
• Symbols •
( ) Boolean operator, using with filters, 90
// (remarks), including in lookup lists, 301
~ (tilde), using in lookup lists, 303
; (semicolon), using in lookup lists, 302

• A •
Access versus Excel, 260
account manager, assigning, 295
accounts

isolating with filters, 90–92
navigating to, 124

actions, performing with trigger events,
314

Actions menu, description of, 21
activities. See also scheduled activities

accessing, 99–100
analyzing, 234
completing from Calendar, 131–132
completing from Pending tab, 133–134
completion of, 119
delegating to other people, 128–129
deleting, 129–130
displaying in hierarchy, 117–118
entering on Calendar, 103–104
ignoring, 130
linking to records, 104
modifying listings within, 120–122
rescheduling, 109, 129
scheduling, 101
scheduling for other people, 110
scheduling from main menu, 104
scheduling recurring activities, 112–113
triggering, 313

types of, 100–101
using Auto-Update feature with, 125
using colors with, 105
using Link option with, 125
using Roll-over feature with, 125
viewing from Calendar, 119
viewing with Calendar, 116–118

activity codes
examples of, 104
including, 233

activity data, including from history
records, 251

Activity Listing window, syncing Contact
window with, 36

Activity lists
changing focus of, 124
checking, 122–123
completing activities from, 132–133
displaying, 132–133

activity records, generating graphs from,
238

Add a New Track action, using with trigger
events, 314

Add to Group action, using with trigger
events, 314

add-ons
BounceLinker, 339
CompanionLink, 337
Contract Time Manager, 339
GoGlobal, 336
GoldBox-7, 338
for handheld devices, 337
iGoldMine Plus, 336
Inaport, 338
KnowledgeSync, 339
MasterMine, 339
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add-ons (continued)

OmniRush, 339
QuoteWerks, 338–339
for remote access, 335–337
Remote Desktop, 337
TaskCentre, 339
utilities, 338
wMobile, 337

Address Book, adding to Outlook, 212
Alarm check box, using with sales

forecasts, 139
alarms, development tools for, 339
Alarms tab, customizing preferences on,

37–38
alerts

development tools for, 339
showing, 37

analysis types
forecasts, 234–236
graphs, 236–238
leads, 238–240

AND Boolean operator
priority over ORs, 61
using with filters, 90–91

AP (Automated Processes). See also event
properties, programming; processes

benefits of, 14, 316
description of, 305
designing and implementing, 306–308
guidelines for use of, 155
naming and coding, 309
setting up, 308
tracks in, 308–312
using monitor tracks with, 313

Appointment activities, description of, 100
appointments, rescheduling, 109
area codes, using with leads and users, 152
Attachments Directory, using with e-mail,

195
Auto Roll-Over options, using, 35
Auto-Complete feature, availability of, 343

Auto-generate RSVP option in Scheduling
dialog box, using, 109

Automated Processes (AP). See also event
properties, programming; processes

benefits of, 14, 316
description of, 305
designing and implementing, 306–308
guidelines for use of, 155
naming and coding, 309
setting up, 308
tracks in, 308–312
using monitor tracks with, 313

Auto-Update feature, using with activities,
125

• B •
bar graphs, generating, 237
BCC (blind carbon copy) option, using

with e-mail, 198
BLANK.DOT document, displaying, 216
blind carbon copy (BCC) option, using

with e-mail, 198
books in Knowledge Base

contents of, 225
creating, 228–229

Boolean logic
priority of ANDs over ORs in, 61
using with filters, 90

BounceLinker, features of, 339
Branch to Event action, using with trigger

events, 314
break fields, defining for reports, 255
browse window. See Search Center

• C •
C (character) fields, adding to databases,

285
Calendar

accessing, 116
changing views in, 116
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completing activities from, 131–132
displaying fields on, 120
entering activities on, 103–104
rescheduling appointments in, 109
setting preferences for, 34–35
viewing completed activities from,

119–120
viewing groups of users on, 125–126
viewing open activities with, 116–118

Calendar activities. See activities
Calendar Display Reference Properties

dialog box, displaying, 120
Call activities, description of, 100
Campaign Manager (CM) Managing

marketing with, 157–162
campaigns, determining profitability of,

239
carbon copy (CC) option, using with

e-mail, 198
cases

analyzing, 173
assigning, 170
escalating, 171–172
reassigning, 170–171
resolving, 174
resolving and abandoning, 172
setting up in Service Center, 167–169
using date stamps with, 168
using numbering schemes with, 168
using templates with, 170

CC (carbon copy) option, using with
e-mail, 198

character (C) fields, adding to databases,
285

charts
building, 275–276
Relationship tab as, 273

cloning reports, 250, 254
CM (Campaign Manager), managing

marketing with, 157–162
Code field in Scheduling dialog box,

description of, 104–105

colons, using with fields, 292
colors

changing, 33
using with activities, 105, 116

companies, adding, 53–54
CompanionLink, using with handheld

devices, 50, 337
company letterhead, creating, 180–182
company name, displaying on Calendar,

121–122
competitors, tracking in Opportunity/

Project Manager (O/PM), 267–268
Complete a Sale dialog box, options in, 146
Complete menu, description of, 21
conditions, using with filters, 87
Contact field

description of, 104
using with sales forecasts, 138

contact information, obtaining, 328
contact name, displaying on Calendar,

121–122
Contact Record Statistics dialog box,

contents of, 232
contact records, attaching outgoing e-mail

to, 217–218
Contact Report Options dialog box,

sections of, 250–251
Contact window, syncing with Activity

Listing window, 36
CONTACT2.DBF file, appending fields to,

287
contacts. See also secondary contacts

entering, 54–55
versus influencers, 265
selecting for templates, 183–184

Contacts tab, using, 70
Contents tab in Help screen, description

of, 26
Contract Time Manager add-on, features of,

339
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Create Detail action, using with trigger
events, 314

Create History action, using with trigger
events, 314

Crystal Reports, features of, 260
Custom Screen Profile dialog box,

displaying, 288–289
customer support module, availability of,

342

• D •
daily view in Calendar, selecting, 103
data

accessing remotely, 46
appending in lookup lists, 302
customizing entry and display of, 33–34
importing, 151
selecting for reports, 250–252
specifying for display on Calendar, 121

data types, indicating for databases, 286
databases

adding fields to, 284–286
finding records in, 58–60
planning fields for, 287
rebuilding, 287

Date field in Scheduling dialog box,
description of, 106

date stamps, using with cases, 168
Date tab in Calendar, description of, 117
dates, customizing appearance of, 33
dBASE Condition trigger, using, 313
dBASE expressions, coding in lookup lists,

303
Dear field, using with secondary

contacts, 73
delegating, explanation of, 105, 111
Delete option, using with Links tab, 215
design layout, displaying reports in, 254
Detail 1 Section of reports, resizing, 257
Detail Properties dialog box, options on,

77, 80

Detail Record trigger, using, 313
detail records, finding, 79–80. See also

records
details

creating, 78
entering, 77–78
using, 76–77
using fields with, 79

Details tab
relational data on, 75–76
sending e-mail messages from, 77

Disabled trigger, using, 313
Document Management Center, accessing

templates from, 183–185
documents

keeping track of, 215
linking, 220
printing, 184–185

domain names, ignoring in spell check, 41
drag-and-drop, using to link documents,

220
driving directions, adding details for, 78
duplicate records, checking for, 57–58

• E •
Edit menu, description of, 21
Edit option, using with Links tab, 215
Elapsed Days trigger, using, 313
e-mail

addressing, 197–198
attaching files to, 200
completing, 199–200
composing, 193
composing subject and body of, 199
creating and editing, 196
creating signature files for, 190–196
defining rule actions for, 205
encrypting, 200
forcing line wrap in, 193
linking, 217–218
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printing, 200
receiving, 202–205
receiving from Internet, 193–196
receiving in Outlook, 211
saving as file, 200
sending, 200
sending from Details tab, 77
sending from Outlook, 212
sending to groups, 200–202
spell checking, 200
using passwords with, 200
using templates with, 193, 201

e-mail accounts, setting up with QuickStart
Wizard, 188–189

e-mail addresses, entering, 56–57
E-mail Center window, opening, 202–203
e-mail composition, setting up options for,

190
E-Mail Document option, using with Links

tab, 214
e-mail marketing, using BounceLinker for,

339
E-mail Message action, using with trigger

events, 314
E-Mail Rules Wizard, using, 203–205
E-Mail tab, customizing preferences on,

38–40
Epoch setting on Systems tab, explanation

of, 42–43
Event activities, description of, 101
event properties, programming, 312–314.

See also Automated Processes 
events, relationship to tracks, 308
Excel, opening GoldMine files with,

259–260
Expression toggle switch, using with

Record Typing, 296
expressions

using tilde (~) with, 303
using with Calendar, 121

• F •
F2 lookup lists, explanation of, 297
farming processes, explanation of, 308
faxes, linking, 218
Field Audit option, selecting, 292
field labels. See also labels

changing, 294–295
selecting, 294
using, 292
using colons with, 292
using with large numbers, 285

field order, specifying, 292
Field Properties dialog box, Security tab

on, 292
field types, adding, 285–286
field views

accessing with hot keys, 62–63, 288
benefits of, 287
controlling access to, 289

fields
adding to databases, 284
adding to reports, 257
appending to CONTACT2.DBF file, 287
changing, 292
changing fonts in, 257
choosing for sorting, 249
choosing for Web forms, 329
creating for databases, 285–286
customizing, 61–62
determining GM+View templates with,

324
displaying, 290–292
displaying on Calendar, 120
including descriptions of, 286
including in tertiary sorts, 247
inserting in GM+View templates, 321
modifying, 295–296
naming for databases, 286
planning for databases, 287
repositioning, 290
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fields (continued)

specifying size and window positioning
of, 292

tracking for marketing, 163–164
using with details, 79

figures
account managers, 296
activities completed, 233
activities in Calendar window, 116
activities on Calendar, 119
Activities window, 102
activities within Schedule menu, 100
activity completed from Calendar, 131
Activity list, 122, 133
alerts on Alarms tab, 37
AP Event Properties dialog box, 311
AP Wizard’s Events page, 311
appointment delegation, 128
appointment on Calendar, 103
Assign New Quota dialog box, 242
Automated Process Wizard, 309
Automated Processes Center, 309
Calendar display options, 121
Calendar tab, 35
campaign example, 161
Campaign Management Center, 158
campaign name, 159
case abandonment, 173
case number formatted in Service Center,

169
case reassignment and escalation, 171
case resolution, 172
chart with filter or group, 275
Competitor screen in Opportunity/

Project Manager (O/PM), 268
completed activities in Calendar, 120
Contact Record Statistics dialog box, 251
contacts added for companies, 55
Custom Screen Profile dialog box, 289
Custom Screens Setup dialog box, 288
date for appointment, 107

Defined Field Profile screen, 286
Detail Properties dialog box, 77
details, 76, 78
Display Tabs dialog box, 31
Document Management Center, 183, 217
E-mail Center window, 203
e-mail created and edited with HTML

template, 196
e-mail preferences, 188–189
e-mail recipients, 197
e-mail retrieval options, 194
E-mail Rules Wizard, 204
e-mail template, 201
field layout, 293
Field Properties dialog box, 291
field selected for screen placement, 291
field views, 63
fields customized for database, 284
filters, 86–87
filters and break fields in report, 256
forecast versus quota data, 244
forecasted sales, 144
Forecasted Sales Analysis dialog box, 141
GISMO (GoldMine Integration Services for

Microsoft Outlook), 209
Global Toolbar, 22
GM+Browser, 325–326
GM+View tab, 318
GM+View tab with picture, 323
GM+View template, 319–320
GM+View template with fields inserted,

321
GoldMine screen, 20
GoldMine tab in Word, 181
Graphical Analysis Options dialog box,

236
Help Center, 26
HTML icons inserted in signature file, 191
importing leads, 150
Influencer screen for opportunities, 265
Info tab stores details, 79
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issues tracked in Opportunity/Project
Manager (O/PM), 267

Knowledge Base, 175
Knowledge Base search, 227
Knowledge Base Search dialog box, 226
Knowledge Base section and topic detail,

225
Knowledge Base window, 224
lead statistics, 154
Leads Analysis area, 153
Leads Analysis dialog box, 239
Linked Document dialog box, 219
Links shortcut menu, 219
Links tab, 214
Login information, 40
lookup list customization, 300
lookup lists, 298
main notepad, 66
main screen preferences, 33
meeting request, 112
Merge Code field for marketing, 165
note with date and time stamp, 68
opportunities, 263
opportunity details, 264
Opportunity screen, 262
Outline tab in Calendar, 118
Outlook used with GoldMine, 207–208
Pager settings, 43
Peg Board tab in Calendar, 118
Pending tab for activities, 134
Personal tab of Preferences dialog box, 32
Planner tab in Calendar, 117
printing reports, 253
process execution, 315
Process Monitor window, 315
quota for sales forecasting, 136–137
Quota Listing dialog box, 241
quota versus forecast data, 244
recipient list for e-mail, 198
recipients for e-mails, 202
record for new company, 54
records counted in filter, 89
recurring sales, 140

Recurring tab for activities, 113
Recurring tab of Assign New Quota dialog

box, 243
referrals, 82
Referrals tab, 81
relationship, 275
relationship section, 277
Relationships tab, 274
remarks ( // ) in lookup list, 302
report layout window, 256
Report Sorting dialog box, 248
Reports Menu dialog box, 248
Resolving Case screen, 174
Rollup option, 278
rollup release, 279
sale completion, 146
sales analysis for users, 244
sales analysis in graphical format, 143
sales forecast analysis, 235
sales forecast report, 145
sales forecast statistics, 141
sales forecasting, 138
sales team related to opportunities, 266
Schedule tab, 36
scheduled activities in Calendar window,

116
script behavior, 330
script design, 329
Search Center, 59–60, 69
secondary contacts, 71
Service Center screen, 168–169
Speller tab, 41
SQL Query, 96
Standard Toolbar, 22
statistics, 232
system settings, 43
task descriptions for opportunities, 270
tasks for campaign, 162
Telephony tab, 44
time for appointment, 108
users’ Calendars, 126
Web forms, 332
Work Area in Navigation pane, 25
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File menu, description of, 21
files

attaching to e-mail, 200
keeping track of, 215
linking automatically, 216–218
linking manually, 218–220
saving e-mail as, 200

Filter option, using with Links tab, 215
filter system, accessing, 84
filtered records, building groups from,

93–94. See also records
filters

activating, 88
adding to reports, 259
counting records in, 89–92
creating, 85–88
description of, 83
versus groups, 92
isolating accounts with, 90–92
naming and assigning to owners, 85
releasing, 88–89
using, 88
using with charts, 275–276

Find option, using with Links tab, 215
folders, linking manually, 218–220
font size, changing, 33
fonts, changing in report fields, 257
forecast analysis, using, 234–236
Forecast Analysis feature, using, 140–142
forecast reports, availability of, 144
Forecasted Sale activities, description of,

101
forecasted sales

linking to opportunities, 265–266
statistics for, 235

Forecasted Sales Analysis dialog box,
accessing, 140, 234–235

forecasts. See also group forecasts, viewing
completing, 146
viewing individual items in, 143

FrontRange Solutions, significance of, 11

• G •
geography, using with leads and users, 152
GISME (GoldMine Integration Services for

Microsoft Exchange Server), using, 209
GISMO (GoldMine Integration Services for

Microsoft Outlook), using, 208–212
Global Label option, using with field labels,

294
Global Toolbar, sections of, 21–22
Glossary tab in Help screen, description of,

27
GM+Browser, using, 325–326
GM+View tab

displaying, 318
features of, 317

GM+View templates. See also templates
creating, 319–323
inserting fields, text files, and links in, 321
inserting pictures in, 322–323
selecting, 323–325
setting up rules for, 323–324

Go To menu, description of, 21
GoGlobal, features of, 336
GoldBox-7 utility, features of, 338
GoldMine. See also Premium Edition

features
accessing with Remote Desktop, 49
audience for, 11–13
features unavailable in, 14–15
getting training in, 16–17
use by organizations, 12–13

GoldMine E-mail activities, description of,
101

GoldMine forum, accessing, 27
GoldMine Integration Services for

Microsoft Exchange Server (GISME),
using, 209

GoldMine Integration Services for
Microsoft Outlook (GISMO), using,
208–212
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GoldMine interface
Global Toolbar, 21–22
Main menu, 20–21
Navigation Pane, 23–24
Standard Toolbar, 22
status bar, 25
Taskbar, 22
Work Area, 24

GoldMine Standard, unavailability of, 345
GoldSync

syncing up with, 47–48
using, 35

graphical analysis, using, 236–238
graphical format, analyzing sales in, 142
graphics, inserting in GM+View templates,

322–323
graphs, generating, 237–238
Group Building Wizard

features of, 93
using with filtered records, 93–94

group forecasts, viewing, 144–145. See also
forecasts

Group option, using with Links tab, 215
groups

advantage of, 92
building from filtered records, 93–94
building from manually tagged records,

94–95
definition of, 83–84, 92
versus filters, 92
sending e-mail to, 200–202
using with Campaign Manager (CM), 159
using with charts, 275–276

groups of users, viewing on Calendar,
125–126

• H •
handheld devices, using, 49–50, 337
HEAT, description of, 48
Help Center, using, 25–27
Help menu, description of, 21

History Activity trigger, using, 313
history records, including activity data

from, 251
holidays, entering, 35
hot keys, creating, 288–289
House account, avoiding, 151
householding, definition of, 276
HTML signature files, creating, 191–192
HTML template, creating and editing e-mail

with, 196
hunting processes, explanation of, 308

• I •
iCal features, using, 110–111
Identity Seed field, using with cases, 168
iGoldMine Plus

adding, 48
features of, 336

III, entering as part of names, 55
Immediate trigger, using, 313
Import Utility, formats supported by, 149
importing

data from Outlook, 208
leads, 149–151

Inaport utility, features of, 338
Index tab in Help screen, description of, 26
indexes, displaying on status bar, 34
influencers versus contacts, 265
Interest field, using for marketing, 164
Internet, receiving e-mail from, 193–196
Internet Preferences dialog box, options in,

190
Internet service provider (ISP), entering

account information for, 188–189
ISP (Internet service provider), entering

account information for, 188–189

• J •
Jr., entering as part of names, 55
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• K •
Knowledge Base

accessing, 224
books in, 225
creating books in, 228–229
editing entries in, 229
notifying staff of changes to, 230
organization of, 225
searching, 226–227
sections in, 225
sections of, 223
topics in, 225
using, 174–176
using WAV files with, 229

KnowledgeSync, features of, 339

• L •
labels. See also field labels

adding to reports, 258
changing colors of, 33

last names, appending to salutations, 303
Launch option, using with Links tab, 214
lead sources, zooming in on details of, 154
leads

analyzing, 153–155
assigning to users, 151–152
sources of, 149
using round-robin approach with, 152

Leads Analysis dialog box, fields in,
239–240

leads analysis, using, 238–240
letterhead, creating, 180–182
letters, creating from templates in Word,

216
licenses

requirement for GoldSync, 47–48
requirement for iGoldMine Plus, 48

line graphs, generating, 237

line wrap, forcing in e-mail, 193
Link option

in Scheduling dialog box, 108
using with activities, 125

linked data, including in reports, 252
linked documents, accessing, 220
linking

e-mail, 217–218
faxes, 218
files and folders manually, 218–220
word-processing documents, 216

links, inserting in GM+View templates, 321
Links shortcut menu, using, 218–220
Links tab

description of, 30
options on, 213–215

Literature Request activities, description
of, 100

Local Label option, using with field labels,
294–295

logical operators, using with filters, 90
Login dialog box, customizing preferences

on, 40
lookup entries, deleting and creating, 299
lookup lists

appending data (;) in, 302
coding dBASE expressions in, 303
customizing, 298–303
features of, 297
including remarks ( // ) in, 301
setting options for, 300–301
using, 298
using tilde (~) in, 303

Lookup tab, customizing preferences on,
38

Lookup Window dialog box, displaying, 300
LOOKUP.INI

using with account manager, 295
using with field labels and data, 293
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• M •
mail. See also e-mail

addressing, 197–198
attaching files to, 200
completing, 199–200
composing, 193
composing subject and body of, 199
creating and editing, 196
creating signature files for, 190–196
defining rule actions for, 205
encrypting, 200
forcing line wrap in, 193
linking, 217–218
printing, 200
receiving, 202–205
receiving from Internet, 193–196
receiving in Outlook, 211
saving as file, 200
sending, 200
sending from Details tab, 77
sending from Outlook, 212
sending to groups, 200–202
spell checking, 200
using passwords with, 200
using templates with, 193, 201

mail merge codes, using with secondary
contacts, 73

Mail Merge Properties dialog box
using with e-mail, 201
using with templates, 184

main menu
options on, 20–21
scheduling activity from, 104

main notepad, accessing and using, 65–66
main screen, customizing appearance of,

32–34
MapQuest, accessing, 80
Mark as Private option in Scheduling dialog

box, using, 109

marketing
managing with Campaign Manager (CM),

157–162
using Interest field for, 164
using Merge Code field for, 164
using Priority field for, 163–164
using Products field for, 164
using Source field for, 163

MasterMine add-on, features of, 339
meeting requests, responding to, 112
meetings

scheduling with iCal, 110–111
scheduling with Outlook users, 111

Merge Code field, using for marketing, 164
message composition, setting up options

for, 190
messages. See also e-mail

addressing, 197–198
attaching files to, 200
completing, 199–200
composing, 193
composing subject and body of, 199
creating and editing, 196
creating signature files for, 190–196
defining rule actions for, 205
encrypting, 200
forcing line wrap in, 193
linking, 217–218
printing, 200
receiving, 202–205
receiving from Internet, 193–196
receiving in Outlook, 211
saving as file, 200
sending, 200
sending from Details tab, 77
sending from Outlook, 212
sending to groups, 200–202
spell checking, 200
using passwords with, 200
using templates with, 193, 201

Microsoft Reporting Services, availability
of, 260
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Microsoft SQL Reporting Services,
availability of, 344

Modem preferences, setting, 44
Module menu in Navigation Pane,

description of, 24
monitor tracks, using with Automated

Processes, 313
Month tab in Calendar, description of, 116
Move option, using with Links tab, 214

• N •
N (numeric) fields, adding to databases,

285
Name field, using with secondary

contacts, 72
natural order of records, explanation of,

247
Navigation Pane, sections of, 23–24
network connection, entering for e-mail,

189
New option, using with Links tab, 215
Next Action activities, description of, 100
notepads 

accessing main notepad, 65–66
doing text searches in, 69

notes
deleting, 68
saving, 67
starting, 67–70
taking, 67

Notes field in Scheduling dialog box,
description of, 106

Notify via E-Mail option in Scheduling
dialog box, using, 108–109

numbers, labeling, 285
numeric entries, customizing alignment

of, 33
numeric (N) fields, adding to databases,

285

• O •
OmniRush add-on, features of, 339
online help, getting, 27
operators, using with filters, 87
O/PM (Opportunity/Project Manager). See

Opportunity/Project Manager 
opportunities

closing and converting, 271
coding, 264
designating managers for, 264
dividing into component sales, 265
linking forecasted sales to, 265
naming, 263
specifying details of, 264
viewing or adding tasks to, 269–270

Opportunity/Project Manager (O/PM)
Competitors section of, 267–268
Details/Links screen in, 268
features of, 13, 261
Forecasted Sales section of, 265–266
functions of, 262–264
History tab in, 271
Influencers and Contacts section of, 265
Issues section of, 266–267
Pending tab in, 271
Response Mode field in, 265
Team section of, 266

Options fields in Scheduling dialog box,
using, 108–109

OR Boolean operator, using with filters,
90–91

order of precedence, explanation of, 90
Organization Chart. See Relationships tab
ORs, priority of ANDs over, 61
Other Action activities, description of, 101
Outline option on scheduling window,

description of, 102
Outline tab in Calendar, description of, 117
Outlook, using iCal with, 110–111
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Outlook options
GISMO and GISME, 209
importing and exporting, 208
for receiving e-mail, 211
for sending e-mail, 212

Outlook users, scheduling meetings with,
111

Output To option, using with Links tab, 215

• P •
Page Footer of reports, contents of, 255
Page Header of reports, fields in, 255
Pager feature, setting preferences for, 43
passwords

entering, 32
setting up for e-mail, 189
using with e-mail, 200

Peg Board feature, using, 102, 117
pending sales, viewing, 143
Pending tab, completing activities from,

133–134
performance of team members, analyzing,

155
Personal Base, contents of, 223
Personal tab, customizing preferences on,

31–32
Phone Calls Analysis feature, using, 234
phone numbers, entering, 56
pictures, inserting in GM+View templates,

322–323
Place Field dialog box, opening, 290
Planner option on scheduling window,

description of, 102
Planner tab in Calendar, description of, 117
POP3 Server, entering for e-mail, 188
preemptive events, features of, 312
preferences

setting for Calendar, 34–35
setting for Pager feature, 43
setting in Login dialog box, 40

setting on Alarms tab, 37–38
setting on E-Mail tab, 38–40
setting on Lookup tab, 38
setting on Personal tab, 31–32
setting on Record tab, 32–34
setting on Schedule tab, 36–37
setting on Speller tab, 41–42
setting on System tab, 42–43
setting on Telephony tab, 44

Premium Edition features. See also
GoldMine

Auto-Complete, 343
customer support module in, 342
GM+Browser, 343
Record Typing, 344–345
reporting, 343–344
SQL Query Wizard, 344
Tabbed Views, 342–343
user interface, 341–342
Web integration, 344

price, entering for products, 139
primary sort, performing, 249
Primary User field in Scheduling dialog

box, description of, 105
Print Form action, using with trigger

events, 314
Print Report action, using with trigger

events, 314
printing

documents, 184–185
e-mail, 200
reports, 253

Priority field, using for marketing, 163–164
Probability field, using with sales forecasts,

139
process automation. See Automated

Processes
Process Monitor window, options in, 316
processes. See also Automated Processes

categories of, 308
running, 315–316
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Product field
using for marketing, 164
using with sales forecasts, 138

punctuation tools, including in lookup lists,
301–303

• Q •
QuickStart Wizard, setting up e-mail

accounts with, 188–189
Quota Profile dialog box, Recurring tab in,

243
quotas

analyzing versus sales, 243–244
assigning, 241–243
setting up for sales forecasting, 135–137
viewing, 241

QuoteWerks, features of, 338–339

• R •
read rights, assigning to fields, 292
Rebuild button, using with databases, 287
recipient list, expanding for e-mail, 197
Record tab, customizing preferences on,

32–34
Record Typing feature

availability in Premium Edition, 344–345
using, 295–296

records. See also detail records, finding;
filtered records, building groups from;
secondary records, converting to
stand-alone records; tagged records,
building groups from

checking for duplicates of, 57–58
counting in filters, 89–92
creating for contacts, 54–55
creating for new companies, 53–54
defining break fields for, 255
Detail section of, 255
finding in databases, 58–61
linking activities to, 104

linking on Referrals tab, 80–82
resizing Detail 1 Section of, 257
tagging, 94–95

recurring activities, scheduling, 112–113
recurring sales, entering, 139–140
Ref field, using with secondary contacts, 72
Reference field in Scheduling dialog box,

description of, 106
referral links, creating, 81
Referrals tab

options on, 80–82
relational feature of, 80

relational system, Contacts section as, 70
relationships

activating sections of, 276
creating, 274

Relationships feature, using, 34
Relationships tab

using, 273–274
using rollups with, 276–279

remarks ( // ), including in lookup lists, 301
remote access programs

GoGlobal, 336
iGoldMine Plus, 336
Remote Desktop, 337

Remote Desktop
accessing GoldMine with, 49
features of, 337

Remove Track action, using with trigger
events, 314

report categories, choosing, 245–246
report fields, changing fonts in, 257
Report Header of reports, data in, 255
report type, choosing, 246
reporting features, availability in Premium

Edition, 343–344
reporting system, using alternatives to,

259–260
reports

adding fields to, 257
adding filters to, 259
adding labels to, 258
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cloning, 250, 254
creating, 258–259
customizing, 258–259
displaying in design layout, 254
generating on-screen, 253
including linked data in, 252
including scheduled activities in, 251
modifying, 254–258
modifying designs of, 255
Page Header in, 255
printing, 253
selecting data for, 250–252
selecting sort order for, 247
structuring, 254–256

result codes
basing graph data on, 238
entering, 234

resurrecting processes, explanation of, 308
Retrieval tab, using with e-mail, 194–196
Roll-over feature, using with activities, 125
rollups, using with Relationships tab,

276–279
round-robin approach, using with leads,

152
routines. See Automated Processes 
rule actions, defining for e-mail, 205
rule conditions, defining for e-mail,

203–205
Run Application action, using with trigger

events, 314

• S •
sale closing probability, determining, 235
sales

analyzing in graphical format, 142
analyzing in tabular format, 140–142
analyzing versus quotas, 243–244
completing, 146
entering simultaneously, 139
forecasting dollar amounts of, 235
listing expected value of, 235
viewing pending sales, 143

sales forecasting
displaying statistics for, 141
explanation of, 135
setting up quotas for, 135–137

sales forecasts, entering, 138–140
sales statistics, displaying, 234
Salutation field, using with secondary

contacts, 73
salutations, appending last names to, 303
Schedule Activity action, using with trigger

events, 314
Schedule menu, description of, 21
Schedule tab, customizing preferences on,

36–37
scheduled activities. See also activities

including in reports, 251
viewing, 127

Scheduled Activity trigger, using, 313
schedules, checking for other users, 117
Scheduling dialog box

Code field in, 104–105
Contact field in, 104
Date field in, 106
Notes field in, 106
Primary User field in, 105
Reference field in, 106
Time field in, 107–108
using Options fields in, 108–109

scheduling for other people, 105
scripts, designing, 328–331
Search Center

displaying, 58
using with text searches of notepads, 69

Search field in Navigation Pane,
description of, 23

Search Scope section, using with
Knowledge Base, 226

Search tab in Help screen, description
of, 27

secondary contacts. See also contacts
adding, 71–73
editing, 73
swapping with primary contacts, 74
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secondary records, converting to stand-
alone records, 74. See also records

secondary sort, performing, 249
sections in Knowledge Base, contents of,

225
security options, setting for fields, 292
Select Activities to View dialog box,

displaying, 119
Select Users dialog box, displaying, 235
semicolon (;), using in lookup lists, 302
sequential events, features of, 312
Service Center, setting up cases in, 167–169
Service Module, availability of, 342
signature files, setting up for e-mail,

190–196
SMTP Server, entering for e-mail, 189
SoftPhone options, selecting, 44
Sort 1 header for reports, viewing filters

and break fields for, 255
Sort Database option, choosing, 249
sorting report data, 247–250
Sorts option, using with reports, 247
Source field, using for marketing, 163
spell checking e-mail, 200
Speller tab, customizing preferences on,

41–42
SQL Query Wizard, availability in Premium

Edition, 344
SQL Query Wizard, using, 95–96
Sr., entering as part of names, 55
Standard Toolbar, functions on, 22
Statistical Analysis of Completed Activities

dialog box, options in, 233–234
statistical data, accessing, 231–232
status bar

contents of, 25
displaying indexes on, 34

Status tab, accessing, 82
Stonefield Query, features of, 260
subject of e-mail, composing, 199
Summary option, using with Links tab, 215

Synchronization Wizard, using with
GoldSync, 47–48

syncing with GoldSync, 47–48
System tab, customizing preferences on,

42–43

• T •
Tabbed Views, availability of, 342–343
tabs, customizing, 30–31
tabular format, analyzing sales in, 140–142
tagged records, building groups from,

94–95. See also records
Taskbar, functions on, 22
TaskCentre, features of, 339
tasks

choosing for campaigns, 160
executing for campaigns, 161–162
initiating for campaigns, 161
viewing or adding to opportunities,

269–270
team members

analyzing performance of, 155
relationship to opportunities, 266

telephone area codes, using with leads and
users, 152

Telephone tab, customizing preferences
on, 44

templates. See also GM+View templates;
Word templates

for GM+View, 319–325
locating, 185
selecting contacts for, 183–184
using with cases, 170
using with e-mail, 193, 201

Terminal Services. See Remote Desktop
tertiary sort, performing, 249
text files, inserting in GM+View templates,

321
text searches, conducting in notepads, 69
tilde (~), using in lookup lists, 303

362 GoldMine 8 For Dummies 

43_598340 bindex.qxp  9/19/07  8:54 PM  Page 362



Time field in Scheduling dialog box,
description of, 107–108

timer, starting for activities, 36
Title bar in Navigation Pane, description

of, 24
Title field, using with secondary

contacts, 72
To: options, using with e-mail, 197–198
To-do activities, description of, 101
Tools menu, description of, 21
topics in Knowledge Base, contents of, 225
touch, definition of, 306
tracks, developing, 308–312
trade shows

Automated Process for, 307
creating campaigns for, 158–160

training, importance of, 16–17
travel time, dealing with, 107
triggers

choosing, 313
relationship to events, 308
using actions with, 314

• U •
Update Field action, using with trigger

events, 314
update rights, assigning to fields, 292
U.S. phone numbers, entering, 56
User Defined Fields dialog box, contents of,

284
user interface in Premium Edition, features

of, 341–342
user-defined field views, creating and

maintaining, 288–289
users

assigning leads to, 151–152
assigning quotas to, 241–243
including in forecast analysis, 235
viewing on Calendar, 125–126

users’ schedules, checking, 117

utilities
GoldBox-7, 338
Inaport, 338

UUEncoded data, scanning e-mail for, 194

• V •
VCards, attaching to outgoing messages,

190
View Filters field, contents of, 84
View window in Navigation Pane,

description of, 24
views, changing in Calendar, 116–117

• W •
WAV files, using with Knowledge Base, 229
Web forms

choosing fields for, 329
designing, 331–332
viewing, 331

Web integration, availability in Premium
Edition, 344

Web menu, description of, 21
Web site addresses, entering, 57
Web sites

BounceLinker, 339
CompanionLink, 50, 337
Contract Time Manager, 339
GoGlobal, 336
GoldBox-7 utility, 338
GoldMine, 27
GoldMine forum, 27
GoldSync resources, 48
iGoldMine Plus, 336
Inaport utility, 338
KnowledgeSync, 339
MasterMine, 339
OmniRush, 339
preparing to link to, 327–328
QuoteWerks, 339
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Web sites (continued)
Remote Desktop, 337
TaskCentre, 339
wMobile, 50, 337
ZipCodes+, 34

Week tab in Calendar, description of, 116
weekly view in Calendar, selecting, 103
Window menu, description of, 21
wMobile, using with handheld devices, 50,

337
Word, GoldMine tab in, 181
Word templates. See also templates

creating, 180–182
using, 183–185
using with letters, 216

word-processing documents, linking, 216
Work Area in Navigation pane, description

of, 24

• X •
Xs, report field labels and fields as, 254

• Y •
Year tab in Calendar, description of, 117

• Z •
ZIP codes

customizing entry of, 34
using with leads and users, 151

ZipCodes+ Web site, accessing, 34
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