
Type in the details of the communication and click “Add Notes”

To view the Activity Log click on “Activity Log” at the bottom of system notes

The Activity Log will open in a new 
window and will have an option to save 

Once saved it can then be uploaded 
as a status report or added to the Final 
Report or Prelim

FLOOD ACTIVITY LOGS NOW REQUIRED

A communications log report is now required to be uploaded with the preliminary report and within every 14 
days as a status report until the file is closed and then the complete log is to be submitted with the final 
report. They are also required on all RAP status reports and closing.   

Creating Activity Logs in CMS
Each occurance of communication with the insured is to be logged in CMS via notes.

Click on the Note Icon to open system notes Click “Add Note”

Check the “Activity?” check box and choose “Communication” as the Classi ication



Creating Activity Logs in Simsol

Clicking the “Attach Log To Files” button will add a copy of the Activity log to Adjuster File History.

It can be found under Additional Files, click the link to open the PDF Document

Go to Activity Log/Diary

Enter in the details and click “Done”

When ready to add to the log click 
“New”

Repeat the process to add 
additional log entries

Click “Edit” to create a new log



Creating Activity Logs in Xact
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Last step will be to 
hit the save button 
and then to export 
and add into CMS 
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5/7/2020 Page: 1

Insured : Jim Gardner
Property Address : 123 River Rd , Littleton, NC 27850

Mailing Address :
Insured Tel. No. : (252) 532-0885

Policy No. :
Date of Loss : 5/4/2020
Catastrophe No. :
Adj. File No. :
Loss Amount: $9,968.48

Referral Date Date Insured Contacted: 5/7/2020 Date Loss Inspected: 5/7/2020

Activity Report

Activity Due: Not Completed

Description:

Activity First Call Due: 5/7/2020 Completed: 5/7/2020

Description: First call to Insured

We made our initial contact call to insured to set up our appointment for inspection.

Totals for completed activities

Total Hours: 0.00 Total Expenses: 0.00 Total Travel: 0.00




