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SYMANTEC LICENSE AND WARRANTY

NOTICE: SYMANTEC LICENSES THE ENCLOSED SOFTWARE TO
YOU ONLY UPON THE CONDITION THAT YOU ACCEPT ALL OF
THE TERMS CONTAINED IN THIS LICENSE AGREEMENT.
PLEASE READ THE TERMS CAREFULLY BEFORE OPENING THIS
PACKAGE, AS OPENING THE PACKAGE WILL INDICATE YOUR
ASSENT TO THEM. IF YOU DO NOT AGREE TO THESE TERMS,
THEN SYMANTEC IS UNWILLING TO LICENSE THE SOFTWARE
TO YOU, IN WHICH EVENT YOU SHOULD RETURN THE FULL
PRODUCT WITH PROOF OF PURCHASE TO THE DEALER FROM
WHOM IT WAS ACQUIRED WITHIN SIXTY DAYS OF PURCHASE,
AND YOUR MONEY WILL BE REFUNDED.

LICENSE AND WARRANTY

The software which accompanies this license (the “Software”) is the
property of Symantec or its licensors and is protected by copyright
law. While Symantec continues to own the Software, you will have
certain rights to use the Software after your acceptance of this li-
cense. Except as may be modified by a license addendum which
accompanies this license, your rights and obligations with respect
to the use of this Software are as follows:

= You may:
(i) use only one copy of the Software on a single computer;

(ii) make one copy of the Software for archival purposes, or copy
the software onto the hard disk of your computer and retain the
original for archival purposes;

(iii) use the Software on a network, provided that you have a li-
censed copy of the Software for each computer that can access the
Software over that network;

(iv) after written notice to Symantec, transfer the Software on a per-
manent basis to another person or entity, provided that you retain
no copies of the Software and the transferee agrees to the terms of
this agreement; and

(v) if a single person uses the computer on which the Software is

installed at least 80% of the time, then after returning the completed
product registration card which accompanies the Software, that per-
son may also use the Software on a single home computer.

= You may not:

(i) copy the documentation which accompanies the Software;

(ii) sublicense, rent or lease any portion of the Software;

(iii) reverse engineer, decompile, disassemble, modify, translate,
make any attempt to discover the source code of the Software, or
create derivative works from the Software; or

(iv) use a previous version or copy of the Software after you have
received a disk replacement set or an upgraded version as a re-
placement of the prior version, unless you donate a previous ver-
sion of an upgraded version to a charity of your choice, and such
charity agrees in writing that it will be the sole end user of the prod-
uct, and that it will abide by the terms of this agreement. Unless you
so donate a previous version of an upgraded version, upon upgrad-
ing the Software, all copies of the prior version must be destroyed.

« Sixty Day Money Back Guarantee:

If you are the original licensee of this copy of the Software and are
dissatisfied with it for any reason, you may return the complete
product, together with your receipt, to Symantec or an authorized
dealer, postage prepaid, for a full refund at any time during the sixty
day period following the delivery to you of the Software.

= Limited Warranty:

Symantec warrants that the media on which the Software is distrib-
uted will be free from defects for a period of sixty (60) days from
the date of delivery of the Software to you. Your sole remedy in the
event of a breach of this warranty will be that Symantec will, at its
option, replace any defective media returned to Symantec within
the warranty period or refund the money you paid for the Software.
Symantec does not warrant that the Software will meet your re-
quirements or that operation of the Software will be uninterrupted
or that the Software will be error-free.

THE ABOVE WARRANTY IS EXCLUSIVE AND IN LIEU OF ALL
OTHER WARRANTIES, WHETHER EXPRESS OR IMPLIED, INCLUD-
ING THE IMPLIED WARRANTIES OF MERCHANTABILITY, FIT-
NESS FOR A PARTICULAR PURPOSE AND NONINFRINGEMENT.
THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS. YOU
MAY HAVE OTHER RIGHTS, WHICH VARY FROM STATE TO
STATE.

= Disclaimer of Damages:

REGARDLESS OF WHETHER ANY REMEDY SET FORTH HEREIN
FAILS OF ITS ESSENTIAL PURPOSE, IN NO EVENT WILL SYMAN-
TEC BE LIABLE TO YOU FOR ANY SPECIAL, CONSEQUENTIAL,
INDIRECT OR SIMILAR DAMAGES, INCLUDING ANY LOST PROF-
ITS OR LOST DATA ARISING OUT OF THE USE OR INABILITY TO
USE THE SOFTWARE EVEN IF SYMANTEC HAS BEEN ADVISED
OF THE POSSIBILITY OF SUCH DAMAGES. SOME STATES DO
NOT ALLOW THE LIMITATION OR EXCLUSION OF LIABILITY
FOR INCIDENTAL OR CONSEQUENTIAL DAMAGES SO THE
ABOVE LIMITATION OR EXCLUSION MAY NOT APPLY TO YOU.
IN NO CASE SHALL SYMANTEC'S LIABILITY EXCEED THE PUR-
CHASE PRICE FOR THE SOFTWARE. The disclaimers and limita-
tions set forth above will apply regardless of whether you accept
the Software.

« U.S. Government Restricted Rights:

RESTRICTED RIGHTS LEGEND. All Symantec products and docu-
mentation are commercial in nature. The software and software
documentation are “Commercial ltems”, as that term is defined in
48 C.F.R. §2.101, consisting of “Commercial Computer Software” and
“Commercial Computer Software Documentation”, as such terms
are defined in 48 C.F.R. §252.227-7014(a)(5) and 48 C.F.R. §252.227-
7014(a)(1), and used in 48 C.F.R. §12.212 and 48 C.F.R. 227.7202, as
applicable. Consistent with 48 C.F.R. §12.212, 48 C.F.R. §252.227-
7015, 48 C.F.R. §227.7202 through 227.7202-4, 48 C.F.R. §52.227-14,
and other relevant sections of the Code of Federal Regulations, as
applicable, Symantec's computer software and computer software
documentation are licensed to United States Government end users
with only those rights as granted to all other end users, according
to the terms and conditions contained in this license agreement.
Manufacturer is Symantec Corporation, 10201 Torre Avenue, Cuper-
tino, CA 95014.

= General:

This Agreement will be governed by the laws of the State of Cali-
fornia. This Agreement may only be modified by a license adden-
dum which accompanies this license or by a written document
which has been signed by both you and Symantec. Should you
have any questions concerning this Agreement, or if you desire to
contact Symantec for any reason, please write: Symantec Customer
Sales and Service, 10201 Torre Avenue, Cupertino, CA 95014.



License and Warranty Addendum

The software you are acquiring has been specially configured to run on a network, and consequently
Symantec grants to you the right to use the enclosed Software on a computer network provided that for
each and every concurrent user on the network, you have acquired and dedicated one licensed copy of

the software.
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Getting Started

Welcome to ACT!™ 2000 for Windows—the only software application you
need to manage your business contacts. ACT! helps you keep track of a
virtually unlimited amount of information about your contacts. You can
schedule and track activities with your contacts; write memos, letters,
e-mail messages, and faxes to them; keep detailed notes and histories for
each contact; and perform many more contact-management tasks.

This chapter includes information that will help you get started with ACT!,
including system requirements and installation procedures. It also includes
a brief overview of the new features introduced in ACT! 2000.

What’s new in ACT! 2000

ACT! 2000 contains many enhancements to help you meet your sales goals,
manage your accounts, and improve your productivity. You can learn more
about these new features by taking a multimedia tour of ACT! 2000.

To view the multimedia tour of ACT! 2000:
1 Place the ACT! 2000 CD in the CD-ROM drive.
2 From the Help menu, choose Getting Started with ACT! 2000.

New Sales features turn opportunities into sales

If you are a sales professional, you will find that ACT! 2000 offers the tools
you need to move you closer to your sales goals. ACT! 2000 helps you
track your sales opportunities as they pass through the stages of the sales
development cycle. You can assign each opportunity to a sales stage—one
of eleven stages included with ACT! These stages were co-developed by
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Symantec Corporation and Dale Carnegie Training, a leader in business
training solutions. The sales funnel graphically depicts the number of sales
opportunities that you have at each stage in the sales development cycle.

Sales Funnel 5/4/00

~atplflf]  New Opportunity
3 Pre_ipproach
~eontll] 2 Initial Communication
2 First Interview
~stlll] 2 Opportunity Analysis
3 Solution Development
~oilf] 2 Solution Presentation
~aslll] 1 Customer Fraluation
2 Negotiation

—~eontll] 1 Commitment to Buy

1 Follow-up

The sales funnel shows the
number of sales opportunities you
have at each stage of the sales
development cycle

You can learn more about the sales stages, the sales development cycle,
and ways to improve your sales effectiveness with direct access to the Dale
Carnegie Training web site from within ACT!

Sales reports give you the numbers you need, but a graph can present sales
data in a more persuasive format. You can display your sales forecasts,
your closed sales, or your lost sales for the next week, the next quarter, the
next year, or any time period you choose.

QIFY00 ($)

Forecasted Sales

You can graph your sales
data as a bar or line graph,
with or without 3-D effect
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Show your forecasted, closed, or lost
sales for any time period you choose
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What's new in ACT! 2000

Expanded group features help you manage accounts

You can create

a hierarchy of |

your groups

The new Account
Layout contains
the fields you need
for company or
account records

If you currently use groups, you'll find that ACT! 2000 provides you with
greater flexibility and more information for managing your accounts and
organizing your contacts.

Create company or account records

The new group layout, Account Layout 2000, contains the fields you need
to use your group records as company or account records. Each group can
contain any number of subgroups as well as contacts. Use subgroups to
organize company or account data by department, region, or function.
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You can see all the notes and histories for the group, as well as for
all its subgroups and all their contacts

Accaunt Layout 2000

See your group and contact information in one place

You can view your notes, histories, attachments, activities, and sales data
for the group, for every subgroup within the group, and for all members of
the group and its subgroups. You can view every phone call you made to
every contact in a company, every sales opportunity with a company, or
every sale you closed with an account.
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Add contacts to your groups with a single click

If you have many groups and often add contacts to your database, keeping
your group membership up-to-date can be time-consuming. Now with
Group Membership Rules, you can specify the criteria you want to use to
add members to each group. Then, you simply run the rule—after you've
added many contacts or after you've created a new group—to add just
those contacts who match the criteria you specify.

Expanded Outlook support offers greater integration

If you use Microsoft Outlook for recording contact data, scheduling
activities with your colleagues, or sending or receiving e-mail messages,
you'll find that ACT! 2000 provides tight integration with Outlook.

Import your Outlook data into ACT!

If you use Microsoft Outlook 97, Outlook 98, or later, you can import your
contact data into ACT! to take advantage of the many contact-management
features that ACT! offers. You can even import Outlook Appointments and
Tasks, Notes, and Journal entries. Outlook activities that you import into
ACT! appear in your My Record and become ACT! activities: You can
change them, reschedule them, or clear them just as you can any other
ACT! activity.

Share your ACT! activities with Outlook—and vice versa

If you use an Outlook calendar to schedule activities with your co-workers
and ACT! to schedule activities with your customers and clients, you can
now view all your activities in your ACT! or Outlook calendar. You can
update your ACT! calendar with your Outlook activities—or update your
Outlook calendar with ACT! activities—to avoid scheduling conflicts.

Use Outlook e-mail within ACT!

You can now send, receive, and manage your Outlook 98 e-mail from
within ACT! You'll find the most common Outlook e-mail functions for
composing, sending, reading, and managing your messages are how
available in the ACT! E-mail window.
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Scheduling activities offers more information, greater efficiency

Do you frequently schedule the same activities over and over again? Do
you need to add more detailed information about an activity when you
schedule it or when you clear it? ACT! 2000 has the solutions for scheduling
multiple activities and recording more activity information.

Use an Activity Series to schedule multiple activities in a
single action

If you schedule the a project or task make up of the same activities over
and over again, the new Activity Series can save you time. Using an easy-
to-follow wizard, you specify the activities that you want to put on your
schedule. The wizard stores the Activity Series so that you can schedule the
activities at any time.

Add the details you need about your activities

If the Regarding field for an activity doesn't provide you with the space
you need for activity information, use the new Details tab. You can now
add a virtually unlimited amount of information to any activity—copy
driving directions to your client’s office and paste it in the tab, jot down the
highlights of a meeting, list the important points you want to cover in a
phone call, or add any other information about the activity.

When you clear an activity, you can enter or update the activity details:
Record the outcome of a meeting or the results of a phone call. The activity
details are included in the activity history.

Track your activity-related expenses

If you use Quicken ExpensAble to track expenses, you can now record
activity-related expenses when you clear an activity. Just click the Expenses
button when you clear the activity, and ACT! launches ExpensAble so that
you can enter expenses. A history of the expenses is included in the history
of the activity.

If you don’t use Quick ExpensAble and would like to try it, a trial version
of the application is included on the ACT! CD.
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Enter lengthier notes and activities in SideACT!

If you use SideACT! to jot down activities, you'll find that it now offers an
expanded text field where you can enter more information. When you
schedule the activity in ACT!, the information you entered in SideACT! is
placed in the Regarding field for the activity and in the new Details tab, if
necessary.

Improved lookups make finding contacts and information faster

Have you tried to find the contact with whom you spoke about an
upcoming event, but couldn’t? You can’t remember if you added the
information to the contact’s Notes/History, to the Last Results field in his
record, or in the Details of a scheduled activity. Now you can search your
database not just for the contacts you need, but also for the contact
information you need. Keyword Search has been greatly expanded to
search for more areas of contact and group records.

After you've found the contact you're interested in, you can use Keyword
Search to narrow the information in the contact record. If you need to find
a note that you entered for the contact, but the contact record contains
many lengthy notes, you can use Keyword Search to search just the Notes/
History tab for a word or phrase.

You can now search on more fields in contact and group records, including
indexed and non-indexed fields. You can also easily search for contacts
with no data or any data in a field. Before sending an e-mail to all contacts
in a lookup, you can easily find those without an e-mail address and
remove them from the lookup. Or, find all contacts with a fax number
before sending a mail-merge fax.

Enhanced e-mail support makes sending, managing e-malil

easier

You can now quickly address an e-mail message to the current contact:
Simply click the E-Mail Address field in the contact record. ACT!
automatically opens the E-mail window with a blank e-mail message
addressed to the contact.

ACT! 2000 allows you to view HTML messages in ACT! Click an Internet
link in the message to automatically start your default web browser and go
to the web site; click an e-mail address in the message to create an e-mail
message that is automatically addressed to the correct recipient.



System requirements

If your inbox often contains many messages, sort the messages by date, by
sender’s name, or by the data in any column. Simply click a column
heading to sort the list; click the heading again to reverse the sort order.

If you attach an e-mail message to a contact or group, you can now filter
the Notes/History tab for the record to display or hide the e-mail
attachments.

Productivity enhancements increase your efficiency

ACT! 2000 contains many productivity enhancements that make entering
data faster, easier, and less error-prone.

In a database created in ACT! 2000, several fields in contact and group
records now automatically add new items to their drop-down lists as you
enter them. If you enter the name of a city in the City field in a contact
record, for example, ACT! adds it to the list. The next time you enter a
contact record, you can simply select the city from the list by typing the
first few letters. To specify that other fields automatically add items to its
drop-down list, see “Adding drop-down lists of data to fields” on page 299.

You can now use the items in the drop-down list in one field in the drop-
down list of another field. Now the drop-down lists for fields such as City
and Home City in contact records and City in group records can all contain
the same items.

Customizing ACT! for efficiency is easier, faster, more versatile

You can increase your productivity even more by customizing the menus,
toolbars, and shortcut keys in ACT! Customizing ACT! for efficiency is
easier and faster than ever. You can quickly create a new toolbar that
contains all the tools you need to create and maintain your sales data,
rearrange the menus so that they are in the order that is most useful to you,
or add your own commands to new or existing menus.

System requirements

To use ACT!, you need the following hardware and software:

= An IBM PC or equivalent computer with a 80486/66 MHz or higher
processor; Pentium 133 MHz or higher recommended

= VGA or higher resolution monitor
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= Atleast 16 MB of RAM; 32 MB of RAM recommended
= Atleast 50 MB free disk space on your hard disk for installation

In addition to the disk space required to install ACT!, you need
sufficient disk space to accommodate twice the size of your database
when you reindex your database or synchronize data. For example, if
your database is 10 MB, you need 20 MB of free disk space when you
reindex or synchronize.

= CD-ROM drive
= Microsoft Windows 95, Windows 98, or Windows NT version 4.0
= A mouse or other pointing device supported by Windows

The following hardware is also recommended but is not required:

= Windows-compatible modem (for automatic dialing or modem-based
synchronization)

=  Printer supported by Windows

The following hardware and software are also supported:

=  Lotus cc:Mail, Lotus cc:Mail Mobile, Lotus Notes Mail 4.6 or later,
Microsoft Outlook 98, Microsoft Outlook 2000, Eudora Pro, and
Internet e-mail (SMTP/POP3)

= Microsoft Word 95, Word 97, and Word 2000
= WinFax PRO 8.03 or later and Microsoft Fax
= Microsoft TAPI-enabled telephone hardware and Caller ID support

The following networks are supported:
*  Novell Netware version 3.12 and later
= Microsoft Windows 95/98 Network
= Microsoft Windows NT version 4.0

Installing ACT!

If you are the only ACT! user, you can install a single-user copy of ACT! on
your computer.

You can use ACT! in a network environment to share an ACT! database. To
share a database on a network, install stand-alone copies of ACT! on each
network computer. In each computer that will access the database, specify
the location of the shared database.
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For more information about using ACT! in a network environment, see
“Setting up a multiuser database” on page 426.

Note: If you have a database that was created in a previous version of
ACT!, reindex the database before installing ACT! 2000.

To install ACT!:

1

2
3

Insert the ACT! 2000 for Windows CD into the CD-ROM drive.

The CD starts automatically, and the ACT! installation screen appears.
From the installation screen, you can install ACT! 2000 as well as the
trial version of several other products.

Note: If the CD does not start, double-click the My Computer icon
on the Windows desktop. Locate the CD-ROM drive in the
window, double-click the drive letter to display the contents of the
CD, and double-click SETUP.EXE.

Click Install ACT! 2000.
Follow the on-screen installation instructions.

When installation is complete, register your copy of ACT! You can register
online if you have a modem or over the Internet. You can also print and
mail the registration form. Be sure to register ACT! to receive notification of
new product versions and special offers.

Removing ACT! from your computer

If necessary, you can remove ACT! from your computer.

To remove ACT! from your computer, do either of the following:

Click the Windows Start button and choose Programs >
Symantec ACT! > Uninstall.

Click the Windows Start button and choose Settings > Control Panel.
In the Control Panel, click Add/Remove Programs. In the Add/Remove
Programs Properties dialog box, select ACT! 2000 and click Add/
Remove.
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Understanding ACT!

A contact is a business associate, friend, or anyone you need to keep track
of. You enter information such as the contact’s address, phone number,
and fax number—the information on a typical business card—as well as
virtually any other information. A contact record contains information
about a contact in fields.

As you add contact records, ACT! saves them in a contact database. (To
view a sample database, open the ACTSDEMO.DBEF file, which is included
with ACT!) Generally, you create and maintain only one database for all
your contacts. You can, if necessary, create more than one ACT! database;
however, only one database can be open at a time.

When you open an ACT! database, the Contact window displays a contact
record. On some monitors, the View bar appears in the lower right corner
of the window. To move the View bar to the lower right corner, right-click
the View bar and choose Mini View Bar from the shortcut menu.
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The bottom of the window displays additional contact information. To
change the view in the bottom of the window, click a tab. For example, if
you click the Activities tab, the bottom of the Contact window displays all
activities scheduled with the current contact.
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I | Calls I High IAII dates 'l Select Users... | _I
:z reedtlngs :z tdedlum ™ Shaw only imeless
v aluk i
oo o ™ Show cleared activities V' Show Outlock activities
\/| Type | Date | TimeA| Pricirity | Regarding | Details | Duration
23 10/15/99 10004 High Quarterly sales update 3 hours
@ 11425439 MOME Medium  Thanksgiving Holiday 2 days
B 12413499 314 PM Medium  Mational Chocolate Importers Assoc. Conference S ddays
@ 12/24/93 HOME Law Pack for vacation 5 mirutes
By 122759 316 PM _ High ' 5cation 8 days %
4] MotesHistory  Activities | SalesiOpportunties | Groups | User Fields | Phonefome | &R Contacts | Status | ]

L Click a tab to view different information for this contact. In this figure,
the Activities tab is selected

Each tab displays different information. The Phone/Home tab, for instance,
contains fields for additional phone numbers for the contact as well as the
contact’s home address.

Alt Phone | o Ext. | | Home Address 1| | =
Mobile Phone I:l Home Address 2| |
Pager I:l Home City [ |
Home Phone I:l Home State I:l Home Zip I:l

Home Country | |

-
4] MotesHistory |_Activities | SalesiOpportunities ] Groups | User Fields  PhoneiHome [&f Contacts | Status | ]JJ

The Phone/Home tab shows the home address, home
phone number, mobile phone number, and more

You can click any tab at the bottom of the Contact window, but the current
contact in the top part of the window does not change. All the information
in the tabs is associated with the currently displayed contact.

Changing contact layouts

The Contact window displays information in an arrangement defined by
the contact layout. A layout is a design that determines how information is
displayed and which fields of data are displayed. ACT! includes several
layouts. You can choose the layout that best suits your needs, or you can
create your own.
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Note: In international English versions of ACT!, the labels of several fields
vary from those shown in this manual. For example, in the U.K. version of
ACT!, the State field is called County, and the Zip field is called Postcode.

To switch to a different layout:
Choose a layout from the layout menu at the bottom of the window.

Large Font

Classic Contact 1

Classic Contact 2
Contact Layout 3.0
Contact Layout 4.0
Contact Layout [16-Calor]

[[_ Contsetlawout2000  |— Click the layout menu to select a different layout

Using the toolbar

A toolbar appears at the top of the Contact window. To find out what a
tool does, move the pointer over the tool to display a tooltip.

Number of contacts

Move to previous Move to next

contact record
Move to first

contact record _‘

contact record

Move to last

Display ACT! hel,
’7 contact record isplay ACT! help

“I{ et oM \@E|D@@‘?@Eﬁ‘
Rest the pointer over a

?\

tool to display a tooltip

You can customize the toolbars in each ACT! window to include the tools
you use most often, and add your own toolbars to any ACT! window.

Viewing the status bar

The status bar appears in the lower-left corner of the Contact window. The
text in the status bar depends on the action you perform. In the Contact
window, it generally shows the name of the current lookup. A lookup is a
selection of contact records based on criteria that you specify. This status
bar shows that the lookup consists of all contacts in the database.

Lookup: &ll Contacts
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Switching windows

The Contact window is one of several windows in ACT! Each window
provides a convenient way for you to perform such functions as viewing
contact information, scheduling or viewing activities, or writing e-mail. By
clicking a button in the View bar, you can quickly display a different ACT!
window. (You can also display these windows by choosing a command
from the View menu.)

Tip: To display a smaller View bar in the lower right corner of the ACT!
window (similar to the window icons in previous versions of ACT!), right-
click the View bar and select Mini View Bar from the shortcut menu.

Expanding or shrinking the tab area

Some tabs, such as the Notes/History and Activities tabs, contain more
information than you can view. You can use the scroll bar in the tab to
scroll through entries, or you can make the displayed size of the tab larger.

To expand or shrink a tab:

Position the pointer on the splitter bar above the tab. When the cursor
changes to a double arrow with two lines, drag the splitter bar.

T . -
I Company |CH Gourmet Imports =] Address 13 East Gdth Street
[ i (Chriz Huffriar |
| 1
|CED |
Department |E0rp0rate | City Mews York,
Point on the FI‘hone |212-555-6756 | Ext. | | State MY | _ILI
. 4 3
splitter bar and ~—2=
drag up or down Fllter_v'l Shawtypes———  Dates to show: [=]
¥ Motes W Attachments £l dates - Insert Mote | —I
IV Histories ™ E-mail -
Select Users... | [efais. . |
Date | Time | Type | Regarding | Record Manager | Attachment
5/6/99 320 PM Meeting Held  Quarterly sales update Chiriz Huffman
1044499 5:00 PH Meeting Held  Quarterly sales update Chiiz Huffman
11/25/99  12.004M  TodoDone  Thanksgiving Holiday Chriz Huffrman
56400 E:00 Pt To-doDone  Pack for vacation Chris Huffman

R/30/00 .00 Akd Meeting Held  Mat! Chocolate Importers Conf. Chris Huffman

-
MatestHistary [ Activities | SalesiOpporturiies | Groups | User Fields | PhoneMome | A Cord) 4 | »IJ

You can also expand a tab so that it fills the entire Contact window.

To expand a tab so that it fills the Contact window:
Drag the splitter bar upward, or double-click the splitter bar.
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Tip: If you do not see any part of the Contact record, you may have
inadvertently expanded the tab area so that it fills the window. To return
the tab to its original size so that you can see the Contact record, double-
click the splitter bar at the top of the tab.

Viewing a list of your contacts

To sort the
Contact List,
click a column
heading

The Contact window displays only one contact at a time. If you prefer to
see your contacts in a list, display the Contact List.

LCT! - [ACTS5demo - Contact List]

JJ@ File Edit Contact Lookup ‘wite RBeports Tools IntemnetLinks Miew ‘Window Help _|ﬁ||1||
i fham v BH 008w s AEE @Y 2
| Edit Mode =l Teasl | Unegall | LookupSelected | Ot Selected | ii
- Company | Contact | Phane |F'h0ne Ext.| Title | Address 1 |
Pat Fojas Huffman 212-5585-8760 Spouse
WBussie Meats Simon Lazarus [E1] 38236203 Frincipal E44 Chapel Strest

Bed, Breakfast & Beyond George de la Hoya 216-555-3205 Editar 2897 M. Baker Rd.

| |Bed, Breakfast & Beyond Roger Yittario 216-655-3205 Director 2897 M. Baker Rd.

| |[Eerkshite Fine Teas, Ltd. Mr. Joe Bloggs [44] 01234 BEFE30 Sales Rep. 3, The Ridings
_Big Chuck Diners Ms. Heather Willis  404-555-4577 208 M anager 405 Mill Road

| |Elack Farest Baking Krigti Elmendorf  [49] 21199170 834 M anager Grafenburger Allee 15

| |Elack Farest Baking Her. Helmar Klug [49] 21199170 837

L Managing Director  Grafenburger Allee 15
Groups -

CH Gourmet Imports Emszt Anderson 415-585-2909 Salez Rep. BRZ2 Everett Ave
. _EH Gourmet [mports Gunther Anderson 415-555-3539 Salez Rep. 0345 Gorky
Lo CH Gourmet Imports Cecil Carter 212-855-7323 Public Relations Mar. 13 East 5dth Street &
Task L1 3_' _>l—|
<MNo Groups> |

In the Contact List, you can add new contacts and edit contact information.
In addition, you can select the contacts that appear in this list, sort the list
so that the contacts appear in an order that is convenient for you, and add
columns to the list so that it displays the information you need. For more
information, see “Entering contacts in the Contact window” on page 44.

Looking up contacts

Often you will need to look up a single contact or several contacts with
something in common, such as all contacts who work for the same
company or in the same city. To find a contact or contacts, you perform a
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lookup. A lookup is a set of contacts based on criteria you specify. In most
cases, you can do a lookup using a command on the Lookup menu.

Lookup

My Record
All Contacts

Find contacts by searching for any word

g Kepuord Search.. = that appears in the contact’s record

LCompany...
First Mame...
Last Mame...
Phone...
City... Look up contacts by company, first name,
State... last name, city, state, or other fields
Zip Code...
10 #5tkatus...
E-mail Address...
Sales Stage...
Other Fields...

Previous
By Example

Internet Directory. ..

Synchronized Becords 4

B Modify Menu...

(In international English versions of ACT!, the commands on the Lookup
menu may differ.) You can create more complex lookups to precisely
define the criteria you want. For example, you can look up all contacts
who work in Purchasing for companies located in three states. For more
information, see “Finding contacts and contact information” on page 69.

Categorizing and organizing contacts

You may find it useful to categorize your contacts so that you can quickly
bring up a collection of records based on specific criteria. For example,
you can categorize some contacts as personal and some as professional so
that you can quickly print an address book for either sets of contacts. You
may want to set up categories for contacts based on their business so that
you can send bulk mailings to specific categories of contacts.

There are two ways to accomplish this:

= Use the ID/Status field in the Contact window to assign contacts to
categories such as suppliers, vendors, and consultants. ACT! includes
several categories in the ID/Status field, but you can add your own
categories or delete those categories that you do not use. You can then
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use the ID/Status command in the Lookup menu to find all contacts in
a category.

=  Create groups of contacts, which represent accounts, company
records, or any other collection of contacts with something in
common. A group might be a company, a sales region, golf partners,
prospective clients, customers, or sales representatives. You assign a
name to the group and select the contacts who make up that group.
Although setting up groups is slightly more complicated than setting an
ID/Status, groups let you keep track of notes, history, activities, and
sales for the whole group instead of for each contact. In addition, you
can use a group record as a company record, and include subgroups
for each department, region, or division in the company. For more
information, see Chapter 14, “Managing Groups and Accounts.”

You add or remove a contact from a group, view members of a group,
keep group activities, find groups, and do other tasks in the Groups
window. The following illustration shows the Groups window and its
Notes/History tab, which lists the notes and histories for the selected
group, its subgroups, and the contacts in the group and subgroups.

i ACTI - [ACTSdemo - Groups]

J%Elle Edit Group Contact Lookup ‘wWite Sales Heports Tools Intemetlinks View ‘Window Help ;Iilﬂ‘
o 1 <

You can create any SE[ k#0045 [% e

=& Al Groups - 17 grouy iy
number Ofgroups % CH Euurme?lm;; Group Hame |Cordoba Caffee | siCCode [ ]
and view group —— =42 [HRRS | Descripti Fetail caffes chain with locations thraughout)  Industrp Retail
. - . A th I
information in the ﬁ E::‘;’:{L’i:g';l ) © county Revenue  [12.000,000 |
Groups window . g Eastemn Regi | Division | Empl 25 ]

- g Westem Pegl [ pogion | ReferredBy |aier ]

[
[
B8 Elliot's Departmen |
& Golfing Buddies | Ticker Symbol [ J
& Kuik-e-arts Web Site [y cordobacaftesrz com ]
& Little Comer Swee

&2 Nuts and Things
-8 Perny Tree Food:
& Shariott Suites Ho

E-&R Suppliers
o g Daskets
to gl Candp & Muts
o g Coffez and Te
Lol Meats 4 | ﬂ
=-&8 Trader Depot =
. o Corporate Off Fre T “shw Show for Dates to show :II
8 East Cosst E Males E Curent group 21l dotes =] Irsert Note
Tabs in the GI’OUpS R West Cosst ¥ Histories ¥ Contacts in gioup -
3 v Attachments V¥ Subgroups Select Users | et |
window show notes, ¥ E-mail ¥ Contacts in subgroups
histories, and other s | s | ue T (= o
information for the 07121998 3.29PM Field Changed  |D/Status - Cuslomer Carl Bowman
. 0742M333 323 PM Field Changed  1D/Status - Customer Ms. Gloria Lenarss
entire group 01999 FI0PM ClosedAWan Sale Gift Baskets, Special order, Ms. Glaria Lenaies  Cordoba Caffee: CEHIIJ
$5,304.00 -
‘ | 17 it | FERGGS | Sel ot lmii o | ETy i | I ] s | [ S | L

Account Layout 2000 [ 51 &5 &R i - =T
Change to the Mini View bar to display more

information in the Group window
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Scheduling appointments with your contacts

With ACT! it is easy to keep track of business and personal appointments,
including meetings and phone calls. You can schedule a meeting with any
number of contacts and send each an e-mail message before the meeting.
ACT! can even alert you before the scheduled appointment.

Using SideACT!, a separate application installed with ACT!, you can quickly
record a reminder to yourself. Because SideACT! occupies only a small
portion of your computer screen, you can keep it running as you work in
other applications.

You can view your activities in the Daily, Weekly, or Monthly calendar.

Tuesday, December 21,1393 Wweek: 51 |44 D ber 1993 ] View meetings, calls,
- S M T W T F § .
Sgg I 5 4 and to-do items for one
5 B 7 8 9 10 11 H H
o e L ez day in the Daily calendar
19 20[A 22 22 24 -
% 7 ® 2 WA

R [ ]10:00 4 - Riobin Herny 60151
Pz—aunu 128, Staff mesting
1230 Tee 21 Weski 51 Wed 22 l #Decenber 199331 ] O for one

S C Flanders -De 00 | s M I W T FS| weekinthe
200 1 2 3 43
10:00 @5 KEimendod Confmappe (5 6 7 8 9 10 11 Weekly
i i 1213 14 15 16 17 18 lond
3:30 1:00 153 C Flanders - Demonstrat 12000
4:00 2:00 200 | P Leach ... - Yealy revier []10:00 &M - Robin Herry 801-51
4:30 3:00 D Hagel - Request upd: | 3:00 &
Staff meeting
5:00 4:00 | 4:00 M
5:30 Tuesday, December 21, 1933 Weelc 52' 44| «|December 1399 »| »)
6:00 Sun Man Tue Wed Thu Fri Sat s M T wT F s
&30 1 2 3 1 T2 3 4
= R Henry - Staff me|S Lazarus - Place |3 Repnolds - Fax 5 6 7 8 9 10 11
AT M Wiggum - Folloy 12 13 14 15 16 17 18
8:00 19 2021 22 23 24 &
8:30 26 27 28 29 30 A
5:00 — -
- Fiaki £
9:30 E E F E E T I %WQUSUA;’W Fiobin Henry 6015
:ggg IR Heniy - Staff me IH McMakin - Gitt [T Passaquals - Fz 55 Staft mesting

See your month at a
glance in the Monthly

DT 00 P - Craig Flanders 4025

[0 emanstration

]300 PM - Duif Yon Hagel [41]

15 16 17 18| | & Request updated prices

13 14
Schiffer - Fax are/S Brightwell - Fall T Paszaquale - Fo ["NONE - Selma Cooper ... 541-

IC Waldiva - Fax ar R Henry - Staff me; @ Send sample

Mational Chocalate Impol

calendar

iE 2 ] 2 =

Cooper ... - Ser|K Elmendorf - Con Pack for vacation
R Henry - Staff mefw Leach . - ves
L Flanders - Demc(C Huffman

D Hagel - Reques|

26 2 28 23 30 il
R Henry - Staff me;

You can print a calendar in a variety of standard formats such as Day-Timer
and DayRunner and keep a copy of the schedule in a personal planner.
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If you prefer, you can view your activities in a Task List. It can show any
combination of calls, meetings, and to-do items—for today, past dates,
future dates, or any range of dates you choose. The Task List in the
following illustration shows all tasks for today and future dates, including
completed tasks (displayed in Strikeout). Adjusting the columns in the Task
List shows more information. You can add columns, remove columns that

you do not need, and sort the list.

Filer "l Types to show Friarities to show-  Dates to show: ;I
¥ Calls ¥ High W Select Uszers... |
2 MEEUTQS I Medium ™ Show anly timeless
o st d Les V' Show cleared activities V' Show Outlook activities
v | Type | Date % | TimeA| Pricrity | Scheduled 'with | Regarding | Details | Duration Group
& 10/25/93 1.00PM High Wika Dempsey ... Dizcuss gift basket promation Z2hourz  Elliot's Department S
: @ 10430/99  12:00 AM Low Selma Cooper ... Send product brochure % 5minutes _I
@ 10431/99 MOME  High Fat Fojas Huffman  Anniverzary B minutes
I & 11/1/93 MOME  Medium Shiley Brightwell  Get the arder 10 minutes
I @ 1141493 MNOME  Low Simon Lazaruz Flace an order 5 minutes
I & 11/1/93 NOME  Low Ms. Gloria Lenares Confirm appaintment 10 minutez Cordoba Coffes
I & 111/93  200AM  Low Mr. Joe Bloggs Fequest updated prices 30 minutes
I B 117399 1.00PM Medium David Actman ... Dizcuss gift basket promation Z2hourz  Cordoba Coffes
v Jh——11/5/93 NONE—Low DuffvonHagel— Fan-order 5 Eminu
I BEa 11/8/93  EZ22PM High Stacey Gordon .. Product Prezentation 1 hour Penny Tree Foods C
114104991100 Ab_Low Herb Mebdakin Callta intraduss mysslf A0 it
I Bl 11413/99 330AM  Low James Aguilar .. Golfing at Public Courze E hours
I &  11/14/93 1200 4M High Selma Cooper ... Follow up B minutes
I iﬁg 1148/93 MOME  Low D %on Hagel Faw requirements for order B minutes hd
KN v 4

When you complete an activity, you can record a history of it. By viewing
a contact’s history, you can see when an activity was completed.

Filter Vl Shaw types Dates to show: ;I
¥ Motes W Attachments |A|| dates 'l Insert Mote |
IV Histories ™ E-mail -
Select Users... | [efais. . I
Date | Time | Type | Regarding | Record Manager Attachment ||
11/8/99 328 PM Call Completed Confirm appaintment Chriz Huffrman
This list shows 11/15/99  335PM  Mesting Held Breakfast meeting Chris Huffrmar
thg contacts _1 DETAILS:
hlStOfy Dizcuzzed gitt bazket promotion

230 PM
228 PM

Confirm appaintment
Send sample

Call Left Meszage
To-do Done

Chris Huffman
Chris Huffman

11418449
11423499
Motes/Histary [ Activities |_Sales/Opportuniies | Groups ]| User Fields ]| PhoneMome ]| AR Contacts | Status 4] |

-

Print the Activities/Time Spent report any time you want to review how
you spent your time in a single day, the past week, or any range of days.
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Entering notes about your contacts

Each contact record has a Notes/History tab where you can enter notes
about conversations and meetings that you had with the current contact.
For more information, see “Entering notes in a contact record” on page 59.

¥ MNaotes ¥ Attachments IAII dates j Inzert Nate I E

¥ Histories W E-mail

Filter V’l "Show types—————————  Datesto show: ;I

- Select Users. . | [Efais... |

J Date | TimeAl Type | Regarding | Record Manager | Altachment | Group
[l 051442000 245 P Mate Their web site containg information  Chiis Huffman

about planz for growth, They are

expanding gift shops in metropolitan

areas and are looking at offering

gourmet food items.

-
IE[ Matestistary [ Activiies | SalesiOpporturiies | Groups | User Fields | PhoneMome | Ak cord 4] | >|

Writing letters, memos, and faxes to your contacts

You can write letters, memos, and faxes to your contacts using the ACT!
word processor or Microsoft Word. You can also create bulk mailings that
are personalized for each contact and print mailing labels or envelopes for
each letter. Or send the letters using e-mail or fax from within ACT!

(S File Edit Insent Fomat Speling Wiew Window Help =& x|
ACT! automatically | D|@|E| #]5|%] &[] [Fieven = [0 = B|z[u]
adds today's date [ ] Al ] === = ==l =]
'P"'P"'F"'P"'l*' LB B |
the contact's name Friday, May 5, 2000 ||
and address ... ™ Carl Bowman

Cordoba Coffee Shops
1233 Avenue A
. L_Irving, Tx 75060
and the name in

the contact's [ Thank i inCHG I line of i fees. A d, |
. -, ank you for your interest in ourmet Imports' new line of specialty coffees. As you requested, | am
Salutation field 3you # Four con { oteri

sending you under separate cover our latest brochure describing our complete product offerings as well
as several samples of our most popular coffee blends.

Dear Clar\

You type the body

CH Gourmet expects to be enhancing its line of specialty coffees in the near future. At that time we will

——1 be conducting an Open House and Tasting for all our new and long-standing customers. | hope that you
of the letter will be able to attend; | think that you'll find that the newer blends ?rum Europe will be popular with your
customers

I loak forward to seeing you at the Open House. In the meantime, if | can be of further assistance to you,
| please don' hesitate 1o call.

Sincerely,
ACT! adds the
name and title in —_[85;:188:'1uﬁ'man )
the My Record A o L'_|
Ready

| INOM
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Sending e-mail messages to your contacts

ACT! works with several popular e-mail systems, such as Lotus cc:Mail and
Eudora, so that you can send e-mail messages to your contacts from within
ACT! You can attach files or ACT! contact and group records to your e-mail
messages so that you can share information with others. For more
information, see Chapter 11, “Using E-mail with ACT!”

Creating and printing reports

ACT! includes many pre-formatted reports. Each report is based on a
template, which defines the content and appearance of the report. You can
use the report templates as they are supplied. If the templates supplied
with ACT! do not meet your needs, you can create a custom report. You
can print any report or send it as an attachment to a fax or e-mail message.
For more information, see Chapter 12, “Producing Reports.”

Starting to use ACT!

To use ACT!, you must create a database. The information that you record
about your contacts, from addresses to activities and histories, is stored in
an ACT! database. If you used a previous version of ACT!, you can convert
the database from that version to ACT! 2000.

Starting ACT!

The first time that you start ACT!, the QuickStart Wizard appears. With the
wizard, you can:

= Connect to a LiveUpdate server to check for available ACT! updates
= Learn about the new features in ACT!

= Select and set up the word processor, fax software, and e-mail system
that you want to use with ACT!

= Convert an existing ACT! database to ACT! 2000 or create a database

If you do not have a previous version of ACT!, the QuickStart Wizard leads
you step-by-step through the process of creating a new database. If you
have a database from a previous version of ACT!, you can convert it to
ACT! 2000 using the QuickStart Wizard.
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To start ACT! for the first time:

1 From the Windows Start menu, choose Programs > Symantec ACT! >
ACT! 2000, or double-click the ACT! icon on the Windows desktop.

2 In the QuickStart Wizard, follow the on-screen instructions.

You can skip some panels, such as setting up e-mail. If you chose to
create a new database, the Enter “My Record” Information dialog box
appears after the last panel of the QuickStart Wizard. ACT! uses the My
Record information to create your own record, containing information
about you. Enter the My Record information and click OK.

You can create a new database without using the QuickStart Wizard or
open an existing ACT! database. The following table shows three possible
scenarios. Follow the directions for your situation.

If your contacts are in Follow these instructions

A previous version of ACT! for Open the database in ACT! 2000. See “Converting
Windows, ACT! for Macintosh, a database from previous versions of ACT!” on
1st ACT! for Windows, or page 40.

ACT!/1st ACT! for DOS

Another software application  Import your contacts. See “Importing data from
another application” on page 369.

A Rolodex, business cards, Enter all contact information into ACT! See
or paper-based organizer  “Entering new contacts” on page 43.

Creating a new database

You can create a database by using the QuickStart Wizard or the New
command on the File menu.

To create a database by using the QuickStart Wizard:

Choose QuickStart Wizard from the Help menu and follow the
directions in each wizard panel.
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To create a database by using the New command:
1 From the File menu, choose New.

New

File type:

Envelope Template
Label Template

Feport Template

o]

|ACT! wiord Processar Document
ACT! 'Word Processor Template

Microsoft wWord 95 - 2000 Document

Cancel |

—— Select this option

Help |

2 Select ACT! Database and click OK.

3

In the New Database dialog box, type a name for your database,

specify a location for it, and click Save.

A dialog box appears, requesting “My Record” information. The My

Record is the contact record for the database creator. In a multiuser
database, each user has a My Record. Fill in the My Record information

and click OK.

Enter "My Record” Information

My Record information appears in letters, memos, faxkes and reparts

to identify the creator of these documents.

— Create using

Company: I LI
[ I Cancel |
Address:l Select. |
| Help |
|
City: |
State:l Zip:l
Phone:l J Ext.:l
Country: IUnited States j

Converting a database from previous versions of ACT!

You can convert a database that was created in a previous version of ACT!
by opening the database in ACT! 2000. Before installing ACT! 2000, you
should reindex it in your previous ACT! version.
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Caution: Menus, toolbars, and shortcut keys that were customized in a
previous version of ACT! are not available when you upgrade to
ACT! 2000.

Note: You cannot open an ACT! 2000 database in a previous version of
ACT! You cannot share databases between ACT! 2000 and a previous
version of ACT!

To convert an ACT! 4.0 (or previous) database to ACT! 2000:

1 From the File menu, choose Open. In the Open dialog box, find and
select your ACT! database and click Open.

Convert Database E
C:\Program Filesh\Symante... CTAD atabase’actdemod. dbf
The file wasz created with a previous version of ACT!, and

will be converted ta ACT! 5.0, Would you like to create a
backup copy of the existing file?

’7 ¢~ Do not create backup

[ Move converted databaze to default folder

QK I Cancel | Help |

2 Select either of the following options:

= Create Backup—Creates a backup copy of the existing ACT!
database before converting it to ACT! 2000.

= Do Not Create Backup—Does not create a backup copy of the
database before conversion.

Tip: We recommend that you select Create Backup, unless you are
sure you have a current backup copy of your database.

3 If you want to place the converted database in the default database
folder, select the Move Converted Database option.

Tip: Although you can store the converted database in a different
folder, moving it to the default folder makes it easier to find later.
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Converting an ACT! 2000 database to ACT! 4 or ACT! 3

You can save an ACT! 2000 database as an ACT! 4 or ACT! 3 database. You
might do this, for example, if you send the database to an ACT! user who
has not yet upgraded to ACT! 2000.

Caution: If you convert an ACT! 2000 database to a previous version of
ACT!, you lose all sales data for your contacts and all fields in the Account
Layout except Group Name and Description. In addition, all subgroups are
converted to groups in an ACT! 3 or ACT! 4 database. If you convert the
database to ACT! 3, you also lose any data in the Ticker Symbol field, and
you cannot add the company name and phone number to list views.

To convert an ACT! 2000 database to ACT! 4 or ACT! 3:
1 From the File menu, choose Save Copy As.

Save Copy As E

“r'ou are about to make a copy of the currently open databasze.
Do you want to copy the entire database, or create an empty
copy?

L
" Create empty copy

Check only if you want to zave databaze az an eailier version.
™ Save Copy in ACT! 2.0 format
™ Save Copy in ACT! 4.0 format

QK I Cancel | Help |

2 Select the Copy Database option and the format that you want to use
to save the database and click OK.

3



Getting Your Contacts
into ACT!

Entering

After installing ACT! and creating or converting a database, you can begin
adding contacts.

new contacts

A contact record contains more than 70 fields in which you can enter
information. You can use as many or as few of these fields as you need.
You can add new contacts in either the Contact window, to enter all
information about a contact, or the Contact List, to enter the most
frequently used contact information. The Contact window shows all the
fields; the Contact List displays fields for basic contact information,
although you can display more fields in the Contact List if you wish. You
can also add fields for additional information about your contacts. To
customize fields in your ACT! database, see “Modifying fields in a database”
on page 293.

When you add a contact, you can add a blank record and simply fill in all
the information, or you can duplicate address information from another
contact record. For example, to add several contacts who work at the same
company at the same address, copy the address information and then enter
additional information for each contact.

To add a new contact:

From the Contact menu, choose New Contact, or click the New
Contact tool in the toolbar.
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To add multiple contacts with the same address:

1 From the Contact menu, choose Dup

Duplicate contact E

‘wihen creating a duplicate record, you can copy data from just
the primary fields or from all fields. Primary fields are shown in the
Drefine Fields dialog box.

" Duplicate data from all figlds

QK I Cancel | Help I—

licate Contact.

— Click for option details

2 In the Duplicate Contact dialog box,

select either of these options:

* Duplicate Data From Primary Fields—Copies data in the primary
fields in the current contact record. The default primary fields are
Company, Address 1, Address 2, Address 3, City, State (County,
Land, or Province), Zip (Postcode), Country, Phone, and Fax. To set

other fields as primary fields, see
page 295.

“Changing field attributes” on

= Duplicate Data From All Fields—Copies data in all fields in the

current contact record except the

Contact and E-mail Address fields.

Entering contacts in the Contact window

When you start ACT!, you see the Contact window, which displays each
contact in an individual form. If you haven't performed a lookup, the
counter at the top of the Contact window shows the number of contacts in
the database. The top area of the Contact window includes fields for the
most basic contact information, such as name, company name, and

address. Much of this information is also

shown in the Contact List. The

tabs at the bottom of the Contact window contain more fields for contact

information.
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- [ACTSdemo - Contacts]

JJ File Edit Contact Lookup ‘Wite Sales Bepots Tools IntemetLinks Wiew ‘window Help

W fuanr @6 B0Gws el @ Y2 |
CH Gourmet Imparts Address [13 East 54th Street ]
Chris Huffman [ ]
[ |
City [New York |
State
Zi
[Chris Country [United States |
1D/5tatus [ | E-mail Address | |
Ticker Symbol I:' Last Results [ |
Web Site [ |
User 1 | =] user? | ‘ ;I
User 2 [ |
User 3 [ | Users | ‘
User 4 [ |
User 5 [ | Userd | ‘
User 6 [ |
[+ ] NotesiHistory |_Activities | SalesiOpportunities | Groups  User Fields [Phoneiome | AR Cortacts | Status Tl _>H

Contact Layout 2000 | <No Group> |

Some fields, such as Company, Title, Department, and 1D/Status, include a
drop-down list. When you click in these fields, a button appears, indicating
that the field contains a drop-down list. You can select an item in the list,
or type the first one or two letters of an item and ACT! fills in the field with
the item that matches what you type.

Last Results

Dizcuzzed opportunities
Fallowed up

Got appointment

Just received information

LI

A4

In addition, by default the Company, Title, Department, City and Country
fields automatically add entries to their drop-down lists. If you type an
entry that is not in the list, ACT! adds it to the list automatically so that you
can select it for other contacts.

The following table lists the fields in the top part of the Contact window
and explains the kinds of information you may want to enter for each. Use
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the Tab key to move between fields. You do not need to enter data in any
of the fields.

In this field

Do this

Company

Contact

Title

Department

Type or select the name of the company that the contact works for. For a new
database, as you enter a new company, it is automatically added to the drop-

down list. You might want to leave this field blank for a personal contact or a
contact without a company affiliation.

Type the contact’s name. You can enter the full first and last names and a title
(such as Mr., Ms., Jr., Esq) before or after the name. In most cases, ACT! can
determine which part of a name is the first name, and which is the last. If you
enter the last name first, use a comma (,) or semicolon (;) to separate it from the
first name. For example, you can enter a contact name in the following formats:

Mr. Chris Huffman
Huffman, Chris
Huffman; Chris

If the name has a suffix (such as Jr. or PhD), you can separate the suffix from the
last name with or without a comma. You can also enter the last name and the
suffix first but you must separate the last name from the first name with a
semicolon. For example, you can enter a contact name with a suffix in the
following formats:

Chris Huffman, Jr.
Chris Huffman Jr.
Huffman, Jr.; Chris

For some names, you may need to specify which part of the name is the first
name, and which is the last. To do this, click in the Contact field and click the
Browse button to the right of the field or press F2. If necessary, select the correct
first and last names in the Contact Name dialog box and click OK.

In addition, for some names with more than two parts (such as Mary Ann
Simpson), ACT! asks you to verify that it has correctly identified the first and last
names. To change the way ACT! identifies first and last names, see “Specifying
contact names and salutations” on page 54.

Type or select the contact’s title. For a new database, as you enter a new title, it is
automatically added to the drop-down list.

Type or select a department. For a new database, as you enter a new department,
it is automatically added to the drop-down list.
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In this field

Do this

Phone
Ext.

Fax

Salutation

ID/Status

Ticker
Symbol

Web Site

Address

City

Type the contact’s main phone number and extension, if applicable. The Phone
field automatically formats U.S. and Canadian phone numbers as ###-##-####
(for example, 800-555-1212). You enter the numbers, and ACT! automatically puts
in the dashes. By default, ACT! does not format international phone numbers
automatically. See “Entering international phone numbers” on page 53 for details.

ACT! includes more fields for alternate phone numbers for contacts. See “Entering
additional phone numbers and a home address” on page 58.

Type the contact’s fax number. The Fax field, like the Phone field, is formatted
automatically for U.S. and Canadian phone numbers. For international phone
numbers, see “Entering international phone numbers” on page 53.

By default, ACT! fills in this field with the contact’s first name. The salutation
appears when you write a letter or memo to the contact. You can change the
name shown in this field. To change the way ACT! automatically enters names in
this field, see “Specifying contact names and salutations” on page 54.

Type or select a category for the contact. You may find it useful to assign your
contacts to categories such as Personal, Vendor, or Competitor, so that you can
find all the contacts in a category with a single command. For more information,
see “Categorizing and organizing contacts” on page 33.

Type the company’s stock symbol. This field makes it easy to look up a
company’s stock price, for example, when using an online stock quote service.

Type the contact’s web site address or URL (Uniform Resource Locator). After you
enter the URL, the Web Site field becomes a link to the URL. If you click in the
field, ACT! launches your default web browser and goes to the web site. (You
must have a web browser, such as Netscape Navigator or Microsoft Internet
Explorer, and a way to connect to the Internet.)

After adding a URL, you cannot click in the field to edit it. To edit the address, use
the Tab key to move to the Web Site field; or without clicking, leave the pointer
over the field for a few seconds until it changes to an I-beam.

You can enter up to three lines of address information such as street address, suite
number, or box number. Do not include the city, state (county, land, or province),
or Zip code (postcode) in these fields. You can enter the contact’s home address
in the Phone/Home tab.

Type or select the city or select from the list. For a new database, as you enter a
new city, it is automatically added to the drop-down list.

State (County, Type or select the state (county, land, or province).

Land,
Province)
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In this field

Do this

Zip (Postcode)

Country

E-mail
Address

Last Results

Type the Zip code or international postal code.

Type or select the country. For a new database, as you enter a new country, it is
automatically added to the drop-down list.

Type the contact’s e-mail address. After entering an e-mail address, you can click
in this field to automatically address an e-mail message to the contact. (For the
requirements for using e-mail, see page 201.) For the format of e-mail addresses
or to enter multiple e-mail addresses for a contact, see “Managing contacts’ e-mail
addresses” on page 202.

After adding an e-mail address, you cannot click in the field to edit it. To edit the
address, use the Tab key to move to the field; or without clicking, leave the
pointer over the field for a few seconds until it changes to an I-beam.

Type or select the results of your last activity with this contact.

Specifying how to move to fields in the Contact window

By default, you use the Tab key to move from one field to the next. In the
Contact window, you can also use the Enter key to move between the
most commonly used fields. If you prefer to use the Enter key, rather than
the Tab key, to move from field to field, reverse the functions of the Tab
and Enter keys. (To change the way the Tab and Enter keys move between
fields, see “Changing the field entry order” on page 311.)

To specify which key to use to move from field to field:

From the Edit menu, choose Preferences. In the General tab of the
Preferences dialog box, select Tab Key or Enter Key and click OK.

ey
" Enter ke

"Move between fields uzing

Entering contacts in the Contact List

You may find it useful to work with a list of your contacts. When viewing
contacts in a list, you can easily enter or change contact information.
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To view a list of your contacts:

From the View menu, choose Contact List, or click the Contact List
button on the View bar.

I - [ACTSdemo - Contact List]

JJ@ File Edit Contact Lookup ‘wite Heports Tools Intemet Links Yiew ‘window Help ;Iiliﬂ
Toenteroredit |l ([qefm » ¥ |[EH B 08wy |4 @S (9 2
information make = - =
sure Edit Mode is 'IEdlt Mode j | Tl I Ulnlag ) I LookuT Selected || Ormit Selected || |j
Cormpary Contact Fhaone Fhone Ext. Title Address 1
selected C Pat Fojas Huffman 212-555-8760 Spouse
| |tussie Meats Simon Lazarus [E1] 38236203 Frincipal E44 Chapel Street
e | |Bed. Breakfast & Beyond George de la Hoya 216-555-3205 Editar 2897 M. Baker Rd.
| |Bed. Breakfast & Beyond Roger Vittorio 216-555-3205 Directar 2897 M. Baker Rd.
Contact | |Berkshire Fine Teas, Ltd. Mr. Joe Bloggs [44] 01234 BE7E30 Sales Rep 3. The Ridings
OO _Big Chuck Diners Mz Heather Wilis  404-555-4577 208 I anager 405 Mill Foad
Uil | [Black Forest Baking  KristiElmendorf  [43] 21193170 634 Manager Grafenburger Alles 15
Gro :Black Forest Baking Her. Helmar Klug [49] 21199170 837 Managing Directar  Grafenburger llee 15
CH Gourrnet Imports Emnst Anderson  415-555-2303 Sales Rep. 552 Everett dve
| |CH Gourmet Imparts Gunther Anderson 415-555-3539 Sales Rep. 5345 Garky
.4% | |cH Gourmet Imnports Cecil Carter 212-855-7323 Public: Relations Mar. 13 East G4th Street &
Task (53 | ETIS _>l_I

<Mo Groups |

To enter contact information in the Contact List:

1 Choose Edit Mode from the drop-down list above the first column in
the Contact List.

5 2 Choose New Contact from the Contact menu or click the New Contact
tool in the toolbar.

3 Using the Tab key to move from field to field, fill in the contact
information.

For details about the fields in the Contact List, see the table that begins
on page 46. When you add another contact, or move to another
contact record in the list, ACT! sorts the list by company and places the
newly added contact in the correct location in the list.

In the Contact List, you can display the Contact window to view a contact’s
full record and enter additional information.

To display the Contact window from the Contact List:
In Edit mode, double-click the Selection button for a contact.

Company | Contact | Phane : |
JEH Gourmet [mports Chriz Huffrman 212-555-6756

Selection button

In Tag mode, double-click anywhere on the contact.
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In the Contact List, you can also find contacts, sort contacts, and create
lookups of contacts. The following table explains the Contact List features
and where to find more information.

To do the following See

Find contacts in the Contact List page 69
Sort the Contact List page 67
Change the appearance of the Contact List page 306
Print the Contact List page 63

Saving contacts

Whether you enter contact information in the Contact window or the
Contact List, ACT! automatically saves new contacts to your database as
soon as you move to another record or perform another action. You do not
need to use the Save command to save contact information; however, you
may want to manually save the contact information.

To manually save contact information:

From the File menu, choose Save, or click the Save File tool in the
toolbar.

The Save command and the Save File tool appear dimmed if all contact
information has been saved.

Speeding up contact data entry

Some ACT! fields contain a drop-down list from which you can choose an
item rather than type text in the field. For example, the City field contains a
list of cities. Instead of typing Montreal , you can choose Montreal from
the list. If you type the first one or two letters, ACT! automatically fills the
field with the item that starts with those letters. For example, you could
type MOto select Montreal in the City field.

By selecting an item from a drop-down list, you not only speed up data
entry, but also help ensure that data in a field is entered consistently.

In a new database, these fields have drop-down lists by default: Company,
Title, City, Country, Department, ID/Status, Last Results, State, Home City,
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Home Country, Home State, Asst. Title, 2nd Title, 3rd Title, Referred By,
Record Manager, and Public/Private. You can edit the entries or add entries
to the lists in all of these fields except for the Record Manager and Public/
Private fields.

In a new database, some fields also automatically add items to the drop-
down list if you type an item in the field that is not in the list. ACT!
automatically adds an item you type to the list of the Company,
Department, Title, City, and Country fields.

You can create drop-down lists for other fields or specify that other fields
automatically add entries. For more information, see “Adding drop-down
lists of data to fields” on page 299.

To select an item from a field drop-down list:
1 Click in a field that has a drop-down list.

Last Results [ < I——— The drop-down arrow indicates
that a list is available

2 Click the drop-down arrow and choose an entry from the list.

Last Results Click the drop-down arrow to

Discussed opporturities =] display the list
Fallowed up =

Got appointment

Just received information hd

You can select more than one item for a field. For example, to record that
you followed up an activity and got an appointment with a contact, you
can select both Followed Up and Got Appointment from the drop-down
list of the Last Results field.

To select multiple items from a field drop-down list:
1 Click the drop-down arrow in a field with a drop-down list.
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2 Choose Edit List (the last command in the list), or press F2.

Edit List E
Shift+click to select
g;:jeff tare Fol ) -_DK
Got appointment
Just received information Cancel |
Ctrl+click to select essage to cal me back
items that are ¥ sl |
dispersed -
T adifi.. |
Delete |
J | Help |—— Click for option details

3 In the Edit List dialog box, select the items from the list and click OK.

Shift+click to select multiple items that are adjacent in the list.
Ctrl+click to select multiple items that are dispersed in the list.

You can edit the entries or add entries in any field that has a drop-down list
by default except for the Record Manager and Public/Private fields.

To modify a field’s drop-down list:

1 Click in a field that has a drop-down list and then click the drop-down

arrow in the field.

2 In the drop-down list, choose Edit List (the last command in the list) or

press F2.

3 In the Edit List dialog box, do any of the following:

= To add an item to the list, click Add. In the Add dialog box, enter
the text you want in the list and click OK.

= To remove an item from the list, select the item and click Delete.

= To edit an item in the list, select the item and click Modify. In the
Modify dialog box, edit the Item or Description and click OK.

Entering contact information

Use the tabs in the Contact window to enter additional information, such as
home and mobile phone numbers, birthday, spouse’s name, and hobbies.
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Entering int

Enter phone
numbers for the
selected country in
any format you want

Automatically format

phone numbers for

the selected country

as you enter them

ernational phone numbers

To enter an international phone number in a phone field, select the
country code and then type the phone number. ACT! can format
international phone numbers according to the format for the country.

To enter an international phone number:

1 Click in the Phone field and then click the button on the right side of
the Phone field, or press F2.

Country Codes E

LCountry:

Tonga E7E -

Trinidad and Tobago 1 _I

Tunisia 216

Turkey a0

Turkmenistan 7

Turvalu 638 o
lganda w5 ——+ Select a country from this list
Ukraine 380

United &rab Ernirates 971 —

United Kingd 44

S 3

— Phone format

N Free form

£ &pply this format for country code:

[ AR If necessary, modify the format for the

selected country

0K, I Caricel | Help |—— Click for option details

2 In the Country Codes dialog box, select a country. The country code is
shown to the right of the country name in the list.

3 In the Phone Format group box, select one of the following options
and click OK:

= Free Form—You can enter phone numbers for the selected country
in any format. Some countries have more than one phone number
format; however, only one format can be used for a country. For
countries with more than one phone format, select Free Form.

= Apply This Format For Country Code—ACT! automatically formats
the phone number. If necessary, modify the phone format for the
country. This option has no effect on phone numbers that you have
already entered.

4 Enter the phone number in the Phone field.
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Displaying country codes in phone fields

By default, all phone fields display the country code before a phone
number only if it differs from the country code of the My Record phone
number. If you have many contacts in different countries, you may want to
always display country codes in the Phone field.

To turn on the country code display:
1 From the Edit menu, choose Preferences.

2 In the General tab of the Preferences dialog box, select the Always
Display Country Code In Phone Fields option.

Specifying contact names and salutations

When you enter a name in the Contact field, you need to be sure that ACT!
correctly identifies the contact’s first and last names. ACT! uses the first or
last name in the salutation when you write letters to your contacts. You can
also use the first or last name to quickly look up a contact.

By default, when you write letters and memos to your contacts, ACT! puts
the contact’s first name in the Salutation field. You may want to address all
contacts by first name or you may prefer to address them all as Mr. or Ms.
Last Name. You can specify that the last name be filled in automatically, or
you can turn off the automatic filling of the Salutation field and enter the
salutations manually.

To change the way the Salutation field is filled in:
1 From the Edit menu, choose Preferences.
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2 In the Preferences dialog box, click the Names tab.

General | Colors and Fonts I Calendars I Scheduling I E-mail I
Synchronization Narnes | Startup I Spelling I Dialer I ‘WinF ax Options
|

Click the Names tab

—Mame prefises and suffixe:

Add...
v ot e e S,
. Bemove |
' Last name prefizes

It Yon Dioe S

' Last name suffises
Tt e Miae Se

— Salutation
Select the name you
Automatically show contact name definition

want to display in the o i
i g ) v dialog if contact name contains mare than
Salutation field or = Use contact's last name o (e (sl Y1y Dael

leave the field blank = Do not fill salutation

* Use contact's first name

Click for

0K I Cancel | Ll | Help {—-option details

3 In the Salutation group box, select an option and click OK.

To help identify first and last names, ACT! recognizes some first-name
prefixes, such as Mr. and Dr.; last-name prefixes, such as de, da, von, and
van; and last-name suffixes, such as Esq., Jr., and PhD. If you enter a name
with a prefix or suffix that ACT! recognizes, ACT! fills in the Salutation field
correctly and correctly addresses letters and memos. In addition, ACT! can
tell which part of a name is the first name, and which part of the name is
the last name.

Note: Prefixes and suffixes are case-sensitive. In addition, ACT! considers a
a prefix or suffix with a punctuation character (such as a period) different
from a prefix or suffix without a punctuation character. For example, ACT!
considers Dr., DR, and Dr to be different prefixes. If you enter contact
names with these prefixes, be sure to include them in the prefix list.

You can add name prefixes and suffixes so that ACT! recognizes other
prefixes and suffixes.
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Note: Enter the prefix or suffix before you enter the contact name that
includes the prefix or suffix. If you enter the prefix or suffix after entering
the contact, ACT! may not interpret the name correctly. To verify that the
first and last names are correct, click the button in the right side of the
Contact field.

To modify the lists of name prefixes and suffixes:
1 From the Edit menu, choose Preferences.
2 In the Preferences dialog box, click the Names tab.

3 Select the First Name Prefixes, Last Name Prefixes, or Last Name
Suffixes option.

4 To add a prefix or suffix, click Add. In the Name Prefix/Suffix dialog
box, enter the prefix or suffix and click OK.

5 To delete a prefix or suffix, select the item in the list and click Remove.

You may have some contacts whose first name consists of two parts (such
as Mary Ann) or whose last name consists of two parts, but does not
include a prefix (such as Garcia Ybarra). You can verify that ACT! has
correctly identified the first and last names each time you enter a contact
name with three or more parts.

To verify first and last names for a contact:

1 Click in the Contact field and then click the button on the right side of
the field, or press F2.

Contact IMary Ann von Heinz J|— Click here or press F2

ACT! uses the First Mame and Last Mame of a contact for
zorting and lookups. ACT! has determined the following to be
the First Wame and Last Mame of this contact. I either of
these names iz incomect, select the comect name from the

drop-dowin ligt.
N ame detail
LContact: IMary Ann von Heinz
Eirst Name: [ Select the first name from this list
Last Name: | von Heinz | Select the last name from this list

Automatically show this dialog if contact name
containg mare than bwo names

ok | Cancel Help |-~ Click for option details
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2 If the first or last name is incorrect, select the correct name from the
drop-down list.

You cannot edit the first or last name in this dialog box.

3 If you don't want to display this dialog box automatically when you
enter a name with more than two parts, turn off the Automatically
Show This Dialog option.

If you turn off the automatic display of the Contact Name dialog box, you
can turn it back on again.

To verify first and last names automatically:

1 From the Edit menu, choose Preferences.

2 In the Preferences dialog box, click the Names tab.

3 Select the Automatically Show Contact Name Definition Dialog option.

When you enter a name with three or more parts, ACT! displays the
Contact Name dialog box, where you can verify the first and last
names and correct them, if necessary.

Entering special information about your contacts

The User Fields tab includes nine user-definable fields where you can enter
any contact information. For example, you might enter your contacts’
birthdays in the User 1 field. (To change the names of the fields, see
“Modifying fields in a database” on page 293.) The Status tab contains
additional User fields. For more information, see “Entering and viewing a
contact’s status information” on page 58.

|
User 1 User 7

Use these fields User 2 : : | |

for additional et

information Usel | | Users | |
about your User 4 | |

contacts User 5 [ |

[

| Userg |
|

-
4] _HotesiHistory |_Activities |_Sales/Opportunities | Groups | User Fields [Ehone/Home |_&ft Cortacts | Status JI 4| |

Click the User Fields tab

User b

To enter contact information in the User fields:

Click the User Fields tab, or press Alt+U, and enter information in any
or all fields.
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Entering additional phone numbers and a home address

The Phone/Home tab includes fields for home phone, mobile phone,
pager, alternate phone number, and home address.

Alt Phone [ | Ext. | |  Home Address 1445 Eroad Hollow Road | =
Mobile Phone I:l Home Address 2| |
Pager I:l Home City [Metville |
Home Phone Home State Home Zip

Home Country | |

-
] MotesHistory | _Activities | SalesiOpportunities ] Groups | UserFields  PhoneHome [ Aft Contacts | Status 0| >|

Click the Phone/Home tab

To enter additional phone numbers and a home address:

Click the Phone/Home tab or press Alt+P, and enter information in any
or all fields.

Adding associated contacts to the contact record

The Alt Contacts tab contains fields for the names and phone numbers of
additional contacts who are associated with the current contact, such as the
contact’s assistant, manager, or partner.

Assistant |Romanne Adams | 3rd Contact [ | =
Asst. Title [&drriristrative Assistant | 3rd Title [ |
Asst. Phone [212 555676 | Ext. | | 3rd Phone [ | Ext | |
2nd Contact [ | Spouse [Pat |
2nd Title [ | Referred By [Trade show |
2nd Phone [ | Ext. | |

[+ [0 _Hotesitiistary | Activities |_Sales/Opportunties | Groups ] User Fields | Phone/Home | Alt Contacts [ Status J[| 4| _>|J

Click the Alt Contacts tab

To enter associated contacts in the current contact record:

Click the Alt Contacts tab or press Alt+O, and enter information in any
or all fields.

Entering and viewing a contact’s status information

The Status tab includes information about when you made changes to the
contact record and when you last contacted the contact. ACT! fills in these
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ACT! enters
data in the
fields that
appear dimmed

Entering

fields automatically. It also includes user fields that you can customize and

a field in which you can assign public or private status to the contact.

By default, all contacts are public contacts. If you use ACT! in a multiuser
environment, other users who log on to your database can see contacts

marked as public. However, if you add personal contacts to your ACT!

database, you may not want other users to see those records. By marking

them as private contacts, no other users of your database can see those
records—not even a user with Administrator security level.

Last Reach I:l Create Date
Last Meeting Edit D ate
Last Atternpt I:l Merge Datel:l
Public/Private Letter Date I:l

Record Creatar Chriz Huffrnan |

Record Manager [Chiis Huffman |

User 10
User 11
User 12
User 13
User 14
User 15

B

To enter and view a contact’s status information:

Click the Status tab or press Alt+S.

You cannot edit data in the fields that appear dimmed in this tab.

notes in a contact record

-
A[»] MotesHistory | _Activities | SalesiOpporturities ] Groups | User Fields | PhoneMome J_Af Contacts  Status M >|

Click the Status tab

You can enter any information as a note about a contact. The note stays

attached to the contact record unless you delete it.

You enter notes in the Notes/History tab in the Contact window. In

addition to notes, this tab shows any history for the contact, pointers to
files that are attached to the contact record, and attached e-mail messages.
For more information, see “Recording an activity history” on page 136 and

“Attaching files to contact records” on page 62.

If the Notes/History tab doesn’t display the information you want, change

the order of the fields and remove fields that you don’t use. For more

information, see “Customizing the columns in the list views” on page 306.

To enter a note in a contact record:
1 Display the contact record for which you are entering the note.
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2 Click the Notes/History tab, choose Notes/History Tab from the View
menu, or press Alt+N.

U 3 Click the Insert Note button, click the Insert Note tool in the toolbar,
choose Insert Note from the Contact menu, or press FO.

— Click to insert a note

Filter Vl Show lypes——————— Datesto show: ;I
¥ Maotes ™ Attachments IAII dates j Insert Nate I B
IV Histories ™ E-mail -
Select Uszers... | [Vefais. . |
J Date | Time | Type | Regarding |F|ec:0rd Managerl Altachment
0 4/21./00 11:46 &M Mote |Ehris Huffmar

|
4420400 12:00 Ph Meeting Held Staff meeting Chriz Huffrman
449400 1219 PM E-mail Meszage  Subject: Samples received! Chriz Huffman CAPROGRAM FILESASYMANT *
Matestistary [ Activities | SalesiOpporturfties | Groups | User Fields | PhoneMome | AR Cortacts | Stetus 4] »

Type your note in this area

4 Type the note in the Regarding field.

You can type as much as you want. The text wraps to the next line if
necessary. The note is saved as soon as you click outside the
Regarding field. To adjust the width of the note, place the pointer over
the right edge of the note border and drag.

You can check the spelling of your notes in the Notes/History tab.

To check the spelling:

Click in the Regarding field of the note and choose Spelling from the
Tools menu, or press Alt+F7.

For details, see “Checking the spelling in your documents” on page 168.

To delete a note from a contact record:
1 In the Notes/History tab, select the note by clicking its icon.

Filter Vl Show lypes——————— Datesto show: ;I
¥ Maotes ™ Attachments IAII dates j Insert Nate I B
IV Histories ™ E-mail -
Select Uszers... | Details... |
Click this icon to J Date | Time | Type | Regarding | Record Manager | Altachment
— ) 421400 11:46 &M Mote Continued discussions Chris Huffman
lect the not J
select the note 4420400 12:00 Ph Meeting Held Staff meeting Chriz Huffrman
449400 1219 PM E-mail Meszage  Subject: Samples received! Chriz Huffman CAPROGRAM FILESNSYMAMNT *
MatestHistary [ Activities | SalesiOpporturiies | Groups | User Fields | PhoneMome | AR Cortacts | Stetus 4] »

Shift+click to select multiple notes that are adjacent in the list.
Ctrl+click to select multiple notes that are dispersed in the list.
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2 Right-click and choose Delete Selected from the shortcut menu, or
press the Delete key on your keyboard.

You can display or hide the column headings in the Notes/History tab.

To display or hide the column headings:

Right-click in the Notes/History area and choose Show Column
Headings or Hide Column Headings from the shortcut menu.

Filtering notes, histories, and attachments

You can turn off the display of notes, histories, and attachments in the
Notes/History tab and specify the dates for the entries that you want to see.
The Filter area at the top of the tab contains options for filtering, or
restricting, the entries in the tab. (You can also display filtering options by
choosing Filter Notes/History from the View menu. In the Filter Notes/
History dialog box, you can select the same options as displayed in the
Filter area of the tab.)

To filter the display of notes, histories, or attachments:

1 If the Filter area is not shown at the top of the tab, click the Filter
button.

2 In the Show Types group box, select Notes, Histories, Attachments, or
E-mail.

3 From the Dates To Show drop-down list, select a date option.

If you select the Date Range option, a Date Range dialog box appears.
If you select any other option, skip to step 6.

4 In the Date Range dialog box, click the drop-down arrow to display a
date selector.

Select a date range below, then click OK. to
apply it to the cument view.

Date range: [12/1/99 - 12/24/33 =l Click to display a date selector

ﬁl :I December 1999 :I il
5

s M T w T F

--ﬂﬂ- Selected dates are highlighted in the
p - date selector
EEE %

26 27 28 29 30 A
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5 Select a date range using either of the following methods and click OK:

= Drag through the dates and release the mouse button when you
have selected the end date. To select more than one month, drag
through the first month, and then drag off the right side of the date
selector.

= Using the arrow keys, select the first date in the date range. Hold
down the Shift key and press the Right Arrow key to select
additional dates. Press the Enter key when the dates are selected.

6 To display other users’ notes, histories, or attachments, click Select
Users. In the Select Users dialog box, do either of the following:

= Click Selected Users and select the users from the list. If you are the
only user of the database, only your name appears in the Users list.

= Click All Users.

Printing notes

If you have installed a printer, you can print the information displayed in
the Notes/History tab.

To print the Notes/History tab for the current contact:

From the File menu, choose Print Notes/Histories. In the Windows
Print dialog box, select the print options and click OK.

If the columns cannot fit across the page, an additional print dialog
box appears. Select a print option and click OK.

Attaching files to contact records

You can attach a file to a contact record. For example, if you created a
spreadsheet to track expenses associated with a contact, you can attach the
file to the contact’s record; that file is then part of the contact’s record. If
you scan documents such as receipts and invoices and attach the scanned
versions to records, you can keep track of all documents associated with
your contacts.

To open the file in the application that was used to create it, double-click
the attachment.
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Note: An attached file is not sent with the ACT! database information when
you synchronize data with another user. (For more information, see
Chapter 19, “Synchronizing ACT! Data.”) The attached file is not backed up
when you back up the database.

To attach a file to a contact record:

1 Display the contact record in the Contact window.

2 From the Contact menu, choose Attach File.

3 In the Attach File dialog box, locate the file and click Open.

Filter Vl Show lypes——————— Datesto show: ;I
I~ Maotes ¥ &ttachments IAII dates j Inzert Nate I =
™ Histories I E-mail -
Select Uszers... | [Vefais. . |
J Date | Time | Type | Regarding |F|ec:0rd Manager| Altachment
Attachment icon _Eéh’&-’ﬂﬂ 12:04 PM Attachment pricelizt. doc Chiiz Huffman C:\My Documentshpricelist doc
Name of
attached file IIZ[ MatestHistary [ Activities | SalesiOpportuniies | Groups | User Fields | PhoneMome | AR Cortacts | Stetus )| 4] _>|J

To delete an attachment from a contact record:
1 Select the attachment by clicking its icon.

Shift+click to select multiple attachments that are adjacent in the list.
Ctrl+click to select multiple attachments that are dispersed in the list.

2 Right-click and choose Delete Selected from the shortcut menu, or
press the Delete key on your keyboard.

Printing contact and group information

You can print the following list views and tabs:
= Contact List, which shows your contacts in a columnar format
= Task List, which shows your activities

= Notes/History tab in the Contact or Groups window, which shows
your notes, histories, and attachments for a contact or a group

= Activities tab in the Contact or Groups window, which shows your
activities scheduled with a contact or associated with a group

= Sales/Opportunities tab in the Contact and Groups window, which
shows your sales opportunities, closed/won sales, and lost sales
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Groups tab in the Contact window, which shows the groups that the
contact is a member of

Contacts tab in the Groups window, which shows your contacts in a
selected group

To print contact and group information:

Display the window or tab that you want to print. From the File menu,
choose Print <Window or Tab Name>.

Printing address books for your contacts

You can print contacts’ addresses and phone numbers in a number of
paper formats such as Avery, DayRunner, and Day-Timer.

To print contact address books:
1 From the File menu, choose Print.

Make sure that Address Book is selected

Select this
Printaut type: optlgn t(;h
IAddress Book Hf. Show preview prgwew €
printout

Avery 41-256

Awery 41-307

Avery 41-357

Awery L7907

Awery L7I02

[ay Runner 031-GL

[ay Runner 033-GL N

D'ay Runner 038-GL o

Dray Runner 038-GL [2 Col) .

Day Timer 20251 [LE48)

Dray Timer 20254 [KE48)

Dray Timer 20255 [J648) .

Deluxe 130001 s .

Deluxe 130001 (2 Cal) .
PR _ILI

J L Click for
Edif Templatel Dptiars... | Print Setup... | Ok I Cancel | Help |—— Zpt’olln
etails

2 From the Printout Type drop-down list, choose Address Book and
select the format for the address book.
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3 Click Options to specify the information you want to print.

10

11
12

Address Book Optlions E
— Print
¥ Primany address Additional fields:

IV Secondary address I[ND"E] | You can select up to three

¥ Phone numbers [Mone] - — additional fields of information to
print in the address book

V' Alternate contacts [Mane) <
™ E-mail addresses

— Print zetting — Sort order

™ Double sided printing ' Company name

© Last name
[~ Break page on new letter =

ol el el e afipres — Create printout for

. ' Current contact
¥ Lines between contacts
& Current Jookup

™ European postal format Al contacts

Cancel | FEont... |

In the Print group box, select the items that you want to print.

In the Print Settings group box, specify how you want to print the
address book.

In the Sort Order group box, specify whether to sort the address book
by company name or by last name.

In the Create Printout For group box, specify whether to include the
current contact, the current lookup, or all contacts in the printout.

(Optional) Click Font to specify the typeface that you want to use to
print the address book.

Click OK in the Address Book Options dialog box.

(Optional) In the Print dialog box, click Print Setup to change the
selected printer, paper size, or orientation.

In the Print dialog box, click OK.
In the Windows Print dialog box, click OK to print the address book.






Sorting and Finding
Contacts

You can sort your contacts in either the Contact window, where you can
view them one-by-one, or the Contact List, where you can view them all in
a single list. Regardless of the way you view your contacts, you can find
the contacts and information you need, using criteria that you specify. If
you have Internet access and a web browser, you can even find contact
information on the Internet and add it to your database.

Sorting your contacts

By default, ACT! sorts contacts by company name in ascending (A to Z)
alphabetic order. If you use a Lookup command to find a set of contacts,
the found set of contacts is sorted alphabetically by the field used for the
lookup. For example, the Lookup > City command sorts the found set of
contacts alphabetically by city. For information about Lookup commands,
see “Finding contacts using a single search criterion” on page 72.

If you prefer to sort contacts based on additional criteria, such as first by
company and then by name, use the Sort command. You can specify up to
three different sorting criteria. For more information, see “Sorting contacts
using one or more criteria” on page 68.

Sorting contacts in the Contact List using a single criterion

To sort contacts in the Contact List, click a column heading. For example,
to sort the list by company, click the Company column heading. An up
arrow in the column heading indicates that the contacts are listed in
ascending order (in alphabetic, A to Z order). Contacts with no information

67
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in the selected column appear first in the list. In descending order, they
appear last in the list.

The up arrow shows the column is The down arrow shows the column
sorted in Ascending order is sorted in Descending order
Company % | Company |

To sort the contacts in the Contact List:

Click the column heading that you want to use to sort the list. To
reverse the sort order, click the column heading again.

Sorting contacts using one or more criteria

By default, ACT! sorts contacts by company name and then by last name.
In the Contact window or the Contact List, you can specify up to three
criteria for sorting contacts. For example, you can sort first by city, then by
company, and finally by last name.

Note: The default sort order (company name and last name) is restored
when you close ACT! If you choose a Lookup command to find contacts,
the found set of contacts is sorted alphabetically by the lookup criterion.

To sort your contacts using one or more criteria:
1 From the Edit menu, choose Sort.

Sort Contacts E

"§0rt Contacts by

lﬁ ' Ascending
Compary  Descending

& Ascending

‘ and then by
Lﬁ P —

‘ and finally by
I & fsnending
lm ! Descending

Cancel | Help I—— Click for option details

2 Select an option from the Sort Contacts By drop-down list.
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This is the first-level sort criterion; contacts appear in the order you
specify here.

3 Select Ascending or Descending for the sorting order.

4 (Optional) Select an option from the And Then By and And Finally By
drop-down lists, and specify Ascending or Descending for each.

Finding contacts and contact information

A critical task in managing contacts is finding contact records and specific
contact information when you need it. Finding contacts can be as simple as
looking up someone by first name, or as sophisticated as finding all
contacts in the western region of the United States who purchased more
than 100 units of your product in the last six months.

When ACT! finds one or more contacts, it creates a lookup. A lookup is a
selection of contact records based on criteria that you specify. When you
perform a lookup operation, only the contacts in that lookup appear in the
Contact and Contact List windows. For example, if you use the City
Lookup command to find all contacts in Paris, only the contacts with
addresses in Paris appear in the Contact and Contact List windows.

The record counter on the toolbar at the top of the Contact window and
Contact List indicates the number of records in the lookup. Although you
cannot view a specific record by using its record number, you can use the
tools to the right and left of the record counter in the Contact window to
view records in a lookup. (In the Contact List, these tools appear dimmed.)
For example, click the First Record tool to view the first record in the
lookup; to view each record in order, click the Next Record tool.

The record counter shows that this is the tenth contact in a
r lookup of 30 contacts

First Record —( 4 4 10o0f30 » M 17 Last Record

Previous Record J L Next Record

Finding a contact in the Contact List

In the Contact List, you can quickly find a contact by typing the
information you want to find in the Look For text box. ACT! scrolls the list
until it finds a contact whose record matches what you type.
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To quickly find a contact in the Contact List:
1 Click the column heading to select that column.

For example, to find a contact by name, click the Contact column
heading. ACT! sorts the column when you click the column heading.

2 Start typing the contact information you want to find, such as the
contact name.

As soon as you begin typing, the Look For text box appears above the
column heading that you clicked and ACT! goes to the closest match.

Look for: |Bowman

3 Continue typing the information you want to find.
To close the Look For window, press Enter or click elsewhere.

Selecting contacts and creating lookups in the Contact List

Lookup commands let you create a lookup of contacts who have
something in common; for example, they may all work at the same
company or in the same city. Occasionally, you may need to select contacts
who don't share identical information in your database and create a lookup
of those contacts. For example, you might need to individually hand-pick
clients, prospects, and friends from your Contact List and then create a
lookup. You can create a lookup in the Contact List by first tagging
contacts or by first selecting contacts. You might find it easier to tag
contacts, especially if you have a large humber of contacts.

Creating lookups by tagging contacts

You can tag contacts in the Contact List individually and create a lookup to
view only those contacts in the Contact List.

To tag individual contacts in the Contact List:
1 Make sure the Contact List is in Tag mode.

| Tag Mode _TJ Taghl | | Untagal | Select Tag Mode from this
1 Company . | Contact [ drop-down list

2 Click the contacts you want to tag, or use the up and down arrow keys
to move the selection box to a contact and then press the space bar.
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Untag Al

Lookup Tagged

A large plus sign appears in the left column of a tagged contact.

|+ Tyler Stephens  310-555-4530 54321 El Camino Real |

To tag all but a few contacts, you can tag all contacts and then click
contacts to untag the few that you don’t want in your lookup.

To tag all contacts in the Contact List:

Make sure the Contact List is in Tag mode. From the View menu,
choose Tag All, click the Tag All button, or press Shift+F11.

To untag a contact in the Contact List:
Make sure the Contact List is in Tag mode. Click a tagged contact.

To display only untagged contacts:

1 Tag all contacts that you don't want in the Contact List.

2 From the Lookup menu, choose Omit Tagged Contacts, click the Omit
Tagged button, or press Ctrl+Shift+F12.

If you make a mistake in tagging contacts and want to start over, you can
untag all tagged contacts.

To untag all tagged contacts in the Contact List:
Make sure the Contact List is in Tag mode. From the View menu,
choose Untag All, click the Untag All button, or press Ctrl+Shift+F11.

After you have tagged contacts, you can create a lookup of the tagged
contacts. Only the tagged contacts appear in the Contact List.

To create a lookup of tagged contacts:

From the Lookup menu, choose Lookup Tagged Contacts, click the
Lookup Tagged button, or press Shift+F12.

Creating lookups by selecting contacts

You can select contacts in the Contact List and create a lookup of the
selected contacts.
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Selection button

Lookup Selected

To select contacts in the Contact List:

1 Make sure the Contact List is in Edit mode. Click the Selection buttons
to select the contacts that you want to appear in the Contact List.

Compary % | Contact

1
jfl'-.ussie b eatz

Simnon Lazaruz

Shift+click to select multiple contacts who are adjacent in the list.
Ctrl+click to select multiple contacts who are dispersed in the list.

2 From the Lookup menu, choose Lookup Selected Contacts, click the
Lookup Selected button, or press Shift+F12.

Finding contacts using a single search criterion

You can use commands on the Lookup menu to find contacts or specific
information in a record, such as a note or activity. Some people think of
this as “running a filter on” or “searching” a database. When you perform a
lookup, you create a set of contacts who match the criteria of your lookup.
This table shows the Lookup commands that you can use to find contacts
in the open database.

Command Result
My Record Finds your own contact record.
All Contacts Finds every contact record.

Keyword Search

Company

First Name

Last Name

Phone

City

Finds all contacts whose records contain a word or phrase
that you specify. See “Finding contacts and information
using keywords” on page 76.

Finds all contact records that match the Company criterion
that you specify.

Finds all contact records that match the First Name criterion
that you specify.

Finds all contact records that match the Last Name criterion
that you specify.

Finds all contact records that match the Phone criterion that
you specify.

Finds all contact records that match the City criterion that
you specify.
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Command

Result

State (County,
Land, or Province)

Zip Code
(Postcode)
ID/Status
E-mail Address

Sales Stage

Other Fields

Previous

By Example

Internet Directory

Synchronized
Records

Finds all contact records that match the State (County, Land,
or Province) criterion that you specify.

Finds all contact records that match the Zip Code (Postcode)
criterion that you specify.

Finds all contact records that match the 1D/Status criterion
that you specify.

Finds all contact records that match the e-mail address
criterion that you specify.

Finds all sales opportunities, won/closed sales, and lost sales
that match the criterion that you specify for the sales stage.

Finds all contact records that match the criterion that you
specify for the field you select. You can search in any field in
the Contact window (including the full contact name); all
fields in the User Fields, Phone/Home, and Alt Contacts tabs;
and many fields in the Status tab.

Replaces the currently found set of contacts with the
previously found set of contacts.

Finds all contact records that match the criteria specified in a
query. See “Finding contacts using multiple search criteria”
on page 80.

Finds information about a person or organization in an
Internet directory. See “Getting contact information from the
Internet” on page 87.

Finds most recently synchronized records and records
marked for deletion. See “Checking for changes after
receiving an update” on page 411.

(Use the Modify Menu command to add saved queries to the Lookup
menu. For details, see “Modifying the Lookup, Write, and Reports menus”

on page 350.)

Tip: If you make a mistake using a Lookup command and want to return
to the previous lookup, use the Previous command.
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To find contacts using a single search criterion:
1 Choose a Lookup command.

The Lookup dialog box appears, unless you chose My Record, All
Contacts, Keyword Search, Previous, By Example, Internet
Directory, or Synchronized Records.

Lookup E
Select the field g Search for e th "
to search from Ic ] - lype the searc
———|Compan - O . .
the drop-down pary Company: criterion or
i f ~| select an item
ist i~ For the curent lookup———————— — from the drop-
" Empty field P

' Replace lookup down list

" Add to lookup " Non-empty field

" Marmow lookup

lick f 1
’TI Cancel | Help |__ gexltf-;jlsoroptlon

2 (Optional) In the Lookup group box, select the field on which to
search from the drop-down list.

The drop-down list shows all fields that you can search in the
database.

Tip: To look up a contact by full name, select Contact from the
drop-down list and then type the full name in the Search For text
box.

3 Inthe Search For group box, type the word to be searched for or select
a word from the drop-down list.

If a field contains a drop-down list, you can choose the item from the
list or from the last five items you searched for. You can also type the
word to be searched for. For example, to find all contacts in
Amsterdam, select City from the Lookup list and type Amsterdam .
You can enter just the first few characters of a search criterion. For
example, if you enter the letters jo when looking up contacts by first
name, ACT! finds all contacts whose first name starts with “jo” such as
John and Joanne.

4 Select the Replace Lookup option and click OK.

Replace Lookup causes the new set of contacts to replace the
previously found set of contacts. For example, if you first use the State
command to find all contacts in Texas and then use the City command
to find all contacts in London, your Texas contacts are no longer in the
current lookup; only your London contacts are part of the current
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lookup of contacts. This is the option that you will probably use most
frequently. For information about the other options, click the Help
button or see “Broadening or narrowing a lookup” on page 80.

Finding all contacts with a selected field that is blank

You can find all contacts with a selected field that is blank or empty.
Before sending out a mail-merge fax, for example, you might want to find
all contacts with a blank Fax field and enter the Fax number for the
contact.

To find contacts with an empty field:
1 Use a Lookup command for the field you want to find that is empty.

For example, to find all contacts with a blank E-mail Address field,
choose E-mail Address. If the field is not listed in the Lookup menu,
choose Other Fields.

2 In the Lookup dialog box, select the field, if necessary, in the Lookup
group box.

3 In the Search For group box, select Empty Field.

In the For The Current Lookup group box, select Replace Lookup, Add
To Lookup, or Narrow Lookup.

Finding all contacts with any data in a selected field

You can search for contacts that have data in a specific field. Before
sending a mail merge using e-mail, for example, you might want to first
create a lookup of all contacts with an e-mail address.

To find all contacts with any data in a field:

1 Use a Lookup command for the field you want to find that contains
any data.

For example, to find all contacts with an address in the E-mail Address
field, choose E-mail Address. If the field is not listed in the Lookup
menu, choose Other Fields.

2 In the Lookup dialog box, select the field, if necessary, in the Lookup
group box.

3 In the Search For group box, select Non-Empty Field.

In the For The Current Lookup group box, select Replace Lookup, Add
To Lookup, or Narrow Lookup.
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Finding contacts and information using keywords

You can also find contacts by searching for keywords contained in their
records. A keyword is any word that appears somewhere in a contact’s
record. ACT! can search for keywords in the fields of contact records and in
the Activities, Sales/Opportunities, and Notes/History tabs in the Contact
window.

You can use a keyword search to find contacts or groups. (For information
on using a keyword search to find groups, see “Finding groups and group
information” on page 283.) The following examples should give you some
ideas on how keyword searches can help you find the contacts and contact
information you need.

You need to find a contact whose name you have forgotten; however,
you remember making a note in his record that he sold tennis
equipment. If you are unsure whether you entered the note in the
Notes/History tab or in a field in the record, you can search for the
keyword “tennis” in the Notes/History tab and in the contact fields of
all contact records.

If you need a list of all contacts for whom you have sales opportunities
for chocolates, search for the keyword “chocolate” in the Sales/
Opportunities tab of all contact records.

If you need to find all contacts with whom you have scheduled a
meeting to discuss proposals, search for the keyword “proposal” in the
Activities tab of all contact records. ACT! will find all activities with the
word “proposal” regardless of whether you entered the word in the
Regarding field or the Details tab.

You attached a file named “pricelist.doc” to several contact records.
You updated the price list and need to fax the updated list to those
contacts. Search for the keyword “pricelist.doc” in the Notes/History
tab of your contact records.

You looked up a contact record and need to find a note of a discussion
you had about budgets. But the contact record contains many lengthy
notes. You can search the Notes/History tab of that record to find the
entry or entries containing the keyword “budget”.

You need driving directions to a contact’s office. You know that you
entered the directions in either the Details of a scheduled activity or
the Notes for a contact. But you have several contacts at the same
company and many notes and scheduled activities with all of them.
First, perform a lookup for the company name. Then, using a keyword
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search, search for the word “directions” in the Activities and Notes/
History tabs for all contacts in the current lookup.

To find contacts using keywords:
1 From the Lookup menu, choose Keyword Search.

Enter the keyword to

be found or select a e, Keyword Search HE
keyword from the Search for: Iprfc:e j Find Mow |
drop-down list .
Search these records Search in
Mew Search I
& &l records ' Contact records
' Current record " Group records [Ereate [ankup |
~
- Eurent lookup ¥ Contact fields ¥ Activities Cloze |
Selected group 1 Girons il ¥ Hotes/History T | | Click for option
IEH B! Imjv V' Sales/Opportunities [ E-mail addresses details
Contact | Compary | Field | Data
1| | 1]

2 In the Search For field, enter the word or phrase that you want to find
or select an item from the drop-down list. The drop-down list contains
the last five keywords that you searched for.

3 In the Search These Records group box, select one of the following
options:
= All Records—Searches all contact records in the database.
= Current Record—Searches the current contact record only.

= Current Lookup—Searches contact records in the current lookup
only.
= Selected Group—Searches contact records in the selected group.
Select the group from the drop-down list.
4 In the Search In group box, make sure Contact Records is selected and
then select any of the following options to indicate where in the record
you want ACT! to search:

= Contact Fields—Searches all fields (except the E-mail Address field)
in the contact records.

= Sales/Opportunities—Searches the Sales/Opportunities tab in the
contact records.
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= Activities—Searches the Activities tab, including activity details, in
the contact records.

= Notes/History—Searches the Notes/History tab in the contact
records.

= E-Mail Addresses—Searches the E-Mail Address field, including all
e-mail addresses, in the contact records.

Tip: Although you can select all these options at the same time, it
may be very time-consuming to search through all areas for
keywords. Try limiting your selections if you find that the lookup
operation takes too long.

5 Click the Find Now button.

ACT! searches the contact records for the keyword and displays the
search results in the list at the bottom of the window. If the search is
taking too long, click the Stop button in the Keyword Search window.

If no records match your search criteria, ACT! displays a message and
returns you to the Keyword Search window. To start another search,
click the New Search button and enter the search criteria.

Looking at the results of a keyword search

If ACT! finds one or more records that match your search criteria, it
displays the results at the bottom of the Keyword Search window. The
following illustration shows the result of a keyword search for the keyword

“price”.
] Keyword Search = 3
Search for: Iprice j
Search th d Search in |
earch these records earc| New Search
& &l records ' Contact records
€ Current record ) Gioup resards Create Loakup |
~
5 Dt oty ¥ Contact fields ¥ Activities Close |
gelzciad group = | G fields: ¥ Motes/History Help |
I jv V' Sales/Opporturities W E-mail addresses
File attached I Contact | Compary | Field | Data |
to a contact Phyllis Watanabe  PriceBreakers Intl, Inc.  Compary PriceBreakers Intl, In. ———————— Contact field
@ Chriz Huffrman CH Gourmet lmports Activity Send Price List to printer
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Create Lookup

The Field column indicates where the keyword was found. The Data
column shows the actual keyword that was found in the record.

Tips: To sort the results of the search, click a column heading. To view
more information in a column, drag a border between columns to increase
or decrease the width of a column, or drag a corner of the Keyword Search
window to enlarge the window.

Using the results of a keyword search

When the Keyword Search window displays the record or records you
want, you can go to a contact record and find the keyword or create a
lookup of selected contacts or of all contacts in the list.

To go to a record and find the keyword:
Double-click the item in the Keyword Search window.

ACT! displays the contact record in the Contact window and highlights
the first occurrence of the keyword. The Keyword Search window is
minimized in the lower left corner of the ACT! window so that you can
quickly perform another keyword search, if necessary.

To create a lookup from found records, do either of the following:

= To create a lookup of all records in the list, click the Create Lookup
button, or right-click in the list and choose Lookup All In List from the
shortcut menu.

= To create a lookup of selected items, select the items in the Keyword
Search window, right-click in the list, and choose Lookup Selected
Records from the shortcut menu.

Shift+click to select multiple items that are adjacent in the list.
Ctrl+click to select multiple items that are dispersed in the list.

ACT! creates a lookup of the contacts and displays them in the Contact
window or the Contact List. The Keyword Search window is minimized
in the lower left corner of the ACT! window so that you can quickly
perform another keyword search, if necessary.

Refining the results of a keyword search

If a keyword search returns too many results, you can refine the search
using any of the following techniques:
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= Sort the results of the keyword search. To sort the results, click a
column heading. For example, to sort the results so that all notes are
listed together, all histories are listed together, and so on, click the
Field column heading. To sort the list by company name, click the
Company column heading.

= Enter more specific text in the Search For field. For example, search for
“pricelist” instead of just “pri” or “price”.

= Search in fewer areas of contact record. For example, search only in
the Notes/History or Activities tab.

= Search within a selected group only.

= Create a lookup of the results of the keyword search and then search
within the lookup for different text. For example, if you want to find
all contacts to whom you sent a price list and who have an ID/Status
of Customer, perform a keyword search for “price”. Create a lookup of
the results by clicking the Create Lookup button in the Keyword
Search dialog box. Then, perform another keyword search; in the
Search For field, enter Customer and select the Current Lookup
option to search only within the current lookup of contacts. To further
refine the search, select only the Contact Fields option in the Search In
group box.

=  Create a lookup using a Lookup command, and then search within the
lookup for the keyword. For example, you might create a lookup of all
contacts with an ID/Status of Customer, and then use the Keyword
Search dialog box to search in the current lookup for “pricelist”.

Finding contacts using multiple search criteria

If you created a lookup by searching for a value in a field or by performing
a By Example or Advanced query, you can add to the existing lookup by
selecting another lookup criterion or narrow a lookup by specifying a
subset of that lookup. To specify more complicated search criteria, you
may need to create a query. See “Why use a query?” on page 81 for more
information.

Broadening or narrowing a lookup

After using a Lookup command to find contacts, you can add to the lookup
by selecting additional lookup criteria and adding the contacts to the
current set of contacts. Conversely, you can refine or narrow your set of
contacts by specifying different lookup criteria and eliminating contacts
who do not match these criteria.
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For example, you may need to set up appointments with your contacts in
the Chicago area. Using the City command in the Lookup menu, you can
find all contacts in Chicago. If some contacts are in the Chicago area, but
are not in the city limits, you can broaden your lookup by adding
additional cities or additional zip codes (postcodes). Finally, you can
narrow the lookup to eliminate contacts who are too far from Chicago.

To broaden or narrow a lookup:

1 Use aLookup command to find a set of contacts. See “Finding contacts
using a single search criterion” on page 72.

2 From the Lookup menu, choose another Lookup command that you
can use to add to or narrow your current set of contacts.

3 In the Lookup dialog box, enter the value to be found.

4 Select the Add To Lookup or the Narrow Lookup option. These
options are not available for some Lookup commands.

= Add To Lookup—Adds the newly found set of contacts to the
previously found set of contacts. For example, if you looked up all
contacts in New York and want to include New Jersey contacts,
choose State from the Lookup menu, enter New Jersey, and select
Add To Lookup. The resulting set of contacts includes contacts in
New York and New Jersey.

= Narrow Lookup—Reduces the current set of contacts to a specified
subset of contacts. ACT! looks only in the current set of contacts to
find the new set of contacts. For example, if you look up all
contacts at Company X, but you want only contacts at Company X
who work in London, choose the City command, enter London,
and select Narrow Lookup. The resulting set of contacts includes all
Company X contacts in London and eliminates contacts at other
Company X locations.

Why use a query?

If you can’t find the contacts that you want using the Add To Lookup and
Narrow Lookup options in the Lookup dialog box, create a query. A query
is a sophisticated search that compares all contacts in the open database
with the multiple criteria that you specify, resulting in a lookup of contacts
that match those criteria.

Queries allow you to find contacts that you cannot find using other
commands in the Lookup menu. Some advantages of using queries are:
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= In asingle step, you can find contacts based on criteria in multiple
fields, or based on multiple criteria in one field. Using other Lookup
commands, you must perform multiple lookups to add to or subtract
from a set of contacts.

= You can save and reuse queries. You cannot do this with other
lookups.

= You can use a saved query to add contacts to groups or subgroups.

Creating a query to find contacts

When you can create a query, you use operators. Operators are symbols or
words that define the relationship between the fields that you want to
search. The || (OR) operator lets you search for multiple values in one
field and find records that match different criteria. This is something you
cannot do with the Lookup commands, which let you search for only one
value at a time. For example, to search for all contacts in three states, you
could enter ME| NH| VT in the State field and run the query. Your
lookup would include all contacts in those three states.

The following table shows the operators that you can use to create a query.
ACT! includes a Query Helper, a dialog box that lets you select the
operators.

Operator  Result of Query

&& Finds all contacts whose records match all of the specified criteria.
| Finds all contacts whose records match one of the specified criteria.

= Finds all contacts whose records contain data that is equal to the
specified value.

<> Finds all contacts whose records contain data that is not equal to the
specified value.

< Finds all contacts whose records contain data that is less than the
specified value.

> Finds all contacts whose records contain data that is greater than the
specified value.

<= Finds all contacts whose records contain data that is less than or equal
to the specified value.

>= Finds all contacts whose records contain data that is greater than or
equal to the specified value.
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Operator  Result of Query

<<>> Finds all contacts whose records contain no data in the specified field.

* (asterisk) Finds all contacts whose records contain data that begins or ends with

the characters you specify.

.. (two Finds all contacts whose records contain data that falls within the
periods)  specified range.

You can create a query while working in any view or window. When you
create a query, ACT! displays a blank Contact or Groups window in which
you define that query.

Note: To create a query to find groups, display the Groups window.

The following list gives you some tips for creating queries.

When you enter a value in a field, the default operator is “=" (is equal
to). For example, if you enter 12/14/99 in the Last Reach field, ACT!
finds contacts who have that exact date in their Last Reach field. To
find all contacts who have last results after 12/14/99, enter >12/14/
99 in the Last Reach field.

To find multiword items, enclose the words in quotation marks. For
example, to find New York, enter: “New York " .

If you enter search criteria in more than one field, the && (and)
operator is automatically used between these fields. For example, if
you enter London in the City field and Prospect in the ID/Status
field, the query finds all prospects in London. If you want the
relationship between fields to be OR (]]), you must create an
Advanced query. See “Creating an Advanced query” on page 85.

To find all contacts that have data in a specific field, type an asterisk (*)
in the field.

Queries are not case-sensitive; you do not have to enter text with the
correct capitalization. You could enter “XYZ COMPANY" or “XYZ
Company” to find all contacts at XYZ Company.

To create a query:
1 From the Lookup menu, choose By Example.

A blank Contact or Groups window appears. A Query menu appears in
the menu bar, and a new toolbar appears.



Chapter 3: Sorting and Finding Contacts

2 (Optional) From the Query menu, choose Show Query Helper.

Query Helper E

Field name: Dperators:

2nd Contact ;I Eé:& and

2nd Last Reach I or

2nd Phone = iz equal to

2nd Phone Ext. < iz not equal to

%nddETitle < is less thanh To add an operator, select it

rd Contact » iz greater than . .

3rd Last Reach <= iz less than or equal to |- in the Operators list and
3rd Phone »= iz greater than or equal to click Insert, or double-click
3rd Phone Ext. Ly is blank.

3rd Title . begins/ends with the operator

Address 1 . range

Address 2

Address 3

At Phone E

Irisert I Cloge | Help l—— Click for option details

Enter the values or criteria for which you want to search, adding
operators as needed.

You can enter values in any field on any Contact window tab except
the Notes/History, Activities, Sales/Opportunities, and Groups tabs.
You can enter values in any fields on any Groups window tab except
the Notes/History, Activities, Sales/Opportunities, and Contacts tabs.

Note: To search for contacts who have no data in a specific field,
click in the field and press Ctrl+F5.

If you make a mistake, choose Clear Query from the Query menu. All
criteria you entered are deleted. To close the Query window without
running a query, click the Close button.

To specify the order in which your contacts or groups will appear
when you run the query, choose Specify Query Sort from the Query
menu.

In the Sort Contacts or Sort Groups dialog box, specify the sort criteria
and click OK. For more information, click the Help button.

Choose Run Query from the Query menu, or click the Run Query tool.

In the dialog box that appears, specify if you want to replace the
current lookup with the results of the query, narrow the current
lookup, or add to the current lookup.

ACT! searches the currently open database and finds all contacts or
groups that match the search specifications.
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Creating an Advanced query

You might not be able to create the query you want using a By Example
query. For example, if you want to find contacts in the United States who
you last reached after January 1, 1999, and contacts in Canada or Mexico
who you last reached after January 1, 1998, create an Advanced query. An
Advanced query is a text-only representation of a query statement, with
Boolean logic equations expressing the search criteria. To create an
Advanced query, convert a By Example query to an Advanced query.

To convert a By Example query to an Advanced query:

1 Enter search criteria in the By Example window and choose Convert
to Advanced Query from the Query menu, or click the Convert Query
tool in the toolbar.

The query appears as a text window, with the Query Helper. The
Query Helper for Advanced queries includes additional operators.

Query Helper E

Field name: Operators:

ond Contact H B and -
2nd Last Reach AND and

2nd Phone Il or

2nd Phone Ext. OR or

2nd Title = iz equal to

3rd Contact < iz not equal to

3rd Last Reach < is less than

3rd Phone > iz greater than

3rd Phone Ext. <= iz less than or equal to

3rd Title »= iz greater than or equal to
Address 1 COMTAINS  contains

Address 2 L4y is blank

Address 3 BLAME. is blank.

Alt Phone LI * beqins/ends with LI

Irisert I Cloze | Help l—— Click for option details

2 Edit the existing query, as needed.

For example, the By Example query connects fields with the &&
(AND) operator; you may want to change the && operators to the OR
operator, or add the NOT operator so that the relationship between
fields is AND NOT. This query finds contacts in the United States who
were last reached after January 1, 1999, and contacts in Canada or
Mexico who were last reached after January 1, 1998.

/& ACT5demo - Contacts M= 3
[[Eountry = "United States"*]) AMD [["Last Reach » "1,/1/39' ]] DH [[Country = ;I
"Canada" OF Country = "Mexica”] AMD [“Last Reach » "1/1,/98")) _I

3 Toinsert a field or operator using the Query Helper, select the field or
operator and click Insert, or double-click the field or operator.
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You can type your query directly in the window; however, it is
advisable to select the fields and operators from the Query Helper.

Tip: As you create a query, check the query syntax often. To
check the query syntax, choose Check Query Syntax from the
Query menu.

4 To specify the order in which your contacts appear when you run the
query, choose Specify Query Sort from the Query menu.

The Sort Contacts dialog box appears. For information, see “Sorting
contacts using one or more criteria” on page 68.

Choose Run Query from the Query menu, or click the Run Query tool.

6 In the dialog box that appears, click Yes to save the query. In the Save
As dialog box, type a name for the query and click Save. Click No if
you do not want to save the query.

7 In the dialog box that appears, select an option to replace, narrow, or
add to the current lookup and click OK.

Saving and reusing queries

Save your query so that you can quickly find the same set of contacts later.
In addition, you may save time by editing an existing query rather than
creating a new query. If you specified a sort order for the query, the sort
order is saved when you save the query.

You can add a command to the Lookup menu to run a saved query. See
“Modifying the Lookup, Write, and Reports menus” on page 350.

To save a By Example or Advanced query:
1 Create a query and make sure that it runs correctly.

2 From the File menu, choose Save. In the Save dialog box, enter a name
for the file. Make sure that the file type is Query File (*.QRY) and the
filename extension is .QRY, and click Save.

To reuse a query:
1 From the Lookup menu, choose By Example.

2 From the File menu, choose Open. In the Open dialog box, locate the
saved query and click Open.

The query reappears in the Query window.
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3 Choose Run Query from the Query menu, or click the Run Query tool
in the toolbar.

Getting contact information from the Internet

You can access the Internet and its services directly from within ACT! You
can view a company’s web site, get directions to a contact’s office, find out
what the weather will be like when you arrive, or get contact information
and add it to your contact database. To access a web site, you need an
Internet account, an Internet service provider, and an Internet browser,
such as Microsoft Internet Explorer or Netscape Navigator.

Looking up a contact’s web site

The Contact window and the Account Layout in the Groups window
contain a Web Site field in which you can enter the address or URL
(Uniform Resource Locator) of the contact or company’s web site. For
example, the URL for Symantec is www.symantec.com. If you click the URL
in the Web Site field, ACT! launches your web browser and goes to the
web site. To enter or edit a URL in the Web Site field, see “Web Site” on
page 47.

To go to a contact’s web site:
Find the contact and click the URL in the Web Site field.

Getting information about contacts from the Internet

Using an Internet directory service, you can look up a person’s e-mail or
mailing address and add a contact record for that person to your database
or send that person an e-mail message. Directory services maintain e-mail
addresses and “white page” listings much like the information in a printed
phone book. ACT! supports popular services, including the Yahoo!
Directory and BigFoot Directory.

By default, a directory search returns a maximum of 100 matches. You can
change this default and other directory information and add directory
search services. For more information, see “Adding or editing an Internet
directory service” on page 89.
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To get contact information from an Internet directory:
1 From the Lookup menu, choose Internet Directory.

Internet Directory Lookup M= B

Enter the name to be found: I Search I

- Directorygptions...l HMarrow Search... |

Marrow by:
LI Fieturn All Matches

Mame | E-Mail | Organization | Ldd Contast.. |
Send Message |

Select directory to look in: ¥ ahoo! Directory

Click for

Help I— - option
details
1| | _>| Cloze |

2 Type the name of the contact or organization that you want to find.

The order in which you type a name depends on the directory. For
details, click the Help button. If your search is unsuccessful, try adding
an * (asterisk) before or after the name or part of the name. Some
directory services recognize an asterisk as a “wildcard” character.

3 Select the directory you want to search.

4 (Optional) To select a geographical region or organization to narrow
the search, click the Narrow Search button. If you want all results
returned, skip to step 6.

If a search returns many names, you may want to narrow it to a
specific organization or region.

5 In the The Narrow Search dialog box, do either of the following and
click OK:

= Select City, State (County, Land, or Province), Country, or
Organization and type the search criterion in the Return Search
Result field. The way in which you enter the search criterion may
depend on the directory service and server that you use.

= To return all search results, select All.
6 In the Internet Directory Lookup window, click the Search button.

Note: The first time you use a directory, the License Agreement
screen appears. You must click Agree to continue.
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If you have to connect to the Internet, the dial-up connection dialog
box appears, and you must log in to your Internet service provider. To
stop the search, click the Stop button.

(Optional) When the search results appear, select the contact’s name in
the Name area and click the Add Contact button to add the person to
your database or the Send Message button to send an e-mail message
to the person. For more information, see Chapter 11, “Using E-mail
with ACT!”

Adding or editing an Internet directory service

You can add other directory services to the list in the Internet Directory
Lookup window, delete a service you don't use, and edit the information
for a directory service.

To add a directory service or change the options for a directory service:

1
2
3

4

From the Lookup menu, choose Internet Directory.
In the Internet Directory Lookup window, click Directory Options.

In the Directory Options dialog box, click Add to add a new directory
service, or select a directory service and click Edit to change the
options for a directory service.

Add Directory Service E

General | Advanced I

Enter the name of the directory service below and the server
URL [Example: Idap.domainname. com). If you have private
access to directories on this server, you may also choose to
remember your password when you login,

Directory service name:

LDAP Server location [URL]:

*r'our Digtinguizhed Mame for login. Leave blank for anonymous
login. [Example: “cn=Chris Huffman, o=Symantec Corp."' |

™ Remember password

oK I Caricel | Help |—— Click for option details

In the General tab of the dialog box, enter the information for the
directory service. For details about the options in this tab, click the
Help button.
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5 Select the Remember Password option if you have private access to the
directory service and do not want to enter your password each time
you log on.

6 Click the Advanced tab and specify additional information for the
directory service. For details about the options in this tab, click the
Help button.

Deleting an Internet directory service

If you delete a directory service, all of its settings are removed.

To delete an Internet directory service:
1 From the Lookup menu, choose Internet Directory.
2 In the Internet Directory Lookup dialog box, click Directory Options.

3 In the Directory Options dialog box, select the directory service and
click Delete.

Accessing Internet services and resources

The Internet Links menu contains many commands for accessing Internet
services and resources, including the Symantec web site and Yahoo!, a
search service.

Accessing the Symantec web site

You can access the Symantec web site from within ACT! to get information
about ACT! and other Symantec products, technical support, and company
news.

To access the Symantec web site:

From the Internet Links menu, choose a site from the Symantec
submenu.

Accessing Internet resources from a contact’s record

Using the Yahoo! commands, you can get a variety of information about
your contacts, the companies they work for, and the areas they live and
work in.

The Yahoo! commands take information from the current contact record
and use it to search the Internet. For example, to look up a company’s
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ticker symbol, you would find the contact’s record and choose Yahoo!
Ticker Symbol Lookup from the Internet Links menu. ACT! launches your
web browser and displays the Yahoo! web site for ticker symbols. Yahoo!
uses the information in the current contact's Company field to display the
ticker symbol for that company.

You can also add web sites to the Internet Links menu. See “Adding web
sites to the Internet Links menu” on page 94.

To access a Yahoo! web site:
Find the contact whose record contains the information you want to
use. From the Internet Links menu, choose a Yahoo! command.

The following table lists the Yahoo! commands that use information in the
current contact record to search the Internet.

Internet Links command Yahoo! uses this information for the search

Yahoo! Company News The current contact’s Company field to display
recent news headlines about that company.

Yahoo! Driving Directions The address in the My Record and the address in
the current contact’s address fields to display
driving directions from one location to the other.
See the following section, “Getting driving
directions to a contact’s location.”

Yahoo! Local Info The current contact’s Zip field to display local
information for that city or region.

Yahoo! Maps The current contact’s Address, City, State, and Zip
fields to display a map of the area. See “Getting a
map of a location” on page 93.

Yahoo! Person Search The current contact’s Contact field to search for
that person.

Yahoo! Search Selected text in the current contact’s record to
search for information about the selected text.

Yahoo! Stock Quote The current contact’s Ticker Symbol field to
display the latest available stock quote for that
company.

Yahoo! Ticker Symbol Lookup The current contact's Company field to display
that company'’s ticker symbol.
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The work address
in your My Record
appears here

Internet Links command Yahoo! uses this information for the search

Yahoo! Weather The current contact’s City and State fields to
display the current and forecasted weather for

that city or region.

Getting driving directions to a contact’s location

You can get a detailed map and driving directions to a contact’s location if
both the origin and the destination are in the United States. The directions
can be from your home or office, from the home or office of a contact, or
from any location in the U.S. For example, if you plan to visit two contacts
in one day, you can get directions from your home to the office of the first
contact you will visit. You can then get directions from that location to the
next location on your itinerary.

To get driving directions to a contact’s location:

1 Find the contact to whose location you are driving. The contact must
be located in the United States.

2 From the Internet Links menu, choose Yahoo! Driving Directions.

Yahoo! Driving Directions
— Origin — Destination

LContact: IHuffman, Chiiz [CH Gourmetlmports]j Contact: IAguiIar,James [Decisions, Ine.] j

Addrezs: ¢ Home = Other Address: % Work " Home = Other
Street: Street:
|1 3 East 58th Street |?m Pine Strest
City: City:
INew ok, j IHochester j
State: Zip Code: State: Zip Code:
INY j |10034 INY j |14553

Drive 1! I Cancel | Help

Click for option details

3 If you are leaving from a location other than your work address, in the
Origin group box, do one of the following:

= If you are leaving from your home, click Home.

= If you are leaving from another contact’s location, select the contact
from the Contact drop-down list and click Work or Home.
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= If you are leaving from a location that is not in your ACT! database,
select Other and enter the address.

4 If you are driving to a location other than the current contact’s work
address, in the Destination group box, do one of the following:

= If you are driving to the contact’s home, click Home.

= If you are driving to another contact’s location, select the contact
from the Contact drop-down list and click Work or Home.

= If you are driving to a location that is not in your ACT! database,
select Other and enter the address.

5 Click the Drive It! button.

Your web browser starts, and the Yahoo! Driving Directions web site
appears. If an address is not specific enough, Yahoo! may ask for more
information.

Getting a map of a location

If you want a map of the area around a contact’s work or home address or
other location, use the Yahoo! Maps command on the Internet Links menu.
Yahoo! supplies maps for U.S. addresses only.

To get a map of any location:
1 Find the contact.
2 From the Internet Links menu, choose Yahoo! Maps.

Yahoo! Maps E

~ Location

LContact: IAguiIar, James [Decisions, Inc.] j

Address: (% " Home = Other

Street:
|?m Pine Strest

City:

IHochester j

State: Zip Code:

INY j |14553
Map It I Cancel | Help I—— Click for option details

3 For a map of a different location, do one of the following:
= For a map of the area surrounding the contact’s home, click Home.
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= For a map of another contact’'s work location or home, select the
contact from the Contact drop-down list and click Work or Home.

= For a map of a location that is not in your ACT! database, select
Other and enter the address.

4 Click the Map It! button.

Your web browser starts and the Yahoo! Maps site appears and
displays a map of the location. If the address is not specific enough,
Yahoo! may ask for more information before it can display a map.

Adding web sites to the Internet Links menu

You can add commands to the Internet Links menu so that you can access
any Internet web site directly from within ACT! You can add the following
types of commands to the Internet Links menu to access web sites:

= ACT!-supported commands. These commands access reference and
resource web sites that are supported by ACT! Access to these web
sites will become available periodically.

= “Bookmark” commands. These commands access web sites, but do not
extract information from a contact record to display the site.

= Information-extracting commands. These commands behave much like
the Yahoo! commands on the Internet Links menu. They extract
information from the current contact record and use it to display a
specific web site.

For more information about adding web sites to the Internet Links menu:
1 Choose Help Topics from the Help menu.
2 Click the Index tab, type Internet Links and double-click a topic.



Changing and Deleting
Contacts

You can add and change contact information in your database. If you no
longer need one or more contacts, you can delete them from your
database.

Changing a single contact record

You can correct information or add information to a contact record. For
example, you may need to update a phone number or address or add a
home address to a contact record.

Tip: If you make a mistake editing contact information, you can undo your
last change. Choose Undo from the Edit menu. To undo all changes to the
record, choose Undo Changes to Contact from the Edit menu before the
contact record is saved.

To change a single contact record:

1 In the Contact window or Contact List, find the contact that you want
to change. See “Finding contacts and contact information” on page 69.

Note: The Contact List must be in Edit mode.

2 Move to the field that you want to update, select the data that you
want to replace, and type the new data.
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Tip: You can also point in the field, right-click, and choose a
command (such as Cut, Copy or Paste) from the shortcut menu to
edit the data in the field.

(Optional) When you finish changing a contact record, choose Save
from the File menu, click the Save File tool, or press Ctrl+S.

If you do not use the Save command, your data is saved automatically
when you move to a different record or to another window.

Changing multiple records at the same time

%

You can update more than one contact record at a time. For example, if
several contacts work at the same company and the company moves, you
can update all contact addresses at the same time, rather than entering a
new address in each contact record individually.

To change multiple records at the same time:

1

In the Contact window, find the contacts whose records you want to
update. See “Finding contacts and contact information” on page 69.

From the Edit menu, choose Replace.

The Replace window appears with all fields empty. You can modify
information in all tabs except the Notes/History, Activities, Sales/
Opportunities, and Groups tabs.

Note: To edit fields that are not in the current layout, choose the
layout from the layout drop-down menu at the bottom of the
window.

Enter the new or changed information in one or more fields.

You can change information in any field, including fields on tabs. If
you want a field to be blank, type <<BLANK>>or press Ctrl+F5 in the
field.

From the Replace menu, choose Apply, or click the Apply tool.

Note: All contacts in the current lookup are affected by this
process. If the process takes too long and you need to cancel it,
press the Esc key. Changes that have been made remain in effect.

At the confirmation message, click Yes.
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Swapping contact information between fields

i

Copying

Occasionally, you may find that you entered contact information in one

field, but you would rather have it in another field. For example, if you

entered contacts’ hobbies in the User 1 field and birthdays in the User 7
field, you may prefer to use the longer User 7 field for hobbies. You can
swap the information between two fields without copying or pasting.

To swap contact information between fields:

1 In the Contact window, find the records you want to update. See
“Finding contacts and contact information” on page 69.

From the Edit menu, choose Replace.

In the Replace window, choose Swap Fields from the Replace menu, or
click the Swap Fields tool.

Swap Field Contents E
Swap contents of: with contents of:
ot | cancal | Help Click for option details

4 From the Swap Contents Of drop-down list, select the field whose
information you want to replace and exchange with another field.

5 From the With Contents Of drop-down list, select the field whose
information will be exchanged with the other field and click OK.

6 At the confirmation message, click Yes.

Note: All contacts in the current lookup are affected by this
process. If the process takes too long and you need to cancel it,
press the Esc key. Changes that have been made remain in effect.

contact information between fields

Manually copying data in one field and pasting it into another field can be
time-consuming, especially if you want to paste it into multiple contact
records. You may find it useful to copy information between fields if
information in one field should also be in another field. (To swap
information between fields, see page 97.)
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Deleting

To copy contact information between fields:

1

In the Contact window, find the contacts whose records you want to
update. See “Finding contacts and contact information” on page 69.

From the Edit menu, choose Replace.

In the Replace window, choose Copy A Field from the Replace menu,
or click the Copy A Field tool.

Copy Field Contents E
Lopy contents of: To
— =
0F | cancel | Help Click for option details

From the Copy Contents Of drop-down list, select the field from which
you want to copy data.

From the To drop-down list, select the field into which you want to
copy the data and click OK.

At the confirmation message, click Yes.

Note: All contacts in the current lookup are affected by this
process. If the process takes too long and you need to cancel it,
press the Esc key. Changes that have been made remain in effect.

a contact or the current lookup

You can delete the current contact or the current lookup.

Caution: If you delete a contact or a lookup of contacts, you lose not only
the contact information but also all history, notes, and other information
associated with those contacts.

To delete a contact record or the current lookup:

1

Display the contact record that you want to delete. To delete a lookup
of contact records, find the contacts whose records you want to delete.
See “Finding contacts and contact information” on page 69.

From the Contact menu, choose Delete Contact, or press Ctrl+Delete.

In the warning message, click Delete Contact to delete the current
contact, or Delete Lookup to delete the current lookup of contacts.
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Scheduling Activities

ACT! activities fall into three categories. Calls are phone calls that you put
on your schedule to remind you to call a contact. Meetings are
appointments. To-do items are activities or tasks that you need to do, but
may not need to schedule at a specific time. For example, you can create a
to-do item for “pick up dry-cleaning” or “send birthday card.”

Putting activities on your schedule

In general, you schedule an activity from a contact record or from a
calendar. Both methods lead you to the Schedule Activity dialog box where
you specify activity information. (See “Setting basic activity information” on
page 104 for information about using this dialog box.)

In addition, you can create an activity series, which contains one or more
activities that you schedule frequently with yourself or your contacts. For
more information, see “Scheduling a series of activities” on page 116.

You can also create activities in SideACT!, a stand-alone application, and
copy or move them to your ACT! database. For details, see Chapter 6.

If you use Outlook to schedule activities with your colleagues or other
Outlook users, you can display the activities on your calendars in ACT! And
ACT! activities can be displayed on your Outlook calendar. For more
information, see Chapter 7.

Scheduling activities from a contact record

Because you must schedule an activity with a contact, you may find it
easiest to first display the contact record. (To schedule a personal activity,
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choose My Record from the Lookup menu.) You can schedule activities
with the current contact using these methods:

= Choose Schedule Call, Schedule Meeting, or Schedule To-do from
the Contact menu, or right-click in the contact record and choose a
Schedule command from the shortcut menu.

= Click a scheduling tool in the toolbar.

LA

@.

- To-do

| |
Call  Meeting

= Drag the contact record onto a calendar. Both the Contact window (or
Contact List) and either a calendar or the Mini-Calendar must be open.
You may need to tile or resize the windows. (For information about
tiling and resizing windows, see Microsoft Windows online help.)

Scheduling activities from the calendars

Another way to schedule activities is to specify a day (or a day and time)
for the activity on a calendar. ACT! automatically schedules the activity with
the current contact, but you can select a different contact in the Schedule
Activity dialog box. ACT! includes a Daily, Weekly, and Monthly calendar.
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To display a Daily, Weekly, or Monthly calendar, do one of the following:
=  From the View menu, choose a Calendar command.
= Click a calendar button on the View bar.

To move to the previous or next day, week, or month:
Click the Move Back or Move Forward tool in the toolbar.

Move Back —IZIZI— Move Forward

ACT! also includes a Mini-Calendar. By default, the Mini-Calendar shows
three months at a time. (To display only one month in the Mini-Calendar,
see “Setting calendar preferences” on page 130.)

To display the Mini-Calendar:
From the View menu, choose Mini-Calendar, or press F4.

Move back one month Move forward one month

Move back one year Move forward one year
— —

Mini-Calendar |
December 1999 44| | January 2000 4| » February 2000

S M T W T F 5[5 M T w T F S |5 M T W T F §
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5 E 7 8 3 101 |2 3 5B 7 8 |5 7 8 3 10 11 12
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12 13 14 15 16 17 18 16 17 18 19 20 o 22 13 14 15 16 17 18 19
24

19 20 21 22 23 24 25 | 23 [Z5 26 27 28 29 | 20 21 22 23 24 25 26
26 27 28 23 30 A an AN & 028 23

To display the previous or next month or year in the Mini-Calendar:
Click an arrow button at the top of the Mini-Calendar.

You can have the Mini-Calendar open with the other calendars and use the
Mini-Calendar to display the Daily calendar. If you change the day, week,
or month in the Mini-Calendar, you move to another day, week, or month
in the other calendars.

To display the Daily calendar from the Mini-Calendar:
Double-click a date in the Mini-Calendar.

=
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To display today or a different month in the Mini-Calendar:
Right-click in the month and year area and choose Today or a month.

Right-click at the top of the calendar and
choose Today or a month

Today _gs 44| | January 2000 4| » February 2000
S S M T W T F § S M T W T F §
October 1333 4 1 1 2 3 4 §

2 3 4 5 5 7 8
5 Movember1IB 1} 5 o 12 13 dg 15 |57 8 9 101112
12 December1999 18 | {5 17 {g 13 20 21 2 |13 14 15 16 17 18 13

13 Jaruary 2000 25 |23 24 25 26 27 28 29 |20 21 22 23 24 B %6
_%6  Febuan 2000 30 3 27 28 29
T March2000

Apil 2000

May 2000

June 2000

Scheduling an activity from the Daily or Weekly calendar

You can schedule an activity and specify its starting time and duration
directly on the Daily or Weekly calendar.

To schedule an activity from the Daily or Weekly calendar, do any of the
following:

= Position the pointer in the time slot where the activity will begin and
drag to select the duration. For example, to schedule a two-hour
meeting starting at 1:00, drag through the 1:00 and 2:00 time slots.

Tuesday, January 18, 2000

Drag through time slots to set the starting time and
duration of an activity

= Use the down arrow key to select the starting time, and then press
Shift-down arrow to select the duration.

= Click the gray time button to select the activity’s start time.

Tuesday, January 18, 2000

P— Click a time to set the starting time of an activity
3:00 i

4:00 hd

Setting basic activity information

You specify activity information in the Schedule Activity dialog box. Each
option in this dialog box is explained in the sections that follow, or click

l_\
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the Help button for option details. (To speed up entering basic activity
information, see “Setting scheduling preferences” on page 123.)

Schedule Activity E . .
Click the arrow in each
General | Detailsl Recuring Settingsl Advanced Dptionsl field to quickly select
Activity type: Date: Tirme: Diuration: | the activity type, dét,e'
: time, and other activity
|Mesting =l Jansmo J5 | XY = |1 hour =l information
with:
IBIoggs, Joe [Berkszhire Fine Teas, Lid.] j LContacts w
Begarding: FEricrity:
|| Gl E—
Aszzociate with group: Activity Color:
| =l —
[~ Ring alam |5 minutes VI bLiefare actiit
™ Show full day barner
Schedule For/By | oK I Cancel Help |—— Click for option details

Setting the activity type

You can set Call, Meeting, or To-do as the type of activity.

To set the activity type:

In the General tab in the Schedule Activity dialog box, choose Call,
Meeting, or To-Do from the Activity Type drop-down list.

Setting an activity’s date and time

If you scheduled the activity on a calendar, the date and time may already
be entered in the Schedule Activity dialog box, but you can change them.
You must either define a starting time or specify that the activity is timeless.
A timeless activity is one that you want to do on a specific day, but at an
unspecified time. For example, you might schedule a to-do to write a
report, but you do not want to assign a time to it. You define this type of
activity as timeless. Timeless activities appear in the daily recap area of the
Daily, Weekly, and Monthly calendars.
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To set a date and time for an activity:

1 Inthe General tab in the Schedule Activity dialog box, click the arrow
in the Date field and click a date in the drop-down date selector, or
type a date in the field.

2 Click the arrow in the Time field and click in a time slot in the small
Daily calendar, or click Timeless at the bottom of the calendar.

You can also drag through time slots to specify both the starting time
and the duration, or type a starting time in the field.

Setting an activity’s duration

If an activity’s duration is incorrect, enter a new duration. You can also set
default durations for activities. For example, you might set calls to last 15
minutes and meetings to one hour. (For more information, see “Setting
scheduling preferences” on page 123.) If your activity lasts eight hours or
more, you can block out a full day on your Monthly calendar. See
“Displaying a banner on your Monthly calendar” on page 110 for details.

To set an activity’s duration:

In the General tab in the Schedule Activity dialog box, click the arrow
in the Duration field and select a duration, or type a duration in the
field.

For example, to enter a duration of one hour and 45 minutes, type
1 hr 45 min

Specifying with whom an activity is scheduled

When you schedule an activity, you must assign a contact to the activity. If
this is a one-time-only activity with a person who is not in your database,
and you do not want to add that person to your database, schedule the
activity with yourself. For example, if you have to pick up dinner
tomorrow, you do not want to create a contact record for the restaurant;
instead, schedule the activity with yourself by selecting My Record in the
Schedule Activity dialog box.

In the Schedule Activity dialog box, you can change the contact, add a
contact, or select multiple contacts with whom to schedule the activity.

To select a single contact with whom an activity is scheduled:

In the General tab in the Schedule Activity dialog box, click the arrow
in the With field and select a contact from the list.
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Tip: To schedule the activity with yourself, click My Record at the
bottom of the list or choose My Record from the Contacts drop-
down list.

To select multiple contacts with whom an activity is scheduled:

1 In the General tab in the Schedule Activity dialog box, choose Select
Contacts from the Contacts drop-down menu.

Select Contacts E
Select contacts from
Scheduled with:
& Al cortacts HC : e Eﬂhl'
' Current Jookup Himan. Lans ;I
" Selected group
. . Tupe infchoose name: New O
Click a heading to sort - Mew Contact..
. IHuffman, Chiiz [CH Gourmet Imports]
the list by contact name = |
or company or to .| Contst . | Compary | (herece?
reverse the sort order E cwnar, Carl Cordoba Coffes Shops ;I
; ; - Add &l > |
Eirightwell, Shirley Pacific Cafe Company
EImendorf, Kristi Black Forest Baking
Hibbard, Rene &I
< Hemove |
.elley, Tim Muts and Things, Inc. _I = al _I
Flug, Helmar Black Forest Baking ﬂl
Lazarus, Slmgn Aussie Meats ™ Create separate activity for each contact
Lenares, Gloria Cordoba Coffee Shops
Lews, John Cordoba Coffes Shops LI QK I Cancel | Help |
|

Click for option details _

2 In the Select Contacts From group box, select All Contacts, Current
Lookup, or Selected Group. If you select Selected Group, select the
group from the drop-down list.

3 Select contacts from the list on the left side of the dialog box.

Shift+click to select contacts whose names are adjacent in the list.
Ctrl+click to select additional contacts who are dispersed in the list.

4 To move the contacts to the Scheduled With list, click Add or Add All.

To replace the entire contents of the Scheduled With list with the
selected contacts, click Replace.

5 (Optional) To display an activity for each contact, select the Create
Separate Activity For Each Contact option.

—
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Adding a new contact when scheduling an activity

You can add a contact to your database when you schedule an activity.

To add a new contact when scheduling an activity:

1 Inthe General tab in the Schedule Activity dialog box, choose either of
the following from the Contacts drop-down menu:

= New Contact.

= Select Contacts. In the Select Contacts dialog box, click New
Contact.

2 In the Add Contact dialog box, enter the contact information.

(Optional) To select an e-mail address from your e-mail system’s
address book, click Address Book.

4 Click OK to save the contact.

The new contact’s name appears in the With field (Schedule Activity
dialog box) or the Scheduled With list (Select Contacts dialog box).

Adding a description for an activity

The activity description appears on the calendars so that you know the
purpose of the activity.

To add a description for an activity:
In the General tab in the Schedule Activity dialog box, enter the
description in the Regarding field, or choose a description from the list.

To select multiple items in the Regarding list, or to add, delete, or modify
the entries in the list, see “Speeding up contact data entry” on page 50.

Tip: If the Regarding field is not long enough for the full description of the
activity, use the Details tab to add more information. See “Adding activity
details” on page 111.

Setting an activity’s priority

If you set priorities for activities, you can view or sort them by priority. You
can also set a default priority for each activity type. For example, you may
want all meetings to be high priority and to-do’s to be medium priority. For
more information, see “Setting scheduling preferences” on page 123.
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To set an activity’s priority:

In the General tab in the Schedule Activity dialog box, choose High,
Medium, or Low from the Priority drop-down list.

Setting an activity’s display color

You can assign colors to activities so that different kinds of activities appear
in different colors on your calendar. For example, you may want to assign
different colors to your business activities and your personal activities.
Activities are displayed in color on your monitor, but are not printed in
color except when you print the Task List and Activities tab.

To set an activity’s display color:

In the General tab in the Schedule Activity dialog box, click the drop-
down arrow next to the Activity Color field and click a color.

Activity color:

Wl ~——— Click to display the color palette

Associating an activity with a group

You can associate an activity with a group. When you display the Activities
tab in the Groups window, you see any activities associated with that
group. For example, if you schedule a golf game, you can associate the
activity with the Golfing Buddies group. For information about groups, see
Chapter 14, “Managing Groups and Accounts.”

To associate an activity with a group:

In the General tab in the Schedule Activity dialog box, select the group
in the Associate With Group drop-down list.

Setting an alarm to remind you of an activity

If you set an alarm for an activity, ACT! displays a message and beeps at
the specified time before the activity. If ACT! is minimized, the ACT! icon in
the Windows taskbar flashes. ACT! must be running for an alarm to appear.
You can set default alarm settings for activities. For example, you may want
an alarm five minutes before a call, but 15 minutes before a meeting. For
more information, see “Setting scheduling preferences” on page 123.

=
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This banner
shows an activity
lasting two days

This banner
shows an activity
lasting six days
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To set an alarm for an activity:

In the General tab in the Schedule Activity dialog box, select the Ring
Alarm option and type a lead time for the alarm in the Before Activity
field, or choose a time from the drop-down list.

The alarm goes off the specified amount of time before the scheduled
activity. You can clear the alarm, reschedule the activity, or put the alarm
on snooze in the Alarms window. For details about the options when an
alarm goes off, click the Help button in the Alarms dialog box.

Displaying a banner on your Monthly calendar

If you schedule a trade show, conference, or other event that lasts one or
more days, you may want to “block out” those days on your Monthly
calendar with a banner so that you can quickly identify those days.
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28 29 30 il
E &nderson ..

By default, a banner is displayed for activities lasting eight hours or more.
To change the default, see “Setting calendar preferences” on page 130.

To display a full day banner for an activity:

In the General tab in the Schedule Activity dialog box, select the
duration of the activity and select the Show Full Day Banner option.
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Adding activity details

If the Regarding field is not long enough to describe an activity or if you
need to record more information about an activity, use the Details tab of
the Scheduling Activity dialog box. You might use the Details tab to add
directions to a meeting location or to include an agenda for a meeting.

Tip: If the information you want to include with the activity is in a
document, such as a word-processing file, you can copy the text in the
other application and paste it into the Details tab.

To add activity details:
1 In the Schedule Activity dialog box, click the Details tab.

Schedule Activity E
General Details | Fecurring Settingsl Advanced Dptionsl
Click the Details tab —————1 T Click to print the
LB details
Meeting Agenda ;I

You can type any

information about the

activity

t1. Intraductions [Chris)
2. Company background [Pat]
3. Pregentation on new products [Jan)

Meeting Location

Sharriot Suites
Corporate Meeting Room

|

Schedule For/By .-"| ak. I Cancel | Help |

2 Type the details in the edit box.

You can enter up to 30,000 characters in the box. To edit the details,
right-click in the box and select a command (such as Cut or Paste)
from the shortcut menu.

3 (Optional) To print the activity details, click the Print button.

—
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Activity details are indicated in the daily recap area of a calendar and the
Details column of the Task List and the Activities tab of a contact and
group record.

| 44| «|  January 2000 ]
S M T W T F &
1

2 3 4 5 B 7 8

9 10 11 12 13 14 15

16 17 18 189200 21 22

%g %14 28 2% 2 28 A
Activity details are and in the Details
indicated in the daily recap— 00 &M - Jeff Nelson 415-655-2907 column in the Task
area of a calendar .. =5 Conlfirm shipment List and Activities tab
Filker = | Click the “Filter' button ta the left to change the view below.

J\/ | Type | Date % | Time | Pricrity | Regarding | Details | Duration |
1/20/00 10:00 AW Law Confirm shipment = 30 minutes

To view the details of an activity:

In the daily recap area of a calendar or in the Details column of the
Task List or Activities tab, double-click the Details icon.

Tip: To add details for an activity after you have scheduled it, double-click
the Details column of the Task List or Activities tab for the activity to
display the Details tab.

Sending e-mail messages about scheduled activities

When you schedule an activity, you can send an e-mail message to the
contacts to notify them of the activity. If you reschedule the activity, you
can send an e-mail message notifying them of the change. (To set up
e-mail addresses, see “Managing contacts’ e-mail addresses” on page 202.)

The schedule information and text in the Details tab are placed in the body
of the e-mail message. The information in the Regarding field is the subject
of the e-mail message. The activity is also attached to the e-mail message
so that recipients can add it to their calendars.

To send an e-mail message when you schedule or reschedule an activity:

1 Inthe Advanced Options tab in the Schedule Activity dialog box, select
the Send E-mail Message To Activity Participants option.

2 In the Attachment Format group box, select a format for the
attachment.
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Tip: To set the default format for attaching activities to e-mail, choose
Preferences from the Edit menu and select a format in the General tab.

After scheduling an activity, you can e-mail the activity participants.

To send an e-mail message about a scheduled activity:

1 Select the activity in a calendar, the Task List, or the Activities tab.
From the Contact menu, choose Send Activity.

2 In the Format Options dialog box, select a format or formats for the
attachment and click Continue.

Scheduling recurring activities

Recurring
activities

You can schedule an activity to occur more than once without entering it
multiple times. You can set activities to appear daily, weekly, monthly,
yearly, or on a random schedule. Recurring activities are indicated by an
icon in the Task List, the Activities tab in the Contact and Groups windows,
and the calendars.

\/l Tope | Date_\,l Tirne % | F'riu:urit_l,ll Regarding |

rzfﬁ 1/13/00 330 Ak Low  Manthly Breakfast meeting

S8 1/18/00  1:00 P High  ‘weekly Conference call

@ 1/24/00  MOME b edium 'rite Weekly Report

Scheduling a daily, weekly, or monthly recurring activity

You can schedule activities that occur at any interval of days, weeks, and
months.

=
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To schedule a daily, weekly, or monthly recurring activity:

1 In the Recurring Settings tab in the Schedule Activity dialog box, select
the Daily, Weekly, or Monthly option.

Schedule Activity E
Click the Recurring Generall Details HecurringISettings |Advanced Dptionsl
Setﬁngs tab — Frequency — Activity ocour pre or select the
| N T date on which the
: gnce -k = activity will stop
& Daiy recurring
 Wieekly
" Monthly
 Yearly
" Custom
__ scmaerormy | o] o |t H— o

2 Enter a number of days, weeks, or months in the Every field.

3 Select a date from the Until date selector, or type a date in the field.

4 (Weekly activities) In Repeat On These Days, select a day of the week.
5 (Monthly activities) Select the occurrence and days.

Scheduling a yearly activity

You can schedule an activity that occurs once a year. You might want to
schedule annual activities such as a contact’s birthday or the anniversary of
an important event such as a sale closure or the completion of a project.

To schedule a once-a-year activity:

1 In the Recurring Settings tab in the Schedule Activity dialog box, select
the Yearly option.

2 In the Every field, enter the number of years between occurrences of
the activity. For an annual activity, leave the default selection of 1.

3 Select a year from the Through drop-down date selector, or type all
four digits of the year (such as 2004) in the field. This is the year in
which the activity will end.
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Scheduling a randomly recurring activity

You can schedule activities that occur every month, every other month, or
at any interval of months on random days of the month. For example, you
may have to drive to work on the 4th, 6th, and 28th of every month.

To schedule a randomly recurring activity:

1 In the Recurring Settings tab in the Schedule Activity dialog box, select
the Custom option.

Schedule Activity E
Click the Recurring Generall Details Fiec:uningISettings |Advanced Dptionsl
Settings tab JEr=S— B Type or select the
date on which the
" Once Eveny: |1 3: th: Until: |4.-"28.-"DD ~| L .
= SR s = — activity will stop
£ Daily Fiepeat on these daps: recurring
C eekly [z oz o4 5 6 7
€ Mokt 8 9 10 11 12 13 14 Click the days of the
ey LB i I d) &l month to schedule
22 33 24 25 26 W 28 .
 Yearly . the activity
Select this option i
| Click for option
Schedule For/By ak. I Cancel | Help |—— details P

2 Enter a number in the Every _ Months field.

3 Select a date from the Until drop-down date selector, or type a date in
the field.

4 Select the days of the month to schedule the activity.

Tip: To schedule an activity for the last day of every month,
regardless of whether the month has 28, 30, or 31 days, select 31
on the calendar.

Stopping a recurring activity

You can stop a recurring activity so that it no longer appears on your
calendars and Task List.

—
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Chapter 5:  Scheduling Activities

To stop a recurring activity:

1 Double-click the next occurrence of the activity on a calendar, or
double-click the Selection box in the Task List or Activities tab.

2 In the Recurring Settings tab of the Schedule Activity dialog box, select
the Once option or set the Until date to today’s date.

Scheduling a series of activities

If you frequently schedule the same set of activities for your contacts, you
can create an activity series to help you quickly schedule the activities. An
activity series contains one or more activities that you specify using the
Activity Series Wizard. You save the activity series so that you can schedule
the activities at a later time.

For example, if you schedule the same activities for new customers such as
sending a brochure, mailing a follow-up letter, and faxing a price list,
create an activity series. The activity series could contain each of these
activities so that you can quickly schedule the activities each time you add
a new customer to your database. If you schedule the same activities
before participating in a trade show, you might want to create an activity
series that includes activities to print brochures, call suppliers, update price
lists, and call trade show participants. Then, schedule the activity series
before your next trade show to put each activity on your calendar.

Each activity series must be based on either a start date or a due date. For
example, a series that you create to schedule activities after you get a new
customer is relative to a start date. You might mail a brochure three days
after the contact becomes a customer and mail a follow-up letter ten days
after they become a customer. A series that you create to schedule all the
activities before an event is based on a due date. For example, a series for
sending a proposal is generally based on a due date. The activities in the
series might include visiting the customer site 30 days before the proposal
is due, printing the proposal five days before it is due, and mailing it three
days before it is due.

To create and use an activity series, follow these basic tasks:

=  First, create an activity series using the Activity Series Wizard. The
series can contain one or more activities. In the wizard you also give
the series a name. The wizard saves the series in the Macro folder with
the filename extension .SER.

= Next, find the contacts with whom you want to schedule the activities
in the series.

=
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Scheduling a series of activities

Finally, schedule the activity series. When you schedule the series, you
select the actual start date or due date of the activities. ACT! puts each
activity in the series on your calendar, your Task List, and the Activities
tab of all contacts with whom it is scheduled. All activities are timeless,
non-recurring, public activities.

Activity Series Wizard - Series 3 . Lo .
v First, create a series of activities in

Click Add to add an activity to the series. Schedule Activity Series E

The activities in this activity series are listed belaw. the Activity Series Wizard
Click Add to add an activity to the zeries.
Click Edit to edit an activity in the series. Next, create a /OOkUp of contacts and
Click Mext when you have specified all of the X .
schedule the series with the current

activities in the series.
lookup

Type | From Start Date| Duration | Regardin F — Schedule activity series with

— Select activity serie:

nd welcome lette

To-do 1'Wweek(z] 5 minutes| NewCust:Mail latest catalog | L &l contacts Delete Seliesl
To-do 3'week(z) 5 minutes MewCust:Fax special promoti| L

' Current contact
4

—Senies sttt date————————————— Sernies description
Schedule this activity series when pougeta  «
331700 LI new customer. It schedules 3 activities: Send
< Back I Mest » | C: -

ACT! adds the activities to your calendar and
creates separate activities for each contact

Schedule I Cancel | Help |

Filter - | Click the "“Filter* button ta the left to change the view below.

v | Type | Date | Time | Pricrity | Scheduled 'ith Regarding | Details | Duration
I @ 240400 1200 AM High Gloria Lenares MewCust:Send welcome letter [welcome. doc) 0 minutes
I @ 20700 1200 AM Medium  Gloria Lenares MewCust:Mail latest catalog 0 minutes
I @ 342400 12:00 Ak Medium  Gloria Lenares MewCust:Fax special promation news 0 minutes

Each activity scheduled in the series is like any other activity: You can
reschedule the activity, add or change activity information, and clear or
erase the activity.

Tip: Choose the activities and their order in the series carefully. If you
reschedule an activity that was scheduled as part of a series, the activities
following it in the series are not rescheduled. For example, if the first
activity in a series is to phone a contact and the next activity is to send a
brochure one week later, you may not want to send the brochure on the
scheduled date if you do not reach the contact.

—
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Chapter 5:  Scheduling Activities

To create an activity series:
1 From the Contact menu, choose Create/Edit Activity Series.

2 In the Activity Series Wizard - Introduction panel, select Create A New
Activity Series and click Next.

3 In the Series Date panel, select one of the following options:

= Start Date, if the series is based on a starting date. The activities will
be scheduled on or after a start date.

= Due Date, if the series is based on a due date. The activities will be
scheduled on or before a due date.

4  Click Next.

Activity Series Wizard - First Activity

An activity series must have at least one activity. Specify the
first activity in thiz series. Mate: All activities will be timeless

— First activity in serie:

Activity type Duration FErriority

ITD-dD j |5 mhiriutes j ILow j
Begarding

INewEust:Send welcome letter (welcome. doc) j

— Schedule activity

Jo = [paa

>| AFTER start date

VI activity falls on weekend, schedule on follawing Monday

j befare activity

< Back I Mest » I

Cancel | Help |—-

The option name is
different if you
create a series
based on a due date

Click for option
details

5 In the First Activity panel, select the activity type, the duration of the
activity, and the priority of the activity.

6 In the Regarding field, select or type a description of the activity.

The text you type here appears in the Regarding field for the activity
when you schedule it.

Tip: To help you identify activities that were added to your
calendar as a result of an activity series, include some identifying
information at the beginning of the Regarding field, such as
“Series” or “NewCustSeries”—any information that is meaningful to
you. Later, you can find all activities that were scheduled using that
series by searching for the identifying word in a keyword search.

=
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Scheduling a series of activities

10

The column header is

different for a series

with a due date

11

In the Schedule Activity group box, select the time period.

This is the number of days, weeks, or months after the start date or
before the due date that the activity will be scheduled on. To schedule
the activity for the same day as the start or due date, select 0 Days.

(Optional) If you want an alarm to remind you of the activity, select
the Ring Alarm option and select a time from the drop-down list.

(Optional) If the activity can be performed only on a weekday
(Monday through Friday), select If Activity Falls On Weekend.

If you don't select this option, the activity may be scheduled on a
Saturday or Sunday.

Click Next.

The activities in this activity series are listed below.

Click Add to add an activity to the zeries.
Click Edit to edit an activity in the series.
Click Mext when you have specified all of the
activities in the series.

AR
The first activity

—|. » : — you scheduled
Click Add to add an activity to the zeries.
appears here

Type | From Start Date | Duration | Regardi
To-do 0 Day(z]| 5 minute: C

Edit... |
_>|;I Welete |

Click for option
< Back IWI Cancel | h=h I__ details

In the Series panel, do one of the following:
= To add another activity to the series, click Add.
= To delete an activity, select the activity in the list and click Delete.

= To modify an activity, select the activity in the list and click Edit, or
double-click the activity.

If you are adding or editing an activity, the Add Activity or Edit Activity
dialog box appears.

=
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Add Activity E
- Activity
Activity type Diuiration Pricrity
W | s <] low =
Begarding

— Schedule activity

Jo = [paa x| AFTER start date

™ Ring alarm |5 minutes VI befare activity

VI activity falls on weekend, schedule on follawing Monday

0K || Cacel | Hep H— Click for option details

12 Complete the Add Activity or Edit Activity dialog box.

The options in this dialog box are the same as those in the First

Activity panel of the wizard. For details about the options, click the
Help button.

13 Click OK to return to the Series panel.

If you added an activity, it appears in the Series panel. If you edited an
activity, the activity is updated in the Series panel. The list of activities
in the series may be updated to show the correct order of the activities.

14 Continue adding or modifying activities in the series. When you have
completed adding or modifying activities, click Next.

Activity Series Wizard - Finizh

Y'ou have successfully created a new activity zeries.
Each series must have a name. Type in the name of
the series in the field below. You can also enter a
description of the series.

To schedule the series, select the Schedule Activity
Serigz command in the Contact menu.

Series name Enter a filename

INewEust —— 1 for the activity
series

Series description

Schedule this activity series when you get a new Enter a description

customer. [t schedules 3 activities: Send welcome for th tivit

letter [0 days after start date]. Mail latest catalog | ortnhe activity

[1 wik after start date). Fax special promotion series to help you
news (3 whks after start date). identify it later

Click for option
< Back I Finizh I Cancel Help |——

details
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15

16

In the Finish panel, enter a filename for the activity series.

The activity series will be saved with the filename you specify and a
.SER filename extension in the Macro folder.

Type a description of the activity series.

You might want to describe when to use the series or list the activities
in the series. To edit the description, right-click in the description box
and choose a command from the shortcut menu. You can enter up to
approximately 1000 characters for the description.

Changing an activity series

You might need to add an activity to a series, delete an existing activity, or
change an activity’s starting time, priority, or other information. You use
the Activity Series Wizard to change an activity series.

To change an activity series:

1
2

From the Contact menu, choose Create/Edit Activity Series.

In the Activity Series Wizard - Introduction panel, select Edit An
Existing Activity Series and click Next.

In the Select Series panel, select the series you want to change and
click Next.

In the Series panel, do any of the following:

= To edit an activity, select the activity and click the Edit button, or
double-click the activity. In the Edit Activity dialog box, change the
activity options and click OK.

= To add an activity, click the Add button. In the Add Activity dialog
box, specify the activity options and click OK.

= To delete an activity, select the activity and click the Delete button.
When you have completed editing the activity series, click Next.

In the Finish panel, click Finish.

Click Yes to replace the existing series with the modified series.

Scheduling an activity series

After creating an activity series, you can schedule it with yourself or with
one or more contacts. If you schedule the series with multiple contacts, a
separate activity is created for each contact. No conflict checking is

—
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Chapter 5:  Scheduling Activities

performed when the activities are scheduled. All activities are scheduled as
timeless, non-recurring, public activities.

Tip: Before scheduling the series with a large number of contacts, test the
series by scheduling it with one contact.

To schedule an activity series:

1

The name of this
option depends on

Find the contact or contacts with whom you want to schedule the
series. See “Finding contacts and contact information” on page 69.

From the Contact menu, choose Schedule Activity Series.

Schedule Activity Series E

— Schedule activity series with
Delete Series |

— Select activity serie:
&l contacts
& Curent contact

' Current Jookup

the type of series
you are scheduling

Series start date Sernies description
Schedule this activity series when pougeta  «
|3"'131 /00 j' new customer. It schedules 3 activities: Send
Click for option
Schedule I Cancel Hel — .
= | i l_ details

In the Schedule Activity Series With group box, select All Contacts,
Current Contact, or Current Lookup.

In the Select Activity Series group box, select the activity series that
you want to schedule.

In the Series Start Date or Series Due Date group box, click the arrow
to the right of the field and select the start date or due date of the
series.

Click Schedule.

Deleting an activity series

If you no longer need an activity series, you can delete it. Deleting an
activity series does not delete any activities that were scheduled using the
series.

=
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Sharing calendars with other users

To delete an activity series:

From the Contact menu, choose Schedule Activity Series. In the
Schedule Activity Series dialog box, select the series and click the
Delete Series button.

Sharing calendars with other users

If you share contact data with others in a network database or through data
synchronization, you may want to make some activities (such as personal

appointments) private. No one else (not even the database administrator)

sees your private activities when they log on to your database or when you
send them synchronization updates.

To schedule a private activity:

In the Advanced Options tab in the Schedule Activity dialog box, select
the Private Activity option.

If you share an ACT! database, you can schedule activities for another
database user so that the activity appears on the other user’s calendar.

To schedule an activity for another user:

1 Click the Schedule For/By button at the bottom of the Schedule
Activity dialog box.

2 Select the user for whom you want to schedule the activity from the
Scheduled For drop-down list.

3 Select the user who is scheduling the activity from the Scheduled By
drop-down list.

You may find it helpful to see the calendars of other database users, for
example, to find a time when they are free for a meeting. To view others’
calendars, see “Displaying or hiding activities on calendars” on page 129.

Setting scheduling preferences

You can set a default duration, priority, and alarm for each activity type.
You can also specify that the activities roll over, how to clear activities from
your calendars, whether to check for schedule conflicts, and whether new
activities are public or private activities.

=
N
(o]



Chapter 5:  Scheduling Activities

To set scheduling preferences:

1 From the Edit menu, choose Preferences. In the Preferences dialog
box, click the Scheduling tab.

Synchronization I Mames I Startup I Spelling I Dialer | WinF ax Options I
General I Colors and Fants I Calendars Geheduling | E-mail Click the
| Scheduling
~Settings for [N = | tab
Eriarity: ILDW vl while scheduling Calls, automatically
dizplay popups for:
Alarm lead time: |5 minutes 'l
Durati [ Date ™ Begarding
ration: I‘ID mirutes 'l
™ Time ™ Alarm lead time
™ Default Calls to timeless ™ Duration
I~ Set alam for Calls
™ Automatically rall aver Calls to today
[ e Gl edlis V' Enable activity conflict checking
" Gray L .
. V' Make new activities public
& Strikeout o .
™ ‘when scheduling with multiple contacts,
always create separate activities for each
Click for
T | ol | h=h |" option details

2 From the Settings For drop-down list, select Calls, Meetings, or To-do’s
to set defaults for that activity type.

3 Select default settings for calls, meetings, or to-do’s. For details about
each option in this dialog box, click the Help button.

Resolving schedule conflicts

ACT! can notify you if you try to schedule activities that overlap. You can
accept the schedule conflict or reschedule the new activity.

To receive notification of schedule conflicts:

Select the Enable Activity Conflict Checking option in the Scheduling
tab of the Preferences dialog box.

If you try to schedule an activity that conflicts with a scheduled activity, the
Conflict Alert dialog box appears. To leave the overlapping activities, click
Accept in the dialog box. To reschedule the new activity, click Reschedule.
To turn off conflict checking, select Disable Activity Conflict Checking.
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Rescheduling activities

Rescheduling activities

Schedules often change, and you may need to move scheduled activities
on your calendars. You can reschedule an activity from a calendar, the Task

List, or the Activities tab in the Contact window.

Tip: To reschedule multiple activities quickly, select the activities in the
Task List or Activities tab, press F4 to display the Mini-Calendar, and drag

the activities to a date on the calendar.

To reschedule an activity from the calendars, do one of the following:
= Drag the activity to a new day or time slot on the calendar.

= Drag the activity to a day on the small monthly calendar on the right
side of the Calendar window or to the Mini-Calendar.

= Double-click the activity and change the date or time in the Schedule
Activity dialog box.

To reschedule an activity from the Task List or the Activities tab:
Click in the date or time field of the activity, click the drop-down

arrow in the field, and change the date or time.

Date |

Time | Frior

W Click to display a date or time selector
o« pil 2000 ] w

S

T

W T F

2
g
16
23
30

5 [6 7
12 13 14
19 20 2
% 27 28

Managing your day with the Task List

You can use the Task List to view your activities as a list. The following
Task List shows all activities; the width of the columns have been adjusted
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Chapter 5:  Scheduling Activities

so that more columns are displayed. (To add or remove columns in the
Task List, see “Customizing the columns in the list views” on page 306.)

Click to display or
. ) P ,y —Filker "l Types ta show Friarities to show-  Dates ta show: -
hide filter options :
I | Calls I High IToday and Future j Select Users... I
:z Teedtlngs :z tdedlum ™ Show anly timeless
v auk v
oees o V' Show cleared activities V' Show Outlook activities
J\/ | Type | Date % | Time % | Pricrity |Scheduled W'ithl Regarding | Details | Duration | Group
3430400 12:004M  Medium Chriz Huffman  Assemble catalogs 3 Jhows
1 4/2/00 520 P Low James &guilar  Breakfast meeting 1 hour
444400 8:30 Ak Medium Carl Bowman  Confirm appointment 1 hour Cordoba Coffes
2y 4/6/00 12:004M  Medium Chiris Huffman  Staff Meeting % 45 minutes
BN 413/00 10:004M  Low  JoeBloggs 30 minutes =
K1 Mz

To view your scheduled activities in a list:
From the View menu, choose Task List, click the Task List button on
& the View bar, or press F7.

To change the order in which activities appear in the Task List:

Click a column heading. To reverse the sort order, click the column
heading again.

Displaying or hiding activities in the Task List

By default, all activities appear in the Task List, including activities that
rolled over from previous days, activities scheduled by an activity series,
Outlook activities, and activities copied or moved from SideACT! If your
Task List is long, or if you want to view just some activities, filter the list to
display only those items of interest to you. You might filter the list so that it
shows only activities for today, only high priority calls for this week, or
only meetings for today and future dates. You filter the Task List using the
options at the top of the list or the Filter Activities dialog box. To display
the Filter Activities dialog box, choose Filter Task List from the View
menu.

To display or hide activities in the Task List:

If the Filter area is not shown, click the Filter button.

In the Types To Show group box, select Calls, Meetings, or To-do’s.
In the Priorities To Show group box, select High, Medium, or Low.
To view only timeless activities, select Show Only Timeless.

a b 0N

To view all cleared activities, select Show Cleared Activities.



Managing your day with the Task List

6 To view activities that were scheduled using Outlook, select Show
Outlook Activities.

This option is available only if you updated your ACT! calendar with
Outlook activities. It displays Outlook activities that have been added
to your calendar using the Outlook Activities > Update command on
the Tools menu. It has no effect on Outlook activities that were
imported into your database. For information about using ACT! with
Outlook to schedule activities, see Chapter 7, “Scheduling with
Outlook.”

7 To display other users’ public activities, click the Select Users button.
In the Select Users dialog box, click the Selected Users option and
choose the users from the list, or click the All Users option.

To view activities within selected dates:
1 From the Dates To Show drop-down list, select a date option.
If you select the Date Range option, a Date Range dialog box appears.

Select a date range below, then click OK. to
apply it to the cument view.

Daterange: [12/1/99 - 12/24/383 =] Click to display a date selector

ﬁl :I December 1999 :I il
5

s M T w T F

Selected dates are highlighted in the date
selector

26 27 28 29 30 A

2 Click the drop-down arrow to display a date selector. Drag through the
dates, or use the arrow keys to select the first date in the range. Hold
down the Shift key and press the Right Arrow key to select additional
dates. Press the Enter key when the dates you want are selected.

To view activity details in the Task List, do any of the following:
=  Click the Details icon in the Details column.

= Select an activity and choose View/Edit Activity Details from the
Contact menu, or right-click an activity and choose View/Edit Activity
Details from the shortcut menu.
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Chapter 5:  Scheduling Activities

Printing your Task List

After you display the activities you want, you can print the Task List.

To print the Task List:
Display the Task List. From the File menu, choose Print Task List.

Viewing and printing activities for a contact

The Activities tab in the Contact window displays the activities you
scheduled with the current contact.

Click to display or
hide filter O’Zﬁgfls —Filter V’l — Tupes ta show Friarities to show-  Dates ta show: ;I
I | Calls I High All A Select Uszers... | —I
Click a column 2 MEEUTQS F Medium ™ Show anly timeless
heading to sort u TD-?DS o [~ Show cleared activities [V Show Outlock activities
the list v Tupe | D;te an Time | Prioity | Regarding | Details | Duration
1/4/00 MOMNE High Ak far the order 3 15 minutes
| B 1/5/00 .00 Akd Medium  Call Joe Bloggs(Dutlook] 0 minutes
| B 1/6/00 12:00 Ak Medium  Product Team Meeting[Outlook) 1 day
| = 111400 E:00 P Lo Dirner meeting 3 Zhows
| = 1413/00 8:30 AM Lo Breakfast meeting 3 Zhows
I /24000 MOMNE Medium  Assemble catalogs 3 Jhows
1 2/9/00 10:30 AM Lo Demanstration 3 Zhows
I B 3/2/00 10:00 AM Medium  Staff Meeting 5 30 minutes -
4| v]  MotesHistory  Activities [Sales | Groups | User Fields | PhoneMame | AR Cortacts I%WM_I _>|J

Click the Activities tab

To view the activities for a specific contact:

Find the contact whose activities you want to view. See “Finding
contacts and contact information” on page 69. Click the Activities tab,
or press Alt+F9 or Alt+A.

To display or hide activities in the Activities tab, use the filter options at the
top of the tab or the Filter Activities command on the View menu. The
options for filtering activities are the same as the options for the Task List.
For more information, see “Displaying or hiding activities in the Task List”
on page 126.

To print the Activities tab:

From the File menu choose Print Activities, or right-click in the
Activities tab and choose Print Activities from the shortcut menu.
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Viewing and printing your calendars

Finding contacts with whom you have scheduled activities

As you view a calendar or the Task List, you might find it helpful to find
the contacts with whom you have scheduled activities. From the Daily,
Weekly, or Monthly calendar, you can create a lookup of all contacts who
appear on your current schedule. If you select a specific activity on a
calendar, ACT! displays the contact with whom that activity is scheduled.
From the Task List, you can create a lookup of all contacts associated with
activities or contacts associated with selected activities, and select an
activity and go to that contact’s record in the Contact window.

To find contacts with whom you have scheduled activities:

1 Select an activity on a calendar, or select one or more activities on the
Task List.

m 2 Click the Create Lookup tool in the toolbar, or press the right mouse
button and choose Create Lookup from the shortcut menu.

The contacts with whom you have scheduled activities appear in the
Contact window.

To go to a contact’s record from the Task List or a calendar:

Select the activity of the contact you want to view. Press the right
mouse button and choose Go To Contact from the shortcut menu.

Viewing and printing your calendars

You can view your activities on the Daily, Weekly, and Monthly calendars,
specify the activities you want to see, and print your calendars.

Displaying or hiding activities on calendars

You can specify which activities appear on each calendar. For example,
you may use the Daily calendar to view all activities for the day and the
Weekly calendar to view meetings for the week. If you share ACT! data
with others on a shared network database or through data synchronization,
you can also specify which users’ activities are displayed on the calendars.
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Chapter 5:  Scheduling Activities

To display or hide activities on calendars:

- 1 Open the Daily, Weekly, or Monthly calendar. From the View menu,
W choose Filter Calendar or click the Filter tool in the toolbar.

2 In the Filter Calendar dialog box, select the activities that you want. For
a description of the options, click the Help button.

Tip: To display company or contact names in the calendar, choose
Company Names Only or Contact Names Only from the View menu.

Setting calendar preferences

You can specify whether you want your Monthly calendar to start on a
Sunday or a Monday. You can also specify the time increments and the first
hour displayed on the Daily and Weekly calendars.

To set calendar preferences:

1 From the Edit menu, choose Preferences. In the Preferences dialog
box, click the Calendars tab.

Synchronization I Mames I Startup | Spelling | Dialer I winFax Options I
General I Colors and Fonts Calendars | Scheduling I E-mail Click the
: ' Calendars
L4 week starts on— Calendar increment tab
Daily calendar: Weekly calendar:
© Monday ISD Minutes j I‘I Hour j

— On calendars show

& Contact name

' Company hame

™ ‘wihen displaying mini-calendar, shaw only curent manth

Start time [for daily and weekly calendars]: IS:DD Abd 'l
Show full day banner for activities with duration of |1 day VI or longer.

QK I Cancel | Lol | Help |— Click for

| option details

2 In the Calendar Week Starts On group box, select Sunday or Monday.
3 Choose a time increment for the Daily and Weekly calendars.
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Viewing and printing your calendars

4 In the On Calendars Show group box, select Contact Name or
Company Name. If you select Company Name, activities scheduled
with the My Record do not display the company name.

5 To display only one month in the Mini-Calendar, select the When
Displaying Mini-Calendar, Show Only Current Month option.

Choose the starting time for the Daily and Weekly calendars.

Select a duration in the Show Full Day Banner For Activities With A
Duration Of _ Or Longer drop-down list.

Printing your calendars

You can print your calendars in several formats such as Avery, Day Runner,
and Day Timer.

To print a calendar:
1 Display the calendar and choose Print from the File menu.

Select the calendar Printout type:
to print —| Month Calendar j ¥ Show preview

Select the calendar Plain A4 Full Page (L]

format Plain 44 Full Page [P]
Flain Letter Full Page (L]
Flain Letter Full Fage [F]

| _’ILI
Click for

EditTempIatel Optiong... | Printﬁetup...l QK I Cancel | Help |—- option details

2 Choose the calendar from the Printout Type list and select the format.
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Chapter 5:  Scheduling Activities

To specify what is printed on the calendar, click the Options button.

Calendar Options E

Frint
™ Compary name

[~ B week view

™ Prirt activity details

Start howr [Day calendar only]: IDS:DDAM 'l

Cancel | Help |—— Click for option details

¥ Saturday and Sunday

™ Column for priorities

Fiter.. |

In the Calendar Options dialog box, select the options for the calendar.
Some options are unavailable for some calendars.
To specify what appears on the printed calendar, click Filter.

[X]

Filter Calendar Printout
— Activity types to include——

- Include data from

« & V| Calls
— V' Meetings
Jeff Melzon ,
Wendy Leach V| To-do's
_I —Activity priorities to include—
&l users p
Iv High
— Achivity date: ¥ Medium
Vv Low

Al dates " Past dates
™ Prirt only timeless
™ Prirt cleared activities

¥ Print Outlook activities

& Today " Today and future

" Date range:

ok | cacel | Hep | Click for option details

In the Filter Calendar Printout dialog box, select the options you want

6
and click OK. Click OK to close the Calendar Options dialog box.
7 Click OK.
8 In the Windows Print dialog box, select the print options and click OK.

Recording completed activities

When you complete an activity, you can clear it from your schedule and
ACT! automatically creates a history record in the Notes/History tab of the

contact with whom the activity was scheduled.
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Recording completed activities

Clearing activities

When you clear an activity from your schedule, ACT! records a history of
the activity in the contact record of the person with whom you scheduled
the activity. (All histories are public, even histories associated with a
cleared private activity.) You can view histories and create reports based
on past activities with your contacts. Therefore, clearing an ACT! activity
does not delete information about the activity—it simply marks it as
completed and displays it in gray or with a line through it. (To specify the
appearance of cleared activities, see “Setting scheduling preferences” on
page 123.)

When clearing an activity, you can record the results of the activity and
schedule a follow-up activity with the contact. You can also edit or add
activity details and include them with the history. For example, when you
clear a meeting, you may want to add information about the decisions
made during the meeting so that you can review them later, if necessary, in
the Notes/History tab.

To clear an activity from your schedule:

1 Select the activity in the Activities tab in the Contact window, the Task
List, or a calendar. Do one of the following:

* From the Contact menu, choose Clear Activity.

= In the Calendar window, click the check box next to the activity in
the Daily Checklist.

Click here to clear an activity—J Laulz

* |n the Task List or the Activities tab, click the checkmark column.

| J\/l Type | Date | Time |
Click here to clear an activity—— L 12412/99 :00 &M
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Chapter 5:

Scheduling Activities

You can enter or edit
activity details and

include them with the
activity in the history

The Clear Activity dialog box appears.

Clear Activity x|
Company: CHG p
Contact:  Chriz Huffman
— Activity detail
Date: IB.-"21 /1339 'l Tirne: |421UPM 'l
5 ding: i . .
Begarding.  [yzcation Select this option to
§ include the details in
Bl | = the history
Tupe: Meeting These options
Result: ' Held depend on the type
Mot held  Er of activity that you
are clearing
- Click for option
Follow Up Activity...|  Expenses... QK Cancel Help — detail
etails

To include activity details with the history, make sure the Add Details
To History option is selected. If necessary, edit or add activity details.

Changes that you make to the activity details are displayed in the
Regarding field in the Notes/History tab for the contact.

Select a Result option.
To record an expense related to this activity, click the Expenses button.

Note: The Expenses button appears only if you have installed
Quicken ExpensAble and the ExpensAble Wizard on your
computer. For details, see the following section, “Recording
expenses for a cleared activity.”

To schedule a follow-up activity, click Follow Up Activity. In the
Schedule Activity dialog box, schedule the follow-up activity and click
OK to return to the Clear Activity dialog box.

If you clear several activities at the same time, ACT! creates a history entry
for each activity you clear. (You cannot create a history record for some
activities and not for others.) Activity details are included with the history.
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Recording completed activities

Selection button

To clear multiple activities:
1 In the Activities tab or the Task List, click the Selection button.

|J\/| Type | Date | Time |
= 1212/99 2:00 &M

Shift+click to select multiple activities that are adjacent in the list.
Ctrl+click to select multiple activities that are dispersed in the list.

2 From the Contact menu, choose Clear Multiple Activities.

In the Clear Multiple Activities dialog box, select Completed or Not
Completed.

Recording expenses for a cleared activity

If you have Quicken ExpensAble 98 and the ExpensAble Wizard installed
on your computer, you can record expenses associated with an activity in
Quicken ExpensAble when you clear the activity.

Note: You can install the ExpensAble Wizard when you install Quicken
ExpensAble.

ACT! creates an attachment for the expense in the Notes/History tab of the
My Record and each contact that you select in the ExpensAble Wizard. The
attachment shows the date and time that the activity was cleared and the
filename of the expense. You cannot modify the expense in ACT! You can
delete the expense only from within Quicken ExpensAble. You can,
however, delete the attachment, if necessary, from within ACT! (If you
delete the expense from Quicken ExpensAble, the attachment is not
automatically deleted from ACT!)

To record expenses for a cleared activity:
1 In the Clear Activity dialog box, click the Expenses button.
The ExpensAble Wizard appears.

2 Complete the expense information and click OK. For details about the
options in the wizard, click the Help button.

The Clear Activity dialog box reappears.
3 Complete the Clear Activity dialog box and click OK. For details about
the options in this dialog box, click the Help button.

You can view the expense within Quicken ExpensAble.

=
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Chapter 5:  Scheduling Activities

To view the expense within Quicken ExpensAble:

Double-click the icon to the left of the expense in the Notes/History
tab. Quicken ExpensAble starts automatically.

Scheduling follow-up activities

When clearing an activity, you can schedule a follow-up activity with the
same contact. For example, if you call a prospect who would like to talk to
you in the following quarter, you can note that you reached the contact
and schedule a follow-up call for the following quarter.

To schedule a follow-up activity:

1 Select the activity in the Activities tab in the Contact window, the Task
List, or a calendar.

2 From the Contact menu, choose Clear Activity.
In the Clear Activity dialog box, click Follow Up Activity.

In the Schedule Activity dialog box, specify the settings for the follow-
up activity.

5 To include activity details with the follow-up activity, click the Details
tab and select the Use Details From Previous Activity option.

6 When you finish specifying the follow-up activity, click OK. In the
Clear Activity dialog box, click OK.

Recording an activity history

=
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When you clear an activity, ACT! automatically creates an activity history
unless you explicitly erase the activity. However, you may want to create
an ad hoc history record for a contact without scheduling and clearing an
activity for that person. For example, you may call a client when you are
away from the office. When you return to the office you can create a
history for the contact, indicating what happened during the call.

You can add a contact record and record an activity history for that contact
at the same time. For example, if you call someone who is not in your
database, you can add that person to your database and record a history of
the call at the same time.



Recording completed activities

To record an activity history:

1 (Optional) Find the contact for whom you want to record a history.

2 From the Contact menu, choose Record History.

Record History E
— Record history for
LContact: .
— | Click to add a new contact
IBIoggs, Joe [Berkszhire Fine Teas, Lid.] j Mews Contact...
] to your database
Aszzociate with group:
I |
Date: Time:
| =] Jaioem =]
— Activity twpe IEaII =
Begarding:
IDiscussed new marketing campaign j
Dretails:
| You can type details of the
o activity here
Rezul: & Completed " Received call These options depend on
 Attempted ' Left message the type of activity
Follows Lp Activity... | oK I Cancel | Help |—— Click for option details

(Optional) Do either of the following:
= Select the contact from the Contact drop-down list.

= To add a contact and record information in the new contact’s
history, click the New Contact button. For more information, see
“Adding a new contact when scheduling an activity” on page 108.

To associate the history with a group, select the group from the
Associate With Group drop-down list.

If you associate the history with a group, the information appears in
the Notes/History tab for the group.

Select an activity type from the Activity Type drop-down list.

Enter activity information in the Regarding field or select a description
from the list.

(Optional) In the Details field, type additional information about the
activity. The information you enter is displayed in the Regarding field
in the Notes/History tab.

Select a Result option.
To schedule a follow-up for the activity, click Follow-Up Activity.
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Chapter 5:  Scheduling Activities

Deleting activities
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Selection button

If you schedule an activity that you don’'t want on your schedule, you may
simply want to delete it. Deleting an activity means that there is no record
of the activity in the database. In general, you should delete activities only
if you scheduled them by mistake.

To delete an activity:

1 Select the activity in the Activities tab in the Contact window, the Task
List, or a calendar.

2 Press the Delete key on the keyboard.
In the Clear Activity dialog box, select Erase and click OK.

To delete multiple activities:

1 In the Activities tab or the Task List, click the Selection button for the
activities to be deleted.

|J\/| Type | Date | Time |

— | = 12/412/99 :00 &M

Shift+click to select multiple activities that are adjacent in the list.
Ctrl+click to select multiple activities that are dispersed in the list.

2 From the Contact menu, choose Clear Multiple Activities, or press
the Delete key on the keyboard.

3 In the Clear Multiple Activities dialog box, select Erase and click OK.



Using SideACT!

SideACT! is an application that you can use to quickly take notes about
calls, meetings and to-do’s. It replaces the desk-cluttering paper note pads
you might use for reminders and to-do lists. You can use SideACT! whether
or not ACT! is running.

SideACT! items you enter appear in a numbered list that you can print. You
can categorize items, change their order, mark them completed, and delete
them. Once entered, SideACT! items can easily be converted to ACT!
activities and associated with one or more contacts.

Opening SideACT!

During installation, you can choose to place the SideACT! icon on the
desktop, in the Internet Explorer or Windows 98 Quick Launch toolbar, or
in the Windows desktop taskbar. By default, the taskbar appears at the
bottom of the desktop. This area also displays the system time and may
display icons for other applications.

- B ;
IS @_ﬂ%ﬁ?ﬂ 755 Ph

SideACT! icon

If you move the mouse pointer over the SideACT! icon in the taskbar, the
number of items is displayed for the last SideACT! file that you opened.

|2 To-do's, 1 Call, 1 Meeting; <1 Completed:
[RE=TEE R 501 PM

l— Move the pointer over the SideACT! icon
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Chapter 6: Using SideACT!

To open SideACT!, do one of the following:

= Double-click the SideACT! icon in the Windows taskbar or right-click
the icon and choose Open from the shortcut menu.

= Double-click the SideACT! icon on your Windows desktop or the
Quick Launch toolbar, if available.

=  Click the Windows Start menu and choose Programs > Symantec ACT!
> SideACT!

@] =  Click the SideACT! tool in the ACT! toolbar.
= Choose the SideACT! command in the ACT! Tools menu.

Note: If you accidently choose Exit from the taskbar shortcut menu,
SideACT! closes and its icon is removed from the taskbar. When you open
SideACT!, the icon reappears. To remove the icon from the taskbar, choose
Preferences from the Edit menu and select the appropriate option.

When you open SideACT!, the following window appears.

Bl My Tasks.SPD - SideACT!

File Edit “iew Item SendtoACT! Help
Di(E| & #|=e] 8] w]w]s]]
T fosd fve rad proer Erater =1 TeXt ent’y area
|-f| Item # |Heggrd|ng | Drate | Tupe |
— 1 temlList
Fieady MUIM "

Recording information in SideACT!

When SideACT! opens, you can begin typing immediately. The number of
items you can enter in SideACT! is limited only by your system’s memory.

To record information in SideACT!:
1 Begin typing in the text entry area directly below the toolbar.

You can type up to 250 characters. You can type continuously; the text
automatically wraps to the next line. To enter a line break, press
Ctrl+Enter. A line break counts as two characters.

l_\
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Changing the order of SideACT! items

2 When you finish entering text, do one of the following:
= Press the Enter key on your keyboard.
= Click the Add Item To List tool in SideACT! toolbar.
= From the Item menu, choose Add Item To List.

The text you typed appears in the new item’s Regarding field in the
Item List. By default, SideACT! assigns the current date to new items
and adds them to the bottom of the Item List.

[T ttemtt |F|eg3rding [ Date | Type | . i
Select/Move button —&H™ |~ 1| Called Beth Munin about candy shipment._|_12/8/99 | 1, —— ACtivity Type icon

An ellipsis (...) indicates that the Regarding field contains more text. To
see the text, click the Regarding field. You can edit the text and cut,
copy, and paste selected text into a different Regarding field. You can
also change the date field.

3 Click the Activity Type icon for the item and select an activity type.
By default, SideACT! categorizes items as to-do’s. To change the default

activity type for new items, choose Preferences from the Edit menu. You
can also change the activity types of selected or all active items.

For more information about changing activity types:
1 Choose Help Topics from the SideACT! Help menu.

2 Click the Index tab, type Changing and double-click “Changing
activity types.”

Changing the order of SideACT! items

By default, SideACT! adds new items to the bottom of the Item List. To add
new items to the top of the Item List, choose Preferences from the Edit
menu and select the appropriate option. You can also change the order of
items to reflect new priorities.

To change the order of SideACT! items, do one of the following:

=  Click the Item Number of the item and type a new number to indicate
the new order for the item in the list.

ftern #
1
2
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Chapter 6: Using SideACT!

= Click the Select/Move button and drag the item to a new location.

= Press Ctrl+Up Arrow or Ctrl+Down Arrow, or choose Move Item Up or
Move Item Down from the Item menu.

Marking items as completed

Checkbox

=
N

When you complete a SideACT! item, you can mark it as completed. To
more easily view active items, you can move completed items to the
bottom of the Item List. (To automatically move completed items to the
bottom of the list, choose Preferences from the Edit menu and select the
appropriate option.)

To mark one or more items as completed, do one of the following:
= Click the checkbox of the item that you want to mark as completed.

= Click the Select/Move button of the item, and choose Mark As
Completed from the Item menu.

Shift+click to select multiple items that are adjacent in the Item List.
Ctrl+click to select multiple items that are dispersed in the Item List.

When you mark an item as completed, a checkmark appears in its
checkbox, a line appears through its Regarding field, and its item number
is removed. To read a completed item, click its Regarding field.

| |\/| Item # |F|eg3rding | Date | Type |

To move completed items to the bottom of the Item List:
From the Edit menu, choose Move Completed Items To End.

After marking an item as completed, you cannot edit its Regarding field. To
edit the text of a completed item, you must make the item active again.

To unmark a completed item, do one of the following:
= Click the checkmark of the item.

=  Click the Select/Move button of the item and choose Unmark Item
from the Item menu.

Shift+click to select multiple items that are adjacent in the Item List.
Ctrl+click to select multiple items that are dispersed in the Item List.



Deleting items from SideACT!

Deleting items from SideACT!

You can delete active and completed items from the Item List.

Caution: When you delete an item from the Item List, it is permanently
deleted. You cannot undo the deletion.

To delete items from the Item List:
1 Click the Select/Move button of the items that you want to delete.

Shift+click to select multiple items that are adjacent in the Item List.
Ctrl+click to select multiple items that are dispersed in the Item List.

2 Press the Delete key or choose Delete Selected from the Edit menu.

To delete all completed items from the Item List:
From the Edit menu, choose Delete Completed Items.

Finding items in SideACT!

You can use Find to easily locate an item.

To find an item in the Item List:

From the Edit menu, choose Find. In the Find dialog box, type the
information you want to find, choose the direction that you want to
search in the list, and click Find Next.

To continue searching for additional instances of the item, press F3.

Printing SideACT! items

You can print all items or selected items in the SideACT! Item List.

To print SideACT! items:

To print selected items, select the items. Choose Print from the File
menu or click the Print tool in the SideACT! toolbar.

Moving and copying SideACT! items to ACT!

You can convert SideACT! items into ACT! activities in one of two ways.
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*  You can move an item from SideACT! to an ACT! database. The item is
permanently removed from the SideACT! Item List.

= You can copy an item from SideACT! into an ACT! database. The item
remains in the SideACT! Item List.

You move or copy an item to an ACT! database using these methods:

= If the ACT! database to which you want to move or copy items is not
open, select the item and use the Move To Database or Copy To
Database command in the Send To ACT! menu or click the equivalent
tool in the SideACT! toolbar. Use this method if you do not typically
run ACT! and SideACT! at the same time.

= If the ACT! database to which you want to move or copy items is open,
drag the item from SideACT! and drop it on a date or time in a
calendar, on a contact record, or on a contact in the Contact List. This
method is convenient if you run ACT! and SideACT! at the same time.

Note: There is no link between items that you copy from SideACT! to an
ACT! database. If you copy an item to ACT!, then modify the item in
SideACT!, the corresponding item in the ACT! database is unchanged.

When you move or copy an active item to ACT!, you schedule the item
with a single contact—you cannot assign items to multiple contacts. The
item becomes an ACT! activity and is no different from any other activity.
You can change its attributes and assign it to additional contacts, if
necessary. The activity has a default duration and priority and the
Regarding field of the SideACT! item becomes the Regarding field in the
ACT! activity. ACT! puts the first 70 characters in the activity Regarding
field; if there is additional text, the full text of the item appears in the
activity details. (For information about activity details, see “Adding activity
details” on page 111.)

If you move or copy a completed SideACT! item, the item is placed in the
Notes/History tab of the contact record or the My Record.

Moving SideACT! items to ACT! when ACT! is not running

l_\
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If you do not typically run ACT! and SideACT! at the same time, use the
SideACT! menu commands and tools to move or copy items to an ACT!
database. SideACT! asks you to select a contact in which to place the items.
To automatically place items in the My Record, see “Specifying a default
contact for SideACT! items” on page 145.



Moving and copying SideACT! items to ACT!

If you use multiple ACT! databases and you typically send all SideACT!
items to the same database, you can specify a default database. See
“Specifying a default ACT! database to open from SideACT!” on page 146.

To move or copy SideACT! items using the tools or menu commands:
1 Click the Select/Move button of the item or items.

| |\/| Item # |F|eg3rding | Date | Type |
& | 1 [Called Beth Munin about candy shipment | 12/8/93 [ W |

Select/Move button

Shift+click to select multiple items that are adjacent in the Item List.
Ctrl+click to select multiple items that are dispersed in the Item List.

2 Do one of the following:

= To move items, click the Move To ACT! Database tool in the toolbar,
or choose Move To Database from the Send To ACT! menu.

= To copy items, click the Copy To ACT! Database tool in the toolbar,
or choose Copy To Database from the Send To ACT! menu.

3 If aconfirmation dialog box appears, click Change Database to select a
different database. In the Select ACT! Database dialog box, select a
database. Click OK if you do not want to open the database or OK/
Launch ACT! to open the database.

Note: The database you select remains the destination for
SideACT! items until you specify a different database.

4 Click Move to move information or click Copy to copy information.
SideACT! opens the database and one of the following events occurs:

= If you chose Send To My Record in the Preferences dialog box, the
items are placed in the Activities tab of the My Record.

= If you chose Prompt Me To Select A Contact in the Preferences
dialog box, the Associate With Contact dialog box appears. Select a
single contact with whom to schedule the items.

Specifying a default contact for SideACT! items

By default, when you move or copy items using tools or menu commands,
SideACT! asks you to select a contact with whom to schedule items, but
SideACT! can automatically send the items to the My Record.
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To specify a default contact for SideACT! items:

From the Edit menu, choose Preferences. In the Preferences dialog
box, select Send To My Record or Prompt Me To Select A Contact.

Specifying a default ACT! database to open from SideACT!

If you have multiple databases, but send SideACT! items to one database,
specify a default database when you copy or move items using tools or
menu commands. If you have one ACT! database, you do not need to
specify a default database. If you do not specify a default database,
SideACT! automatically sends items to the last database that you opened.

Note: The database you specify applies to all your SideACT! files. You
cannot open different ACT! databases from different SideACT! files.

To specify a database to open from SideACT!:

Choose Select ACT! Database from the Send To ACT! menu. In the
Select ACT! Database dialog box, enter the path for the database, or
click the Browse button to locate the database.

Receiving a confirmation message when sending items to ACT!

By default, SideACT! displays a confirmation message when you move or
copy items to ACT! using the tools or menu commands. If you always send
SideACT! items to the same database, you can change this default. Choose
Preferences from the Edit menu, and turn off the Display Confirmation
Dialog Before Transferring Activities To ACT! option. If you usually send
SideACT! items to multiple databases, it is best to leave this option selected.

Dragging items to ACT!

If an ACT! database is open, you can drag an item onto a date or time in a
calendar, onto a contact record, or onto a contact in the Contact List.

To drag items from SideACT! into an ACT! database:
1 In SideACT!, click the Select/Move button of the item or items.

| | \/l Item # | Fegarding | Date | Type |
g
Select/Move button ——g] | 1 [Called Beth Munin sbout candy shipment | 12/8/39 | T |
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Creating new SideACT! files

Shift+click to select multiple items that are adjacent in the Item List.
Ctrl+click to select multiple items that are dispersed in the Item List.

2 Drag the item onto a date or time in a calendar, onto the current
contact record, or onto a contact in the Contact List.

= To move the item, hold down the Shift key as you drag the item.
= To copy the item, hold down the left mouse button as you drag.

The following table describes the results when you drop the item.

Location Result

Calendar In the Associate With Contact dialog box, select a contact. The item
is scheduled as a timeless activity for the date on which you
dropped the item. If you drop the item on a time slot in the Weekly
or Daily calendar, the activity is scheduled for that time.

Contact Item is scheduled with the current contact as a timeless activity for
record the date specified in SideACT!

Contact List Item is scheduled with the contact over which the mouse is
positioned. The item is scheduled as a timeless activity for the date
specified in SideACT!

Starting ACT! from SideACT!

You can start ACT! from within SideACT! ACT! opens your startup database.
(For information about the startup database, see “Making the startup
process more efficient” on page 346.) If you specified a different database
for copying or moving SideACT! items, ACT! opens that database.

To start ACT! from SideACT!:

Click the Start ACT! tool in the SideACT! toolbar, or choose Start ACT!
from the Send to ACT! menu.

Creating new SideACT! files

The default SideACT! file is My Tasks.SPD. You can create additional
SideACT! files. For example, you may want a separate SideACT! file for
each of your databases. Only one SideACT! file can be open at a time.
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For information about creating and working with multiple SideACT! files:
1 Choose Help Topics from the SideACT! Help menu.

2 Click the Index tab, type Creating and double-click “Creating
SideACT! files.”

Moving SideACT! items to other files

You can cut or copy SideACT! items from one SideACT! file to another
SideACT! file or another application. The item’s Regarding text, date, and
activity type then appear in the other application.

Note: There is no link between items that you copy from one SideACT! file
to another SideACT! file. If you modify an item in one SideACT! file,
SideACT! does not update the corresponding item in other SideACT! files.

For information about moving items to a SideACT! file or application:
1 Choose Help Topics from the SideACT! Help menu.
2 Click the Index tab, type Copying and double-click a topic.

Saving and backing up SideACT! information

SideACT! automatically saves information you entered in the Item List, but
you can manually save information at any time.

To manually save SideACT! information:

From the File menu, choose Save, click the Save File tool in the
toolbar, or press Ctrl+S on your keyboard.

You can back up SideACT! files when you back up your ACT! database, or
you can save a SideACT! file with a different name to be used as a backup.
For information about backing up an ACT! database, see “Performing a
backup” on page 430.

To save a backup copy of a SideACT! file:

From the File menu, choose Save As. In the Save As dialog box, specify
a new name and location for the back-up file and click Save.
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Scheduling with Outlook

If you use ACT! to schedule appointments with your contacts, but use
Outlook 98 or later for scheduling appointments and tasks with your
colleagues, you may find it helpful to view all calls, meetings, and to-do’s
on a single calendar in ACT! and in Outlook as well.

You can schedule activities with ACT! and add them to your Outlook
calendar, TaskPad, and task list, and display your Outlook appointments
and tasks in ACT!—on your calendars, in your Task List, and in the
Activities tab of your My Record.

To update your ACT! and Outlook calendars, you must have Outlook 98 or
later installed on your computer.

Keeping your calendars current

If you update your ACT! calendar with Outlook activities (that is,
appointments and tasks), all Outlook activities are scheduled with the My
Record in the currently open database. If you use a multiuser database,
only the activities for the current user are updated in ACT! Outlook
activities that are deleted or completed are not updated.

In ACT!, Outlook activities appear on your calendars, in your Task List, and
in the Activities tab of your My Record. Outlook appointments become
ACT! meetings with a scheduled date and time. Outlook tasks become
ACT! to-do items and are scheduled as Timeless activities. (All-day Outlook
activities also become to-do’s in ACT!) If an activity was public in Outlook,
it becomes a public activity in ACT!; if it was private, it becomes a private
activity in ACT! You cannot change Outlook activities in ACT!
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Chapter 7: Scheduling with Outlook

Note: If you want to convert Outlook activities to ACT! activities, import
the Outlook data. For more information, see “Importing data from another

application” on page 369.

If you update your Outlook calendar with ACT! activities, ACT! activities
become Outlook activities. The Subject and Category fields in Outlook
indicate that they are ACT! activities. ACT! activities with a time become
Outlook appointments; timeless ACT! activities become Outlook tasks. If an
activity was public in ACT!, it becomes a public activity in Outlook; if it
was private, it becomes a private activity in Outlook.

Note: Although ACT! activities can be modified in Outlook, you should
modify ACT! activities in ACT!, and not in Outlook. Changes that you make
to ACT! activities in Outlook are not reflected in your ACT! calendar.

Updating your ACT! and Outlook calendars

You can update your ACT! calendar with Outlook activities, update your
Outlook calendar with ACT! activities, or do both in a single operation.
Outlook does not have to be running to update your ACT! or Outlook
calendar. You can update your calendars for a single week, the next
month, or any period of time. If you scheduled several activities in ACT! for
the following week, but not for the days after it, for example, you may
want to update your Outlook calendar for just one week.

To update your ACT! calendar or Outlook calendar:

1 In ACT!, from the Tools menu, choose Outlook Activities > Update.

Update Calendars E

— Update

& ACT! and Dutlook calendars

" ACT! calendar with Outlook activiies
' Outlook calendar with ACT! activiiies

— For these date:
& 4l dates
" Today
" Today and Future

" Date range: |4.-"8.-"99

Set Reminder... |

— Click for option details
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Viewing Outlook activities in ACT!

2 In the Update group box, select one of the following options:

ACT! Calendar with Outlook Activities—Updates the ACT! calendar
for the currently open database with Outlook activities.

Outlook Calendar with ACT! Activities—Updates your Outlook
calendar with ACT! activities in the currently open database.

ACT! and Outlook Calendars—Updates your ACT! calendar with
Outlook activities and your Outlook calendar with ACT! activities.

3 In the For These Dates group box, select one of the following options.

All Dates—Updates the selected calendar with activities scheduled
for the past, today, and the future.

Today—Updates the selected calendar with activities scheduled for
today only.

Today And Future—Updates the selected calendar with activities
scheduled for today and all future dates.

Date Range—Updates the selected calendar with activities
scheduled for a selected date range. Type or select the starting and
ending dates of the date range.

Note: If you are updating your ACT! calendar with Outlook
activities and a recurring Outlook activity falls within the date or
dates you select, your ACT! calendar will include all occurrences of
the Outlook activity.

4 Click Update.

Viewing Outlook activities in ACT!

You can identify an Outlook activity on a calendar, in the Task List, or in
the Activities tab of the My Record by the Outlook activity icon.

% —1— In ACT!, Outlook appointments are identified by this icon

The Regarding field for Outlook appointments shows the subject of the
Outlook appointment or task.

Note: You can view Outlook activities in ACT!, but you cannot change
them in ACT!
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Displaying Outlook activities on an ACT! calendar

By default, Outlook activities are displayed automatically on the Daily,
Weekly, and Monthly calendars, but you can turn off the display of
Outlook activities.

To display or hide Outlook activities on an ACT! calendar:

1 Display the Daily, Weekly, or Monthly calendar.
2 From the View menu, choose Filter Calendar.
Filter Calendar E
Usger — Activity type
“ i;e.d:d :Sm; v Calls Select Meetings to show
ris Rliman | W Meetings — Outlook appointments and
W Todos — To-do's to show Outlook
= tasks
Al users — Activity priority
™ Show cleared activities ¥ High
Select this option — v Shaw Outlack activities V| Medium
Vv Low

3

oK I Caricel | Apply | Help |—— Click for option details

In the Activity Type group box, select Meetings to display Outlook
appointments and To-Do’s to display Outlook tasks.

Select the Show Outlook Activities option.

The Show Outlook Activities option is available only if you have
updated your ACT! calendar with Outlook activities and you have not
removed Outlook activities from ACT! It displays Outlook activities that
have been added to your calendar using the Outlook Activities >
Update command on the Tools menu. It has no effect on Outlook
activities that have been imported into your database. (Imported
Outlook activities are converted to ACT! activities.)

Set other options as required and click OK.

For details about other options in this dialog box, click the Help
button.

Displaying Outlook activities in the Task List or Activities tab

=
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By default, Outlook activities are displayed automatically in the Task List
and in the Activities tab of the My Record. To turn on or off the display of
Outlook activities in the Task List or the Activities tab, use the options in
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the Filter area or the Filter Activities dialog box. To display the dialog box,
choose Filter Task List or Filter Activities from the View menu.

Select this option to show Outlook activities

Filker V’l Tupes ta show Friarities to show-  Dates ta show: ;I
I | Calls I High IAII dates 'l Select Users... |
:z Teedtlngs :z tdedlum ™ Show anly timeless
i -dn' v
ek o ™ Show cleared activiies  —¥  Show Outlook activiies
\/| Type | Date % | Time % | Pricrity | Regarding | Details | Duration |—
o E5 1/5/00 .00 Akd Medium  Call Joe Bloggs(Dutlook) 0 minutes —I
Outlook activities B 3/30/00  B30AM Medium  Staff Meeting{Dutlook] 1 hour 30 minutes
Em 46000 1000 Ak Medium  Bazket Project Update[Outlook) 1 hour -
4| ¥] NotesHistory | Activities [ SalesiOpportunities | Groups | User Fields | Phonetomd] 4| | 3|

Outlook activities appear in the Activities
tab of the My Record

To display or hide Outlook activities in the Task List or Activities tab:
1 Display the Task List or the Activities tab of the My Record.

2 Make sure the Filter area is displayed at the top of the Task List or
Activities tab.

3 In the Types To Show group box, select Meetings to display Outlook
appointments and To-Do’s to display Outlook tasks.

4 Make sure that the Show Outlook Activities option is selected. To turn
off the display of Outlook activities, deselect this option.

The Show Outlook Activities option is available only if you have
updated your ACT! calendar with Outlook activities. It displays
Outlook activities that have been added to your calendar using the
Outlook Activities > Update command on the Tools menu. It has no
effect on Outlook activities that have been imported into your
database. (Imported Outlook activities are converted to ACT!
activities.)

Displaying additional Outlook activity information

The Regarding field in ACT! shows the subject of the Outlook activity. You
can display other activity information such as the meeting location and
whether or not the activity is recurring.

To display additional Outlook activity information in ACT!:

Double-click the Outlook activity in the Daily, Weekly, or Monthly
calendar. In the Task List or the Activities tab of the My Record,
double-click the Selection button.
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ACT! displays the activity in the Outlook Task or Outlook Appointment
dialog box, similar to the following illustration.

Outlook Appointment [Read-Only] E You can view the full

activity information for
| an Outlook task or

Subject IStaff Meeting [Outlook]

appointment in ACT],
Start Time 034302000 [6:30:00 At but you cannot
: : change it
End Time  [06/01/2000 |4:55:00 At Private [No
Location: Conference Room 1 ;I

Fecurnence Pattern: Every 1 week(z] on Thursday starting on 03/30/2000 urtil
0E/01/2000
Show Time az:Busy

Removing Outlook activities from ACT!

If your ACT! calendar becomes cluttered with Outlook activities, you can
remove all Outlook activities from ACT! (You cannot clear or erase Outlook
activities in ACT!)

To remove Outlook activities from your ACT! calendars:
1 From the Tools menu, choose Outlook Activities > Remove All

Activities.
Remave all

V' ALT! activities from Outlaok
¥ Outlock activities from ACT!

Lancel | Help |

2 Select the Outlook Activities from ACT! option and click OK.
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Viewing ACT! activities in Outlook

You can view timeless ACT! activities in your Outlook TaskPad and task
list. ACT! activities with a specified time appear in your Outlook calendar.

Note: Although ACT! activities can be modified in Outlook, you should
modify ACT! activities in ACT!, and not in Outlook. Changes that you make
to ACT! activities in Outlook are not reflected in your ACT! calendar.

Removing ACT! activities from Outlook

If your Outlook calendar becomes cluttered with ACT! activities, you may
want to remove them from your calendar. You can remove all ACT!
activities from your Outlook calendar.

To remove ACT! activities from your Outlook calendar:

1 In ACT! choose Outlook Activities > Remove All Activities from the
Tools menu.

2 In the Remove Activities dialog box, select the ACT! Activities From
Outlook option and click OK.

Setting reminders to update your calendars

You can set a reminder to update your ACT! and Outlook calendars. ACT!
can remind you to update your calendars when you start ACT! or when
you open a database, and at one or two times during the day, at times you
specify. For example, you might want a reminder when you start ACT! and
then again at noon and 4:00 PM. (A reminder is not displayed if it would
occur within 60 minutes of the time you started ACT!)

To set a reminder to update ACT! and Outlook calendars:
1 From the Tools menu, choose Outlook Activities > Update.
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3

In the Update Calendars dialog box, click the Set Reminder button.

Set Update Reminders E

Fiemind me to update daily

[ooem <] Set both options to display a reminder at

™ At Time 1 -
two different times during the day

™ &t Time 2: |4:DDF'M vl
QK I Cancel | Help |

In the Set Update Reminders dialog box, select any of the following

options:

= On Start Of ACT'—Displays a reminder to update your calendars
each time you start ACT! or when you open a database.

= At Time 1—Displays a reminder to update your calendars at the
specified time of day. Type the time or select a time from the drop-
down list.

= At Time 2—Displays a reminder to update your calendars at the
specified time of day. Type the time or select a time from the drop-
down list.

You can select one or two times during the day for a scheduled
reminder.



—c 0 O






Writing Letters and Memos

ACT! includes a compact word processor that you can use to write letters,
memos, and faxes or other simple word-processing documents. You can
write a letter or memo to a single contact or you can write a personalized
letter or memo to multiple contacts using a process known as a mail
merge. If you prefer, you can use Microsoft Word 95, Word 97, or

Word 2000.

ACT! includes pre-designed letters, memos, and fax cover pages called
templates. Templates contain formatting information, placeholders for
contact information, and may contain generic text or graphics. You can use
ACT! templates as is or modify them to suit your needs. You can also create
your own templates using the ACT! word processor or Microsoft Word.

For information about fax software you can use with ACT!, see Chapter 10.

Note: If you used WordPerfect with a previous version of ACT!, you can
convert your WordPerfect templates to ACT! word processor templates.
Simply copy the full text of the WordPerfect template and paste it into a
new ACT! word processor template. Using the Find and Replace command
on the Edit menu, replace all occurrences of [[ (left double square brackets)
with < (left angle bracket) and all occurrences of ]] (right double square
brackets) with > (right angle bracket), and save the template.

Specifying your preferred word processor

You can specify your preferred word processor in the QuickStart Wizard or
in ACT! preferences. (If you have already specified your preferred word
processor, you do not need to read this section.)
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To select your preferred word processor, do either of the following:

*  From the Help menu, choose QuickStart Wizard, and click Next until
the Word Processor and Fax Software panel appears. Select your word
processor in the Word Processor list and click Finish.

*  From the Edit menu, choose Preferences. In the General tab of the
Preferences dialog box, select a word processor from the Word
Processor list and click OK.

Writing letters or memos to a single contact

You can easily compose a letter or memo to the current contact using your
preferred word processor. You can keep the word processor open while
other windows such as the Contact window are open.

For information about the ACT! word processor, see “Using the ACT! Word
Processor” on page 167. Refer to Microsoft Word online help for
information about using that application.

To write a letter or memo to a single contact:

1 Make sure that the current contact is the person to whom you want to
send a document. ACT! addresses the document to the current contact.

2 From the Write menu, choose one of the following commands:

= Letter—Creates a letter addressed to the current contact using the
default letter template.

= Memorandum—~Creates a memo addressed to the current contact
using the default memo template.

= Fax Cover Page—Creates a fax cover page addressed to the current
contact using the default fax cover page template.

= Other Document—Creates a document addressed to the current
contact using a template that you specify, including any template
you previously created. See “Creating and editing templates” on
page 162 for more information.

The word processor opens and displays the selected document type
with the current contact’s information.

3 Type the body of the letter, memo, or fax.
4 Save the document. See “Saving documents” on page 173.
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5 Print, fax, or e-mail your document.

To See

Print the document  “Printing letters and memos” on page 173
Fax the document “Faxing word-processing documents” on page 190

E-mail the document “Sending letters and memos by e-mail” on page 174

6 To attach the document to the history record, select the Attach
Document To History option in the Create History dialog box.

7 Enter a description of the document and click Create.

If you select the Attach Document To History option and have not
saved the document, the Save As dialog box appears. Enter a name
and location for the document.

Another dialog box appears asking if you want to print an envelope.

Tip: If you do not want this dialog box to appear each time you
print a letter, turn off the appropriate option in the General tab of
the Preferences dialog box.

8 To print an envelope for the letter, click OK, select an envelope in the
Print dialog box that appears and click OK.

To print a label or envelope later, see “Producing mailing labels and
envelopes” on page 174.

9 Click OK in the Print dialog box.

10 In the Envelope Feed dialog box, select the options for envelope
printing based on the selected printer’s requirements and click OK.

For more information, see your printer documentation.

Writing personalized letters to multiple contacts

You can quickly create a bulk mailing of personalized form letters or
memos to any number of contacts in your database. This process, known
as a mail merge, takes contact information and combines it with a template
that contains contact fields and the text of the letter or memo. ACT! fills the
fields with contact information when you perform the mail merge. Mail
merge personalizes each letter with each contact's name and address.
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To create a mail merge letter or memo for multiple contacts, you:

= Create or edit the template. Your finished letter or memo template
contains both the contact fields you want to merge into the letter and
the body of the letter itself. See the following section, “Creating and
editing templates.”

= Select the contacts to whom you are sending the letter or memo.
You can use a lookup to select contacts, such as contacts in a state,
city, or company. See “Finding contacts and contact information” on
page 69. You can also send the letter or memo to the members of a
group; in this case, you do not have to select the contacts or perform a
lookup of contacts.

= Perform the mail merge. Choose Mail Merge from the Write menu.
See “Performing the mail merge” on page 165.

Creating and editing templates

You can create your own templates for letters and memos or modify
existing templates. In most cases, it is easier to edit an existing template.
You set up a template by selecting any contact fields from which you want
to extract information and typing the body of the letter or memo.

The following illustration shows a template created in Microsoft Word. A
template created with the ACT! word processor would be similar, except
that field names are surrounded by angle brackets (< and >), instead of
double square brackets (][ and ]]).

Do not delete this hidden text from a Word template

These fields wil DatabaselD={[DatabaselD]]|ContastiD= [[ContactID]] Monday, May 10, 2000
be filled in with

each contact’s [[Contact26]]

i i [[Comparg:25]]

mformat;clon wZen — A ddes s 271

you perform the [City:30]], [[State:31]] [[Zip:32]]

mail merge

Dear [[Salutation:40]]:

Thank you for your interest in CH Gourmet Imports new line of gift baskets.
am enclosing a copy of our latest catalog, which shows the wide range of options

You type the text,

availahle. — or body, of the
letter or memo
These fields are Sincerely,
filled in with |
information from the{ [y Contact:26]]
My Record | [MyTitle:48]]
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Note: If you created word-processing templates in previous versions of
ACT!, you can open and use those templates in ACT! 2000. For templates
created using WordPerfect, see the note on page 159.

Editing existing templates

ACT! includes several templates, including a standard letter and memo
template. These templates have fields, such as name and address, that are
commonly used in a letters and memos. You can format and edit the
template as you do other word-processing documents. (You can edit a
template created in a previous version of ACT!)

Caution: When editing in Word, display all non-printing characters such as
paragraph marks and tab characters to avoid deleting hidden text required
by ACT!

You can add templates that you use frequently to the Write menu. See
“Modifying the Lookup, Write, and Reports menus” on page 350.

To edit an existing template:
1 Do either of the following:

* From the Write menu, choose Edit Document Template. In the
Open dialog box, select the template and click Open.

= In the Mail Merge dialog box, select the template and click the Edit
button.

The template opens in your default word processor. The Mail Merge
Fields dialog box appears on top of the word processor window.

Mail Merge Fields E
Field type Field:
& Contact field
2nd Last Reach
€ My Record fisld nd Frone
" Field label
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You may or may not need to insert new fields in the template. If you want
to type the body of the letter, you can close the Mail Merge Fields dialog
box and not insert any fields.

To insert new contact fields in a template:

1 Inthe Field Type group box, specify whether you want to insert a field
from a contact record, a field from the My Record, or a field label.

2 Put the cursor in the template where you want to insert the field.

You can insert a field before or after another field, on a line by itself, or
before or after text in a paragraph. You must insert the spaces,
commas, or any other punctuation between fields and text if necessary.

3 From the Field list, select the field, and click Insert.

To delete a field, select it as text and delete it. You can also make
formatting changes as you would to an ordinary document.

4 Click Close when you have finished adding fields.

Note: To display the Mail Merge Fields dialog box after closing it, in the
ACT! word processor choose Mail Merge Fields from the Insert menu. In
Microsoft Word, choose ACT! Mail Merge Fields from the Insert menu.

The body of the template contains the contents, such as information about
upcoming events or seminars.

To add the body of the template:

1 Type the contents of the letter. Make any other changes to the
template.

2 From the File menu, choose Save As and save the template with a new
name.

Creating new templates

To create a template that isn’t similar to an existing template, it may be
easier to start with a new template. You can create a new template from
within the Mail Merge dialog box.

Note: To convert an existing Word document to a template to use within
ACT!, see “Creating new templates from Word documents” on page 165.
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Performing

To create a new template, do either of the following:

*=  From the ACT! File menu, choose New. In the New dialog box, select
the template file type for your default word processor.

= In the Mail Merge dialog box, click New.

A blank template appears with the Mail Merge Fields dialog box on top.

Creating new templates from Word documents

If a Microsoft Word document contains information that you want to
include in a template to use with ACT!, you must create the template within
ACT!'—you cannot use a template created in Microsoft Word.

To create a template based on a Word document:
1 Create a template in ACT! as described in the previous procedure.
2 Open the Word document and copy the content you want to use.

Note: Do not use the Select All command in Microsoft Word. You
may inadvertently copy macro commands that could cause the
new template to function incorrectly. Copied graphics sometimes
contain macro settings.

3 Paste the content into the ACT! template and add fields or other
information to the template.

4 From the File menu, choose Save As, type a name for the template, and
click Save.

When you use the Save As command in Microsoft Word, the filename
appears as “*. ADT”". Type the name of the file in this format
“Filename.ADT” including the quotation marks. If you don’t place
guotation marks around the filename and extension, Word saves the
template with a .DOC file extension making it a Word document and
not an ACT! template.

5 Test the template to verify that it works correctly.

the mail merge

You use the Mail Merge dialog box to create personalized form letters to
multiple contacts. From within the Mail Merge dialog box, you can edit or
create a template if you haven't already done so; however, you cannot
perform a lookup or select contacts when the Mail Merge dialog box is
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open. Therefore, perform a lookup or select contacts in the Contact List
before choosing the Mail Merge command.

To write a form letter or memo to multiple contacts:

1

Find the contacts to whom you want to send your form letter or select
the contacts in the Contact List. See “Finding contacts and contact
information” on page 69.

Tip: You do not have to create a lookup to send the letter or
memo to members of a group.

From the Write menu, choose Mail Merge.

— Merge with Template
© Cument contact Ia Template j
& Cument lookup bugform.tpl Ittruk:a Mew
 all contacts g"““sc- Edi | This list shows existing
- mafme; templates. The file
€ Selctedgrap extension depends on
| » the default word
processor
—Send output to
" Prirter = | Betum reseipt
£ E-mail = [kt aetiteeartants
 Fax I¥ | Create istaryvtiern sent
o ;\u"ord Processar ISubiec:t.-"F!egarding:

il (i N F Heb | Click for option details

In the Mail Merge dialog box, select an option from the Merge With
group box.

Select the template you want in the Template group box.

To create a template, click the New button. See “Creating new
templates” on page 164. To modify a template, select the template and
click the Edit button. See “Editing existing templates” on page 163.

Tip: If you create a template, use the Save As command to save the
template with a new name to avoid overwriting the original
template. Save the template in the Templates folder.

Select an option from the Send Output To group box.
= Printer—Sends all merged letters to the currently selected printer.
* E-mail—Sends all merged letters as e-mail messages.
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= Fax—Sends all merged letters as faxes and records a history of your
sending the fax in each contact’s record. The WinFax Options
button is available only if WinFax 8.03 or later is installed. Click this
button to add a cover page or set a delivery schedule. For more
information, see “Setting options for mail merge faxes” on
page 198.

= Word Processor—Merges the letters into a single word-processing
file containing a letter or memo for each contact. Use this option to
preview letters or memos in your word processor. You can then fax
or e-mail the letters or memos to each contact. This option does not
automatically record a history of your creating the file. However,
you can create a history if you fax or e-mail the letters or memos.

6 (Optional) To keep a record in each contact's record of sending the
letter, select the Create History When Sent option. This option is
available only if you send the documents to the printer, e-mail, or fax.

7 (Optional) If you select Printer, E-mail or Fax as the output, type a
description or the subject of the letter or memo.

8 (Optional) If you select E-mail as the output type, select these options:

= Return Receipt—Notifies you when each recipient receives the
message.

= Attach to Contacts—Attaches the letter or memo to the Notes/
History tab of each recipient’s contact record.

Using the ACT! word processor

If you use Microsoft Word as your default word processor, you do not need
to read this section; see Microsoft Word online help for information about
using that application.

You can create a word-processing document or open an ACT! word-
processing document from the ACT! word processor or an ACT! window.

To create a new word-processing document:

From the File menu, choose New. In the New dialog box, select ACT!
Word Processor Document and click OK.

To open a word-processing document from an ACT! window:

From the File menu, choose Open. In the Open dialog box, choose the
appropriate type from the Files Of Type drop-down list, locate the
document, and click Open.
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To open a document from the ACT! word processor:

From the ACT! word processor File menu, choose Open. In the Open
dialog box, locate the document and click Open.

Editing and formatting word-processing documents

=
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As with any word processor, you can add text to a document by typing at
the insertion point. You can copy, cut, and paste selected text from one
location to another using Edit menu commands or the equivalent tools in
the toolbar. You can delete selected text with the Delete key. You can
insert the current date or time by using commands from the Insert menu.

The ACT! word processor also includes a find and replace capability and a
spell checker to help you edit your documents. You can search a document
for a word or phrase and automatically replace it with another. You can

verify each replacement or replace all instances of a word at the same time.

For more information about editing a document:
1 From the Help menu, choose Help Topics.

2 In the Index tab, type the following words to find out more about
using the ACT! word processor.

To find out more about Type And select
Copying text copying  Text in word-processing documents
Inserting the current date date Inserting in documents

Inserting in headers and footers

Inserting the current time time Inserting in documents
Inserting in headers and footers

Finding and replacing text text Searching and replacing in documents

Checking the spelling in your documents

You can check the spelling in an entire document or selected text. The
spell checker finds all words that do not appear in the main or the
currently specified user dictionary.

You can create user dictionaries and add words that you use that are not in
the main dictionary. For example, you can add client names to a user
dictionary that you use for checking correspondence. You can create
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another dictionary for product codes, and use it for checking data sheets or
specifications.

For more information about editing or selecting a user dictionary:
1 From the Help menu, choose Help Topics.
2 In the Index tab, type diction  and select a topic.

To have the spell checker suggest corrections:

From the Edit menu, choose Preferences. In the Spelling tab in the
Preferences dialog box, select Auto Suggest Spelling Changes.

To check the spelling in a word-processing document:

From the Spelling menu, choose Check Document, or select text and
choose Check Selection.

The ACT! Spell Check dialog box appears with the first misspelled or
unrecognized word in the Word field. If Auto Suggest is selected,
suggested replacement words appear in the Suggestions list.

Displaying a ruler and page guides

You can use the ruler to change margins, indentation, and tabs. Page
guides are light gray lines that mark the boundary of the editable page and
the header and footer areas. The units of measurement apply to the rulers
and all text formatting values.

To display a ruler or page guides:

From the View menu, choose Ruler or Page Guides. To turn off the
ruler or page guides display, choose Ruler or Page Guides again.

To change the unit of measurement:

From the Edit menu, choose Preferences. In the General tab in the
Preferences dialog box, select a unit from the Measurement Units list.

Formatting page margins, headers, and footers

You can adjust the page margins of a document and the size of headers
(which appear at the top of every page) and footers (which appear at the
bottom of every page).
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To adjust page margins:

From the Format menu, choose Page Margins. In the Page Margins
dialog box, enter values for the page margins.

To create a header and footer for a document:
1 From the Format menu, choose Header and Footer.

2 In the Header and Footer dialog box, select either or both the Header
and Footer options, set values for the Header height and Footer height,
and click OK.

Tip: If you do not want a header and footer on the first page,
select the Exclude Header And Footer From First Page option.

3 To view borders for headers and footers, choose Page Guides from the
View menu.

4 Insert the text or graphics file in the header and footer.

To insert the date, time, or page number, choose Date, Time, or Page
Number from the Insert menu. To insert a graphics (bitmap) file,
choose File from the Insert menu.

Setting page breaks in documents

The ACT! word processor starts a new page when a page is full, but you
can make your own decisions about where to start a new page.

To insert a page break:

Put the cursor exactly where you want to start a new page and choose
Page Break from the Insert menu.

Changing font attributes

You can change the font, font style, font size, and color of text. You can
use the toolbar to select fonts, font sizes, or apply bold, italics, or
underlining to text. Use the Font command in the Format menu to change
the font, font size, or select from a list of built-in styles for each font. Use
the Style command to apply other styles, such as underlining or strikeout.
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To change the font and style of selected text, do any of the following:
= Use the font controls in the toolbar.

‘ITimesNewHoman j |11 j Bl!lng

= From the Format menu, choose Font. In the Font dialog box, select a
style in the Font Style list.

*  From the Format menu, choose Style and a style from the submenu.
=  From the Format menu, choose Color and a color from the submenu.

Formatting paragraphs

You can set indentation, line-spacing, and alignment options for one or
more paragraphs. To change the alignment of a paragraph, select the
paragraph and click an alignment button in the ruler.

Centered —I r Right-aligned
Left—aligned—I—E =| = EH— Justified

For more information about formatting paragraphs:

1 From the Help menu, choose Help topics.
2 In the Index tab, type Para and select a topic.

Setting tabs in documents

You can set tabs in documents on the ruler or in a dialog box. Use the Tabs
dialog box to change the character on which a decimal tab is aligned and
to set leader characters for tabs. Leader characters are solid, dashed, or
dotted lines that fill the space taken up by a tab and are often used in a
table of contents to connect a heading to its page number.

To set tabs from the ruler:

1 Make sure that Ruler is checked in the View menu. Place the cursor in
the paragraph and click a tab alignment tool in the toolbar.

To set this tab alignment

Left—Text is aligned flush left with the tab position.

Center—Text is centered around the tab position.
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To set this tab alignment Click

Right—Text is aligned flush right with the tab position. E

Decimal—Text is aligned around a decimal point or other character.

Tip: To change the alignment of a tab, right-click the tab in the
ruler and choose Tab from the shortcut menu.

Click the location in the ruler where you want to place a tab. To move
a tab, drag it to a new location on the ruler.

For more information about modifying tabs and leader characters:

1
2

From the Help menu, choose Help Topics.
In the Index tab, type tab and select a topic.

Copying paragraph formats

You can copy tabs, indentation, justification, and margins for a paragraph
and apply them to other paragraphs.

To copy and apply paragraph formats:

1

Put the cursor in the paragraph with the formats you want to copy and
choose Copy Ruler from the Edit menu.

Put the cursor in the paragraph in which you want to apply the formats
and choose Apply Ruler from the Edit menu.

Inserting files in ACT! word-processing documents
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You can insert RTF, Plain Text, another ACT! word-processing document,
and bitmap (.BMP) graphic files into an ACT! word-processing document.

To insert a file in a word-processing document:

Put the cursor where you want to insert the file and choose File from
the Insert menu. In the Insert dialog box, locate the file.

If you don't see the file, make sure that you chose the correct file
format in the Files Of Type drop-down list.



Printing letters and memos

Saving documents

The Save command saves a document with its existing name. If you are
saving a new, untitled document, ACT! asks you for a filename.

To save a document:
From the File menu in the ACT! word processor, choose Save.

The Save As command saves a copy of the document with a new filename,
file type, or location. The original version of the document is unchanged.

To save a copy of a document:
From the File menu in the ACT! word processor, choose Save As. In the
Save As dialog box, type the name of the file and click Save.

The Save Selection As command saves the selected portion of a document
as a separate file.

To save a selection of text as a new file:

From the File menu, choose Save Selection As. In the Save As dialog
box, type the name of the file and click Save.

Printing letters and memos

You print letters and memos just as you print any word-processing
document. (However, printing a template prints the field names used in the
template.)

To print a letter or memo:

Choose Print from the File menu. In the Print dialog box, select the
print options and click OK.

Faxing letters and memos

For information about faxing letters and memos, see “Faxing word-
processing documents” on page 190.
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Chapter 8: Writing Letters and Memos

Sending letters and memos by e-mail

You can e-mail letters and memos to contacts with an e-mail address. For
more information about e-mail messages and supported e-mail systems,
see Chapter 11, “Using E-mail with ACT!”

To prepare and send a word-processing document as an e-mail message:

1 To open an existing word-processing document, choose Open from the
File menu. To start a new letter or memo addressed to the current
contact, choose a command in the Write menu.

2 Inthe ACT! word processor, choose Send > E-mail from the File menu.
In Microsoft Word, choose Send E-mail Using ACT! from the File menu.

3 In the Send E-mail dialog box, select Entire Document As File
Attachment, Entire Document In Message Body, or Selected Text In
Message Body and click OK.

4 If a log-in dialog box appears, log in to your e-mail system.

If you chose a command from the Write menu and the recipient has a valid
e-mail address, the message is sent immediately. If you opened or created
a new document, the E-mail window appears. To address and send the
message, see “Writing and sending an e-mail message” on page 204.

Producing mailing labels and envelopes

You can easily produce mailing labels or envelopes for the current contact,
the current lookup, or all contacts. ACT! includes U.S. and international
label templates based on the standard Avery labels, and envelope
templates. To modify label and envelope templates, or create new
templates, see “Creating label and envelope templates” on page 338.

Note: Do not use the ACT! word processor to produce mailing labels or
envelopes.

To create mailing labels or envelopes:

1 If necessary, find the contacts for whom you want to create labels or
envelopes. See “Finding contacts and contact information” on page 69

2 From the File menu, choose Print.



Producing mailing labels and envelopes

3 In the Print dialog box, choose Labels or Envelopes from the Printout

Type list, select a label or envelope template, and click OK.

FRun Label E

General | Positon |

— Create report for
' Current contact
' Current lookup

¥ Ezclude My Record

—Send output to

Printer j

~Include data for contacts managed by—
& Al users
" Selected users

Chris Huffrman

()8 I Cancel |

Note: The Run Envelope dialog box does not have a Position tab.

4 In the General tab, specify whether to create labels or envelopes for

the current contact, the current lookup, or all contacts.

5 (Optional) To create a label or envelope based on the information in

your My Record, turn off the Exclude My Record option.
In the Send Output To group box, select Printer or Preview.

(Optional for labels only) Click the Position tab, and specify on which

label to start printing using the Row and Column controls.

8 Click OK to create the labels or envelopes.
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Making Telephone Calls

Using the ACT! dialer, you can dial contacts and manage telephone calls.
The dialer acts as an extension of your phone or modem that works with
ACT! to make calling contacts simpler and easier. You have full access to all
features and functions of ACT! so you can schedule activities or perform
other contact management tasks while you talk to your contacts.

Dialer system requirements

You can use the dialer with one or both of the following:
= A modem that shares the same line as your telephone.

= Atelephone equipped with TAPI (Telephony Application Programming
Interface) hardware and the appropriate telephone driver software
installed on your computer. The dialer uses TAPI technology included
with Microsoft Windows. TAPI functions as a link between your
computer and your modem or phone.

Note: If you use Windows NT 4.0, Caller ID features and speaker phone
options are not available due to limitations in Windows NT.

With most modems, you can use the dialer only to dial phone numbers.
You may not have access to automatic timing, Hold, and other dialer
features. If you have questions about which features your modem
supports, see your modem documentation or contact your modem vendor.
If you have questions about using your telephone with the ACT! dialer,
contact your telephone administrator or your telephone system vendor.
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Chapter 9: Making Telephone Calls

Setting up the dialer

Before using the dialer, you must turn it on and set preferences for how it
will work with your telephone or modem.

To set up the dialer:

1 From the Edit menu, choose Preferences. In the Preferences dialog
box, click the Dialer tab.

General I Colors and Fonts I Calendars | Scheduling I E-mail I
Synchronization I Mames I Startup I Spelling Dialer | ‘WinF ax Options .
Select this option to . Click the
turn on the dialer Dialer tab
— Dialer setting:
Madem or line:
| SupraFexModem 288 | Setup. |
Location:
IDefauIt Location j Properties... |
Address:
IAddress 1] j
[V Hide dialer after dialing
™ Lockup contact using caller [0
™ Start timer automatically on outgoing calls
I~ Modem has speaker phone capabilities
Click for
Ok | Cancel | geey | Hen |y option details

2 Select the Use Dialer option to turn on the dialer.

If you set up a modem for your computer, a message indicates that
ACT! will use the settings for that modem. When you click OK, ACT!
enters the modem information. If the settings are correct, skip to
step 7. To change the settings, continue to step 4. If you use a TAPI-
enhanced phone, the dialer startup process may take a few seconds.

3 Choose your modem or telephone line from the Modem Or Line list,
and click Setup to configure the modem or telephone line.

For information about the options in the dialog box that appears, see
your modem or telephony software documentation.

If your modem or telephone is not listed in the Modem Or Line list,
make sure that the modem driver or telephone driver was installed
correctly. For information about installing a modem or telephony
driver, see Windows online help.
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Setting up the dialer

Choose a location from the Location drop-down list, and click
Properties to set location options.

In the Dialing Properties dialog box, specify options that apply to your
calling location (such as a number you dial to access an outside line),
or add dialing locations. All Windows 95 applications that allow dialing
use the locations that you create in this dialog box. For more
information, click an option in the dialog box and press F1.

Note: Microsoft TAPI 2.1 supports overlaid area codes (ten-digit
dialing). If TAPI 2.1 is installed on your computer, you can access
new dialing features from ACT! TAPI 2.1 is included with
Windows 98 and Windows NT 4.0 Service Pack 4 and is available
on the Microsoft web site.

Choose the telephone extension or modem address from the Address
drop-down list.

A telephone or modem “address” is a telephone number. Most
modems support only one address although a telephone line may
support multiple addresses. For example, if a telephone line has
multiple extensions, each extension is a separate address.

To hide the dialer after you dial a telephone number, select the Hide
Dialer After Dialing option. Turn off this option if you want the dialer
to remain on the screen after you dial a telephone number.

(Optional) If both your telephone line and modem support Caller ID,
select the Lookup Contact Using Caller ID option.

For more information, see “Using Caller ID to automatically display
contacts” on page 187.

To automatically time your outgoing calls, select the Start Timer
Automatically On Outgoing Calls option.

To manually time your calls, see “Timing your calls” on page 183.

If your modem has speaker phone capabilities, select the Modem Has
Speaker Phone Capabilities option.

Note: If you turn on this option and your modem does not have

speaker phone capabilities, the dialer does not return to its default
state after you make a call. If the Hang Up button is active in the
dialer, click the Hang Up button to return the dialer to the default
state, then verify that this option is turned off.

'—\
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Chapter 9: Making Telephone Calls

Making telephone calls

You can call a contact from the Contact window or Task List. In the Task
List, you can call the contact with whom an activity is scheduled. You can
time your call and when it is complete, record a history of the call.

To make a telephone call:
1 Do either of the following:

= In the Contact window, display the contact record and choose
Eﬂ Phone Contact from the Contact menu or click the Dial Phone tool
in the toolbar.

= In the Task List, click the Selection button to the left of an activity
and choose Phone Contact from the Contact menu.

Contact: |Chris Huffman _I

Fax 212-555-7750 Dial Displays all phone numbers

Home Phone 212-555-3515 I__I P y p,

i o associated with the contact except
numbers in user-defined extension

fields

Tl

Dialing fram: I Drefault Location =~ l
Mumbertodial [T 1212 5556756 Hep [~ Click for option details
™ Dial a5 a toll cal Cloze |

2 To dial a different contact, click the Browse button. In the Select
Contact dialog box, select a contact and click OK.

3 (Optional) Choose a location from the Dialing From drop-down list.

4 To dial a number in your area code that requires a “1” before the
number, select the Dial As A Toll Call option. (If you are dialing a
number in a different area code, do not select this option.)

This option is applicable for ACT! users in North America only.
To time your call, see “Timing your calls” on page 183.

6 To dial a number, double-click a phone number or select a phone
number and click Dial.

You can also type a number in the Number To Dial field. Enter all
characters that are necessary for dialing from your location, such as a
country code or number to access an outside line. (If you select a
number in an ACT! phone field, these characters are automatically
entered based on the settings in the Windows Dialing Properties.)

=
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Making telephone calls

When you dial a phone number, one of the following events occurs:

= For TAPI-enhanced phones, the dialer disappears while ACT! dials
the number if you selected the Hide Dialer After Dialing option in
the Dialer Preferences tab.

= For modems, the Windows Call Status dialog box appears. This
dialog box may not appear with some speaker phone modems.

If you selected the Start Timer Automatically On Outgoing Calls option
in the Dialer Preferences tab, the timer appears and begins timing the
call.

To hang up while the call is going through:

= For TAPI-enhanced telephones, open the dialer and click the Hang
Up button, or hang up the telephone handset.

= For modems, click Hang Up in the Call Status dialog box.
When the phone is answered, do one of the following:
= For TAPI-enhanced phones, pick up the handset.

= For modems, pick up the telephone handset, and click Talk in the
Call Status dialog box.

= For modems with speaker phone capabilities, use the speaker or
pick up the handset.

Additional options appear in the dialer if you use a TAPI-enhanced
phone or a modem that supports call-management features. For
information about the options, see “Managing your calls” on page 184.

Note: If your modem has speaker phone capabilities and the call
hangs up when you click Dial, check the Dialer Preferences tab to
verify that Modem Has Speaker Phone Capabilities is turned on.

To end the call, do one of the following:

= For telephones, hang up the telephone handset, or click Hang Up
in the dialer.

* For modems, hang up the telephone handset.
= For modems with speaker phone capabilities, click Hang Up.

The Record History or Clear Activity dialog box appears, and if you
timed the call, the timer stops. If you timed the call and your modem
does not have speaker phone capabilities, click Stop to stop the timer.

—
—



Chapter 9: Making Telephone Calls

=
N

Recording call histories

When you hang up a call placed from the Contact window, the Record
History dialog box appears where you can record the outcome of the call.
If you timed the call, the elapsed time is shown in the Regarding field in
the Notes/History tab of the contact’s record.

Note: If you timed the call, you may have to stop the timer to display the
Record History dialog box.

Record History E
— Record history for
LContact:
INeIson,Jeff [CH Gourmet Imports] j Mews Contact... |
Aszzociate with group:
Date: Time:
| EEERE [1z49r4 =]
— Activity twpe IEaII =
Begarding:
Dretails:
Result ¢ Completed  Received call
& Attempted ' Left message
Follaws Up Activity...l il I Cancel | Help |—— Click for option details

For information about the options in this dialog box, click the Help button
or see “To record an activity history:” on page 137.

When you hang up a call placed from the Task List, the Clear Activity
dialog box appears. For information about this dialog box, click the Help
button or see “Clearing activities” on page 133.



Making telephone calls

Timing your calls

You can manually time any phone calls you make or receive and
automatically time your outgoing calls.

Note: If you use the dialer with a modem that does not have speaker
phone capabilities, you can use the Start Timer Automatically On Outgoing
Calls option to automatically display the timer and time your call, but the
timer does not stop automatically when you hang up the call. You must
stop the timer manually.

To manually time outgoing and incoming calls:
1 Do one of the following:

= To time an outgoing call, place your call following the steps
described in “Making telephone calls” beginning on page 180.

= To time an incoming call, display the caller’'s contact record. To
record a history for a caller who is not in your ACT! database,
display the My Record to add the call history to your record.

2 From the Tools menu, choose Timer.

Timer E

00:00:00 Hesume |

Start | AL

3 Click Start to begin timing the call.
(Optional) Do any of the following while timing your call:
= To pause the timer, click Pause; click Resume to resume timing.
= To reset the timer to zero and resume timing, click Reset.

= To stop the timer and cancel the call history before you hang up,
click the Close button in the top right corner of the timer.

= To stop the timer and create a call history, click Stop.

To automatically time outgoing calls:

1 Make sure that the Start Timer Automatically On Outgoing Calls option
is selected in the Dialer tab of the Preferences dialog box.

2 Follow the steps described in “Making telephone calls” beginning on
page 180. When you click Dial, the timer appears automatically and
begins timing your call.
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While timing your call, you can pause the timer, reset the timer to zero
and resume timing, stop the timer and cancel the call history, or stop
the timer and create a call history before you hang up.

3 When you complete the call, click Hang Up in the dialer, or hang up
the telephone handset.

The timer stops automatically and the Record History or Clear Activity
dialog box appears. If the timer does not stop, your modem may not
support this feature and you must stop the timer manually.

Managing your calls

l_\
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If you use a TAPI-enhanced phone or a modem that supports call-
management features, you can use ACT! to manage your phone calls. ACT!
supports Hold, Mute (available with speaker phone modems only),
Speaker (available with speaker phone modems only), Call Forward, Call
Transfer, and three-way conference calling.

Your phone system or modem may not support some call-management
features or options within these features. For example, your phone system
may support call forwarding, but not all forwarding options that ACT!
supports. If you have questions about which features your phone system
or modem supports, contact your phone administrator or your phone
system or modem vendor.

If you use a speaker phone modem with an attached handset, you can
switch between the speaker and handset if the phone is plugged into the
modem. You can switch from the speaker to the handset by picking up the
handset. If this does not work on your speaker phone modem, pick up the
handset and click the Speaker button to switch to the handset.

To put a call on hold:
Click the Hold button in the dialer. To resume the call, click Unhold.



Managing your calls

To forward your calls:
1 In the dialer, click Forward.

Forward Calls E

Forwarding Statu: |
(Ealls not forwarded ! Current forwarding status

Chooze new forwarding mode:

IForward all calls j
IR Click to select a contact from your ACT!
IEhris Huffmar _I—— database
Fhone field: HMurber:
IPhone Vl T 9 1212 5556756
()8 I Cancel |

2 In the Choose New Forwarding Mode drop-down list, choose an
option for forwarding your calls.

Some phone systems can determine the number to which calls are
forwarded; other systems can determine only that calls are forwarded.
If you have questions about how your phone system handles
forwarded calls, contact your phone administrator or your phone
system vendor.

3 Specify the number to which you want to forward your calls by doing
either of the following:

= Click the Browse button to select a contact from your ACT!
database. In the Select Contact dialog box, select the contact, and
select a number from the Phone list.

= Type the number in the Number field.

An asterisk on the Forward button in the dialer indicates that call
forwarding is turned on.

Caution: Some phone systems cannot determine the status of call
forwarding after you close the application that you use to dial the phone.
In this case, when you turn on call forwarding in the dialer and close ACT!,
call forwarding may appear to be turned off when you open ACT! again.
Even though call forwarding is on, the asterisk does not appear in the
Forward button, and the forwarding status in the Forward Calls dialog box
shows that call forwarding is turned off. If this occurs, contact your phone
system vendor for help.
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To turn off call forwarding:

1
2

Click the Forward button in the dialer.

In the Forward Calls dialog box, select Cancel Forwarding from the
Choose New Forwarding Mode drop-down list.

To transfer a call:

1
2

In the dialer, click Transfer.

In the Transfer dialog box, specify the telephone number to which you
want to transfer the call.

= Click the Browse button to transfer the call to a contact in your
ACT! database. In the Select Contact dialog box, select the contact,
and choose a number from the Phone list.

= Type the number in the Number To Dial field.
Click OK to begin transferring the call.

To cancel the transfer, click Hang Up in the dialer. The number to
which you transfer the call disconnects. The caller automatically
returns to your line or is placed on hold. To speak to the caller again,
click the Unhold button in the dialer.

To complete the transfer, do one of the following:

= When the call is answered, inform the person of the incoming call,
click Complete and hang up the telephone handset.

= Click Complete while the transfer destination is ringing.

If you selected Start Timer Automatically On Outgoing Calls in the
Dialer Preferences tab, the Record History dialog box appears.

To place a conference call:

1

Follow the steps in “Making telephone calls” on page 180 to call the
first person you want to include in the conference.

In the dialer, click Conference.

In the Conference dialog box, specify the number of the person you
want to add to the call by doing one of the following:

= Click the Browse button to call a contact in your ACT! database. In
the Select Contact dialog box, select the contact, and choose a
number from the Phone list.

= Type the number in the Number To Dial field.
Click OK in the Conference dialog box.



Using Caller ID to automatically display contacts

The Complete button appears and the Conference button disappears in
the dialer. You can speak privately with the person you are adding to
the conference call; the first person in the conference is put on hold.

To cancel the conference call and transfer the person you are adding
to the first person you called, click the Transfer button, if it is active.

To cancel the conference call, click Hang Up in the dialer. The person
you are adding to the conference disconnects and the first person you
called returns to your line or is placed on hold.

5 Click Complete to begin the conference call.

Using Caller ID to automatically display contacts

You can use the Caller ID feature to determine who is calling before you
answer and have instant access to contact information when you receive a
call from a contact in your currently open database. If you select the
Lookup Contact Using Caller ID option in the Dialer Preferences tab, ACT!
automatically displays the contact records of incoming callers.

For information about the requirements for using Caller ID and setting up
and using Caller 1D, see ACT! online help.

For more information about using Caller ID with ACT!:
1 Choose Help Topics from the Help menu.
2 Click the Index tab, type CallerID and double-click a topic.
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Creating and Sending
Faxes

You can fax documents, mail merges, reports, calendars, and address
books directly from ACT! To send faxes using ACT!, your computer must
have a fax modem installed and configured and WinFax PRO version 8.03
or later, or Microsoft Fax.

If you use WinFax PRO, you can take advantage of features in ACT! and
WinFax that simplify faxing from ACT! For more information, see “Using
ACT! with WinFax” on page 197.

Specifying your fax software

Before faxing, you must specify the fax software you use in the QuickStart
Wizard or in the General tab of the Preferences dialog box. When you
install ACT!, you can specify your default fax software in the QuickStart
Wizard.

If you use WinFax as your default fax software, you can specify which
ACT! databases you want to use as WinFax phonebooks in the QuickStart
Wizard. (You can use the open database as a WinFax phonebook. For
details, see “Setting WinFax preferences in ACT!” on page 198.) When you
create or open a new database, ACT! asks you if you want to make the
database available to WinFax as a WinFax phonebook.

Tip: Before sending a fax using WinFax, make sure that the dialing method
in WinFax is set to Windows. To set the dialing method in WinFax, see
WinFax help.
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To select your fax software from the QuickStart Wizard:

1 From the Help menu, choose QuickStart Wizard and proceed to the
Word Processor and Fax Software panel.

2 Select your fax software from the Fax Software drop-down list, click
Next, and do one of the following:

= If you selected Microsoft Fax, you have finished setting up your fax
software. You can continue through the remaining panels in the
wizard.

= If you selected WinFax, in the next panel select the databases that
you want to use as WinFax phonebooks, and click Next. For
details, see “Specifying your ACT! databases as WinFax
phonebooks” on page 197.

To select your fax software in the Preferences dialog box:

From the Edit menu, choose Preferences. In the General tab of the
Preferences dialog box, select your fax software from the Fax Software
drop-down list.

Sending a quick fax

You can quickly fax the current contact in the Contact window or selected
contacts in the Contact List using the Quick Fax tool. You compose and
send the fax directly from your fax software.

To send a quick fax:

1 Inthe Contact window, find the contact to whom you want to send the
fax, or in the Contact List, select the contact.

2 Click the Quick Fax tool in the toolbar.

For Microsoft Fax, set options for how you want to send the fax in the
dialog box that appears. For WinFax, the WinFax PRO Send dialog box
appears.

3 Using your fax software, compose and send your fax.

Faxing word-processing documents

You can fax documents created in the ACT! word processor or Microsoft
Word. You can compose and fax a letter, memo, or cover page to a single
contact, or fax a saved word-processing document to multiple contacts. To
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Faxing word-processing documents

fax multiple contacts and include contact information in each fax, use mail
merge. Using mail merge, you can fax a form letter to several contacts and
include each contact’s name and address in the letter.

Sending a simple fax

A simple fax is any document created in the ACT! word processor or
Microsoft Word that is not sent as a mail merge.

To address and fax a document to the current contact, choose a command
from the Write menu and prepare the document to be faxed.

To fax a single letter to several contacts, prepare the document and save it.
For example, to address a letter to a single contact and “cc” (carbon copy)
others, choose Letter from the Write menu to address the letter to the
contact. To fax additional copies of a letter, save it and fax it to others.

To fax a document created using a command in the Write menu:
1 Prepare your word-processing document.

2 In the ACT! word processor, choose Send > Fax from the File menu, or
click the Send Fax tool in the ACT! word processor toolbar. In
Microsoft Word, choose Send Fax Using ACT! from the File menu.

3 In the Send Fax dialog box, enter the subject of the fax.

(Optional) To record a history of sending the fax, select the Record A
History For This Fax option, and specify the following options:

= Attach To Contact As A Word Processor File—Attaches the fax to
the contact record. Specify the name and location of the file.

= Attach To Contact As A WinFax File—Attaches the letter to the
contact record as a WinFax fax image file. You can view and edit
the file in the WinFax PRO Viewer. This option is available only if
you made the database available to WinFax as a WinFax
phonebook.

If you select both options, two history entries are created for each
recipient.

5 Click Continue.

= If you use Microsoft Fax, set options for how you want to send the
fax in the dialog box that appears.

= If you use WinFax, the WinFax PRO Send dialog box appears. For
information about this dialog box, see your WinFax documentation
or online help.
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6

Click Send.

Note: If you use WinFax and you specified your database as a
WinFax phonebook, the history entry is created when the recipient
receives the fax; otherwise, the history entry is created when you

send the fax.

If you use WinFax, one of the following may occur:

= If you included a fax cover page, but did not specify the text for the
cover page, the WinFax PRO Filler window appears. Type the text

for the cover page and click the Send Fax button.

= If you selected the Preview option, a preview of the fax appears.

Click the Send Fax button in the WinFax Preview window.

To fax a new or saved document:

3

Create or open the document to be faxed.

In the ACT! word processor, choose Send > Fax from the File menu, or
click the Send Fax tool in the toolbar. In Microsoft Word, choose Send

Fax Using ACT! from the File menu.

Send Fax
Subject: I
— Fax recipient
Select contacts from
&l contacts
& Current lookup
" Selected group j
Tvpe indchoose name:
EBrock, Edna =3 Send this fax to:
Contact Company | ;I
Add &l > |
EBloggs, Joe Berkshire Fine Teas, Ltd.;l
Eouvier, Danese Fawik-g-mart _I
Eowman, Carl Cordoba Coffes Shops
Eirightwell, Shirley Pacific Cafe Company < Hemave |
Brock, Edna Elliott's Department Store
Burns. Bryan Packaging Unlimited LI e fEmovE Al | LI
V' Record a history for this fax
— History option
[V Attach to contact as a word processor file
Save as. |ACT\Document\Document2 wpa Browse. .. |
[~ Attach to contact as a "WinFax file fafinFax only] Eantinue | Cancel | Help

Click for option details 1

In the Send Fax dialog box, type the subject of the fax.




Faxing word-processing documents

In the Select Contacts From group box, select All Contacts, Current
Lookup, or Selected Group. If you select Selected Group, select the
group from the drop-down list.

Select the fax recipients by doing one of the following:
= Select one or more contacts in the list and click Add.

Shift+click to select multiple contacts who are adjacent in the list.
Ctrl+click to select multiple contacts who are dispersed in the list.

= To send the fax to all the contacts in the list, click Add All.

= To remove a contact from the Send This Fax To list, select the
contact and click Remove.

Follow steps 4 through 6, beginning on page 191, or click the Help
button in the dialog box.

Printing and sending fax cover pages

Using the ACT! fax cover page template, you can create a cover page, print
it, and fax it using your fax machine. You can also use the template to send
a one-page fax using your fax software. (Turn off the cover page option in
your fax software to prevent sending an extra cover page.)

If you use WinFax, you can include WinFax cover pages with faxes that
you create in ACT! For additional information about creating and using
WinFax cover pages, see your WinFax documentation or online help.

To create an ACT! fax cover page to send through a fax machine:

1

Display the contact record of the fax recipient and from the Write
menu, choose Fax Cover Page.

After a few seconds a cover page, addressed to the current contact,
appears in your default word processor.

Edit the information on the cover page and type the subject of the fax.
From the File menu, choose Print.
In the Print dialog box, select the options for your printer.
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Make sure you specify your printer, and not your fax software. If you
select your fax software, ACT! tries to fax the cover page.

Create History E
¥ Attach document to history

Document Printed:  Diocument

Begarding:

Lreate I Cancel |

5 To create a history entry for the document, enter a description of the
document in the Regarding field. To attach the cover page to the
history entry, select the Attach Document To History option. If you
select this option and have not saved the document, the Save As dialog
box appears. Enter a name and location for the document.

If you do not want to create a history for the document, click Cancel.

To create and send an ACT! cover page as a one-page fax:

1 Follow steps 1 and 2 in the previous procedure to create the cover
page.

Note: Turn off the cover page option in your fax software to
prevent sending an additional cover page.

2 In the ACT! word processor, choose Send > Fax from the File menu. In
Microsoft Word, choose Send Fax Using ACT! from the File menu.

3 Follow steps 4 through 6 beginning on page 191, or click the Help
button in the Send Fax dialog box.

Sending mail merge faxes

l_\
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To send a personalized fax to your contacts, such as a form letter that
includes each contact’s name, use a mail merge. You select the contacts to
whom you want to send the fax, and create or edit a mail merge template.
The template contains contact fields; you can type additional text, such as
the body of a letter. When you perform the mail merge, ACT! fills in the
fields in the template with information from the contacts you selected.

Tip: We recommend that you fax no more that approximately 200 faxes
using a mail merge.




Faxing word-processing documents

For more information about mail merges, see “Writing personalized letters
to multiple contacts” on page 161.

Note: Before sending a mail merge fax using WinFax, you may want to
turn off the WinFax Display Call Status option. If you do not turn off this
option, the Call Status dialog box appears for each document in the mail
merge. To turn off this option, see your WinFax online help.

To fax a mail merge:

Find the contacts to whom you want to send the fax, or in the Contact
List, select the contacts.

1

Select the Fax option

Do one of the following:

= If a template is open in the ACT! word processor, choose Mail
Merge from the File menu.

= If you are in another area of ACT! or if you use Microsoft Word,
choose Mail Merge from the Write menu.

Mail Merge E
— Merge with Template
= Curent contact Ia Template j
& Cunent lackup 4 S Hew This list displays
TUSC. : -
¢ All contacts & emo it | existing templates.
 Selocted 1 The file extension
elected grouy
i depends on the word
I | | processor you use
—Send output to
' Printer I= | Bieturn receit
¥ Esic] I | fsttach b contacts
& ; ..... ; ¥ Create history when sent
f=u
Subject:
" word Processor I EES
WinF ax thions...l [k | Cancel | Help |

Select an option in the Merge With group box.

Select the template in the Template area.

To create or modify a template, see “Creating and editing templates”
on page 162 or “Editing existing templates” on page 163.

In the Send Output To group box, select the Fax option.

(Optional) If you use WinFax and want to include a cover page or
specify a schedule for sending the fax, click WinFax Options. In the
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WinFax Options dialog box, select a cover page or specify when you
want to send the fax.

For details, see “Setting options for mail merge faxes” on page 198.

Tip: If you use WinFax to fax a large mail merge, you may want to
send the fax later. Faxing a large mail merge uses a significant
amount of system resources. You may experience decreased
performance while WinFax prepares and sends the mail merge.

7 (Optional) To record a history of sending the fax, select the Create
History When Sent option.

8 Type the subject of the fax in the Subject field and click OK.

Note: If you use WinFax and you specified your database as a
WinFax phonebook, a history entry is created when the fax is
received; otherwise, a history entry is created when the fax is sent.

If you use WinFax and specified a different date or time at which to
send the fax, it is sent at the scheduled date and time.

Faxing reports

When you run a report, you can send it as a fax. For information about
running a report, see Chapter 12, “Producing Reports.”

To fax a report:
1 Follow steps 1 through 5 in “Running a report” on page 223.

2 In the General tab of the Run Report dialog box, choose Fax from the
Send Output To dialog box.

3 Set options in the Activities/Notes/Histories and Sales/Opportunities
tab as required and click OK.

4 To send the fax, follow steps 3 through 6, starting on page 191, or click
the Help button in the Send Fax dialog box.
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Faxing address books and calendars

Faxing address books and calendars

You can fax any item that you can print in ACT!, including address books
and calendars, by selecting your fax driver as your printer in the Print
dialog box.

To fax an address book or calendar:

1
2

From the File menu, choose Print.

In the Print dialog box, select Address Book or a calendar from the
Printout Type drop-down list and select the format for the address
book or calendar.

To specify the information to include in your fax, click Options. In the
Address Book Options or Calendar Options dialog box, select the
information to be included and click OK.

In the Print dialog box, click Print Setup. In the Print Setup dialog box,
select your fax software from the Name drop-down list and click OK.

Click OK in the Print dialog box.
Click OK in the second Print dialog box.

= If you use WinFax, the WinFax PRO Send dialog box appears. If
you selected the Use Send Fax Wizard option in WinFax, the
WinFax PRO Send Fax Wizard appears.

= If you use Microsoft Fax, a wizard appears. Select the fax recipients.
Follow the steps required by your software for sending faxes.
For details, see your fax software documentation or online help.

Using ACT! with WinFax

This section provides basic information about using ACT! with WinFax. For
information about WinFax, see your WinFax documentation or online help.

Specifying your ACT! databases as WinFax phonebooks

A WinFax phonebook is a directory containing names, phone and fax
numbers, and other information. You can specify ACT! databases as
WinFax phonebooks so you can quickly fax your contacts. You specify
ACT! databases as WinFax phonebooks in ACT! or in WinFax. (For
information about doing this in WinFax, see your WinFax documentation
or online help.)
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You can specify ACT! databases as phonebooks from within ACT! in these
ways:

In the WinFax Options tab of the Preferences dialog box. See the
procedure in the next section for details.

In the QuickStart Wizard, select WinFax as your fax software and the
ACT! databases that you want to use as WinFax phonebooks. For more
information, see “Specifying your fax software” on page 189.

When you create or open a new ACT! database, ACT! asks you if you
want to specify the new database for use as a WinFax phonebook.

Setting WinFax preferences in ACT!

If you use WinFax, you can set preferences for using WinFax from within
ACT! The preferences apply to all faxes that you send from the currently
open database.

To set WinFax preferences in ACT!

1

From the Edit menu, choose Preferences. In the Preferences dialog
box, click the WinFax Options tab.

To use the currently open database as a WinFax phonebook, select the
Use The Currently Open ACT! Database As A WinFax Phonebook
option.

Select the types of WinFax events that you want recorded in the Notes/
History tab of the recipient’s contact record.

Specify if you want ACT! to create an activity to remind you to resend
a fax if the fax fails.

In the Notes/History Attachments group box, specify whether you
want to include a link to the fax when you create a history for the fax.

Setting options for mail merge faxes

=
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You can specify a cover page for your fax, attach files to the fax, or specify
an alternate date and time to send the fax. You may want to schedule a
large mail merge fax to be sent at a later time. You may experience
decreased performance on your computer while WinFax prepares and
sends large mail merge faxes.



Using ACT! with WinFax

To specify a cover page and delivery schedule for a mail merge fax:

1

Follow steps 1 through 5 in “To fax a mail merge” on page 195 to
prepare your mail merge fax.

In the Mail Merge dialog box, click WinFax Options.

In the Cover Page tab, select Include A Cover Page to include a fax
cover page, and select a cover page from the list.

You may experience a delay before the cover pages appear in the list.
(Optional) Type a message in the text entry area.

In the Schedule tab, specify whether you want to send the fax now, or
specify a different date or time to send the fax.

Click OK to return to the Mail Merge dialog box and follow the
remaining steps in “To fax a mail merge” on page 195 or click the Help
button in the dialog box.

Sending faxes from ACT! using WinFax

If WinFax is your default fax software, and you send a standard fax from
within ACT!, the WinFax PRO Send dialog box appears. For information
about this dialog box, see your WinFax documentation or online help.

Working with your ACT! contacts in WinFax

If you specify an ACT! database as a WinFax phonebook, you can access
basic contact information and fax contacts from within WinFax. If an ACT!
database is open and you created a lookup in the database, you can fax
the contacts in the lookup.

If you specified your ACT! database as a WinFax phonebook, you can:

View and edit basic contact information in the WinFax.

View a list of the groups and the members of each group from within
WinFax.

Add contacts to an ACT! database, delete contacts from the database,
and copy contacts from one database to another.

Fax ACT! contacts from WinFax.

For details, see your WinFax documentation or online help.
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Faxing files created in other applications

N
o

You can use WinFax to fax files created in other applications to your ACT!
contacts using either of the following methods:

Fax a file from the application in which you created it. Specify WinFax
as your printer and print the file. In the WinFax PRO Send dialog box
or Send Fax Wizard, specify the recipients. If you specified your ACT!
database as a phonebook, you can select the recipients.

Attach a file to any standard fax. To attach a file, click the Attach
button in the WinFax PRO Send dialog box and specify the files in the
Select Attachments dialog box. For more information, see your WinFax
documentation or online help.



Using E-mail with ACT!

You can send e-mail messages to one or more contacts and attach contact
records, group records, or files. You can keep a history of all e-mail
messages you send and receive in the contact’s record. (To e-mail activities,
see “Sending e-mail messages about scheduled activities” on page 112.) If
you cannot connect to your e-mail account, you can still read, write, and
reply to e-mail messages and send them later when you can log on.

To send or receive e-mail messages in ACT!, you need one of the following
e-mail systems:

= Lotus cc:Mail or cc:Mail Mobile.

= Eudora Pro.

= Microsoft Outlook 98 or Outlook 2000.
= Lotus Notes Mail version 4.6 or later.

= Internet e-mail (SMTP/POP3). You do not need e-mail software in
addition to ACT!; however, you do need an Internet account with an
Internet Service Provider. ACT! 2000 includes a built-in POP3 e-mail
client that can be used for Internet e-mail.

Note: If you use CompusServe e-mail, you can use ACT! Internet e-mail
with CompuServe. Contact CompuServe for information about enabling
your CompuServe account for Internet access. Note that ACT! does not
support CompuServe Virtual Key (also known as RPA or Remote
Passphrase Authentication).

N
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Setting up your e-mail system

Before using e-mail with ACT!, install your e-mail software and verify that it
works correctly by sending and receiving an e-mail message. If you use
Internet e-mail, you do not need to install any e-mail software—you just
need an Internet account with an Internet Service Provider.

If you skipped e-mail setup in the QuickStart Wizard, you can use the
Preferences dialog box to set up an e-mail system. To use the QuickStart
Wizard, choose QuickStart Wizard from the Help menu.

Note: You cannot use e-mail within ACT! until you set up an e-mail system.

To set up your e-mail system:
1 From the Edit menu, choose Preferences.

2 In the Preferences dialog box, click the E-mail tab, and then click the
E-mail System Setup button.

3 Select the e-mail system or systems you use.

You can set up multiple e-mail systems; however, you must designate
one system as the primary e-mail system for sending e-mail messages.

4 Click Next.

For more information about setting up a specific e-mail system, press
F1 or right-click in the wizard panel or any dialog box.

After you set up your e-mail system, the E-mail Setup Wizard - Finish
panel appears. If you set up more than one e-mail system, specify the
primary e-mail system, which is used for sending e-mail messages
unless you switch systems for an individual message.

Managing contacts’ e-mail addresses

N
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Before using e-mail in ACT!, you must enter your e-mail address in your
My Record. You also must enter your contacts’ complete e-mail addresses.
You can enter multiple addresses for a contact, but you must designate one
address as the primary e-mail address. The primary address is the address
to which your e-mail messages are sent. Before sending e-mail to a
different e-mail address, you must make that address the primary address.



Managing contacts’ e-mail addresses

Primary e-mail address ———&

Click to add an e-mail L

address

Tip: You can find contacts with an e-mail address or a blank E-mail
Address field using the E-mail Address command on the Lookup menu. In
the Search For group box of the Lookup dialog box, select the Non-empty
Field or the Empty Field option.

After entering an e-mail address, you can click the E-mail Address field to
automatically address an e-mail message to the contact.

Note: Enter e-mail addresses except cc:Mail addresses in xxx@yyy.zzz
format (such as, chuffman@chgourmet.com). cc:Mail uses a proprietary
address format.

You can type an e-mail address directly in the E-mail Address field. To
enter more than one address or select an address from an e-mail address
book, use the E-mail Addresses dialog box.

To enter one or more addresses:
1 Go to the contact record and do either of the following:
= Type the e-mail address directly in the E-mail Address field.

* From the Contact menu, choose E-mail Addresses, or click in the
E-mail Address field and choose Edit E-mail Addresses from the
drop-down list and continue with the following steps.

E-mail Addresses E

— E-mail addreszes for Chris Huffre
Ok I
Frima
Cancel |
Help | | C/lck for option
details

Mew... | Edi... | Delete... | E-mail Preferences... |

2 In the E-mail Addresses dialog box, click New.

3 In the New Address dialog box, enter the e-mail address or click
Address Book. In the Address Book dialog box, select the contact.

4 To mark an e-mail address as the primary one for this contact, select
the Make This The Primary Address option.

To select a different primary e-mail address, click the Primary button in
the E-mail Addresses dialog box.

N
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To edit an e-mail address:

Use the Tab key to move to the field; or without clicking, leave the
pointer over the field for a few seconds until it changes to an I-beam.

Tip: You can also edit an e-mail address in the E-mail Address field. To
delete an e-mail address, select the address and press the Delete key.

Writing and sending an e-mail message

)
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You can write and address an e-mail message in the E-mail window. (To
write an e-mail message in the word processor, see “Sending letters and
memos by e-mail” on page 174.) You can address the message to the
current contact or the current group or subgroup. A message addressed to
a group or subgroup is sent to all members of the group or subgroup who
have an e-mail address. If you prefer, you can create a blank e-mail
message and specify the recipients in the E-mail window.

To create an e-mail message to the current contact or group:

1 Find the contact in the Contact window or Contact List or select the
group in the group list on the left of the Groups window.

2 Do one of the following:

* |n the Contact window, click the E-mail Address field or click the
E-mail tool in the toolbar.

= Choose E-mail Message from the Write menu.

A blank e-mail message, addressed to the current contact or group,
appears. If the current record is the My Record, the message appears
without an address.



Writing and sending an e-mail message

Select an address book

Specify the group,
lookup, or mailing list
from which to select
recipients

Click to select
recipients from
address book

Type text of

Type the first few letters of the name to select a contact
from the address book and press Enter

&1 ACTSdemo - E-mail

message

5

Address book: Tppe in recipient name: Attachments: =
IAET! Contacts | j ITD j II ;I
Select from: To: Melzon, Jeff at CH Gourmet Import:;l LI
IAII Contacts = l
LI PEricrity: INDrma| j I 448 PM - 4413499
— Open Address Book | ¥ Create history
Send using: [~ Retum recsi
. i -~ pt
Sublec:t: I Send | ICC:Ma'l jv I Attach to contact(z)
Type subject here Select e-mail system to send message

To add e-mail recipients, see “Adding e-mail recipients” on page 206.

Type a subject for the message in the Subject field, and select any of
the following options in the header area of the e-mail message:

= Priority—Select a priority for the message.
= Send Using—Select the e-mail system to use to send this message.

= Create History—Select this option to create a history of the message
in the contact record. If the recipient is not in your ACT! database,
ACT! creates a history in your My Record.

= Return Receipt—Select this option if you want a return receipt.

= Attach To Contact(s)—Select this option to attach the message to
the Notes/History tab of the contact record. If the recipient is not in
your ACT! database, ACT! attaches the message to your My Record.

Type the message text in the message body area.
To check the spelling of the message, see page 208.

To create a blank e-mail message in the E-mail window:

1

2

Click the E-mail button in the View bar, or choose E-Mail from the
View menu.

In the E-mail window, choose Create Message from the E-Mail menu,
or click the Create Message tool in the toolbar.

N
(63}



Chapter 11: Using E-mail with ACT!

Adding e-mail recipients

N
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Open Address Book

You can address an e-mail message by typing the contact’s name in the
Recipient Name field or by selecting contacts, groups, or subgroups. If you
select a group or subgroup from the ACT! Contacts address book, the
e-mail message is sent to every member of the group or subgroup.

To address an e-mail message:

1

Choose an address book, mailing list, or directory from the Address
Book drop-down list.

The list shows all address books that you set up in your e-mail system.
If you use only Internet e-mail, the only available address book is ACT!
Contacts; however, you can send e-mail to any Internet e-mail address.

Choose an option from the Select From drop-down list. If you selected
ACT! Contacts, choose All Contacts, Current Lookup, or Groups.

From the To drop-down list, select To, cc, or bcc.

Other recipients cannot see the name and address of contacts who
have been blind carbon copied (bcc). The bce option is unavailable for
ACT! Internet mail.

Do either of the following:

= In the Recipient Name field, type the first few letters of the contact’s
name as it appears in the address book. For the ACT! Contacts
address book, for example, type the first letters of the last name.
Press Enter to select the contact.

= Click the Open Address Book button and select contacts.

The following figure shows the Address Book dialog box for ACT!
Contacts. Other address books may contain different options.



Writing and sending an e-mail message

Address Book E

Displays e-mail address

for the selected contact

Address book: IAET! Contacts

[
[

Select from: IAII Contacts

Tvpe infchoose name:
ITD j ILuc:an, Lars [Cordoba Coffee Shops]

Send this meszage to:
51 Leach, wWendy CH Gourmet lmports ;I To: Melzon, Jeff at CH Gourmet Imports ;I

5 Lenares, Gloria Cordoba Coffee Shops
Add &l > |
1 Lew, John Cordoba Coffes Shops =

@ Lovell, Babita Kk -e-mart Add > |

‘em Lucan, Lars Cordoba Coffee Shops _I

3 Lumpkin, Sharla Trader Depot < Hemove |

Iy Mchakin, Herb Mchakin Plush

5y Munin, Beth Litlle Corner Sweets << Remayve Al |

Ity Melzon, Jeff CH Gourmet Imports LI LI

Address: |LarsLuc:@c:0rdoba.netx.com

EditAddess.. | oK. | Cancel | Hep |

Click to add or edit e-mail Click for option details —!

address for the selected contact ~—

5 From the Select From drop-down list, choose All Contacts, Current
Lookup, or Groups. These options are available only if you chose ACT!
Contacts from the Address Book list. Different options are available for
other e-mail systems.

6 To add contacts to the Send This Message To list, do either of the
following and click OK:

Select the contacts or groups from the list and click Add.

Shift+click to select multiple contacts who are adjacent in the list.
Ctrl+click to select multiple contacts who are dispersed in the list.

Click Add All to add all the contacts to the list.

Tip: If you select ACT! Contacts as your Address Book and then
select a contact name, you can click the Edit Address button to add
or edit a contact’s e-mail address.
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Checking the spelling in an e-mail message

Before sending an e-mail, you can check the spelling of the message.

To check the spelling:

Place the cursor in the message body area and choose Spelling from
the Tools menu.

Attaching contacts or groups to an e-mail message

N
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You can attach ACT! contact or group records to an e-mail message. ACT!
users who receive the message can merge the attached records into their
ACT! database. (You can also attach contact records in Internet standard
format for recipients who use an application that supports that format, such
as Microsoft Outlook.) When the recipients merge a group attachment into
an ACT! database, they receive the records for the group, all members of
the group, subgroups within the group, and members of all subgroups. For
more information, see “Merging ACT! data from an e-mail message” on
page 214.

To attach a contact record to an e-mail message:

1 From the E-Mail menu, choose Attach to Message > Contact, or click
the Attach Contact tool in the toolbar.

Attach Contact(s] E
Select contacts from — Format attachment uzing
i+ o & ACTI contact farmat

= Curent _Iookup [for use with ather ACT! uzers)

" Intermet standard format
[compatible with Microzoft Outlook]

I LI " Attach using both formats

" Selected group

Type in‘choose name: i Include

Gourmet |mports I Notes/History T Sales
¥ Actjities
Contact Company | =
Giverts, Bamey Fowik-e-mart ;I Aftach these contacts:
Gordon, Stacey Penry Tree Foods Corpor. Add All 5 | ;I
Hagel, Dt Gubbels Chocolatiers _I —
Henry, Fobin CH Gourmet lmports
Hibbard, Regagie Mortheasterm Lights Dentz
Houten, Chester Elliott's Department Stores < Eemayve |
Hoya, George Bed, Breakfast & Beyond -
Huffman, Chris CH Gourmet Imports LI << emoyE Al | LI
] | Cancel | Help |

Click for option details
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2 In the Select Contacts From group box, select All Contacts, Current
Lookup, or Selected Group. If you select Selected Group, choose the
group from the drop-down list.

3 Add contacts to the Attach These Contacts list:
= Select the contacts(s) from the list on the left and click Add.

Shift+click to select multiple contacts that are adjacent in the list.
Ctrl+click to select multiple contacts that are dispersed in the list.

= Click Add All to add all the contacts.

To remove a contact, select the contact in the Attach These Contacts
list and click Remove.

4 In the Format Attachment Using group box, select ACT! Contact
Format, Internet Standard Format, or Attach Using Both Formats.

5 Select the Include options for the selected contacts and click OK.

Tip: You can also drag a contact from the Contact or Contact List window
and drop it onto the Attachments area of the e-mail message.

To attach a group to an e-mail message:

1 From the E-Mail menu, choose Attach to Message > Group, or click
the Attach Group tool in the toolbar.

Attach Group(s] E

— Select groups from

Elliot's Department Stores
Golfing Buddies
Fawik-g-tartz

Little Comer Sweets

Mutz and Things

Penny Tree Foods Corp.
Shariott Suites Haotels

Add &l > |
< Hemove |
LI << Hemaye Al |

()€

 Include
V' Notes/History
V' Activities

Attach these groups:

Cancel |

Help

|

|_

| Click for
option details

2 In the Select Groups From group box, select All Groups or Current

Lookup.
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3 Add groups to the Attach These Groups list.
= Select the group(s) from the list and click Add.

Shift+click to select multiple groups that are adjacent in the list.
Ctrl+click to select multiple groups that are dispersed in the list.

= Click Add All to add all the groups to the list.

To remove a group, select the group in the Attach These Groups list
and click Remove.

4  Select the Include options that you want for the group(s) and click OK.

Attaching a file to an e-mail message

You can attach a file created in ACT! or another application to an e-mail
message. For example, you can attach a price list that you created in a
spreadsheet program to an e-mail message.

To attach a file to an e-mail message:

1 From the E-Mail menu, choose Attach to Message > File, or click the
E Attach File tool in the toolbar.

2 In the Choose File To Attach dialog box, locate the file or files that you
want to attach and click Attach.

Tip: You can drag a file from Windows Explorer and drop it onto the
Attachments area of an e-mail message.

Deleting an attachment from an e-mail message

You can delete a contact, group, or file attachment from an e-mail message.

To delete an attachment:

Select the attachment and choose Delete Attachment from the E-Mail
menu, or press the Delete key on your keyboard.

Sending an e-mail message

You can send an e-mail message immediately or move it to the Drafts
folder and send it later. If you cannot log on to your e-mail system, store
your messages in the Drafts folder until you can log on and send them.
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To send an e-mail message immediately:

1 To send e-mail using an e-mail system other than the primary system,
select a system from the Send Using list in the e-mail message.

Note: You must use cc:Mail to send messages to cc:Mail
proprietary addresses. Other e-mail systems cannot send messages
to internal cc:Mail addresses.

2 Choose Send Mail Now from the E-Mail menu, click the Send Now tool
in the toolbar, or click the Send button in the e-mail message window.
You may be prompted to log on to your e-mail system.

To store a message in the Drafts folder for later delivery:

From the E-Mail menu, choose Send Mail Later, or click the Send Later
tool in the toolbar.

To send a message from the Drafts folder:
1 Double-click the Drafts folder in the E-mail window’s Folders list.
2 Select the message or messages on the right side of the window.

Shift+click to select multiple messages that are adjacent in the list.
Ctrl+click to select multiple messages that are dispersed in the list.

3 (Optional) To edit the message or select a different e-mail system,
open the message.

Note: If you choose Send Mail Now without opening the message,
ACT! sends the message or messages using the primary e-mail
system, ignoring any other e-mail systems specified in the
individual messages’ Send Using field.

4 From the E-Mail menu, choose Send Mail Now, or click the Send Now
tool. You may be prompted to log on to your e-mail system.
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Receiving and reading your e-mail messages

E-mail messages you receive appear in your inbox. The E-mail window
includes inbox icons for the e-mail systems you set up to use in ACT! If
you use multiple e-mail systems, you can view received messages in the
inboxes for each system, or you can view all received messages systems in
the Combined inbox. The Combined inbox appears only if you set up
multiple e-mail systems.

- cc:Mail
£ Intemet Mail Inbox
3 Combined

(7 Drafts

1 Brisfease ————— Briefcase for storing messages to read when offline

Inboxes for individual e-mail systems
Combined inbox

If you e-mail inbox is not available when you are offline, you can move
messages from your inbox to the Briefcase so that you can read your
messages when you are offline.

Tip: For some e-mail systems, such as Eudora Pro and Internet e-mail, you
do not need to move messages to the Briefcase—you can read messages in
the inbox when you are not logged on.

To receive e-mail messages, you must log on to your e-mail system.

To view e-mail messages in your inbox:

1 From the View menu, choose E-Mail, or click the E-mail button in the
View bar.

2 In the E-mail window, double-click a folder in the Folders column to
select the e-mail service to which you want to connect.

3 If you e-mail messages do not appear, choose Get/Send Mail from the
E-Mail menu.

If you have multiple Internet e-mail accounts, a dialog box appears.
Select the accounts to check for new mail, or select the Get Mail For
All My Accounts option to check all accounts.

Tip: To sort the messages in the list, click a column header.
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il

4 Double-click the message, or select the message and choose Read
Message from the E-Mail menu, or click the Read Message tool.

If the e-mail message was sent in HTML format, you can directly access
any Internet link in the message, such as a link to a web page.

5 To move to the previous or next message in your inbox, choose
Previous Message or Next Message from the E-Mail menu, or click the
Previous Message or Next Message tool in the toolbar.

If your inbox is open, new messages do not appear in the message list. If
you set the Notify Me Of New Mail option in the E-mail Preferences tab
and you have a permanent connection to your e-mail server, ACT! notifies
you of new messages at the specified time interval. If this notification
appears while your inbox is open, click OK. Your new messages appear at
the top of the list of messages in your inbox.

If you expect a message and do not want to wait for notification, click the
Refresh List tool in the toolbar, or choose Refresh Inbox from the E-Mail
menu to check for new mail.

Saving received e-mail messages

After reading a received e-mail message, you can save it as a text (.TXT)
file. The text file includes sender’s name, recipients, subject, date sent, and
the body of the message.

To save a received e-mail message as a text file:
1 Do either of the following:

= In the inbox, select the message or messages that you want to save.
The message or messages you select must be read messages.

Shift+click to select multiple messages that are adjacent in the list.
Ctrl+click to select multiple messages that are dispersed in the list.

= Open the message.

2 From the E-Mail menu, select Save Copy As. In the Save As dialog box,
select a location for the file, enter a filename, and click Save. The Save
As dialog box appears for each message you selected.
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Merging ACT! data from an e-mail message

If you receive an e-mail message with an ACT! contact or group record
attached, you can merge the record into the open database. If you receive
an e-mail reminder for an activity, you can merge the activity into your
database so that it appears on your calendar.

Attachments: Check the attachments area of an e-mail message to
ER <ACT! contacts> 1__ see if it contains ACT! contact, group, or activity
attachments

To merge a record or activity into your database:
1 In the e-mail message, double-click the attachment.

Mmge Options E

If source records do not match destination records

If source records match destination records

LContact records: [{jEEs=Raiie Contact records: IAdd j
Motes/History: IMerge niotesthistary j Motes/Histary: IAdd j
Activities: IMerge with activities j Activities: IAdd j
Group records: IHeplace with newest group J Group records: IAdd j

™ Confim each match

QK I Cancel | Default | Help |

Click for option details

2 In the If Source Records Match Destination Records group box, specify
how you want ACT! to handle duplicate records.

3 Inthe If Source Records Do Not Match Destination Records group box,
specify whether or not you want to add different record types.

4 To review each record before merging it, select the Confirm Each
Match option.

If you select this option, the Merge Confirmation dialog box appears
for each contact or group that matches a contact or group in the open
database. You can merge the matching record into the existing record,
add a new record, or skip the record completely.
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Attaching a received e-mail message to a contact or group

You can attach an e-mail message you receive from a contact to the
contact’s record so that you have a history of the message.

To attach an e-mail message you received to a contact:
1 Select the message or messages.
2 From the E-Mail menu, choose Attach E-Mail To Contact.

Attach E-mail to Contact E

Select contacts from

& Al cortacts
' Current lookup
" Selected group

| I-|

Tvpe infchoose name:

Contact . Company I Altach to these contacts:

Giverts, Bamey Fowik-e-mart ;I ;I
Gordon, Stacey Penny Tree Foods Corpor. Add All > |

Hagel, Dt Gubbels Chocolatiers _I —

Henry, Fobin CH Gourmet lmports

Hibbard, Regagie Mortheasterm Lights Dentz

Houten, Chester Elliott's Department Stores < Hemove |

Hoya, George Bed, Breakfast & Beyond -

Huffman, Chris CH Gourmet Imports LI << emoyE Al | LI

()€

Cancel | Help |

Click for option details —

3 In the Select Contacts From group box, select All Contacts, Current

Lookup, or Selected Group. If you select Selected Group, choose the
group from the drop-down list.

4 To move contacts to the Attach To These Contacts list, do one of the
following:

= Select the contact(s) from the list and click Add.

Shift+click to select multiple contacts that are adjacent in the list.
Ctrl+click to select multiple contacts that are dispersed in the list.

= Click Add All to add all the contacts to the list.

To remove a contact from the Attach To These Contacts list, select the
contact and click Remove.
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To attach an e-mail message you received to a group:
1 Select the message or messages.
2 From the E-Mail menu, choose Attach E-Mail To Group.

) Attach E-mail to Group E
The e-mail message
will be attached to Aftach E-mail to selected groups:
the groups or ———— +/ CH Gourmet Imports ﬂ
subgroups with a Carparate
checkmark Marketing and PR

Sales
Cordoba Coffee
Central Region
Corporate Office
E astern Region
‘western Region
Elliot's Department Stores
Golfing Buddies
Fawik-g-tartz
Purchasing LI

ok | cancel | Heb |H— Click for option details

3 Click the group or groups to which you want to attach the e-mail
message.

Creating a contact record from a received e-mail message

If you receive an e-mail message from someone who is not in your
database, you can create a new contact record as you view the message.

To create a contact record from a received e-mail message:

1 Open the e-mail message and choose Create Contact From Sender
from the E-Mail menu.

2 In the Add Contact dialog box, enter the contact’s information.

Replying to and forwarding e-mail messages

You can easily reply to an e-mail message or forward a message to
someone else.

To reply to an e-mail message:

1 Open or select the message. From the E-Mail menu, choose Reply To
@. Message, or click the Reply tool. If the message is open, click the
Reply button in the message window.

2 Select the Reply/Forward options and click OK.

N
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3

Type your reply in the message body area and send the message as
described in “Sending an e-mail message” on page 210.

To forward an e-mail message to someone else:

1

Open or select the message that you want to forward. From the E-Mail
menu, choose Forward Message, or click the Forward tool. If the
message is open, click the Forward button in the message window.

Select the Reply/Forward options and click OK.
Select the contact or contacts to whom you want to send the message.

Type any text that you want to precede the message that you are
forwarding and send the message as described in “Sending an e-mail
message” on page 210.

Deleting an e-mail message

X

You can easily delete one or more e-mail messages from any e-mail folder.

To delete an e-mail message:
1 Open the folder and select the message or messages.

Shift+click to select multiple messages that are adjacent in the list.
Ctrl+click to select multiple messages that are dispersed in the list.

From the E-Mail menu, choose Delete Message, click the Delete
Message tool, or press Ctrl-Delete.

Creating folders to store e-mail messages

If you use Internet or Outlook e-mail with ACT!, you can create folders in
the E-mail window to store messages. This is useful for keeping track of a
large number of messages and for categorizing messages (for example,

place personal messages in one folder and business messages in another).

Note: You can create folders in ACT! for Internet Mail and Outlook only. If
you use Outlook e-mail, you can manage your folders within ACT! (such as
renaming and moving folders) using the commands on the Folders
submenu of the E-Mail menu. For other e-mail systems, you must create
the folders using that e-mail client software.
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To create a folder for storing Internet e-mail messages:
Open your inbox and choose Create Folders from the E-Mail menu.

To create a folder for storing Outlook e-mail messages:

Open your inbox and choose Folders > Create from the E-Mail menu.
In the Add Folder dialog box, enter a name for the folder.

Tip: To delete a folder and its contents, from the E-Mail menu, choose
Delete Folders (for Internet e-mail) or Folders > Delete (Outlook).

Disconnecting from an e-mail system

While ACT! is running, you can disconnect from (or log off) an e-mail
system.

To disconnect from an e-mail system:

& In the E-mail window, select the e-mail system folder and choose
Folders > Close from the E-Mail menu, or click the Close Folder tool
on the toolbar.

Setting e-mail preferences

You can set preferences for e-mail to increase your efficiency when
creating, sending, and receiving e-mail messages.

You can set e-mail preferences to:

=  Select the primary, or default, e-mail system for sending message.

=  Create signature text (such as your name, title and address) that
appears at the end of your e-mail messages so you don’t have to
retype the same text in every message.

= Keep history of all e-mail messages you send.

= If your e-mail system supports return receipts, get a return receipt for
each e-mail message you send.

= Attach e-mail messages you send to contacts’ records.

=  Select e-mail recipients using the typeahead feature, if your e-mail
system supports typeahead. You can type the first few letters of the
recipient’s name to select the contact from an address book.
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Deleting stored e-mail messages

= Confirm message deletions.

= If you use an e-mail system with a permanent connection to the e-mail
server, such as cc:Mail, specify how often ACT! notifies you of new
incoming messages.

=  Specify whether to save attachments from e-mail messages.

= Specify a folder for storing attached messages. By default, e-mail
messages you attach to contact records are stored in Program
Files\Symantec\ACT\Email. If you select a different folder, messages
you saved are not moved; they are left in their original location. You
can view e-mail messages that appear in the Notes/History tab of a
contact record.

To specify e-mail preferences:

1 From the Edit menu, choose Preferences and in the Preferences
dialog box, click the E-mail tab.

Synchronization I Mames I Startup I Spelling I Dialer I ‘WwinF ax Options | Click the
General I Colors and Fonts I Calendars I Scheduling E-mal — E-mail tab
— E-mail system
Send e-mail to contacts uzing: Ic:c::MaiI 'l E-mail System Setup... |
—Mew message seftings———— [~ Aftaching messages to contacts
Signature text _I When attaching messages with files
N

LI  Blways save the file

V' Create history when sent C Newer save file

™ Retum receipt Falder

™ Attach to cantact(s) Meszages you have attached are stored in:

V' Use typeahead for entering recipients IE:\PHDGHAM FILESAEvMANTEC AL | |
[ EeE3 SR If you want ko purge this folder and free-up

V' Confim when deleting message(s) disk space, click the button below.

™ ‘when connected, notify me of new e [l |

mail every |1 5} 3: mihutEs:
0k I Cancel | Lol | Help |—- C/ICk for .
option details

2 To learn more about each option in this dialog box, click Help.

Deleting stored e-mail messages

To delete multiple stored messages and free up disk space, use the Purge
Folder button in the E-mail Preferences dialog box. Note that when you
use the Purge Folder feature, the e-mail items in the Notes/History tab of a
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contact record are not removed; however, you cannot read the associated
e-mail messages because they have been deleted.

To delete stored e-mail messages:
1 Click Purge Folder in the E-mail tab of the Preferences dialog box.
2 In the Purge Folder dialog box, do either of the following:

= To delete all messages created before a specified date, type a date,

or click the drop-down arrow to display a date selector and select a
date.

= To delete all the messages in the folder, select All Dates.
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Producing Reports

Reports extract information from your ACT! database and display the
information in an organized and visually appealing format. After running a
report, you can preview it, print it, fax it, e-mail it, or save it as a file.
Mailing labels and envelopes are also forms of reports—they pull
information from your database, lay out the information according to a
predefined design, and put it into a form that you can print. For
information about labels and envelopes, see page 174.

You may want to print contact information such as the information that
appears in the Contact window or Contact List. For example, if you're
planning a business trip to London, you can print a report on all your
London contacts. You can easily run a contact report that contains
information about your London contacts, including notes, histories, and
activities for each contact. Whenever you want to print contact or group
data, you must first run a report, then print it.

Overview of the ACT! reports

A report begins with a design, called a report template, which includes the
fields that appear in the report. ACT! includes report, label, and envelope
templates that you can use as is or modify to suit your needs. Each
template contains the names of fields from which ACT! pulls information.
The fields are positioned in the template in a predefined order. When you
run a report, ACT! fills in the information. To modify or create report
templates, see Chapter 16.

For lists and descriptions of each label and envelope template, choose
Online Manuals > Getting More Technical from the Help menu.
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Chapter 12: Producing Reports

The following report templates view and print information about your
contacts, groups, sales opportunities, and sales forecasts. Most reports
appear in the Reports menu. To run a report not listed on the Reports
menu, choose Other Report from the Reports menu, and then select the

report.

Report description Filename Information included in report

Contact Report CONTACT5 All contact information including notes, history, and
activities for each contact.

Contact Directory DIRECTR5  Primary address and home address for each contact.

Phone List PHONELS5 Company name, company phone number, phone
extension, and mobile phone number for each contact.

Task List TASKLIS5 Calls, meetings, and to-do activities scheduled with each
contact during a specified date range.

Notes/History NOTEHIS5 Notes and history items for each contact during a specified
date range.

History Summary HISTORY5  Total number of attempted calls, completed calls, meetings
held, letters sent, and fields changed for each contact
during a specified date range.

History Summary Classic  HISTCLAS  Total number of attempted calls, completed calls, meetings
held, and letters sent for each contact during a specified
date range in tabular format.

Example History HSALLEX5  Sample History Summary. To use this sample report

Summary template, see “To learn more about modifying templates”
on page 342.

Activities/Time Spent ACTIVITS Date, time, duration, and regarding information for
activities scheduled with each contact during a specified
date range.

Contact Status STATUSS ID/Status, last reach, last meeting, and last results for each
contact during a specified date range.

Source of Referrals REFERRAS5  Referred By information for each contact.

Group Membership GRPMEMBS List of all groups and their members.

Group Summary GROUP5 Notes, history, and activities for all groups.

Group/Subgroup ACCSUMMS5 Notes, history, and activities for all groups.

Summary

N
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Running a report

Report description Filename Information included in report

Group/Subgroup ACCMEMBS5 List of all groups and subgroups and their members.

Membership

Group Comprehensive ACCCOMP5 All information (including notes, history, and activities) for
each group and subgroup and their members.

Group List GRPLST5 List of all groups and their description.

Group/Subgroup List ACCLIST5  All groups and contacts in each group.

Sales Totals by Status SLSTOTA5  Totals of all sales opportunities, closed/won sales, and lost
sales.

Sales Adjusted for SLSFRCS5 All sales opportunities by contact, with totals.

Probability

Sales List SLSDTAI5 All information for sales opportunities, closed/won sales,
and lost sales.

Sales Funnel Report SLSFUNL5  Information about sales opportunities at each stage in the
sales process.

Sales by Record Manager SLSBYMG5 Sales opportunities, closed/won sales, and lost sales by
Record Manager.

Sales by Contact SLSCNTC5 Complete sales information for each contact with a sales

Sales Graph

Sales Funnel

opportunity or a closed sale.

Forecasted or closed sales, in a bar or line graph. For more
information, see “Graphing your sales data” on page 247.

The number of sales opportunities at each stage of the
sales process, in a graphical form. For more information,
see “Producing a sales funnel” on page 244.

Running a report

Before running a report, decide which contact or group data you want to
include in the report. For example, you might run a History Summary
report for a single contact, or a Contact Report for all contacts in a state or
region. When you run a report, you can decide whether to include data
from the current contact or group record, the current contact or group
lookup, or all contacts or groups. To include the current contact, group, or
lookup, perform the lookup before running the report.

N
N
(o8]



Chapter 12: Producing Reports

To run a report:

The names of these
options are different
for group reports

1

do not want data from

the My Record included

in the report

)
N
~

4

{ &l contacts

Select this option if you

(Optional) Perform a lookup to find the record or records that you
want to include in the report. See “Finding contacts and contact
information” on page 69. For a group report, see “Finding groups and
group information” on page 283.

(Optional) If you want contacts in the report to appear in a particular
order, such as alphabetically, sort the contacts before running the
report. See “Sorting your contacts” on page 67.

From the Reports menu, choose the report that you want to run. To
run a report that does not appear in the menu, choose Other Report
from the Reports menu and select the report.

FRun Report E
General | Activities/Motes/Histaries I Sales/Opportunities I

—Create report for————————————————— —Send outputbo—————————————— To preview the
report before
printing it, select
Preview here

I Printer j

~Include data for contacts managed by—

& Al users
" Selected users

Chris Huffran

= Ezclude My Record

| Click for option
details

QK I Cancel | Help

In the General tab, specify the contacts or groups that you want to
include in the report. To include information from your My Record in
the report, turn off the Exclude ‘My Record’ option. (These options are
unavailable for sales reports.)

Note: If you sorted contacts, select the Current Lookup option,
even if you sorted all contacts in the database. If you do not select
this option, the contacts in the report do not appear in the sort
order you specified.

In the Send Output To drop-down list, select the output for the report.
= Printer—Sends the report directly to the default printer.

= Preview—Displays an on-screen preview of the report. After
previewing the report, you can print it.

= Fax—Sends the report using your selected fax software.
= E-mail—Sends the report as an attachment to an e-mail message.



Running a report

Click the Activities/
Notes/Histories tab

6

= File - ACT! Report—Saves the report as an ACT! report (.RPT) file
that you can later open, view, and print. After ACT! runs the report,
the Save As dialog box appears. Select a name and location for the
report file.

= File - Editable Text—Saves the report in .RPT, .RTF, or .TXT format.
After ACT! runs the report, the Save As dialog box appears. Select a
format. You can edit a report saved in .RTF format in the ACT! word
processor or Microsoft Word.

In the Include Data For Contacts Managed By group box, choose
either of the following:

= All Users—Includes contact records managed by all users of the
database.

= Selected Users—Includes contact records managed by selected
users of the database. Choose the users from the list. If you are the
only user of the database, only your hame appears in the list.

(These options are unavailable for group and sales reports.)

(Optional) Click the Notes/History/Activities tab and specify the notes/
history, activities, and users’ data you want to include in the report.
(These options are unavailable for some reports.)

General Activities.-"Noltes.-"Histories | Sales.-"DpportunitiesI

— Activitie: - Include data from

V| Calls & Al users

¥ Meetings " Selected users:
V' Attachments V To-do's Chiiz Huffman
[+ E-mail ¥ Include cleared

V' Show Outlook activities
Doate range: [rate range:
| dates F0 i dates =l

,TI C | | Hel |_ Click for option
anee s details

If the report includes sections for activities and notes/history, those
options are available. Select a date range for Notes/History and
Activities from the Date Range drop-down list, or click Custom and
specify a custom date range.

For a multiuser database, other users’ names appear in the Selected
Users list. You can run the report for all database users or selected
users.
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8 For sales reports, click the Sales/Opportunities tab.

Click the Sales/ Generall Activities/Notes/Histaries Sales.-"Dli‘nportunities |
Opportunities tab —cal Gty
o Select a sort
v
I IStatus [Forecast, ClozedMfon, Lj order for the
= report
V Lozt sales P
~Include data for zales managed by———
& Al users
Bt " Selected users
Date range:
IA" dates vl Chiriz Huffman
Custom... |

,TI C | | Hel |__ Click for option
ki =F details

9 In the Sales group box, select Sales Opportunities, Closed/Won Sales,
or Lost Sales and a date range from the Date Range drop-down list, or
click Custom and specify a custom date range.

10 In the Sort Sales By drop-down list, select a sort order for the report.

11 In the Include Data For Sales Managed By group box, choose either of
the following:
= All Users—Includes sales managed by all users of the database.
= Selected Users—Includes sales managed by selected users of the

database. Choose the users from the list. If you are the only user of
the database, only your nhame appears in the list.
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Managing and
Forecasting Sales

If you are a sales professional, tracking sales opportunities is an important
part of moving closer to your sales goals. You can monitor the sales
opportunities you have at each stage of the sales development cycle and
display this information in a report or graphically in a sales funnel or sales
graph.

When creating a sales opportunity in ACT!, you include the information
you need to close the sale, such as your primary competitor and the
forecasted close date, and adjust your predictions as the opportunity moves
through the sales stages.

ACT! sales reports provide details and summaries of sales opportunities,
closed sales, and lost sales. The sales graph can show your sales forecast or
your closed sales for a month, a quarter, or any period of time you choose.

Moving towards your sales goals with ACT!

ACT! and Dale Carnegie Training, the leader in business training solutions,
can help you move closer to your sales goals. Dale Carnegie Sales
Advantage, a proprietary selling process, defines the eleven stages in the
Sales Development Cycle. You can access the Dale Carnegie Training web
site from within ACT! to learn more about the Sales Development Cycle.

To learn more about the Dale Carnegie Relationship Process:

From the Sales menu, choose Dale Carnegie Training® >
Relationship Process.
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To access the Dale Carnegie web site:
From the Sales menu, choose Dale Carnegie Training® > Web Site.

Managing the sales development cycle

A sales opportunity is a potential or prospective sale. When you create a
sales opportunity in ACT!, you can assign it a stage in the sales
development cycle. You can choose any of the eleven stages in the sales
development cycle that are in included in ACT! These stages were
co-developed by Symantec and Dale Carnegie and Associates, Inc.

You can create a sales funnel to graphically depict the number of sales
opportunities at each stage. The Sales Funnel report lists the sales
opportunities at each stage so that you can plan the appropriate action to
move the opportunity to the next stage in the sales development cycle.
Although you do not have to assign a sales stage to a sales opportunity,
any sales opportunity without an assigned stage is not included in the sales
funnel.

Changing the sales stages

The Sales Stage field includes eleven stages in the sales development cycle.
Before creating your first sales opportunity in ACT!, you may want to
review the sales stages and make any changes required. If your company
uses different stages in the sales development cycle, you can edit the list of
stages. You can add stages, delete stages, or change the order of the stages.

To add a stage to the sales development cycle:
1 From the Sales menu, choose Modify Sales Stages.

Edit Sales Stages E
Sales Stages:
1 Mew Oppartunity Add... |
2 Pre-Approach Gather information on potential opportunity
3 Initial Communication First contact with the prospect [i.e., fax, email, lette Modify... |
This list shows the 4 First Interview First exchange of dialog with the prospect
sales stages, from 5 Dpportunity Analysiz Gather and analyze information in order to underst: fevellp |
the first stage to — & Solut!on Development Creating fpcussed zolution(z] to mPTet prospect's ne T —
the last 7 Solution Presentation Prezentation of the proposed solution(z] kit
8 Customer Evaluation Customer evaluation of the propozed solution(z)
9 Megotiation Megotiste acceptable terms [i.e. price, delivery, qu Delste |
10 Commitment to Buy Customer has agreed to move the zale to a level o
11 Follow-up Follov-up with customer. Opportunity to maintain a
i b
Click for
Cacl | Hep | option details
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Managing the sales development cycle

2

Select a stage in the Sales Stages list.

The new stage will be added after the selected stage, but you can
change its order in the list.

Click the Add button.

Add Sales Stage E
Sales Stage Mame: Description:
= - | e Click for option
I ance = .
& details

Enter a name for the sales stage and an optional description, and click
OK.

If necessary, ACT! renumbers the sales stages.

To modify a sales stage:

1
2
3

From the Sales menu, choose Modify Sales Stages.
In the Edit Sales Stages dialog box, select the stage and click Modify.

In the Modify Sales Stage dialog box, edit the stage or description and
click OK.

To change the order of the sales stages:

From the Sales menu, choose Modify Sales Stages. In the Edit Sales
Stages dialog box, select the stage and click Move Up or Move Down.

As you move a stage, ACT! renumbers the sales stages.

You can delete a sales stage from your sales development cycle; however,
if one or more sales opportunities are assigned to that stage, you will be
asked to assign the opportunities to a different stage or to delete the stage
from the Sales Process field for those opportunities.

To delete a sales stage:

From the Sales menu, choose Modify Sales Stages. In the Edit Sales
Stages dialog box, select the stage and click Delete.

If necessary, ACT! renumbers the sales stages.
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Finding contacts at each stage

You can create a lookup of all contacts who have sales opportunities at a
specific stage in your sales development cycle. For example, you may want
to find all contacts with sales opportunities in the Negotiation stage.

To find contacts at a sales stage:

From the Lookup menu, choose Sales Stage. In the Lookup dialog
box, type or select the sales stage in the Look For group box and click
OK.

Creating a sales opportunity

N
N

A sales opportunity is a potential sale to a contact. It includes information
such as the forecasted quantity of the sale, your confidence of closing the
sale, and an anticipated date for the closure. When you create a sales
opportunity, you can also include information that will help you close the
sale such as the name of the major competitor and factors that will
influence your contact’s buying decision.

Each sales opportunity must be created with a contact. All sales
information for a contact (including sales opportunities) appear in the
Sales/Opportunities tab of the contact record.

Click to add a new sales opportunity ——

Filter ~| [~ Sales ta shaw D ates to show: [=]
Iv Opportunities IAII dates 'l MNew Opportunity. . | =
¥ Clasedfwion -
¥ Last Fecord Manager. .. | [Eamplete Sale |

|\/| Close Date.-"| Product | Tvpe | Units | Frice | Amount | S | Group
] 07/01/2000  Specialty Chocolate Bulk order 4,400 $1.98 $8,712.00 70 Ellott's Department Store
‘ v 0B/03/2000 Gift Baskets Dielivery 14,400 $1.78 $25,632.00 100 Eliott's Department Store
W 01/14/2000  Coffes Special order 9,200 $1.88 $17.296.00 50 Eliott's Department Store -

4 [¥] _HotesiHistory | Activiies  SalesiOpportunities [ Groups | User Fields | PhonedHome | &ftcof 4| »

L Click the Sales/Opportunities tab

When you close a sale, you can record the outcome, including the close
date and the quantity of the purchase. (You can also record the loss of the
sale.)



Creating a sales opportunity

Mew Oppartunity...

Type or select
the product
name or service

To create a sales opportunity:

1 Find the contact for whom you are creating a sales opportunity. See
“Finding contacts and contact information” on page 69.

2 From the Sales menu, choose New Sales Opportunity, or click the
New Opportunity button in the Sales/Opportunities tab.

Sales Opportunity E

General | Additional Infarmation I

*Y'ou can create a sales opportunity to track potential sales.

— Product information——————————— [~ Sale infarmation
PBroduct: Units: Unit price: Amount:
Coffee =] {00 [$3.25 [#325.00
T E ted close dat Probabilit Enter the
Tupe: Forecasted close date: Tobability: "
robability of
[Bulk arder =] || [ar30s2000 =] |s0 E p Y
your closing the
— Sales stage sale
INew Opportunity j

— Sales opportunity with
Contact:
IHuffman, Chris [CH Gourmet Imparts] LI

Aszzociate with group: Lreation date:

| =l [eA1/2000 =l

Complete Sale... | QK I Cancel | Help

3 In the Product Information group box, select the product from the
drop-down list or type the product name in the field.

| Click for option
details

1T

As you enter a new product, it is automatically added to the list.

4  Select the type of sale or product from the Type drop-down list or type
the information in the field.

The Type field can contain any information that is useful to you when
creating a sales opportunity. You might use this field to identify the
type of product (such as a model number, size, or color) or to indicate
the type of sale (such as a discounted sale). As you enter a new type, it
is automatically added to the list.

5 In the Sales Information group box, enter the following information:

= Units—Enter the forecasted number of units for this sale. If the sale
involves a service, rather than a product, you can enter 1 or leave
this field blank.

N
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11
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= Unit Price—Enter the price of a single unit of the product. If the
sale involves a service, rather than a product, you can enter the
price for the service.

= Amount—If you entered both Units and Unit Price, ACT! calculates
the total amount of the sales opportunity and enters it in this field.
If you prefer, you can type a total sale amount directly in this field.

ACT! automatically calculates the value for a field you leave blank;
however, you can override that value by entering a different value in
the field.

Note: The currency used for the Unit Price and Amount fields is
determined by the Windows Regional Settings. For more
information about Regional Settings, see Windows online help.

Type a forecasted close date or select a date from the drop-down date
selector.

This is the date you expect to close the sale.
In the Probability field, enter the probability of your closing the sale.

The probability must be a number between 0 and 100. You don’t need
to type the percent sign (%).

Select the sales stage for this opportunity from the Sales Stage list.

If necessary, select the contact for this sales opportunity in the Sales
Opportunity With group box.

(Optional) To associate this sales opportunity with a group, as well as
with the selected contact, select the group from the Associate With
Group drop-down list.

In the Creation Date field, select or type the date you are entering the
sales opportunity. ACT! automatically enter’s today’s date in this field,
but you can change it.

To provide additional information about the sales opportunity, see the
next procedure.

You can add information about a sales opportunity such as your major
competitor and other details that will help you win the sale, such as factors
that might persuade the contact to purchase your product or a description
of your competitors’ products.



Creating a sales opportunity

Select the record
manager (or
salesperson)
responsible for this
sale. If you are the
only user of this
database, only your
name appears in the
list

Tip: If the information you want to include with the sales opportunity is in
a document, such as a word-processing file, you can copy the text in the
other application and paste it into the Details box in the Additional
Information tab.

To add additional information about the sales opportunity:

1 In the Sales Opportunity dialog box, click the Additional Information
tab.

Sales Opportunity E
General Additional Infarmation |
— Additional information
I ain competitar: Z%'/pe O’i select
‘ IEonsolidated Coffee Accessores j e majgr
competitor for
. this sale
Fiecord manager:
-IEhris Huffmar j
~Detail Enter any
Consolidated is unable to meet their delivery deadines. We could close this |« | details that
zale if we can promize faster responze. will help you
close this
sale
Complete 5 al K| Coel | e [ Click for
M anee =PI option details

2 In the Main Competitor field, enter the primary competitor for this
sales opportunity or select a competitor from the drop-down list.

As you enter a new competitor, it is automatically added to the list.
3 Select the record manager from the Record Manager drop-down list.

The list contains the names of users of this database. In general, the
Record Manager of a sales opportunity is the salesperson.

N
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4 In the Details field, add any additional information about the sales
opportunity.

To edit the details, right-click in the box and select a command (such
as Cut or Paste) from the shortcut menu.

Tip: By default, the creation date, competitor, record manager, and details
of the sales opportunity are not displayed in the Sales/Opportunities tab.
To add a column for these items, right-click in the Sales/Opportunities tab
and choose Add Columns from the shortcut menu.f

Maintaining product, type, and competitors lists

N
(o))

When you create a sales opportunity, you can enter the name of your
product or service; the type of product, service, or sale; and a main
competitor for the sales opportunity. If you have a product list, a sale type
list, or competitor list, you can import the list into ACT! so that you can
select it, rather than type it in the field. Using existing lists, you can
improve your efficiency in creating sales opportunities and ensure
consistency among users of the database and other sales professionals.

Importing product, type, and competitors lists

You can import an item list that was created in another application or
another ACT! database into the Product, Type, and Main Competitor drop-
down lists in the Sales Opportunity dialog box. For example, if you have a
product list that was created in another application, such as Microsoft
Word, save the list in a delimited text file. To create a text file containing
the items, enter each item on a separate line, as shown here:

“Coffee”
“Gift baskets”
“Specialty chocolates”

Note: Quotation marks around each item are optional, unless the item
contains a comma. You must use quotation marks around an item
containing a comma.




Creating a sales opportunity

To import a product list, product type list, or competitor list:

1

In the Sales Opportunity dialog box, click in the Product, Type, or
Main Competitor field.

Press F2 or select Edit List (the last item in the list).

Edit List E
Coffee
Gift Baskets ok |
Smoked Meat
Specialty Chocolate Cancel |
Add...
Modify... |
Delete |
Import... |
Help |—— Click for option details

Click the Import button.

Import E

Filename and location of delimited [text] file:

[ .|+ Click to locate the file

¥ &ppend imported jtems

= Nt item descrintions

0t | | Cancel | Help |—— Click for option details

Enter the filename and location of the text file, or click the Browse
button to locate the file.

To add the imported items to items already in the drop-down list,
select the Append Imported Items option.

If you turn off this option, the imported items overwrite any existing
items in the drop-down list.

Click OK to return to the Edit List dialog box.

N
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Exporting product, type, and competitors lists

You can export the items in a Product, Type, or Main Competitor list to a
delimited text file (*.-TXT). You can then import the text file into another
ACT! database, another field in the same database, or another application.

To export a product, product type, or competitor list:

1 In the Sales Opportunity dialog box, click in the Product, Type, or
Main Competitor field.

Press F2 or select Edit List (the last item in the list).
In the Edit List dialog box, click the Export button.

Export E

Drelimited [text] filename to export to:

[ .| Click to locate the file

= | Erportiter descriptions:

)4 I Caricel | Help |—— Click for option details

4 Enter the filename and location of the text file, or click the Browse
button to locate the file.

5 Click OK to return to the Edit List dialog box.

Modifying product, type, and competitors lists

You may need to modify the product, type, and competitors lists. For
example, you may need to delete a product that you no longer offer or
correct a misspelled competitor name. You can modify the product, type,
and competitors lists to add items, modify existing items, or delete items.

To modify product, type, and competitors lists:

1 In the Sales Opportunity dialog box, click in the Product, Type, or
Main Competitor field.

2 Press F2 or select Edit List (the last item in the drop-down list).
In the Edit List dialog box, do any of the following:
= To add an item to the list, click Add.
= To modify an item in the list, select the item and click Modify.
= To delete an item from the list, select the item and click Delete.

N
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Changing a sales opportunity

As an opportunity progresses through the sales development cycle, you
will want to update the information in ACT! You might change the
guantity, adjust the probability, or add information about the competition.

To change a sales opportunity:

1 Find the contact for whom you are changing a sales opportunity. See
“Finding contacts and contact information” on page 69.

2 In the Sales/Opportunities tab, do either of the following:

= Double-click the Selection button to display the Sales Opportunity
dialog box. This method is useful for changing several fields or if
the field you want to change is not displayed in the tab.

| J |\/| Close Date.-"| Product | Tvpe |
Selection button ——|[@]  07/01/2000  Specialty Chacolate Bulk arder

= Click a field in the Sales/Opportunities tab and type or select the
new information.

Recording the outcome of a sales opportunity

You can track sales you close as well as any sales you lost. When you
record the outcome of an opportunity, you can include information about
the reason for the outcome. When you complete a sales opportunity, ACT!
records a history in the contact’s Notes/History tab and if you associated
the sales opportunity with a group, in the Notes/History tab for the group.

To record the outcome of a sales opportunity:

1 Find the contact for whom you are recording the outcome of a sales
opportunity. See “Finding contacts and contact information” on
page 69.

2 In the Sales/Opportunities tab, do any of the following:
= Click the checkmark column for the sales opportunity.

Double-click the [1 [v] CosebDate/]  Product [ Type |
Selection button ~—TE | 07/01/2000  Specialy Chocolate Bulk order

Or, click the checkmark column

= Double-click the Selection button for the sale. In the Sales
Opportunity dialog box, click the Complete Sale button.
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Complete Sale...

Select the outcome
of the sale

)
N
o

= Click the Selection button and click the Complete Sale button in the
filter area of the tab, or choose Complete Sale from the Sales menu.

Complete Sale E

General | Additional Infarmation I

i+ Closedwon Sale

—_F!esult "Figasou

| " LostSale

Type orselecta

/ ||
— Praduct information Sale information
PBroduct: Units: Unit price: Amount:
|Coffee =l | Jroo [$3.25 [#325.00
Tuvpe: Actual close date:
[Bulk arder =l | | |a/25/2000 =l
Sales for
Cortact:
IEhris Huffman [CH Gourmet Importz]
Aszzociate with group: Creation date:
| 06/11/2000
QK I Cancel | Help

reason for the
outcome

Click for option
|~ details

3 In the Result group box, select Closed/Won Sale or Lost Sale.
In the Reason group box, select the reason for the outcome or type a

reason in the field.

You can enter up to 65 characters. As you enter a new reason, it is
automatically added to the list.

5 If necessary, change the forecast data in the Product Information and
Sale Information group boxes.

6 Click the Additional Information tab and enter or change any

information in the tab.

Tip: By default, the reason for the outcome is not displayed in the Sales/
Opportunities tab. To add a column for the reason, right-click in the Sales/
Opportunities tab and choose Add Columns from the shortcut menu.
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Reopening a sale

If you completed a sale, but need to change any sales information, you
must reopen the sale. When you reopen a sale, it becomes a sales
opportunity.

To reopen a sale:

1 Find the contact for whom you are reopening the sale. See “Finding
contacts and contact information” on page 69.

2 In the Sales/Opportunities tab, double-click the Selection button for
the sale.

) [] |+ CloseDate /| Product [ e ]
Selection button — "I & v/ D6/0B/2000 Gt Baskets Delivery

3 In the Completed Sale dialog box, click the Reopen Sale button in the
lower left corner.

4 In the Sales Opportunity dialog box, change any information in the
General or Additional Information tab and click OK.

The sale is changed to a sales opportunity.

Deleting a sales opportunity or completed sale

If you no longer need sales opportunities or completed sales, you can
delete them.

To delete a sales opportunity or a completed sale:

1 Find the contact for whom you are deleting a sale. See “Finding
contacts and contact information” on page 69.

2 In the Sales/Opportunities tab, click the Selection button for the sale.

Shift+click to select multiple sales that are adjacent in the list.
Ctrl+click to select multiple sales that are dispersed in the list.

3 From the Sales menu, choose Delete Sale.
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Viewing your sales and forecasts

Click to display or—Fiter
hide filter options

N
N

By default, all sales opportunities for a contact, as well as closed and lost

sales, appear in the Sales/Opportunities tab. You can filter the list so that it
shows only the information you need, for the time period you need it. You
might filter the list so that it shows just sales opportunities for the contact

for the next quarter, all sales you closed with the contact, or any sales you
lost in the last year.

~| [~ Sales ta shaw D ates to show: ;I
Iv Opportunities IAII dates 'l MNew Opportunity. . | =
¥ Clasedfwion -
¥ Last Fecord Manager. .. | [Eamplete Sale |
|\/| Close Date.-"| Product | Tvpe | Units | Frice | Amount | S | Group
] 07/01/2000  Specialty Chocolate Bulk order 4,400 $1.98 $8,712.00 70 Ellott's Department Store
‘ v 0B/03/2000 Gift Baskets Dielivery 14,400 $1.78 $25,632.00 100 Eliott's Department Store
W 01/14/2000  Coffes Special order 9,200 $1.88 $17.296.00 50 Eliott's Department Store -
4[»] NotesHistory | Activities | SalesiOpportunities [ Groups | User Fields | PhoneHome | Akcofl 4| »

L Click the Sales/Opportunities tab

You can filter the Sales/Opportunities tab using the options at the top of
the list or the Filter Sales dialog box. To display the Filter Sales dialog box,
choose Filter Sales from the View menu.

To filter the display of sales:

1 If the Filter area is not shown at the top of the Sales/Opportunities tab,
click the Filter button.

When the arrow on the Filter button points downward, all filtering
options are displayed.

2 In the Sales To Show group box, select the Opportunities, Closed/Won
Sales, or Lost Sales options.

To hide sales opportunities, closed sales, or lost sales, turn off its check
box.

3 From the Dates To Show drop-down list, select a date option.

If you select the Date Range option, the Date Range dialog box
appears. If you select any other option, skip to step 6.
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4 Click the drop-down arrow to display a date selector.

DatcRange |

Select a date range below, then click OK. to
apply it to the cument view.

Date range: |12£1 /39 - 12/24/99 - Click to display a date selector

ﬁl :I December 1999 :I il

5 M T W T F 5§

(5 (6|7 [8]a[w]|n] Selected dates are highlighted in the date
EIDEOEORA [ selector
DEIEEIEE -

26 27 28 29 30 A

5 To select a date range in the date selector, do either of the following:

= Drag through the dates and release the mouse button when you
have selected the end date. To select more than one month, drag
through the first month that you want to include, and then drag off
the right side of the date selector.

= Using the arrow keys, select the first date in the date range. Hold
down the Shift key and press the Right Arrow key to select
additional dates in the range. Press the Enter key when the dates
are selected.

The selected date range appears in the Date Range field. Click OK.

6 To display other users’ sales data, click the Record Manager button. In
the Select Record Manager(s) dialog box, do either of the following:

= To see the sales of selected users, click Selected Users and select
the users from the list. If you are the only user of the database, only
your name appears in the list.

* To see the sales of all users, click All Users.

Printing sales information

You can quickly print the sales for the current contact. To print sales
information for more than one contact, run a sales report. See Chapter 12,
“Producing Reports” for information about sales reports.

To print the sales information for the current contact:

Right-click in the Sales/Opportunities tab and choose Print Sales/
Opportunities from the shortcut menu, or choose Print Sales/
Opportunities from the File menu.
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Producing a sales funnel

For a visual representation of the number of sales opportunities at each
stage in the sales development cycle, use a sales funnel.

ACT! adds the

Sales Funnel 5/4/00 —————— title and today's
—essgllf] 6 New Opportunity date
3 Pre-Approach

~ill] 2 Initial Communication
2 First Interview

~=allll] 2 Opportunity Analysis
3 Solution Development

-* 2 Solution Presentation

=] 1 Cusiomer Evaluation
2 Negoiiation

-* 1 Commitment to Buy

1 Follow-up

The funnel shows
the number of

| opportunities at
each stage of the
sales development
cycle

Each section of a sales funnel represents a stage in your sales development
cycle. The size of each section is fixed and does not scale based on the
number of sales opportunities at each stage. The funnel includes only sales
opportunities, and not won/closed or lost sales.

Tip: ACT! adds the title and today’s date at the top of the funnel. The date
format is determined by the short date style in Windows Regional Settings.
To change the format of the date, see Windows online help.

To produce a sales funnel:

1 (Optional) Perform a lookup to find the contacts that you want to
include in the sales funnel. See “Finding contacts and contact
information” on page 69.

)
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2 From the Sales menu, choose Sales Funnel.

3

Sales Funnel Options
— Create graph for Dizplay data for zales managed by———
& 4l users
' Current contact " Selected users
' Current Jookup Chris Huffman ;I
& &l contacts
=
—Azzign color
Sales stage Click to select a color for
Mew Opportunity hi
Fre-fpproach this Stage
Initial Communication
First Interview
Opportunity Analysiz
Cancel | Help I—— Click for option details

In the Create Graph For group box, select Current Contact, Current
Lookup, or All Contacts.

In the Display Data For Sales Managed By group box, select either of
the following options:

= All Users—Includes the sales opportunities for all users.

= Selected Users—Includes the sales opportunities for selected users
only. Select the users from the list. If you are the only user of the
database, only your name appears in the list.

(Optional) To select a color for each stage in the sales development
cycle, click the Browse button in the Assign Colors group box. In the
Color dialog box, select a color and click OK.

)
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6 Click Graph.
Sales Funnel 5/4/00 Optors..._ |
_* 6 New Opporrunity Save Funnel |
3 Puedgpmach [Czi |
-‘ 2 Initial Communication PFiint Funnel... | CIICk for
2 Firsi Interview Help | - option
~oill] 2 Opportunity Analysis details

3 Solution Development

-‘ 2 Solution Presentation
~=iil] 1 Customer Evaluation

2 Negotiation

q 1 Commitment o Buy

1 Follow-up

7 To change the color of the stages or make other adjustments to the
funnel, click Options.

8 To print the sales funnel, click Print Funnel. In the Print dialog box,
select your print options and click OK.

For some printers, the printed colors may differ from the colors
displayed on your monitor.

9 To save the sales funnel in a bitmap (.BMP) file, click Save Funnel. In
the Save As dialog box, type a filename for the sales funnel, select a
location, and click Save.

Tip: If you save the sales funnel, you can include it in a document
such as memo or presentation.

10 To copy the sales funnel to the Windows clipboard, click Copy Funnel.

Tip: If you copy the sales funnel to the Windows clipboard, you
can paste it in a document.
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Graphing your sales data

Graphing your sales data

You enter two
lines for the
graph title

Grid lines can
help identify

values

A graph is an effective means of communicating sales opportunities or

closed sales for the past year, the current month, the upcoming quarter, or
any period of time you choose. When you create a sales graph, you specify
the data that you want the graph to show and the appearance of the graph.

Q1FY00

4,800

Closedi¥Von Sales

4,500

4,200

3,300

3,600

3,300

3,000
2,700
2,400
2,100
1,800

Amount

You can graph closed sales
" or forecasted sales

2,400

Q1FYO00 ($)
Forecasted Sales

1,200
200
600
300

o

n 13 1m0

2,200

2,000

1,800

1,600

M7 A24 153 1,400

Amount

Week 1/ 1,200

Your graph can have a flat
appearance or a 3-D effect

|
1,000
500
600

400
200

o
m

TEOTHD ANT 124 A3 27 M4 221 228 38 3M3 0 300 327
Week 1/1/00 - 3/30/00
1

ACT! adds this title and date range —

Tip: ACT! adds the title and date range for the horizontal axis. The format
of the date is determined by the short date style in Windows Regional
Settings. To change the format of the date, see Windows online help.

To create a sales graph:

1 (Optional) Find the contacts that you want to include in the graph. See
“Finding contacts and contact information” on page 69.
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2 From the Sales menu, choose Sales Graph.

Graph Dptions E
General | Graph |
— Create graph for Dizplay data for zales managed by— [~ Dates ta graph
' Current contact & &l users Graph by
" Selected users IMonth 'l
Chris Huffran Starting
I‘I #1/99 vl
Ending
I‘I 2431400 vl
—Graph —Walue to graph
' Sales opportunities & Amount
" Forecasted sales - adiusted for probahility  Units

" Closed/won sales

Graph title Line 1: IFDrecasted Sales

Graph title Line 2: I

| Click for option
details

Graph I Cancel | Help

L —

3 In the Create Graph For group box, select Current Contact, Current
Lookup, or All Contacts.

4 In the Display Data For Sales Managed By group box, select one of the
following:

= All Users—Includes the sales for all users.

= Selected Users—Includes the sales for selected users. Select the
users from the list. If you are the only user of the database, only
your name appears in the list.

5 In the Graph By drop-down list, select a time increment for the close
dates for the sales:

= Day—Shows sales data for each day in the date range.

=  Week—Shows sales data for each week in the date range.

= Month—Shows sales data for each month in the date range.

= Quarter—Shows sales data for each quarter in the date range.
= Year—Shows sales data for each year in the date range.

6 In the Starting drop-down list, select the starting date for the sales data
or type a date in the field.

7 In the Ending drop-down list, select the ending date for the sales data
or type a date in the field.
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10

11

Rest the pointer over

the graph to see the ——

actual value and date

12

In the Graph group box, select one of the following options:

= Sales Opportunities—Graphs forecasted sales only; closed/won and
lost sales are not included in the graph.

= Forecasted Sales - Adjusted for Probability—Graphs forecasted sales
only; closed/won and lost sales are not included in the graph. Each
sales opportunity is adjusted by multiplying the forecasted amount
or number of units by the probability.

* Closed/Won Sales—Graphs only close/won sales.

In the Value To Graph group box, select either of the following
options:

= Amount—Graphs the amount of the sales, in the current monetary
unit.

= Units—Graphs the number of units in the sales.

In the Graph title fields, type one or two lines of text for the title of the
graph. The titles appear above the graph.

To display the graph now, click the Graph button.

Forecasted Sales Options
Save Graph..
Copy Graph |
E oY Click for
Hep [ option
details

Week 10/1/99 - 12/31/99

To change the appearance of the graph, continue with the procedure
that follows or click the Help button.

Tip: To view the actual values in the graph, rest the pointer over a
data point in the graph.
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Changing the appearance of the graph

By default, sales data is displayed in a bar graph with a 3-D effect. You can
change the appearance of the graph so that it displays data in a line graph
with or without a 3-D effect. To help you identify actual amounts or dates,
you can add horizontal or vertical lines to the graph. If the values you
display in the graph are difficult to discern, you can also change the scaling
of the amounts or units.

To change the appearance of a sales graph:

1 If you have displayed the graph, click the Options button in the Sales
Forecast Graph dialog box.

2 In the Graph Options dialog box, click the Graph tab.

Graph Dptions E
General Graphl
~Type —Style
B graplt £13D
 Line graph 2D
— Graph size —Scale
" Shink to fitin dialag & Auto
" Eull Size " Define
= | it IU
= | i i I

— Color
I~ Show haorizontal grid lines

I~ Show vertical grid lines (Bl ;‘j
Test I - |
Backgound: [ | ~|

| Click for option
details

Graph I Cancel | Help

-

3 In the Type group box, select Bar Graph or Line Graph.
In the Style group box, select 3-D or 2-D.
5 In the Graph Size group box, select either of the following options:

= Shrink To Fit—Displays all data within the Sales Forecast Graph
dialog box.

= Full Size—Displays a full-size graph in the Sales Forecast Graph
dialog box. You may have to scroll the graph to the right to view all
data in the graph.
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6 In the Scale group box, select either of the following options:

= Auto—ACT! automatically chooses the values to display along the
left side of the graphing area.

= Define—You can specify the minimum and maximum values to be
displayed along the left side of the graphing area. Select this option
and enter a minimum and maximum value if differences between
values in the graph are difficult to discern.

7 To display grid lines, select Show Horizontal Grid Lines, Show Vertical
Grid Lines, or both options.

8 In the Colors group box, select a color for the graph, text on the graph,
and the background of the graph.

9 Click Graph.

To print the sales graph:

In the Sales Forecast Graph dialog box, click Print Graph. In the Print
Setup dialog box, specify your print options and click OK.

For some printers, the printed colors may differ from the colors
displayed on your monitor.

You can save the sales graph in a bitmap (.BMP) file that you can include
in a presentation or a document.

To save the sales graph:

In the Sales Forecast Graph dialog box, click Save Graph. In the Save
As dialog box, type a filename for the graph, select a location, and
click Save.

You can copy the sales graph to the Windows clipboard and paste it into a
document.

To copy the sales graph:
In the Sales Forecast Graph dialog box, click Copy Graph.
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Managing Groups and
Accounts

ACT! groups provide a powerful and flexible way for you to organize your
contacts. At its simplest, a group is a collection of contacts that have
something in common—they might all work for the same company, be
involved with the same account, or work on the same project.

If you need to further refine the way you organize your contacts, you can
add subgroups to any of your groups. Like a group, a subgroup contains
contacts, but a subgroup belongs to a group. Using groups and subgroups,
you can create a hierarchical structure to manage your contacts.

The many advantages of groups

By organizing your contacts into groups, you can see all the activities,
notes, histories, and sales for every contact in the group. Groups and
subgroups provide you with many benefits:

= See all the activities that you have scheduled with all contacts in the
group in a single location.

When you schedule an activity with a contact, you can associate the
activity with a group. You can see the activities you associated with the
group as well as activities you scheduled with individual contacts in
the group.

= See all the sales activities with all contacts in the group.
When you create a sales opportunity or close a sale, you can associate
the sale with a group. You can see the sales you associated with the

group as well as sales opportunities you created and sales you closed
with individual contacts in the group.
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Create notes and histories for the group.

You can create notes for a group or subgroup just as you can for
contacts. You can view all notes and histories for the group or
subgroup and their contacts in one location. For example, if you create
a group for a company, you can add a group note containing driving
directions to that company.

E-mail members of the group.

You can send an e-mail message to each contact in a group with a
single command.

The many uses of groups

N
.[;

You can create groups as a way of categorizing and organizing your
contacts and managing your relationships with companies and accounts.
The following list shows a few examples of how you might use groups to
manage information in your ACT! database.

Groups as company records

You can record key information about a company, such as its location,
annual revenue, and number of employees. Using subgroups, you can
organize the contacts in the company by region, department, function,
or any other categories that are useful to you.

-8 CH Gourmet Imparts
- @& Corporate
- & Marketing and PR

Groups as account records

If you create a group for each of your accounts, you can keep track of
account information such as revenue forecasts, salesperson for the
account, sales opportunities, and so on.

E% Cordoba Coffee

- G Central Region

- g Corporate Office
- g Eastern Region
- G “Western Region

Groups as diverse collections of contacts

You can use groups for any collection of contacts that you want to
view at the same time. The contacts could be golf partners, prospective
customers, sales representatives, or personal contacts. By creating
groups for these sets of contacts, you have immediate access to all of
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the contacts in that group. If the group contains personal contacts, you
can designate that group as a private group so that no other users of
the database can view the group information.

E| &2 Personal

= Groups as project records

You can use groups to keep track of your projects. Within a project
group, you can add subgroups, each containing contacts with specific
functions on the project.

E| &R Gift Basket Project
a8 Dishibutors

&8 Internal Contacts
&8 Marketing & PR
&8 Suppliers

= Groups as saved lookups of contacts

A group can serve as a saved lookup of contact records that you often
need to access. For example, as a committee member, you may need
to schedule meetings with the other committee members, send them
e-mail messages, or write them memos. By creating a group for the
committee, you can quickly create a lookup of all the members.

Looking at the Groups window

You create and manage groups in the Groups window. The Groups
window has many features in common with the Contact window, including
tabs for notes and histories, activities, and sales. In addition, the Groups
window lists your groups and subgroups, displaying them in a hierarchical
fashion. Any groups you created appear in the list on the left side of the
window.

To display the Groups window, do any of the following:
= Click the Groups button on the View bar.

= From the View menu, choose Groups.

= Press F10.

= If you have created a group and assigned contacts to it, display the
contact record, click the Groups tab at the bottom of the Contact
window, and double-click the Selection button for the group.

N
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Use commands on the Group menu to create and
manage groups

1 - [ACT5¢lemo - Groups|

”&ﬁ File Edt Grbup Cortect Lookup Wiite Sales Bepots Took Intemetlinks Yiew Window Help ;Iﬂlzl‘
The group list || =i Jua:-'m 77
shows all group. B e — The Group Layout
and subgroups =) &8 [Cardoba Coffee peaior Caffee chain kit aeations tioughaul contains GI’OUp Name
2B Cortral Fegiol the couniy L )
@ Capare 01 and Description fields
- @R Eastem Regic
2R Westem Reg|

&R Eliot's Departmen

&R Golfing Buddies
&2 Kuk-eMats

&R Litle Comer 5 wee

FACTI - [ACT5demo - Groups] [_[51x]
|&# Fle Edt Grop Comect Lookup Wite Sales Repots Tooks Inlemet Links View Window Hep S|
[Sd|p20ew @Yo | |
E-R2 AllGroups - 11 aroup( - |
2 CH Sounelrpo | Group Name . [Coriha Coe SicCode [ ]
B8R Descripli Fietal cofee chain wih localions tioughaut] — Industry Fital
Lo RS — The Account Layout
4 Eastern Regic [ Division L] Emplopees 5 ] contains additional
& WostomFos | o ———
R —— 3
&8 ot Deparen | fields for account or
&8 Doling Buddes | TickerSymbol [ ] 3 .
&8 CuikeMars | web site company information
&R Litle Comer See
BB Nuts and Things S -
&R Permy Tree Food ser Fields e ]« 5
. ﬁ i:::?::uwles He Loyout 2000 OS50 E=E5H
B Baskets
&8 Candy & Nuts
2B Coffee and T¢
- gh Meats 4 | -
&R Trader Depot = —
& Corporate O | i Show Dates 1o show j
2 Eost Coost [ Notes. [7 Cunent aroup [ondates v Inserthote
R West Coast [ Histaries V' Contacts in group.
IV Attachments ¥ Subgroups Select Users. Wzeil
= E-mail ¥ Contacts in subgroups.
Date / | Time ¢ | Type | Regarding [ Contact | Graup
07121589 223PM Field Changed  ID/Status - Customer CalBawman
B07A2198  329PM Field Changed 1D /Status - Custamer s, Gloria Lenares
B 06/30/1938 310 PM Closed/\on Sale Gift Baskets, Special order, Ms. Gloria Lenares  Cordoba Coffee: Centr
4539400 =
4 | | 0] hotesHistory SalesiOpporiunties | Contacts | User Fiskis | Address | Stetus

AccountLayout 2000 [ (£1 &5 88 &) # = @ &

Choose a group layout from the Change to the Mini View bar to display more
layout menu information in the Groups window

When you display the Groups window, you see the Account Layout if you
have not yet created a group. You can switch to another layout.

To change layouts in the Groups window:
Choose a layout from the menu at the bottom of the Groups window.

Group Layout 3.0
Group Layout 4.0
Large Font

Giroup Lewaut 2000 Select a group layout from the menu at the
; bottom of the Groups window

Account Lapout 2000 |

Tip: To display a larger Groups window, use the Mini View bar. To display
the Mini View bar, right-click in the View bar and choose Mini View Bar.

N
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Creating groups and subgroups

You create a group in the Groups window. You can give the group any
name you want, and you can add as many contacts as you want to the
group.

When creating a group, you can add a blank group record and fill in all the
information, or you can duplicate information from another group record
that you have already created and enter the information that is different.
For more information, see “Duplicating a group or subgroup” on page 259.

To create a new group:

1 From the Layout menu at the bottom of the Groups window, select the
layout you want to use for the new group.

You can use any group layout to create a group and change layouts at
any time; however, the Account Layout provides more fields for group

information.
ii‘—"- 2 From the Group menu, choose New Group, or click the New Group
tool in the toolbar.

A blank group record, with the group name Untitled, appears.
3 In the Group Name field, enter a name for the group.

As you enter a new name, it is automatically added to the drop-down
list. When you move to another field, the name is automatically
updated in the group name list on the left side of the window.

4 Press Tab and enter an optional description for the group.
You can enter any information (up to 100 characters) in this field.

5 If you use the Account Layout, continue entering account or company
information, pressing the Tab key to move from field to field.

The following table describes the additional fields in the Account Layout.
You can leave any field blank; you do not need to enter data in any field.

In this field Do this

Division Type the name of the division for the company or account.
Region Type the region that the group belongs to.

Ticker Type the company’s stock symbol. This field makes it easy to look
Symbol up a company'’s stock price, for example, when using an online

stock quote service.

N
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In this field Do this

Web Site Type the group’s web site address or URL (Uniform Resource
Locator). After you enter the URL, the Web Site field becomes a
link to the URL. If you click the address in the field, ACT! launches
your default web browser and goes to the web site. (You must
have a web browser, such as Netscape Navigator or Microsoft
Internet Explorer, and a way to connect to the Internet.)

After adding a URL, you cannot click in the field to edit it. To edit
the address, use the Tab key on the keyboard to move to the Web
Site field; or without clicking, leave the pointer over the field for a
few seconds until it changes to an I-beam.

SIC Code Enter the SIC (Standard Industrial Classification) for the company

or account.
Industry Enter the name of the industry for the company or account.
Revenue Enter the annual revenue for the company.

Employees Enter the number of employees in the company.

Referred Type the name of the person or company that was the referral for
By this group.

Creating subgroups

The + indicates
that the group
has subgroups

N
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A group can contain any number of subgroups. You can view the
subgroups in the group list on the left of the Groups window.

=& All Groups - 5 group(s). 6 subgroup(s) Click the + to E% Al Groups - 5 group(s). B subgroup(s)
—— -8 [Cordoba Caffee display the =~ ——|— 1% Coidoba Coffes
% Importers SUng’OUpS - g Eastemn Region
& Medical - @& Morthern Region

- @& Southern Region
- g Western Region
&8 |mporters

g Medical

% Penny Tree Foods

----- &R Society of International Importers

% Penny Tree Foods

----- & Society of Intemational Imparters

You can create a subgroup using any group layout. The Group layout
might be sufficient if you are creating a subgroup of a project, for example;
if you are creating a subgroup for a company, you might prefer to use the
additional fields in the Account Layout.

When you create a subgroup, you can add a blank record and fill in all the
information, or you can duplicate information from another subgroup that
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you have already created. For more information, see “Duplicating a group
or subgroup” on page 259.

To add a subgroup to a group:

1
- 2
g

3

4

5

In the group list, select the group that you want to create a subgroup
for.

From the Group menu, choose New Subgroup or click the New
Subgroup tool in the toolbar.

A blank group record, with the group name Untitled, is displayed.
In the Group Name field, enter a name for the subgroup.

As you enter a new name, it is automatically added to the drop-down
list. When you move to another field, the name is automatically
updated in the group list on the left side of the window.

Press Tab and enter an optional description for the subgroup.
You can enter any information (up to 100 characters) in this field.

If you are using the Account Layout, continue entering account or
company information in the fields.

Saving a group or subgroup

A group is saved automatically if you select another group in the group list
or create another group or subgroup. However, you can manually save a

group.

To manually save a group or subgroup:

From the File menu, choose Save, or click the Save File tool in the
toolbar.

Duplicating a group or subgroup

If you are creating several groups or subgroups with the same address, you
can quickly duplicate an existing group to create a hew group.

To create a new group using information from another group:

1

In the group list, click the name of the group with the information you
want to copy.

N
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2 From the Group menu, choose Duplicate Group.

Duplicate group E

‘wihen creating a duplicate record, you can copy data from just
the primary fields or from all fields. Primary fields are shown in the
Drefine Fields dialog box.

' Duplicate data from all figlds

0K | Cancel | Help I—- Click for option details

3 In the Duplicate Group dialog box, select either of these options:

= Duplicate Data From Primary Fields—Copies data in the primary
fields in the current group record. The default primary group fields
are Address 1, Address 2, Address 3, City, Description, Division,
State (County, Land, Province), Zip (Postcode), and Country. (To
set other fields as primary fields, see “Changing field attributes” on
page 295.)

= Duplicate Data From All Fields—Copies data in all fields in the
current group record

A group record appears, filled in with the copied information from the
original group record. You must assign a name to the new group.

Adding contacts to a group or subgroup

A new group or subgroup contains no contacts. The next step is to specify
the contacts (or members) to add to the group or subgroup. A contact can
be a member of one or more groups or subgroups. After adding contacts to
a group or subgroup, you can view them in the Contacts tab.

Sort the list by | Add/Remaove Contacts... I j‘
C/iCking a column Contact | Company | Phane Title
heading bdr. Joe Bloggs Berkshire Fine Teas, Ltd. [44] 01234 567890 Sales Representative
_Bryan Bums Packaging Unlimited 212-555-9388 Ownier
| |kristi Elmendarf Black Forest Baking [49] 21199170  Manager
[ |Duff van Hagel Gubbels Chocolatiers [41] (23] 42123 Partrer
| |Herm. Helmar Klug Black Forest Baking [49] 21193170  Managing Director
[ uriy Frustofski The Basket ‘Weaver 212-555-0988 Ownier
[ |Siman Lazarus Aussie Meats [E1] 38236203  Principal -
4 [v] MotesMistory | Activities | SalesiOppordunities  Contacts [User Fields | Address | Status | M_»IJ

I— Click the Contacts tab

You add contacts to a group or subgroup in the following ways:

= In the Groups window, select individual contacts. This method is
useful if you want to “handpick” the group members from your

N
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database or from a lookup. For example, to add members to a
Suppliers group, you could first perform a lookup for all contacts
whose 1D/Status is Suppliers, and then add all or selected contacts
from the lookup to the Suppliers group.

= In the Contact window and Contact List, you can automatically add
new contacts to the current group or subgroup. (You can also add
existing contacts to one or more groups in the Contact window.) If you
created a group for Cordoba Coffee, but you have not yet entered the
contact records for the contacts in Cordoba Coffee, you can add them
to the group automatically, as you add them to your database.

= In the Groups window, create and run a rule, which specifies the
conditions for adding contacts to a group or subgroup. This method is
useful if you have a large database and you want ACT! to add members
to your groups or subgroups based on the conditions you specify. For
example, you can create a rule to add contacts to your Suppliers group
if their ID/Status is Suppliers, or add contacts to the Cordoba Coffee if
their company name is Cordoba Coffee.

Adding members by selecting contacts

You can “handpick” contacts to add to a group or subgroup in the Groups
window.

To “handpick” members of a group or subgroup:

1 (Optional) In the Contact window, find the contacts that you want to
add to the group. See “Finding contacts and contact information” on
page 69.

2 Click the Groups button in the View bar to display the Groups
window.

3 In the group list on the left of the Groups window, click the group or
subgroup that you want to add members to.

N
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+ 4 From the Group menu, choose Group Membership > Add/Remove
o5 Contacts, click the Add/Remove Contact tool in the toolbar, or click
the Add/Remove Contacts button in the Contacts tab.

Select contacts from
3 Group membership of:
' Current Jookup IBaskets
®Celeioi e
| =l Mchakin, Herb [Mctakin Plush]
Powers, Anna [Totally Wired Ribbol
Click a column Type in.-"c:hgo.se hame:
heading to sort the IHuffman, Chiiz [CH Gourmet Imports]
list by contact or T Contact . | Company |
company name Fields, Edna Farnily ;I Acdd Al 5>
Flanders, Craig Fly 'n Buy —I‘
Giverts, Bamey Fowik-e-mart
Gordon, Stacey Penny Tree Foods Eorpor-_l =
Hagel, Dt Gubbels Chocolatiers
Henry, Fobin CH Gourmet Imports ﬂl
Hibbard, Regagie Mortheasterm Lights Dentz
Houten, Chester Elliott's Department Stores MI
Hoya, George Bed, Breakfast & Beyond - LI
Huffran, Chiis CH Gourmet lmports
Huffran, Chris CH Gourmet Imports LI QK | Cancel | Help |

Click for option details

5 In the Select Contacts From group box, select All Contacts, Current
Lookup, or Selected Group.

6 Select the contacts in the list on the left.

Shift+click to select multiple contacts that are adjacent in the list.
Ctrl+click to select multiple contacts that are dispersed in the list.

7 Click Add to add the selected contacts to the list on the right.

Tip: To quickly add a contact to the group membership list,
double-click the contact name in the list on the left.

Adding members to multiple groups

You may want to add contacts to more than one group. For example, you
created a group called Tennis that includes your tennis partners, and you
want to add some members of your Office group to your Tennis group.
You can use the Add/Remove Contacts dialog box to add members of one
group to another group, or you can drag members of a group to another
group. When you drag a contact to another group, the contact is not
removed from the original group.

N
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To add members to multiple groups or subgroups by dragging:

1 In the group list, click the group or subgroup containing the contacts
you want to add to another group or subgroup.

For example, to add contacts from the Office group to the Tennis
group, select the Office group.

2 Click the Contacts tab and click the Selection button to the left of the
contact name.

| J Contact

Selection button 4L|Kristi Elmendorf

Shift+click to select multiple contacts that are adjacent in the list.
Ctrl+click to select multiple contacts that are dispersed in the list.

3 Drag the selected contacts to the group or subgroup.

The contacts become members of the group or subgroup, and remain
members of the original group or subgroup.

Adding members in the Contact window or Contact List

You can also add new contacts to an existing group or subgroup directly
from the Contact window or the Contact List. This method is useful if you
add several new contacts to your database and want to assign all of them
to the same group or subgroup. For example, you can add contacts who
work for CH Gourmet Imports to your database and assign them to the
CH Gourmet Imports: Corporate subgroup at the same time. Adding
members to a group or subgroup from the Contact List also lets you see all
members in the group or subgroup.

%3 ACT! - [ACT5demo - Contact List]

& File Edit Contact Lockup ‘Wite Feports Tool: IntemetLinks Wiew window Help _|ﬁ||1||
u i ] 2 15 o wgd) Q9

T add s v BHDDBRE |[E B9 e |
contacts, select— e diwode =l Teasl | Unegall | LookupSelected | Ot Selected | =
Edit Mode Company | Contact | Phane |Ph0ne Ext.l Title | Address 1 | Address 2| City

CH Gourmet Imports Robin Henry  B071-555-3542 Administrative Azzistant 5345 Gorky Jackson
The Contact CH Gourmet Imports  Chiiz Huffman — 212-555-6756 CEO 13 East Bdth Strest Mews York,
List shows the _EE gourmet :mports JW:nr:l:IylLeach é‘lﬂf:::g;:; \EFD o . ;;f;;t 5:th Street Tet:York
contacts in the ourmet Imports  Jeff Melzon B85 |c:§ resident of Sales arky ackzon

CH Gourmet Imports — Allen ‘Wolfe 212-555-7423 Agsiztant 13 East Bdth Street Mew York *
selected group 4 .

or subgroup

CH Gourmet Imports: Corporate = &R [ & e= g s
New contacts will be added to Switch to the Mini View bar to J
the group or subgroup that

display more information in
you select here the Contact List

N
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The checkmark
indicates that the
contact is a member
of that group or
subgroup

Tip: If you no longer want new contacts added to the current group or

subgroup, select <No Group> from the group drop-down menu at the
bottom of the Contact window or Contact List.

To add members in the Contact window or Contact List:

Choose the group or subgroup from the group drop-down menu at the
bottom of the Contact window or Contact List. Add new contacts as

you normally do. New contacts are automatically added to the current
group or subgroup.

<Mo Groups -
CH Gourmet Imports

CH Gourmet Imports: Corpore__|
CH Gourmet Imports: Marketi
hcdrs RS In the Contact window or Contact List, select the group
Eordoba Coffes: Cenlral Fleg or subgroup. New contacts will be added to that group

Cordoba Coffee: Corporate 0 or subgroup
rfrirrinha Ciffer F.Iasrﬁm TILI
4 3

[ Cordoba Coffes 1

You can also add an existing contact to one or more groups or subgroups
in the Contact window.

To add an existing contact to one or more groups or subgroups:

1 In the Contact window, find the contact that you want to add. See
“Finding contacts and contact information” on page 69.

2 From the Contact menu, choose Group Membership, or right-click in
the Groups tab and choose the command from the shortcut menu.

Group Memberszhip E
Group Membership for :
IEhris Huffmar
——/ CH Gourmet Imports -
v Corporate

Marketing and PR
Sales
Cordoba Coffee
Central Region
Corporate Office
E astern Region
‘western Region
Elliot's Department Stores
Golfing Buddies =l

ok | Cancel | Help |—— Click for option details

3 Click the group or subgroup that you want to add the contact to.
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Creating and running a rule for adding members

Group Membership Rules E

Groups/subgroups

If you find that other methods for adding contacts to a group are too time-
consuming, consider using group membership rules to add contacts to
your groups or subgroups. Group membership rules make adding contacts
to a group fast and easy, especially if you use groups as company records.
A group membership rule defines the conditions under which contacts are
assigned to a group. It can be as simple as assigning all contacts who work
for CH Gourmet Imports to the CH Gourmet group or as complex as the
conditions specified in an Advanced query.

After creating a rule, you can run it at any time to add contacts to the group
or subgroup or set a reminder to run rules periodically.

Membership rule

Cordoba Coffee

CH Gourmet Imports: Sales

Cordoba Coffee; Central Region
Cordoba Coffee; Corporate Office
Cordoba Coffee: Eastern Region

stern Fegion

Elliot's Department Stores

es _I

es

Yes _I Remave Hulel
es

Edit Rule... I

You can view your group membership rules in
|~ this dialog box

This rule adds contacts who work for Cordoba

es LI

Group membership rules for:

IEordoba Coffee: Western Region

Company is one of these values:

AMND State is one of these values:

Cordoba Coffee Shops

CA
OR
Wi

™ Remind me to Run Membership Fules every |7 _:I day(s].

Cloze Help |

Coffee in California, Oregon and Washington to
the Cordoba Coffee: Western Region subgroup

Run Group Membership Rules E

Mote: The entire contact databaze iz searched when group
membership rules are run.

— Run group membership rules for

CH Gourmet Imports: Corporate ;I
CH Gourmet Imports: Marketing and PR
CH Gourmet Imports: Sales _I

Cordoba Coffee
Cordoba Coffee; Central Region
Cordoba Coffee; Corporate Office
Cordoba Coffee: Eastern Region
+/ Cordoba Coffes: Western Region LI

Run the rule from this dialog box

—— | Bun Membership Rules I Cloze | Help |

Selectdl | Unselect &l |

Contact

Company

[ Phone | Title

Ir. Johin Lew
Lars Lucan
| [Mel Riaki

bz, Gloria Lenares Cordoba Coffee Shops

Cordoba Coffee Shops
Cordoba Coffee Shops
Cordoba Coffee Shops

214-555-0023  Central Regional Manager
214-8851533  CEO
214-555-1549 Senior Accountant

206-555-6655 ‘western Regional Manager W

] MotesHistory | _Activities ] SalesiOpportunities

Cortacts [User Fields | adar ¢ | »

[ St |— The State column was added to the
WA, tab. It shows that the contacts work in
OR Washington, Oregon, and California
ca

After the rule is run, the contacts are added to the subgroup.
You can view them in the Contacts tab

You can create a group membership rule that is based on one or two
criteria (like the one in the illustration) or a saved query.
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Creating a rule based on one or two criteria

You can create a group membership rule so that contacts who match the

criteria in the rule are added to a group. The criteria, or conditions, for a

rule consist of a field in the contact database and one or more values. If a
contact’s record matches the criteria, the contact is added to the group.

For example, you could create a rule for the North America group that
specifies that all contacts with United States, Canada, or Mexico in the
Country field be assigned to the group. Or, you could create a rule that
adds contacts to the North America: Manufacturing subgroup who work in
United States, Canada, or Mexico and whose ID/Status is Supplier or
Manufacturer.

To create a rule based on one or two criteria:

1 Inthe group list, click the group or subgroup that you want to assign a
rule to.

2 From the Group menu, choose Group Membership > Define Rules.

Group Membership Rules Wizard - Method

‘welcome to the Group Membership Rules ‘Wizard! This
wizard allows you to specify conditions to be uzed to
aszigh contacts to this group.
A group membership rule can be based on field values or
a saved query.
Define group membership rule based on: Make sure
Field Values
is selected
o ITI o — el |_ Click for option
< > — .
Bac Hex itifs! ance elp details
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3 Make sure Field Values is selected and click Next.

Group Membership Rules Wizard - Rule 1

“r'ou musgt define at least one condition by which to azzign
contacts to thiz group. Only contacts that match this
condition will be assigned ta thiz group.

*f'ou can define a second condition on the next panel. If
you define bwo conditions, contacts must meet BOTH
conditions to be assigned to thiz group.

Select a field in

—Azzign contact ko group if h

The contact field: [ the contact

record

Iz one of these values: i Click to add a

Add Value. .. | value
Eemoye Yalue |
Click for option

< Back I Mest » I Eirrsky | Cancel | Help |—— details

4 From the Contact Field drop-down list, select the field that you want to
use for the first condition.

For example, to add contacts based on the company that they work
for, select Company. To add contacts based on the country that they
work in, select Country.

5 Click the Add Value button.

Company walue:

The name displayed
depends on the field
you selected || j

oK I Caricel | Help | Click for option details

6 In the Add Value dialog box, type the first value to be used in the first
condition, or select a value from the drop-down list, and click OK.

Note: Be sure to enter the full value, and not just the first few
characters, in the field. If the value you enter here does not match
the value in the contact record exactly, the contact will not be
added to the group or subgroup.

N
<l



Chapter 14: Managing Groups and Accounts

N
(o]

10

11
12

13

The Rule 1 wizard panel reappears and displays the value you added
in the list. If you want to add another value to the first condition,
continue with the next step; otherwise, skip to step 8.

(Optional) To add another value to the first condition, click the Add
Value button, enter a value, and click OK. Repeat this step until you
have added all the values to be used in the first condition.

Click Next in the Rule 1 wizard panel.

Group Membership Rules Wizard - Rule 2

*f'ou can define a second condition to be uzed to assign . .
contacts to thiz group. ‘tse/edcj this Opt’(;n
O a a secon
|J’. se second condition in the membership rule condition
for thiz group
g g Select a field in
—Azzign contact ko group if
The contact field: [ the contact
|state =l record
Iz one of these values: Cli
ick to add a
AddVale.. |
| SR ] value
Eemoye Yalue |
[ mes ] o Click for option
< Back Mest » Firarsty | Cancel | Help |—— details

To add a second condition to the rule, select the Use Second Condition
option. If you do not want to add a second condition, skip to step 14.

From the Contact Field drop-down list, select the field that you want to
use for the second condition.

Click the Add Value button.

In the Add Value dialog box, type the first value to be used in the
second condition and click OK.

(Optional) To add another value to the first condition, click the Add
Value button, enter a value, and click OK. Repeat this step until you
have added all the values to be used in the second condition.
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14 Click Next.

Group Membership Rules Wizard - Finish

The rule below will be uzed to assign contacts to:

[Cordoba Coffes: Western Region

— Company

3 one of these values:

Cordoba Coffee Shops

AND

— State

3 one of these values:

CA
OR
Wi

<Back | e |[ Fisn |

Cancel |

Help

|_

Click for option
| details

15 In the Finish panel, verify that the rule is correct and click Finish.

16 When asked if you want to run the rule, click Yes to run the rule now,
or No if you do not want to run the rule.

If you click Yes, ACT! runs the rule, checking every contact in the
database and adding contacts to the current group or subgroup if they
match the rule. After running the rule, ACT! displays a message
indicating the contacts that were added to the group. For additional
information about this message, click the Help button or see page 271.

Creating a rule based on a saved query

If you have created and saved a query, you can use that query to assign
contacts to a group. For more information about queries, see “Creating a

query to find contacts” on page 82.

To create a rule based on a saved query:

1 Inthe group list, click the group or subgroup that you want to assign a

rule to.

2 From the Group menu, choose Group Membership > Define Rules.
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3 In the Group Membership Rules Wizard - Method panel, select the
Saved Query option and click Next.

Group Membership Rules Wizard - Select Query

Select a saved query to be uged to assign contacts to:
[Cordoba Coffes: Corporate Office

| Click to locate
the query file

|_ Click for option

< Back | Mest » | Eirrsky | Cancel | Help ~ details

4 Enter the filename of the saved query or click the Browse button to
locate the query file. Click Next.

5 In the Finish wizard panel, click Finish.

6 When asked if you want to run the rule, click Yes to run the rule now,
or No if you do not want to run the rule.

If you click Yes, ACT! runs the rule, checking every contact in the
database and adding contacts to the current group or subgroup if they
match the rule.

Running a group membership rule

After creating a rule, you can run it. When you run a rule, ACT! searches
the current database for contacts that match the conditions specified by the
rule. You can run a rule for all groups that have rules or selected groups.

Note: If you deleted a contact from a group, and run the rule for the
group, the contact will be added to the group if the contact record matches
the criteria in the rule.

ACT! can remind you to run group membership rules. If you frequently add
new contacts, you may want to be reminded to run your rules so that the
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Group membership

rules will be run for each

group and subgroup
with a checkmark

contacts are added to the appropriate group. See “Keeping your rules up-
to-date” on page 272 for details.

To run a group membership rule:

1

4

(Optional) To run a rule for a single group or subgroup, click the
group or subgroup name in the group list.

From the Group menu, choose Group Membership > Run Rules or
click the Run Rules tool in the toolbar.

Run Group Membership Rules E

Mote: The entire contact databaze iz searched when group
membership rules are run.

— Run group membership rules for

CH Gourmet Imports: Corporate ;I
CH Gourmet Imports: Marketing and PR
CH Gourmet Imports: Sales _I

Cordoba Coffee o I
Cordoba Coffee; Central Region This list shows all groups and

Cordoba Coffee; Corporate Office subgroups ‘W’th agroup
Cordoba Coffee: Eastern Region membel’Shlp rule

+ Cordoba Coffee: Westem Region |

Selectdl | Unselect &l |

Bun Membership Fules I Cloge | Help |—— Click for option details

Select the groups and subgroups that you want to include when you
run rules for by doing any of the following:

= Click a group or subgroup to select or unselect it.
= Click the Select All button to select all groups and subgroups.

= Click Unselect All to remove the checkmark from all selected
groups and subgroups.

Tip: If you have many groups and subgroups and want to select
all but a few, click Select All and then click the few groups or
subgroups that you do not want to include when you run the
rules.

Click the Run Membership Rules button.

After running group membership rules, ACT! displays a message indicating
the contacts that were added to each group. You can save the log as a text
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The log lists the
contacts added
to groups or
subgroups

Displays the
membership rule
for the selected

group or subgroup

N
~J
N

file so that you can review the results or maintain a record of the contacts

added to your groups.

*+4 Group Membership Rules Log M= &3
Executing rule for group: Cordoba Coffee: “Western Region
Added contact: Mz, Gloria Lenares [Cordoba Coffes Shops]
Added contact: Mr. John Lew [Cordoba Coffee Shops]
Added contact: Lars Lucan [Cordoba Coffes Shops]
Added contact: Mel Riahi [Cordoba Coffee Shops]
Save bz, | Cloze | Help |—

— Click for option details

To save a copy of the group membership rules log:

In the Group Membership Rules Log dialog box, click Save As. In the
Save As dialog box, select a location for the file, enter a filename, and

click Save.

Keeping your rules up-to-date

You can view the rules for each group, modify a rule, or delete a rule you
no longer need. If you frequently add many contacts to your database, you
might find it helpful to set a reminder to run group membership rules.

To maintain group membership rules:

1 From the Group menu, choose Group Membership > View Rules.

Group Membership Rules E

Groups/subgroups Membership rule

Click to modify the
selected rule

CH Gourmet Imports: Sales Yes ;I
Cordoba Coffee es
Cordoba Coffee; Central Region Yes —I
Cordoba Coffee; Corporate Office Yes

es

Cordoba Coffee: Eastern Region
:Cordoba Cafl n Region
Elliot's Department Stores

||

Edit Rule... I’
FETE | | Click to delete the

selected rule

This column indicates

the groups and

Group membership rules for:

subgroups with a rule

IEordoba Coffee: Western Region

Company is one of these values: AMD State iz one of these values:

Cordoba Coffee Shops CA
OR

Wi

™ Remind me to Run Membership Fules every |7 _:I day(s].

Cloze

Help

|- Click for option details
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2 Do any of the following:

= To modify a rule for a group or subgroup, select the group or
subgroup and click Edit Rule. In the Group Membership Rules
Wizard, modify the rule.

= To delete a rule, select the group or subgroup and click Remove
Rule.

= To create a rule for a group or subgroup, select the group or
subgroup and click Create Rule. In the Group Membership Rules
Wizard, create the rule.

3 If you want ACT! to display a reminder to run group membership
rules, select the Remind Me To Run Membership Rules option and
select the number of days between reminders.

Viewing the members of a group

You can see the members of a group in the Contacts tab at the bottom of
the Groups window.

To view the members of a group or subgroup:

In the group list, click a group or subgroup and click the Contacts tab
at the bottom of the Groups window.

Removing a member from a group or subgroup

You may want to remove a contact from a group. For example, if one of
your groups is a company group, and a group member leaves the
company, remove the contact from the group. Removing a contact from a
group does not remove the contact from your database.

To remove a member from a group or subgroup in the Groups window:
1 In the group list, select the group or subgroup.

2 From the Group menu, choose Group Membership > Add/Remove
Contacts, click the Add/Remove tool in the toolbar, or click the Add/
Remove Contacts button in the Contacts tab.

3 In the list on the right side of the Add/Remove Contacts dialog box,
select the contact or contacts that you want to remove.

Shift+click to select multiple contacts that are adjacent in the list.
Ctrl+click to select multiple contacts that are dispersed in the list.
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4 Click Remove, or click Remove All to remove all contacts from the
group or subgroup.

Tip: To quickly remove a contact, double-click the contact name
in the group membership list.

To remove a member from a group or subgroup in the Contact window:

1 Find the contact that you want to remove from a group. See “Finding
contacts and contact information” on page 69.

2 From the Contact menu, choose Group Membership.

In the Group Membership dialog box, click the group or subgroup to
remove the checkmark.

Defining your own group or subgroup information

The User Fields tab in the Groups window contains six user-definable
fields that you can use to record any kind of group or subgroup
information. You can change the names of these fields and specify the
kinds of data that they can contain. For more information, see “Modifying
fields in a database” on page 293.

Entering address information

The Address tab in the Groups window contains fields for address
information for the selected group or subgroup. These fields are especially
useful if you use a group record as a company record—you can enter the
company address information here.

Note: You cannot use this group address information to produce bulk
mailings. You can only use address information from contact records to
create mail merge letters.

Entering and viewing status information

The Status tab in the Groups window shows the creation, modification, and
merge dates for the group or subgroup. ACT! automatically fills in these
fields. In the Status tab you can assign a priority and a manager to the
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group or subgroup, and designate the group or subgroup as public or
private.

By default, all groups and subgroups are public groups. In a multiuser
environment, users who log on to your database can see the groups
marked as public. If you create personal groups, you may not want others
to see those records. Mark them as private groups, so no other database
users can see those groups—not even a user with Administrator security
level.

Creating group notes, histories, and attachments

Using the Notes/History tab, you can add notes and histories and attach
files and e-mail messages to a group or subgroup just as you can to contact
records. For example, if a group record represents a company, you might
want to keep directions to the company’s headquarters. Rather than
entering the directions in a note for each contact at the company, record
the directions in a note for the group.

You can also assign contacts’ notes, histories, and attachments to a group.
For example, if you write a note in a contact record, you can assign the
note to a group. The note is attached to both the contact and the group.

To enter a note for a group or subgroup:
1 In the group list, select the group or subgroup.
2 Click the Notes/History tab at the bottom of the Groups window.

3 Click the Insert Note button in the filter area of the Notes/History tab,
click the Insert Note tool in the toolbar, or choose Insert Group Note
from the Group menu.

4 Type the note in the note area.

You can type as much as you want in the note. The text automatically
wraps to the next line if it exceeds the width of the note area.

To assign a contact’s note, history, or attachment to a group or subgroup:
1 Click the Contacts button in the View bar.

2 In the Contact window, find the contact whose note, history, or
attachment you want to assign to a group. See “Finding contacts and
contact information” on page 69.
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Click the icon to
select a note,
history or
attachment

3 In the Notes/History tab, select the note, history, attachment, or e-mail
by clicking its icon.

Click to assign the note, history or attachment

to a group or subgroup
Filter Vl Show lypes——————— Datesto show: ;I
v Motes I Attachments |A|| dates 'l Inzert Mote | _I
™ Histories I E-mail -
Select Uszers... | [Vefais. . I—
J Date .-"| Time .-"| Type | Regarding | Record Manager | Altachment
—— 544400 418PM  Mote Made initial contact. “We discussed our product  Chiis Huffman
line: and zome ideas for the future. -
[A0] notestistory [Activiies | SalesiOpportunties | Groups ] User Fields |_Phone/Home | ARt Contacts | Status | [ 4]

4 Click the Details button in the filter area of the Notes/History tab.

Type: Time:
| Note =l |2:DSPM =l
Attachment:
Lreated by: Group assignment: Select a group from this
IEhris Huffmat j I LI—— drop-down list
ok | cancel | Hep |- Click for option details

5 Select a group from the Group Assignment drop-down list.

To attach a file to a group or subgroup:

In the group list, click the group or subgroup. From the Group menu,
choose Attach File. In the Attach File dialog box, locate the file and
click Open.

Tip: You can also assign a note, history, or attachment to a group when
you add the note, history, or attachment to a contact. Simply choose the
group from the group drop-down menu at the bottom of the Contact
window and add the note, history, or attachment to the contact as you
normally would. The item you add is assigned to the selected group.

Filtering group notes, histories, attachments, and e-mails

N
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By default, all notes, histories, attachments, and e-mails for the selected
group (or subgroup) and contacts in the selected group (or subgroup)
appear in the Notes/History tab. You can turn off the display of any of
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these items and specify the dates for which you want to see them, just as
you do in the Contact window. In addition, you can display the notes,
histories, and attachments for all subgroups within the selected group and
all contacts who are members of any subgroup of the selected group.

You filter the Notes/History tab using options in the filter area at the top of
the tab or the Filter Notes/History dialog box. To display the dialog box,
choose Filter Notes/History from the View menu.

These items are assigned to the Western

Region and Central Region subgroups
Click to display or =
hide filter OpﬁOI’lS —Fllter_v’l Show type: Shaow for D ates to show: ;I
i~ N.otes. V' Curent goup IA" dates j Insert Mate I
V' Histories V' Contacts in group
W Attachments ¥ Subgroups Select Users... | [retas. |
v E-mail V' Contacts in subgroups
This note was J DateA| TimeA| Type | Regarding | Contact | Group
added for the —D‘IM.-"DD 9494 Mote Mew company opening 2 stores Cordoba Coffes
group per month. | got Gloria's name from
Diane at Pacific Cafe. Interested in
new gourmet products. Wants _I
Cordoba to be first in everything.
This field R 2/7/00  1219PM E-mail Message  Subject: Samples received! Cordoba Coffee: Western Region
=31/00 310PM  Closedwon Sale Gift Baskets, Special order, Ms. Gloria Lenares  Cordoba Coffee: Central Region
change was for $5.334.00
a member of =341/00  229PM  Field Changed 1D #Statuz - Customer Carl Bowrnan -
the group [\1*] notesHistory [Ectiviies | SalesiOpportunities ] Coracts | User Fields ] Address | Status [[4] || 3|

L Click the Notes/History tab

To filter the display of notes, histories, attachments, and e-mails:

1 If the filter area is not shown at the top of the tab, click the Filter
button.

2 In the Show Types group box, select Notes, Histories, Attachments, or
E-mail.
3 In the Show For group box, select any of the following options:

= Current Group—Displays the notes, histories, attachments, and
e-mails for the group or subgroup that is selected in the group list.

= Contacts In Group—Displays the notes, histories, attachments, and
e-mails for all contacts who are members of the selected group or
subgroup.

= Subgroups—Displays the notes, histories, attachments, and e-mails
for all subgroups of the selected group.

= Contacts In Subgroups—Displays the notes, histories, attachments,
and e-mails for all contacts who are members of any subgroup of
the selected group.

4 From the Dates To Show drop-down list, select a date option.
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If you select the Date Range option, a Date Range dialog box appears.
If you select any other option, skip to step 7.

5 In the Date Range dialog box, click the drop-down arrow to display a
date selector.

Select a date range below, then click OK to
apply it to the cument view.

Date range: [12/1/99 - 12/24/33 - Click to display a date selector
ﬁl :I December 1993 :I il

5 M T W T F 5§

--ﬂn- Selected dates are highlighted in the
15 date selector
EEE %

26 27 28 29 30 A

6 Select a date range using either of the following methods and click OK:

= Drag through the dates. To select more than one month, drag
through the first month, and then drag off the right side of the date
selector.

= Use the arrow keys to select the first date in the date range. Hold
down the Shift key and press the Right Arrow key to select
additional dates. Press the Enter key when the dates are selected.

7 To display other users’ group notes, histories, attachments, and e-mails,
click the Select Users button. In the Select Users dialog box, do either
of the following:

= Click Selected Users and select the users from the list. If you are the
only user of the database, only your name appears in the Users list.

= Click All Users.

Assigning and viewing group activities

When you schedule an activity, you must schedule it with one or more
contacts; you cannot schedule an activity directly with a group or
subgroup. However, you can associate an activity with a group or
subgroup when you schedule it or after it has been scheduled.

To associate an activity with a group or subgroup:

1 Double-click the activity in the Task List, the Activities tab of the
Contact window, or in a calendar.
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2 In the General tab of the Schedule Activity dialog box, choose the
group or subgroup that you want to associate with the activity from the
Associate With Group drop-down list.

To remove the group assignment for an activity, choose No Group
from the Associate With Group drop-down list.

To view activities associated with a group or subgroup:

In the group list, select the group or subgroup. Click the Activities tab
at the bottom of the Groups window.

Filtering activities for a group

By default, all activities associated with a group or subgroup, or scheduled
with a member of a group or subgroup, appear in the Activities tab. To
display or hide activities in the Activities tab, use the filter options at the
top of the tab or the Filter Activities dialog box. To display the Filter
Activities dialog box, choose Filter Activities from the View menu.

Click to
disp/ay or hide —Filter |~ Types to show Priorities to show- — Show for——————— Dates to show: B
filter options W Cals W High e e [rdwes =] Seletlsess. |
v Mestings ¥ Medium V' Contacts in group . _I
) ¥ Subgroups ™ Shew anly timeless
v e V' Contacts in subgroups | [ Show cleared activities W Show Outlook activities
v | Type | Date .-"| Time | Friority | Scheduled'with | Fegarding | Details | Duration | Group |
28 4/27/00 10004  Medum  Jeff Nelson wieekly status meeting 1 hour
This activity [ B 4/24/00 MOME Lo Chiiz Huffman — Send price list bo printer 5 minutes
is associated — B 4/20/00 1000 AWM Low Ernzt Anderzon ... Staff meeting = 1hour CH Gourmet Imports
with a group : & 4/20/00 10:00AM  Medium  Jeff Nelsan Fallow up 1 hour
1 4600 10:004M Medium  Chiig Huffan Basket Project Update = 1hour
[ 28 44600 12004 Medum  Chis Huffman Staff Mesting - Chris Huffm = 45 minutes g
[ 7 [ Tictesmistory Activities [ SalesiOpportunties | Contacts | User Fields | Address | Status | a|»

L Click the Activities tab

To filter the display of activities:

1 If the filter area is not shown at the top of the tab, click the Filter
button.

In the Types To Show group box, select Calls, Meetings, or To-do’s.
In the Priorities To Show group box, select High, Medium, or Low.
In the Show For group box, select any of the following options:

= Current Group—Displays the activities that have been associated
with the group or subgroup that is selected in the group list.

= Contacts In Group—Displays the activities that have been
scheduled with contacts who are members of the selected group or
subgroup.
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= Subgroups—Displays the activities that have been associated with a
subgroup of the selected group.

= Contacts In Subgroups—Displays the activities that have been
scheduled with contacts who are members of any subgroup of the
selected group.

5 From the Dates To Show drop-down list, select a date option.

If you select the Date Range option, a Date Range dialog box appears.
If you select any other option, skip to step 8.

6 In the Date Range dialog box, click the drop-down arrow to display a
date selector.

7 Select a date range using either of the following methods and click OK.

= Drag through the dates. To select more than one month, drag
through the first month, and then drag off the right side of the date
selector.

= Use the arrow keys to select the first date in the date range. Hold
down the Shift key and press the Right Arrow key to select
additional dates. Press the Enter key when the dates are selected.

8 To view only timeless activities, and not activities with a scheduled
time, select the Show Only Timeless option.

9 To view all cleared activities, select the Show Cleared Activities option.

10 To display other users’ group activities, click the Select Users button. In
the Select Users dialog box, do either of the following:

= Click Selected Users and select the users from the list. If you are the
only user of the database, only your name appears in the users list.

= Click All Users.

11 To view activities that were scheduled using Outlook, select the Show
Outlook Activities option.

The Show Outlook Activities option is available only if you have
updated your ACT! calendar with Outlook activities. It displays
Outlook activities that have been added to your calendar using the
Outlook Activities > Update command on the Tools menu. It has no
effect on Outlook activities that have been imported into your
database. (Imported Outlook activities are converted to ACT!
activities.)
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Scheduling activities with group members

You can easily schedule activities with one or more members of a group as
you work in the Groups window.

To schedule an activity with members of a group:

1 Inthe group list, click the group containing the contact or contacts that
you want to schedule an activity with.

2 Click the Contacts tab and click the selection button for the contacts
with whom you want to schedule the activity.

Contact

[
Selection button —‘—_|Kristi Elmendarf

Shift-click to select multiple contacts who are adjacent in the list.
Ctrl+click to select multiple contacts who are dispersed in the list.

3 Right-click in the Contacts tab and choose a Schedule command from
the shortcut menu.

The Schedule Activity dialog box appears. For details about this dialog
box, click the Help button or see Chapter 5, “Scheduling Activities.”

Note: An activity is scheduled only with contacts. To associate the
activity with a group or subgroup, choose the group or subgroup
from the Associate With Group drop-down list in the General tab.

Assigning and viewing group sales

When you record a sales opportunity, you must assign it to a contact; you
cannot record a sales opportunity directly with a group. However, you can
associate a sales opportunity or a closed sale with a group.

To view sales associated with a group or subgroup:

In the group list, select the group or subgroup and click the Sales/
Opportunities tab.

Filtering sales for a group

By default, all sales associated with a group and recorded with contacts in
a group appear in the Sales/Opportunities tab in the Groups window. You
filter the Sales/Opportunities tab using options in the filter area at the top

N
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of the tab or the Filter Sales/Opportunities dialog box. To display the
dialog box, choose Filter Sales/Opportunities from the View menu.

Click to display or —|Fiter

hide filter options

N
N

“1 - Sales to show Shaw far————— Dates ta shaw: ;I
I Opportunities " Current o8 IAII dates 'l Wew Opportunity... | L
¥ Closed/wWan ¥ Cortacts in group
™ Subgroups Fecord Manager... | [Eomplete Salen. |
| Lost ™ Contacts in subgroups
|\/| Close D ate .-"| Product | Type |Units| F'_ric:e| Amount | % | Contact Group
] 12/01/2000  Coffes Bulk order 800 $250 $2000.00 70 Michael‘Wiggum  Trader Depot: ‘West Coast
e H 10/01/2000  Gift Baskets Special order 800 $7.99 $6,392.00 390 Joshua Mewsom Jr. Trader Depot: East Coast
_‘ v 06/08/2000  Coffes Bulk order EOO $2.50 $1,500.00 100 MichaelWiggum  Trader Depot
e W 04/10/2000  Coffes Bulk order EOO $250 $1,500.00 30 Joshua Mewsom Jr. =
4[] Hotestistory | Activilies  SalesiOpporturities [ Contacts | User Fields | Address | Stetus | [

\— Click the Sales/Opportunities tab

To filter the display of sales:

1

If the filter area is not shown at the top of the tab, click the Filter
button.

In the Sales To Show group box, select Opportunities, Closed/Won, or
Lost.

In the Show For group box, select any of the following options:

= Current Group—Displays the sales that have been associated with
the group or subgroup that is selected in the group list.

= Contacts In Group—Displays the sales that have been recorded
with contacts who are members of the selected group or subgroup.

= Subgroups—Displays the sales that have been associated with a
subgroup of the selected group.

= Contacts In Subgroups—Displays the sales that have been recorded
with contacts who are members of any subgroup of the selected
group.

From the Dates To Show drop-down list, select a date option.

If you select the Date Range option, a Date Range dialog box appears.
If you select any other option, skip to step 7.

In the Date Range dialog box, click the drop-down arrow to display a
date selector.

Select a date range using either of the following methods and click OK.

= Drag through the dates. To select more than one month, drag
through the first month, and then drag off the right side of the date
selector.
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= Use the arrow keys to select the first date in the date range. Hold
down the Shift key and press the Right Arrow key to select
additional dates. Press the Enter key when the dates are selected.

7 To display other users’ group sales, click the Record Manager button.
In the Select Record Manager(s) dialog box, do either of the following:

= Click Selected Users and select the users from the list. If you are the
only user of the database, only your name appears in the users list.

= Click All Users.

Sorting groups and subgroups

By default, groups and subgroups are sorted by group name, but you can
sort the list by up to three criteria such as city, country, or industry. When
you sort groups, all subgroups are also sorted by the same criteria. For
example, if you sort groups by Number of Employees, all subgroups within
a group are also sorted by Number of Employees.

To sort the group list:

From the Edit menu, choose Sort. In the Sort Groups dialog box, select
up to three sort criteria.

For details about this dialog box, click the Help button.

Finding groups and group information

As your list of groups and subgroups grows, it may become difficult to
locate the groups and group information you need. Finding groups and
group information is similar to finding contacts and contact information.
When ACT! finds one or more groups, it creates a group lookup and only
the groups in the lookup are shown in the group list. The number of
groups and subgroups in the current group lookup is displayed at the top
of the group list.

=& Group Lookup - 2 groupls). 4 subgroupls] +—— The number of groups in the current lookup is
2R i3 Cordoba Coffes displayed at the top of the group list

Finding groups using a single search criterion

You can find groups that match a single search criterion, such as a group
with a name you specify or all groups in the same industry or with the
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same SIC code. ACT! searches groups, but not subgroups, to create the

ookup.

To find a group or groups:
1 In the Groups window, choose Other Fields from the Lookup menu.

Select the field
to search from
the drop-down
list

Lookup
Lackup Search for
4{ Group Mame ol | | & GroupName: Type the search criterion or
[Eordobs Eoffes Shops =l select an item from the drop-
For the cunent lackup N
 Empiy field down list

1+ Replace lookup

 Addto lookup " Nonemply field

™ Manow lookup

0K I Cancel | Help |—— Click for option details

2 From the Lookup drop-down list, select the field on which to search.
The drop-down list shows all fields in the group record that you can
search.

3 Inthe Search For group box, type the word to be searched for or select
a word from the drop-down list.

If a field contains a drop-down list, you can choose the item from the
list or from the last five items you searched for. You can also type the
word to be searched for by entering the full word or just the first few
characters.

4  Select Replace Lookup, Add To Lookup, or Narrow Lookup.

Note: To display all groups, choose All Groups from the Lookup menu in

the Groups window.

Finding all groups with a selected field that is blank

N
~

You can find all groups with a selected field that is blank or empty. For
example, if you use groups as company records and you want to be sure
that you have entered an SIC code for every group, you can search for all
groups with an SIC field that is blank. ACT! searches groups, but not
subgroups, to create the lookup.

To find groups with an empty field:
1 In the Groups window, choose Other Fields from the Lookup menu.
2 In the Lookup dialog box, select the field in the Lookup group box.
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3 In the Search For group box, select Empty Field.

4 In the For The Current Lookup group box, select Replace Lookup, Add
To Lookup, or Narrow Lookup.

Finding all groups with a value in a selected field

You can search for groups that have a value in a specific field. ACT!
searches groups, but not subgroups, to create the lookup.

To find all groups with a value in a field:
In the Groups window, choose Other Fields from the Lookup menu.

2 In the Lookup dialog box, select the field in the Lookup group box.
3 In the Search For group box, select Non-Empty field.
4 Inthe For The Current Lookup group box, select Replace Lookup, Add

To Lookup, or Narrow Lookup.

Finding groups and group information using keywords

You can find groups by searching for a keyword in their records. ACT! can
search for keywords in the fields of group records and in the Contacts,
Activities, Sales/Opportunities, and Notes/History tabs in the Groups
window. ACT! searches groups, but not subgroups, for the keyword.

To find groups using keywords:
1 From the Lookup menu, choose Keyword Search.

Enter the keyword to ! Keyward Search HE B
be found or select a
keyword from the Seachfor | =l
dl’Op-dOWﬂ list Search these records Search in New Search
ew Searc] |
& &l records " Contact records
' Current record & Group records [Ereate [ankup |
~
Ot el ™ Contact tab ! Cloze | Click F
" Selected group . ICK TOor
V' Group fields Help | | OpﬁOﬂ
IEH B! Imjv V' Sales/Opportunities [ E-mail addresses details
Group | Field | Data |
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2 In the Search For field, enter the word or phrase that you want to find
or select an item from the drop-down list.

The list contains the last five keywords that you searched for.

3 In the Search These Records group box, select one of the following
options:

= All Records—Searches all group records in the database.
= Current Record—Searches the current group record only.

= Current Lookup—Searches group records in the current group
lookup only.

= Selected Group—Searches group records in the selected group.
Select the group from the drop-down list.

4 In the Search In group box, make sure Group Records is selected and
select any of these options to indicate where you want ACT! to search:

= Contact Tab—Searches the Contacts tab in the group records.
= Group Fields—Searches all fields in the group records.

= Sales/Opportunities—Searches the Sales/Opportunities tab in the
group records.

= Activities—Searches the Activities tab in the group records.

= Notes/History—Searches the Notes/History tab in the group
records.

Tip: Although you can select all options at the same time, it may
be very time-consuming to search through all areas for a keyword.
Limit your selections if you find that the lookup takes too long.

5 Click the Find Now button.

ACT! searches the group records for the keyword and displays the
search results in the list at the bottom of the window. If the search is
taking too long, click the Stop button in the Keyword Search window.

If no records match the search criteria, ACT! displays a message and
returns you to the Keyword Search window. To start another search,
click the New Search button and enter the search criteria.

Using the results of a keyword search

When the Keyword Search window displays the record or records you
want, you can go to a group record and find the keyword or create a
lookup of selected groups or all groups in the list.
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To go to a record and find the keyword:
Double-click the item in the Keyword Search window.

ACT! displays the group record and highlights the found keyword. The
Keyword Search window is minimized in the lower left corner of the
ACT! window so that you can quickly perform another keyword
search, if necessary.

To create a lookup from found records:
1 (Optional) Select the items in the Keyword Search window.

Shift+click to select multiple items that are adjacent in the list.
Ctrl+click to select multiple items that are dispersed in the list.

2 Point in the list, right-click, and choose Lookup Selected Records or
Lookup All in List from the shortcut menu.

ACT! creates a lookup of the groups. The Keyword Search window is
minimized in the lower left corner of the ACT! window so that you can
quickly perform another keyword search, if necessary.

Finding groups using multiple search criteria

You can add to an existing group lookup by selecting another lookup
criterion or narrow a lookup by specifying a subset of that lookup. To add
to a lookup or narrow a lookup, select the appropriate option in the
Lookup dialog box. For information about these options, click the Help
button in the dialog box.

You can also find groups using a query. Creating and using a query for
finding groups is similar to creating and using queries for contacts. For
details, see “Finding contacts using multiple search criteria” on page 80.

Creating a lookup of the members of a group

You can create a lookup of the members of a group so that you can
perform common functions such as creating mailing labels or envelopes for
each member of the group.

To create a lookup of members of a group or subgroup, do either of the
following:

= In the Groups window, click the group or subgroup in the group list
and choose Create Lookup from the Group menu, or right-click in the
group list and choose Create Lookup from the shortcut menu.
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The Contact window appears and the members of the group or
subgroup are now the current contact lookup. The group drop-down
menu at the bottom of the window shows the group name.

= In the Contact window or Contact List, choose the group or subgroup
from the group drop-down menu at the bottom of the window. ACT!
creates a lookup containing the members of the group or subgroup
that you select.

CH Gourmet Imports

CH Gourmet Imports: Corpore
CH Gourmet Imports: Marketi
CH Gourmet Imports: Sales
Cordoba Coffee

Cordoba Coffee; Central Reg
Cordoba Coffee; Corporate O
Cryrdnha Caffee Fastemn Re T
<ri’ | »

[ <No Group> J— Click the menu at the bottom of the Contact window

Tip: If you create a lookup of members of a group, contacts that you add
to the database are automatically added to the current group. For example,
if you select the CH Gourmet Imports group, contacts that you add to the
database are automatically added to the CH Gourmet Imports group. If you
don’t want new contacts added to the current group, choose <No Group>,
which is the first item in the group drop-down menu.

Reorganizing groups and subgroups

N
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After creating groups and subgroups, you may find that you need to
reorganize them. Perhaps a subgroup should be a group. For example, if
you created a subgroup called Eastern Region in the Cordoba Coffee
group, and the Eastern Region has grown large enough to merit its own
group, you can “promote” the subgroup to a group. Or you may want to
make a group into a subgroup of another group.

You can reorganize your groups by “promoting” a subgroup to a group or
by moving a subgroup to another group. If a group has no subgroups, you
can make it the subgroup of a group. Reorganizing groups and subgroups
merely moves the group or subgroup in the hierarchical structure; all
information associated with the group or subgroup (such as members,
notes, histories, activities, and sales) is moved, too.

You reorganize groups and subgroups by dragging the group or subgroup
in the group list or by using the Move Group dialog box.



Printing group information

To reorganize groups and subgroups by dragging:
In the group list, drag the group or subgroup to a new location.

Tip: To change a subgroup into a group, drag it to the top of the
group list.

To reorganize groups and subgroups using the Move Group dialog box:
1 In the group list, select the group or subgroup that you want to move.
2 Choose Move Group from the Group menu.

Move Group E

— Move Cordoba Coffee: Central Region to

@ " Promate from subgroup to group

Elliot's Department Stores

CH Gourmet Imports ﬂ
Golfing Buddies

Lists the current

groups Fawik-g-tartz
Little Comer Sweets
Mutz and Things LI
ok | Cancel | Help ! Click for option details

3 Do one of the following:

To change a group into a subgroup, select the group that the
subgroup will belong to.

= To change a subgroup into a group, select the Promote From
Subgroup To Group option.

= To move a subgroup to another group, select the Change To Be
Subgroup Of option and select the group in the list of groups.

Printing group information

You can print the Activities, Notes/History tab, Contacts, and Sales/
Opportunities tabs in the Groups window. To print other group

information, run a group report. For more information, see Chapter 12,
“Producing Reports.”
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To print the current tab:

Click the tab that you want to print and from the File menu, choose
Print <Tab Name>. In the Windows Print dialog box, select the print
options you want.

Deleting a group or subgroup

If you no longer need a group or subgroup, you can delete it. Contact
records are not deleted if you delete a group or subgroup, but all notes,
history, and filenames of attachments for the group or subgroup are
deleted if they are not also attached to a contact.

Note: You cannot delete a group that contains subgroups. To delete a
group that contains subgroups, you must first promote the subgroups to
groups or delete the subgroups. To promote subgroups, see “Reorganizing
groups and subgroups” on page 288.

To delete a group or subgroup:
1 In the groups list, click the group or subgroup that you want to delete.
2 From the Group menu, choose Delete Group.

3 In the warning message, click Delete Group to delete the current
group, or click Delete Lookup to delete all groups in the current group
lookup.

Caution: If the current group lookup contains all groups, deleting
the lookup deletes all groups in the database.










Customizing Data and
How It is Displayed

You can customize both the fields in the Contact and Groups windows and
the appearance of ACT! to suit your needs. For example, you can rename
fields or add your own fields to layouts. You can customize contact and
group fields; the colors and fonts used in the windows, and the list views,
such as the Contact List, Task List, and Notes/History tab.

In addition, you can modify existing layouts and create your own layouts
so that they contain only those fields you need, in the order and location
that you need them.

Modifying fields in a database

You can add, delete, or modify fields in the contact and group records and
specify field attributes, such as the size of the field and whether it is a text
or numeric field.

In a multiuser database, you must have Administrator security level and
exclusive access to the database to modify fields. (You have Administrator
security level for any database you create.) If you try to modify fields when
others are logged on to the database, the Lock Database dialog box
appears. Specify an amount of time before users are logged off the
database. For details, see “Performing database maintenance” on page 432.

Tip: If you are unable to lock the database, another user may be logged
onto the database using your login nhame. You cannot lock the database
until the other user closes it.
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Choose Contact
or Group

Select the field to
modify from this
list

Additional changes you can make to fields to increase your efficiency
when using ACT! are described in “Automatically launching applications or
macros from fields” on page 345 and “Speeding up lookups, queries, and
sorts” on page 349.

To begin modifying fields:
1 From the Edit menu, choose Define Fields.

Define Fields E

Fields | Advanced I

zew i Aftributes | Drop-down | Triggers | New Field |
IEontact 'l
— Field name: Default walue: Delete Field |

2nd Last Reach |2nd Cantact I

2nd Phone : .

2nd Phone Ext. Type: Entry rules:

2nd Title IEharacter j INone j

3rd Contact

3rd Last Reach Mumber of characters: Field format:

3rd Phone =

3rd Phone Ext. lﬁ j I

3rd Title [Maximum = 254] :

Address 1 ™ Field cannot be blank

ggg::zz % ™ Primany field

Al Phone [T Generate histary

Alt Phone Ext.

Assist‘::te i ™ Black synchrorization

Agst. Ph

i Epore |

QK I Cancel | Help |

Click for option details |

2 In the Fields tab, choose Contact or Group from the Record Type drop-
down list.

3 From the field list, select the field that you want to modify.

Tip: When adding or changing fields, make all your changes to a single
field before adding or changing another field.

Changing field names

N
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You can change the name of most fields in a contact or group, including
the User 1 through User 15 fields, to fit your needs. If you record an
account number for each contact in a User field, for example, you can
rename the field to Account Number. The new name appears in field lists
and on layouts in which it is included. The field name change is made only
to the open database.
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Note: We recommend that you do not change the name of any core field,
such as the Company and Contact fields. If you change the name of core
fields, some lookup commands may not function. For a list of core fields,
choose Online Manuals > Getting More Technical from the Help menu.

To change a field name:

1 In the Fields tab of the Define Fields dialog box, choose Contact or
Group from the Record Type drop-down list and select the field.

2 In the Field Name field, enter the new name for the field.

Tip: We recommend that you not include special characters (such
as < >:or$) in the field name. You can use spaces in the field
name, but make sure that the field name does not end in a space,
which can cause problems with queries and mail merges.

Changing field attributes

You can set several field attributes, including the type of data allowed in
the field, the number of characters allowed in the field, the format of data
in the field, a default value for a field, and rules for entering data in a field.
You can also specify whether a field is a primary field, whether a history is
generated when a field is updated, and whether data is sent from or
received in a field during synchronization.

To set field attributes:

1 In the Fields tab in the Define Fields dialog box, choose Contact or
Group from the Record Type drop-down list and select the field you
want to modify.

2 Set a field attribute described in the following pages and click OK.

Specifying the type of data allowed in a field

The Type attribute controls the kind of data that can be entered in a field.
For example, you can set a field as a date field to keep track of birthdays
or anniversaries.
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Caution: Changing the field type can result in the loss of data. For
example, if you change a field that contains alphanumeric data to a date
field, all existing data in that field will be lost.

If you select a field in the Define Fields dialog box and the Type drop-
down list contains only the Character, Initial Capitals, Lowercase, and
Uppercase options, the selected field is a core field. You can change some
attributes of core fields, but you cannot delete them.

For a list of core fields in the contact and group records, choose Online
Manuals > Getting More Technical from the Help menu.

You can select the following Type options for non-core fields.

Field type Data allowed in field
Character Alphanumeric characters (letters or numbers).
Currency Numbers and decimal points only, formatted according to the

currency settings in the Windows Regional Settings control panel.

Date Dates only, formatted according to the date settings in the
Windows Regional Settings control panel. The field will have a
drop-down date selector in it.

Initial Capitals Alphanumeric characters, formatted with a capital letter at the
beginning of each word.

Lowercase Alphanumeric characters, formatted in all lowercase letters. The
Shift and Caps Lock keys have no effect when you type in a
lowercase field.

Numeric Numbers and decimal points only. If you type a letter in this field,
it is ignored.

Phone Numbers only.

Time Times only, formatted according to the time settings in the

Windows Regional Settings control panel. The field will have a
drop-down time selector in it.

Uppercase Alphanumeric characters, formatted in all uppercase letters. The
Shift and Caps Lock keys have no effect when you type in an
uppercase field.

URL Address  Alphanumeric characters. The address entered in the field
becomes an active link to a URL (Uniform Resource Locator).
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Specifying the number of characters allowed in a field

For most field types, you can specify the maximum number of characters
that a field can hold. (The number of characters allowed in a field does not
affect the appearance of the field in the layout. To change the physical
length of a field in a layout, see “Resizing objects” on page 330.)

A Character, Initial Capitals, Lowercase, Uppercase, or URL Address field
can hold up to 254 characters.

A Numeric or Currency field can hold up to 18 digits and a negative
number symbol. The default size of a Numeric field is 13 characters before
the decimal point and five characters after the decimal point. The default
size of a Currency field is 16 characters before the decimal point and two
characters after the decimal point.

Mumber of digits
Before decimal:
E—
; Type or select the number of characters before and after the

After decimal: — . ) . X
= decimal point for Numeric and Currency fields

=
[M amirnum total = 18]

Caution: Be extremely careful about shortening a field containing data. If
you shorten a field with data so that existing data no longer fits in the field,
ACT! displays a warning indicating that you will lose all data that cannot fit
in the field.

Specifying default data to appear in a field

Use the Default Value attribute to automatically enter a value in a
Character, Initial Capitals, Lowercase, Uppercase, or URL Address field
when you create a contact or group record. Default values can speed up
the data entry of new records. For example, if most of your contacts are in
California, you could set a default value of CA for the State field.

Setting rules for data entry in a field

The Entry Rules attribute defines how data must be entered in a Character,
Initial Capitals, Lowercase, Uppercase, or URL Address field.
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You can select the following Entry Rules options.

Entry Rules option Sets the following requirement

Protected Data cannot be entered or edited in this field.

Only From Drop-down An entry must be selected from the field’s drop-down
(Character, Initial Capitals, list. If you do not also select the Field Cannot Be
Lowercase, and Blank option, the field can be blank.

Uppercase fields only)

None The field has no requirements or rules for data entry.

In addition, you can specify that data is required in a field by setting the
Field Cannot Be Blank option.
Specifying the format of data in a field

Use the Field Format attribute to automatically format the data in Character,
Initial Capitals, Lowercase, or Uppercase fields.

Tip: Although you cannot specify a format for a Numeric field, you can
format a Character field so that it accepts only humbers by using the #
character in the field format. However, some queries on the field may not
return the results expected.

For example, to format a field for social security numbers, enter the format
as ##-##-##H. If you type 111223333 in the field, ACT! automatically
formats it as 111-22-3333. Also, if you type more characters than are
specified in the format, the extra characters do not appear.

Caution: Changing a field format can result in the loss of existing data.
Any data that does not fit in the specified field format will be lost.

This table shows the characters that you can use for a field format.

Character to use As a placeholder for this kind of character
# Numeric

@ Alphabetic

% Alphanumeric
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You can enter any characters that you want to appear in the field. For
example, if you enter dashes in a social security number, they appear
exactly as you enter them. To enter a placeholder symbol as an actual
character in the field, precede it by a backslash (\). For example, to
include % in a field, enter the following: \%

Making a field a primary field

The Primary Field attribute defines a field as primary. Primary fields are
used if you choose Duplicate Contact from the Contact menu or
Duplicate Group from the Group menu and then select the Duplicate Data
From Primary Fields option. The default primary contact fields are
Address 1, Address 2, Address 3, City, Company, Country, Fax, Phone,
State (County, Land, Province), and Zip (Postcode). The default primary
group fields are Address 1, Address 2, Address 3, City, Country,
Description, Division, State (County, Land, Province), and Zip (Postcode).

Generating a history when a field is modified

The Generate History attribute specifies whether a history entry is created
when the field is modified. The entry appears in the Notes/History tab,
indicating the field that was changed, the date it was changed, and the data
that was changed. If you categorize your contacts using the 1D/Status field,
this feature is useful for tracking your customer relationships. For example,
if you close a sale with a prospective customer and change the contact’s
ID/Status field from Prospect to Customer, you have a record of when the
prospect became a customer.

Disabling synchronization updates to and from a field

Use the Block Synchronization attribute to keep a field from being updated
when you send or receive a synchronization update. For more information,
see “Keeping a field from being updated” on page 414.

Adding drop-down lists of data to fields

Many fields have drop-down lists of data to speed up data entry and to
help ensure that data is entered consistently.

Last Results -] A field with a drop-down arrow contains a
Discussed opportunities =] drop-down list

Fallowed up =

Got appointment

Just received information hd
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You can add drop-down lists of data to Character, Initial Capitals,
Lowercase, and Uppercase fields in a contact or group record. For
example, you can create a Territory field and create a list of territories that
can be selected in that field.

You can use any of these ways to add items to a drop-down list:

= Type the items in the Define Fields dialog box.

= Use the items in a field with a drop-down list in another field with a
drop-down list.

= Add items automatically when you type data in the field.
= Import items from a delimited text file.

To delete an item from a drop-down list, see page 304.
Manually adding items to a drop-down list
You can add items to a drop-down list in the Define Fields dialog box.

To manually add items to a drop-down list:
1 In the Fields tab of the Define Fields dialog box, click the Drop-down

tab.
Define Fields E Click the
Fields | Advanced | | Drop-down
i : : tab
Choose Contact [E=EEe = Aftibutes  Drop-down | Tnggersl Mew Field |
G 7|E0ntact 'l
or Group ™ Use drop-down list from: Dielete Fisld |
2nd Last Reach |2nd Tile j Click to
2nd Phone i
add an item
2nd F'_hone Ext. | Item Diescription ;I Mew |
Znd Title | to the drop-
3rd Contact d i
i Delete own list
Select the field you g:g 'E,isoth:aCh —l
want to modify | 3rd Phone Ext
o ! g Import...
from this list g’g dgts"; —~ —I
Address 2 _»l_l Expott.. |
Address 3
Alt Phone
Alt Phone Ext.
Azsiztant ™ | Eutarmatically addlrewitens to diap-dawm
'ﬁfff EEETE o LI I~ Show descriptions
QK I Cancel | Help |
[

Click for option details — 1

2 From the Record Type drop-down list, choose Contact or Group, select
the field, and click New.
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3 Type the first item that you want to appear in the list.
After you add an item, the Item list is sorted alphabetically.
4 (Optional) Enter a description for the item in the Description column.

For example, for an item called “Benelux,” the description could be
“Belgium, Netherlands, and Luxembourg.”

5 Click New and type another item until you have typed all items.
6 (Optional) Set any of these options:

= Allow Editing—Allows you to edit the drop-down list when editing
records.

= Automatically Add New Items To Drop-down—Automatically adds
a new item to the drop-down list when you edit records. To select
this option, you must also select the Allow Editing option.

= Show Descriptions—Displays the description and item in the drop-
down list.

Using the items in a drop-down list in another field

If a field contains a drop-down list, you can use those items in the drop-
down list in another field. For example, if you added a drop-down list to
the Zip (Postcode) field in the Contact record, you can use the same items
in the Home Zip (Home Postcode) field in the Phone/Home tab of the
contact record and in the Zip (Postcode) field in the Group record.

In addition, if both fields contain drop-down lists, you can merge the items
from the two fields so that both fields contain identical lists. For example, if
you added items to the drop-down list for City and you want to add those
items to the Home City drop-down list, you can merge the items so that
both City and Home City contain the same items.

To use the items in a drop-down list in another field:

1 Inthe Fields tab of the Define Fields dialog box, click the Drop-down
tab.

2 From the Record Type drop-down list, choose Contact or Group and
select the field that you want to add a drop-down list to.

3 Select the Use Drop-down List From option and select the field
containing the drop-down list you want to use.

If the field you select allows you to add items to the list (either
manually or automatically), new items appear in the drop-down lists
for both fields.
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In the following illustration, the Group Name field in the Group
window will use the same drop-down list as the Company field in the
Contacts window. If you use group records as company records, you
can help ensure that you enter the group and company names
consistently by using the same drop-down list for both fields.

Click for option details 1

4 (Optional) Select the Show Descriptions option to display the
description and the item in the drop-down list. Click OK.

If both fields contain drop-down lists, ACT! displays a message so that
you can merge the items in both lists or replace the items in this list.

Automatically adding items to a list

In a new ACT! 2000 database, several fields automatically add an item to
their drop-down list if you type an entry that is not in the list. (If you
convert a database created in a previous version of ACT! to ACT! 2000, the
fields do not automatically add items to their drop-down list.) You can

specify that other fields automatically add items if they are not in the drop-
down list.

To specify that new items are automatically added to a drop-down list:

1 In the Fields tab of the Define Fields dialog box, click the Drop-down
tab.

2 From the Record Type drop-down list, choose Contact or Group and
select the field.
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3 Select the Allow Editing option and the Automatically Add New Items
To Drop-down option.

You must select both options.

Importing items from a delimited text file

You can import items that were created in another application or another
ACT! database into a drop-down list. For example, if you have a list of sales
regions that you want to be available in a field drop-down list, save the list
in a delimited text file. The file can include either the item or the item and
the description. To create a text file containing only items, enclose each
item in quotation marks as shown here (<CR> indicates a carriage return).
"North"<CR>

"Central"<CR>

"South"<CR>

To create a file containing both items and descriptions, enclose each item
in quotation marks with commas separating the fields as shown here:

"North","UK, Denmark, Norway, Sweden, Finland"<CR>
"Central","France, Germany, Belgium, Austria"<CR>
"South","Italy, Spain, Portugal"<CR>

To import items into a field’s drop-down list:

1 In ACT! or another application, save the file containing the list items as
a comma-delimited text file (*. TXT).

To save the file in ACT!, see the next section, “Exporting drop-down
list items to a delimited text file.”

From the ACT! Edit menu, choose Define Fields.

In the Fields tab in the Define Fields dialog box, click the Drop-down
tab.

4 From the Record Type drop-down list, choose Contact or Group, select
the field, and click Import.

5 In the Import dialog box, click the Browse button, find the file you
want to import, and click Open.

6 (Optional) To overwrite the existing list with the imported list, turn off
the Append Imported Items option.

7 (Optional) If the delimited text file contains descriptions of items,
select the Import Item Descriptions option.
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Exporting drop-down list items to a delimited text file

You can export the items in a field’s drop-down list to a delimited text
file (*.TXT) that you can import into another ACT! database, another field
in the same database, or another application.

To export drop-down list items to a delimited text file:

1

In the Fields tab in the Define Fields dialog box, click the Drop-down
tab.

From the Record Type drop-down list, choose Contact or Group, select
the field, and click Export.

In the Export dialog box, click the Browse button, find the file to
which you want to export the items or type the name of a new file,
and click Save.

(Optional) To export the descriptions with the items, select the Export
Item Descriptions option.

Deleting items from drop-down lists

If the Allow Editing option is turned on for a field, the drop-down list for
the field contains an Edit List item. You can choose Edit List to delete items
from the list. (See “Speeding up contact data entry” on page 50.) If the
Allow Editing option is turned off, use the following procedure to delete
items from the drop-down list.

To delete items from drop-down lists:

1

In the Fields tab in the Define Fields dialog box, click the Drop-down
tab.

From the Record Type drop-down list, choose Contact or Group and
select the field.

In the Item list, click the button to the left of the item and click Delete.
Shift+click or Ctrl+click to select multiple items.

Creating a new field

o
=

You can add a field to a contact or group record. For example, if you used
the User fields and don’t want to modify an existing field, create a field.
When you create a field, it is part of your database, but it is not
automatically added to layouts. To add the field to a layout, see page 309.
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To create a new field:

1 In the Fields tab in the Define Fields dialog box, click the Attributes
tab.

2 From the Record Type drop-down list, choose Contact or Group and
click New Field.

The Field Name field displays NewField 1 .
3 In the Field Name field, type a name for the new field.
Set any other field attributes that you want for the new field.

Deleting a field

You can delete any field except the core fields. (For a list of core fields,
choose Online Manuals > Getting More Technical from the Help menu.)
When you delete a field, it is not automatically removed from the layout in
which it appears. To remove the field, see page 310.

Caution: If you delete a field from a database, all data in that field is also
deleted. You should delete a field only if you are sure that you no longer
need the data in that field.

To delete a field:

In the Fields tab in the Define Fields dialog box, choose Contact or
Group from the Record Type drop-down list, select the field you want
to delete, and click Delete Field.

Changing colors and fonts in ACT! windows

You can change the background color, font, font style, font size, and font
color for many ACT! windows and views. For windows and views that
display lists, you can specify whether to display grid lines between rows
and columns. (To change the background color of a layout, see page 313.)
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Chapter 15: Customizing Data and How It is Displayed

To change window colors and fonts:

1 From the Edit menu, choose Preferences and then click the Colors
and Fonts tab in the Preferences dialog box.

Click the Colors

and Fonts tab

Select the window,

tab or view you |
want to modify from
this list

Click to display

lines in a list view

Synchronization I Mames | Startup I Spelling I Dialer I WwinF ax Options I
General Colors and Fonts Calendars I Scheduling I E-mail
Customize: — Font zetting
Font:
IMS Sans Serif FEont... II
Style: Size:
Motes/History Tab IHeguIar g
Activities Tab
Salez/Opportunities Tab
Task List - Appearance
[Draily Calendar
Weekly Calendar Text color: Background color:
Monthly Calendar AN~ All~
E-mail
‘ Sample Text ‘
= | Shovarid lines
QK I Cancel | Lol Help

Select the window in the Customize list.

Click to
change the
font

Click to
select text
color or
background
color

To change the font, click the Font button. In the Font dialog box,
choose the font, font style, and size from the lists and click OK.

Color label and select a color in the drop-down palette.

To change the text color, click the drop-down arrow below the Text

To change the background color, click the drop-down arrow below the

Background Color label and select a color in the drop-down palette.

Show Grid Lines option.

Customizing the columns in the list views

To display lines between rows and columns in list views, select the

Several ACT! windows and tabs are lists containing data in a columnar
format. You can customize these lists by adding or removing columns,
rearranging columns, or resizing columns. The list views are the Contact
List; Task List; and the Notes/History tab, Activities tab, Sales/Opportunities

(o8]
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tab in the Contact and Groups window; the Groups tab in the Contact
window; and the Contacts tab in the Groups window.

The Type column has

been moved here —‘

The Regarding column

has been narrowed

Grid lines

were added

using Colors —
and Fonts
Preferences

Filter = I Click the "Filter" buttan ta the left to chang4 the view below. | ;I
v | Date Time % Fricrity | Tupe | Company Fegarding | Dretailz [
42700 10:00 AW Law CH Gourmet Imparts— Canfirm shipment E=1 H
R/4/00 10:00 Ak Low 128 CH Goumet Imports Staff meeting 5
8/18/00 2:00 Pk Medium @ Packaging Unlimited  Gift basket packaging concepts

8/19/00 10:00 Ak Medium IE1  CH Gourmet Imports Dizcuss packaging concepts for Shariott

Columns to the left are “locked.”
They will stay in view as you scroll—
to the right

] k| MotesMHistory

= &
The Company column has been added and

moved here. The Duration column has
been removed

Activities [ SalesiOpporfunties | Groups | Uker Fields | PhoneMome | Ak Contacts | Status |

For more information about customizing columns in list views:
1 Choose Help Topics from the Help menu.
2 Click the Index tab, type columns and double-click a topic.

Creating and changing contact and group layouts

You can modify contact and group layouts and create your own layouts to
suit your needs. You can specify the colors, fonts, and graphics in the
layout as well as the position and order of fields. If you created new fields
for your database, you can add them to the layouts. You can also remove
fields that you do not use.

You can add your own tabs to the bottom of a layout and rename and
reorder the tabs.

To begin creating or modifying a layout:

1 Select the layout that you want to modify from the layout menu at the
bottom of the Contact or Groups window.

To create a new contact layout, display the Contact window; to create
a new group layout, display the Groups window.

2 From the Tools menu, choose Design Layouts.
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Group stop and
field entry order

(o8]
[o¢]

The layout designer window appears with the selected layout displayed.
The following illustration shows the default contact layout in the layout

designer window.

The tool palette is the same as in the report

designer. You can move the palette out of the way
|| Fie Edt Obiects Taoks View Wwindow Help NETEY|
JJD@E“MSS&MS&H[ j“g j||} I U ”%EE gl‘tg_?3a|-n 2 ‘
= = 1 B B . ﬁ
’Cu ny Company .| 1 | Address Mddrasﬂ .l 12| -3 — |
t |Contact | 2 | lf-\ddrass 2 | 13| IT /
i —
o [Title 3] : Paddress 3 |14] AlO
D epartment |Department | 4 | City [city | 15| ] N
e Froe — @|15] Ext Bl i8] State” ....... Bae e ——|
Fax - |Far | 7 | . Zip Eip I 17| AN~
S i . [Balutation &| Country: [Country | 18] a0
ID/Status © /St 9| E-mail Address [E-mail Address | 18] =z
_Titker Symbol. ickel | 10] ............ L Last Hes:ulls. . [Last Presus @] 20]. ﬂl;l .
Web Site [weh Sie |11 : : 2\
: : : =H ~
: ==
R 3
H
User 1 [User 1 i & | 22| User 7 User 7 I 28! =
User 2 © [Dser2 |23
User 3 [User 3 i | 24] User® User 8 I 29!
User 4 \ [Users .25
User 5 I ] |[25] Users Lser 3 |3u!
User 6 ¢ [Oser® 27|
[ATH] user Fields [ Ehonedome |_&f Contacts | Status | 4] | A

Contactlavout 2000 | (5] &5 &8 () 8 & @ A

You can customize
these tabs

Switch to the Mini View bar
to increase the layout area

To create and edit layouts, you use the layout designer window, which has
its own menus, toolbar, and tool palette. The tool palette is identical to the
one in the report designer. For information about using the tools and
commands to change the appearance of layouts, see “Changing the
appearance of a report template” on page 328.

Note: Changing a field label using the Text tool in the layout designer does
not change the actual field name. Changes made to the label using the Text
tool are not reflected in field lists or in other layouts and are not sent if you
send field attributes when you synchronize data. To change field names,

see page 294.
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Creating a new layout

Occasionally, you may want to create a completely new layout rather than
modify an existing layout.

To create a new layout:
From the layout designer File menu, choose New.

Adding fields to layouts

Field label

I Field

You can add fields to any part of a layout, including most tabs, as long as
you can find a place for them in the layout.

Note: To add a new field to a layout, you must first create the field. See
“Creating a new field” on page 304.

You can add any field to the layout as long as it has not already included in
the layout or a tab. When you add a field to the layout, you can include the
field label. The new field is given the last position in the tab entry order,

but you can change it. (See “Changing the field entry order” on page 311.)

Owher IDwner _Iﬂl— Field entry order

Field name

To add a field to a layout:
1 Click the Field tool in the tool palette.

2 Position the crosshair pointer where you want to insert a field, and
drag to define the field’s size.

3 In the Fields dialog box, select the field that you want to add.

(Optional) If you do not want the field to have a label, turn off the Add
Label option.

5 Click Add.
You can select and add a field by double-clicking the field name.

If you do not select the Add Label option and later you want the field to be
labeled, select the field and choose Add Label from the Objects menu.

You can move fields and align them and change the font for the label and
the field. You change the appearance of layouts in the same way that you

(&)
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Chapter 15: Customizing Data and How It is Displayed

modify report templates. For more information, see “Changing the
appearance of a report template” on page 328.

Note: Fields you add to a database are synchronized if you synchronize
field definitions. However, the person with whom you synchronize data
must add the field to the layout using the layout designer.

Removing a field from a layout

Removing unused fields can simplify a layout and make room for other
fields that you want to add.

To remove a field from a layout:

1 Click the Selection tool in the tool palette and select the field and field
k label using either of these methods:

= Drag a selection box around the field and field label to ensure that
you select any graphic behind the field label.

= Click the field label, and then Shift-click the field itself.
2 Press the Delete key.

Moving a field between tabs in a layout

You can move a field from one tab to another tab. First move the field to
the top area of the window, and then move the field to the tab you want.

To move a field between tabs in a layout:

1 Click the Selection tool in the tool palette and select the field and field
h‘ label using either of these methods:

= Drag a selection box around the field and field label to ensure that
you select any graphic behind the field label.

= Click the field label, and then Shift-click the field itself.

2 Drag the field and field label to the top area of the window.
Click the tab to which you want to move the field.

4 Select the field and field label and drag them to the selected tab.

(o8]
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Creating and changing contact and group layouts

Adding, deleting, and modifying tabs in layouts

You can add and delete tabs, change the name of most tabs, and change
the order of the tabs in a layout.

To add a new tab to a layout:

1 From the layout designer Edit menu, choose Tabs.

2 In the Define Tab Layouts dialog box, click Add.

3 In the Add Tab Layout dialog box, enter a name for the new tab.

4 (Optional) Select an alphabetical character for the tab’s shortcut key
from the Shortcut Key drop-down list.

5 Click OK.
The Define Tab Layouts dialog box reappears. The new tab is last in
the list.

6 (Optional) To move the new tab up in the list, click Move Up.

To remove a tab from a layout:

From the layout designer Edit menu, choose Tabs. In the Define Tab
Layouts dialog box, select the tab and click Delete.

To change the name of a tab:
From the layout designer Edit menu, choose Tabs.

2 In the Define Tab Layouts dialog box, select the tab and click Rename.
3 In the Edit Tab dialog box, enter the new name for the tab.
4 (Optional) Select an alphabetical character for this tab’s shortcut key

from the Shortcut Key drop-down list.

To change the order of the tabs:

From the layout designer Edit menu, choose Tabs. In the Define Tab
Layouts dialog box, select the tab and click Move Up or Move Down.

Changing the field entry order

By default, the Tab key moves to every field and the Enter key moves to
group stop fields in a layout. A group stop field is a field to which you
move using the Enter key. By default, the group stop fields in the contact
layout are Company, Phone, Address, and User 1.

(o8]
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Chapter 15: Customizing Data and How It is Displayed

You can change the order in which you move through fields and set and
remove group stops. Changing group stops can make data entry more
efficient, especially if you enter data in a certain order or you skip fields.
Before changing the field entry order, display the current order.

To view the current field entry order in a layout:

From the layout designer Edit menu, choose Field Entry Order >
Show.

A number appears to the right of each field in the layout. A red stop
sign to the left of the number indicates a group stop.

Group stop indicator
Company |E0mpany II 1 I

Contact © [Contact | 2|— Field entry order indicator

To switch the field entry order of two fields:
1 Click the first field’s number to clear the number from the field.

2 In the field that you want to switch with the first field, click the field
number twice.

To clear the field entry order completely and enter a new order:
1 From the Edit menu, choose Field Entry Order > Clear.

2 Click through the fields’ number squares in the order that you want to
set as the field entry order.

To reset the original field entry order:
From the Edit menu, choose Field Entry Order > Reset.

To add or remove a group stop on a field:
Click the group stop square to turn on the group stop. To turn it off,

click the square again.
Changing the appearance of a layout

You can make many changes to a layout to customize it for your needs.
Making changes to the appearance of a layout is similar to making changes

(o8]
=
N



Creating and changing contact and group layouts

to a report template. The following table summarizes the changes you can
make. The procedures for making the changes are described in Chapter 16.

To do the following

See

Move field, field label, text, or
other object

Resize field or other object

Align fields, field labels, text, or
other objects

Add text such as a company name

Add shapes such as squares,
rectangles, circles, and lines

Add graphic from a bitmap (.BMP)
file, such as your company logo

Change color or font of text,
including fields, field labels, and
text you type

Change fill color or pattern of
objects, including fields and shapes

Change color and width of lines or
object borders

“Moving objects” on page 329

“Resizing objects” on page 330

“Aligning objects” on page 330

“Adding text” on page 331

“Adding rectangles, ellipses, and lines” on
page 332

“Adding a graphic” on page 332

“Changing the attributes of objects” on
page 332

“Changing the attributes of objects” on
page 332

“Changing the attributes of objects” on
page 332

Changing the background of a layout

You can customize the background of a layout by changing its color or
pattern and by adding a graphic. To add a graphic to a layout’s foreground,
see “Adding a graphic” on page 332.

To change a layout’s background color or pattern:

1 Position the pointer anywhere in the background of the layout. Do not
click an object such as a field or a field label.

Right-click and choose Properties from the shortcut menu.

In the Background Properties dialog box, select a color in the color

palette for the background.

4 To add a pattern to the background, select a pattern. The pattern will

appear in the selected color.

(98]
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You can add a graphic bitmap (.BMP) file to the background of a layout.

Note: If you created a bitmap (.BMP) file in a graphics application, such as
Adobe Photoshop, use the Windows color palette to select colors. If you
specify colors using the color palette in a graphics application, the graphic
may not keep its color settings in the layout.

To add a graphic to a layout’s background:

1 Position the pointer anywhere in the background of the layout. Do not
click an object such as a field or a field label.

2 Right-click and choose Properties from the shortcut menu.

In the Background Properties dialog box, click the Browse button to
the right of the Bitmap field. In the Open dialog box, locate the
graphic file and click Open. The file must have a .BMP extension.

4 (Optional) To “tile” the graphic (repeat it throughout the background),
click the Tile option.

If you do not select this option, the graphic appears only in the upper-
left corner of the layout.

To remove a graphic from a layout’s background:

1 Position the pointer anywhere in the background of the layout. Do not
click an object such as a field or a field label.

Right-click and choose Properties from the shortcut menu.

In the Background Properties dialog box, delete the name of the
graphic file from the Bitmap field and click OK.

Naming and saving a layout

To include a layout in the layout drop-down menu at the bottom of the
Contact or Groups window, save the layout and give it a description.

Classic Contact 1 -
Classic Contact 2

Contact Layout 3.0

Contact Layout 4.0

Contact Layout [16-Calor]
Alternate

Modem

Fotary Index
Contact Layout 2000
i

M= — You can add your layout to the layout drop-down list
CH Gourmet Import Lavout |
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To name and save a layout:

1 From the layout designer File menu, choose Save As. In the Save As

dialog box, enter a filename for the layout and click Save.

Tip: If you changed an existing layout, save the changed layout
with the same name as the database. For example, if you modified
the Alternate layout to use with an Employees database, save the
changed layout as Employees.cly. This process retains the original
Alternate layout and associates the layout with the database.

To display a different name in the layout drop-down menu, position
the pointer over a blank area in the layout, right-click and choose File
Description from the shortcut menu. In the File Description dialog
box, enter the name that you want to appear in the layout drop-down
menu and click OK.

ACT! displays the file description, not the filename, in the layout drop-
down menu.

Closing the layout designer

r,
&

You can close the layout designer and return to contact or group records.

To close the layout designer:

From the layout designer View menu, choose Records, or click the
Close tool on the toolbar

Sharing layouts with others

After saving a layout, you can distribute it to other users in three ways:

Copy the layout file to a folder that is accessible to all users and
change the default location for layout files to the shared folder. To
change the default location, choose Preferences from the Edit menu.

Copy the layout file to a floppy disk or network computer so that
others can copy the file to the Layout folder in their ACT folder.

Attach the layout file to an e-mail message and send the message to
others so that they can copy the file to the Layout folder in their ACT
folder.

(o8}
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Modifying Report, Label,
or Envelope Templates

If the report, label, or envelope templates included with ACT! don’t provide
you with the precise information, layout, or appearance that you need,
modify them or create a completely new template.

Creating and modifying a report template

Report templates can display contact or group information and calculated
values such as totals and averages of numeric data. In addition, you can
change the appearance of a report template by adding graphical objects
such as lines, change the size and font style of text, or add your company
logo or other graphic.

It is usually easier to modify a template than it is to create a new one, but
to create a very simple report template, you may find it easier to start with
a new template.

To create a new report template:

From the File menu, choose New. In the New dialog box, choose
Report Template and click OK.

A blank template appears in the report designer window.

(o8]
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Chapter 16: Modifying Report, Label, or Envelope Templates

To modify an existing template:

From the Reports menu, choose Edit Report Template. In the Open
dialog box, select the template you want to modify and click Open.

The Open dialog box lists the filename of each report template. If you
are unsure of the filename of the template you want to modify, see the
table beginning on page 222.

Looking at the report designer window

Report
designer
menus and
toolbar

Grid lines

(o8]
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Templates are displayed in the report designer window. If you are creating
a new template, the template is blank. The report designer window has its
own menus, toolbar, and tool palette. (You can drag the tool palette to a
different location.)
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By default, the report designer shows a ruler across the top and down the
left side of the template area. Grid lines across the template can help you
place fields and objects in the template.

If you are modifying a template that is included with ACT!, you will also
see field labels and fields. Field labels are printed when you print the
report. In general, fields are placeholders for information that is taken from
the contact or group record when you run the report. Other fields, called
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system fields, take information from your computer (such as the date and
time) or specify date ranges or page numbers when you run the report.

Tip: If you are modifying a template supplied with ACT!, begin by saving
the template with a new name so that you can continue using the existing
ACT! template. To save the template with a new name, choose Save As
from the File menu.

It is a good idea to preview the template frequently as you modify it so you
can see the results of your changes and additions.

To preview the template, do either of the following:

= From the File menu, choose Print Preview to run a report on all
contact records in your database.

= From the File menu, choose Run to display the Run Report dialog box.
Select the contacts to include in the preview and select Preview in the
Send Output To drop-down list.

Understanding the sections in a report template

Drag a section
title to give you
more room or to
close up space in
the section

Section titles

Report templates contain sections of information. A new template has three
sections: Header, Contact, and Footer.

[ o 20 R A St Bt
2 This section
I . contains
| P PSR USSP PPPRPURTRRRRY " header
: information

This section

p:q .......................................................................................................... contains

o 1 PSPPSR PRI "contact

H information
7| Contact

R This section
Tl | contains

| [ footer

| information
%FDU‘EI

The section titles do not appear in the report; they merely indicate the type
of information contained in a report. The Header section, for example,
typically contains the report name; the Footer section typically contains a
page number and may also include the date the report is run.
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You can drag the section titles up or down in the window to give you more
room to add fields.

A report template must have at least one section. The report templates that
come with ACT! include several sections, but you can add or remove
sections. The following table describes the sections that you can include in
a report template.

Section

Description

Title Header

Header

Group

Contact

Notes/History

Activities

Sales

Appears only on the first page of a report, above the Header. The Title Header
might contain the name of the report.

Appears at the top of every page, unless you add a separate Title Header to be used
above the Header on the first page of the report. Use the Header for information or
a graphic that you want on every page, such as a date, column headings, or a logo.

Contains information from fields in group records. The information in this section
appears for each group that you include when you run the report. For example, the
Group section of the Group List report contains the group name and description.

A report can include only one Group section. It cannot include both a Group and a
Contact section. It can, however, include a Group section and a Contact subsection.

Contains information from fields in contact records. The information in this section
appears for each contact that you include when you run the report. The Contact
section of the Phone List report, for example, contains the company, contact name,
phone number, phone extension, and mobile phone number.

A report can include only one Contact section. It cannot include both a Contact and
a Group section. It can, however, include a Contact section and a Group subsection.

Contains information from fields in the Notes/History tab of a contact or group
record. A template must have a Contact or Group section before you can include a
Notes/History section. This section must be subordinate to a Contact or Group
section or subsection. The Notes/History report, for example, includes a Notes/
History section below the Contact section.

Contains information from fields in the Activities tab of a contact or group record. A
template must have a Contact or Group section before you can include an Activities
section. This section must be subordinate to a Contact or Group section or
subsection. The Task List report, for example, includes an Activities section below
the Contact section.

Contains information from fields in the Sales/Opportunities tab of a contact or
group record. You can include a Sales section below a Contact or Group section. A
template can include a Sales section even if it does not include a Contact or Group
section.
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Section

Description

Group
subsection

Contact
subsection

Summary
sorted by

Summary

Footer

Title Footer

Contains information from fields in the Groups tab of a contact record. This
subsection must be subordinate to a Contact section.

Contains information from fields in the Contacts tab of a group record. This
subsection must be subordinate to a Group section.

Contains a summary of the values sorted by a specific field. For example, the
History Summary report includes a Summary Sorted By section that displays total
counts of the notes and history sorted by type. You can use a Summary Sorted By
section to sort a section without including summary fields in the section. For
example, if you put a Summary Sorted By City section in a Contact section, the
contacts in the report are sorted by city. For more information about using a
Summary Sorted By section to sort a report, see “To learn more about modifying
templates” on page 342.

Appears before or after the body of the report. It contains summaries of the
summary fields included in the body section that precedes or follows it. A Summary
can be a total, average, count, and minimum or maximum value. For example, the
Contact Status report contains a Summary that displays the number of contact
profiles in the report. A Summary can contain one or more summary fields. In an
expense report, for example, you may want to include the total expenses and the
largest expense in the Summary.

Appears at the bottom of every page. Use the Footer for information such as a page
number, date, or time.

Appears only on the first page of a report, above the Footer. For example, you
might put information from the My Record in the Title Footer to indicate who
created the report.

Adding sections to a report template

Adding sections to a template is a straightforward procedure.

To add one or more sections to a report template:
1 From the report designer Edit menu, choose Define Sections.
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The Define Sections dialog box appears, displaying the sections that
are currently in the template.

Define Sections E
Sections:

These sections
are in the default
Contact report
template. Other
templates may
have different
sections

| Cantact

Summary of Motes/Hiztory
Motes/History
Summary of Activities
Activities

Footer

Cancel

Help

Add... |
LChange... |
Delete |

Ok

i

+ Click for option details

2 (Optional) To add subsections to an existing section, select the section
and click Add.

Add Section E
— [~ Section
e 2nd Contact -
2nd Last Reach
2nd Phane
) Heades 2nd Phone Ext.
The sections you can (o B %Pdd goltrLTact
select are for the ] Contact 3rd Last Reach
Contact section of the : Ird Phone
 Hotes/History 3rd Phone Ext
Contact report O otivit IdTie
template. Other - SetviEs Address 1
sections and other Sl igg'e“%
templates may have € Group subsection k Phene
different sections € Contact subsestian i" Phone Ext.
siztant
 Summary sorted by Aszst Phane
- Azst. Phone Ext.
ST hst. Tile
) Eanter City LI
ol
L i stz Sarh orden Iascending 'l

I | Bage break before each section

I | el section b break across multiple pages

" Collapse blark lines
™ Collapse blank section
Ok

-

| Cancel | Help

— Click for option details
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The available sections appear in the Sections group box. If a section
name is dimmed, you cannot add it to the currently selected section.

Select the section that you want to add.

If you select the Summary Sorted By section, select the field by which
you want to sort the data in the field list on the right, and select the
sort order from the drop-down list.
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4 (Optional) Select any of the following options to specify how
information in the section is displayed and printed:

= Page Break Before Each Section—Starts a new page at the
beginning of the section.

= Allow Section To Break Across Multiple Pages—Displays and prints
all information in a section, even if it doesn't fit on a single page. If
you turn off this option, a page break is inserted before the section
if the section can't fit on the page.

= Collapse Blank Lines—Eliminates lines in the section that contain
only fields with no data or that are duplicated. Graphic objects
whose upper-left corners fall within the line are also eliminated.

= Collapse Blank Section—Eliminates sections in the report that
contain no data. Graphic objects whose upper-left corners fall
within the section are also eliminated.

Click OK.
6 To add more sections, repeat steps 2 through 5. When you finish
adding sections, click OK in the Define Sections dialog box.

To add fields to a section, see “Adding fields to a report template” on
page 324.

Changing or removing sections from a report template

You can modify existing sections in a report template. You may want to
change the options you set for a section, such as collapsing a section if it
contains no data, or specifying a field for sorting a Summary section. You
can also remove entire sections from a report template. However, you
cannot change the order of sections in a report template—report sections
follow a predefined order.

To modify an existing section of a report:

1 From the report designer Edit menu, choose Define Sections.

2 In the Define Sections dialog box, select the section and click Change.

3 In the Change Section dialog box, change any options for the section.
All sections except the selected section are dimmed in the Sections list.

Caution: Removing a section from a report removes all elements in the
section, including fields, text, graphic objects, and all subsections.

(o8]
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To remove a section from a report:
1 From the report designer Edit menu, choose Define Sections.
2 In Define Sections dialog box, select the section and click Delete.

Adding fields to a report template

You can add fields to a report template. For example, you might add the
Home Phone field to the Phone List report. You can also add summary
fields to templates. Summary fields calculate values for a set of records
using the information in a specified field. For example, if you created a
field for expenses, you can use this field as a summary field in a report to
calculate total expenses for some or all contacts.

Note: If you are modifying the History Summary Classic report template
(HISTCLADS), do not use the following procedure to add other history types
to the report. To add histories, open the sample report template HSALLEX5,
copy a history type, and paste it into the History Summary Classic template.
To edit the History Summary Classic template, see “To learn more about
modifying templates” on page 342.

To add a field to a report template:

W 1 Click the Field tool in the tool palette.
e

When you move the pointer over the template, it turns into a crosshair
pointer, which looks like a plus (+) sign.

2 Position the pointer where you want to insert a field and drag to define
the field’s width.

Note: When you add a field to a template, the bottom edge of the
field aligns to the nearest grid line. For information about using the
grid, see “Changing ruler and grid displays” on page 336.
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Creating and modifying a report template

When you release the mouse button, the Field List dialog box appears.
It contains six tabs. In each tab, you can select fields to add to the
report template.

Field List E
Contact | Graup I Notes.-"HistoryI Activitiesl Sales I Systeml
Available fields: — Field type
ond Contact & Detail field
2nd Last Reach .
2:d P‘;Sm:ac € Summany field
2nd Phone Ext.
2nd Title — Summary type
3rd Contact & Count
3rd Last Reach —
3rd Phone 1 Dot
3rd Phone Ext. ] fyerage
3rd Title (o (1
Address 1 - _|n||.'num
Address 2 i BT
Address 3 LI Summanfield Iatel:
I | fudld field |abel
™ Use My Record
Edd Cese | Hep H— Click for option details

Note: Put the appropriate kinds of fields in the appropriate section
of the report. For example, put Activities fields in the Activities
section, put Group fields in the Group section, and so on.

Click a tab and select the field that you want to add.

Shift+click to select multiple fields that are adjacent in the list.
Ctrl+click to select multiple fields that are dispersed in the list.

If you don’t want to include a field label for a field in the template,
turn off the Add Field Label option.

In the Contact tab, select the Use My Record option if you want data
from your My Record included in the report.

Select this option if you want to include information from your My
Record, such as your name, your company, and your phone number.
For example, to include your name in the Header section, select the
Contact field and select the Use My Record option. If you don't select
this option, the data for the report is taken from contact or group
records.

Click Add.
You can also double-click a field to add it to the template.

In the template, the letter before each field name indicates the kind of

field; this can help you verify that the fields are in the correct section. C:
appears for Contact fields, My: appears for Contact fields in the My Record;
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G: appears for Group fields, N: appears for Notes/History fields, A: appears
for Activities fields, and S: appears for Sales fields. The following example
shows fields in the Contact section.

Company | |C:Company

. [Contact _|[C:Contact Salutation | [C:Salutation|

______ Phane C:Phane FPhone Ext. |[C:Phone |

...... Fax CFaX
Title C:Title

Assistant | |C:Assistant

To move a field or change its appearance, see “Changing the appearance
of a report template” on page 328.

To add a summary field to a report template:

W 1 Click the Field tool in the tool palette.
e

2 Position the crosshair pointer where you want to insert a field and drag
to define the field’s width.

Note: Put summary fields in Summary or Summary Sorted By
sections; they do not work if you put them in any other section.

When you release the mouse button, the Field List dialog box appears.

3 Select the Summary Field option in the Field Type group box and then
select a summary type.

Select To include this information

Count Total number of records that contain data in the selected field.
Total Total of all values in the selected field.

Average Average of all values in the selected field.

Minimum Lowest value or earliest date or time in the selected field.

Maximum Highest value or latest date or time in the selected field.

4 To include a label for the field, type the label in the Summary Field
Label field.

5 From the Available Fields list, double-click the field that you want to
function as a summary field, or select the field and click Add.



Creating and modifying a report template

Adding a field label to a field in a report template

If you add a field to a report template without including a field label, you
can later add the label to the field.

To add a field label to a field in a report template:

Select the field or fields to which you want to add a label. From the
Objects menu, choose Add Label.

Adding page numbers, dates, and times to a report template

You can add a
page number,
date, time, and
date ranges for
activities, notes/
history, and sales

I Field

Use the fields in the System tab to add a page number, date, time, or date
range for activities, notes/histories, and sales.

Field List B

Eontactl Groupl Notes.-"HistoryI Activitiesl Sales  System |

Awailable fields:

EA08 MUMBEL..e -
L ate

Time

Activity Date Range

Motes/History Date Range LI

Field |abel:

it Cose |  Hep |

To add page numbers, dates, or times to a template:
1 Click the Field tool in the tool palette.

2 Position the crosshair pointer where you want to insert page number,
date, or time, and drag to define the field’s width.

When you release the mouse button, the Field List dialog box appears.
3 Click the System tab and select the data that you want to add.

Note: The Sales Date Range can be included in a Sales section
only.

4 To include a label before the data, type the label in the Field Label
field.
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Removing fields from a report template

You can remove fields and field labels that you no longer need.

To remove a field from a report template:

h‘ 1 Click the Selection tool in the tool palette.
2 Click the field label and then Shift+click the field.

You can also Shift+click to select multiple fields, or drag to select one
or more fields and their field labels.

3 Press the Delete key.

Tip: If you inadvertently delete a field, choose Undo Clear from the Edit
menu to restore the field to its original position.

Changing the appearance of a report template

You can change colors, fonts, and graphic objects in the template using the

tool palette.
Selection IT ﬁ Attribute
Text Al Rectangle
Ellipse | ™, Line
Field — field |
Al v}— Text color
M v}— Fill color/pattern
+R v} —— Line/Border color
I |[F)|>={+—— Border style
=H V}— Line/Border weight

If you do not want to see the tool palette, choose Hide Tool Palette from
the View menu, or click its Close button.

(o8]
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Creating and modifying a report template

Moving objects

You can move any object in a template, including a field, field label, text
object, or graphic. You can drag an object to a new location or align
objects. You can also move objects to different layers in the template, so
that objects can overlap one another. For example, if you create a circle
and then add a square on top of the circle, you can move the square
behind the circle.

When moving objects, you may want all objects to automatically “snap,” or
move, to grid lines to keep them aligned. For more information, see
“Aligning objects” on page 330.

To select one or more objects:
Click the Selection tool in the tool palette, and do one of the following:
= Click an object. Shift-click to select additional objects.
= Drag a selection box around the object or objects.

To move a selected object or objects manually, do either of the following:
= Drag the objects to a new location.
= Press the Arrow keys.

To change the layering of selected objects, choose a command from the
Objects menu:

Command Moves the selected object or objects

Move To Front  To the top layer of the template.
Move Forward Forward one layer in the template.
Move To Back  To the bottom layer in the template.

Move Backward Back one layer in the template.

(o8]
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Resizing objects

You can change the size of an object and make multiple objects the same
height or width. For example, you may want some fields the same size.

Note: In report templates, you can change only the width of fields, field
labels, and text objects. In layouts, you can change the width and height of
fields, field labels, and text objects.

To manually resize a selected object:

Position the pointer over a selection handle. When the pointer changes
to a double-headed arrow, drag the handle.

Multiple objects that you make the same width or height are all resized to
the width or height of the primary object. The first object that you select is
the primary object and has open selection handles. Secondary objects have
closed selection handles.

Open selection handles % =i X ﬁ = 57 Closed selection handles
indicate primary object urnber ':'T;C':'ma':tg' HECDUM (C: Enntactj indicate secondary object

To make a different object the primary object, click the object.

To make multiple selected objects the same size:

From the Objects menu, choose Make Same Height or Make Same
Width.

Aligning objects

You can align objects with grid lines or with one another. For example, you
might align two fields on their left edges. If you align objects with one
another, they are aligned in relation to the primary object. The object with
open selection handles is the primary object. To make a different object the
primary object, click the object.

Tip: Before aligning objects to the grid, you may want to change the grid
spacing. See “Changing ruler and grid displays” on page 336.

To align selected objects to the grid:
From the Objects menu, choose Align to Grid.

(o8]
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To align selected objects with one another:
Do either of the following:
= Click an alignment tool in the toolbar.

Align with left edges of o+ | #o| 1l Align with right edges of

primary object

D= | ¢ primary object

= From the Objects menu, choose Align and select an alignment in
the Align dialog box.

Left toright———————— [~ Top to bottom
' None & Naone These options are
 Align left edges 1 Al fop edaes ﬂl available if you are
 align centers ) Llign centers creating or editing a
 align right edges ) i bottom edaes layout

Adding text

You may want to put a report title in the Header section or add other text
to a template. When you add text, you create a text object. You can change
the color, font, style, and alignment of fields, field labels, and any text you
add.

To add text:

Click the Text tool in the tool palette, drag to define a text box, and
begin typing. If the text does not fit in the text box, it wraps to the next
line.

To change the alignment of selected text objects, fields, or field labels, do
either of the following:

= Click the Left, Center, or Right alignment tool in the toolbar.

= Right-click and choose an Align command from the shortcut menu.

(o8]
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Adding rectangles, ellipses, and lines

You can add graphic elements such as lines, circles, squares, ellipses, or
rectangles to the template.

To add a rectangle or square:

Click the Rectangle tool in the tool palette and drag to define the
[] rectangle. To create a square, press the Shift key as you drag.

To add an ellipse or circle:

Click the Ellipse tool in the tool palette and drag to define the ellipse.

- To create a circle, press the Shift key as you drag.
To add a line:
Click the Line tool in the tool palette and drag to draw a line. To
™ constrain the line to a 90- or 45-degree angle, press the Shift key as

you drag.

Adding a graphic

You can add a graphic such as a company logo to a report template. The
graphic must be a .BMP file.

To add a graphic:

1 In a graphics application, select the graphic and copy it to the
Clipboard using the Copy command.

2 In the ACT! report designer, choose Paste from the Edit menu.

Changing the attributes of objects

You can alter the appearance of the objects by changing the text color,
font, fill color, fill pattern, line or border color, border style, and line or
border width.

Note: If you change object attributes, the attributes you select stay in effect
until you change them again. For example, if you select a yellow fill color,
new graphic objects that you create are filled with yellow until you select a
different fill color. Text and field objects, however, continue to use the
default attributes.
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A0~

A

To change the text color:

1 Use the Selection tool to select one or more objects that contain text
such as a text object that you added, a field label, or a field.

2 Click the Text Color drop-down arrow in the tool palette and click a
color in the color palette.

A< Click to display the color palette

To apply the currently selected text color to an existing text object:

1 Use the Selection tool to select one or more objects that contain text
such as a text object that you added, a field label, or a field.

2 Click the left side of the Text Color tool in the tool palette.
EE= Click here

To change the font:

1 Use the Selection tool to select one or more objects that contain text
such as a text object that you added, a field label, or a field.

2 Do either of the following:
= Choose a font, font size, or font style from the toolbar.

[MS Sans Serif =l [ = B|z|u]|

= Right-click, choose Properties from the shortcut menu, and select
the font, font size, style, and effects.

To change an object’s fill color or pattern:
1 Use the Selection tool to select one or more objects.

2 Click the Fill Color/Pattern drop-down arrow in the tool palette and
select the color or pattern.

No fill color

(o8}
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To apply a colored pattern to objects, select a color, and then reopen
the palette and select a pattern.

To apply the current fill color or pattern to selected object or objects:
Click the left side of the Fill Color/Pattern tool in the tool palette.

m= Click here

To change the color of selected lines or an object borders:

H Click the Line/Border Color drop-down arrow in the tool palette and
select the line or border color.

[ ms L No line or border color

To apply the current color to selected lines or an object’s borders:
Click the left side of the Line/Border Color tool in the tool palette.

m.-. Click here

To change a selected object’s border style:

H Click the Border Style drop-down arrow in the tool palette and select
the border style.
raq]
.’E__ Plain
’ﬁ_— Emboss In
’E-— Emboss Out
’;—— 3D In
’—j—— 3D Out

To apply the current border style to a selected object or objects:
Click the left side of the Border Style tool in the tool palette.

= Click here

To change a selected object’s line weight or border weight:

=E| Click the Line/Border Weight drop-down arrow in the tool palette and
select a line weight from one point to six points.

98}
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To apply the current line weight to a selected object or objects:
Click the left side of the Light/Border Weight tool in the tool palette.

@E Click here

To apply attributes from one object to another:

1 Click the Attribute tool in the tool palette and then click the object
whose attribute you want to select. The object’s attributes appear in
the tool palette.

2 To apply an attribute to other objects, select the objects and click the
left side of a tool in the tool palette.

To change an object’s properties:

1 Double-click the object whose properties you want to change.
The following illustration shows the Object Properties dialog box for a
Character field. For other objects, the dialog box may be different.

Object Properties E

Style I Faont I Type Formatl

™ Close up blank space
™ ‘wiap text

Field M ame

IE:Eompany

[rata type:

IEharacter

QK I Cancel | Lol |

2 In the Format tab, select any of the following options:

= Don't Print If Duplicated—Eliminates duplicate fields, field labels,
or text in the records that follow.

= Close Up Blank Space—Shortens the field, field label, or text object
so that it accommodates the data or text contained in it without
leaving extra blank space. It also moves adjacent fields or text
objects to the left to eliminate the extra blank space.

= Wrap Text—Adds a line in the report and overrides text
justification. Moves text or data to the next line if it is too long to fit
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in the text object or field. If this option is not selected, text or data
may be truncated; truncated text or data is indicated by an ellipsis

(...).
* (Numeric and date fields) Appearance—Specifies how to display
numbers or dates in the field.

= (Numeric fields) Negative Numbers—Specifies the symbol to use to
display negative numbers in the field. The Decimal Places option
determines how many decimal places are displayed in the report.

3 (Contact fields) In the Type tab, select the Use My Record option to
include data from your My Record in this field in the report.

4 Set attributes in the Style and Font tabs and click OK.

Changing ruler and grid displays

Rulers and grids help you align objects. If you prefer not to see them, hide
them. You can change the units displayed on the ruler and the number of
divisions, or tick marks, between units on the ruler. The divisions also
determine the grid size.

To hide the rulers:

From the View menu, choose Hide Rulers. To display the ruler again,
choose Show Rulers from the View menu.

To hide the grid:

From the View menu, choose Hide Grid. To display the grid again,
choose Show Grid from the View menu.

To change the ruler settings:
1 From the View menu, choose Ruler Settings.

2 In the Ruler Settings dialog box, select the units for the rulers and the
number of divisions between each unit on the ruler.

Undoing changes to a report template

To undo your most recent change, choose Undo from the Edit menu
before you perform another operation. The name of the Undo command
depends on your most recent action.

(o8]
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Note: You cannot undo the addition of a field or a field label or changes

you made using the Object Properties dialog box.

Specifying which data appears in a report template

The names of these
options are different
for group reports

You can set filters each time that you run a report or you can save filter
settings with a report template. For example, you can set filter options to
create a report template that gives you information about notes/history and
activities in the last quarter only. Each time you run the report, the filtering
options are already set. This can save time if you frequently run the same
report with the same filter settings.

To specify which data appears in a report template:

1 From the report designer Edit menu, choose Define Filters.

Define Filters E

Activities/MNotes/Histaries I Sales I

— Create report for

' Current contact
- & Current contact lookup
&l contacts

™ Ezclude My Record

—Send output to

I Printer

=

& Al users
" Selected users

~Include data for contacts managed by—

Chris Huffran

()8 I Cancel |

Help

2 In the General tab, select the contacts or groups that you want to
include in the report and the default output setting. Select All Users or
Selected Users to indicate which user’s data should be included in the

report.

Tip: If you always want to preview a report before printing it,
select Preview from the Send Output To drop-down list.

3 In the Activities/Notes/Histories tab, do the following:

= Select the notes, histories, attachments, and e-mail that you want to
include in the report. Select a date range for the notes, history,
attachments, and e-mail, or click the Custom button to specify a

custom date range.
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= Select the activities that you want to include in the report. Select a
date range for the activities, or click the Custom button to specify a
custom date range.

= Select the users whose data you want to appear in the report.

4 If the report includes sales data, click the Sales/Opportunities tab and
select the type of sales data, the date range for the data, a sort order,
and the users whose data you want to appear in the report.

5 From the File menu, choose Save to save the settings with the report
template.

Creating label and envelope templates

It is usually easier to modify a label or envelope template than it is to
create a new one, but you may want to start with a new template. You can
change only the fields and the appearance of the objects in a label or
envelope template.

To create a new label template:
1 From the ACT! File menu, choose New.
2 In the New dialog box, choose Label Template and click OK.

Mew Label E

Label Size |

LChoosze a label layout:

[

— Label layout

Previe

Left Margin -~ Horizontal Spacing

Top Mrgn. 4= i
—
Yert. Spe 4—
l—\_\_\_\_\_\_\_'_'_/_,_.-‘I
“width
— Page margin — Label size

Top: |D.83“ 3 width:  [2 5

Left: ID.3‘I " 33 Height: ID.SS" 3:

— Space between labels — Mumber of labels

Wertical: Ig_-] R 3 Across:

|3 33
Horizontal: Ig_25" 3 Down: |1 i) 3:

0K, I Caricel | Help |—— Click for option details

3 From the Choose A Label Layout list, choose a label layout or Custom.

(o8]
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I Field

4

If necessary, set or change the page margins, label size, space between
labels, and number of labels.

The Preview display reflects your changes and the name in the Choose
A Label Layout field changes to “Custom #.” You can change this name.

Tip: For more information about adjusting margins, see “To learn
more about modifying templates” on page 342.

Click OK.

A blank label template appears in the report designer window with the
dimensions and specifications you set. You can change only the fields
and the appearance of the objects in a label template.

To add fields, click the Field tool in the tool palette, move the pointer

to the location for the field and drag to define the field’s width. When
you release the mouse button, the Field List dialog box appears.

Field List E
Contact |

Available fields:

2

2nd Phone
2nd Phone Ext.

2nd Title

3rd Contact

3rd Last Reach

3rd Phone

3rd Phone Ext.

3rd Title

Address 1

Address 2

Address 3 LI

™ Add field label
™ Use My Record

i Close |

Select the field and click Add.

To include a field label, select the Add Field Label option. To include
data from the My Record, select the Use My Record option.

To make further adjustments to the format of objects, such as the size
and font style of the text, double-click the object.

Tip: To preview your changes, choose Print Preview from the File
menu.
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To create a new envelope template:
1 From the ACT! File menu, choose New.
2 In the New dialog box, choose Envelope Template and click OK.

Mew Envelope E

Envelope Size |

LChooze an envelope size:

Envelope size

width: |9.5" 3:

Height: [413"

oK I Cancel | Help |—— Click for option details

3 Select an envelope size or Custom.
4 If necessary, set or change values for the envelope width and height.

If you change any of the values, the name in the Choose An Envelope
Size field changes to “Custom #.” You can change the name.

5 Click OK.

A blank envelope template appears in the report designer window
with the dimensions you set.

- 6 To add fields, click the Field tool in the tool palette, position the
[ Field pointer where you want to insert a field and drag to define the field's
width. When you release the mouse button, the Field List dialog box
appears.

Field List E
Contact |

Available fields:
2nd Contact

2nd Last Reach
2nd Phone

2nd Phone Ext.
2nd Title

3rd Contact

3rd Last Reach
3rd Phone

3rd Phone Ext.

3rd Title

Address 1

Address 2

Address 3 LI

™ Add field label
™ Use My Record

i Close |
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7 Select the field and click Add.

To include a field label, select the Add Field Label option. To include
data from the My Record, select the Use My Record option.

Tip: Select the Use My Record option if you are adding a field in
the return address in the envelope template.

To make further adjustments to the format of objects, such as the size
and font style of the text, double-click the object.

To change the page margins, choose Page Setup from the File menu.

Tip: To preview your changes, choose Print Preview from the File
menu.

Modifying label or envelope templates

You can modify the label and envelope templates included with ACT! If
you use envelopes with a preprinted return address, you can remove the
return address from the envelope template. You can also change the font
size and style of the address information. For example, you might use one
font for the return address on an envelope and another font for the
recipient’s name and address.

To modify a label or envelope template, do either of the following:

From the File menu, choose Open. In the Open dialog box, select
Label Template or Envelope Template in the Files Of Type drop-down
list. Select the template.

From the File menu, choose Print. In the Print dialog box, select
Labels or Envelopes from the Printout Type drop-down list. Select the
label or envelope type that you want to edit and click the Edit
Template button.

Saving and reusing templates

To use your templates later, save them. If you add a report template to the
Reports menu, you can run the report by choosing it from the Reports
menu. See “Modifying the Lookup, Write, and Reports menus” on

page 350.
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To save a report, label, or envelope template, do one of the following:

= To overwrite an existing template or to save a new template for the
first time, choose Save from the File menu.

= To save a modified template with a different name, leaving the original
template unchanged, choose Save As from the File menu and give the
template a different name.

To learn more about modifying templates

Additional information about modifying report, label, and envelope
templates can be found in Knowledge Base articles, available on the
Symantec web site.

To access ACT! Knowledge Base articles:
1 Enter the following URL in your web browser:

http://www.symantec.com/techsupp/knowbase/advanced.html
2 In the Select A Product drop-down list, select ACT! 2000 for Windows.
In the Enter A Keyword field, type the number of the Knowledge Base

article that you would like to view and click Search. See the following
table for a list of relevant Knowledge Base articles.

For information about Enter this article number

Sorting a report using Summary Sorted By 1998331103116
Editing the History Summary Classic template 1999040711064101

Setting or adjusting label margins 1998111214360901




Customizing ACT! for
Efficiency

You can customize ACT! to use the application more efficiently. You can
create macros that automate actions that you perform repeatedly and start a
macro or application when you enter or exit a field. Add indexes to speed
up lookups, queries, and sorts. If you have more than one ACT! database
or a favorite layout, you can ensure that each time you start ACT!, it
displays the database and layout you want. You can update your reminders
for backing up your database, running group membership rules, or other
tasks in a single location. Customizing the menus and toolbars an ACT!
window can also help you become more productive.

You can also improve your efficiency when entering and viewing data by
customizing layouts and fields. See Chapter 15, “Customizing Data and
How It is Displayed” for details.

Automating tasks with macros

Macros are shortcuts that save time by automating keyboard and mouse
actions that you perform regularly. For example, if you often run the
Contact Report for all your contacts in a certain area, you can create a
single macro that performs the lookup and runs the report.

Creating a macro

You create macros by recording the actions that you want to automate. For
example, to create a macro to send a mail-merged letter to contacts whose
ID/Status is Supplier, you must record the actions of performing the

lookup, running the mail merge, printing the letter, and creating envelopes.
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Tip: Before creating a macro, write down all actions you want to automate.
Include the keys you must press to perform an action. (Using the keyboard
rather than the mouse provides greater reliability when recording and
running a macro.) For example, to display the Monthly calendar, you might
include the action “press F5.” When you record the macro, refer to the list
to be sure that you perform all required actions.

To create a macro:
1 From the Tools menu, choose Record Macro, or press Alt+F5.

Record Macro E

Mame macro to record:

Description:

Fecord events:
IHecord clicks and drags [Mouse events) j

Becord I Cancel | Help I—— Click for option details

2 Enter a name and a description of the macro.

From the Record Events drop-down list, select an option to specify the
events you want to record.

Tip: We recommend that you select the Record Everything Except
Mouse Events option for maximum reliability, and then use the
keyboard, rather than the mouse, to perform the actions.

4 Click Record and perform all actions that you want to record.

Your actions are recorded, including making and correcting mistakes,
until you stop recording the macro.

5 To stop recording the macro, choose Stop Recording Macro from the
Tools menu, or press Alt+F5.

Running a macro

Running a macro is simple. If you use a macro frequently, you can add an
icon for it to the toolbar and run it by clicking the tool on the toolbar. See
“Creating commands to run macros or other applications” on page 362.

You can also run a macro automatically when you start ACT! (see “Making
the startup process more efficient” on page 346) or when you enter or exit



Automating tasks with macros

a field (see “Automatically launching applications or macros from fields” on
page 345).

To run a macro:

1 From the Tools menu, choose Run Macro.

2 In the Run Macro dialog box, select the macro that you want to run.

3 (Optional) To run the macro at the speed at which you recorded it,
select the Run At Recorded Speed option and click Run.

Tip: If a macro does not perform as you expect, run it at the
recorded speed to help identify the point of failure. Then, re-
record the macro, changing the sequence of steps, and rerun the
macro.

Deleting a macro

You can delete any macros that you no longer need.

To delete a macro:

From the Tools menu, choose Delete Macro. In the Delete Macro
dialog box, select the macro and click Delete.

Automatically launching applications or macros from fields

You can start, or trigger, an external application or an ACT! macro when
you enter or exit a field. For example, you can write a program using the
ACT! Software Developers Kit that automatically fills in the city if you type
a zip code (postcode) and then exit the Zip (Postcode) field.

To automatically launch an application or macro from an ACT! field:
1 From the Edit menu, choose Define Fields.
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Choose Contact
or Group

Select the field you
want to modify
from this list

2 In the Fields tab in the Define Fields dialog box, click the Triggers tab.

E—— B Click the

Fields | Advanced | | Triggers tab

Fecard type: Attributesl Drop-down  Triggers | Mew Field |

Contact =

—Select programto———————————————— Delete Field |

Launch when entering field:

| o

2nd Last Reach
2nd Phone

2nd Phone Ext.
2nd Title

3rd Contact

3rd Last Reach
3rd Phone Launch when egiting field:

3rd Phone Ext.

3rd Title | —I
Address 1

Address 2

Address 3

Alt Phone

Alt Phone Ext.

Azsgistant

.ﬁsst. Phone LI

et Dl Cok

Click for

k| Concel | h=h |"option details

3 From the Record Type drop-down list, choose Contact or Group and
select the field on the left side of the dialog box.

4 Enter the filename and location of the program or macro you want to
launch, or click the Browse button to locate the file or macro.

You can start a program or macro when you enter or exit a field. You
must select an executable (.EXE) file or a macro (.MPR) file. To select a
macro, select Macro Files in the Files Of Type drop-down list.

Making the startup process more efficient
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Starting ACT! can be more efficient if you specify the contact and group
layouts to open at startup, the database to open at startup, and a macro to
run at startup.

You can also specify whether all new contacts and groups should be public
or private records. If you find that you create more private records than
public records, change the default setting to create private records. No
other users of your database can see private records—not even a user with
Administrator security level



Setting reminders

Click the Startup tab

To specify startup settings:

1 From the Edit menu, choose Preferences. In the Preferences dialog
box, click the Startup tab.

General I Colors and Fonts | Calendars I Scheduling I E-mail I
Synchronization I Mames Startup | Spelling I Dialer I ‘WinF ax Options
|
— Contact window — Group windo
Default contact layout: Default group layout:
|| =0 L
[~ Make new contacts private [~ Make new groups private
— Startup database — Run macro on startup
' Last opened
- M
" Named database: |< e J
Click for
ok I Cancel | il | Help 'I"option details
2 In the Contact Window group box, specify the contact layout you want
opened by default. The layout you select applies to all databases.
3 If you want all new contacts to be private contacts, select the Make
New Contacts Private option.
4 In the Group Window group box, specify the group layout you want
opened by default.
5 If you want all new groups to be private groups, select the Make New
Groups Private option.
6 In the Startup Database group box, select the database you want to
open at startup.
7 In the Run Macro On Startup group box, select a macro to run at

startup.

Setting reminders

You can set reminders for tasks that you want to perform periodically,
including backing up a database, performing database maintenance,
updating your ACT! and Outlook calendars, running group membership
rules, synchronizing your data, and rolling over activities.
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ACT! will perform
the tasks that are
checked

Click to set

You can set reminders for each of your databases; for example, you might
set a reminder to run group membership rules every day for a database
you frequently add contacts to and every seven days for a database that
you use less often. When the interval for a reminder has elapsed, ACT!
displays a reminder when you open the database, similar to the one in the
following illustration.

ALCT! Reminders E

Below is a Jist of ACT! reminders that pou have set. Select the tasks that you want to
perform now.

Last performed: Dizplay reminder every:

[w]D atabase maintenance 54 day(z) 7 dayls)
[w]Fun group membership rules 30 day(z) 7 dayls)
[w|Roll over activities to today's calendar: 41 Calliz], 11 Meeting(z], 2 Ta-dal's)

reminders — SetReminders... | (u] % I Cancel | Help |—— Click for OptIOl’l details

& Every |1 jj days
Set this option to turn —

off the reminder
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You can set or change all reminders using the ACT! Reminders dialog box.
You can display this dialog box at any time to set or change the reminders
for the currently open database.

To set or change reminders:

1 If the ACT! Reminders dialog box is not displayed, choose
Set Reminders from the File menu. If the ACT! Reminders dialog box
is displayed, click the Set Reminders button.

Set Reminders E

Beminder:

naintenarce L — Select the reminder

— Display Reminder

| These options depend on the reminder

IRy : ; .
Dontt remind me again that you are setting or changing

QK I Cancel | Help

—— Click for option details

Select the reminder you want to set from the Reminder drop-down list.

Set the options in the Display Reminder group box. To turn off the
reminder, select the Don’t Remind Me Again option. For details, click
the Help button.



Speeding up lookups, queries, and sorts

Speeding up lookups, queries, and sorts

Choose Contact

Click to add an index

ACT! builds indexes, or tables of data, on some fields to speed up lookups,
queries, and sorts. If you perform a lookup, query, or sort on an indexed
field, ACT! uses the index to find or sort records rather than looking
through every record, one by one. Performing lookups, queries, or sorts on
non-indexed fields may take longer for large database and slower
computers.

The contact fields City, Company, First Name, ID/Status, Last Name, Phone,
State (County, Land, or Province), and Zip (Postcode) are indexed by
default. The group fields City, Group Name, Priority, and State are indexed
by default. You can index other fields in the contact or group database.
However, you should index only the fields on which you perform lookups,
queries, and sorts most frequently.

Note: Do not index too many fields because the database will use more
disk space, and simple actions such as saving a record will take longer.

To index a field:
1 From the Edit menu, choose Define Fields.
2 In the Define Fields dialog box, click the Advanced tab.

. Define Fields E
Click the Advanced tab
Fields Adwanced |
Becord type:
Contact =
~ Indexe: Match duplicates using
[hdles ot Match on:
I City j I Company j
Tihem ot Then on:
I Compary j I Contact j
ke o Then on:
|<N0ne> j IF'hone j

I Enable transaction logging
V¥ Enable duplicate checking
V' Allaw history editing

Mew Index | Deletelndegl
I

Click for

’TI Cancel | Help |_' option details

3 From the Record Type drop-down list, choose Contact or Group.
4 In the Indexes group box, click New Index.
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5 Select the field at the top of the Indexes list.
6 Choose the field that you want to index from the Index On list.

Tip: To quickly select a field, type the first few characters of the
field name.

7 Specify secondary sort criteria to be used when ACT! performs lookups
or queries on this field by selecting a field from the Then On drop-
down lists.

If you don’t need indexes that you created, you can delete them to
improve database performance. You cannot delete the default indexes.

To delete one or more indexes:
1 From the Edit menu, choose Define Fields.

2 Inthe Advanced tab in the Define Fields dialog box, choose Contact or
Group from the Record Type drop-down list.

3 From the list of indexes on the left side of the dialog box, select the
index and click Delete Index.

Customizing menu bars and menus

You can customize the menu bar in any ACT! window so that it displays
the menus you need, in the order you need them. You can create your
own menus and add them to a menu bar or modify existing ACT! menus
by adding, removing, and renaming commands.

Modifying the Lookup, Write, and Reports menus

(o8]
o

You can add query files to the Lookup menu; word-processing templates to
the Write menu; and report, label, and envelope templates to the Reports
menu. You must save the query or template before adding it to a menu.
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To add a command to the Lookup, Write, or Reports menu:
1 From the Lookup, Write, or Reports menu, choose Modify Menu.
2 In the Modify Menu dialog box, click Add Item.

Add Custom Menu ltem E

Filename and location:

f _l—— Click to locate the file or template

LCommand name to display in men:
I | Type the command that you want to

appear on the menu here

] | Cancel | Help |

3 Click the Browse button, locate the file or template, and click Open.
Enter the text that you want to appear in the menu and click OK.
The new command appears in the Modify Menu dialog box.

To rearrange or delete custom commands:
1 From the Lookup, Write, or Reports menu, choose Modify Menu.

The Modify Menu dialog box appears, listing the commands you have
added.

2 To move a command in the menu, select the command and click Move
Up or Move Down. To remove a command from the menu, select the
command and click Delete Item.

Tip: To add a separator line above a command, select the
command and click Separator.

Modifying the Internet Links menu

You can add commands to the Internet Links menu so that you can access
any Internet web site directly from within ACT! For a description of the
commands you can add to the Internet Links menu, see “Adding web sites
to the Internet Links menu” on page 94.

For more information about adding web sites to the Internet Links menu:
1 Choose Help Topics from the Help menu.
2 Click the Index tab, type Internet Links and double-click a topic.

(o8]
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Creating and modifying menus

Command
separator

You can create your own menus in any ACT! window and add commands
to them. In addition, you can customize any menu in ACT! You may want
to rename commands, add commands, remove commands that you do not
use, add a custom submenu, or add separators between commands.

The following illustration shows a menu added to the Contact window. It
contains one submenu with three commands as well as other commands
for creating and scheduling activity series and maintaining activities.
Separators divide the commands into logical groupings. Although this
illustration shows ACT! commands, you can add your own custom
commands to existing ACT! menus or to any menu you create. (For
information about creating custom commands that you can add to a menu,

see “Creating commands to run macros or other applications” on
page 362.)

This new menu was added to the

’_ Contact window

Schedule Edit Contact Lookup ‘wiite Sales Heports To

(mEC = (]
— [ ld = Call
! — @ : These commands on the submenu
@ Clear Activity... 151 Meeting
' - were renamed
[Elean M ultpledetiities... @ To-do

8 Reschedule Activity...
Wiew/E dit Activity Details...
&8 Send Activity...

Create/Edit Activity Series...
Schedule Activity Series...

To get started creating or customizing menus:

1 Display the window containing the menu that you want to customize.
From the Tools menu, choose Customize <Window>.



Customizing menu bars and menus

Click the Menus tab

2 In the Customize ACT! dialog box, click the Menus tab.

Customize ACT! Contacts Window E

Tookars Menus | Keyboardl Cuistom Eommandsl

Dirag commands from the list onta a menu.

Select a menu or Categories: Menu:
category of ———Fie
commands Commands:
<Separator:

Mew...
Shows all the Q E
commands in the i i
selected (9 Llose
category el Save

ave Copy s,
Save Copy &
Import...

Shows all the
menus on the

menu bar

| v

A

Hew Menu

Mew Submenu

Fiename

Delete

Beset

" Drescription

o]

Cancel

|_ Click for option

inel) h=h [ details

To create a new menu:

1 In the Menus tab of the Customize ACT! dialog box, click New Menu.

Menu name:
IS&cheduIe
QK I Cancel | Help

The name you enter here will appear in the

menu bar. You can open this menu by
pressing Alt+C

2 In the New Menu dialog box, type a name for the new menu.

The name you enter in this dialog box will appear as the name of the
new menu in the menu bar. If you want to be able to open this menu
using an access key, type & before the letter to be used as the access

key. For example, to open the Schedule menu by pressing Alt+C, enter

S&chedule .

In general, you can add any commands to any new or existing menu in
any window. (To add custom commands to the Lookup, Write, and Reports
menus, see page 350. To add internet link commands to the Internet Links

menu, see page 351.)
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To add a command to a menu:

1 Inthe Menus tab of the Customize ACT! dialog box, select the category
of commands you want to add to a menu from the Categories list.

Tip: If you created a custom command that you want to add to a
menu, select Custom Commands. To create a custom command,
see “Creating commands to run macros or other applications” on
page 362.

The Commands list shows the commands in the category you select.

2 In the Menu list, click the + (plus sign) before the menu that you want
to add commands to.

Clicking the + displays all commands in the menu. A new menu does
not display the + until you add a command to it.

3 Drag a command from the Commands list and drop it onto a command
in the Menu list. The new command will be added after the command
in the Menu list.

Tip: To assign a shortcut key to a command you added to a menu, see
“Modifying keyboard shortcuts” on page 360.

A submenu, sometimes called a cascading menu, is an item on a menu
that contains commands. You can add a submenu to any new or existing
menu and then add commands to it.

To add a submenu to a menu:

1 Inthe Menus tab of the Customize ACT! dialog box, select a command
in a menu in the Menu list on the right side of the Menus tab.

The new submenu will be added below the selected command.
Click the New Submenu button.

In the New Submenu dialog box, enter a name for the submenu and
click OK.

To change the order of commands on a menu:

In the Menus tab of the Customize ACT! dialog box, drag the command
in the Menu list to a new location.

A command separator is a horizontal line that you can add to a menu to
group similar or related commands.



Customizing menu bars and menus

To add a command separator to a menu:

In the Menus tab of the Customize ACT! dialog box, drag the
<Separator> entry from the Commands list to a command on the Menu
list. The separator will be added below the command.

To remove a command or command separator:

In the Menus tab of the Customize ACT! dialog box, select the
command or separator in the Menu list, and click Delete.

To rename a menu or command:

1 Inthe Menus tab of the Customize ACT! dialog box, select the menu or
command in the Menu list, and click Rename.

2 In the Rename Menu dialog box, type a new name for the menu or
command.

If you change your mind or make a mistake when customizing a menu,
you can reset the menus so that they show the original commands.
Resetting the menus changes only the menus in the current window and
removes any menus that you created in the current window.

To reset the original menus:
In the Menus tab of the Customize ACT! dialog box, click Reset.

Changing the menu bar

You can change the order of the menus in any menu bar. For example, if

you seldom use the commands on the View, Tools, and Window menus in
the Contact window, you might move them to the right where they are out
of your way.

These menus have been dragged
here on the menu bar

H File Contact Lookup Edit ‘wiite Sales Beportz |ntermnet Links Help Yiew Tools Window |

To move a menu on the menu bar:

In the Menus tab of the Customize ACT! dialog box, select the menu in
the Menu list and drag it to a new location in the list.

(8
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To remove a menu from the menu bar:

In the Menus tab of the Customize ACT! dialog box, select the menu in
the Menu list and click Delete.

Changing the View bar

The View bar, which is displayed along the left of the ACT! window by
default, allows you to display a view with a single click. You can display a
large View bar (the default) with large or small icons. Or you can display a
mini View bar, which appears in the lower right corner of the ACT!
window and is similar to the buttons in previous versions of ACT! for
displaying ACT! windows.

To change the display of the View bar:

Right-click in the View bar and choose Large Icons, Small Icons, or
Mini View bar.

To change from the mini View bar to the default View bar:

Right-click in the mini View bar and choose Large View Bar from the
shortcut menu.

Creating and customizing toolbars

You can modify any toolbar in any ACT! window and create your own
toolbar that contains the tools you use most often. You may want to
rearrange the tools, add new tools, remove tools that you rarely use, or add
a separator between tools. You can display large or small buttons and
specify whether to display tooltips when you move the pointer over a tool
in the toolbar.

The following toolbar was modified for the Contact List window and
illustrates some of the changes you can make to customize a toolbar.

Arrow keys before and after the record A new toolbar has
counter have been removed been added for editing
|
| |
[[4o32 |20 | B2 @ B2 (=8N

A tool separator has been added _

(o8]
(o]



Creating and customizing toolbars

Rearranging and grouping tools on a toolbar

You can change the order of the tools in a toolbar and add a tool separator
between tools to group similar or related tools.

To move a tool on a toolbar:
1 Display the window containing the toolbar you want to change.

2 Hold down the Alt key and drag the tool to a new location on the
toolbar.

Tip: Do not drag the tool to the blank area on the right of the
toolbar; doing so will remove the tool from the toolbar.

To add or remove a tool separator between tools in a toolbar:
1 Display the window containing the toolbar you want to change.

2 Hold down the Alt key and drag a tool slightly to the right. The
separator appears before the tool on the toolbar.

To remove the separator, hold down the Alt key and drag the tool to
the left so that it covers the separator.

Removing a tool from a toolbar

You can remove a tool from the toolbar.

To remove a tool from the toolbar:
1 Display the window containing the toolbar you want to change.

2 Hold down the Alt key and drag the tool up and away from the
toolbar.

Hiding and displaying toolbars

If you created a toolbar for a window, ACT! displays it by default. You can
hide and then display any toolbars, including the default toolbars.

To hide and display toolbars:

Display the window containing the toolbar you want to hide or
display. From the Tools menu, choose Toolbars and click the toolbar
name.

(o8]
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Making toolbars easier to use

To help you identify the tools on the toolbars, you can display large icons
and tooltips. These changes are made to all toolbars, including toolbars
that you created, in all ACT! windows.

To change the display of all toolbars:
1 Display the window containing the toolbar you want to change.

2 From the Tools menu, choose Customize <Window>, or right-click in a
toolbar and choose Customize Window from the shortcut menu.

Customize ACT! Contacts Window E
Toolbars | Menusl Keyboardl Cuistom Eommandsl

Dirag command from the list onta the toolbar

Lategories:

| File =l | e Taolbar. 1 Beset

Commands: Button size

[ Mew.. | & Somall buttons These options

(= Open... apply to all

=5 Close £ Large buttans toolbars in all
© windows

n Save V' Show tooltips

= Ewxport... LI

" Drescription

Click for option
| details

QK | Cancel | Lol | Help

3 In the Toolbars tab, select Small Buttons or Large Buttons.

4 Select Show Tooltips to display a brief explanation when you rest the
pointer over a toolbar button.

Creating toolbars

You can create your own toolbars for any ACT! window and add tools for
existing or custom commands.

To get started creating or customizing toolbars:

1 Display the window containing the toolbar you want to customize.
From the Tools menu, choose Customize <Window>, or right-click in
the toolbar and choose Customize Window from the shortcut menu.

(o8]
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Select a menu or

category of commands

Shows all the
commands in the
selected category

2 In the Customize ACT! dialog box, click the Toolbars tab if it is not

already selected.

Customize ACT! Contacts Window E

Taalbars | Menus | Keyboard | Custom Commands |

Dirag command from the list onta the toolbar

Lategories:

|File

Commands:

Beset

Button size

[ Mew...
= Open...
B Closs
& Save

=g |mport....

=y Export...

n Save Copy As...

21 & Small buttons
 Large buttons

V' Show tooltips

" Drescription

Cancel Lol

Help

|_

To create a toolbar:

These options
apply to all
toolbars in all
windows

Click for option
details

1 In the Toolbars tab of the Customize ACT! dialog box, click New

Toolbar.

2 In the New Toolbar dialog box, type a hame for the toolbar and click

OK.

This name will appear on the View > Toolbars submenu. An empty

toolbar appears next to the Customize ACT! dialog box.

An empty toolbar appears next to the Customize ACT! dialog box

3 Add the tools that you want to the toolbar. See the procedure that
follows for details or click the Help button.

You can add tools to the default toolbars or to a toolbar that you created.

(8
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To add a tool to a toolbar:

1 In the Toolbars tab of the Customize ACT! dialog box, select the
category of tool that you want to add in the Categories drop-down list.

Tip: If you created a custom command that you want to add to a
toolbar, select Custom Commands. To create a custom command,
see “Creating commands to run macros or other applications” on
page 362.

2 In the Commands list, select the command for the new tool and drag
the command onto the toolbar.

If you change your mind or make a mistake when customizing a default
toolbar, you can reset the toolbar so that it shows the original tools.
Resetting a toolbar changes the default toolbar in the current window and
removes any toolbar that you created for the current window.

To reset the default toolbar to its default settings:
In the Toolbars tab of the Customize ACT! dialog box, click Reset.

You can delete any custom toolbar that you created.

To delete a custom toolbar:
1 Display the window containing the toolbar you want to delete.

2 From the View menu, choose Toolbars > Delete Toolbar, or right-
click in the toolbar and choose Delete Toolbar from the shortcut
menu.

3 In the Delete Custom Toolbar dialog box, select the toolbar and click
Delete.

Modifying keyboard shortcuts

Many ACT! commands have shortcut keys that you can use instead of
choosing the command from a menu. For example, the shortcut key for the
Open command is Ctrl+O. You can modify shortcut keys or add shortcut
keys to existing ACT! commands or commands you have added to a menu.



Modifying keyboard shortcuts

To get started customizing the shortcut keys:

1 Display the window containing the shortcut keys you want to change.
From the Tools menu, choose Customize <Window>.
2 In the Customize ACT! dialog box, click the Keyboard tab.
Keyboard
Click the Keyboard tab Toolbarsl Menuz  F.ey IUBT |Eust0m Eommandsl
Sel Lategories:
elect a menu or | -
category of commands Fle |
Commands: Aszsigned shortouts:
t0pen... Chil+0
gg[::: E::::;V’ Femove Shortout |
Shows all the Save Copy kis. F12
commands in the —— g'g':";g[‘t Alt+F12 &l

selected category

Rbestare.
L JTesrs |

&Link with Handheld Device...
Syncthronize...

Synchronibze Setup...
LBackup...

— Description
Create a new file

| Click for option

oK Cancel ] Hel :
| anee SPEY i details

1T

To add a new shortcut key:

1

In the Keyboard tab of the Customize ACT! dialog box, from the
Categories drop-down list, select the menu containing the command to
which you want to assign a shortcut key. To assign a shortcut key to a
custom command that you created, select Custom Commands.

The Commands list displays the shortcut keys assigned to commands
on the selected menu.

In the Commands list, select the command and click the Assign
Shortcut button.

In the Assign Shortcut dialog box, enter the key combination that you
want to assign to the command.

If the key combination is assigned to another command, the command
name is displayed in the dialog box. Do either of the following:

= To replace the current shortcut assignment with the new
assignment, click OK.

= Enter a different key combination and click OK.

(o8]
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To delete a shortcut key:

1 In the Keyboard tab of the Customize ACT! dialog box, from the
Categories drop-down list, select the menu containing the command
from which you want to remove a shortcut key. To remove a shortcut
key to a custom command that you created, select Custom Commands.

The Commands list displays the shortcut keys assigned to commands
on the selected menu.

2 In the Commands list, select the command and click Remove Shortcut.

If you change your mind or make a mistake, you can reset the shortcut
keys to the default, which resets all shortcut key assignments in every
menu in the current window.

To reset the original shortcut keys in the current window:
In the Keyboard tab of the Customize ACT! dialog box, click Reset.

Creating commands to run macros or other
applications

You can create commands that perform actions outside of ACT!, such as
starting an application or opening a file. You can also create a command
for an ACT! macro.

Commands that you create appear in the Commands list in the Toolbars,

Menus, and Keyboard tabs of the Customize ACT! dialog box, so that you
can add the commands to a toolbar or menu and assign shortcut keys to

them. For example, if you use the Windows Calculator while using ACT!,
you can create a command to open the Calculator and add the command
to a toolbar or menu or create a shortcut key for it.

Note: After you add a custom command, you must add it to a menu or
toolbar, or assign a shortcut key to it.

To get started customizing commands:

1 Display the window that you want to customize and from the Tools
menu, choose Customize <Window>.

2 In the Customize ACT! dialog box, click the Custom Commands tab.

(o8]
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Creating commands to run macros or other applications

Click the Custom
Commands tab

Existing custom
commands appear
in this list

The following illustration adds a command for the Windows Calculator.

Customize ACT! Contacts Window E
Toolbarsl Menusl Keyboard Eustomlﬁommands | %
Custom Commands: )
r | Click to create a
Hew
- | new command
[Eopy
Welete
Command rarne: ICalCuIator
: o . | Click to locate
: Swindowshcale. exe I ¥
Command fine: I Browse the file
Start jr: IC:\windows
Dezcription: Start Calculator Click to locate
sserpten: I an icon file
Tooltip text: IEaIcuIator
Menu text: I&Ealc Bun: lm §
Click for option
()8 Cancel Appl Hel — .
| | S | & |_ details

To create a new custom command:

1

In the Custom Commands tab of the Customize ACT! dialog box, click
New.

In the Command Name field, type a name for the command. This text
will appear in the lists of commands in the Toolbars, Menus, and
Keyboard tabs of the Customize ACT! dialog box.

In the Command Line field, enter the exact filename and location of
the application’s executable file, document file, or macro file that you
want to be able to open. Or, click the Browse button to locate the file.

(Optional) In the Start In field, enter the name of the folder that
contains the data files associated with the application. Or, click the
Browse button to locate the folder. If you leave this field blank, ACT!
looks for the application’s data files in the same location as the
executable file.

In the Description field, enter a description of the command.

If you add the command to a toolbar or menu, the Description text
appears in the status bar when you rest the pointer over the tool or the
command.

In the Tooltip Text field, enter a short description of the command.

If you add the command to a toolbar, this text is used in the tooltip for
the command.
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7 In the Menu Text field, enter the name that you want to appear in
menus if you add this command to a menu.

8 From the Run drop-down list, select Normal, Minimized, or Maximized
to specify how the launched application will run.

9 To assign an icon to the command, click the Icon button. Locate the
icon file and click OK.

You must select a file with an .EXE, .ICO, or .DLL extension. EXE
(executable) files generally contain multiple icons.

Tip: Before adding a tool for a custom command to a toolbar, you
must assign an icon to the command.

10 Click OK to save the custom command.

You can also create a custom command by first copying an existing custom
command and modifying the options for the command.

To copy a custom command:

In the Custom Commands tab of the Customize ACT! dialog box, select
the command that you want to copy in the Custom Commands list.
Click Copy.

A new command is created with the information from the command
you copied. You can modify any or all information.

To modify a custom command:

In the Custom Commands tab of the Customize ACT! dialog box,
double-click the command in the Custom Commands list and modify
any or all information.

To delete a custom command:

In the Custom Commands tab of the Customize ACT! dialog box, select
the command in the Custom Commands list and click Delete.

o)
o
~









Importing and Exporting
Data

You can import data from an ACT! database or other application into an
open ACT! database. You may want to import records from another ACT!
database to consolidate all your records into one database. Or, you may
need to import data from another software application or from an
electronic mailing list into your ACT! database.

You can also export data from one ACT! database to another ACT! database
or to a delimited text file for use in another application.

Note: You can link data with ACT! databases on a Microsoft Windows CE
Handheld Personal Computer (HPC). If you use a PalmPilot pocket
organizer, you can link data between your Pilot and your desktop ACT!
database using the ACT! PalmPilot Link. You can download the ACT!
PalmPilot Link from the Symantec web site (http://www.symantec.com).

For more information about linking with handheld devices, choose Help
Topics from the Help menu. In the Index tab, type Linking

Importing ACT! data into your ACT! database

If you created more than one ACT! database, but prefer to have all the data
in one database, you can import one database into another to merge the
databases. To import a database from an earlier ACT! version, first convert
the database to ACT! 2000 format. See “Converting a database from
previous versions of ACT!” on page 40.

(o8]
(o]
<l



Chapter 18: Importing and Exporting Data

To get started importing another ACT! database:
1 Open the ACT! database into which you want to import data.
2 From the File menu, choose Data Exchange > Import.

3 In the first panel of the Import Wizard, choose ACT! 3.x, 4.x, or 2000
(*.dbf) from the File Type drop-down list.

ACT! 3.x, ACT! 4.x, and ACT! 2000 are listed together because ACT!
imports the file types in the same way.

4 Click the Browse button, locate the ACT! database that you want to
import, and click Open.

5 Click Next.

If the database you are importing has a password, enter your name
and password and click OK.

6 In the next wizard panel, specify whether to import contact records,
group records, or both contact and group records.

7 If you do not want to set any merge options, skip to “To finish
importing an ACT! database:” on page 369. To specify merge options,
continue with the next procedure.

To specify merge options:

1 To specify how ACT! merges the imported data, click Options in the
second Import Wizard panel.

Mmge Options E

If source records match destination records If source records do not match destination records

LContact records: |{gie] Contact records: IAdd j
Motes/History: IMerge niotesthistary j Motes/Histary: IAdd j
Activities: IMerge with activities j Activities: IAdd j
Group records: IHeplace with newest group J Group records: IAdd j

™ Corifitm each match
™ Inelude other users' public activiies DK Cancel Default | Help |

[
Click for option details ]

2 In the Merge Options dialog box, select one or more of these options:

= In the If Source Records Match Destination Records group box,
specify how you want ACT! to handle duplicate records.

Records may be duplicated in both databases. By default, ACT!
considers contact records to be duplicates if they have the same
contact name, company name, and phone number. You can decide
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which contact records, notes/history records, activity records, and
group records to use if duplicates are found. “Source records” are
the records in the database from which you import; “destination
records” are the records in the database into which you import.

= In the If Source Records Do Not Match Destination Records group
box, specify how you want to import contacts, notes/histories,
activities, and groups.

= (Optional) To review each contact or group before merging it into
the database, select the Confirm Each Match option.

= (Optional) To import public activities from other database users,
select the Include Other Users’ Public Activities option. You do not
need to select this option to import your own public activities.

Note: To reset all merge options to their defaults, click Default.

3 Click OK.

To finish importing an ACT! database:
1 Click Next in the Import Wizard panel.

The next panel displays the map of how the fields in the source
database are assigned to fields in the destination database. If the fields
in both databases are identical, you do not have to map them.

If you specified that you wanted to import both contacts and groups, a
Group Map panel appears after the Contact Map panel.

2 If the fields are mapped correctly, click Finish.

If fields are not mapped correctly, map them using the procedure
described on page 372, and then click Finish.

Importing data from another application

You can import data, including contact records and group records, into the
currently open ACT! database. ACT! accepts data in the following formats:

= Microsoft Outlook 97, Outlook 98, or later
=  Delimited Text
= dBASE IlI-V
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= Symantec Q&A 4.0 to 5.0

Caution: The maximum length of an ACT! field is 254 characters.
If you use Symantec Q&A with expanded fields, you must modify
the Q&A database before importing the data into ACT! If you do
not prepare the Q&A database, you may lose data when you
import Q&A data into ACT!

When you import contact data into ACT! from another application, you
assign, or “map” data to ACT! fields. ACT! includes predefined maps for
several applications. (The predefined maps do not map any field you
customized in the other application; you must manually map customized
fields. See “Mapping fields” on page 372.) If you did not customize fields,
you can use the predefined maps for these applications:

= ECCO
=  FedEx Ship
= GoldMine

= Janna Contact

=  Lotus Organizer

= Maximizer

= Microsoft Outlook

*  Microsoft Schedule+

= Sharkware

= Sidekick

= Tracker

To import contact data from any application except Microsoft Outlook,
open the data file in its original application and save it as an export file.

(You do not need to save Microsoft Outlook data as an export file.) For
information about saving export files, see the application’s documentation.

To get started importing data from another application (except Outlook):

In the application from which you want to import data, save or export
the data that you want to import in Delimited Text, dBASE I1I-V, or
Symantec Q&A 4.0 to 5.0 format.

You can import contact records or group records from other applications
that support group records, but you cannot import both at the same time.
To import both record types, you must go through the import process
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twice. To do this, save a file containing the contact records and import that
file, then save a file containing the group records and import that file.

Note: To automatically merge duplicate records with existing ACT! records,
turn on the Enable Duplicate Checking option before you start importing
data. (Choose Define Fields from the Edit menu and click the Advanced
tab of the Define Fields dialog box.) To add duplicate records as new
records, turn off the Enable Duplicate Checking option. For more
information, see “Checking for duplicate records” on page 435.

To import contact data from another application:

1

In ACT!, choose Data Exchange > Import from the File menu.

If you chose the Start Outlook Import Wizard option in the QuickStart
Wizard - Outlook Import panel, skip to step 2.

In the first panel of the Import Wizard, select the format that you used
to save the file or select Outlook Data from the File Type list.

Click the Browse button next to the Filename and Location field, locate
the file you want to import, and click Open. If you import Outlook
data, you do not need to specify the Outlook file; ACT! automatically
locates the Outlook file.

If you are importing a .CSV file, be sure to select Text - Delimited
(*.csv) from the Files Of Type drop-down list in the Open dialog box.

Click Next.

If you are importing Outlook data, the Choose Profile dialog box
appears. Choose the user profile you want to use and click OK.

In the next Import Wizard panel, select the kind of records that you
want to import.

To import a Q&A file, click Next and skip to step 9.

If you are importing Outlook data, you can import contact records
only.

To import a delimited text file (*.TXT or *.CSV), a dBASE file, or
Outlook data, click Options. Select the options in the Import Options
dialog box and click OK.

To import a delimited text file created in a Macintosh or MS-DOS
application, select the corresponding character set from the Character
Set drop-down list.

In the Import Wizard panel, click Next.
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9 In the next wizard panel, do either of the following:

To import data from an application with a predefined map, select
the Use Predefined Map option, select the map, and click Next.

To import data from an application that is not in the list of maps,
select the Don’t Use Predefined Map option, and click Next.

10 In the next panel, verify or change the field mapping, and click Finish.
To change the mapping, see the next section, “Mapping fields.”

Mapping fields

When you import a database or a file created in another application, you
must specify how to put the incoming information into the fields in the
open ACT! database. ACT! attempts to map as many fields as it can, so you
may notice that some fields are already correctly mapped.

To map fields from an import file to fields in an ACT! database:
1 Follow the Import Wizard panels until the Contact Map panel appears.

Import Wizard

CONTACT MAP

The data being imported must be mapped to the individual
fields in the curently open database.

This list shows
the fields in the
file that you are

This list shows
hap this field To this fiesld———  the fields in the

. . Compary Name Company a ACT! database
importing Full Mamne Contact
ob Title Title
[ epartment Department
b4 anager Mame
lazsiztant Mame Azgistant
Ihzzistant Telephone Mumbedzst, Phone -
4 3
EeS Feset | Load Map | Save Map |
Fecord 0 Drefault map.

< Back | [dEwt | Finizh I Cancel |
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2 In the Contact Map or Group Map panel of the Import Wizard, select
the field you want to map in the Map This Field column, and double-
click in the corresponding row in the right column.

Import Wizard

CONTACT MAP

The data being imported must be mapped to the individual
fields in the curently open database.

Map this field Ta this field
Company Mame Company -
Full Mamne Contact

ob Tile Title Click to display a
[ epartment Department dl’Op-dOWﬂ list of
il M A . .

anaget tame - fields in the ACT!
1.z zistant Mame Do not map -

database

2nd Phone

4
e | - | Fieset2nd Phone Ext.

2nd Title
Record 0 Default
=ee e 3rd Contact

3rd Last Reach
< Back | = |3rd Phone |

3rd Phone Ext. _I

3rd Title =

WA zzistant Telephone Mumbe] -
| | 2nd Last Reach —
|

3 In the drop-down list of fields, select the field to which you want to
map the incoming field.

For example, if the incoming field is “Person,” select “Contact” in the
To This Field column. If you do not want to import data from a field,
select Do Not Map from the drop-down list.

4 Repeat steps 2 and 3 for all fields in the left column.

Tip: If you make a mistake and want to restore the default
mapping, click Reset.

5 If you do not want to save the map, click Finish to import the data.

To save the map to reuse later, see the next section, “Saving and
reusing maps.”

Saving and reusing maps

When you map fields, you can save the map and reuse it if you import data
again. If you make changes to a predefined map, you can save the revised
map. Map files are stored in the ACT folder with a .MAP extension.

To save a map:

In the Contact Map or Group Map panel, click Save Map. In the Save
As dialog box, enter a name for the file and click Save.
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To reuse a saved map:

In the Contact Map or Group Map panel, click Load Map. In the Open
dialog box, locate the map file and click Open.

Exporting data to another ACT! database

You can export ACT! data from an open database to another ACT! 2000
database. (You can create the other database during the export process.)
You can export contact records, group records, or both, and you can
specify whether to export only the current lookup, the current record, or
all records. For example, if your database is very large, you can export
inactive contacts to another database and delete them from the original
database. In this way, you reduce the size of your database, but have
access to inactive records if you need them.

To get started exporting data to another ACT! database:

1 To export a single contact or group record, go to that record. To export
group records, make sure the Groups window is open. To export a
specific set of contacts, create a lookup of the contacts.

2 From the File menu, choose Data Exchange > Export.

In the first panel of the Export Wizard, choose ACT! 2000 (*.dbf) from
the File Type drop-down list.

4 Click the Browse button, locate the database to which you want to
export the data, and click Open. To export data to a new ACT!
database, enter the name of the database that you want to create.

5 Click Next.

If the database to which you are exporting has a password, enter your
name and password and click OK.

6 In the next Export Wizard panel, specify whether to export contact
records, group records, or both contact and group records.

If you created a new ACT! database in step 4, skip to “To finish
exporting data to another ACT! database:” on page 375.
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To specify merge options:

1 To specify how ACT! merges the exported data into the destination

database, click Options. The Options button is dimmed if you created
a database in step 4 of the preceding procedure.

In the Merge Options dialog box, specify how you want to treat
duplicate records and click OK. For more information about the
options in this dialog box, see page 368.

Tip: To reset all merge options to their defaults, click the Default
button in the Merge Options dialog box.

To finish exporting data to another ACT! database:

1
2

Click Next in the wizard panel.

In the next Export Wizard panel, specify whether to export the current
record, the current lookup, or all records and click Next. If you created
a database, click the Finish button.

In the next Export Wizard panel, verify or change the mapping of the
fields in the database you are exporting to the fields in the destination
database. This panel does not appear if you created a new database.

Export Wizard

CONTACT MAP

The data being exported must be mapped to the individual
fields in the curently open database.

Map thiz field Ta this field

2nd Contact 2nd Contact -
2nd Last Reach 2nd Last Reach j
2nd Phone 2nd Phone

2nd Phone Ext. 2nd Phone Ext.

2nd Title 2nd Title

3rd Contact 3rd Contact

i:lljst Reach 3rd Last Reach _ILI
4 3

Click to save the
field map

Feset | Load Map | Save Map |——
Fecord 0 Drefault map.

| Click to use a saved

< Back | Tlest s ”WI Cancel | field map

For more information about these options, see “Mapping fields” on
page 372. To reuse a saved map, click Load Map and select the map.

Click Next.

If you export both contact and group records, a panel appears in
which you map group fields.
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5 Click Finish.

Exporting data for use in another application

You can export ACT! data so that you can use it in another application such
as a spreadsheet program. You cannot export both contact records and
group records at the same time. To export both record types, first save and
export contact records, and then save and export group records.

To export data for use in another application:
1 From the File menu, choose Data Exchange > Export.

2 In the first panel of the Export Wizard, choose Text-Delimited from the
File Type drop-down list.

3 Click the Browse button, locate the file to which you want to export
the data, and click Save.

If you enter the name of a new file, ACT! creates the new file.
Click Next.
Specify whether to export contact records or group records.

To specify how ACT! exports the data, click Options. In the Export
Options dialog box, specify the field separator to use when creating
the export file, specify whether to export field names, and click OK.

If you will import the file into an application requiring tab-separated
fields, select Tab. If you select Export Field Names, the first line of the
export file contains ACT! field names. Field names can be useful for
mapping fields when importing the file into another application.

7 Click Next in the wizard panel.
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8 In the next Export Wizard panel, specify whether to export the current
record, the current lookup, or all records, and click Next.

Export Wizard

Fublic/Private
Fecord Manager
Company
Contact
Iddress 1
Iaddress 2
Iaddress 3
City

State

I7ip

Country

Specify the order in which the contact fields from the
currently open ACT! databasze will be exported.

-

Bemove Field

LI Load Map | Save Map |—

<Back | eis |[ Finsh |

Cancel |

Click to insert a field
above the selected
field

Click to delete the
selected field

Click to use a saved
field map

Click to save the
field map

9 In the next Export Wizard panel, do one of the following:

= To use a saved export map, click Load Map. In the Open dialog
box, locate the map file and click Open.

= Specify the order in which contact fields from the open database
will appear in the delimited text file.

Note: Be sure that the field order matches that in the destination
application. For example, if you import the file into a spreadsheet,
list the fields in the same order that they appear in the

spreadsheet.

= Toinsert a field, select the field in the list above which you want to
insert the field and click the Insert Field button. In the drop-down
list, select the field you want to insert.

= To remove a field from the list, select the field and click Remove
Field. The field will not be exported.

= To replace a field in the list, select the field. In the drop-down list,
select the field that you want to appear in that location. The field
that previously appeared in that location is removed from the list.

10 (Optional) To save the field order as a map that you can reuse, click
Save Map. In the Save As dialog box, enter a name for the file and
click Save. By default, map files are saved in the ACT folder with a

.MAP extension.

11 Click Finish in the final panel of the Export Wizard to export the data.
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Synchronizing ACT! Data

Using data synchronization, you can share contact information with your
colleagues so that the contacts in your database match the contacts in other
users’ databases. This ensures that you and your colleagues have the most
up-to-date contact and group information, including notes, histories,
activities, and sales data.

For example, if you travel on business, you may add new contacts,
schedule activities, or record notes on your laptop computer. Your main
office may have a central ACT! database of contacts from all of the
company’s personnel. While on the road, you can send your most current
contact information to the central database and receive updated contact
information from the central database. Even if you do not share data with
others, you may need to synchronize data between a laptop and a desktop
computer.

If users that you need to share data with have access to a shared network
drive, setting up a multiuser database may be a preferable alternative to
synchronizing a database with other users. For more information, see
“Setting up a multiuser database” on page 426.

Understanding data synchronization

Although the data synchronization process is easy to perform, it is helpful
to understand basic concepts before you get started.

When you synchronize data, ACT! performs the following tasks if you both
send and receive updates:

* Receives updates that have been sent to you and applies them to your
database
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= Consolidates all changes from your database and creates an update file
containing these changes

= Sends the update file to another user or directly to another database

During synchronization, you can only send updates, only receive updates,
or both send and receive updates. ACT! applies the most current
information from the contact and group records on a field-by-field basis,
and other records such as activities, histories, notes, and sales data on a
record-by-record basis. For example, if you changed a contact’s telephone
number, and someone else changed that contact’s fax number, ACT!
merges both changes into the contact record. Also, if two users changed
the same contact’s fax number and the changed fax numbers do not match,
ACT! applies only the most recently changed number, ensuring that you
have the latest information. If two users changed other records such as a
note record, all the information for the most recently changed note record
replaces the information for the older note record.

The following types of data are not synchronized:

= Files attached to contact and group records. The links to attachments
in the Notes/History tab are synchronized, but the files referenced by
the links are not synchronized.

= New or customized contact and group screen layouts.

= ACT! preference settings.

=  Custom menus and toolbars.

= Macros.

= Letter, report, envelope, and label templates.

= Outlook activities that have been updated using the Outlook activities
command on the Tools menu.

For more information, see Chapter 15, “Customizing Data and How It is
Displayed.”
There are two basic ways to send and receive synchronization updates:

= Synchronize directly with another database over a LAN (local area
network) or on the same computer

= Synchronize with a local or remote user using e-mail, a shared folder
on a LAN, or a modem
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Synchronizing with another database

When you synchronize directly with another database on a LAN or on the
same computer, you send your latest updates to the other database at the
same time you receive the latest updates from that database. Synchronizing
with another database, also called direct synchronization, is the simplest
type of synchronization, but it is also the least flexible. You may find this
synchronization method useful to synchronize data between your desktop
and laptop computers. If you take your laptop computer on the road and
have a desktop computer in the office, you can synchronize your data
when you are in the office. Your laptop and office computers must be
connected on a network to perform direct synchronization.

Before considering direct synchronization, make sure that your situation
meets the following requirements.

= Direct synchronization is intended only for synchronizing two
databases. To synchronize data with more than two databases, use a
remote synchronization method, discussed in the following section.

= You must have Administrator security level and exclusive access to
both databases being synchronized.

= Direct synchronization works most efficiently when both databases
being synchronized are on a LAN or on the same computer. If you are
a remote user dialing into a LAN over a modem or over a wide area
network (WAN), use a synchronization method discussed in the
following section.

For more information about synchronizing with another database, see “To
learn more about synchronization” on page 421.

Synchronizing with another user

Synchronizing data with another user is the more flexible method of
sending and receiving synchronization updates. You can send and receive
synchronization updates using e-mail, a shared folder on a network, or a
modem.

E-mail synchronization

In e-mail synchronization, you send and receive updates as e-mail
attachments. ACT! uses the primary e-mail address that is set in your My
Record to determine which e-mail inbox it checks for synchronization
updates.
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If you select the Receive Updates option in the Synchronize dialog box,
ACT! checks the specified inboxes for updates and automatically applies
the updates to the open database. To manually apply updates to the open
database, double-click the attachment containing the updates.

To synchronize data using e-mail, you must have an e-mail system
supported by ACT!, and each member of the synchronization group must
have a separate e-mail account. For a list of supported e-mail systems, see
Chapter 11, “Using E-mail with ACT!”

For more information about e-mail synchronization, see “To learn more
about synchronization” on page 421.

Shared folder synchronization

Using shared folder synchronization, you exchange synchronization
updates with another user by means of a shared folder on a networked
computer or server. The shared folder acts as an “inbox” for receiving
updates. Each user with whom you synchronize must have his or her own
synchronization folder before you can start the synchronization. You must
know the name and location of each user’s folder.

To receive synchronization updates from other users, you need to set up a
synchronization folder for yourself. By default, your synchronization folder
is called Sync and is located in the ACT folder on your hard drive. You may
need to change the name and location of the folder so that others can
access it.

Shared folder synchronization is useful in workgroups where many people
need to synchronize data with one another. Shared folder synchronization
is also useful for mobile professionals who need to take their data on the
road or work from home. If you need to take your data home with you,
you can set up a shared folder on a removable hard drive. People can
leave updates for you in the shared folder on your removable drive, and
you can take the information with you.

For more information about shared folder synchronization, see “To learn
more about synchronization” on page 421.

Modem-to-modem synchronization

In modem-to-modem synchronization, also referred to as point-to-point
synchronization, one person sets up his or her computer to make a call,
and the other person sets up his or her computer to receive the call. To
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send and receive updates, one person must put the modem in Wait For
Calls mode so that it answers and receives the update.

Modem-to-modem synchronization is the least flexible method of remote
synchronization for the following reasons:

= Because it requires that one person put the modem in Wait For Calls
mode, you need to coordinate a time to send and receive updates.

* You cannot receive a synchronization call while the modem is being
used for another task, such as sending faxes.

If you use modem synchronization to synchronize data between your
office computer and your home computer, you can leave your office
computer’'s modem in Wait For Calls mode and initiate the synchronization
process from your home computer.

For more information about modem-to-modem synchronization, see “To
learn more about synchronization” on page 421.

Comparing methods used to synchronize with another user

The following table lists the advantages and disadvantages of e-mail and
shared folder synchronization with another user. Modem-to-modem
synchronization requires more user intervention and is generally
recommended only when no more than two people synchronize data or to
synchronize data between an office and a remote computer.

Goal Recommended
method
Ease of set up E-mail E-mail synchronization is easy to set up. If you already use an

Reliability

Security

e-mail system supported by ACT!, you are ready to synchronize
data.

Shared folder  Shared folder synchronization is often more reliable than e-mail,

which depends on the reliability of your e-mail system. If your
e-mail system is unreliable or a modem you use for e-mail
synchronization is unreliable, e-mail synchronization may be
unreliable.

E-mail Because e-mail synchronization takes place through your e-mail

system, only you can access your synchronization updates. With
shared folder synchronization, anyone can access a synchronization
update in a shared folder on a networked computer.
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Goal Recommended
method
Speed Shared folder ~ Shared folder synchronization is generally faster than

synchronization via e-mail. With shared folder synchronization,
updates are immediately available to the person with whom you
synchronize data. When you synchronize via e-mail there is often a
delay between the time you send the synchronization update and
the time it is received.

A common scenario: synchronization in a workgroup

Synchronization is commonly used when a group of people who are often
away from a central office want to share contact data. For example, a sales
force could include several mobile sales people who need to get their
contact data back to the central sales office and who also need to share
contacts with other mobile sales people. The most effective way to set up
this kind of synchronization is to set up an ACT! database on a central
computer and individual ACT! databases for the mobile users. The central
database contains all contacts from all remote users and distributes updated
contact information to the mobile users.

The following brief overview shows how to set up and run efficient
synchronization for a workgroup.

1 Choose a member of the workgroup to administer synchronization for
the central database.

2 The central database administrator asks each mobile user to send their
first synchronization updates to the central database. The mobile users
should send all contacts and all groups, and notes, histories, activities,
and sales data. The mobile users should not send private data or field
definitions. The central database should not receive private data or
field definitions.

3 When the central database administrator receives and applies each
mobile user’s first update, ACT! prompts the administrator to set up
each user as a synchronization user of the central database.

4  After setting up each mobile user, the database administrator sends
synchronization updates back to the mobile users, using e-mail, a
modem, or a shared folder on a LAN.

5 The mobile users receive and apply synchronization updates.

After the central database administrator and all mobile users verify that they
can send and receive synchronization updates, the administrator can
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schedule automatic synchronization. From this point on, the central
database will automatically send and receive updates on a regular basis,
and the mobile users can send and receive updates as needed.

Note: If you are the administrator of a database in a regional office and
you want to synchronize data with a database in the company
headquarters, you can extend this scenario. You can first set up
synchronization with your sales force, then set up synchronization with a
database in headquarters. In this way, you ensure that everyone, from
regional sales representatives to the managers at headquarters, has access
to the most up-to-date information.

Planning for data synchronization

Planning before you synchronize data helps ensure a smooth
synchronization process.

As you plan for data synchronization, ask yourself the following questions:

= What types of data will | need to share? For example, will | need to
share field definitions? Groups? Activities? Notes/Histories? Sales/
Opportunities? Private data?

= How many people will need to synchronize data?

= Will everyone with whom | synchronize need to receive the same data?
= At what time of the day do | need to perform data synchronization?

= What method should | use to synchronize data?

After you determine your synchronization needs, prepare your ACT!
database for synchronization. The following tips will help ensure that your
data synchronization process runs smoothly.

= Remember that ACT! synchronizes data with the currently open
database. Make sure you open the correct database before you begin
synchronization. This is especially important if you perform an
unattended, automatic synchronization.

= If you synchronize using a shared folder or a modem, make sure that
the drive in which your Sync folder is located has sufficient disk space.
If it does not have enough disk space, ACT! may not be able to send or
receive synchronization updates. When you synchronize a database for
the first time, the disk should have three times the size of all the
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database files you synchronize, plus room for additional files created
by other applications you use while synchronizing.

= Before you set up e-mail synchronization, make sure your e-mail
system works outside of ACT! and that your primary e-mail system is
set up in ACT! See “Setting up your e-mail system” on page 202. If you
have more than one e-mail system, the default system for sending
e-mail in ACT! will be used for e-mail synchronization.

= Before you synchronize data with another user, make sure that both
databases have the same field names and attributes, especially field
type and field size. If the field attributes are not the same for both
databases, data may be lost or converted to a different format.

Tip: To make sure field definitions match, changes to field
definitions should be made on a selected database, then
synchronized with the other users or database.

= Make sure that the date, time, and time zone are set correctly on your
computer. Check with remote users with whom you synchronize to
make sure that the date, time, and time zones are also set correctly on
their computers.

= Each record in a database has a unique internal number, assigned by
ACT! This internal number, called a Unique ID, is used to match
contact records. (If two users add the same contact to their own
database, each contact is assigned a different Unique ID.) If the Unique
IDs of two records don’'t match, ACT! uses the criteria specified in the
Match Duplicates Using group box in the Advanced tab of the Define
Fields dialog box to match records. To ensure that synchronization
does not create duplicate contact records for a contact, both databases
should use the same criteria for matching duplicate records. We
recommend that you use ACT!'s defaults (Company, Contact, and
Phone) for matching duplicate records. For more information, see
“Checking for duplicate records” on page 435.

= Make sure that you enter data consistently. For example, if you enter a
company name as “Symantec Corp.” and someone else enters it as
“Symantec Corporation,” you will have duplicate contact records when
you synchronize data. To help ensure that you enter data consistently,
add drop-down lists with custom entries to fields. See “Adding drop-
down lists of data to fields” on page 299.

= If you need to create a group that will be used by everyone in your
organization, you should first create the group on a central database,
then synchronize to send the group to other users. For example, if
everyone in your organization will need a group for customers in Asia,
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create an Asian Customers group on your central ACT! database, then
synchronize to send that group to your users.

= All users of ACT! databases being synchronized must have upgraded to
ACT! 2000. In addition, make sure that all users have installed the latest
update of their version of ACT! To display the current version of ACT!,
choose About ACT! from the Help menu. To update your version of
ACT!, choose LiveUpdate from the Help menu.

= Due to its complexity, synchronizing multiple databases is not
recommended. If you maintain more than one ACT! database, be sure
that the correct database is open when you synchronize data because
updates are always sent from and applied to the currently open
database. To avoid confusion, you might want to synchronize each
database on a specific day of the week.

Getting ready to synchronize data

Before you send or receive a synchronization update for the first time, you
need to specify the following information:

* The database or user with which you will synchronize data

* The contacts you want to include in a synchronization update

= The types of data that you want to include in a synchronization update
If you synchronize data with one or more users, you also need to specify

the method you will use (e-mail, shared folder, or modem) to send and
receive updates.

Note: After you set up data synchronization, you do not need to perform
the setup procedure again unless you want to change the synchronization
settings for a database or user.

You can also set preferences that apply to all synchronizations that you
perform.
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To set preferences for all synchronizations:
1 From the Edit menu, choose Preferences.
2 In the Preferences dialog box, click the Synchronization tab.

Click the General | Colars and Fonts I Calendars I Scheduling I E-mail I
Synchranization | Mames I Startup I Spelling I Dialer I ‘winFax Options

Synchronization tab

[rata to spnchronize

Schedule...
G Confts _ Schede. |

V' Motes/Histaries
V' Sales/Opportunities

—when synchronizing

¥ Receive updates

— Location for received synchronization:
All received synchronizations go:

C:\Program Filesh\SymantechACT YSpnc Browse. .. | ‘it for Calls |
— Modem setting Wit for: IForever 'l

Currently selected madem:

ISportster Woice 33.6 PrP Fax I|j Modem Properties... | T m‘odern e
|3 _I; rings

™ Generate spnchronization report

™ Display reminder if you have nat synchronized in |7 _:I ez

Purge transaction log and spnchronization reports after 30 _:I day(z]

QK I Cancel | Lol | Help |

3 In the When Synchronizing group box, select whether you want to
send updates, receive updates, or send and receive updates when you
synchronize data. It is recommended that you select both Send
Updates and Receive Updates.

4 In the Data To Synchronize group box, select the types of data that
you want to synchronize.

5 In the Location For Received Synchronizations group box, specify the
location where you want to receive synchronization updates.

If you synchronize by shared folder or modem, ACT! places all
synchronization updates that you receive in the Sync folder, which is
located in the main ACT! folder. ACT! also uses the Sync folder to store
synchronization reports for all types of synchronizations. To specify a
different location for synchronization updates, click the Browse button.
For more information, see “Setting up shared folders for
synchronization” on page 396.
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10

11

In the Modem Settings group box, specify the modem you want to use
if you will use a modem to send synchronization updates.

If you set up a modem on your computer, that modem appears as your
currently selected modem. To set up another modem or change
settings for your modem, click Modem Properties.

Select Generate Synchronization Report if you want a detailed
synchronization report each time you synchronize data.

Generally, you only need a synchronization report to diagnose a
synchronization problem. For information about synchronization
reports, see “Maintaining efficient synchronization” on page 415.

To receive a reminder to synchronize data, select the Display Reminder
If You Have Not Synchronized In __ Day(s) option, and specify when
you want ACT! to display a synchronization reminder.

In the Purge Transaction Log And Synchronization Reports After,
specify when you want ACT! to purge the transaction log and
synchronization reports. For more information, see “Maintaining
efficient synchronization” on page 415.

Click the Schedule button to set up a schedule for automatic
synchronization. Do not set up automatic synchronization until you
successfully complete more than one synchronization cycle. For more
information, see “Scheduling automatic synchronization” on page 414.

If you plan to send and receive synchronization updates via modem
and you will receive the call on this computer, specify the following
options from lists under the Wait For Calls button:

= Wait For—The length of time that you want your modem to wait for
a synchronization call

= Answer Modem After—The number of rings after which the modem
should answer the call

If you use modem-to-modem synchronization and you will not initiate
the call, you must put your modem in Wait For Calls mode so that you
can receive the call. For more information, see “Receiving updates
from a user via modem” on page 408.

Note: Do not click the Wait For Calls button until you have set up
synchronization and are ready to receive synchronization updates.
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Setting up synchronization with another database

To perform direct synchronization with another database, you must have
Administrator security level for both databases and no other user can be
logged on to either database. In addition, the target database with which
you synchronize must be closed. The database from which you perform
the synchronization can be in use only by the person who performs the
synchronization and must be locked. For example, to synchronize a
multiuser Human Resources database with a Finance database, you must
open the Human Resources database and be the only person using it. The
Finance database must be closed.

Before setting up direct synchronization, you need to know the location of
the database with which you will synchronize.

To set up direct data synchronization with another database:

1 From the File menu, choose Synchronize Setup. After reviewing the
introduction, click Next.

2 In the first panel of the Synchronization Setup Wizard, select the
Database To Database option and click Next.

3 In the next panel of the wizard, enter the exact name and location of
the database with which you want to synchronize, or click the Browse
button to locate the database, then click Open.

4  Click Next.

Synchronization 5etup Wizard

1 which types of data would you like to include in the
synchronization message?

1\11 I

V' Activities

¥ Sales/Oppartunities

Synchronizel < Back I Mest » I Eirrsty Cancel
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5 Select the types of data that you want to include and click Next.

Synchronization 5etup Wizard

| B

CH Gourmet Imports

Cordoba Coffee

Elliott's Department Stores

Golfing Buddies

Fawik-g-tartz

Little Comer Sweets

Mutz and Things

Penny Tree Foods Corp. n

6 Select either All Groups And All Contacts or Selected Groups (And
Their Subgroups). If you select the Selected Groups option, select the
names of the groups that you want to synchronize. The subgroups of a
selected group are also synchronized.

7 Click Next.

Synchronization 5etup Wizard
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8 Specify whether to include private data in your synchronization
updates and click Next.

Private data includes contacts and groups marked as private and
private activities. Histories of private activities are public.

Synchronization 5etup Wizard

it
9k

'J-; wiould you like to zend and receive database field
flr| definitions?

& Send and receive database field defiritions

" Don't send and receive database field definitions

Field definitior

‘when spnchronizing database field definitions, which
field definitions do wou want ta apply if there are
conflicts?

' Field definitions from my database
" Field definitions from other databaze

& Newest field definitions from either
databaze

Synchronizel < Back I Mest » I Eirrsty | Cancel |

Database field definitions include field names, drop-down lists
associated with fields, and any definitions that you set for fields in your
database.

It is best to avoid synchronizing field definitions whenever possible. In
most synchronizations, you do not need to synchronize field
definitions. However, you may need to send field definitions if you
created a database that you need to distribute to others, or if you
added fields or changed fields in a database that you are
synchronizing.

9 Do one of the following:

= If you do not want to synchronize field definitions, select the Don’t
Send And Receive Database Field Definitions option and click Next.
Skip to step 11.

= If you want to synchronize field definitions, select the Send And
Receive Database Field Definitions option.
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10 Specify the database field definitions to apply if there are conflicts and
then click Next.

For example, if you and the owner of the other database both changed
the drop-down list for the same field since you last synchronized, you
must decide which drop-down list entries you want to apply in the
update.

= Field Definitions From My Database—Applies the definitions from
your database.

= Field Definitions From Other Database—Applies the definitions
from the database with which you are synchronizing.

= Newest Field Definitions From Either Database—Applies the most
recent field definitions, no matter which database they come from.

Synchronization Wizard - When?

“r'ou may find it useful to et up a regular zchedule to automatically
synchronize this databaze. \With automatic synchronization, pou
canh leave your computer unattended and still receive and send
updates. \Would you like ACT! to automatically synchronize this
database according to a schedule that you create?

Synchronizel < Back I Mest » I Eirrsty Cancel

11 Do one of the following:

= To set up a synchronization schedule, select Yes and click Next. Do
not set up automatic synchronization until you successfully
complete more than one synchronization cycle. For more
information, see “Scheduling automatic synchronization” on
page 414.

(o8]
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= If you do not want to set up a synchronization schedule now, select

No and click Next.

Synchronization 5etup Wizard

"'J-; ‘wihen synchronizing data, you have the option to

'Ir zend all records [for thiz update only] or only records
"l that have changed since the last synchronization.
Wwhich records do you want to zend?

" Send only changed records

& Eend all records [this update onlyk

Synchronize | < Back | [dEwt | Finizh I

Cancel |

12 Specify which records you want to include in the synchronization

message, and click Finish.

Unless this is the first time you are synchronizing data with this
database, you should generally select the Send Only Changed Records
option. If you select the Send All Records option, the synchronization

process takes much longer.

Setting up synchronization with other users

Before starting synchronization of data with another user, you must set up
the other user as a synchronization user of your database. A

synchronization user is a person whom you set up to send

synchronization updates to a particular database. You can set up any logon
user of your database as a synchronization user. You can also create
synchronization users who can synchronize data with you, but have no
other access to your database. When you set up synchronization with other
users, you also specify how to connect with the user, which groups of
contacts to synchronize with the user, and the kinds of data to send to and

receive from the user.

You should set up synchronization users from the Synchronization Setup
Wizard. You can quickly verify synchronization settings for multiple users
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in the Define Users dialog box. For more information, see “Quickly
verifying synchronization settings for multiple users” on page 417.

When you set up a synchronization user, the settings remain in effect until
you change them. For example, if you normally synchronize all contacts
and groups with David, but only want to synchronize one group with him
for a particular synchronization session, change this setting in the
Synchronization Setup Wizard or in the Define Users dialog box. However,
you need to change the setting back to synchronizing all contacts and
groups the next time you synchronize with David. After change the
contacts or groups being synchronized

Note: If you change from synchronizing selected groups to synchronizing
all contacts and all groups, or stop sending history/notes, activities, or
sales/opportunities data, then resume sending this information, you should
select the Send All Records option on the first synchronization when you
make the change.

Tips for setting up synchronization users for a central database

Before setting up synchronization users for a central database, review the
following tips.

= Create an empty copy of the database for each user, selecting the “My
Record” information from contacts in the database, and distribute (do
not synchronize) the files containing the new databases to the users.

Note: To create an empty copy of the database, use the Save Copy
As command on the File menu in ACT! and select the Create
Empty Copy option in the Save Copy As dialog box.

All remote synchronization users must synchronize with the user of a
central database, and not with each other.

= Do not set up that person as a synchronization user before you receive
their first update. At that time you can set up the new user for
synchronization. To ensure that you have only one user name for this
user, do not change the user's name during the setup process. If you
assign a different name for this user, you will have two entries for the
user in your list of synchronization users.

When you set up synchronization with one or more users, you should
arrange with your colleagues to determine who is doing the setup and
sending the first synchronization update. One of you should first set up the
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other user as a synchronization user and send a synchronization update to
that user. When the user receives the synchronization update, he or she
receives notification that this is an update from a new user and will go
through the setup procedure. From that point on, you can send
synchronization updates back and forth without any further setup.

Setting up shared folders for synchronization

If you plan to synchronize data using shared folders, each user with whom
you synchronize must set up his or her own synchronization folder. To
receive synchronization updates, your synchronization folder must be
accessible to other people.

Note: You must have full access privileges for the folder to which you send
synchronization updates. If you are setting up shared folders for other
users, you must assign full access privileges to those folders. For
information about setting up folder access privileges, contact your system
administrator.

When you set up a user for synchronization, you specify the name and
location of the user’s shared synchronization folder. You specify the name
and location of your shared synchronization folder in the Preferences
dialog box. By default, your synchronization folder is called Sync and is
located in the main ACT! folder. Your synchronization folder holds all
updates that you receive from users who synchronize with you using
shared folders.

When you set up synchronization using shared folders, shared folders are
set up for each user with whom you synchronize data, and not for each
database with which you synchronize data. When you set up
synchronization folders, you need to set up a unique folder for each
person who will receive updates from you, even if you synchronize the
same database with all of them. For example, if you synchronize your
Personnel database with both Maria and John, you must specify different
shared folders for each of them. Maria and John both send updates to your
shared synchronization folder.
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To specify the location of your synchronization folder:

1

In Microsoft Windows, create a folder to receive synchronization
updates.

Note: Your synchronization folder must be accessible to all users
with whom you plan to synchronize data.

Set up the appropriate access rights for your folder.
See your system administrator if you need help assigning access rights.

From the ACT! Edit menu, choose Preferences. In the Preferences
dialog box, click the Synchronization tab.

In the Location For Received Synchronizations group box, enter the
name of your synchronization folder or click the Browse button to
locate and select your folder.

Location for received synchronization:

All received spnchronizations go:

IE:\PHDGHAM FILESSYMANTECAWACTAS Browse... |

You can also specify a synchronization folder in the General tab of the
Preferences dialog box. If you change a synchronization folder in one tab
in the Preferences dialog box, it is also changed in the other tab.

Setting up synchronization with other users

You can use the Synchronization Setup Wizard to set up synchronization
with one user or several users at the same time. To set up synchronization
with one or more users, you specify the following information:

The users with whom you want to synchronize data

The types of data you want to synchronize with the users

The method you want to use for synchronizing with each user

The specific data that you want to send to and receive from each user

You must specify the settings for each user before synchronizing data.
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To set up synchronization with one or more users:

1 From the File menu, choose Synchronize Setup. After reviewing the
introduction, click Next.

2 In the first panel of the Synchronization Setup Wizard, select the With
Other Users option and click Next.

Synchronization Wizard - What Data?

Mote: These settings apply to ALL users with whom you
will be synchronizing data.

*r'ou will have an opportunity to customize the data that is sent and

received for individual users later.

‘what do you want to do during thiz synchronization’?
= .

¥ Receive updates

‘what contact data would you like to synchronize?
V' Motes/Histaries
V' Activities
V' Sales/Opportunities

Synchronizel < Back I Mest » I Eirrsty | Cancel |

3 Select what you want to do and the types of data that you want to
include.

You can send, receive, or both send and receive updates. You can
synchronize notes/histories, activities, and sales/opportunities data in
addition to basic contact data. The settings you choose in this panel
apply to all users, not just the users whom you are currently setting up
for synchronization.
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Click Next.

Fleaze type or choose the name of the uzer(s] or contact(z)
with whom pou would like to synchronize data.

If you have previously synchronized data with a uzer the
previous spnchronization settings will automatically be used.

Cortacts  Users

Type/choose name: Synic User | Last Sunc |
Mew User... | Dale Rice
_ Jeff Nelzon
Huffrnar, Chiiz Add Al 5> | Simon Lazaruz
Leach, Wendy
Melzon, Jeff
Rice, Dale
< Bemaove |
<< Femove Al |
Spnchronize | < Back | Mest » | Eirrsty | Cancel |

The list on the left allows you to choose with whom you wiill
synchronize data. Click the Contacts tab to select a contact from a list
of all contacts in your database or the Users tab to select a user from a
list of users in your database.

Display the tab from which you want to select users, and do one of the
following:

= Select one or more names in the list and click Add.

Shift+click to select multiple names that are adjacent in the list.
Ctrl+click to select multiple names that are dispersed in the list.

= Double-click a name in the list.
= Click Add All to select all names in the list.

(Optional) To synchronize with someone who is not a contact in your
database, click New User.

(Optional) To remove users from the list on the right, select the users
and click Remove. To remove all users in the list, click Remove All.
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8 Click Next.

Synchronization Wizard - How?

Select a user from the list on the left, and specify how ta synchronize with this user. When the
zettings are corect for all uzers, click Mest.

Users to synchronize with: |~ Specify how to synchronize with Simon Lazas———————————————————
Dale Rice .
Jeff Melzon & Use e-mail

E-mail address: I j Browse... |

" Use shared folders
Send these syncs to: I Browse,.. |

All received synce go: |E:\Program Filez4SymantechaCTY  Browse... |

" Dial modem number: I

Todem: ISportster Woice 336 PnP Fix j

 éait for call when synchionizing data with this user.

Synchronizel < Back I Mest » I Eirrsty | Cancel |

9 For each user in the list, specify the method to use to synchronize data
with this user. The following table shows the options for synchronizing

with a user.
For this option Enter the following information
Use E-mail User’s e-mail address. Click the Browse button to

select the user from your e-mail system’s address
book or select an e-mail address from the list.

Use Shared Folders  Location and name of the shared folder that the user
set up to receive synchronization updates from you,
and the shared folder where you will receive updates
from the user. See “Setting up shared folders for
synchronization” on page 396 for details.

Dial Modem Number If you will initiate the synchronization call to this user,
enter the user’s modem number, including a required
dialing prefix (such as 9) to access an outside line and
an area code. Select the modem you will use to
synchronize with this user.
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For this option Enter the following information

Wait For Call When If the user you are setting up will initiate the call,

Synchronizing Data  select the Wait For Call When Synchronizing Data

With This User With This User option. You do not need to specify a
modem number for this user. This option is useful if
you set up synchronization with mobile users who
need to call in when it is convenient for them. To
receive the synchronization, see “Receiving updates
from a user via modem” on page 408.

10 Click Next.

Select a user from the list on the left, and specify the type of data that vou would like to receive.
‘when the seftings for all users are comect, click Mext.

Users to synchronize with:  — Specify which data to receive from Simon Lazarus

Dale Rice .

Joff Nelaan ™ Private data

I™ | Field definitions
Collection group
*r'ou should uze a collection group whenever pou receive
contacts from this uger that are not part of a group that pou are
zending. If you do not use a collection group, vou may not
zend all changes for all contacts.
™ Use collection group for data received from this user.
ISimon Lazaruz's Group j
Synchronize | < Back I Mest » | Eirrsty | Cancel

11 For each user in the list, specify the data that you want to receive from
this user and a collection group, if necessary, for each user.

= Specify whether you want to receive private data and field
definitions from this user. Accepting database field definitions can
affect your database structure. If you are concerned about this, do
not select the Field Definitions option.

= Specify a collection group to hold contact data that you receive
from this user.

A collection group is a group that you create to hold contact records
that you receive from a user. Using a collection group ensures that
you can send and receive changes to all contacts that you receive

from this user. If you are synchronizing all contacts and all groups,
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it is not necessary to use a collection group. If you use a collection
group, it is recommended that you use the default collection group
suggested by ACT! For more information, see “Understanding
collection groups” on page 412.

12 Click Next.

Select a user in the list on the left, and choose the contacts or groups for which you want o
zynchronize data. Then choose which data you want ta zend for thoze contacts or groups.
‘when the zeftings for all of the users are comect, click Mext.

Users to spnchronize with:  — Specify what data to send to Simon Lazaru:

Dale Rice @ Al contacts, all groups - Sendrange

Jeff Melzon o
B Eitrlersts ) (HE8E s & &l records [thiz time only)

[and their subgroups]: ' Only changed data
[zince last sync]

CH Gourmet Imports &2
Cordoba Coffee

Ellict's Department £ — Other data
Golfing Buddies .

Privvate dat.
Kowik-g-M arts I Bivats dats

Little: Cormer SWEEtSLI I™" Field defiritians

Mote: If pou select the "Contacts in these groups" option, any group
you receive iz automatically selected to be sent back to this user.

Synchronizel < Back I Mest » I Eirrsty | Cancel

13 For each user in the list, specify the data to send to this user.

= Specify whether you want to send all contacts and all groups, or
only contacts in selected groups. If you select the Contacts In These
Groups option, select the groups that you want to synchronize with
this user. The subgroups of a selected group are also synchronized.

= In the Send Range group box, specify whether you want to send all
records, or only data that changed since the last time you
synchronized.

Unless this is the first time you are performing a synchronization,
you should generally select the Only Changed Data option. If you
select the All Records option, the synchronization process takes
much longer.

= In the Other Data group box, specify whether you want to send
private data and field definitions to this user.

Private data includes contacts and groups marked as private and
private activities. Histories of private activities are public.
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Field definitions include field names, drop-down lists associated
with fields, and any definitions that you set for fields in your
database. For example, if you added a field to your database and
you include field definitions in your synchronization update, the
field is added to the other users’ databases if they choose to receive
field definitions when they apply your synchronization update.

A new field that is received during a synchronization update does
not automatically appear in the layout. The recipient of the new
field must add the field to the layout. See “Adding fields to layouts”
on page 309.

14 Click Next.

5

ynchronization Wizard - When?

“r'ou may find it useful to et up a regular zchedule to automatically
synchranize this database. “With automatic synchronization, you
canh leave your computer unattended and still receive and send
updates. \Would you like ACT! to automatically synchronize this
database according to a schedule that you create?

Synchronizel < Back I Mest » I Eirrsty Cancel

15 Do one of the following:

To set up a schedule for automatic synchronization, select Yes and
click Next. Do not set up automatic synchronization until you
successfully complete more than one synchronization cycle. See
“Scheduling automatic synchronization” on page 414.

If you do not want to set up a synchronization schedule, select No
and click Next.

16 Click Finish to complete the synchronization setup process.
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Synchronizing data

After completing the setup process, you are ready to synchronize data with
another database or user.
Sending and applying synchronization updates

You can send and apply (receive) synchronization updates at the same
time, or you can perform either task separately.

To send and apply synchronization updates:
1 From the File menu, choose Synchronize.

Synchronize E

— Choose an action

¥ Receive updates

— Select type of spnchronization
& \fith ather users
" Database to databaze

0 Click to change synchronization
| S| settings

|Synchr0nizing with other people via e-mail, modem, or shared folder

™ Clear the synchronized records to be delsted [this time anly)
¥ Lock database upon spnchionizing

[~ Prompt to receive previously unapplied synchronizations

|wait Far Eallsl | Synchronize I Cancel | Help |—— Click for option details

2 Select either or both of the Send Updates and Receive Updates options.

If you synchronize data with other users, these options apply to all
users with whom you synchronize. The options you choose override
any you selected in the Synchronization Setup Wizard.

The Send Updates option performs the following functions:

= If you synchronize directly with another database, ACT! sends your
updates to the specified database.

= If you synchronize with other users, ACT! sends your updates using
the method you specified.

The Receive Updates option performs the following functions:

= If you synchronize directly with another database, ACT! looks for

updates in the specified database and applies them to your
database.

N
=



Synchronizing data

= If you synchronize with other users, ACT! looks for updates in the
e-mail inbox of your primary e-mail system, your shared folder,
your synchronization folder, and your Briefcase.

3 (Optional) To lock the database before you synchronize, select the
Lock Database Upon Synchronizing option. If you select this option,
anyone using the database is notified that the database will be locked
in a specified amount of time. ACT! automatically logs off a user who
does not log off before that time. If the database is locked when you
synchronize data, the synchronization process is faster.

If you do not lock the database when you synchronize:

* |n a multiuser database that is in use, field definitions cannot be
updated.

= You must Exit the WinFax controller if the open database is being
used as a WinFax phone book.

= If ACT! tries to synchronize a record while someone is modifying
that record, ACT! creates a special synchronization file containing
only the changes made to that record. The update contained in this
file is automatically applied the next time you receive a
synchronization update.

Note: If you are directly synchronizing two databases, you must
lock the database from which you perform the synchronization.

4 (Optional) If you want to receive a prompt every time you receive a
synchronization from another user, select the Prompt To Receive
Previously Unapplied Synchronizations option. Otherwise, you will
receive a prompt only the first time you receive a synchronization from
a user. Your response to this prompt sets how future synchronizations
from that user will be applied.

5 (Optional) If you synchronize with another user by modem and will
receive the synchronization call, click Wait For Calls.

In the Wait For Calls dialog box, specify the length of time that you
want to wait for a synchronization call and click OK. The Waiting For
Calls button appears in the taskbar.

Tip: Make sure that no other application controls the modem,; for
example, fax software in autoreceive mode can control the modem
and prevent the reception of the synchronization call.
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6 Click Synchronize.
Any updates that are found are applied to the currently open database,
then your updates are sent to the specified database or users.

If you synchronize with another user by modem and initiate the
synchronization call, a Calling Out button appears in the taskbar. To
display the status of the synchronization, click the Calling Out button.

@ACT! Modem to Modem Synch - Call Dut Mode [EIE E3

Mo calls have been placed
Mo gync files are ready to be applied

4 spnc files are ready to send

Calling: peff Melzon

Current Status: |Initia|i2ing I

| Cancel I | Help I

7 (Optional) If you synchronize with multiple users by modem and want
to cancel the synchronization after the current call, select the Cancel
After Next Call option. If you select this option, ACT! does not call the
remaining users, however, synchronization updates are created for all
users. Synchronization updates created for the remaining users will be
sent during the next synchronization.

Tip: If you have trouble connecting to a remote user’s modem, make sure
that the remote user's modem is in Wait For Calls mode. If you still have
trouble connecting, try reducing your modem’s maximum speed to 57600
or lower.

What happens when you send updates
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The following table shows the results of each setup option when you send
synchronization updates.

Synchronization Setup What happens when you send updates

Direct synchronization ACT! opens the other database and applies the
with another database synchronization updates.
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Synchronization Setup What happens when you send updates

Synchronization via e-mail ACT! attaches your synchronization update file to an
e-mail message and sends the update file using the
specified e-mail system. If you use a remote e-mail
system, the synchronization updates are not sent until
you connect to your e-mail system’s post office.

Synchronization via ACT! places your synchronization update file in the
shared folder synchronization folder you specified for each user.

Synchronization with a ACT! first applies synchronization updates received by

remote user via a modem previous synchronizations and creates a
synchronization update. ACT! then dials the modem
number that you specified for the user and sends your
updates over the modem line. To check the status of
the call, click the Calling Out or Waiting For Calls
taskbar button.

What happens when you receive updates

This section explains, for each setup option, what happens and what you
need to do when you receive synchronization updates.

Receiving updates directly from another database

When you receive synchronization updates directly from another database,
the updates are applied immediately to the currently open database. If you
also selected the Send Updates option, ACT! then sends the updates to the
other database.

Receiving updates from a remote user via e-mail

Updates you receive from another user via e-mail appear in your ACT!
e-mail inbox. ACT! uses your primary e-mail system to determine which
inbox it should check for updates. If you use a remote e-mail system, you
must dial in to your e-mail system from ACT! to receive synchronization
updates.

ACT! looks for synchronization updates in read and unread e-mail
messages. If this is the first time you received an update from a user, you
are prompted to set up the user for synchronization. If you have
synchronized with a user before, the update is automatically applied to the
open database. After the synchronization update has been applied, ACT!
deletes the message containing the update.
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If you receive an e-mail synchronization and have not set up e-mail
synchronization, you must manually apply the first e-mail update.

To apply updates manually from an e-mail message:

In the ACT! E-mail window, open the e-mail message containing the
synchronization update and double-click the synchronization message
in the Attachments area.

Receiving updates from a user via shared folder

Updates you receive from a user via shared folder appear in your shared
synchronization folder. ACT! looks in the specified folder for
synchronization updates and applies them to the open database.

Receiving updates from a user via modem

Updates are sent and received during a single call, whether you made or
received the call. (To initiate the call, see “Sending and applying
synchronization updates” on page 404.)

Note: Synchronization updates received via modem are not applied
automatically. They are stored in your synchronization folder until you
select the Receive Updates option in the Synchronize dialog box and click
Synchronize.

If your modem is in Wait For Calls mode, a dialog box appears with
information about synchronization status. You can continue to work in
ACT! or in another application while your modem is in Wait For Calls
mode; however, you cannot receive a synchronization call while the
modem is being used for other tasks such as sending faxes.
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To view the status of the current synchronization:

1 If you are waiting for the call, click the Waiting For Calls taskbar
button.

€ ACT! Modem to Modem Synch - Wait For Calls [H[E E3

Mo calls have been received

Mo gync files are ready to be applied

5 spnc files are ready to send

Current Caller: |

Current Status: Iwaiting for a call I

[T Cancel After Next Cal

| Cancel I | Help I

2 (Optional) To cancel the synchronization after the next call is complete
and take your modem out of Wait For Calls mode, select the Cancel
After Next Call option.

If you are receiving multiple calls, but need to cancel the
synchronization to use your modem, select this option.

3  When you finish exchanging updates, click Cancel.
Your modem is taken out of Wait For Calls mode.

Receiving conflict messages

You can perform a user-to-user synchronization without locking the
database you are synchronizing. If ACT! tries to synchronize a record while
someone is modifying that record, the changes made to that record are not
included in the data you are synchronizing. ACT! displays a message and
creates a special synchronization file containing only the changes made to
that record. ACT! automatically applies the update contained in this file the
next time you receive a synchronization update.

Although you can synchronize immediately after receiving a conflict
message, ACT! cannot synchronize the record until the user saves the
record or moves to another record in the database.

Restoring deleted records

When you receive a synchronization from another user, ACT! asks if you
want to review contact and group records in your database that were
deleted by the remote user. You can then select any deleted contacts or
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groups that you want to restore to the database of the user who deleted
them or to all users. To restore deleted records, you must modify the
contact or group that was deleted by the remote user, then synchronize.

Records Deleted by Remote Users E

These records have been excluded from synchronization with the indicated uzer because they have been
deleted by that user.

‘wihen you next synchronize, restored records will be added back to the database of the user who deleted
them. Ta restore a record, select the record and click the “"Restore Deleted Record” button.

Fiecords remaining in the list will not be synchronized with the uzer who deleted them.

— Records ta shaw Shiow fior
I &l users
" Groups ' Selected users
Contact | Compary | Deleted By |
Edna Fields Farnily Chriz Huffrman e ol |
Pat Fojas Huffman Chriz Huffrman Lzwors Jetad niasol

Select Al |

Laohup Selested | | Cloze I | Help I

A contact or group deleted by a remote user is retained in the list of
deleted records until you delete the contact or group or restore the contact
or group record.

Resending previous updates

Each time you synchronize with another user, you receive only the updates
since the previous synchronization. If you need to receive previous
updates for situations such as restoring a database from a previous copy,
ACT! enables users to resend previous synchronization updates to you.
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To send previous synchronization updates to a user:
1 In the Define Users dialog box, click the Send tab.

Define Users E
Chiis Huffman — User Settings  Send | Receive I
Wwendy Leach Connection method Group:
Cornect via: & 4l contacts and groups

Ilntemet Mail vl " Selected groups

CH Gourmet Imports ;I

E-mail address or location: Cordoba Caffes
IJneIson@EHGourmet.co _I Ellict's Department Stores
Golfing Buddies =l

™ Send private data
™ Send database field definitions
LI ™ Send all records [hest update only)

Last sent:

Add User | QeleteUserl | QK I Cancel | Help |

2 Choose to send synchronizations from the Last Sent date or all records.

= To send updates from the Last Sent date, select a date after which
to send synchronization updates. This method is more efficient than
sending all records, but you can select only a date since the
synchronization transaction log was purged.

= To send all records in the database, select the Send All Records
option.

During the next synchronization, updates since the Last Sent date or all
records will be sent from the user, bringing the remote user’s database up-
to-date.

Checking for changes after receiving an update

When you apply a synchronization update, a history is automatically
entered in the Notes/History tab of the My Record, indicating the changes
that you received.

You can see which contacts have been changed or added since the last
synchronization update. If you did not select the Clear The Synchronized
Records To Be Deleted option in the Synchronize dialog box, ACT! keeps
track of records in your database that were deleted in the other database.
You can see which contacts and groups were deleted in the other database,
and if you want, you can delete those records from your database.
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To see which contacts have been added or changed:

From the Lookup menu, choose Synchronized Records > Last
Synchronized.

The records that were added or changed during the last
synchronization are now the current lookup.

Note: If you received synchronization updates from multiple users,
the lookup contains records from only the last synchronization that
was applied.

To see which contacts have been deleted from the other database:

From the Lookup menu, choose Synchronized Records > Deleted By
Remote Users.

The records deleted from the database with which you last
synchronized are now the current lookup. To delete them, choose
Delete Contact from the Contact menu.

To see which groups have been deleted from the other database:

In the Groups window, choose Synchronized Records > Deleted By
Remote Users from the Lookup menu.

The records deleted from the database with which you last
synchronized are now the current lookup. To delete them, choose
Delete Group from the Group menu.

Note: Contacts and Groups in the Deleted By Remote Users lookup are not
synchronized with the user(s) who deleted them, but are synchronized
with all other users.

If you delete many contact records, you may want to reindex your
database. See “Performing database maintenance” on page 432.

Understanding collection groups

A collection group contains contact records that you receive from a specific
user. If you use collection groups, it is recommended that you use the
default collection groups suggested by ACT! instead of using existing
groups as collection groups. When synchronizing using a central database
and collection groups are used, a different collection group must be
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specified for each remote user, and remote users should send all contacts
and all groups and not use collection groups.

You do not have to use a collection group when you synchronize data with
other users. If you synchronize all contacts and all groups, or if all contacts
you synchronize belong to groups, you do not need to use collection
groups. However, it is recommended that you use a collection group if you
synchronize selected groups and might receive contacts from a user that
are not members of groups that you are synchronizing with that user.

For example, you are synchronizing data with Erika, and you choose to
synchronize selected groups in your database. When you receive updates
from Erika, you receive three contacts from the XYZ Company. These
contacts are not members of groups in your database. You make changes
to these contacts, but do not add them to any group that you synchronize
with Erika. The next time you synchronize with Erika, you synchronize the
same groups. When Erika receives the update from you, she will not
receive the changes that you made to the contacts from XYZ Company
because they are not members of a group that you synchronized.

To prevent this problem, specify a collection group to hold contacts that
you receive from Erika. All contacts that you receive from Erika that are not
in a group that you selected for synchronization are added to the collection
group. When you make changes to the XYZ Company contacts and
synchronize with Erika again, you need to be sure that you synchronize the
collection group to which the XYZ Company contacts were added. When
you synchronize this group, Erika will receive the changes you made to
these contacts.

You can create a collection group for a user when you set up the user in
the Define Users dialog box or in the Synchronization Setup Wizard.

ACT! handles collection groups in the same way that it handles other
groups; you can perform lookups on collection groups just as you can with
other groups.

Receiving synchronization reminders

ACT! can display a reminder if you have not synchronized data for a
specified number of days to ensure that your database and your colleagues’
databases are up to date.
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To receive synchronization reminders:

1 From the Edit menu, choose Preferences. Click the Synchronization
tab.

2 Select the Display Reminder If You Have Not Synchronized option and
enter or select a number of days.

Keeping a field from being updated

You can block synchronization for any field in your database so that no
information is sent from this field and no updates are applied to this field
when you synchronize data. For example, you may not want the ID/Status
field to be updated because you use this field for specific information
needed only by you.

To keep a field from being updated when you synchronize data:
1 From the Edit menu, choose Define Fields.

2 In the Define Fields dialog box, select Contact or Group from the
Record Type drop-down list.

3 In the field list, select the field and select the Block Synchronization
option.

Scheduling automatic synchronization

You can schedule data synchronization so that you can leave your
computer unattended and send and receive updates. If you use a modem
to send and receive updates, you might set a time for synchronization
when telephone rates are lowest. If you synchronize using e-mail,
especially remote e-mail systems such as cc:Mail Mobile, you must log into
your e-mail system through ACT! and remain logged in during the
scheduled automatic synchronization times.

Do not set up automatic synchronization until you successfully complete
more than one synchronization cycle.

To set up automatic synchronization:

1 Open the database that you want to set up for automatic
synchronization and do one of the following:

= From the Edit menu, choose Preferences. In the Preferences dialog
box, click the Synchronization tab and then click the Schedule
button.



Maintaining efficient synchronization

= In the Synchronization Setup Wizard, click Yes in the panel that
asks if you want to set up automatic synchronization.

Synchronization 5chedule E

*f'ou can set the schedule that ACT! will uze to automatically synchronize this databaze. Please
zelect the day or daps on which you would like to spnchronize. Then enter the time or times that
you would like the spnchronization to ocour.

MOTE: These settings apply to ALL users with whom you spnchronize.

Be sure to select at ~Day ~ Time:

least one day for o Gk Synchronize at

Addagys | [TH0AM

synchronization I
I Tuesday Add > |
I wednesday : < Remaove |
I~ Thursday : —
™ Friday 1233 im = << Bemove Al |
I~ Saturday

QK I Cancel | Help |

2 Select the day or days on which you want to synchronize data.
Select the times at which you want to synchronize data and click Add.

To remove a time from the list on the right, select the time and click
Remove.

4 Click OK.

You must leave the database open so that synchronization updates are sent
and received automatically at the specified times.

If you use a remote e-mail system, ACT! puts outgoing updates in your
outbox and sends them the next time you connect to your e-mail system. If
you synchronize via modem, turn on the Wait For Calls option in the
Synchronization tab of the Preferences dialog box.

Maintaining efficient synchronization

Every time you modify data, ACT! tracks the changes in a transaction log.
The log gets larger with each synchronization, depending on the number
of changes that were made. The transaction log details when changes were
made to your database; it does not contain the actual changes.
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Note: If you do not want changes tracked in the transaction log, turn off
the Enable Transaction Logging option in the Advanced tab of the Define
Fields dialog box. If you start synchronizing later, ACT! automatically turns
on transaction logging. If you turn off transaction logging and later decide
to start synchronizing, you need to send all contacts and all groups in the
first synchronization.

You can clear the transaction log automatically on a regular schedule or
manually. When you clear the transaction log, you do not remove or affect
the data in your database.

ACT! can also generate a detailed synchronization report each time you
synchronize data. This report contains details about the data that was sent,
who sent the data, and other information. ACT! also generates a report
summarizing the information in the detailed report. These reports are
placed in the synchronization folder in the main ACT! folder.

Note: Generally, you only need to generate synchronization reports to
diagnose a synchronization problem. Synchronization reports can take up a
significant amount of space on your hard disk. These reports are cleared
on the same schedule as purging the transaction log.

For information about understanding synchronization reports, see “To learn
more about synchronization” on page 421.

To set a schedule for clearing the transaction log and synchronization
reports:

1 From the Edit menu, choose Preferences. Click the Synchronization
tab.

2 Select the Purge Transaction Log And Synchronization Reports After
option and enter a number of days.
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To clear the transaction log immediately:

1 From the File menu, choose Administration > Database
Maintenance. Click the Data Clean-up tab.

Database Maintenance E

Periodic Maintenance  Data Ellean-up |

Click the Data Clean-up tab

Fiemoving obsolete data from your database improves
performance.

Today's Date: 05/18/99

Remove from database:

[~ Motes older than IBU 3: days
™ Histories older than IBD 3: days
[~ Attachments older than IBD 3: days

Select this option ————— ifiansa

e

gz older tharg IBD ﬁ days

™ Cleared activities older than lﬂ days
™ Lost sales older than lﬂ days
™ Closed/won sales older than lﬂ days
™ Sales opportunities older than lﬂ days

Bemove Selected ltems |

ﬂ
=]
@
[+

Help |—— Click for option details

2 Select Transaction Logs Older Than and type or select the number of
days.

Note: All changes in the transaction log that are older than the specified
number of days will be deleted. Do not specify too short a time; if you
delete changes that have not been synchronized, they will be lost.

Quickly verifying synchronization settings for
multiple users

You can use the Define Users dialog box to quickly verify synchronization
settings for multiple users. To set up synchronization users, use the
Synchronization Setup Wizard.
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To verify user synchronization settings:

From the File Menu, choose Administration > Define Users. Select
the user for which you are verifying the synchronization user settings.

Define Users E

|Ehris Huffman AI User Settings | Send I Heceivel

‘wendy Leach
Uszer name:
IJeff Melzon
Password:
Security level:
IStandard 'l
™ Enable logon

LI ™ Enable synchronization
Add User | Delete Uszer | QK | Cancel Help

Click for option details

The following table lists synchronization user settings:

Field

Password Ignored in synchronization with another user. To
perform direct synchronization of two databases, you
must supply the password if the database from which
you perform the synchronization requires a password.

Security Level Ignored in synchronization with another user. For
direct synchronization of two databases, you must
have Administrator security level on both databases.

Enable Logon Should be deselected for synchronization only users.

Enable If selected, the selected user has synchronization

Synchronization access to the open database.
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To verify send synchronization settings:

In the Define Users dialog box, click the Send tab. Select the user for
which you are verifying the synchronization send settings.

Define Users E

|Ehris Huffman AI
‘wendy Leach
Add User | Delete Uszer |

User Settings  Send |F|ec:eive|

Connection method Group:
LConnect via: @ Al cortacts and groups
lﬁ " Selected groups
; _ CH Gourmet Imports ;I
E-mail address or location: Cordoba Caffes
I _I Elliot's Department Stores
Golfing Buddies =l
™ Send private data [p—
™ Send database field definitions lﬁ
V' Send all records [hest update only)
| QK I Cancel | Help |

Click for option details

The following table lists synchronization send options:

Field

Connect Via

All Contacts And
Groups

Groups

Send Private Data

Send Database Field
Definitions

Send All Records

E-mail address, shared folder location, or modem
phone number used for synchronization.

If selected, all contacts and groups are included when
you send synchronization updates to the selected
user.

If selected, only the specified groups are included
when you send synchronization updates to the
selected user. The subgroups of a specified group are
also synchronized.

If selected, private data is included when you send
synchronization updates to the selected user.

If selected, field definitions are sent (including new
fields, modified fields, and field drop-down lists)
when you send synchronization updates to the
selected user.

This option is generally set only the first time you
synchronize data with the selected user. If this option
is turned off, ACT! sends only records that changed
since the last synchronization with this user.
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Field

Last Sent

The date the last successful synchronization was sent
to this user. You can change this date to a previous
date if you need to resend changes that were
previously synchronized with this user. You cannot
specify a date before the date the synchronization
transaction log was last purged.

To verify receive synchronization settings:

In the Define Users dialog box, click the Receive tab. Select the user
for which you are verifying the synchronization receive settings.

Define Users E

Chiis Huffman
‘wendy Leach
Add User | Delete Uszer |

UserSettingsI Send FHeceive |

Setting

Lollection group:
I jv

™ Receive private data

™ Accept database field definitions

Last received:

pree

| QK I Cancel Help

Click for option details

The following table lists synchronization receive options:

Field

Collection Group

Receive Private Data

Accept Database
Field Definitions

The group to which you want to add the contacts you
receive from this user.

If selected, private data is accepted when you receive
synchronization updates from the selected user if the
user sends private data.

If selected, field definitions are accepted when you
receive synchronization updates from the selected

user. Field definitions include new fields, modified
fields, and field drop-down lists.
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Field

Last Received The date the last successful synchronization was
received from this user.

To learn more about synchronization

Additional information about synchronization can be found in Knowledge
Base articles, available on the Symantec web site.

To access ACT! Knowledge Base articles:
1 Enter the following URL in your web browser:

http://www.symantec.com/techsupp/knowbase/advanced.html
2 In the Select A Product drop-down list, select ACT! 2000 For Windows.
3 Inthe Enter A Keyword field, type the number of the Knowledge Base

article that you would like to view and click Search. See the following
table for a list of relevant Knowledge Base articles.

For information about Enter this article number
Synchronizing with another database 199831311343

E-mail synchronization 1998313113429

Shared folder synchronization 1998316123242
Modem-to-modem synchronization 1998313102523

Troubleshooting synchronization problems  1999031516415801

Understanding synchronization reports 1999021112331301

Troubleshooting

This section offers solutions for common data synchronization problems.
For more information about troubleshooting synchronization problems, see
the previous section.

I received an update that contained files attached to contact records,
but I can’t open the files.

Files that are attached to contact or group records are not sent with
synchronization updates—only shortcuts to the files are sent. If both the
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attached document and the application used to create the document are on
the computer receiving the update, the user receiving the update can relink
the attachment to the contact or group record. To relink the attached file to
the record, the attachment must be in the same location as it was on the
computer from which it was sent. For example, you use your office
computer to create a Microsoft Word document and attach the document to
a contact record. You place the document in C:\My Documents on your
office computer, and synchronize this data with the database on your
laptop computer. To relink this document to the contact record in your
laptop database, do either of the following:

= Put the file in a folder called My Documents on your laptop’s C drive.

= In the Notes/History tab of the contact record on your laptop, select
the attachment, click the Details button, and change the location of the
attachment.

I made changes to a layout in my database, but the changes weren’t
sent when | synchronized the database.

Changes that you make to layouts are not synchronized when you
synchronize contact information. However, you can apply a new or
changed layout to a database with which you synchronize data. For more
information, see “Sharing layouts with others” on page 315.

New fields you add to a database are synchronized if you synchronize field
definitions. However, the person with whom you synchronize data must
add the field to his or her layout using the layout designer. For more
information, see “Adding fields to layouts” on page 309.

My assistant said he scheduled a meeting for me with a customer,
but after he sent me the synchronization update, | don’t see the
meeting in my customer’s contact record.

Check to see if the database you synchronized has duplicate records. For
example, if there is a record with the contact's name as John Liao and
another record with the same person’s name as John D. Liao, ACT! treats
these as two separate records. If your assistant scheduled the meeting with
John D. Liao, and you look at John Liao’s record, you will not see the
scheduled activity.
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Troubleshooting

I seem to be sending and receiving contact records of users who are
not set up as users of my database. How is this happening?

The Record Creator of a contact record or group is automatically included
in a synchronization update even if that contact is not part of the group of
records being synchronized.

I received an error message saying “ACT! cannot apply the
synchronization update. The synchronization update may be from a
previous version of ACT!, it may be damaged, or there may not be
sufficient disk space to apply the update.”

If you receive this message, you may have unnecessary files in your Temp
folder. Delete unnecessary files from your Temp folder, then try to reapply
the update. If this does not solve the problem, make sure that the update is
being sent from the most recent version of ACT!, and that you have enough
disk space to receive and apply the update.

When | synchronize notes, all changes made to notes are not being
synchronized.

When you synchronize notes, existing notes that have been edited by more
than one user are not merged. Instead, the most recently created or edited
note is added and older changes to a note are ignored.
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Performing Database
Administration

You are the administrator of any ACT! database you create. As the
administrator, you can give other ACT! users access to your database. You
are also responsible for performing regular database maintenance and
backing up data, even if you are the only database user.

Setting a password for your database

You may want to set a password for a database, even if you are its only
user. The password ensures that no one else can view or change your data
if they use your computer. In a multiuser database, all users should have
their own passwords. To set passwords for other users, see “Setting up a
multiuser database” on page 426.

Note: Make a note of your password and keep it safe. If you lose your
password, you cannot open your database.

To set a password for your database:
1 From the File menu, choose Administration > Set Password.

2 In the Set Password dialog box, enter the password in the New
Password field, retype the password in the next field, and click OK.

If a password has already been set, enter the old password in the Old
Password field. If the database does not have a password, leave the
Old Password field blank.
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Chapter 20: Performing Database Administration

Setting up a multiuser database

You can set up an ACT! database on a network so that other ACT! users
have access to it. The shared database must be on a networked computer
to which others have access. To set up a multiuser database, you must:

= Specify the location of the shared database in each user’s copy of ACT!
= Add users to the database.

Specifying the location of the shared database

If users will share a database on a network and if the database will be in
the default database folder, specify the location of the shared database in
the General tab of the Preferences dialog box for each user.

Caution: For best results, map the network drive containing the shared
ACT! database to a drive on each user’'s computer. If the database is not on
a mapped network drive, you cannot compress and reindex the database.
For information about mapping network drives, see Microsoft Windows
online help.

Caution: Although ACT! 4.0 and ACT! 2000 users can share an ACT! 4.0
database, we recommend that all users of a shared database install
ACT! 2000. If any user of a shared database uses ACT! 4.0, then the
database must be kept in ACT! 4.0 format.

To specify the location of the shared database:

1 After installing ACT! on each user’s computer, open ACT! and choose
Preferences from the Edit menu.

2 In the General tab of the Preferences dialog box, select Database from
the File Type drop-down list.
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Setting up a multiuser database

3 In the Location field, enter the exact path for the folder containing the
shared database, or click Browse and locate the shared database.

Synchronization | Mames I Startup I Spelling I Dialer I WwinF ax Options I
General | Colors and Fonts I Calendars I Scheduling I E-mail
— Default applications————— [~ Default location
‘Word processor: File type:
[Database = Click to
Fax software: Location: locate the
WinF aw j IE:\My Documents'aCThD atabaze Browsze... |"—— shared
network
— Move between fields using database

™ Always display country code in phone figlds
& Tab key

™ Prompt before exiting
" Enter key

¥ BEemember password

~ Attaching contacts/activities to messages [V ‘wihen printing letters, prompt to print an envelope

Sellat et ¥ Remind me to back up every ID 3: days

& ACT! data (for use with other ACT! users) X
V' Move between records using ACT! 2.0
" Internet standard format [vCardAvCal)
shortout keps

" Attach using both formats

QK I Cancel Lol Help

Adding users to a database

When you create a database, you are its only user, but you can give others
access to it. For example, you may want to give access to your assistant
who schedules your appointments and to sales representatives who need
access to the database. To give your assistant and sales representatives
access to the database, add them to the list of database users.

Note: Do not confuse the term user with the contact. A user is someone
with access privileges to a database; a contact is a record in the database.

When you add access for users, you specify their security level, which
determines the actions they can perform when they log on to the database.
Each database user has his or her own My Record in the database.

Tip: Each user of a database should have his or her own user name and
password. If two users log on to a database using the same login name,
you may not be able to lock the database and you may not be able to
perform database maintenance or other tasks requiring a locked database.
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Chapter 20: Performing Database Administration

To add users to a database:
1 From the File menu, choose Administration > Define Users.

Define Users E

User Settings | Send I Heceivel

Uszer name:
IEhris Huffrmar

Password:

Security level:
IAdministrator s l
¥ | Enatile lagan
LI ™ Enable synchronization
Click to add a Add User | Weletelzer | QK | Cancel | Help |

new user

|
Click for option details I

2 Click Add User and enter a name and password for the user.

Note: Each user should have a unique user name and password.
Make a note of the name and password so that you can tell the
user his or her password. If users lose their passwords, they
cannot open the database.

3 Select a security level for the user from the Security Level list.

=  Browse—Users can see the records in the database, but cannot add,
modify, or delete records.

= Standard—Users can see the records in the database; add, delete,
and modify records; and synchronize with another database or
user. However, they cannot add users to the database, perform
maintenance on the database, or modify database fields.

= Administrator—Users can perform all the functions as a users with
Standard security level. In addition users can add users to the
database, perform database maintenance, and modify the database
fields.

4 (Optional) Select the Enable Logon option.

In most cases, you should turn on this option; however, if you are
setting up a user for synchronization only, you may not want this user
to be able to log on to the database.



Setting up a multiuser database

Note: Do not change the setting of the Enable Synchronization
option. To enable synchronization for users, see “Setting up
synchronization with other users” on page 394.

Repeat steps 2 through 4 for additional users. Click OK when you
finish adding users.

Aszign My Records E

These uszers do nat have "My Fecords', and will not appear in any
uzer ligtz. Y'ou can assign each a My Record now [double-click
on each uger o gelect each uzer and press the ‘Assign Mow'
button), or the user will be prompted when they first login.

Shlrley Brightwell

Azsign Mow... I Azsign Later | Help |

You can create a My Record for each user so that they appear in user
lists. Logon users require a My Record for the database;
synchronization users do not require a My Record.

To assign each user a My Record, select the user’s name and click
Assign Now. In the My Record, specify the company and address
information for the user.

To assign My Records later, click Assign Later. If you do not create My
Records for a user, the user is prompted to create a My Record the first
time he or she logs on to your database.

Removing a user’s access privileges to your database

If a user no longer needs access to your database, you can remove the
user’s access privileges. When you remove a user from your database, you
can transfer that user’s records to another user or delete the user’s records.

To delete a user from your database:

1
2
3

From the File menu, choose Administration > Define Users.
In the Define Users dialog box, select the user and click Delete User.

In the Delete User dialog box, select Delete Records or Reassign To
Another User.
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Chapter 20: Performing Database Administration

Backing up your ACT! data

You should back up your database frequently so that you can recover from
unexpected disasters. You can back up all data files associated with a
database and restore the backup, if necessary. (You can also use the Save
Copy As command to save the database with a new name.)

Tip: We recommend that you back up your database at least once a week.

Caution: You can use a backup product to back up ACT! data. However, it
is important to remember that an ACT! database is not a single file, but is
made up of more than 20 files. If you back up or restore ACT! data using a
backup product, be sure to back up and restore all files whose filenames
begin with the name of the database as well as related files such as label
and report templates.

Performing a backup

To back up a database, you must have Administrator security level. To
back up a database for which you do not have Administrator access,
contact your ACT! database administrator.

Note: If you are unsure of your security level, choose About ACT! from the
Help menu. The General tab of the About ACT! dialog box displays your
user name and security level.

ACT! backs up the open database and compresses the data into a .ZIP file.
You can select the types of data you want to back up such as templates,
layouts, documents, or reports. You can also request that ACT! display a
message reminding you to back up.

Tip: You can set a reminder for backing up your database when you back
up your database, in the General tab of the Preferences dialog box, or in
the Set Reminders dialog box.




Restoring a backup copy of a database

To back up the currently open ACT! database:

1

From the File menu, choose Backup. In the Backup dialog box, click
the General tab.

The dialog box displays the name of the open database, and assigns a
name and location for the backup database. The backup database is
compressed automatically when you perform the backup.

To back up the database to a different location, click the Browse
button and select a new location.

Note: If the backup folder has been deleted or renamed, a
message appears asking you to create a new folder for the backup.

Click the Options tab and select the items that you want to back up.

To receive a reminder to back up your data, select the Remind Me To
Back Up Every _ Days option and select a time interval.

Click Start to begin the backup process.

Saving a copy of your ACT! database

You can back up an ACT! database using the Save Copy As command.

To save a copy of an ACT! database:

1
2

From the File menu, choose Save Copy As.

In the Save Copy As dialog box, select the Copy Database option and
click OK.

In the Save As dialog box, select a location and enter a different
filename for the copied database.

Restoring a backup copy of a database

You may need to restore a backup of a database if you inadvertently
deleted records, or a hardware or software problem corrupted the data.

Tip: If you backed up the data to multiple disks, make sure you have all
the disks before you begin restoring your backup file. ACT! asks you to
insert each disk during the restoration process.
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Chapter 20: Performing Database Administration

To restore a backup:
1 From the File menu, choose Restore.

2 In the Restore dialog box, enter the filename of the file to restore, or
click the Browse button and locate the file.

3 Enter the location in which you want to restore the file, or click the
Browse button and select a location.

4 If you backed up your data to removable media, such as a floppy disk,
insert the disk in the appropriate drive.

5 Click Start.

If you saved a copy of your database, you can restore the backup and save
it in the location from which you backed it up.

To restore a saved copy backup:

1 From the File menu, choose Open. Locate the backup copy of the
database, and click Open.

2 From the File menu, choose Save Copy As.

Save the backup using the same name and location as the original
database to overwrite the damaged database with the backup copy. If
you do not want to overwrite the original database, save the backup
database with a different name.

Performing database maintenance
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Regular maintenance keeps your database running efficiently. The database
uses the disk space that was taken up by deleted records and the index
contains references to deleted records, which can slow down lookups,
queries, and sorting. To make your database run more efficiently, reindex
and compress the database to delete the empty spaces. In addition, you
can delete notes, histories, attachments, transaction logs, cleared activities,
and sales that you no longer need.

Tip: It is good practice to back up a database before you perform
maintenance so that you can retrieve data that you delete, if necessary. For
details, see “Backing up your ACT! data” on page 430.

To perform database maintenance, you must be the only user logged on to
the database and you must have Administrator security level. (You have
Administrator security level for any database you create.) If you are the



Performing database maintenance

administrator of a multiuser database, you must lock the database before
performing maintenance.

Note: If you are unsure of your security level, choose About ACT! from the
Help menu. The General tab of the About ACT! dialog box displays your
user name and security level.

To lock other users out of your database:
From the File menu, choose Administration > Lock Database.

If no other users are logged on to the database, ACT! locks the
database immediately. If other users are logged on, the Lock Database
dialog box appears and lists the users logged on to the database.
Specify the amount of time until the other users are automatically
logged off the database and click Lock.

Tip: If you cannot lock the database, another user may be logged onto the
database using your login name. You cannot lock the database until the
other user closes it.

To unlock a database:
From the File menu, choose Administration > Unlock Database.

To compress and reindex a database:

1 From the File menu, choose Administration > Database
Maintenance.

Database Maintenance E

Periodic kaintenance | Data Clean-up I

Compreszing and reindexing your database improves
performance of lookups and queries. Compressing your
database removes empty spaces created by deleted
records. Reindexing removes references to deleted
Tecords.

Click Reindex ta reindex pour database. Checking the
checkbox will cause it to alzo be compreszed.

Beindex |
V' Remind me again in IBD 3: days

Clase | Help |—— Click for option details
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Chapter 20: Performing Database Administration

IN
~

2 (Optional) Select Compress Database to remove space occupied by
deleted records.

Tip: For very large databases that do not require compression, you
may want to just reindex the database, which is considerably faster
than compressing and reindexing.

3 If you want ACT! to display a reminder to perform database
maintenance, select the Remind Me Again option and select the
number of days between reminders.

4  Click the Reindex button.

To delete obsolete data from a database:

1 From the File menu, choose Administration > Database
Maintenance.

2 In the Database Maintenance dialog box, click the Data Clean-up tab.

Database Maintenance E

Periodic Maintenance  Data Clean-up |

L Click the Data Clean-up tab
Fiemoving obsolete data from your database improves
performance.

Today's Date: 0641000

I = dus
™ Histories older than lﬂ days
[~ Attachments older than lﬂ days
™ Transaction logs older than lﬂ days
™ Cleared activities older than lﬂ days
™ Lost sales older than lﬂ days
™ Closed/won sales older than lﬂ days
™ Sales opportunities older than lﬂ days

Eemoyve Selected [fems |

ﬂ
=]
@
[+

Hep |H— Click for option details

3 Select the type of data and the age of data (in days) that you want to
remove from the database.

4  Click the Remove Selected Items button.



Checking for duplicate records

Checking for duplicate records

Click the
Advanced tab

Select Contact
or Group

Large databases may include two or more records for the same person or
group. ACT! can scan a database for duplicate contact or group records and
create a lookup of the duplicates. You can then delete one or more of
them.

Note: You cannot automatically merge duplicate records into a composite
record. However, you can copy and paste data between fields in different
records. You can also export a duplicate record to a new database, import
it back in, and merge the duplicate records.

By default, if the company name, contact name, and phone number are
identical in two contact records, ACT! considers them to be duplicates. By
default, if the group name and record creator are identical in two group
records, ACT! considers them to be duplicate group records. You can
change the fields that ACT! uses to find duplicate records.

To specify the fields that ACT! checks for duplicate records:
1 From the Edit menu, choose Define Fields. Click the Advanced tab in
the Define Fields dialog box.

Define Fields E

Fields Adwanced |

Becord type:
———toet =]
~ Indexe: Match duplicates using
[hdles ot Match on:
IEit_l,l j IEompany j Select up
Tiber ari: Then on: to three
IEompany j IEontact j - fields from
ke o Then on: these lists
|<N0ne> j IF'hone j
I Enable transaction logging
MNew Index elete rdey ) i
— | — | V¥ Enable duplicate checking Se/.eCt this
V' Allaw history editing optlon
Click for
ok | cancel |[: 4 option
details

2 From the Record Type drop-down list, choose Contact or Group.

3 In the Match Duplicates Using group box, select up to three fields that
you want ACT! to search for duplicate records.
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4 If you want to be notified if you enter a duplicate contact or group,
select the Enable Duplicate Checking option.

To scan for duplicate records in a database:

Display the Contact or Group window, depending on the type of
records you want to check for duplicates. From the Tools menu,
choose Scan for Duplicates.

ACT! creates a lookup of duplicate records.

Caution: You cannot undo deleting duplicate records.

To save the data in duplicate records, copy and paste data between fields
in different records. Or export the duplicate records to a temporary
database, import them back in, and merge the records with the duplicates
in the original database. For details, see “Exporting data to another ACT!
database” on page 374 and “Importing ACT! data into your ACT! database”
on page 367.



Disk/CD-ROM Replacement

DISK/CD-ROM REPLACEMENT: After your 60-Day Limited Warranty, if your disk(s) or CD-ROM become
unusable, fill out the information below and return 1) this form, 2) your damaged disks or CD-ROM, and 3) your
payment (see pricing below, add sales tax if applicable) to the address below to receive replacement disks or a
replacement CD-ROM. DURING THE 60-DAY LIMITED WARRANTY PERIOD, THIS SERVICE IS FREE. You must be a
registered customer in order to receive disk or CD replacements.

Please Send Me:
0 CD-ROM for ACT! 2000 for Windows 95, Windows 98, and Windows NT
0 3'/2-inch Disks (1.44 MB) for ACT! 2000 for Windows 95, Windows 98, and Windows NT

Name

Company Name

Street Address (No P.O. Boxes, please)

City State Zip/Postal Code
Country* Daytime Phone
Software Purchase Date Version

*This offer limited to U.S., Canada, and Mexico. Outside North America, contact your local Symantec office
or distributor.

Briefly Describe the Problem:

Replacement Price $10.00 SALES TAX TABLE: AZ (5%), CA (7.25%), CO (3%), CT (6%), DC (5.75%), FL (6%),
GA (4%), IA (5%), IL (6.25%), IN (5%), KS (4.9%), LA (4%), MA (5%), MD (5%), ME (5.5%),

Sales Tax (See Table) - MI (6%), MN (6.5%), MO (4.225%), NC (6%), NJ (6%), NY (4%), OH (5%), OK (4.5%),
PA (6%), SC (5%), TN (6%), TX (6.25%), VA (4.5%), WA (6.5%), WI (5%).

Shipping & Handling $9.95 Please add local sales tax (as well as state sales tax) in AZ, CA, FL, GA, MO, NY, OH, OK,
SC, TN, TX, WA, WI. In Canada: all provinces (except NB, NF, NS, ON) - 7% GST;

TOTAL DUE $ ON - 7% GST plus 8% PST; NB, NF, NS - 15% HST.

FORM OF PAYMENT** (Check One)

O Check (Payable to Symantec) Amount Enclosed $ O Visa O MasterCard 00 American Express
Credit Card Number Expires
Name on Card (Please print) Signature

**U.S. Dollars. Payment must be made in U.S. dollars drawn on a U.S. bank.

MAIL YOUR DISK REPLACEMENT ORDER TO:
Symantec Corporation

Attention: Disk Replacement

P.O. Box 10849

Eugene, OR 97440-2849

Please allow 2-3 weeks for delivery within the U.S.

ACT!, Symantec, and the Symantec logo are U.S. registered trademarks of Symantec Corporation.
Other brands and products are trademarks of their respective holder/s. © 1996 Symantec Corporation. All rights reserved. Printed in the U.S.A.
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access keys, adding to menus, 353
access privileges
for synchronization
using shared folders, 396
with another database, 381
removing, 429
setting, 426
Account Layout, 256
ACT! 2000
installing, 26
networks supported in, 26
opening, 38
overview of, 28
system requirements for, 25
uninstalling, 27
ACT! 3 and ACT! 4
converting databases from, 40
converting databases to, 42
ACT! Contacts address book, 206
editing e-mail addresses in (tip), 207
using typeahead feature with, 218
ACT! word processor. see word processor
activities
adding contacts when scheduling, 108
alarms for, 109, 119
associating with groups, 109, 278
attaching to e-mail messages, 112
clearing, 133-135
colors for, 109
conflict checking for, 124
dates for, 105
deleting, 138, 434
descriptions of, 108
details, 111
duration of, 106
e-mail reminders for, 112
finding contacts associated with, 129
follow-up activities, scheduling, 136
obsolete, deleting, 434
Outlook, 149
printing
Activities tab, 128
calendars, 131

activities (continued)

printing (continued)
Task List, 128
priorities for, 108
private, 123, 133
recording histories for, 136
recurring, scheduling, 113-116
removing from Outlook, 155
rescheduling, 125
rescheduling multiple (Tip), 125
scheduling, 101-137
follow-up activities, 136
for others, 123
for yourself, 106
from calendars, 102-104
from contact records, 101
from Groups window, 281
in multiuser databases, 123
preferences for, 123
private, 123
series of activities, 116
sorting, 126, 128
specifying type for, 105
specifying with whom activity is scheduled,
106
start time for, 105
timeless, 105
viewing
for groups and subgroups, 278
for specific contact, 128
in Outlook, 155
in Task List, 125
on calendars, 129

Activities section (report templates), 320
Activities tab

clearing activities from, 133

customizing columns in, 306

deleting activities from, 138

filtering activities in, 128

printing, 128

rescheduling activities from, 125
rescheduling multiple activities from, 125
sorting activities in, 128

viewing activities in, 128, 278
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Activities/Time Spent report, 222
activity reminders, 109
activity series
changing, 121
creating, 118
deleting, 122
Regarding text (Tip), 118
scheduling, 116, 121
activity type, 105
adding
access keys to menus, 353
associated contacts to contact records, 58
columns to list views, 306
command separators to menus, 355
commands
to Internet Links menu, 94
to Lookup, Write, Reports menus, 351
to other menus, 354
contacts
to database, 43
to groups and subgroups, 260-273
when scheduling activities, 108
details to activities, 111
drop-down lists to fields, 299-301
fields to layouts, 309
fields to report templates, 324-326
graphics to layouts, 314
graphics to report templates, 332
group stops to layouts, 312
Internet directory services, 89
items to sales opportunity lists, 238
labels to fields in report templates, 327
gueries to menus, 350
sales stages, 230
sections to report templates, 321
shapes to report templates, 332
shortcut keys, 361
subgroups to groups, 258
submenus to menus, 354
summary fields to report templates, 326
tabs to layouts, 311
templates to menus, 350
text to report templates, 331
tool separators to toolbars, 357
tools to toolbars, 360
users to databases, 426, 427
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I
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address books
faxing, 197
printing, 64
Address contact fields, 47
addresses, e-mail
deleting, 204
editing, 204
entering in E-Mail Address field, 203
entering in e-mail messages, 206
entering using dialog box, 203
format of, 203
addresses, group and subgroup, 274
addresses, home, 58
addresses, international, 47
addresses, Internet, 47
addresses, modems, 179
addresses, telephones, 179
Administrator security level, 428
administrator, database, 425
ADT files, 165
Advanced queries
checking query syntax, 86
creating, 85
defined, 85
Query Helper, 85
reusing, 86
saving, 86
sorting query results, 86
using in group membership rules, 269
alarms for activities, setting, 109, 119
aligning
objects in report templates, 330
text in report templates, 331
text in word-processing documents, 171
All Contacts Lookup command, 72
All Groups Lookup command, 284
Alt Contacts tab, 58
ampersand in menu names, 353
anchoring columns, 306
anniversaries, scheduling activity for, 114
annual activities, scheduling, 114
Apple Macintosh, importing data from, 371
appointments, Outlook, 149
assigning
access privileges for users, 428
attachments to groups and subgroups, 275
contacts to groups and subgroups, 260-263



assigning (continued)
histories to groups and subgroups, 275
icons to commands or macros, 364
notes to groups and subgroups, 275
passwords to users, 426

assistant’s name, entering, 58

associating activities with groups, 109

asterisk
in Forward button of dialer, 185

in queries, 83
"at" sign in field data, 298
attaching

activities to e-mail messages, 112
contacts to e-mail messages, 208
e-mail messages to contacts, 215, 218
fax image files to faxes (WinFax), 191, 198
files
synchronizing, 380, 421
to contact records, 62
to e-mail messages, 210
to groups and subgroups, 276
to standard faxes, 200
groups to e-mail messages, 208
lookups to e-mail messages, 208
attachments
adding to contact records, 62
adding to groups and subgroups, 275
assigning to groups and subgroups, 275
deleting from contact records, 63
during back up, 63
filtering in Notes/History tab, 61, 276
for standard faxes, 200
not synchronized with other data (note), 63
obsolete, deleting, 434
saving from e-mail messages, 219
automatic data synchronization, 414
automating tasks. see macros
averages, adding to report templates, 326

B

background color in layouts, changing, 313
background, deleting graphics from, 314
backups, 430-432

attached files and, 63

reminders for, 431

restoring, 431

SideACT! files, 148

backups (continued)
using other backup products, 430
banners, displaying on Monthly calendar, 110
bcc option for Internet mail, 206
beeper numbers, entering, 58
BigFoot Directory, 87
birthdays, scheduling activity for, 114
bitmap files. see BMP files
blank fields
disallowing, 298
finding contact records with, 75, 84
finding group records with, 284
specifying for multiple records, 96
blank lines, eliminating from reports, 323
blank sections, eliminating from reports, 323
Block Synchronization field attribute, 299
blocking field synchronization updates, 414
BMP files
adding to layout background, 314
adding to report templates, 332
inserting in documents, 170
saving sales funnels as, 246
saving sales graphs as, 251
borders, changing in report templates, 334
Briefcase folder, using with e-mail, 212
Browse security level, 428
bulk mailings. see mail merges
buttons, changing size of in toolbars, 358
By Example Lookup command, 73
By Example queries, 81
converting to Advanced queries, 85
creating, 83
operators, 82
Query Helper, 84
reusing, 86
saving, 86
sorting query results, 84
using in group membership rules, 269

C

calendars
adding Outlook activities to, 149
clearing activities from, 133
deleting activities from, 138
displaying, 102, 103
displaying contact records from, 129
displaying Outlook activities in, 152



calendars (continued)
faxing, 197
filtering activities on, 129
filtering activities when printing, 132
Mini-Calendar, 103
overview of, 35
preferences, 130
printing, 131-132
removing Outlook activities from, 154
rescheduling activities from, 125
scheduling activities from, 102-104
sharing with others, 123
viewing other users’, 123
call forwarding. see forwarding calls
call transfer. see transferring calls
Caller ID, using with ACT!, 187
Calling Out taskbar button, 406
calls
conference calls, 186
ending, 181
forwarding, 185
hanging up, 181
placing, 180-181
putting on hold, 184
recording histories for, 182
scheduling, 101-137
timing, 183
transferring, 186
calls. see also activities
cascading menus. see menus
categorizing
contacts, 33
items in SideACT!, 142
cc:Mail
sending e-mail to cc:Mail addresses, 203
setting up for use with ACT!, 202
versions supported in ACT!, 201
cc:Mail Mobile
automatic synchronization using, 414
setting up for use with ACT!, 202
cellular phone numbers, entering, 58
changing. see modifying, editing
Character field type
data allowed in, 296
default value for, 297
entry rules for, 297
formatting, 298
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Character field type (continued)

maximum number of characters for, 297
checking spelling. see spell checking
circles, adding to report templates, 332
City contact field, 47
City Lookup command, 72
cleared activities, deleting obsolete, 434
clearing

activities, 133-135

database information, 432

items in SideACT!, 142

multiple activities, 135

private activities, 133

synchronization transaction log/reports, 416

closed sales
creating, 239
deleting, 241
reopening, 241
closing
layout designer, 315
sales opportunities, 239
collection groups, 401, 412
colors
changing in ACT! windows, 305
changing in layouts, 313
changing in report templates, 333

changing in text (ACT! word processor), 171

setting for activities, 109
columns
adding to list views, 306
changing width of, 306
locking, 306
rearranging order of, 306
removing from list views, 306
Combined inbox, for e-mail, 212
command separators
adding to menus, 355
deleting from menus, 355
commands
adding
to Internet Links menu, 94
to Lookup, Write, Reports menus, 351
to menus, 354
assigning access keys to, 353
assigning icons to, 364
copying, 364
creating, 363



commands (continued)
deleting, 364
deleting from menus, 355
modifying, 364
rearranging in menus, 351
renaming, 355
Company contact field, 46
Company Lookup command, 72
company names, printing on calendars, 132
Competitor sales opportunity list, 236
competitors
displaying on Sales/Opportunities tab, 236
for sales opportunities, 235
completed activities, recording, 132-137
completed SideACT! items
deleting, 143
moving, 142
recording, 142
specifying location for, 142
unmarking, 142
completing sales opportunities, 239
compressing databases, 432
CompuServe e-mail, 201
conference calling, 186
conflict checking, for activities, 124
conflict updates, in data synchronization, 409
Contact Directory report, 222
Contact field, 46
contact information
copying between fields, 97
entering, 44-48
swapping between fields, 97
Contact List
creating lookups in, 71
customizing columns in, 306
faxing from, 190
finding contacts in, 69
overview of, 32
sorting contacts in, 67
tagging contacts in, 70
untagging contacts in, 71
viewing contact records from, 49
viewing contacts in, 48
contact records
see also contacts
attaching
e-mail messages to, 215, 218

contact records (continued)
attaching (continued)
files to, 62
to e-mail messages, 208
creating from e-mail messages, 216
defined, 28
deleting, 98
deleting attachments from, 63
deleting notes from, 60
displaying for incoming callers, 187
displaying from Contact List, 49
displaying from Task List or calendar, 129
duplicates
finding, 435
in merged databases, 375
entering notes in, 59
exporting
to ACT! database, 374-376
to other applications, 376-377
importing
from ACT! database, 367-369
from other applications, 369-374
modifying, 95-98
multiple records at once, 96
single records, 95
scheduling activities from, 101
user-definable fields in, 57
Contact Report, 222
Contact section (report templates), 320
Contact Status report, 222
Contact subsection (report templates), 321
Contact window
adding contacts to groups, 263
calling contacts from, 180
default layout, 347
entering contact information in, 44
faxing from, 190
scheduling activities in, 101
contacts
see also contact records
adding
associated contacts to, 58
from e-mail messages, 214
to database, 43
to groups and subgroups, 260-273
when scheduling activities, 108
categorizing, 33



contacts (continued)
defined, 28
duplicating, 44
entering information about, 44-48
entering Internet addresses for, 47
finding, 69, 129
getting information from Internet, 87-89
locating web sites for, 87
marking as public or private, 59
printing information about, 63
private, 59, 347
public, defined, 59
removing from groups, 273
saving, 50
scheduling activities with, 101-109
sorting, 67-69
sorting in Contact List, 67
synchronizing. see synchronizing data
tagging in Contact List, 70
untagging in Contact List, 71
viewing, 44-49
viewing activities for, 128
converting
databases from previous ACT! versions, 40
databases to previous ACT! versions, 42
Word documents to ACT! templates, 165
WordPerfect templates, 159
copying
contact records, 44
custom commands, 364
fields, 44
groups and subgroups, 259
information between fields, 97
items from SideACT! to ACT!, 143
paragraph formats in documents, 172
sales funnels, 246
sales graphs, 251
text in documents, 168
core fields, defined, 296
count, adding to report templates, 326
country codes, 54
Country contact field, 48
County contact field, 47
cover pages
creating for mail merges using WinFax, 199
creating in ACT!, 193
for faxes, 160
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CSV files, 371
Currency field type, 296, 297
currency, for sales opportunities, 234
Customer Service and Support. see Service and
Support on the Help menu
customizing
colors in ACT! windows, 305
columns in list views, 306
fields, 293
fonts in ACT! windows, 305
layouts, 307-315
Lookup menu, 350
menu bars and menus, 350-356
Reports menu, 350
shortcut keys, 360
toolbars, 356
View bar, 356
windows, 305
Write menu, 350

D

daily activities, scheduling, 113
Daily calendar
displaying, 103
preferences for, 130
rescheduling activities in, 125
scheduling activities from, 104
time increments for, 130
daily recap (calendars), 102
Dale Carnegie Training, 229
data synchronization. see synchronizing data
database administrator, 425
database field definitions. see field definitions
databases
adding users to, 426
backing up, 430-432
compressing, 432
converting from previous ACT! versions, 40
converting to previous ACT! versions, 42
creating, 39
default startup, 347
defined, 28
deleting obsolete data from, 434
deleting users from, 429
exporting contact data, 374-376
finding contacts in, 69
locking, 433



databases (continued) deleting (continued)

maintaining, 432 attachments from e-mail messages, 210
merging, 367 closed sales, 241
multiuser, 426 command separators from menus, 355
opening from SideACT!, 146 commands from menus, 351, 355
passwords for, 425 contact records, 98
purging information from, 432 custom commands, 364
reindexing, 432 drop-down list items, 304
restoring backups of, 431 e-mail addresses, 204
synchronizing. see synchronizing data e-mail messages, 217, 219
transferring contact data between, 374-376 fields, 305
unlocking, 433 fields from layouts, 310
using as WinFax phonebooks, 197 graphics from layouts, 314
Date field type, 296 group membership rules, 272
dates group stops from layouts, 312
for activities, 105 groups, 290
for sales funnel, changing, 244 indexes for fields, 350
for sales graph, changing, 247 Internet directory services, 90
formatting in report templates, 336 Internet e-mail folders, 218
inserting in documents, 168 items from sales opportunities lists, 238
inserting in headers and footers, 170 items from SideACT!, 143
inserting in report templates, 327 lookups, 98
dBase II/1V files, importing, 369 macros, 345
decimal places notes from contact records, 60
displaying in report fields, 336 obsolete data, 434
for Currency fields, 297 recurring activities, 116
for Numeric fields, 297 sales opportunities, 241
specifying for numeric fields, 297 sales stages, 231
default settings shortcut keys, 362
changing default e-mail system, 218 stored e-mail messages, 220
Contact layout, 347 subgroups, 290
field entry order, restoring, 312 synchronization reports, 416
Groups window, 347 tabs from layouts, 311
indexed fields, 349 users from databases, 429
menus, restoring, 355 delimited text files
private contacts, 347 exporting drop-down list items to, 304
private groups, 347 importing drop-down list items from, 303
shortcut keys, restoring, 362 importing from, 369
startup database, 347 Department contact field, 46
startup macro, 347 details, activities, 111
toolbars, restoring, 360 details, sales opportunities, 236
Default Value field attribute, 297 dialer
deleting conference calling, 186
see also removing dialing locations, choosing, 180
activities, 138 forwarding calls, 185
activity series, 122 hiding, 179
attachments from contact records, 63 placing calls, 180-181



dialer (continued)
preferences, 178
putting calls on hold, 184
requirements for using, 177
setting up, 178
transferring calls, 186
using Caller 1D with, 187
using with Microsoft Windows NT, 177
Dialer tab, 178
dialing locations, choosing, 180
dialing method, setting in WinFax, 189
disconnecting from e-mail, 218
disk space required
for ACT!, 25
for data synchronization, 385
displaying. see viewing
distributing layouts to others, 315
Division group field, 257
DLL files, 364
DOC files, 165
documents
attaching to contact records, 62
attaching to e-mail messages, 210
attaching to faxes, 200
copying text in, 168
dates, inserting in, 168
editing, 168
faxing, 190-193
files, inserting in, 172
finding and replacing text in, 168
fonts and font attributes, changing, 170
formatting, 169-172
headers and footers in, 170
margins, setting, 170
opening, 167
page breaks, inserting in, 170
printing, 173
salutations for, 54
saving, 173
sending by e-mail, 174
spell checking, 168
tabs, setting, 171
time, inserting in, 168
Drafts folder, sending e-mail messages from, 211
driving directions. see Yahoo! Driving Directions
drop-down lists
adding items to, 300, 302

446

drop-down lists (continued)
adding to fields, 299-301
default fields containing, 50
deleting items from, 304
exporting items from, 304
importing items into, 303
modifying, 52
selecting items from, 51
selecting multiple items from, 51
using for quick data entry, 50
using lists in other fields, 301
duplicate records
creating, 44, 259
criteria for finding, 435
finding, 435
in merged databases, 375
saving information in, 436
duplicating
contact records, 44
groups and subgroups, 259
duration, setting for activities, 106

E
ECCO, importing data from, 369
Edit List item, in fields, 304
editing
address in E-mail Address field, 48, 204
address in Web Site field, 47, 258
Internet directory services, 89
report, label, envelope templates, 317-338
reports, 225
word-processing documents, 168
word-processing templates, 163
ellipses, adding to report templates, 332
e-mail
addresses. see addresses, e-mail
addressing messages, 206
attaching
activities to, 112
files to messages, 210
lookups to messages, 208
messages to contacts, 215, 218
Briefcase folder, 212
cc:Mail, setting up, 202
Combined inbox, 212
CompuServe, using with ACT!, 201
confirming message deletions, 219



e-mail (continued)
creating contacts from messages, 216
default e-mail system, changing, 218
deleting
attachments from messages, 210
messages, 217, 219
stored messages, 220
disconnecting from, 218
entering address in Web Site field, 48
Eudora Pro, setting up, 202
folders for attached messages, 219
forwarding, 216
inbox, refreshing, 213
Internet mail
bcc option, 206
creating folders for, 217
setting up, 202
Lotus Notes mail, setting up, 202
merging contacts or groups from, 214
messages, creating, 204-207
Microsoft Outlook
creating folders for, 217
setting up, 202
preferences, 218
reading incoming messages, 212
receiving notification of new messages, 219
replying to, 216
return receipts, receiving automatically, 205
saving attachments from messages, 219
selecting recipients using typeahead, 218
sending activity reminders via, 112
sending documents using, 174
sending mail merges using, 166
sending messages, 210
sending reports using, 224
setting up for use with ACT!, 202
signature text for messages, 218
spell checking, 208
storing messages for later delivery, 211
synchronizing data using. see synchronizing
data using e-mail
systems supported, 201
E-mail Address contact field, 48
E-mail Address Lookup command, 73
Employees group field, 258

empty fields
finding contact records with, 75, 84
finding group records with, 284
end date (activity series), 116
ending telephone calls, 181
Enter key, using to move between fields, 48
entry order, changing for fields in layouts, 311
Entry Rules field attribute, 297
envelope templates
backing up, 431
creating, 340
list of, 221
modifying, 317
saving, 341
envelopes, printing, 161, 174-175
erasing activities, 138
Eudora Pro, 201, 202
Example History Summary report template, 324
exchanging data with hand-held devices. see
linking with hand-held devices
EXE files, 346, 364
ExpensAble. see Quicken ExpensAble
expenses, recording, 23, 135
exporting
data to ACT! database, 374-376
data to another application, 376-377
drop-down list items, 304
sales opportunities lists, 238
Ext contact field, 47

F
Fax contact field, 47
fax cover pages, creating, 160
fax software, specifying, 190
faxing
address books, 197
calendars, 197
cover pages
created in ACT!, 193
for mail merges using WinFax, 199
fax software, specifying, 189
files created in other applications, 200
mail merges, 167, 194-196
preferences for WinFax, 198
quick faxes, 190
recording history for, 191, 196
reports, 196, 224



faxing (continued) fields (continued)

using WinFax, 197-200 deleting, 305
word-processing documents, 190-193 Edit List item in, 304
FedEx Ship, importing data from, 369 entry order, changing, 311
field attributes entry rules for, 297
Block Synchronization, 299 exporting items from drop-down lists, 304
Default Value, 297 for duplicate record checking, 435
Entry Rules, 297 formats, specifying, 298
Field Format, 298 group stops, 311, 312
Generate History, 299 importing items into drop-down lists, 303
Primary Field, 299 indexed, 349, 350
setting, 295 inserting in word-processing templates, 164
Size, 297 launching applications or macros from, 345
Type, 295 mapping between applications, 372
field definitions, defined, 403 modifying drop-down lists in, 52
field drop-down lists. see drop-down lists moving between, 48
Field Format attribute, 298 moving between tabs in layouts, 310
field labels, 308, 309 moving in report templates, 329
adding to report template fields, 327 non-empty
field maps finding in contact records, 75
importing files using, 372 finding in group records, 285
reusing, 373 number of characters allowed in, 297
saving, 373 primary, 44, 299
field names protected, 298
characters in, 295 removing from layouts, 310
modifying, 294 removing from report templates, 328
field triggers. see triggers renaming, 294
field types, 296 required data for, 298
fields resizing in report templates, 330
adding drop-down lists to, 299-301 restoring default entry order, 312
adding to layouts, 309 rules for data entry in, 297
adding to report templates, 324-326 summary, adding to report templates, 326
attributes, 295 swapping information between, 97
blank synchronizing new, 422
finding in contact records, 75, 84 file formats supported in ACT!, 369
finding in group records, 284 filenames of report templates, 222
specifying for multiple records, 96 files
blocking synchronization updates to, 299, attaching
414 synchronizing, 421
containing default drop-down lists, 50 to contact records, 62
copying, 44 to e-mail messages, 210
copying information between, 97 to groups and subgroups, 276
core, 296 to standard faxes, 200
creating, 304 deleting
creating history for changes in, 299 from contact records, 63
customizing, 293 from e-mail messages, 210
default values for, 297 faxing, 200
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files (continued)
inserting in documents, 172
receiving in synchronization updates, 421
filtering
activities in Activities tab, 128, 279
activities in Task List, 126
activities on calendars, 129
activities on printed calendars, 132
data in report templates, 337
notes, histories, attachments for contacts, 61
notes, histories, attachments for groups, 276
Sales/Opportunities tab for contacts, 242
Sales/Opportunities tab for groups, 281
finding
contacts
in Contact List, 69
using Advanced queries, 85
using keywords, 76
using multiple search criteria, 80
using queries, 80, 81
with any data in specific field, 75
with no data in specific field, 75, 84
with scheduled activities, 129
duplicate records, 435
groups, 283-287
using keywords, 285
with any data in specific field, 285
with no data in specific field, 284
items in SideACT!, 143
web sites for contacts, 87
First Name Lookup command, 72
first names, specifying, 46, 56
folders
for storing attached e-mail messages, 219
for storing Internet mail, 217
for storing Outlook e-mail, 217
for synchronization reports, 416
follow-up activities, scheduling, 136
fonts
changing in documents, 171
changing in report templates, 333
customizing in ACT! windows, 305
Footer section (report templates), 321
footers in documents, 170
forecasting sales, 232
creating sales opportunities, 233
deleting sales opportunities, 241

forecasting sales (continued)
graphing sales data, 247
printing, 243
recording outcome of, 239
reopening closed sales, 241
viewing, 242
form letters. see mail merges
formatting
fields, 298
headers and footers in documents, 170
international phone numbers, 48
paragraphs, 171
social security numbers, 298
word-processing documents, 169-172
forwarding
calls, 185
e-mail messages, 216
funnels. see sales funnels

G
Generate History field attribute, 299
GoldMine, importing data from, 369
graphics
adding to layouts, 314
adding to report templates, 332
deleting from layouts, 314
inserting in headers and footers, 170
moving in report templates, 329
resizing in report templates, 330
graphing sales data. see sales graphs
grid lines, displaying
in report designer, 336
in sales graph, 251
Group Comprehensive report, 223
Group List report, 223
Group Membership report, 222
group membership rules
changing, 272
creating, 265
defined, 265
deleting, 272
reminders for, 272
running, 270
viewing, 272
group records
adding from e-mail messages, 214
assigning notes and histories to, 275



group records (continued)
attaching to e-mail messages, 208
duplicates
finding, 435
in merged databases, 375
exporting
to ACT! database, 374-376
to other applications, 376-377
Group section (report templates), 320
group stops, 311, 312
Group subsection (report templates), 321
Group Summary report, 222
Group/Subgroup List report, 223
Group/Subgroup Membership report, 223
Group/Subgroup Summary report, 222
groups
activities associated with, 278
adding contacts to, 260-273
address information, 274
associating activities with, 109, 278
associating sales with, 281
attaching files to, 276
attachments for, 275
copying, 259
creating, 257-260
deleting, 290
duplicating, 259
examples of, 254
finding, 283-287
histories for, 275
lookups of, 287
members of, viewing, 273
membership rules for, 265-273
moving, 288
notes for, 275
overview of, 33, 253
printing information about, 289
private, default setting for, 347
removing contacts from, 273
reorganizing, 288
reports for, 222
saving, 259
sending e-mail messages to, 204
sending faxes to lookups from WinFax, 199
sorting, 283
status information for, 274
synchronizing, 391

TN
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Groups window
changing layouts in, 256
default layout, 347
displaying, 255
overview of, 34, 255

H

hand-held computers, 367
hanging up telephone calls, 181
hardware requirements
for ACT!, 25
for ACT! dialer, 177
Header section (report templates), 320
headers in documents, 170
hiding
column names in Notes/History tab, 61
toolbars, 357
HISTCLAS5 report template, 324
histories
assigning to groups and subgroups, 275
creating for e-mail messages, 218
filtering in Notes/History tab, 61, 277
for groups and subgroups, 275
obsolete, deleting, 434
recording for activities, 136
recording for calls, 182
recording for faxes, 191, 196
History Summary Classic report, 222
History Summary Classic report template, 324
Knowledge Base article about, 342
History Summary report, 222
hold, putting calls on, 184
home addresses, adding to contact records, 58
HSALLEX5 sample report template, 324
HTML e-mail messages, 213

I

ICO files, 364

icons, assigning to commands or macros, 364

ID/Status contact field, 33, 47

ID/Status Lookup command, 34, 73

importing

contact data

from ACT! database, 367-369
from Apple Macintosh applications, 371
from dBASE I111-V, 369



importing (continued)
contact data (continued)
from delimited text file, 369
from MS-DOS applications, 371
from other applications, 369
from Outlook, 369
from Symantec Q&A, 370
mapping fields, 372
reusing field maps, 373
saving field maps, 373
items into field drop-down lists, 303
sales opportunities drop-down lists, 237
inbox
checking new mail in, 213
Combined inbox, 212
refreshing, 213
indenting text in documents, 171
indexed fields
creating, 349
default indexed fields, 349
defined, 349
deleting indexes in, 350
Industry group field, 258
Initial Capitals field type, 296
default value for, 297
entry rules for, 297
formatting, 298
maximum number of characters for, 297
installing ACT! 2000, 26
international addresses, 47
international phone numbers
displaying country codes for, 54
entering, 53
international postal codes, 48
Internet
accessing from ACT!, 90-94
entering address in Web Site field, 47, 258
Internet Directory Lookup command, 73
Internet directory services
adding and modifying, 89
deleting, 90
obtaining contact information from, 87-90
Internet Explorer. see Microsoft Internet Explorer
Internet Links menu, 94
Internet mail
bcc option in, 206
creating folders to store messages, 217

Internet mail (continued)
requirements for, 201
setting up for use with ACT!, 202

J

Janna Contact, importing data from, 369
justifying text in documents, 171

K
keyboard shortcuts
adding, 361
customizing, 360
deleting, 362
keys, adding to menus, 353
Keyword Search Lookup command, 72, 285
keywords
finding contacts using, 76
finding groups using, 285
refining search results, 79
Knowledge Base articles
for customizing templates, 342
for synchronizing data, 421

L
label templates
backing up, 431
creating, 338
Knowledge Base article about, 342
list of, 221
modifying, 317
saving, 341
labels, field, 308, 309
adding to report templates, 327
labels, mailing, 174-175
Land contact field, 47
laptop computer, synchronizing data with, 381
large buttons on toolbars, 358
Last Name Lookup command, 72
last names, specifying, 46, 56
Last Results contact field, 48
layout designer
see also layouts
closing, 315
tool palette, 328
using, 307-315



layouts
adding fields to, 309
adding graphics to, 314
adding tabs to, 311
background color/pattern, changing, 313
backing up, 431
creating, 309
customizing, 307-315
defined, 29
field entry order in, changing, 311
for groups, 256
moving fields between tabs in, 310
naming, 314
naming tabs in, 311
removing fields from, 310
removing graphics from, 314
removing tabs from, 311
saving, 314
sharing with others, 315
switching between, 29
synchronizing, 422
tab order in, changing, 311
leader characters, tabs, 171, 172
letters. see documents
line spacing, in word-processing documents, 171
lines, adding to report templates, 332
lines, blank, eliminating from reports, 323
linking attached files, 421
linking with hand-held devices, 367
list views
customizing columns in, 306
printing contents of, 63
lists. see drop-down lists
locking columns, 306
locking databases, 433
logging off your e-mail system, 218
logical operators. see operators
Look For feature. see typeahead feature
Lookup commands
All Contacts, 72
All Groups, 284
By Example, 73
City, 72
Company, 72
E-mail Address, 73
First Name, 72
ID/Status, 73

TN
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Lookup commands (continued)
Internet Directory, 73
Keyword Search, 72, 285
Last Name, 72
My Record, 72
Other Fields, 73
Phone, 72
Previous, 73
Sales Stage, 73
State, 73
Synchronized Records, 73
Zip Code, 73
Lookup menu, modifying, 350
lookups
attaching to e-mail, 208
broadening (Add To Lookup option), 80
creating
by selecting contacts in Contact List, 71
by tagging contacts in Contact List, 70
for groups and subgroups, 287
defined, 30
deleting, 98
narrowing (Narrow Lookup option), 80
overview of, 32
sending faxes to lookups from WinFax, 199
speeding up, 349
Lotus cc:Mail. see cc:Mail
Lotus Notes mail, setting up, 202
Lotus Organizer, importing data from, 369
Lowercase field type, 296
default value for, 297
entry rules for, 297
formatting, 298
maximum number of characters for, 297

M

macros
assigning icons to, 364
creating, 343
creating custom commands for, 362
default startup, 347
defined, 343
deleting, 345
launching from fields, 345
running, 344



mail merges
creating, 161
faxing, 167, 194-196
previewing, 167
printing, 166
return receipts for e-mail messages, 167
sending by e-mail, 166
templates for, 162
WinFax options for mail merge faxes, 198
mailing labels. see labels, mailing
Main Competitor sales opportunity list, 236
maintenance for databases, 432
MAP files, 373, 377
mapping fields, 372
mapping network drives, 426
maps, obtaining using Yahoo! Maps, 93
margins
setting in documents, 170, 171
setting in label templates, 338, 342
Maximizer, importing data from, 369
maximums, adding to report templates, 326
meetings. see activities
membership rules. see group membership rules
memos. see documents
menu bars, customizing, 350-356
moving menus on, 355
removing menus from, 356
menus
adding
access keys to, 353
command separators to, 355
commands to, 351, 354
queries to, 350
separators to, 351
submenus to, 354
templates to, 350
changing order on menu bar, 355
deleting command separators from, 355
deleting commands from, 351, 355
moving on menu bar, 355
rearranging commands in, 351
removing from menu bars, 356
renaming, 355
restoring default settings, 355

merging
see also mail merges
contact data from e-mail messages, 214
databases, 367
messages, e-mail. see e-mail, 201
Microsoft Fax, 189
Microsoft Internet Explorer, 87
Microsoft Outlook
activities
displaying in Activities tab, 152
displaying in Task List, 152
displaying on ACT! calendars, 152
reminders for updating, 155
removing from ACT!, 154
updating ACT! calendar with, 149
viewing in ACT!, 151
e-mail, 201, 217
setting up for use with ACT!, 202
importing data from, 369
removing ACT! activities from, 155
viewing ACT! activities in, 155
Microsoft Schedule+, importing data from, 369
Microsoft TAPI 2.1, 179
Microsoft Windows CE, 367
Microsoft Windows Network, 26
Microsoft Windows NT
compatibility with ACT! dialer, 177
version supported in ACT!, 26
Microsoft Word
ACT! Mail Merge Fields command, 164
converting Word documents to ACT!
templates, 165
editing reports using, 225
Send E-mail Using ACT! command, 174
versions supported, 159
Mini-Calendar, 103
rescheduling activities in, 125
minimums, adding to report templates, 326
mobile phone numbers, entering, 58
modems
address, 179
requirements for using with dialer, 177
speaker phone modems, 177, 181, 184
timing calls when using, 183
modem-to-modem data synchronization. see
synchronizing data



modifying

N
N

activity series, 121
activity types in SideACT!, 141

address in E-mail Address field, 48, 204

address in Web Site field, 47, 258

background color/pattern in layouts, 313

border styles in report templates, 334
button size in toolbars, 358
colors in ACT! windows, 305
colors in report templates, 333
contact information, 95-98
contact records, 95-98

custom commands, 364

date format in sales funnel, 244
date format in sales graph, 247
default e-mail system, 218
drop-down lists in fields, 52
envelope templates, 317

field attributes, 295

field entry order, 311

field names, 294

fields, 293

font attributes in documents, 170
font style and size in documents, 171
fonts in ACT! windows, 305
fonts in report templates, 333
group layouts, 256

group membership rules, 272
Internet directory services, 89
Internet Links menu, 94

label templates, 317

layouts, 307-315

Lookup menu, 350

menu bars, 350

menus, 350

name prefixes and suffixes, 56
number of characters in field, 297
order of items in SideACT!, 141
order of sales stages, 231

order of tabs in layouts, 311
patterns in report templates, 333
report templates, 317-338
reports, 225

Reports menu, 350

sales graphs, 250

sales opportunities, 239

sales opportunities drop-down lists, 238

modifying (continued)
sales stages, 231
shortcut keys, 360

size of objects in report templates, 330

tab names in layouts, 311

tabs in documents, 172

text color in documents, 171

text color in report templates, 333
toolbars, 356

View bar, 356

width of columns, 306

windows in ACT!, 305

Write menu, 350

Mondays, displaying on Monthly calendar, 130

monthly activities, scheduling, 113

Monthly calendar
displaying, 103
displaying banners on, 110
preferences for, 130
rescheduling activities in, 125
starting day for, 130

moving
between fields, 48
completed items in SideACT!, 142
fields between tabs in layouts, 310
groups and subgroups, 288
information between fields, 97
items from SideACT! to ACT!, 143
menus on menu bar, 355
objects in report templates, 329
SideACT! items to other files, 148
tools on toolbars, 357

MPR files, 346

MS-DOS applications, importing data from, 371

multiuser databases
adding users to, 427
location of, 426
locking, 433
modifying fields in, 293
passwords for, 427
scheduling activities in, 123
security levels for, 428
setting up, 426
unlocking, 433

multiword items, finding using queries, 83

My Record, 40
My Record Lookup command, 72



N

names
changing for tabs in layouts, 311
creating for layouts, 314
first/last names, specifying, 46
preferences for, 54
prefixes/suffixes for, 54
negative numbers
displaying in report fields, 336
maximum number of characters in field, 297
Netscape Navigator, 87
networks supported in ACT!, 26
new e-mail
checking inbox for, 213
receiving notification of, 219
non-empty fields
finding contact records with, 75
finding group records with, 285
notes
assigning to groups and subgroups, 275
deleting from contact records, 60
entering for contacts, 59
entering for groups and subgroups, 275
filtering in Notes/History tab, 61, 276
for groups and subgroups, 275
obsolete, deleting, 434
overview of, 37
spell checking text in, 60
synchronizing, 423
Notes mail. see Lotus Notes mail, 201
Notes/History report, 222
Notes/History section (report templates), 320
Notes/History tab
customizing columns in, 306
entering notes for contacts, 59
entering notes for groups/subgroups, 275
filtering for contacts, 61
filtering for groups and subgroups, 276
spell checking notes in, 60
Novell Netware, 26
number sign in field data, 298
Number To Dial field (dialer), 180
numeric data, formatting in report templates, 336
Numeric field type
data allowed in, 296
maximum number of characters for, 297

@)

obsolete data, deleting from databases, 434
opening
ACT!, 38
ACT! from SideACT!, 140, 147
applications or macros from fields, 345
SideACT!, 139
word-processing documents, 167
operators, 82
OR operator, 82
Other Fields Lookup command, 73
Outlook. see Microsoft Outlook
overlaid area codes, dialing from ACT!, 179

P

page breaks
in documents, 170
in reports, 323
page guides, displaying in word processor, 169
page numbers
adding to report templates, 327
in headers and footers, 170
pager numbers, entering, 58
PalmPilot, exchanging data with, 367
paragraphs, formatting, 171, 172
passwords, setting
for multiuser databases, 426
for your database, 425
patterns
changing in layouts, 313
changing in report templates, 333
percent sign in field data, 299
personal appointments, scheduling, 106
personal digital assistants, 367
phone calls. see calls
Phone contact field, 47
Phone field type, 296
Phone List report, 222
Phone Lookup command, 72
phone numbers
displaying country codes for, 53
entering additional numbers, 58
entering in contact records, 47
entering international numbers, 53
Phone/Home tab, 58
phonebooks (WinFax). see WinFax phonebooks
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Pilot. see PalmPilot, exchanging data with
point-to-point data synchronization. see
synchronizing data
POP3. see Internet mail
pop-ups. see drop-down lists
Postcode contact field, 48
pound sign in field data, 298
preferences
calendars, 130
colors and fonts, 306
dialer, 178
e-mail, 218
moving between fields, 48
names, 54
scheduling, 123
starting ACT!, 346
synchronization, 388
WinFax, 198
word processor, 160
prefixes for names, 54
previewing
mail merge letters or memos, 167
report templates, 319
reports, 224
Previous Lookup command, 73
Primary Field attribute, 299
primary fields, 44, 299
primary object, defined, 330
printing
Activities tab, 128
activity details, 111
address books, 64
calendars, 131-132
contact information, 63
documents, 173
envelopes, 161, 174-175
group and subgroup information, 289
labels for mailing, 174-175
list views and tabs, 63
mail merge documents, 166
mailing labels, 174
priorities on calendars, 132
reports, 224, 323
sales funnels, 246
sales graphs, 251
sales information, 243

TN
o

printing (continued)

SideACT! items, 143

Task List, 128
priorities

printing on calendars, 132

setting for activities, 108
private activities, 123

clearing, 133
private contacts, 59

default setting for, 347
private data, synchronizing, 392
private groups, 275

default setting for, 347
privileges. see access privileges

Product sales opportunity drop-down list, 236

Product Type sales opportunity list, 236
promoting subgroups to groups, 288
protected fields, 298

Province contact field, 47

public contacts, defined, 59

public groups, 275

purging. see clearing

Q
Q&A files, importing, 370
QRY files, 86
queries
adding to menus, 350
Advanced, 85
converting to Advanced queries, 85
creating, 82-86
tips and examples for, 83
using Query Helper, 84
defined, 81
finding contacts using, 80
multiword items in, 83
operators, using in, 82-83
reasons for using, 81
reusing, 86
saving, 86
speeding up, 349
using in group membership rules, 269
Query Helper, 84
guery syntax, checking, 86
Quick ExpensAble, 23
quick faxes, sending, 190



QuicksStart Wizard
creating databases using, 39
overview of, 38
selecting fax software using, 190
selecting word processor using, 160

R

randomly recurring activities, scheduling, 115
reading e-mail messages, 212
receiving synchronization updates, 407-409
record count, adding to report templates, 326
Record Manager, for sales opportunities, 235
recording histories
for activities, 136
for telephone calls, 182
of sent e-mail, 218
rectangles, adding to report templates, 332
recurring activities
Outlook, 151
scheduling, 113-116
daily, monthly, or weekly, 113
random occurrences, 115
yearly, 114
stopping, 116
Referred By contact field, 58
Referred By group field, 258
refreshing e-mail inbox, 213
Region group field, 257
reindexing databases, 432
relinking attached files, 421
reminders
for activities, 109
for activities, sending via e-mail, 112
for data synchronization, 413
for database backup, 431
for group membership rules, 272
for updating ACT!/Outlook calendars, 155
setting, 347
remote e-mail system, automatic synchronization
using, 415
removing
see also deleting
ACT! 2000, 27
ACT! activities from Outlook, 155
columns from list views, 306
contacts from groups and subgroups, 273
fields from report templates, 328

removing (continued)
menus from menu bars, 356
Outlook activities from ACT!, 154
sections from report templates, 323
tabs from documents, 172
tool separators from toolbar, 357
toolbars, 360
tools from toolbars, 357
renaming
commands, 355
fields, 294
menus, 355
tabs in layouts, 311
reopening closed sales, 241
reorganizing groups and subgroups, 288
Replace window, 96
replacing data in multiple records, 96
replying to e-mail, 216
report designer, 318
report templates, 317-338
aligning objects in, 330
aligning text in, 331
backing up, 431
blank space in fields, eliminating, 335
border styles, changing, 334
creating, 317
dates, adding to, 327
dates, formatting in, 336
decimal places in, 336
defined, 38
displaying ruler and grid, 336
duplicate fields in, 335
fields, adding to, 324-326
fields, removing from, 328
filenames for, 222
filtering data in, 337
fonts, changing in, 333
graphics, adding to, 332
Knowledge Base articles about, 342
labels, adding to, 327
lines and shapes, adding to, 332
moving objects in, 329
negative numbers in, 336
numeric data, formatting in, 336
object appearance, changing in, 332-336
objects, moving in, 329
objects, resizing in, 330



report templates (continued)

page numbers, adding to, 327

previewing, 319

saving, 341

sections in, 320-321

sections, adding to, 321

sections, removing from, 323

selecting objects in, 329

summary fields, adding to, 326

text color, changing in, 333

text, adding to, 331

text, wrapping, 335

time, adding to, 327

tool palette, 328

types of, 222

undoing changes to, 336
reports

blank lines in, eliminating, 323

blank sections in, eliminating, 323

defined, 221

editing, 225

e-mailing, 224

faxing, 196, 224

overview of, 38

previewing, 224

printing, 224, 323

running, 223

saving, 225

section breaks in, eliminating, 323

sorting contacts in, 224

synchronization. see synchronization reports
Reports menu, modifying, 350
required data in fields, 298
rescheduling activities, 125
rescheduling multiple activities (Tip), 125
resending synchronization updates, 410
resolving schedule conflicts, 124
restoring

backups, 431

default field entry order, 312

default menus, 355

default shortcut keys, 362

default toolbars, 360

records deleted by remote user, 409
return receipts

for all e-mail messages, 218

for individual e-mail messages, 205
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return receipts (continued)

for mail merge e-mail messages, 167

Revenue group field, 258

RPT
RTF

ruler

files, 225

files

inserting in documents, 172
saving reports as, 225

copying paragraph formats from, 172
displaying in report designer, 336
displaying in word processor, 169
setting margins/tabs from, 171
setting tabs from, 171

rules. see group membership rules

runn

S

ing

group membership rules, 270
macros, 344

reports, 223

Sales Adjusted for Probability report, 223
Sales by Contact report, 223

Sales by Record Manager report, 223
Sales Funnel report, 223

sales funnels

copying, 246

creating, 244

date format, changing, 244
printing, 246

saving, 246

sales graphs

copying, 251

creating, 247

date format, changing, 247
displaying grid lines in, 251
modifying, 250

printing, 251

saving, 251

specifying data to graph, 247

Sales List report, 223
sales opportunities

associating with groups and subgroups, 281
changing, 239

changing drop-down list for, 238

closing, 239

creating, 233

deleting, 241



sales opportunities (continued)
exporting drop-down list for, 238
graphing sales data, 247
importing drop-down list for, 236
printing, 243
recording outcome of, 239
reopening closed sales, 241
viewing, 242
Sales section (report templates), 320
Sales Stage Lookup command, 73
sales stages
adding, 230
changing, 231
changing order of, 231
deleting, 231
Sales Totals by Status report, 223
Sales/Opportunities tab
filtering in contact records, 242
filtering in group records, 281
printing, 243
Salutation contact field, 47
salutations, specifying for letters, 54
Saturdays, printing on calendars, 132
saving
contact information, 50
databases in ACT! 3, 4 format, 42
documents, 173
e-mail messages, 213
envelope templates, 341
field maps, 373
groups and subgroups, 259
label templates, 341
layouts, 314
queries, 86
report templates, 341
reports, 225
sales funnels, 246
sales graphs, 251
SideACT! files, 148
scanning for duplicate records, 435
schedule conflicts, resolving, 124
scheduling
activities, 101-137
activities for others, 123
activities with group members, 281
activity series, 116
automatic data synchronization, 414

scheduling (continued)
clearing transaction log and synchronization
reports, 416
follow-up activities, 136
mail merge faxes, 199
personal appointments, 106
preferences for, 123
private activities, 123
recurring activities, 113-116
reminders to back up data, 431
timeless activities, 105
searching. see finding
section breaks in reports, 323
sections, in report templates, 320
see also report templates
adding, 321
modifying, 323
removing, 323
security levels
defined, 428
displaying, 430, 433
for database users, 428
for synchronizing with database, 381
selecting
items from drop-down lists, 51
objects in report templates, 329
sending
activity reminders by e-mail, 112
e-mail messages, 210
faxes. see faxing
quick faxes, 190
synchronization updates, 404-407
separators. see command separators, tool
separators
SER files, 116
shapes, adding to report templates, 332
shared databases. see multiuser databases
shared synchronization folders. see synchronizing
data using shared folders
sharing
calendars with others, 123
databases. see multiuser databases
layouts with others, 315
Sharkware, importing data from, 369
shortcut keys
adding, 361
deleting, 362



shortcut keys (continued)
modifying, 360
restoring default settings, 362
showing. see viewing
SIC Code group field, 258
SideACT!
activity types, changing, 141
backing up files in, 148
categorizing items in, 142
completed items, location for, 142
copying items to ACT!, 143
creating files in, 147

default ACT! database, specifying, 146

deleting items from, 143
entering information in, 140
finding items in, 143
marking items as completed in, 142
moving completed items in, 142
moving items to ACT!, 143
moving items to other files, 148
opening, 139
opening ACT! from, 140, 147
order of items in, changing, 141
printing items in, 143
saving files in, 148
Sidekick, importing data from, 369
signature text for e-mail messages, 218
Size field attribute, 297
size of objects in report templates, 330
small buttons on toolbars, 358
SMTP. see Internet mail.
social security numbers, formatting, 298
software requirements for ACT!, 25
sorting
activities
in Activities tab, 128
in Task List, 126
contacts
in Contact List, 67
in reports, 224
sort criteria for, 68
groups/subgroups, 283
query results, 84, 86
speeding up, 349
Source of Referrals report, 222
spaces in field names, 295
SPD files, 147
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speaker phone modems, 177, 181, 184
special characters in field names, 295
spell checking
e-mail messages, 208
notes, 60
word processor documents, 168
spouse’s name, entering, 58
stages, sales. see sales stages, 251
Standard Industrial Classification, 258
Standard security level, 428
start date (activity series), 116
starting. see opening
startup preferences, setting, 346
State contact field, 47
State Lookup command, 73
status bar, 30
Status tab, 58, 274
stop sign (group stop indicator), 312
stopping recurring activities, 116
subgroups
adding contacts to, 260-273
address information, 274
associating activities with, 278
associating sales with, 281
attaching files to, 276
attachments for, 275
copying, 259
creating, 258
deleting, 290
duplicating, 259
examples of, 254
histories for, 275
lookups of, 287
members of, viewing, 273
moving, 288
notes for, 275
printing information about, 289
promoting to groups, 288
removing members from, 273
reorganizing, 288
saving, 259
sorting, 283
status information for, 274
synchronizing, 391
submenus, adding to menus, 354
subsections, in report templates, 321
suffixes, for names, 54



summary fields, adding to report templates, 326

Summary section (report templates), 321
Summary Sorted By (report templates), 321
Knowledge Base article about, 342

Sundays
displaying on Monthly calendar, 130
printing on calendars, 132
Support. see Service and Support on the Help
menu
swapping information between fields, 97
Symantec Q&aA files, importing, 370
Symantec web site, accessing, 90
see also Service and Support on the Help
menu
synchronization reports, 416
Knowledge Base article about, 421
synchronization transaction log
clearing immediately, 417
obsolete, deleting, 434
setting schedule for clearing, 416
turning off, 416
synchronization users
setting up, 394, 397
tips for setting up, 395
verifying synchronization setup, 417
Synchronized Records Lookup command, 73
synchronizing data
activities, histories, notes, sales, 380
attached files not synchronized (note), 63
automatic synchronization, 414
blocking field updates, 299, 414
checking for changes after, 411
contact and group records, 380
diagnosing problems, 416
disk space required for, 385
displaying reminders for, 389
example for workgroups, 384
groups/subgroups, 391
Knowledge Base articles about, 421
locking database for, 405
planning for, 385
preferences for, 388
private data, 392
receive options, 420
receiving updates, 407-409
directly from another database, 407
using e-mail, 407

synchronizing data (continued)

receiving updates (continued)
using modems, 408
using shared folders, 408
reminders for, 413
reports of, 416, 421
restoring records deleted by remote user,
409
security levels required, 381
send options, 419
sending updates, 404-407
resending previous updates, 410
to another database, 406
using e-mail, 407
using modems, 407
using shared folders, 407
tips for, 385
troubleshooting, 421
Knowledge Base article about, 421
types of data not synchronized, 380
understanding data synchronization, 379
using collection groups, 412
using e-mail
advantages of, 383
applying updates manually, 408
disadvantages of, 383
explanation of, 381
Knowledge Base article on, 421
receiving updates, 407
sending updates, 407
setting up, 397
using modems
disadvantages of, 383
explanation of, 382
Knowledge Base article about, 421
placing synchronization calls, 404
receiving synchronization calls, 404,
408
receiving updates, 408
recommendations for, 383
sending updates, 407
setting up, 397
using shared folders
advantages of, 383
disadvantages of, 383
explanation of, 382
Knowledge base article about, 421

461



synchronizing data (continued)
using shared folders (continued)
receiving updates, 408
sending updates, 407
setting up, 396, 397
version of ACT! required, 387
when others are logged on database, 409
with another database
explanation of, 381
Knowledge Base article about, 421
receiving updates, 407
sending updates, 406
setting up, 390-394
with multiple databases (warning), 387
with multiuser databases, 409
with other users
explanation of, 381-383
setting up, 394-403
tips for, 395
system requirements
for ACT!, 25
for ACT! dialer, 177

T
Tab key, using to move between fields, 48
tabs (in documents), 171, 172
tabs (in layouts)
adding, 311
changing order of, 311
expanding/shrinking size of, 31
printing contents of, 63
removing, 311
renaming, 311
restoring original size of, 32
tagging contacts in Contact List, 70, 71
TAPI 2.1, 179
Task List
calling contacts from, 180
clearing activities from, 133
deleting activities from, 138
displaying contact records from, 129
filtering activities in, 126
overview of, 36
printing, 128
rescheduling activities from, 125
rescheduling multiple activities from, 125
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Task List (continued)
sorting activities in, 126
viewing, 126
Task List report, 222
tasks, Outlook, 149
telephone calls. see calls
telephone numbers. see phone numbers
telephones
address, 179
hanging up, 181
using with ACT! dialer, 177
templates
adding to menus, 350
backing up, 431
converting from WordPerfect, 159
creating from Word documents, 165
for envelopes. see envelope templates
for labels. see label templates
for reports. see report templates
word processing. see word-processing
templates
ten-digit dialing, using in ACT!, 179
text
adding to report templates, 331
aligning in documents, 171
aligning in report templates, 331
color in documents, changing, 171
color in report templates, changing, 333
indenting in documents, 171
justifying in documents, 171
line spacing in documents, 171
saving as new file (word processor), 173
searching and replacing in documents, 168
style and size in documents, changing, 171
wrapping in report templates, 336
Ticker Symbol contact field, 47
Ticker Symbol group field, 257
time
adding to report templates, 327
for activities, 105
inserting in documents, 168
inserting in headers and footers, 170
Time field type, 296
timeless activities, 105
timing calls, 183
Title contact field, 46
Title Footer section (report templates), 321



Title Header section (report templates), 320
to-do items. see activities
tool palette, in report and layout designer, 328
tool separators, 357
toolbars
adding tool separators to, 357
adding tools to, 360
button size, changing, 358
changing button size, 358
creating, 356, 358
customizing, 356
deleting, 360
displaying, 357
displaying tooltips for, 358
grouping tools on, 357
hiding, 357
modifying display of, 358
rearranging tools on, 357
removing tool separators from, 357
removing tools from, 357
restoring default settings, 360
using in ACT!, 30
tools
adding to toolbars, 360
removing from toolbars, 357
tooltips, 30, 358
totals, adding to report templates, 326
Tracker, importing data from, 369
transaction log. see synchronization transaction
log
transferring calls, 186
transferring data between databases, 374-376
triggers, 345
troubleshooting tips for synchronization, 421
TXT files
exporting sales lists as, 238
importing contact data from, 371
saving reports as, 225
Type field attribute, 295
Type sales opportunity list, 236
typeahead feature
finding contacts in Contact List using, 69
selecting e-mail recipients using, 218

U
uninstalling ACT!, 27
Unique ID, for matching in synchronization, 386

units of measurement

in ACT! word processor, 169

in report designer, 336
unlocking databases, 433
untagging contacts in Contact List, 71
Uppercase field type, 296

default value for, 297

entry rules for, 297

formatting, 298

maximum number of characters for, 297
URL

see also web sites

adding to contact records, 47

adding to group records, 258
URL Address field type, 296

default value for, 297

entry rules for, 297

maximum number of characters for, 297
user dictionaries. see dictionaries
User fields, 58

entering for contacts, 57

entering for groups and subgroups, 274
user names, displaying, 430, 433
users

adding to databases, 426, 427

defined, 427

deleting from databases, 429

including in synchronization updates, 423

locking out of databases, 433

logon privileges for, 428

passwords for, 426

security levels for, 428

setting up synchronization with, 394

Vv

View bar, customizing, 356

viewing
ACT! activities in Outlook, 155
activities in Task List, 125
activities on calendars, 129
banners on Monthly calendar, 110
calendars, 102, 129
column headings in Notes/History tab, 61
Contact List, 48
contact notes, histories, and attachments, 61
contact records from Contact List, 49
country codes in phone fields, 54



viewing (continued)
group membership, 273
group membership rules, 272
Groups window, 255
Mini-Calendar, 103
other users’ calendars, 123
Outlook activities in ACT!, 151
sales and sales opportunities, 242
status information for contacts, 59
Task List, 126

w
Wait For Calls mode, 383, 389, 408
Web Site contact field, 47, 87
Web Site group field, 258
web sites
accessing from ACT!, 90-94
adding to Internet Links menu, 94
finding for contacts, 87
weekly activities, scheduling, 113
Weekly calendar
displaying, 103
preferences for, 130
rescheduling activities in, 125
scheduling activities from, 104
time increments for, 130
Windows CE, 367
Windows NT. see Microsoft Windows NT
windows, customizing, 305
WinFax
cover pages, specifying, 199
delivery schedule, setting, 199

fax image files, attaching to faxes, 191, 198
faxing ACT! groups and lookups from, 199

options for mail merge faxes using, 198
phonebooks, 197, 198
preferences in ACT!, 198
setting up for use with ACT!, 189
using ACT! with, 197-200
versions supported, 189
word processor
see also documents, word-processing
templates
copying paragraph formats in, 172
copying text in, 168
editing documents, 168
finding and replacing text, 168
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word processor (continued)
formatting documents, 169-172
mail merges, creating, 161-167
overview of, 37
page guides, displaying, 169
preferences, 160
printing documents, 173
ruler, displaying, 169
saving documents, 173
specifying default, 159
spell checking documents, 168
units of measurement, changing, 169
Word. see Microsoft Word
WordPerfect templates, converting, 159
word-processing templates
editing, 163
inserting fields in, 164
spell checking, 168
using from previous ACT! versions, 163
wrapping text in report templates, 336
Write menu, modifying, 350
writing
e-mail messages, 204-207
form letters (mail merge), 161
letters and memos, 160

Y

Yahoo!

accessing Yahoo! web sites from ACT!, 90

commands available in ACT!, 91

Driving Directions, accessing from ACT!, 92

Maps, accessing, 93
Yahoo! Directory, 87
yearly activities, scheduling, 114

Z

Zip Code Lookup command, 73
Zip contact field, 48

ZIP files, 430
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