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* (asterisk), 77
% (percent sign), 77
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ACC (ACT! Certified Consultant), 27, 374
access control
ACT! Premium for Web, 358-360
blocking users, 234, 236
fields, securing, 186-188, 370-371
record level access, limiting, 238-243
remote users, 364-365
ACT! Memory Manager, 379
ACT! menu in Word, 291-292
ACT! Premier Trainer (APT), 374
ACT! Premium for Web
access, 358-360
ASP.NET, impersonating, 357-358
database, specifying, 360-361
hardware, 353
IIS, 354, 356-357
IP address, static, 355
IUSR, 357
reasons to use, 349-352
remote users, adding, 363-366
securing access to fields, 186-188
Web Site Administration tool, 361-363
Windows, 353-354
ACT! 2007
Back and Forward bar, 23
Contact Detail window, 23
database features, 12-13
defined, 9
Divider bar, 24
features, 10
layout, 21-22
login screen, 17-18
menu bar, 22
My Record, 18-19
Navigation bar, 24

online Help system, 25-27
opening database, 15-17
preferences, 34-37
record counter, 20-21
tabs for predefined fields, 24-25
title bar, 19-20
toolbar, 23
user, typical, 11
ACT! 2007 Premium for Workgroups
advanced user settings, 371
automatic synchronization, 263-264
database scalability, 370
field level security, 243-245, 370-371
Group Scheduling, 371
integrating with ACT! for Web, 372
Internet synchronization, 372
limits access to contacts, 370
Opportunity fields, customizable, 371
Scheduler, 372
standard version versus, 13
users, maximum number, 369-370
ACT! User Group, 374
activities
company, associating, 346-347
lists, 60
types, adding custom, 194-196
Activities report, 122
Activities tab
clearing, 112-114
editing, 112
multiple activities, clearing, 113
Outlook calendars, viewing, 284-285
viewing, 111-112
activity series
described, 114-115
modifying, 118
scheduling, 117
template wizard, 115-117
triggers, 185
Address Grabber, 378
addresses
contact field, 49, 182
editing, 173
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addresses (continued)
incoming e-mail, grabbing from, 378
printing, 130-132
Adjusted for Probability report, 125
Administrator, database. See also database
maintenance
described, 17, 31
fields, adding to database, 178, 180
passwords, setting, 32
remote database, setting up, 257, 260-261
sync set, creating, 257-260
updating shared database, 37
user access, controlling, 234, 236
Advanced Query, 88-90
alarm, schedule
clearing, 112
setting, 104, 105, 116
aligning
anchor field, 208
fields, 140, 208-209
labels, 208-209
Allow Blank field, 183, 207
anchor date, 116, 117
anchor field, 140, 208, 209
Annual Event, 83-84, 105, 183
AOL (America Online), 166
application. See program
appointments. See scheduling
APT (ACT! Premier Trainer), 374
ascending order, sort, 63
ASP.NET, impersonating, 357-358
Associator tab, 379
asterisk (*), 77
attachments
ACT! database to Outlook, 276-277
documents to note on History tab, 160
files to contact record, 94
synchronization changes, 255
AutoFill ACT! Fields, 380
Automatic Field Calculations, 380
AutoNumbers For ACT! Records, 380
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Back and Forward bar, 23
backups
basic, 218
deleting contact records, 57
described, 217

restoring data, 219-220

to various media, 218-219
Birthday List, 125
blank contacts, 48
blank sections, reports, 146
blasts, e-mail, 377
Browse user security role, 233-234
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calendar
current day’s activities, 106
mini-calendar, 108

Navigation page icon, replacing, 38

preferences, 35-36
printing, 133-134
Recap List, 108-109
synchronization changes, 255
viewing, 106-107, 285
calendar, Outlook (Microsoft)
Activities tab view, 284-285
described, 282
removing activities, 283-284
synchronizing with ACT!, 283
Task List view, 285
viewing ACT! activities, 285-286
Calendar View Plus, 379
calls, 102, 116
Can Spam laws, 171
CD/DVD burner, 219
character field, 182
city, sorting contacts by, 63
classes, 316
clients, 245
closing dates, opportunity, 302
color
activity, adding, 116
layout, 21, 207
Notes and History tabs, 100
preferences, 35
scheduling, 104
columns
lists, adding or removing, 62
printing lists and tabs, 134
width and order, changing, 63
Communication preferences, 36
companies

associating note, history, activity, or

opportunity, 346-347
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Company Detail window, 333-334
Company List, 331-332
Company tab, 330-331
contacts, linking, 339, 340, 342-344
contacts, looking up, 380
deleting, 336
described, 329-330
division or subdivision, creating, 335
files, accessing, 347
forming new, 334
group, converting to, 336-337
lookups, 78-79, 337
notes, adding information to, 94, 345-346
Opportunities by Company report, 126
reports, 347
rules, 339-340
single contact, associating, 338
Company Detail window, 333
Company List, 60, 331-332
Company tab, 330-331
competitors, 125, 300
Computer Management window, 358-360
confirming schedule, 104
consistency in data entry
copying/moving, 225-226
global edit/replace, 228-229
synchronization, 256
Contact Detail window, 16, 23, 327
Contact Directory, 122
contact fields. See also drop-down lists
adding, 49, 180-185
concept described, 177-179
deleting, 185
planning, 179-180
securing access, 186—-188
Contact List
described, 60
finding contacts, 65
lookups, saving, 379
sort order, changing, 71-72
tagging contacts, 65-66
viewing, 64-65
Contact List Plus, 379
Contact Report, 122
Contact Status report, 123
contacts
activity lookup, 84-86
adding, 47-51
appointments, scheduling with, 101-106

changing, 57
deleting records, 55-57
described, 60
drop-down lists, 53-55
formatting, 51-53
Gross Margin by Contact report, 126
importing from Outlook, 248, 274-275
information, showing during mail merge,
155
linking to company fields, 342-344
Opportunities by Contact report, 125
Outlook creating, 281-282
synchronization changes, 255
viewing scheduled activities by, 105-106
Web site, viewing, 286
Contacts tab, Company Detail window, 333
Contents tab, Help system, 26
corruption, database maintenance, 215
Create Date, 47
credit card number fields, securing,
186-188
currency field, 182
current day’s activities, 106
custom activity, 116
custom fields, 139
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daily activities, scheduling, 105
Daily calendar, 106, 107
dashboard, 378
data entry, consistency
copying/moving, 225-226
global edit/replace, 228-229
synchronization, 256
database
ACT! Premium for Web, 360-361
ACT! 2007 features, 12-13
attaching ACT!, 276-277
creating new, 29-32
dashboard, checking, 378
key terms defined, 12
naming, 31
opening, 15-17
password, 31
scalability, ACT! 2007 Premium for
Workgroups, 370
supplemental files, 17
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database Administrator. See Administrator,
database
database maintenance. See also backups;
housecleaning
corruption, 215
frequency, 214
importance, 213
routine tasks, 215-216
updates, 221-222
date
contact field, 53, 183
formatting, 53
note, changing, 93
opportunities outcome and closing,
recording, 302
opportunity field, 300
Opportunity List, filtering, 306
ranges in reports, 128
rescheduled activities, 112
synchronization expiry, 269
decimal field, 182
default database location, 16
default value field, 184
deleting
activities, 283-284
company, 336
contact records, 55-57, 185
criteria from lookup, 89
data, 226-227
database, 227
fields or field labels, 139, 200
note or history, 99-100
Secondary Contacts tab, 68
tabs, 203
descending order, sort, 64
design. See layouts, modifying
detail, report, 145
Details tab, opportunities, 299-300
Dialer feature, 36
discounts, 299
Divider bar, 24
Division field, Company Detail window, 333
division or subdivision, creating, 335
document
attaching to note on History tab, 160
described, 60
mail merge template, 152, 154-157
Word, attaching to contact record, 292

Documents tab

adding, 70

described, 69

opening, 70

removing, 71
domain, registering, 355
drawing tools, 210-211
drop-down lists

associating with field, 189

Contacts, 53-55

creating, 189-191

described, 188-189

Excel, importing, 290

Process List, 193-194

Product List, 191-192

synchronization changes, 255
duplicate contacts, removing, 222-224
duration, scheduling, 103
Durkin, Jim (Durkin Computing ACT!

products), 379

dynamic members, 321-323, 339
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editing
Activities tab, 112
addresses, 173
criteria in lookup, 89
e-mail, 279
envelopes, 147-148
global edit/replace, 228-229
History tab, 99-100
labels, 147-148
notes, 99-100
opportunities quote, 304-305
priority types, 196
tabs, 203
edit/replace, global, 228-229
eGrabber products, 378
e-mail
ACT! contacts from Outlook, 276, 279-281
blasts, sending, 377
client, 165
editing addresses, 173
editor, disabling Word as, 279
field, 183
HTML template, 157
incoming, grabbing addresses from, 378
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individual contacts, 169-170
list, 125
mass, 170-173
Outlook contacts, 276
preferences, 36, 166168
program, choosing at installation, 30
sending to contacts, 168-169
systems, supported, 165-166
Word document, sending, 292-293
Empty Field, 76
enhancements, 380
envelopes
creating, 129-130
editing, 147-148
printing, 160
error messages, 215
Excel (Microsoft)
ACT! fields, mapping to, 290-291
list, exporting to, 248, 288-289
Opportunities List and pivot tables, 289
opportunity quotes, 303
product or drop-down list, importing, 290
templates with Quote/Invoice Maker, 380
Exponenciel add-on products, 380
exporting data, 248
external hard drive, 219

ofFe

fax

cover page template, 153

list, 125

Word document, sending as, 293
Feature Tours, Help system, 26
field

copying, 380

custom, 139

defined, 12

deleting, 139, 200

format field, 184

length field, 184

Reporter Designer toolbox, 137

security level, 243-245, 370-371
field label. See labels
Field Name, 76
files

attaching to contact record, 94

database supplemental, 17

defined, 12
importing information, 249-250
personal supplemental, 17
remote data, delivering, 261
filter
calendars, checking, 106
Opportunity List, 306
Private, Timeless, Cleared, and Outlook
activities, 111
tabs, 61
folder, database, 31, 217
fonts, 21, 35, 100
footer, report, 145
forgotten password, 34
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General settings, preferences, 35
Generate History field, 183
Getting Started Wizard, 27, 29-31
global edit/replace, 228-229
Google Desktop, 378
graph, opportunities, 125, 309-311
graphics
layout, 21, 210
mail merge, 157-158
gross margin reports, 126
group
common elements, 317
company, converting to, 336-337
creating, 317-319
customizing, 323-324
described, 61
dynamic members, creating, 321-323
history, 97, 327-328
notes, using with, 94, 326-328
Opportunities by Group report, 126
reasons to create, 315-316
reports, 124
scheduling activities, 324-326
static members, adding, 319-321
Group Detail window, entering note from,
327
Group List, 60
Group Scheduling, 371
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hardware
ACT! Premium for Web, 353
memory, managing, 379
remote access user configuration,
363-364
header, report, 145
hiding sections, 147
Hierarchy field, Company Detail window,
333
history field
company, associating, 346-347
creating from e-mail, 281
described, 60
fields, formatting, 53
group, 97, 327-328
opportunities, 307
options, setting, 277-278
synchronization changes, 255
History Summary Class report, 123
History Summary report, 122
History tab
clearing activity histories, 96-97
described, 94-95
editing, 99-100
field histories, creating, 95-96
manually recording a history, 97-99
result option, 114
History Time Spent report, 123
housecleaning
copying or moving contact data, 224-225
deleting database, 227
duplicate contacts, removing, 222-224
global edit/replace, 228-229
importance, 222
removing data, 226-227
before synchronizing, 256
tips, 229-230
HTML (HyperText Markup Language),
e-mail, 157
hyperlinks
company contacts, 341-342
Internet, 287
Web site, contacts’, 286

o]e
icon bar, 38-40
ID/Status field, contacts, 49
IIS (Internet Information Server), 354,
356-357
IMAP protocol, 166
importing information, 248-252, 274-275
Index tab, Help system, 26
Information Optics Corporation (I0C), 376
initial-caps field, 182
Internet
contact Web site, viewing, 286
links, 287
synchronization, 372
Web page, adding to contact, 287-288
Internet Guest Account (IUSR), 357
Internet Information Server (IIS), 354,
356-357
Internet Mail, 167
IOC (Information Optics Corporation), 376
IP address
server, finding, 365
static, 355
ISP (Internet Service Provider)
bulk e-mail, 377
mass e-mails, checking rules on, 171
protocols, 166
IT department, advantages of ACT!
Premium for Web, 352
IUSR (Internet Guest Account), 357

° ] °
Joint Salutation, 380
o o

keyboard shortcuts, 22
keyword, lookup by, 81-83

o/ o

labels
changing, 206-207
creating, 129-130, 148-149
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deleting, 139, 200
editing, 147-148
mail merge, 155
naming, 31
laptop computer, 219
Layout Manager, 380
layouts, modifying
adding new fields, 201-202
aligning fields and labels, 208-209
color, adding, 21, 207
drawing tools, 210-211
field label, changing, 206-207
fields, arranging, 198-200
fonts, 21
logo or graphics, adding, 21, 210
minor touch-up work, 205-206
order, changing, 203-205
planning, 197
resizing fields, 209
synchronization changes, 255
tables, building, 212
tabs, changing, 202-203
text boxes, 211
left alignment, 208
legible text color choices, 35
letter template, 153
licensing remote access users, 364
linking
companies and contacts, 339, 340,
342-344
to other software, 376
to PDA, 375-376
listings, Internet, 378
lists. See also Contact List
adding or removing columns, 62
column order and width, changing, 63
customizing, ease of, 61
Excel, exporting to, 248, 288-289
finding, 59
most commonly used, 60
of names, mail merge, 152
printing, 134
sorting, 63-64
login
remote access users, 365
screen for ACT! users, 17-18
logo, adding to layouts, 210

lookup

Advanced Query, 88-90

Annual Event fields, 83-84

companies, 78-79, 337

by contact activity, 84-86

criteria, adding, 76, 89

described, 20, 55, 73-74

fields, using, 178-179

groups, 77-78

by keyword, 81-83

Lookup By Example function, 86-88

opportunities, 79-80, 301

report, preparing, 126

saving to Contact List, 379

special, 80-81

steps, 74-77

sync set, 267

synchronized data, viewing last, 266-267

Task List, 110

wild cards, 77
Lookup By Example function, 86-88
Lost Opportunities reports, 125-126
lowercase field, 182

ol o

mail merge
described, 151-152
document template, 152, 154-157
graphics, 157-158
sending document to single member of
database, 158-160
wizard, 160-164
word processor, choosing, 152-153
Word, showing fields, 293
Mail Merge Mania, 377-378
main database, synchronizing
delivering remote data, 261
described, 17
enabling, 257
remote database, creating, 260-261
sync set, defining, 257-260
maintenance. See database maintenance
Manager user security role, 234
master database, 253, 269
media, backups to various, 218-219
meetings, 102, 116
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membership, group, 124
memo field, 182
memory, managing, 379
menu bar, 22
menus
additional items, adding, 41
custom command, adding, 41-43
ease of changing, 40
Microsoft. See individual products listed by
name
monthly activities, scheduling, 105
Monthly calendar, 106
monthly reports, 128
moving
contact data, 224-225
fields, 140
tabs, 203
multiple activities, clearing, 113
multiple-page sections, 146
My Computer, dragging and dropping files
from Documents tab, 70
My Record field, 18-19, 155

o\ o

names of contacts
automatic formatting, 52
combining for mail merge, 152
continuous list, tagging, 66
group lookups, 78
mail merge, 152
scheduling with, 103
naming
database, 31
field label, 31
User Fields information, importance of
changing, 25
narrow lookup, 76
Navigation (Nav) bar, 24, 37-38
networking
described, 245-246
workstations, padding, 246
Non-Empty Field, 76
notes
adding, 92
associating companies, 94, 345-347
described, 60, 91-92
editing, 99-100
group, using with, 94, 326-328

synchronization changes, 255

working with, 93-94
Notes/History report, 122
number field, 182

o () o

online Help system, 25-27
Online Manuals, Help system, 26
opportunities
company, associating, 346-347
creating, 295-296
customizable fields, 371
described, 60
Details tab, 299-300
graph, creating, 309-311
history, 307
initiating, 296-301
lookup, 79-80, 301
modifying, 301-302
Opportunity Info tab, 300-301
outcome and closing date, recording, 302
pipeline, viewing, 311-313
products or services, adding, 298-299
quote, converting to, 302-304
quote, editing, 304-305
reports, 126
single contact, reporting, 308-309
status report, 125
synchronization changes, 255
User Fields tab, 299
viewing Opportunity List, 305-307
Opportunities List, Excel (Microsoft), 289
Opportunity Info tab, 300-301
Opportunity List
defined, 60
filtering, 306
lookup, 79
opening, 305
printing, 307
resetting filters, 306-307
viewing, 305-307
Outlook Express (Microsoft), 166
Outlook (Microsoft)
attaching ACT! database, 276-277
calendars, sharing, 282-286
choosing, 168
contact, creating, 281-282
disabling Word as e-mail editor, 279
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e-mailing contacts from, 276, 279-281

history, creating from e-mail, 281
importing contacts, 248, 274-275
Outlook Express versus, 166
reasons to integrate, 273-274

setting ACT! history options, 277-278

versions, 273

oo

page break, report, 146
password
changing, 33-34
database, 31
logging into ACT!, 17-18
setting, 32-33
user security, establishing, 235
PDA, 375-376
percent sign (%), 77
permissions, setting user, 235
phone field, 183
Phone List, 122
picture
contacts field, 183
Reporter Designer toolbox, 137
pipeline report, opportunities, 125,
311-313
pivot tables, Excel, 289
plain text, e-mail template, 157
Pointer tool
layouts, customizing, 200
Report Designer, 137
preferences
Calendar & Scheduling, 35-36
Colors & Fonts, 35
Communication, 36
e-mail, 36
General settings, 35
pre-set, 34
Startup options, 36-37
price discounts, 299
Primary field, 183
printing
address book, 132
calendar, 133-134
envelope for contact, 160
lists and tabs, 134
Opportunities tab, 308
Opportunity List, 307

quantity, envelopes and labels, 129
synchronization settings, 267-268
Task List, 110-111
priority
activity, adding, 116
scheduling, 104
types, editing, 196
private opportunities, 306
Private, Timeless, Cleared, and Outlook
activities, 111
probability, opportunity, 125, 306
process, filtering Opportunity List by, 306
Process List, managing, 193-194
product list, 191-192, 290
products
Gross Margin by Product report, 126
opportunities, 298-299
sales, finding, 79
program
e-mail, choosing at installation, 30
linking to other, 376
triggers, 185
protocols, ISP, 166

OQO

query. See lookup
quote, converting opportunities to,
302-304

o R e

real estate listings, 316
reason, lost opportunities report, 125
Recap List, 108-109
record, 12, 20-21
Record Creator, 47
record level access
assigning to contacts, 240-242
described, 238-239
finding contracts by, 242-243
teams, 239-240
Record Manager
described, 47
Lost Opportunities by Record Manager
report, 126
Opportunities by Record Manager report,
125
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Opportunity List, selecting, 306
pairing with opportunity, 300
sales analysis by, 125
sales, finding by, 79
users, setting up as, 231
rectangle, Reporter Designer toolbox, 137
recurring activities, scheduling, 105
referrals, Opportunities Referred By
report, 126
Referred By field, 49, 300
remote access users
hardware configuration, 363-364
licensing, 364
logging in, 365
synchronization, 253
testing, 364-365
using, 365-366
remote database
creating, 260-261
described, 253
disabling, 269
re-creating, 268
setting up, 257, 260-261
synchronization, 262-263
removing. See deleting
replacing

database entries with global edit/replace,

228-229

lookups, 76

reports. See also envelopes; labels
adding fields, 141-143
address books, printing, 130-132
calendars, printing, 133-134
company, 347
content, changing, 135-139
creating Quick Reports, 134
custom field, creating, 140-141
defining sections, 145
described, 121-126
designing, 135
existing fields, working with, 139-141
group, 124
hiding sections, 147
improving, 375
modifying sections, 146-147
running, 126-129
saving, 138

summary field, adding, 143-144
rescheduling activities, 112
resizing

fields, 140, 209

report sections, 145
resources, scheduling, 103
Restricted user security role, 234
résumés, 378
ring alarm. See alarm, schedule

oS e

Sales Analysis by Record Manager report,
126

Sales Automation Mania (SAM), 377
Sales by Reason report, 126
sales, potential. See opportunities
sales process

automating, 377-378

recording in field histories, 95
Salutation field, contacts, 49
saving

e-mail documents, 159

layout changes, 199

lookup as group, 78

reports, 138
Schedule For activity, 116
schedule for/by task, 104
Scheduler feature, 246-248, 372
scheduling

activities, 101-106

activity series, 117

Calendar View Plus, 379

group activities, 324-326

preferences, 35-36
Search tab, Help system, 26
searching for contacts. See lookup
Secondary Contacts tab

adding, 67-68

deleting, 68

described, 61, 66-67

promoting, 68-69
security. See access control
seminars, 316
servers

described, 245

IP address, finding, 365
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Service and Support tab, Help system, 27
services, 298-299
single contact
company, associating, 338
opportunities, reporting, 308-309
SMTP/POP protocol, 166
software. See program
sorting
Contact List order, 71-72
contact lists, 63-64
fields, 178-179
user lists, 232-233
Source of Referrals report, 123
spam, 171
spell-checking notes, 94
SQL (Structured Query Language)
database, 217, 369-370
stage
Opportunity List, filtering, 306
sales, finding, 79
Standard user security role, 234
start date and time, scheduling, 103
starts, activity, 116
Startup options, 36-37
static members, 319-321, 339
status, opportunity, 125, 306
sticky notes. See notes
Structured Query Language (SQL)
database, 217, 369-370
subreport, 137
summary field, adding to report, 143-144
SwiftPage Email, 377
sync set, 257-260, 267
synchronization
ACT! Premium for Web versus, 350
automatic, setting up, 263-264
benefits, 254
changes, 255
contact records, adding to sync set, 265
cycle, 254
described, 253-254
initiating, 263-265
last data, viewing, 266-267
main database, 257-261
preparation, 256
re-creating remote database, 268
remote database, 262-263

settings, viewing and printing, 267-268
stopping, 269
sync set lookup, 267
system field, Reporter Designer toolbox,
137
System tabs, 24, 60-61
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Tab key, 48
tables, building, 212
tabs
customizing, ease of, 61
filters, 61
layout, adding to, 21
printing, 134
sorting, 63-64
System, 60-61
User, 61
TAPI (Telephone Application Programming
Interface), 36
Task List
calendars, Outlook, 285
described, 60, 109-110
lookup, creating, 110
multiple activities, clearing, 113
printing, 110-111
report, 125
synchronization changes, 255
teams, record level access, 239-240
Telephone Application Programming
Interface (TAPI), 36
telephone numbers, automatic formatting,
51
template
activity series wizard, 115-117
custom fields, 139
document for mail merge, 152, 154-157
Excel with Quote/Invoice Maker, 380
mass e-mail, testing, 170
names, combining for mail merge, 152
synchronization changes, 255
testing remote access users, 364-365
text
boxes, modifying layouts, 211
Reporter Designer toolbox, 137
time field, 183

391
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time-saving tools, 380
title bar, 19-20
to-do item, 102, 116
toolbar

ACT! 2007, 23

adding items, 38-39

customizing icons, 40
top alignment, 208
total sales, finding, 79
triggers, 184-185

olf o

undo command, 57
updating
ACT!, 27
database, 221-222
shared database, 37
upper case field, 182
URL address field, 182
USB storage device, 219
use banner, scheduling, 103
Use Drop-Down List field, 183
user name, 31, 47
users. See also access control
ACT! 2007, typical, 11
contacts fields, 49
lists, sort, 232-233
maximum number, 369-370
Recap Lists, accessing others’, 108-109
renaming information, importance of, 25
tabs, 61, 299
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Virtual Directory, 365
VPN (Virtual Private Network), 372

o[/ o

warnings, record deletion, 57
web. See ACT! Premium for Web
Web Site Administration tool, 361-363
Web site, viewing contact’s, 286
weekly activities, scheduling, 105
Weekly calendar, 106, 107
width, column, 63
wild cards, 77
Windows Explorer (Microsoft), dragging
and dropping files from, 70
Windows (Microsoft), 353-354
WinZip, 220
Word (Microsoft)
ACT! menu, 291-292
choosing during ACT! installation, 30
disabling as e-mail editor, 279
e-mail, sending document by, 292-293
fax, sending document as, 293
opportunity quotes, 302
showing ACT! mail merge fields, 293
word processor, choosing, 30, 152-153
Work Week calendar, 106
workgroups. See ACT! 2007 Premium for
Workgroups
workstations, padding, 246

° y °
yearly activities, scheduling, 105
Yes/No field, 183

o/ o

zip code, sorting contacts by, 63



