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% (percent sign), 79, 82, 180
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access
in ACT! Premium 2008, 356
to drop-down lists, 189
to fields, 184-186
to Layout Designer, 197
access level. See also specific types, e.g.:
record level access
in ACT! Premium 2008, 356
lookup by, 242-243
for teams, 239-240
types of, 184, 243
of users, 233-235, 242-243
Accounting Link Tasks, 235
ACCs. See ACT! Certified Consultants
ACT!
discussed, 1, 9
features of, 9-10
history of, 5
importing information into, 248-252
navigating interface of, 19-25
rules for usage of, 12
users of, 10-11
uses of, 9-10
versions of, 5, 13
ACT! 6, 13, 349-350
ACT! 2008
and ACT! Premium 2008, 13
differentiating from other versions, 355
discussed, 9
e-mail systems supported in, 163-164
SQL in, 13
synchronization in, 359
versions of, 13
ACT! Add-On Store, 367
ACT! Certified Consultants (ACT! CC),
27, 362

ACT! Consulting, 27
ACT! Diagnostic Tool, 216
ACT! Preferences dialog box, 35
ACT! Premier Trainer (APT), 362
ACT! Premium 2008
access levels in, 356
access setting in, 356
and ACT! 2008, 13
and ACT! Premium for Web, 351-352,
358-359
backups in, 358
differentiating from other versions, 355
discussed, 355
field level security in, 356-357
linking fields in, 331-333
maintenance of, 216, 358
opportunity fields in, 357
synchronizing in, 260, 359
users of, 355-357
ACT! Premium 2008 (EX), 13, 355-356
ACT! Premium 2008 (ST), 13, 355
ACT! Premium for Web
and ACT! Premium 2008, 351-352, 358-359
benefits of using, 338-339
configuring, 339-342
discussed, 337-339
hardware for, 339-340
and IIS, 340-342
installing, 345-349
IP names for, 341-342
logging in to, 351
opening databases with, 346-347
for remote access users, 350, 351
sharing, 349-352
and synchronization, 254, 338
testing, 350-351
Web Site Administration tool for, 347-349
ACT! Quickbooks, 25
ACT! Report Designer, 362-363
ACT! Scheduler, 216, 247-248, 281, 358
ACT! Service and Support, 27
ACT! Update, 27
ACT! User Group, 362
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ACTdemo, 20
Activities by User, 124
Activities tab, 60
activity scheduling
discussed, 105-107, 110
with groups, 314-316
preference setting for, 107-108
recurring options for, 109
activity series, 118-122
Activity Series Template Creation Wizard,
119-121
activity tab, 115-116
Activity Type, 107, 194
activity(-ies)
cleared, 227
clearing, 116-118
colors for, 108, 120
and companies, 335-336
customized, 193-194
daily, 109
deleting, 227
editing, 116
filtering, 115
history of, 98-99
monthly, 109
Outlook, 278-279, 280
in Outlook calendar, 278-281
preference settings for, 107-108, 120-121
priority setting for, 195
recurring, 109
reports for, 136-137
type of, 120
weekly, 109
yearly, 109
Add Tab, 203
Add to Lookup, 78
Add Users/Teams, 242
Add-On Store, 367
add-ons (enhancements)
from Durkin Computing, 364-365
from Exponenciel, 366
for faxing, 367
from The New Hampton Group, 365-366
purchasing, 367
for scanning, 366
for tabs, 25
address books, printing, 144-146
Address field, 49, 181

Address Grabber, 364
.adf file, 17
Ad-Ins tab, 275-276
Adjusted for Probability (report), 138
Administrator access, 234
.adt file, 154, 296
Advanced Query, 80, 90-92
alarms, 108, 109, 116
.alf files, 17
Align Lefts, 208
Align Tops, 209
alignment, 208-209
All Groups, 80
All Opportunities, 81
All records (lookup option), 84
Allow Blank, 181, 207
.aly, 200
America Online (AOL), 164
anchor date, 120
anchor field, 208
Annual Event, 85-86, 180
AOL (America Online), 164
APFW, 351
application sync, 359
APT (ACT! Premier Trainer), 362
archiving, 56, 226
ascending sort order, 63, 73
ASP.NET, 343-344, 347
Associator, 365
attachments
to company, 336
to contact, 96
e-mail, 275-276
shortcuts for, 72
synchronization of, 255
AutoFill ACT! Fields, 365
Automatic Field Calculations, 366
automatic tasks
backups, 358
formatting, 51-53
maintenance, 358
for names, 52
phone number formatting, 51
save, 57
sorting, 63
update, 38, 221
Automatically Check for Updates, 38
AutoNumbers For ACT! Records, 366



ol e

Back and Forward bar, 23

backups
in ACT! Premium 2008, 358
automatic, 358
before deletion, 57
discussed, 217-218
file properties for, 218
location of, 217
media for, 219
performing, 218-219
for remote database, 261
restoration of, 219-221
and synchronization, 219, 254
and warnings, 221

Begin Group, 42

Birthday List, 139

blank fields, 251

Blood, Geoff, 365

.bmp file, 304

Browse access, 233

business users, 11

oo

calendar
Outlook, 277-281
preference settings for, 36
printing, 146-147
and Recap List, 112-113
scheduling with, 110-113
types of, 110-112
calendar icon, 38
Calendar Preferences, 36
Calendar View Plus, 365
CardScan software, 366
cascading access, 356
case sensitivity, 17
CD/DVD burner, 219
cells, resizing, 128
Certified Consultants (ACT! CC), 27, 362
Change Legend, 131
Change Totals, 131
Character field, 180
checking and repairing, 216. See also
maintenance

classes, organizing, 306
clearing

activities, 116-118, 227

alarms, 116

history, 98-99
clients, network, 245
Closed Sales to Date, 125
.cly, 200
color

of fields, 207

of labels, 207

preference settings for, 36

for schedule activity, 108, 120
column(s), 62-63, 128, 302
commands, menu, 43-44

communication, preference settings for, 37

Companies tab, 320-321
Companies tree, 323
Companion Link, 363
Company Comprehensive (report), 336
Company Detail, 321-323
Company Directory (report), 336
company field, 331-333
Company List, 60, 336
Company Membership (report), 336
Company Summary (report), 336
company(-ies)
and activities, 335-336
adding members to, 326-329
attaching documents to, 336
and contacts, 324, 332-333
creating new, 323-324
deleting, 325-326
discussed, 319-320, 333-334
divisions of, 324-325
and history, 335-336
hyperlinks for, 321, 329-330
layout for, 200
linking, 329-333
and lookups, 81, 326
managing, 320-323
notes for, 96, 334-336
and opportunities, 335-336
reports for, 336
rules for, 328-329
for single contact, 327
subdivisions of, 324-325
Competitor Field, 294

Index 3 7 ’



372

ACT! by Sage For Dummies, 9th Edition

components (Dashboard)
copying, 125
deleting, 129
design of, 130-132
discussed, 124
moving, 129
in PowerPoint, 125
size of, 127
in Word documents, 125
ConfirmIP.com, 351
conflict checking, 121
consistency, 53-54
Contact Detail, 321
Contact Detail view, 2
Contact Detail window
accessing, 65
discussed, 16, 23
fields in, 24
tabs in, 23, 51
Contact Directory, 136
contact field, 331-333
Contact information, for ACT!, 27
Contact List, 60, 64-66, 72-73
Contact List Plus, 365
contact management software, 1
Contact Record, 65
contact relationship management (CRM), 1
Contact Report, 136
Contact Status, 137
contact(s)
access of, 240-242
activity of, 86-88
adding new, 47-51
archiving, 56
attach files to, 96
automatic formatting of, 51-53
blank, 48
and companies, 324, 332-333
creating new, 48, 276-277
deleting, 55-57
discussed, 47
drop-down lists for, 53-55
duplicate, 222-224, 277
e-mailing, from Outlook, 272, 274-275
and groups, 310-311
hyperlinking, to company, 329-330
importing, from Outlook, 270-272
layout for, 200

linked, 328
lookup, by activity, 86-88
mail merge from, 152-153
new, 47-51, 276-277
and Outlook, 270-272, 276-277
promoting, 69
record level access for, 240-242
saving, 51
secondary, 67-70
single, 327
sorting, 64
synchronization of, 255
tagging, 66
and templates, 156158
untag, 66
updating, 57
Web site of, viewing, 281
Contacts button, 107
Contacts tab, 60, 323
Contents tab, 26
Copy Field, 228
Copy Field Contents, 365
Copy/Move command, 225
Copy/move data, 225
corruption, of database, 21, 216
cover sheet, 151, 157
Create Date, 47
Create Lookup, 86
Create New Opportunity Process, 192
CRM (contact relationship management), 1
.csv file, 191
Currency field, 180
Custom Color tab, 207

o) e

daily activities, 109
daily calendar, 110, 111
Dashboard
accessing, 127
components of, 124, 130-132
defined, 123
discussed, 123-125
filtering, 125-127
layout of, 124, 125, 128-132
preference settings for, 123
printing, 125
scheduling with, 127
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Dashboard Designer
for components, 130-132
discussed, 127-128
for layouts, 128-130
data field, 149-150
database Administrator
access setting by, 356
and backups, 217
discussed, 18
and exporting to Excel, 284
and Layout Designer, 197
maintenance duty of, 214, 216, 229
multiple, 234-235
and passwords, 18
database Manager
access setting by, 356
and exporting to Excel, 284
and Layout Designer, 197
Database Name, 30-31
database program, 12
database supplemental files, 17
database users
adding, 232-235
deleting, 236-238
discussed, 231-232
password restrictions for, 238
passwords for, 33
database(s)
in ACT! Premium for Web, 346-347
corruption of, 21
creating new, 29-32
default location of, 15
defined, 12
deleting, 227
locating, 14-17
location of, 15
login screen of, 17-18
main, 256-261
open existing, 16
opening, 346-347
organization of, 12
passwords for, 32-35
preference settings for, 35-38
remote, 261-262, 265
sharing, 246
Date field, 53, 180
Date/Time field, 180
Decimal field, 180
default database location, 15

Default Value, 182
definition query, 311-312
Delete Contact button, 56
Delete Lookup button, 56
Delete Opportunity Process, 192
Delete Records, 235
Delete Tab, 203
descending sort order, 63, 73
Details tab, 293
Dialer options, 37
Divider bar, 24
Division field, 323
divisions, 324-326
document template. See template
document(s). See also Word documents
adding, 70-71
attaching, to companies, 336
defined, 151
opening, 71-72
removing, 72
Documents tab, 60, 70, 71
domain registration, 342
drawing tools, 210-211
drop-down list
access to, 189
add item to, 55, 189
adding, to field, 189
changing content of, 54-55
consistency with, 53-54
for contacts, 53-55
creating, 187-189
delete item from, 189
discussed, 186-187
editing, 187
and field histories, 97
importing, from Excel, 191, 284
modify items for, 55
multi-select, 79
name of, 189
options for, 188
remove item from, 55
synchronization of, 255
type of, 189
duplicate contacts, 277
Duration (activity), 107
Durkin, Jim, 364-365
Durkin Computing, 364-365
dynamic IP address, 341
dynamic member, 309, 311-313, 328
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e-blasting (e-mail blasts), 170, 364
Edit Default Filters, 130
Edit Header/Footer, 131
Edit mode, 65
Edit Opportunity Process, 192
Edit Properties, 205, 206
Edit Tab, 203
eGrabber, 364
Ellipse option, 210
e-mail addresses
editing, 172
validating, 171
e-mail and e-mailing. See also Outlook
in ACT!, 166
attaching, to ACT! history, 275-276
of contacts, 272, 274-275
discussed, 163-164, 168
with graphics, 155
with HTML, 155, 364
junk mail, 149
mail merge to, 159
mass, 169-172
and Outlook, 272, 274-275
preference settings for, 37, 164-168, 170
setting program for, 30
for single contact, 168-169
template for, 155, 156
Word documents, 286-287
e-mail blasts (e-blasting), 170, 364
e-mail client, 165
E-mail field, 181
E-mail List, 139
e-mail systems, support for, 163-164
Empty Field, 78
End Date (activity), 107
enhancements. See add-ons
enter stop, 205
envelopes
creating, 142-144
printing, 142, 158
error checking, 110
example, lookup by, 89-90

Excel
discussed, 282
exporting lists to, 282-284
exporting Opportunities List to, 283
importing drop-down lists from, 191, 284
importing lists from, 284
mapping fields to, 284-285
and Opportunities List, 283
Excel Templates with Quote/Invioce
Maker, 366
Existing Contact, 232-233
experts, 362
expiration date, of remote database, 266
Exponenciel, 366
exporting to Excel, 235, 282-284
external hard drive, 219

ofF e

Fax List, 139
fax(es)
add-ons for, 367
cover page template for, 151
cover sheet, 157
mail merge to, 159
Word documents, 287
Feature Tours, 26
Field Format, 182
field label
changing, 206-207
discussed, 198
and field name, 206
Field Length, 182
field level security
in ACT! Premium 2008, 356-357
discussed, 184-186, 243-245
Field Name, 78
field numbers, 204
field(s). See also specific types, e.g.: drop-
down lists
access to, 184-186
adding new, 176, 178-183, 201-202
adding to, 25
aligning, 208-209
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arranging, 198-200

blank, 48, 49, 251

color of, 207

in Contact Detail window, 24
customizing, 24, 182, 301
defined, 12, 176, 197, 198
deleting, 183

discussed, 175-177

from Excel, 284-285
history of, 97

in layout, 198-202, 208-209
Layout Designer for, 198-202
linking, 331-333

mail merge from, 152-153
mandatory, 207

mapping, 284-285

moving through, 191, 200
multiple entries in, 50
name of, 206

navigating, 48

order of, 203-204
organizing, 21, 177-178, 203-204
planning for, 175, 177-178
predefined, 24

removing, 200

renaming, 25, 201

and reports, 137-138
resizing, 202, 209

securing, 184-186, 243-245
synchronization of, 255
types of, 180-181

file, 12, 70. See also specific types, e.g.:

.zip file

filters and filtering
activities, 115
Dashboard, 125-127
discussed, 61
error checking, 110
lookup versus, 82
opportunities, by date, 299
Opportunity List, 61, 82, 298, 299
tabs, 61
Task List, 61

finding. See lookup

Follow-up button, 101

fonts, preference settings for, 36

footer, 37, 131
Full Access, 184, 243

G

Garbage In, Garbage Out (GIGO), 291
general preferences, 36
Generate History, 181
Getting Started Wizard, 27, 29-32
GIGO (Garbage In, Garbage Out), 291
.gli, 200
global edit/replace, 227-229
Go To Contact, 86
graphics, 155, 210
Gross Margin by Contact (report), 139
Gross Margin by Product (report), 139
Gross Margin by Record Manager
(report), 139
Group Comprehensive, 138
Group List, 60, 138
group members
dynamic, 309, 311-313
static, 309-311, 313
Group Membership (report), 138
group scheduling, 314-316
Group Summary, 138
group(s)
and activity scheduling, 314-316
adding contacts to, 310-311
common characteristics among, 307
creating, 307-309
customizing, 313-314
defined, 305
discussed, 305, 319
history for, 317-318
hyperlinks, 316
layout for, 200
lookup in, 79-80
membership to, 309-313
need for, 305-306
and notes, 96, 316-318
number of, 307
removing contacts from, 311
and scheduling, 314-316
Groups/Companies Contacts tab, 61
Groups/Companies tab, 309
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Handheld Device Sync, 235
hardware, for ACT! Premium for Web,
339-340
header, 37, 131
header row, 250
Help system, 25-27
Help Topics, 26
Hierarchy field, 323
history
of activities, 98-99
clearing, 98-99
and companies, 335-336
deleting, 56, 102
discussed, 96-97
editing, 102-103
e-mail attached to, 275-276
for fields, 97
for groups, 317-318
manual recording of, 99-101
and notes, 102
of opportunities, 300-301
and Outlook, 275-276
printing, 157
and reports, 97, 136
synchronization of, 255
history field, 53
History Summary, 136
History Summary Classic, 137
History tab, 60
History Time Spent, 137
Home Address tab, 50
hot link, 281
How to Use Help, 26
HTML (HyperText Markup Language)
e-mail with, 155, 364
templates with, 155-156
hyperlinks
for companies, 321, 329-330
of contacts, 329-330
for groups, 316
HyperText Markup Language (HTML)
e-mail with, 155, 364
templates with, 155-156

o]e
icon bar
adding, 39-41
tweaking, 41-42
icon(s). See also specific types, e.g.:
calendar icon
deletion of, 41
name of, 41
ID/Status field, 49, 308
[IS (Internet Information Services)
and ACT! Premium for Web, 340-342
discussed, 342
and sync, 359
and synchronization, 253
Image and Text, 42
IMAP protocol, 164
importing
to ACT!, 248-252
contacts, from Outlook, 270-272
data, 248-252
drop-down lists, from Excel, 191, 284
from Excel, 191, 284
information needed for, 250
lists, from Excel, 284
from Outlook, 270-272
product lists, from Excel, 284
Include Private, 78
Include Subdivisions, 325
Include Users, 78
inconsistency, 186
Index tab, 26
Initial-Caps field, 180
installation
of ACT! Premium for Web, 345-349
of Internet Information Services (1IS),
340-341
integration. See also Outlook
with Excel, 282-285
with Internet Explorer, 281-282
with Microsoft products, 269
with Word, 286-287
interface
Back and Forward bar, 23
Contact Detail window, 23



discussed, 19
Divider bar, 24
layout, 21-22
menu bar, 22
navigating, 19-25
Navigation (Nav) bar, 24
record counter, 20-21
for tabs, 24-25
title bar, 19-20
toolbar, 23
internal IP address, 341
Internet Explorer
discussed, 281
links in, 281-282
Web site viewing with, 281
Internet Guest Account (IUSR), 343
Internet Information Services (IIS)
discussed, 342
installing, 340-341
and sync, 359
Internet Links, 281-282
Internet Mail, 165-166
Internet Sync Service, 260
IP names
for ACT! Premium for Web, 341-342
discussed, 341
static, 341-342
IUSR (Internet Guest Account), 343

° ] °

Joint Salutation, 365

journal entries (Outlook), 271
.jpg file, 304

junk mail, 149

oo

Keep/delete data, 225
keyboard shortcuts
adding, 70
for attachments, 72
discussed, 16
for fields, 200
finding, 22
keyword, lookup by, 83-85
Knowledge Base, 27

o/ o

label(s)
aligning, 208-209
color of, 207
creating, 142-144
discussed, 135
previewing, 143
printing, 142
saving, 143
Laudenslager, Roy, 363
layout
company, 200
contact, 200
of Dashboard, 125, 128-132
defined, 197
discussed, 21-22, 197
drawing tools for, 210-211
fields in, 198-202, 208-209
file extensions for, 200
graphics in, 210
group, 200
logos in, 210
modifying, 197
name of, 22, 199
saving, 199
sequence in, 203-205
synchronization of, 255
and tabs, 25, 51, 202-203
text boxes in, 211
visual look of, 205-207
Layout Designer
access to, 197
alignment in, 209
discussed, 197
for fields, 198-202
and Properties window, 206
toolbox of, 198
Layout Manager, 366
letter template, 151, 156
Limited Access, 239
Link to company field, 182
linked contact, 328
links and linking
companies, 329-333
in Internet Explorer, 281-282
to PDA, 363
List Grabber, 364
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list(s). See also drop-down list
columns in, 62-63
customizing, 61-64
discussed, 59-61
exporting, to Excel, 282-284
importing, from Excel, 284
printing, 147-148
product, 284
sorting, 63-64
types of, 186-187
viewing, 147
location
of database, 31
of scheduled activity, 108
logging in
to ACT! Premium for Web, 351
conflicts with, 178
login screen, 17
for ACT! Premium for Web, 348
of databases, 17-18
logos, 210
Lookup by Example, 89-90

Lookup Contacts in Companies, 366

Lookup Selected, 66
lookup(s)
by access level, 242-243
Advanced Query, 90-92
Annual Event, 85-86
in companies, 81, 326
by contact activity, 86-88
contacts, 65
creating, 294
defined, 20, 55, 75
deleting, 56-57
discussed, 75-76
by example, 89-90
filtering versus, 82
in groups, 79-80
by keyword, 83-85
narrowing, 171
for opportunities, 81-82, 295
in opportunity graph, 303
performing, 76-79
reports from, 97
for sync sets, 264
and synchronization, 263-264
from Task List, 114
Lost Opportunities by Competitor
(report), 139

Lost Opportunities by Record Manager

(report), 139
Lowercase field, 180

ol o

mail merge
from contacts, 152-153
data field in, 149-150
discussed, 149-150
to e-mail, 159
to fax, 159
from fields, 152-153
junk mail, 149
from My Record, 152-153
to printer, 159
recipients of, 160
sending, 159
with wizard, 158-162
to word processor, 159
mail merge fields, 287
Mail Merge Wizard, 158-162, 171
main database
discussed, 17
synchronization of, 256-261
maintenance. See also backups
ACT! Premium 2008, 216, 358
automatic, 358
copying data, 224-226
deleting database, 227
discussed, 213
for duplicate contacts, 222-224
frequency of, 214
global edit/replace, 227-229
moving data, 224-226
need for, 214
removing data, 226-227
routine, 215-217
tips for, 222, 229
updates, 221-222
warning signs for, 216
Manage Sync Subscription List, 235
Manager access, 234
mapping fields, to Excel, 284-285
mass e-mail, 169-172
master database
defined, 253
and remote database, 254, 266
media, for backups, 219



members
adding, to companies, 326-329
and companies, 326-329
of groups, 309-313

Memo field, 180, 202

menu bar, 22

menu(s)
adding items to, 42-43
custom commands on, 43-44
customizing, 156

Microsoft products, integration with, 269.

See also specific types, e.g.: Outlook
mini-calendar, 111-112
monthly activities, 109
monthly calendar, 111
Move Up/Move Down, 92, 203
Multiple non-adjacent records (lookup
option), 85
Multiple records (lookup option), 85
multi-select drop-down lists, 79
My Record
discussed, 18-19
mail merge from, 152-153
My Schedule At-A-Glance, 124
MyDatabase, 246
MyFax, 367

o\ o

name
automatic formatting of, 52
of drop-down lists, 189
of icon, 41
of layout, 199
search for opportunities by, 81
Narrow Lookup, 78
Navigation (Nav) bar, 24, 38-39
Network Sync Service, 260
network synchronization, 359
networking, 245-247
New Contact, 233
New Hampton Group, The, 365-366
No Access, 184, 243
Non-Empty Field, 78
note(s)
adding, 94
for companies, 96, 334-336
copying, 102
customizing, 95-96

date of, 95-96
deleting, 56, 102
discussed, 93-94
editing, 95-96, 102-103
formatting, 94
and groups, 96, 316-318, 317
and history, 102
on History tab, 158
Outlook, 271
reports for, 136-137
reports from, 97
spell-check for, 96
synchronization of, 255
Notes tab, 60
Number field, 181
numbered field, 203

o () o

Omit Selected, 66
online Help system, 25-27
Online Manuals, 27
Open Date field, 294
Opportunities by Company (report), 139
Opportunities by Contact (report), 138
Opportunities by Group (report), 139
Opportunities by Record Manager
(report), 138

Opportunities by User, 125
Opportunities Pivot Chart, 283
Opportunities Referred By (report), 139
Opportunities tab, 60
opportunity fields, 357
opportunity graph

copying, 304

discussed, 138

lookup in, 303

saving, 304
Opportunity Info tab, 293
Opportunity List

defined, 60

and Excel, 283

exporting, to Excel, 283

filtering, 61, 82, 298, 299

location of, 59

printing, 299-300

resetting filters for, 299

right-clicking, 300

viewing, 297-298
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Opportunity Pipeline, 124, 138
opportunity(-ies)
closing, 295-296
and companies, 335-336
creating, 289-296
defined, 289
discussed, 289
filtering, by date, 299
history of, 300-301
initiating, 290-294
lookup for, 81-82
modifying, 294-295
by name, 81
as quote, 296-297
and reports, 138, 301-304
search for, 81, 295
single, 301-302
synchronization of, 255
updating, 294-295
order
of column(s), 302
of fields, 203-204
of sort, 63, 72-73
Other Document, 151
Other Fields, 80, 81
Outlook
ACT! activities in, 280
activities, 280
and contacts, 270-272, 276-277
discussed, 269-270, 272
and e-mailing contacts, 272, 274-275
and history, 273, 275-276
IMAP accounts in, 164
importing contacts from, 270-272
notes, 271
Outlook Express versus, 164
as preferred e-mail client, 166
set up for, 30
Outlook activities, 278-279, 279
Outlook calendar
activities in, 278-281
discussed, 277
synchronizing, with ACT! calendar, 277-278
Outlook Express, 164, 166

oo

.pad file extension, 16
PAD files, 246-247

password(s)
in ASP.NET, 347
assignment of, 18
for backup files, 218
case sensitivity of, 17
changing, 34-35
and database Administrator, 18, 33
for database users, 33, 238
for databases, 32-35
discussed, 32-33
resetting, 34
restrictions for, 238
for security, 32-35
setting, 31, 33-34, 235
PDA, linking to, 363
peer-to-peer networks, 245
percent sign (%), 79, 82, 180
personal information manager (PIM), 269
personal supplemental files, 17
Phone field, 181
Phone List, 136
phone numbers, 51, 79
Picture field, 181, 202, 210
PIM (personal information manager), 269
Pipeline Report, 138
pivot tables, 283
PowerPoint, components in, 125
predefined field, 24
preference settings
for activities, 107-108, 120-121
for activity scheduling, 107-108
for Calendar, 36
for colors, 36
for communication, 37
for Dashboard, 123
for databases, 35-38
discussed, 35
for e-mail, 37, 164-168
for fonts, 36
general preferences, 36
for quotes, 297
for Scheduling, 36, 37
for Startup, 37-38
Premier Trainer (ACT! Premier Trainer,
APT), 362
primary contact, 67
Primary Field, 181
Print List, 86
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printing

address books, 144-146

calendars, 146-147

Dashboard, 125

envelopes, 142, 158

and history, 157

labels, 142

lists, 147-148

mail merge for, 159

opportunity list, 299-300

reports, 116, 147-148

sync settings, 264-265

tabs, 147-148

from Task List, 114-115
Priority, 108, 120, 195
Private access, 239, 356
Process List

managing, 191-193

and Opportunities, 186
Product List

importing, from Excel, 284

managing, 190-191

and Opportunities, 186
Product (opportunities), 81
Product/Services tab, 292
promoting contacts, 69
Properties window, 206
Public access, 239, 356

ogo

query, 75, 88, 90. See also lookup
Quick Print, 37

Quick Reference card, 27
Quickbooks, 25

quote.adt, 296

quote(s), 296-297

quote.xlt, 296

o R o

Randall, Sharon, 367

.rdb files, 261

Read-Only access, 184, 243
real estate listing, 306
Recap List, 112-113
record, 12

record counter, 20-21

Record Creation, 37-38
Record Creator, 47
record creator, 231
record level access
assigning, to contacts, 240-242
defined, 239
discussed, 239-243
finding users by, 242-243
with teams, 239-240
Record Manager, 47, 81, 231, 294
Rectangle option, 210
red, green, and blue (RGB) numbers, 207
Referred By field, 49, 294
Regarding (option), 107, 120
remote access users
ACT! Premium for Web for, 350, 351
sync set for, 257
Remote Administration, 235
remote database
backups of, 261
creating, 259-260
defined, 253
expiration date of, 266
and master database, 254
from master database, 266
re-creating, 265
setup of, 261-262
repairing, 216. See also maintenance
replace, global, 227-229
Replace Lookup, 78
Report Designer, 362-363
report(s)
with ACT! 2008, 362-363
for activities, 136-137
for companies, 336
discussed, 135-139
and fields, 137-138
file format for, 140
from histories, 97
for history, 136
from lookups, 97
for notes, 136-137
from notes, 97
and opportunities, 138, 301-304
printing, 116, 147-148
running, 139-142
Reset All, 41
Resources (scheduling option), 108
Restore, 220
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Restore As, 220

Restricted access, 234

result type, 194

Resume Grabber, 364

RGB (red, green, and blue) numbers, 207
Ring Alarm, 108, 120

routine maintenance, 215-217

rows, adding, 128

Royel’s Labels, 363

Royel’s Reports, 363
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Sage Software, 367
Sales Analysis by Record Manager (report),
138, 139

Sales by Reason (report), 139
Salutation field, 49, 52
Save Lookup as Group, 80
saving

automatic, 57

contacts, 51

labels, 143

layout, 199

opportunity graph, 304
Scale/Limits, 132
scanning, add-ons for, 366
Schedule For/By, 108, 120
Schedule To-Do, 86
Schedule With, 107
scheduled activity, 108, 120
Scheduler. See ACT! Scheduler
scheduling

activities, 105-110

activity series, 122

with calendars, 110-113

with Dashboard, 127

discussed, 105

group, 314-316

preference settings for, 36, 37
Scheduling Preferences, 37
search, 26. See also lookup
Search tab, 26
secondary contact(s)

adding, 67-68

deleting, 68-69

discussed, 67

and primary contacts, 67

promoting, 69

Secondary Contacts tab, 61
security, 32-35. See also field level security
Select Display Type, 130
selecting (tagging) contacts, 66
seminars, organizing, 306
Send to Back, 211
servers, 245
Service and Support, 27
Set Index, 204
Share This Database with Other Users, 31
shortcuts. See keyboard shortcuts
Show/Hide Filter, 23
Single records (lookup option), 85
smart phones, 363
SMTP/POP protocol, 164
sorting
of Contact List, 72-73
contacts, 64
lists, 63-64
order for, 63, 72-73
tabs, 63-64
source database, 251
Source of Referrals, 137
Source record, 225
spam, 170
Specify Targets, 132
spell-check, for notes, 96
SQL 2005 Standard Edition, 13
SQL Express, 13
SQL (structured query language)
in ACT! 2008, 13, 355-356
in ACT! Premium 2008 (EX), 13, 355-356
in ACT! Premium 2008 (ST), 13
discussed, 218
Stage (opportunities), 81
Standard access, 234, 284
start date, for activity, 107, 120
Startup, preference settings for, 37-38
static IP address, 341-342, 351
static member, 309-311, 313, 328
Status (opportunities), 81
structured query language (SQL)
in ACT! 2008, 13, 355-356
in ACT! Premium 2008 (EX), 13, 355-356
in ACT! Premium 2008 (ST), 13
discussed, 218
subdivisions, 324-325
Swap Field, 228
SwiftPage Email, 364
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sync set, 257, 264
sync settings, 264-265
synchronization
in ACT! 2008, 359
in ACT! Premium 2008, 260
and ACT! Premium for Web, 254, 338
application, 359
of attachments, 255
and backups, 219, 254
calendars, 277-278
changes during, 255
of contacts, 255
cycle of, 254-255
defining, 253-254
discussed, 253
of drop-down lists, 255
of fields, 255
of histories, 255
of layout, 255
and lookups, 263-264
main database setup for, 256-261
maintaining, 263-266
need for, 254
network, 359
of notes, 255
of opportunities, 255
of Outlook calendar, 277-278
performing, 262
remote databases, 261-262, 265
steps for, 256-262
stopping, 265-266
of Task List, 255
of templates, 255
system tabs, 24-25, 60, 61
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tab stop, 203
tables
pivot, 283
system tabs as, 24-25
tab(s). See also specific types, e.g.:
Documents tab
add-ons for, 25
changing layout of, 202-203
and Contact Detail window, 23, 51
customizing, 61, 63-64, 203
discussed, 59-61

filtering, 61
interface for, 24-25
in layout, 25, 51, 202-203
order of, 203
printing, 147-148
renaming, 21
reorganizing, 21
sorting, 63-64
system, 24-25, 60, 61
types of, 60, 61
user, 61
viewing, 147
Tag All, 66
tagging (selecting) contacts, 66
TAPI (Telephone Application Programming
Interface), 37
target database, 251
Target record, 225
Task List
defined, 60
discussed, 59, 113-114
filtering, 61
lookups from, 114
Outlook activities in, 280
printing from, 115
as report, 139
synchronization of, 255
task(s)
automatic, 221
starting, 2
teams, access levels for, 239-240
Telephone Application Programming
Interface (TAPI), 37
template
creating, 151-155
defined, 150, 151
discussed, 149
for e-mail, 155, 156
for fax cover pages, 151
with HTML, 155-156
for letters, 151, 156
out-of-the-box, 151
quote, 296
for single contact, 156-158
synchronization of, 255
testing, 170
from Word, 150
text boxes, 211
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Text Only, 41

text-delimeted format, 249 ¢ U e

Time field, 181 versions

title bar, 19-20 of ACT!. 5

toolbar, 23 of ACT! 2008, 13

tOOlb?r icon(s) sharing across, 13
addm& 39-41 Virtual Directory, 348, 351
tweaking, 41-42 VPN (Virtual Private Network), 253, 359

Top 10 Opportunities, 125

Total (opportunities), 81

Totals by Status, 138 ® w ®

pl file, 154
.tpw extension, 352
triggers, 182
Axt file, 191

Web Site Administration tool, 347-349
Web site(s), 281

weekly activities, 109

weekly calendar, 110, 111
WhatIsMylIP.com, 351

o u ([ Windows Domain, 347
Windows user, 344-345

undelete, 224, 227 Windows User Name, 347

undo, 57, 209 WinZip, 220

Unpack and Restore Remote Database, 220 yy,q d’ocuments

Untag All, 66 attaching, to contract record, 286

untag contacts, 66 components in, 125

update, automatic, 38, 221-222 discussed. 286

Upper Case field, 181 e-mailing, 286-287

URL Address field, 181 faxing, 287

USB storage drive, 219 mail merge fields in, 287

Use Banner, 107 templates from, 150

Use Drop-Down List, 182
User field, 49, 301
User Fields tab, 293

word processor, 1, 159
work week calendar, 110

user name, 17, 31

user tab, 61 ® X o

user(s) .
access level of, 233-235, 242-243 Xlt file, 236
of ACT! 2008, 10-11
in ACT! Premium 2008, 355-356, 357 e y ®

in ACT! Premium for Web for, 350

database, 231-238 Yahoo!, 28.1 -
finding, by access level of, 242-243 yearly activities, 109
remote access, 350 Yes/No field, 181, 202
settings for, 357

Windows, 344-345 Y Z PY

.zip file, 218, 220, 261



