different 
frequency of payment

Also to key in message and reminder 
after your meeting



Please select method of payment and 
the frequency of payment accordingly. 

Also to key in message and reminder 
after your meeting



Click 
here to 

save



If your client give Sales Referral leads 
to you….

Then key in your detail into ACT System accordingly…



Click Existing Customer to 
key in your Sales Referral  

Leads details



Select the Prospect Name 
that have given you the 

Sales Referral Leads



This page will appear as 
Default page

Then, click the “REFERRAL” 
to key in information



Then, click the “Add 
Referral” to key in 

information



You may key in the Sales 
Referral Leads details and 
click Sales, meaning is for 
sales approach in future.

Then click “Done”



This page appear after you 
have click the “Done” , 

kindly check and verify the 
Sales Referral Leads details



Then, click the “SAVE” if the 
Sales Referral Leads details 

is correct



To check whether your Sales Referral leads 
are properly keyed…..

Please refer to next page for the retrieve of information.



You can click P100 to check 
and retrieve the Sales 

Referral Leads information



This is your Sales Referral 
Lead keyed. You may then 
select downwards on the 
relevant information on this 
leads.

Then, click the above to 
save

Click here to 
save



If your client give Recruiting Referral leads 
to you….

Then key in your detail into ACT System accordingly…



Click Existing Customer to 
key in your Recruiting 
Referral Leads details



Select the Prospect Name 
that have given you the 

Recruiting Referral Leads 



This page will appear as 
Default page

Then, click the “NEW” to 
key in information



Then, click the “Add New” 
to key in information



You may key in the Recruiting 
Referral Leads details (Name & 
Phone) and click “Recruit”.

Then click “Done”



This page appear after you 
have click the “Done” to 

verify the Recruiting 
Referral Leads details



Then, click the “SAVE” if the 
Recruiting Referral Leads 

details is correct



To check whether your Recruiting Referral 
leads are properly keyed…..

Please refer to next page for the retrieve of information.



You can click R50 to check 
and retrieve the Recruiting 
Referral Leads information



This is your Recruiting 
Referral Leads keyed. You 
may then select downwards 
on the relevant information 
on this leads.

Then, click the above to 
save

Click here to 
save



To check your Activities Records from the 
ACT System…..

Please refer to next page for the retrieve of information.



You may click Search 
Activities to check and 
retrieve your Activities 

Records



Select the range 
of dates

This shows the entire 
activities for the 
particular dates

You may click one by 
one to check in details



If you click “Approach”, 
then the relevant 

records will be shown



If you click “Present”, 
then the relevant 

records will be shown



If you click “Close”, 
then the relevant 

records will be shown



If you click “Referral”, 
then the relevant 

records will be shown



If you click “New”, 
then the relevant 

records will be shown



Back to “Main Page”



Happy Prospecting 
& Marketing


