
• Symbols •
: (colon), 150
% (percent sign) wild card

character, 85

• A •
ACC (ACT! Certified

Consultants), 375
access

access levels, finding
contacts by, 253

limited, 250
private, 250
public, 250
rights, granting, 251–253
team creation, 250–251

Accounting Link Tasks
option, user
management, 247

accounting software links,
377

ACT! Add-On Store, 379–380
ACT! Certified Consultants

(ACC), 375
ACT! Premier Trainer (APT),

376
ACT! Premium for Web

feature
accessing, 365–366
database specification,

361–362
deployment cost

advantages, 371
information access

advantages, 370
installing, 361–364
user licenses, 365
Web Site Administration

tool, 362–364
Windows user creation,

358–360

ACT! Scheduler feature,
258–260

ACT! User Group features,
376

activities. See also
scheduling

banner display, 39, 111
calendar display, 117
clearing, 103–104, 121,

123–124
color, assigning, 112, 127
companies, associating

with, 350–351
confirmation e-mail,

sending, 112–113
conflict checking, 110, 128
contacts, associating with,

109–114, 127
custom types, 208–210
date information, 110–111,

113, 122, 127
display setup, 122
duration, setting default, 39
editing, 122
filtering, 67, 114, 119, 121,

159
follow-up activity, 106, 124
history, 102, 105–106, 124
location information,

entering, 112
lookup, 92–95, 120
printing activity

information, 112
priorities, 39, 112, 120, 127,

210
private, 121
Recap List display, 117–118
recurring, 92–93, 113
reminder, 39, 114, 123, 127
report, 122, 132, 138, 146
resource, assigning to, 112
series, 125–128
Task List, associating with,

120

timeless, 121
type, entering, 39, 111, 126
user, viewing activity of

another, 117–118
Activities tab

accessing, 121
clearing activity from, 123
column display,

customizing, 122
Contact Detail window, 24
Defined Filters dialog box,

159
described, 66
Options button, 121
report options, 138

Activity Type Settings dialog
box, 39

Add Activity dialog box, 126,
209–210

Add Mail Merge Fields dialog
box, 166–168, 300

Add/Remove Database tab
(Edit User Account
dialog box), 363

address book
fields, adding, 141
fonts, 142
Outlook database, 287–288
printing, 139–142
sorting, 142
templates, 140

addresses
e-mail, 188
fields, 199
information links, 376–377

Adjusted for Probability
report, 135

Administrator accounts, 18
Administrator level user

access, 246
Advanced command (Lookup

menu), 97
Advanced Query window,

97–98
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Alarm feature, 39, 123, 127
alignment, fields, 223–224
All Contacts command

(Lookup menu), 84
Allow Blank field attribute,

200
Allow Editing field attribute,

200
anchor date, 127
anchor field, 155
annual event fields, 199
Annual Events command

(Lookup menu), 92
Annual Events Search dialog

box, 92–93
AOL (America Online), 178
APT (ACT! Premier Trainer),

376
ASP.NET, 358
Attach File dialog box, 77
Attach Web Page to ACT!

command (Tools menu),
295

attachments, e-mail, 40, 180
Auto-Fill option, e-mail, 180
automatic synchronization,

275–276

• B •
Back bar, 23
backups

CD/DVD burners, 233
to different locations, 232
folders, 231
importance of, 62, 231
password-protection, 232
restoration options,

233–234
USB storage devices, 233
zip drives, 233

Birthday List report, 135
boxes, drawing in report, 153
Browse level user access, 246
bug patch, updating, 27, 41
Business Address tab (New

Secondary Contact
dialog box), 74

By Example command
(Lookup menu), 96

• C •
Calendar & Scheduling tab

(Preferences dialog box),
39

calendars
accessing, 42, 114, 117
activity display, 117
bannering all-day event, 39
Daily view, 115
day of week display, 39
mini-calendar, 57, 117
minute interval, changing,

39
Monthly view, 115–116
Nav bar, displaying

Calendar item on, 42
navigating, 117
pop-up display,

enabling/disabling, 39
Recap List display, 117–118
scheduling using, 110, 114,

117
sharing between ACT! and

Outlook, 290–291
task display, 115
Weekly view, 115–116
Work Week view, 39, 115

calls
history display, 124
scheduling, 110, 112

card scanners, 380
case sensitivity, 17
CD/DVD burners, backup

functionality, 233
character fields, 198
circles, within squares, 225
Clear Activity dialog box,

103–104, 123
clients, e-mail, 177–178
client-server networks, 254
colon (:), 150
color

activity color, assigning,
112, 127

background, 39
color display, layouts, 222
scheduling color

preference, setting, 38,
112

text, 39, 107, 153

Colors & Fonts tab
(Preferences dialog box),
38–39, 107

columns. See also databases;
fields

displaying/hiding, 68, 122
fields, relation to, 68
order of, changing, 69,

78–79
Quick Report, 147
sorting, 69–70
width, changing, 69

Communication tab
(Preferences dialog box),
40, 147, 164

companies
activities, associating with,

350–351
Companies tree, 340
deleting, 343
details, 339–340
divisions (subdivisions),

342–343
documents, attaching,

76–78
files, accessing, 352
forming new, 341–342
functionality, 335–336
group conversion, 344
history, associating with,

350–351
hyperlinks, 340–341
linking contacts to, 346–347
lookups, 84, 86–87
mail merge contacts, 174
members, adding or

removing, 347–348
notes, associating with, 102,

349–351
notes, entering, 349–350
opportunities, associating

with, 350–351
reports, 134, 146, 352
rules, setting, 344–346

Companies command
(Lookup menu), 86

Companies window, 76
Company Criteria dialog box,

345
Company Detail window, 66
Company List, 66, 146, 337
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Composing Options dialog
box, 178–180

conflict checking, 110, 128
consistency of data entry,

importance of, 54, 58, 79,
133

consultants, 28, 375
Contact Activity dialog box,

93–94
Contact Detail window

accessing, 16, 52, 70
Activities tab, 24
Address field, 53
Communication tab, 164
Company field, 52
Contact Info tab, 51
Create Date field, 51
customizing, 23
Define Fields dialog box,

196
described, 23
Divider bar, 24
Documents tab, 24, 66,

76–78
entering data in, 52
Groups/Companies tab, 24,

67
History tab, 24
Home Address tab, 25, 55
ID/Status field, 53, 57, 87
layout, tab display

association with, 25, 55
Lookup menu, 83, 98
New Contact icon, 52
Notes tab, 24, 66, 100–101
Opportunities tab, 24
record counter, 20–21
Record Creator field, 51
Record Manager field, 51
Referred By field, 54, 133
removing tab, 25
Salutation field, 53, 56
Schedule menu, 110
Secondary Contacts tab, 24,

67, 73–76
system tabs, 24–25, 66–67
User Fields tab, 25
user tabs, 66

Contact Info tab (Contact
Detail window), 51

Contact List
described, 66
lookups, produced by, 84
Quick Report, 146
Schedule menu, 110

Contact Map screen (Import
Wizard), 262

Contact option (Add Mail
Merge Fields dialog box),
167

contacts
access, limiting, 34–35
activities, associating with,

109–114, 127
adding, 41, 51–56, 74
address book, 139–142
address information, 25, 53,

55
archiving, 61–62
consistency of data entry,

importance of, 54, 58, 79,
133

creator display, 19
date fields, 51, 57–58
deleting, 19, 60–62, 75
described, 12
directory, 132
documents, attaching,

76–78, 101
duplicate, checking for

automatically, 37
duplicating, 60
editing, 62–63
file, attaching, 76–78, 101
filtering, 67
formatting, automatic, 54,

56–57
history, 57, 102–106
information changes,

synchronization, 267
linking to companies,

346–347
mail merge, 173–174
multi-select field, 54–55
name of field, changing, 54
navigating, 21, 52
notes, associating with, 19,

100–101
number display, 20–21
primary, 73

private, 14, 34, 41
promoting, 75–76
public, 14, 41
record counter display,

20–21
records, lookups, 170
referred-by information, 54
reports, 132–133, 135, 137,

146
salutation, specifying, 53,

56
saving, 55–56, 63
secondary contact, 24, 67,

73–76, 141
sorting, 56–57, 69–70, 78
status information, 53
tagging, 72–73
Task List contact display,

114
Telephone field, 56

Contacts dialog box, 127
Contacts tab, 66
copying

contact data, 239–240
databases, 32–34
notes, 107
opportunity graphs, 318

Copy/Move Contact Data
command (Tools menu),
239–240

corrupted database
indicators, 229

Create History dialog box,
103–104, 171

currency fields, 198
Current Contact option (Mail

Merge Wizard), 174
Current Lookup contacts

(Mail Merge Wizard), 174
custom activity types,

208–210
Customize Columns dialog

box, 68–69
Customize command (Tools

menu), 42
Customize Menus and

Toolbars dialog box,
42–43, 45
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• D •
data changes, opportunities,

306
data field, 163–164
Data tab (Field Properties

dialog box), 158
Database Maintenance

command (Tools menu),
230

databases. See also columns;
fields

backups, 231–234
checking and repairing,

229–230
contact data, copying or

moving, 239–240
copying, 32–34
corruption indicators, 229
creating, 29–33
data, replacing, 240–242
deleting, 238–239
duplicated records, 235–237
files associated with, 17
frequent maintenance

checks, 228–229
location, 16–17, 31–32, 37
locking, 197
lookup versus creating new,

82
main database setup,

synchronization
process, 269–273

master, 265
name, assigning, 30, 32
name display, 20
network drive, moving to,

17
old data, removing, 237–238
opening, 14, 16
passwords, assigning, 31
path, 32
remote, 272–274, 279–280
saving, 14
size, maximum, 13–14
source records, 240, 263
startup database,

specifying, 41
synchronization, remote,

77–78

target records, 240, 263
templates, creating from, 33
user permissions, limited

access, 242
users, adding, 244–247
users, deleting, 247–250
users, security roles,

246–247
versions, opening/saving

database in earlier, 14
date

activity date information,
110–111, 113, 122, 127

anchor date, 127
fields, 51, 57–58, 199
lookups, date-based, 94–95
note dates, changing, 101
Quick Report header/footer,

including in, 148
report date range, 138
task dates, changing, 120

Dates filter (Opportunity
List), 313

decimal fields, 198
Default Priority option

(Composing Options
dialog box), 179

default values, fields, 200
Define Fields dialog box, 196,

202, 205
Define Filters dialog box

accessing, 136
Activity tab, 159
General tab, 136, 159
History tab, 159
Note tab, 159
Opportunity tab, 159
Report Designer, 159
Send the Report Output To

menu, 143
Define Sections dialog box

(Report Designer), 161
Delete Records option, user

management, 247
deleting

companies, 343
company members,

347–348
contacts, 19, 60–62, 75
databases, 238–239

drop-down list items, 59,
204

history, 107
icon, 44
lookups, 61
notes, 107
Process List, 207
report fields, 154
tabs, 218
users from database,

247–250
deployment cost advantages,

ACT! Premium for Web,
371

description item, drop-down
lists, 204

Design Layout command
(Tools menu), 212

Details tab, 112, 306
Dialer feature, 40
dialog boxes. See specific

dialog box
directories, company

reports, 352
discounted opportunity

items, 305
Divider bar, 24
divisions, companies,

342–343
Document List, 77
Document tab

attaching Word documents
to, 299

Contact Detail window, 24,
66, 76–78

documents
company, attaching to,

76–78
contacts, attaching to,

76–78, 101
fields, inserting using mail

merge, 163–164
groups, attaching to, 76–78
history, attaching, 103–104
notes, attaching to, 101
reports, 146
sending as e-mail, 299–300
sending, mail merge

options, 170–172
templates, 164
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Word documents, attaching
to Document tab, 299

Word documents, faxing,
300

Drawing tool
Ellipse option, 225
images, 224–225
Rectangle option, 225
text, 225–226

drop-down lists
activity type, drop-down

list for entering, 39, 111
adding items, 39, 59, 204
auto-completion, 58
creating, 203
deleting items from, 59, 204
description items, 204
editing, 59, 203
entering data in, 58
field type, 204
fields, 202–203
importing, 297
multi-select, 54–55
naming, 204

duplicated database records,
235–237

dynamic group members,
327–329

dynamic IP addresses, 355

• E •
Edit History dialog box, 314
Edit List Values dialog box,

55
Edit menu commands

Define Filters, 159
Replace Field, 240
Sort, 79
Undo, 63, 214, 224
Undo Changes to Contact,

63
Edit Tabs dialog box, 217–218
Edit Template command

(Write menu), 168, 311
Edit User Account dialog

box, 363
editing

drop-down lists, 203
layouts, 212–215
opportunities, 307–308

Process List, 207
tabs, 215–216

Ellipse option (Drawing tool),
225

e-mail. See also mail merge
activity confirmation

message, sending,
112–113

address book, including
e-mail address in, 141

addresses, editing, 188
attaching to History tab,

189
attachments, 40, 180
Auto-Fill option, 180
clients, 177–178
composing option setup, 40
contact records, creating

new, 189
current contacts, sending

to, 182–184
e-mail message template,

165
fields, 199
follow-ups, scheduling, 189
mass e-mail, sending,

184–187
merged, 184–187
notification, new message,

40
opening, 189
original message window,

closing, 180
Outlook database contacts,

sending to, 286–288
preferences, setting,

178–181
reading, 189
reports, sending as e-mail

attachment, 135, 137
signatures, 40, 180
software, specifying default,

30, 40
sorting, 189
spell-checking, 40
Swiftpage Email product,

378
templated e-mail, sending,

187
templates, 169–170
Word documents as,

sending, 299–300

E-mail Preferences dialog
box, 178–180

E-mail Setup Wizard, 180–181
E-mail tab (Preferences

dialog box), 40, 178–179
Enter Phone Number dialog

box, 56
Enter Stops command (View

menu), 220
envelopes, printing, 142–146
event lookup, annual, 92–93
Excel Data Analysis For

Dummies (Nelson), 296
Excel database

exporting lists to, 295–297
mapping fields to, 297–298

Existing Contact option
(Manage Users dialog
box), 244

Exponenciel products, 379
Export to Excel option, user

management, 247
exporting lists to Excel

database, 295–297

• F •
faxing

cover sheets, 19
fax cover page template,

165
history, 103
reports, Fax List, 135
software, specifying default,

40
Word documents, 300

Feature Tours feature, 26
Field Label option (Add Mail

Merge Fields dialog box),
167–168

Field Properties dialog box,
158

Field tool (Report Designer),
152, 155

fields. See also columns;
databases

adding to database,
196–200

adding to display, 59, 68,
155–157

adding to layouts, 215–216
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fields (continued)
address, 199
address book, adding to,

141
aligning, 155, 223–224
Allow Blank attribute, 200
Allow Editing attribute, 200
anchor, 155
annual event, 199
calculation, performing in,

158
character, 198
column, relation to, 68
currency, 198
custom, 154, 157
data, 163–164
date, 51, 57–58, 199
decimal, 198
default values, 200
definition changes,

synchronization, 267
described, 12
documents, inserting,

163–164
drop-down lists, 202–203
editing content, 63
e-mail, 199
formats, 200
Generate History attribute,

200
handles, 214
history, 57, 102–103
initial-caps, 198
label, 150, 154, 157
layout, display in, 21–22
length, 200–201
lookup, applying to, 83–84,

95–97
lowercase, 198
mailing label, manipulating

on, 145–146
mapping to Excel database,

297–298
memo, 199
moving, 214
multi-select field, 54–55
name, changing, 25, 54
naming, 197–198
number, 199
order, changing, 69
phone, 199

picture, 200
positioning, 24, 155–156
predefined, 24
primary, 60
Primary Field attribute, 200
Process List, 206–208
Product List, 205–206
record count, calculating,

158
removing from display, 21
report field, working with,

154–158
resizing, 224
sizing, 154
sorting on multiple fields,

78–79
summary field, 157–158
system fields, 95
tab order, changing, 21
template, inserting in using

mail merge, 163–164
time, 199–200
triggers, 201
unused, removing, 214
upper case, 199
URL address, 199
usage rules, 194–195
User Drop-Down List

attribute, 200
value, returning averaging,

158
viewing, 196
Visual Basic scripting,

adding, 157
yes/no, 200

File menu commands
Import, 261
New Database, 32
Open Database, 16
Print, 143
Print Preview, 152
Quick Print Current

Window, 120
Restore, 233
Save As, 144, 168, 213
Save Copy, 32
Set Password, 35

files
company record, attaching

to, 76–78
contact, attaching to, 76–78,

101

database files, 17
described, 12
group, attaching to, 76–78
note, attaching to, 101
personal supplemental, 17,

37
filtering

activity, 67, 114, 119, 121,
159

contacts, 67
envelope print job,

applying to, 142–143
history, 66, 159
lookup versus, 88
mailing label print job,

applying to, 142–143
note, 66, 159
opportunities, 67, 88, 159
Opportunity List, 312–313
reports, applying filter to,

136–137, 159–160
Task List, 67, 114, 119–120
template, applying filter to,

159–160
folders, backup, 231
Font dialog box, 38
fonts, 38–39, 107, 142, 153
footers

printing, 40, 148
report, 160

Format menu commands
Align, 155
Make Same Size, 224

formats, fields, 200
Forward bar, 23
Four Rules of Always, 13

• G •
General tab

Define Filters dialog box,
136, 159

Graphic Options dialog box,
316

Preferences dialog box, 37
Quote Preferences button,

311
Schedule Activity dialog

box, 111–112
Generate History field

attribute, 200
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Getting Started Wizard, 27,
29–31

Graph Options dialog box,
316

graphics. See images
graphs, opportunity, 316–318
gridline display, 107–108
Gross Margin reports,

135–136
Group Detail window, 66
Group List command (View

menu), 333–334, 344
groups

advantages of, 321–322
common elements of, 323
converting to companies,

344
creating, 323–324
documents, attaching,

76–78
dynamic members, 327–329
files, attaching, 76–78
history, 105–106
information about group,

displaying, 134
listing all groups, 133–134
lookup, 85–86
mail merge contacts, 174
memberships, 325–329
multiple contacts, 326–327
notes, associating with, 102,

332–334
reports, 133–134, 146
scheduling activities using,

330–332
single contacts, 327
static group members,

325–327
summary, 133

Groups window, 76
Groups/Companies tab

(Contact Detail window),
24, 67

• H •
Handheld Device Sync

option, user
management, 247

handles, fields, 214

hardware, minimum system
requirements, 353–354

headers
printing, 40, 148
report, 160

Help menu, Getting Started
Wizard command, 30

Help system, 25–28
Hide Filters button

(Opportunity List), 312
hiding tabs, 217
history

activity, 102, 105–106, 124
calls, 124
clearing, 103–104
companies, associating

with, 350–351
contacts, 102–106
deleting, 107
editing manually, 124
fax, 103
fields, 57, 102–103
filtering, 66, 159
groups, 105–106
letter, attaching to, 103–104
lookups, 94
opportunities, 314
recording manually,

104–106
reports, 103, 132–133, 136,

138
History Options (Composing

Options dialog box), 179
History tab

attaching e-mail to, 189
Contact Detail window, 24
Define Filters dialog box,

159
described, 66
field history display, 57,

102–103
gridline display, 108
Last Reach field, 124
Outlook toolbar, 289
Regarding field, 106, 111,

124
report options, 138
Type column, 124

Home Address tab (Contact
Detail window), 25, 55

HTML (HyperText Markup
Language) files, 136

hyperlinks, companies,
340–341

• I •
Icon bar, 42–44
icon display

deleting icon, 44
image, 44
moving icon, 44
size, changing, 41
text, 44
ToolTip, 44, 46

images
adding to layouts, 224–225
Drawing tool, 224–225
icons, 44
layouts, displaying in, 21
mail merge functionality,

169–170
reports, inserting in, 153

Import command (File
menu), 261

Import Wizard, 262–264
importing

data options, 260–264
drop-down lists, 297
Outlook database contacts,

284–285
information access

advantages, ACT!
Premium for Web, 370

initial-caps fields, 198
Insert Note window, 100
installing ACT! Premium for

Web, 361–364
internal IP addresses, 355
Internet Explorer activities,

293–295
Internet Links, 294
Internet Mail option (E-mail

Setup Wizard), 181
IP addresses, 355–356
ISPs (Internet service

providers), 178, 184
IUSR (Internet Guest

Account), 357–358
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• K •
keyboard shortcuts, 22
keyword search, 89–91
Knowledge Base, 27

• L •
Label Designer dialog box,

144–145
labels, mailing, 142–146
layouts

changes, synchronization,
267

circles, within squares, 225
color display, 222
Contact Detail window tab

display, association with,
25, 55

described, 21, 211
editing, 212–215
field additions, 215–216
field alignment, 223–224
field display, 21
field label, 212, 221
field size, 224
graphics, 21, 224–225
logos, 224–225
naming, 213
saving, 213–214
switching, 22, 212
tab display association

with, 25, 55
table formats, 226
tabs, editing, 215–216
text boxes, 225–226
touch-ups, 220
unused fields, removing,

214
left alignment, fields, 224
length, fields, 200–201
letter template, 165
licensing, users, 365
limited access, 250
Link to Company dialog box,

347
lists. See also specific list

column customization,
68–69, 78–79

company reports, 352

fields, adding, 39, 59, 68
multi-select list, 54–55
sorting, 69–70

Lock Database dialog box,
197

login screen, 17–18
logos, adding to layouts,

224–225
Lookup By Example window,

96
Lookup Contacts dialog box,

83, 95
Lookup Groups dialog box,

85–86
Lookup menu commands

Advanced, 97
All Contacts, 84
Annual Events, 92
By Example, 96
Companies, 86
Contact Activity, 93
Keyword Search, 89
Opportunities, 87

Lookup Opportunities dialog
box, 88

lookups
accessing Lookup menu, 83
activity lookup, 92–95, 120
adding criterion to existing

search, 84
adding search to Lookup

menu, 98
address book, creating

using, 139
Annual Event lookup, 92–93
change-based, 93–94
company lookup, 84, 86–87
Contact List produced by,

84
contact records, 170
contacts, finding by access

level, 253
database, lookup versus

creating new, 82
date-based, 94–95
deleting, 61
described, 80–81
envelope print job, creating

using, 142–143
example, by, 95–96

fields, applying to, 83–84,
95–97

filtering versus, 88
group lookup, 85–86
history lookup, 94
keyword search, 89–91
mailing label print job,

creating using, 142–143
narrowing search, 84, 94–96
navigating search result, 91
note lookup, 103
opportunity lookup, 87–88,

94, 97, 308
replacing existing, 84
reports, basing on, 103, 132,

136, 150
saving, 85, 87, 98
selecting search result, 91
system field-based, 95
Task List, 119–120
time-based, 93
wild card, 85

lowercase fields, 198

• M •
mail merge. See also e-mail

contacts, 173–174
document template

creation, 166–169
graphics in, 169–170
Northwood Software

products, 378–379
sending documents,

170–172
Mail Merge Wizard

described, 172
Select contacts from

option, 174
Set E-mail Options, 175
Set Options for Missing

E-mail Addresses option,
176

welcome screen, 173
mailing labels, printing,

142–146
Make Same Size command

(Format menu), 224
Manage Activity Types dialog

boxes, 208–210
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Manage Priorities dialog box,
210

Manage Product List dialog
box, 205–206

Manage Teams dialog box,
251

Manage Users dialog box,
244–245, 248

Manager level user access,
246

manuals, online, 26
mapping fields (Import

Wizard), 262–263
master database, 265
meetings, scheduling, 110,

112
memberships

company reports, 352
group, 325–329

memo fields, 199
menu bar, 22
menu system, customizing,

44–47
merged e-mail, 184–187
moving

contact data, 239–240
fields, 214
tabs, 218

multiple contact groups,
326–327

My Record record, 18–19,
137, 148

• N •
naming

drop-down lists, 204
fields, 197–198
layouts, 213
opportunities, 302
tabs, 217

Nav (Navigation) bar, 24,
41–42, 118

Nelson, Stephen L. (Excel
Data Analysis For
Dummies), 296

network drive, moving
database to, 17

networks
client-server, 254
PAD files, 255
peer-to-peer, 254

New Contact option (Manage
Users dialog box), 244

New Database dialog box, 32
New Letter command (Write

menu), 166
New Opportunity icon, 302
New Secondary Contact

dialog box, 74
New User dialog box, 359
none trigger, fields, 201
Northwood software

products, 378–379
notes

changes, synchronization,
267

company, associating with,
102, 349–351

contact, associating with,
19, 100–101

copying, 107
date, changing, 101
deleting, 107
described, 99–100
document, attaching, 101
file, attaching, 101
filtering, 66, 159
gridline display, 107–108
group, adding to, 102
groups, associating with,

332–334
listing all notes, 66
lookup, 103
Regarding field, 100
report, 132, 146
saving, 101
spell-checking, 101
text, formatting, 100, 107

Notes tab
Contact Detail window, 24,

66, 100–101
Define Filters dialog box,

159
Preferences dialog box, 107
report options, 138

number fields, 199

• O •
old data, removing, 237–238
Open Database command

(File menu), 16
Open dialog box, 16
open opportunity status, 303
opening

e-mail, 189
Opportunity List, 312

opportunities
companies, associating

with, 350–351
creating, 302
date changes, 306
described, 301
detail information, 306
discounted items, 305
editing, 307–308
filtering, 67, 88, 159
graphing sales opportunity,

135
graphs, 316–318
history, 314
lookups, 87–88, 94, 97, 308
naming, 302
open status, 303
pipeline options, 318–320
process assignment, 303
products and services,

adding, 304
quote templates, 309–311
reports, 134–135, 138, 146,

315–316
status changes, 309

Opportunities command
(Lookup menu), 87

Opportunities tab
Contact Detail window, 24
Defined Filters dialog box,

159
described, 66
New Opportunity icon, 302
report options, 138

Opportunity List
described, 66–67
filtering, 312–313
functionality, 311
Hide Filters button, 312
opening, 312
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Opportunity List (continued)
printing, 313–314
Show Filters button, 312

Opportunity Pipeline
Options dialog box,
319–320

Options dialog box, 140–141
Options filter (Opportunity

List), 313
Other Document command

(Write menu), 187
Outlook database

activities, displaying in
ACT!, 291–292

activities, viewing, 292
address book, 287–288
advantages, 283–284
calendar sharing, 290–291
contacts, sending e-mail to,

286–288
data, importing, 284–285

• P •
PAD files, 255
passwords

backup password
protection, 232

case sensitivity, 17
changing, 35–36
database, assigning to,

31–32
entering, 17–18
saving, 18
user, assigning to, 17, 35,

245
patch, updating, 27, 41
PDF (Portable Document

Format) files, 137
peer-to-peer networks, 254
percent sign (%) wild card

character, 85
permissions, 19
personal supplemental file,

17, 37
phone field, 199
phone number links, 376–377
Picture Field tool (Report

Designer), 153

picture fields, 200
Picture tool (Report

Designer), 153
pictures. See images
pipeline options,

opportunities, 318–320
Pipeline report, 135
plain text, e-mail templates,

169
Pointer tool (Report

Designer), 152, 154
Portable Document Format

(PDF) files, 137
Preferences command (Tools

menu), 37, 164
Preferences dialog box

accessing, 37
Calendar & Scheduling tab,

39
Colors & Fonts tab, 38–39,

107
Communication tab, 40,

147, 164
E-mail tab, 40, 178–179
General tab, 37
Notes tab, 107
Startup tab, 41

preferences, e-mail, 178–181
Premium for Web. See ACT!

Premium for Web feature
Primary Field field attribute,

200
Print command (File menu),

143
Print dialog box, 139–140,

147
Print Preview command (File

menu), 152
printing

activity information, 112
address book, 139–142
envelopes, 142–146
footers, 40, 148
headers, 40, 148
mailing labels, 142–146
opportunity graphs, 318
Opportunity List, 313–314
page numbers, 148
paper type, specifying,

139–140

previewing print job, 140,
143, 152

Quick Print feature, 40, 120
reports, 120, 137, 152
synchronization settings,

279
Task List, 120

priorities
activity, 39, 112, 120, 127
scheduling, 210

private access, 250
Probability filter

(Opportunity List), 313
process assignment,

opportunities, 303
Process List

accessing, 208
creating, 207
deleting, 207
description, 206
editing, 207

Process/Stage filter
(Opportunity List), 313

Product List, 205–206
products, adding to

opportunities, 304
Products/Services tab, 304
program trigger, fields, 201
Promote Secondary Contact

dialog box, 75–76
Properties Window

command (View menu),
162

Properties window (Report
Designer), 153, 162

public access, 250
Purge Log dialog box, 260

• Q •
queries. See lookups
Quick Print feature, 40, 120
Quick Reference card, 26
Quick Report feature, 120,

146–148
quote templates, 309–311
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• R •
reading e-mail, 189
Recap List feature, 117–118
record count

Contact Detail window
counter display, 20–21

field record count,
calculating, 158

Record History window, 105
Rectangle option (Drawing

tool), 225
Rectangle tool (Report

Designer), 153
Recurrence tab (Schedule

Activity dialog box),
113–114

Remote Administration
option, user
management, 247

remote databases
creating, 272–273
re-creating, 279–280
restoration, 273–274

Remove Old Data dialog box,
237–238

Replace Data dialog box,
240–241

Replace Field command (Edit
menu), 240

Report Designer
Align option, 155
Define Filters dialog box,

159
Define Sections dialog box,

161
Field tool, 152, 155
introduced, 149–150
Picture Field tool, 153
Picture tool, 153
Pointer tool, 152, 154
Print Preview feature, 152
Properties window, 153, 162
Rectangle tool, 153
Save As option, 150
Select a Field to Group By

dialog box, 161
Subreport tool, 153
System Field tool, 153
Text tool, 152
toolbox, 152–153

reports
activity, 122, 132, 138, 146
Adjusted for Probability

report, 135
Birthday List, 135
boxes, drawing, 153
company, 134, 146, 352
contact, 132–133, 135, 137,

146
date range, 138
Detail section, 160
document, 146
e-mail attachment, sending

as, 137
E-mail List, 135
Fax List, 135
fields, 154–158
filters, applying to, 136–137,

159–160
fonts, 153
footers, 160
generating, 136–139
Gross Margin, 135–136
group reports, 133–134, 146
header, 160
history reports, 103,

132–133, 136, 138
HTML file, outputting, 136
images, inserting, 153
lookup, basing on, 103, 132,

136, 150
mailing label print job,

generating using,
143–144

My Record information,
excluding from, 137

Notes/History report, 132,
146

opportunity, 134–135, 138,
146, 315

page breaks, inserting, 161
PDF files, outputting, 137
Phone List, 122
Pipeline, 135
previewing, 136, 152
printing, 120, 137, 152
Quick Report feature, 120,

146–148
rectangle, drawing, 153
RTF, outputting, 136

running, 136–139
sales reports, 134–136
sample books, outputting

for quick reference, 131,
149

saving, 136–137, 150, 152
sectioning, 160–162
selecting element in using

Pointer tool, 152, 154
software for, 377–378
Source of Referrals, 133–134
subreport, 153
summary, generating in

field, 157–158
Task List, 135, 146
templates, 150, 159–161
text box, inserting, 152
Totals by Status, 134
TXT file, outputting, 137
type, specifying, 156
user information, including,

137–138
Request Return Receipt

option (Composing
Options dialog box), 180

resizing fields, 224
resources

accounting software links,
377

assigning to activity, 112
consultants, 375
Northwood software

products, 378–379
SwiftPage Email product,

378
user groups, 375

restoration
backups, 233–234
remote databases, 273–274

Restore command (File
menu), 233

Restore Database dialog box,
233

Restricted level user access,
246

Ring Alarm feature, 39, 123,
127

RTF (Rich-Text File) files, 136
rules, companies, 344–346
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• S •
sales opportunity, graphing,

135
sales reports, 134–136
salutation, specifying, 53, 56
SAM (Sales Automation

Mania), 378
Save As command (File

menu), 144, 168, 213
Save Copy As dialog box,

32–33
saving

contacts, 55–56, 63
database, 14
layouts, 213–214
lookups, 85, 87, 98
notes, 101
opportunity graphs, 317
passwords, 18
reports, 136–137, 150, 152

scalability, 14
Scan for Duplicate Contacts

dialog box, 235
Schedule Activity dialog box

accessing, 110
Details tab, 112
General tab, 111–112
Recurrence tab, 113–114

Schedule Activity Series
dialog box, 127–128

scheduling
ACT! Scheduler feature,

258–260
activities, using groups,

330–332
adding activity to schedule,

109–114
Annual Event lookup result,

93
banner display, 39, 111
calendar, using, 110, 114,

117
calls, 110, 112
color preference, setting,

38, 112
confirmation e-mail,

sending, 112–113
conflict checking, 110, 128

contact, associating activity
with, 109–114, 127

date change, information
lost upon, 122

drop-down list for entering
activity type, 39, 111

duration of activity, setting
default, 39

e-mail follow-ups, 189
follow-up activity, 106, 124
font preference, setting, 38
location information,

entering, 112
meetings, 110, 112
My Record, information

taken from, 19
pop-up option, 39
priorities, 39, 112, 120, 127,

210
recurring activity, 113
Regarding field, 111–112,

127
reminder, 39, 114, 123, 127
resource, 112
series, activity, 127–128
time information, entering,

111
To-Do item, 110
type of activity, specifying,

39
scripting in Visual Basic,

adding to field, 157
searching. See lookups
Secondary Contacts tab

(Contact Detail window),
24, 67, 73–76

security. See specific security
feature

Select a Field to Group By
dialog box (Report
Designer), 161

Select Contacts window,
105–106

Select Field dialog box, 156,
215–216

Select Users and Teams
window, 252

Select Users dialog box, 118,
360

Select Users filter
(Opportunity List), 313

Send E-mails In option
(Composing Options
dialog box), 179

sending documents, mail
merge options, 170–172

sending e-mail
mass e-mail, 184–187
templated e-mail, 187
to current contact, 182–184

separator, menu, 45–46
services, adding to

opportunities, 304
Set Password dialog box,

35–36
Show Filters button

(Opportunity List), 312
signatures, e-mail, 180
single contact groups, 327
Sort dialog box, 79
sorting

address book, 142
contacts, 56–57, 69–70, 78
e-mail, 189

Source of Referrals report,
133–134

source records, 240, 263
special characters, naming

fields, 198
spell-checking, 40, 101
squares, circles within, 225
Standard level user access,

246
startup option setup, 41
Startup tab (Preferences

dialog box), 41
static IP addresses, 355–356
status changes,

opportunities, 309
Status filter (Opportunity

List), 313
subdivisions, companies,

342–343
Subreport tool (Report

Designer), 153
summaries, company

reports, 352
SwiftPage Email product, 378
switching layouts, 212
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synchronization
advantages of, 266
attachment changes, 267
automatic, 275–276
calendar changes, 267
contact information

changes, 267
described, 265
drop-down list changes, 267
field definition changes, 267
functionality, 266, 268
last data synchronized,

viewing, 277–278
layout changes, 267
main database setup,

269–273
master database, 265
notes and history changes,

267
remote database creation,

272–274
settings, viewing and

printing, 279
stopping, 280
sync sets, 270–272
template changes, 267

System Field tool (Report
Designer), 153

system fields, 95
system hardware

requirements, 353–354
system tabs, 24–25, 66–67

• T •
Tab Stops command (View

menu), 218, 220
table formats, layouts, 226
tabs. See also specific tab

adding additional, 217
column customization,

68–69, 78–79
deleting, 218
editing, 215–216
fields, adding, 68
hiding, 217
layouts, association with,

25, 55
moving, 218
naming, 217
order of fields, changing, 21

removing, 25
sorting entry display in,

69–70
system tabs, 24–25, 66–67
tab stops, 218–220

TAPI (Telephone Application
Programming Interface),
40

target records, 240, 263
Task List

accessing, 65
clearing activity from, 123
contact display, 114
date of task, changing, 120
described, 66
filtering, 67, 114, 119–120
lookups, 119–120
printing, 120
reports, 135, 146

task log, ACT! Schedule
feature, 259–260

Telephone Application
Programming Interface
(TAPI), 40

telephone functionality
address book, including

phone number in, 141
contact Telephone field, 56
history display, call, 124
Phone List report, 122
scheduling call, 110, 112

templates
Activity Series Template

Creation Wizard, 125–128
address book, 140
advantages of, 166
database, creating from, 33
described, 163
document, 164
editing, 150
e-mail, 169–170
envelope, 143–144
fax cover page, 165
fields, inserting using mail

merge, 163–164
filter, applying to, 159–160
letter, 165
mailing label, 143–145
quote, 309–311
report, 150, 159–161

text
color, 39, 107, 153
Drawing tool, 225–226
field label, 150, 154, 157
fonts, 21, 38–39, 107, 142
icon text, 44
note text, formatting, 100,

107
reports, outputting to text

file, 137
size, changing, 38
spell-checking, 40, 101

text boxes
adding to layout, 225–226
inserting in report, 152

Text tool (Report Designer),
152

time
lookup, time-based, 93
Quick Report header/footer,

including in, 148
scheduling activity,

entering time
information when, 111

time fields, 199–200
title bar, 20
To-Do item, scheduling, 110
toolbars, 23, 42–44
toolbox (Report Designer),

152–153
Tools menu commands

Attach Web page to ACT!,
295

Copy/Move Contact Data,
239–240

Customize, 42
Database Maintenance, 230
Define Fields, 196, 202, 205
Design Layout, 212
Manage Teams, 251
Manage Users, 244, 248
Preferences, 37, 164
Scan for Duplicates, 235

ToolTip display, 44, 46
Total filter (Opportunity

List), 313
Totals by Status report, 134
touch-ups, layouts, 220
triggers, adding to fields, 201
TXT files, outputting report

to, 137
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• U •
Undo Changes to Contact

command (Edit menu),
63

Undo command (Edit menu),
63, 214, 224

updating ACT!, 27, 41
upper case fields, 199
URL address fields, 199
USB storage devices, backup

functionality, 233
User Fields tab, 25
user groups, 376
users

adding, 244–247
deleting from database,

247–250
licensing, 365
limited access, 250
name, assigning, 31–32, 34
name, entering, 17
permissions, limited

access, 242
private access, 250
public access, 250
report, including user

information in, 137–138
security roles, 246–247

• V •
versions of ACT!, 13–14
View menu commands

Contact List, 70
Enter Stops, 220
Group List, 333–334, 344
Properties Window, 162
Tab Stops, 218, 220

Visual Basic scripting, adding
to field, 157

• W •
Web pages, attaching to

contacts, 294
Web Site Administration tool,

362–364
Web sites, Internet Explorer

activities, 293
welcome screen (Mail Merge

Wizard), 173
wild card lookup, 85
windows, dragging, 153
Windows user creation,

358–360
wizards

E-mail Setup, 180–181
Getting Started, 27, 29–31

Import, 262–264
Mail Merge, 172–176

Word software
documents, attaching to

Document tab, 299
documents, faxing, 300
documents, sending as

e-mail, 299–300
specifying as word

processor, 30, 40,
298–299

spell checking, 40
templates, 164

workgroup size, maximum,
13–14

Write menu commands
Edit Template, 168, 311
New Letter, 166
Other Document, 187

• Y •
yes/no fields, 200

• Z •
zip drives, backup

functionality, 233
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