
• A •
.accdb (Access Database) files, 35, 302
Access database, importing data from, 

35, 302
Account Activity Summary report, 250
Account field

Account window, 61
Business Contact window, 47

Account Recent History dashboard, 88
Account window

adding accounts in, 60–62, 65–67
financial summary in, 189–190

Accounting. See Office Accounting
Accounting Tools option, Business Contact

Manager menu, 18
accounts

adding contacts from, 50
adding, from contacts, 62–63
adding, in Account window, 60–62, 65
addresses for, 61
associated with Accounting customers,

189
categories for, 62
dashboard for, 88
definition of, 59–60
deleting, 64
duplicates of, resolving, 64–65
editing, 63–64
e-mail addresses for, 62
exporting, 40–42
fields in, list of, 61–62, 65
financial history of, 65, 190–191
financial summary of, 65–67
grouping contacts with, 27
history items that can be linked to, 122
importing with Microsoft Office Live,

301–302
linking e-mails to, 19
linking to appointments, 96

linking to contacts, 47, 61–62
linking to marketing campaigns, 219
linking to opportunities, 159
linking to Outlook appointments, 97–98
name of, 61
phone numbers for, 61
reports for, 250–251, 252
restoring from Deleted Items folder, 64
scheduling appointments with, 93–96
user-defined fields for, adding, 67
Web page address for, 62

Accounts by Assigned To report, 250
Accounts by Category report, 250
Accounts by City report, 250
Accounts by Marketing Campaign report,

221, 258
Accounts by Payment Status report, 250
Accounts by Rating report, 250
Accounts by Source of Lead report, 250
Accounts by State/Province report, 250
Accounts by Territory report, 250
Accounts by Zip/Postal Code report, 250
ACT!

importing data from, 36, 302
permissions features of, 145

Actions group, Business Contact window,
54–56

activities, reports for, 252
Activity by Account report, 252
Activity by Business Contact report, 252
Activity by Opportunity report, 252
add-ins, for BCM, 58
Address Book button, Business Contact

window, 57
address books in Outlook

accessing from contacts, 57
synchronizing with contacts, 232–234

Address fields, Account window, 61
Address fields, Business Contact 

window, 48
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Administrator’s Group, setting up for use
with Accounting, 174

Advanced Filter tab, Filter dialog box, 
240, 242–243

alarm for appointments
clearing, 99–100
setting, 95

And operator, in advanced filters, 242, 243
Appointment history item, 121, 122
Appointment window, 93–96
appointments (BCM)

categories for, setting, 96
editing, 98–100
linking to other items, 96
scheduling with existing records, 93–96
time entries for, 186
unlinking, 100

appointments (Outlook), linking to BCM
records, 97–98

Area of Interest field, Business Contact
window, 48

arrowheads next to menus, 18
Assigned To field, Business Contact

window, 48

• B •
backing up database

definition of, 285
levels of, 286
location for, 286
procedure for, 286–288

BCM (Business Contact Manager)
activating, 16
add-ins for, 58
compared to Outlook, 11
features of, 10–11, 295–299
history of, 1, 9–10
Home window, 19
initial window, customizing, 20–22
initial window, description of, 15–17
multiple windows, opening, 26
version of, for sharing database, 145
who should use, 13

BCM database. See database
.bcm (Microsoft Sales Leads) files, 34–35, 40

BCM toolbar, 16, 17, 19–20, 27
.bcmq (BCM filters) files, 239, 245
.bcmx (BCM customizations) files, 35, 40
billing information, in project tasks, 278
Boolean operators, for advanced filters,

242
Business Card button, Business Contact

window, 57
business card (electronic)

customizing, 57
viewing, 48

business card (physical), scanning and
importing, 305

Business Contact Manager. See BCM
Business Contact Manager group, Task

window, 104
Business Contact Manager Home button,

BCM toolbar, 19
Business Contact Manager menu, Outlook

menu bar, 18–19
Business Contact Recent History

dashboard, 88
Business Contact window

Actions group, 54–56
adding contacts in, 46–49
Communicate group, 56
Format Text tab, 57–58
Options group, 57
Quick Access toolbar, 58
Show group, 54–56

business contacts. See contacts
Business Contacts by Account report, 253
Business Contacts by Anniversary report,

253
Business Contacts by Birthday report, 253
Business Contacts by Marketing Campaign

report, 221, 258
Business Contacts fields, Account window,

61–62
Business Contacts for Pocket PC, 231–232
Business Contacts with Excellent Rating

dashboard, 88
business histories. See histories
Business Leads dashboard, 88
Business Note history item, 120, 122
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Business Project Recent History
dashboard, 88

Business Project window, 270–273
business projects. See projects
Business Projects by Account report, 256
Business Projects by Assigned To report,

256
Business Projects by Business Contact

report, 257
Business Projects by Due Date report, 256
Business Projects by Priority report, 256
Business Projects by Status report, 256
Business Projects by Type report, 256
Business Projects view, 280–281

• C •
calendar

accessing from Appointment window, 95
checking other calendars, 95
importing with Microsoft Office Live, 302

Call button, Business Contact window, 56
campaigns. See marketing campaigns
CAN-SPAM (Controlling the Assault of 

Non-Solicited Pornography and
Marketing) act, 214

cascading menus, 18
categories

for accounts, 62
for appointments, 96
assigning to existing items, 74–75
assigning to new items, 75–76
colors of, 70
for contacts, 57, 74–75
creating, 71–72
definition of, 69–70
deleting, 73–74
naming, 72
for opportunities, 161
for projects, 274
renaming, 72–73
for tasks, 104
unassigning, 75

Categorize button, Business Contact
window, 57

cell phones, remote use of BCM with,
231–234

Check Names button, Business Contact
window, 57

Classification fields, Business Contact
window, 48–49

color categories. See categories
Comma Separated Values (.csv) files, 35,

40, 166–167, 303
Communicate group, Business Contact

window, 56
communication histories. See histories
Communication History Items window,

Business Contact window, 55
Communication History view

customizing, 136–137
searching, 138
viewing history items in, 135–136

companies. See accounts
Companion Link product, 303
Company field, Business Contact 

window, 47
comparisons, in advanced filters, 243
computer

accessing remotely, 234–235
laptop, remote use of BCM with, 224–229,

303–304
moving database to another computer,

291–292
name of, determining, 224

Contact Rating field, Business Contact
window, 48–49

contact relationship management (CRM),
1, 10

contacts
accessing, from BCM toolbar, 27
accessing, from Navigation pane, 27
accessing, from Outlook menu bar, 27
account for, 47
adding fields to, 56, 57
adding, from account record, 50
adding, from e-mail, 49
adding, in Business Contact window,

46–49, 55
addresses for, mapping, 56
addresses for, setting, 48
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contacts (continued)
addresses for, validating, 202
business card for (electronic), 48, 57
business card for (physical), importing,

305
categories for, setting, 57, 74–75
changes to, undoing, 58
classification of, 48–49
communication history for, adding items

to, 56
communication history for, viewing, 55
company name of, 47
creating accounts from, 62–63
dashboards for, 88
definition of, 27
deleting, 52–53, 54
duplicates of, resolving, 53–54
editing, 51–52
e-mail addresses for, 48
exporting, 40–42
features for, 295–296
fields in, adding, 56
fields in, list of, 46–49, 55
grouping, with accounts, 27
history items that can be linked to, 122
IM address for, 48
importing from business cards, 305
importing from other sources, 34–40
importing from Outlook, 302
importing with Microsoft Office Live,

301–302
information stored about, 10, 12
integrating with Microsoft Office

Accounting, 11
linking e-mails to, 19, 57
linking to accounts, 61–62
linking to appointments, 96
linking to marketing campaigns, 219
linking to opportunities, 159
linking to Outlook appointments, 97–98
linking to tasks, at task creation, 102–104
for mail merge, filtering, 199–200
for mail merge, removing duplicates, 201
for mail merge, searching, 201–202
for mail merge, selecting, 196–198
for mail merge, sorting, 199

for mail merge, validating addresses of,
202

for marketing campaign, selecting,
211–212

name of, 46–47
next, navigating to, 58
phone numbers for, 48
picture of, 57
previous, navigating to, 58
printing, 58
reports for, 252, 253
restoring from Deleted Items folder, 53
saving, 54, 58
scheduling appointments with, 93–96
storage of, in database records, 45–46
synchronizing with address book,

232–234
user-defined fields for, adding, 56
Web page for, accessing, 56
Web page for, setting, 48

Controlling the Assault of Non-Solicited
Pornography and Marketing 
(CAN-SPAM) act, 214

criteria, for advanced filters, 242–243
CRM (contact relationship management),

1, 10
.csv (Comma Separated Values) files, 35,

40, 166–167, 303
custom fields (user-defined fields)

for accounts, 67
adding from different type of item, 84–85
for contacts, 56
creating, 78, 80–83
deleting, 82
drop-down lists for, 85–86
features for, 19, 296
format for, 82
groups for, 81–82, 83
importing, 35
modifying, 82–83
naming, 79, 82
for opportunities, 161
planning before creating, 79–80
for projects, 274
reasons for, 77–78
reorganizing, 82–83
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customers. See accounts; contacts
Customize Business Contact Manager

Forms option, Business Contact
Manager menu, 19

Customize Form button, Business Contact
window, 57

customizing. See also custom fields 
(user-defined fields)

business card (electronic), 57
Communication History view, 136–137
dashboard, 19
forms, 19, 80–83
initial window, 20–22
Navigation pane, 22–25
project forms, 274
reports, 259–261

• D •
dashboard

accessing, 19
adding, 87–89
customizing, 19
features for, 297
tracking opportunities on, 169–170
types of, 87–88

database (Accounting). See also Office
Accounting

disconnecting from BCM database, 182
invoices, creating, 168, 183–184
orders, creating, 168, 183–184
quotes, creating, 168, 183–184
roles for, setting up, 175–177
sharing with BCM database, 175, 177–182
users for, setting up, 175–177

database (BCM). See also filtering
(querying) data; offline (remote)
database; sharing database

accessing, 18
adding fields to, 19
backing up, definition of, 285
backing up, levels of, 286
backing up, location for, 286
backing up, procedure for, 286–288
creating, procedure for, 30–31
creating, reasons for, 29

current, determining, 32
customizing, 19
definition of, 14
deleting, 33–34, 290–291
disconnecting from Accounting database,

182
errors in, checking for, 289–290
exporting contacts, 40–42
importing data from Access, 302
importing data from ACT!, 302
importing data from e-mail, 304
importing data from Excel, 303
importing data from Logitech pen, 305
importing data from other sources, 34–40
importing data from Outlook, 302
importing data from scanned business

cards, 305
importing data with Microsoft Office Live,

301–302
linking e-mails to records in, 19
merging two databases, 34–35
moving to another computer, 291–292
multiple, reasons for, 29–30
naming, 31
opening, 31
parts of, 14
performance of, errors affecting, 289
restoring from backup, 288–289
sharing with Accounting database, 

175, 177–182
Database Tools option, Business Contact

Manager menu, 18
.dbf (ACT! Database) files, 36
Delete button, Business Contact 

window, 54
Deleted items folder, 53, 64
Details button, Account window, 65
Details window, Business Contact 

window, 55
Display As field, Business Contact 

window, 48
Display button, BCM toolbar, 19
documents

adding fields to, 79
for mail merge, editing, 205–206
for mail merge, e-mailing, 206
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for mail merge, error checking, 206
for mail merge, formatting, 207–208
for mail merge, previewing, 206
for mail merge, printing, 206
for mail merge, saving in marketing

campaign, 206
for mail merge, setting up, 196
for mail merge, wording guidelines, 207
for mail merge, writing, 202–205
to send with marketing campaigns, 206,

213
domain network, 144
drop-down lists

creating, 82
modifying, 85–86
planning, 79

Dynamics CRM, 145

• E •
eGrabber, 304
e-mail

adding contacts from, 49
checking format of, 57
importing data from, 304
linking to accounts, 19
linking to contacts, 19, 57
linking to opportunities, 19
linking to projects, 19
linking to tasks, 105
marketing using, E-Mail Marketing

Service, 214–218
marketing using, Swiftpage, 304–305
sending reports as attachments in, 268
sharing over network, 148
sharing with Accounting database,

178–179
E-Mail Auto-Link button

BCM toolbar, 19
Business Contact window, 57

E-Mail field
Account window, 62
Business Contact window, 48

E-Mail history item
linking a specific e-mail, 130–131
linking incoming mail, 127–128
linking mail to new contacts, 128–129,

132–133

linking mail to projects, 131–132
linking outgoing mail, 126–127
types of records to link to, 122
unlinking Outlook folders, 129–130

E-Mail Marketing Service
definition of, 214–215
e-mail credits for, 217
e-mail tracking for, 215–217
importing contacts from, 35
integrating BCM with, 11
pricing for, 214, 217
test e-mail, sending, 217–218

Excel
exporting filter results to, 248
exporting reports to, 268
importing contacts from, 35
importing data from, 303
integrating BCM with, 11, 296

exporting
accounts, 40–42
contacts, 40–42
filter results, to Excel, 248
reports, to Excel, 268

• F •
fields, in database. See also custom fields

(user-defined fields)
definition of, 14, 45–46, 78
list of, 46–49

File history item
creating, 133–134
definition of, 121
types of records to link to, 122

file types
.accdb files, 35, 302
.bcm files, 34–35, 40
.bcmq files, 239, 245
.bcmx files, 35, 40
.csv files, 35, 40, 166–167, 303
.dbf files, 36
.iif files, 302
.ldf files, 31
.mdb files, 35, 302
.mdf files, 31
.pad files, 36
.pst files, 35, 302
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.slsx files, 35

.txt files, 302, 303

.xls files, 35, 303
files, for BCM database, 14, 31
Filter dialog box, 240–241
filtering (querying) data. See also

query builder
advanced filters, creating, 240, 242–243
definition of, 239
deleting filters, 246
features for, 239–240
opening filters, 245
reasons to use, 248
for reports, 262–263
results of, exporting to Excel, 248
results of, filtering, 244
results of, search folders for, 246–247
results of, searching, 244
results of, sorting, 244
results of, viewing, 243–244
saving filters, 244–245
simple filters, creating, 240, 241–242

Financial History button, Account window,
65, 190

Financial History window, 190–191
Financial Reports, 191–192
Financial Summary button, Account

window, 65–67, 189
Folder Contents pane, 16, 17
Follow Up button, Business Contact

window, 57
follow-ups, scheduling, 57
fonts, in reports, 265–266
footers, for reports, 263–265
Format Text tab

Appointment window, 96
Business Contact window, 57–58

forms, customizing, 19, 80–83. See also
custom fields (user-defined fields)

Full Name field, Business Contact window,
46–47

• G •
General window, Business Contact window,

55
GoToMyPC software, 235
grouping contacts with accounts, 27

• H •
headers, for reports, 263–265
histories. See also E-Mail history item; 

File history item
definition of, 119–120
deleting, 125
editing, 125
linking, to existing history, 123–124
linking, types of records to link to, 122
linking, when creating history, 122–123
for projects, 274
searching, 138
sorting, 25–26
types of, 120–122
viewing, 135–136, 139–140

History view, 135–139
History window, Business Contact 

window, 55
Home window, 19. See also initial window

• I •
.iif (QuickBooks) files, 302
IM Address field, Business Contact

window, 48
Import Skins and Customizations option,

Business Contact Manager menu, 19
importing

contacts, from business cards, 305
contacts, from other sources, 34–40
contacts, from Outlook, 302
custom fields (user-defined fields), 35
data from Access database, 302
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importing (continued)
data from ACT!, 302
data from Excel, 303
data from Logitech pen, 305
data with Microsoft Office Live, 301–302
skins, 19

initial window. See also Home window
customizing, 20–22
description of, 15–17

Initiated By field, Business Contact
window, 48

Insert tab, Appointment window, 96
Internet fields, Business Contact 

window, 48
invitations to appointments, 95
invoices, creating, 168, 183–184

• K •
keyboard shortcuts, using, 2

• L •
laptop, remote use of BCM with, 

224–229, 303–304
.ldf (BCM) files, 31
leads

dashboard for, 88
importing contacts from, 35
reports for, 171, 220, 250, 254

Leads by Assigned To and Rating report,
254

Leads by Assigned To report, 254
Leads by Rating report, 254
levels of backups, 286
Link to Record button, BCM toolbar, 19
Linked Account field, Business Contact

window, 47
linking

accounts, to appointments, 96
accounts, to contacts, 47, 61–62
accounts, to e-mails, 19
accounts, to history items, 122
accounts, to marketing campaigns, 219
accounts, to opportunities, 159

accounts, to Outlook appointments,
97–98

appointments (BCM), to other items, 96
appointments (Outlook), to BCM records,

97–98
contacts, to accounts, 61–62
contacts, to appointments, 96
contacts, to e-mails, 19, 57
contacts, to history items, 122
contacts, to marketing campaigns, 219
contacts, to opportunities, 159
contacts, to Outlook appointments, 97–98
contacts, to tasks, 102–104
database records to e-mails, 19
e-mail, accounts, 19
E-Mail history item, to a specific e-mail,

130–131
E-Mail history item, to incoming mail,

127–128
E-Mail history item, to new contacts,

128–129, 132–133
E-Mail history item, to outgoing mail,

126–127
E-Mail history item, to projects, 131–132
e-mail, to contacts, 19, 57
e-mail, to opportunities, 19
e-mail, to projects, 19
e-mail, to tasks, 105
histories, 122–124
marketing campaigns, to accounts, 219
marketing campaigns, to contacts, 219
marketing campaigns, to opportunities,

219
opportunities, to accounts or contacts,

159
opportunities, to appointments, 96
opportunities, to e-mails, 19
opportunities, to history items, 122
opportunities, to marketing campaigns,

219
opportunities, to Outlook appointments,

97–98
projects, to accounts, 271–272
projects, to appointments, 96
projects, to contacts, 271–272
projects, to e-mails, 19
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projects, to history items, 122
projects, to Outlook appointments, 97–98
tasks (general), to contacts, 102–104

Logitech pen, importing data from, 305

• M •
mail merge

contacts for, filtering, 199–200
contacts for, removing duplicates, 201
contacts for, searching, 201–202
contacts for, selecting, 196–198
contacts for, sorting, 199
contacts for, validating addresses of, 202
document for, editing, 205–206
document for, e-mailing, 206
document for, error checking, 206
document for, formatting, 207–208
document for, previewing, 206
document for, printing, 206
document for, saving in marketing

campaign, 206
document for, setting up, 196
document for, wording guidelines, 207
document for, writing, 202–205
envelopes for, 208
features for, 195
merge codes in, adding, 204–205
merge codes in, highlighting, 206
templates for, 196

Manage Task group, Task window, 109, 111
Map button, Business Contact window, 56
mapping data when importing, 38–39
Mark As field, Business Contact window, 48
marketing campaigns. See also E-Mail

Marketing Service
campaign code for, 211
contacts receiving, 211–212
cost of, 211
creating from mail merge, 206
creating in Marketing Campaign window,

210–213
dashboards for, 88
dates for, 211
definition of, 209
delivery method for, 212–213
document to send with, 213

e-mail, 304–305
features for, 298
filters for, 248
follow-up campaigns, planning, 221–222
launching, 213
linking to accounts, 219
linking to contacts, 219
linking to opportunities, 219
naming, 211
reports for, 220–221, 257–258
sorting, 25–26
tracking, 11, 218–221
types of, 211

Marketing Campaigns dashboard, 88
Marketing Campaigns window, 210–213
mass mailings. See mail merge
.mdb (Access Database) files, 35, 302
.mdf (BCM) files, 31
menus, using, 2
merging BCM data with Word. See mail

merge
Microsoft Dynamics CRM, 145
Microsoft E-Mail Marketing Service. See

E-Mail Marketing Service
Microsoft Excel. See Excel
Microsoft Office Accounting. See Office

Accounting
Microsoft Outlook. See Outlook
Microsoft Sales Leads, 35. See also leads
Microsoft Word, integrating BCM with, 11.

See also mail merge
mobile devices, remote use of BCM with,

230–234, 303
mobile use of BCM. See remote use of BCM
multiple windows, opening, 26

• N •
name of contact, entering, 46–47
Navigation pane

buttons on bottom of, 22–23
contacts, accessing from, 27
customizing, 22–25
definition of, 16, 17
horizontal slider on, 23
navigation using, 22–23
viewing, enabling or disabling, 25
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Neglected Accounts report, 251
network. See also sharing database

creating master database on server, 146
loading BCM on server, 146
requirements for sharing database on,

144–145
setting up for use with Accounting, 174
synchronizing BCM database using,

229–230
types of, 144

New History Item button, Business Contact
window, 56

Next button, Business Contact window, 58

• O •
Office. See also specific Office components

integrating BCM with, 296–297
version of, for sharing database, 145

Office Accounting. See also database
(Accounting)

compared to QuickBooks, 173
integrating BCM with, 11, 18, 173, 296–297
network setup for, 174
reports in BCM on Accounting data,

191–192
submitting time entries to, 186–189
viewing Accounting information in BCM,

189–191
Office button, Business Contact window, 58
Offline option, Business Contact Manager

menu, 19
offline (remote) database

configuring, 152–153
creating, 224–229
synchronizing, conflict resolution for,

227–228
synchronizing, options for, 227
synchronizing, when you return, 230
synchronizing, while away, 229–230

Online Spotlight dashboard, 88
Open Business Projects dashboard, 88
opportunities

assigning to someone else, 159
categories for, setting, 161
closing, 163

comments for, time-stamped, 161
creating, 158–161
definition of, 157
deleting, 163
editing, 161–162
filters for, 248
history items that can be linked to, 122
invoices produced from, 168, 183–184
linking e-mails to, 19
linking to accounts or contacts, 159
linking to appointments, 96
linking to marketing campaigns, 219
linking to Outlook appointments, 97–98
orders produced from, 168, 183–184
payment terms for, 160
products, adding to, 164–167
products, deleting from, 167–168
quotes produced from, 168, 183–184
reports for, 252, 254–256
sales processes for, 297
scheduling appointments with, 93–96
services, adding to, 164–167
services, deleting from, 167–168
sorting, 25–26
source information for, 160
status of, 159–160
tracking, from dashboard, 169–170
tracking, reports for, 170–172
user-defined fields for, adding, 161

Opportunities by Account report, 170, 254
Opportunities by Assigned To report, 171,

254
Opportunities by Business Contact report,

170, 254
Opportunities by Marketing Campaign

report, 221, 258
Opportunities by Product or Services Item

report, 171, 255
Opportunities by Source of Lead report,

171, 254
Opportunity Forecast report, 171, 255
Opportunity Funnel Chart, dashboard, 169
Opportunity Funnel report, 171, 255
Opportunity history item, 120, 122
Opportunity Pipeline Chart, dashboard,

169
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Opportunity window, 158–161
Options group

Business Contact window, 57
Task window, 104

Or operator, in advanced filters, 242, 243
orders, creating, 168, 183–184
Outlook

compared to BCM, 11
integrating BCM with, 296, 297
popularity of, 1

Outlook appointments, linking to BCM
records, 97–98

Outlook Business Contact Manager (BCM).
See BCM (Business Contact Manager)

Outlook Contacts folder
adding names from e-mails to, 49
importing contacts from, 35, 39–40, 49
importing to BCM, 302

Outlook menu bar
Business Contact Manager menu, 18–19
contacts, accessing from, 27
definition of, 17
location of, 16

Outlook Navigation pane. See Navigation
pane

Outlook toolbar, 16, 17

• P •
.pad (ACT Database) files, 36
Past Due Opportunities report, 171, 255
Payment Status field, Business Contact

window, 49
pcAnywhere software, 235
PDAs, remote use of BCM with, 231–234,

303
peer-to-peer network, 144
performance of database, errors affecting,

289
Phone Log history item, 121, 122
phone logs, 121, 122, 186
Phone Numbers fields

Account window, 61
Business Contact window, 48

Picture button, Business Contact 
window, 57

pinpointtools software, 298
PocketMirror software, 232
Preview pane, 16, 17
Previous button, Business Contact 

window, 58
Print button, Business Contact window, 58
Product and Service Items List option,

Business Contact Manager menu, 19
products

adding to opportunities, 164–167
deleting from opportunities, 167–168
entering, 19

Project Overview section, 282
project tasks

adding to project, 272–273
assigning, 279
billing information in, 278
compared to general tasks, 101, 275
completing, 277
creating, 276–277
definition of, 275
deleting, 279
filters for, 248
time entries for, 185
timeline view of, 284
To-Do list for, 283–284
viewing, 280–282

Project Tasks by Assigned To report, 257
Project Tasks per Project report, 257
Project Tasks view, 280–281
Project Tasks window, 276–277
projects. See also project tasks

categories for, setting, 274
communication history for, 274
creating, 270–275
customizing forms for, 274
dashboards for, 88
definition of, 269–270
deleting, 275
features for, 299
follow-ups for, 275
history items that can be linked to, 122
linking e-mails to, 19
linking to accounts, 271–272
linking to appointments, 96
linking to contacts, 271–272

317Index

33_107898 bindex.qxp  2/14/07  6:25 PM  Page 317



projects (continued)
linking to Outlook appointments, 97–98
naming, 270
reports for, 256–257
scheduling appointments with, 93–96
sorting, 25–26
status of, 272
time stamps for notes in, 273
tracking, 11
types of, 271
user-defined fields for, adding, 274
users assigned to, 271
viewing, 280–284

Proofing group, Task window, 104
.pst (Outlook) files, 35, 302

• Q •
query builder, 116–117. See also filtering

(querying) data
Quick Access toolbar, Business Contact

window, 58
Quick Account List report, 251
Quick Business Projects List report, 257
QuickBooks

compared to Office Accounting, 173
importing contacts from, 36
integrating BCM with, 297

Quote window, 184
quotes, creating, 168, 183–184

• R •
records, in database, 14, 45–46. See also

database (BCM)
recurring tasks, 104, 105–107
refreshing reports, 267
Remote Desktop software, 235
remote use of BCM

connecting to office remotely, 234–235
with laptop, 224–230, 303–304
with mobile device, 230–234
offline database for, creating, 224–229
offline database for, synchronizing,

227–228, 229–230
options for, 223–224

Repeat button, Business Contact 
window, 58

reports. See also specific reports
accessing, 18
for accounts, 250–251
for activities, 252
adding fields to, 79
for contacts, 253
customizing, 259–261
dashboard for, 88
e-mailing, 268
exporting to Excel, 268
features for, 298
filtering, 248, 262–263
fonts in, 265–266
footers for, 263–265
formatting and layout of, 263–266
headers for, 263–265
for leads, 254
for marketing campaigns, 257–258
for opportunities, 254–256
for projects, 256–257
refreshing, 267
running, 258–259
updating information in, 266–267

Reports dashboard, 88
Reports option, Business Contact Manager

menu, 18
restoring database from backup, 288–289
Review Results tab, Filter dialog box, 

241, 243–244
roles, setting up for use with Accounting,

175–177

• S •
sales and marketing campaigns. See

marketing campaigns
Sales Leads, Microsoft, 35. See also leads
Save button, Business Contact window, 58
Save & Close button, Business Contact

window, 54
Save & New button, Business Contact

window, 54
scanning and importing business cards,
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scheduling appointments, 93–96
search folders, 246–247. See also filtering

(querying) data
searching. See also filtering (querying)

data
Communication History view, 138
contacts for mail merge, 201–202
histories, 138
tasks (general), 114–117

security
for database backups, 285–286
for Office Accounting, 174, 175–177
for sharing database, 145, 148–149, 155

services
adding to opportunities, 164–167
deleting from opportunities, 167–168
entering, 19

sharing database
conflicting data, handling, 154
creating master database on server, 146
disabling, 155
e-mail, sharing, 148
enabling database for, 147–151
features for, 143–144, 299
loading BCM on server, 146
offline use of database, 152–153
requirements for, 144–145
sharing specific records, 145
synchronization settings, 153
users allowed to, connecting PCs to

master database, 151–155
users allowed to, instructions for, 151
users allowed to, selecting, 148–149

shortcuts, keyboard, 2
Show group

Account window, 65–67
Business Contact window, 54–56
Opportunity window, 161
Task window, 104

Simple Filter tab, Filter dialog box, 
240, 241–242

skins, importing, 19
.slsx (Excel Workbook) files, 35
smartphones, remote use of BCM with,

231–234

sorting
contacts for mail merge, 199
histories, 25–26
query results, 244
views, 25–26

Source field, Business Contact window, 48
Source Information fields

Account window, 61
Business Contact window, 48

spaces, in database names, 31
spreadsheets. See Excel
SQL Server 2005 Express Edition, 31. See

also database (BCM)
Start a Task dashboard, 88
startup page. See initial window
Status field, Business Contact window, 48
Swiftpage, 304–305
symbols, in database names, 31
synchronizing

contacts with Outlook address book,
232–234

offline database, 227–230

• T •
Task history item, 121, 122
Task view, 112–114
Task window, 103–104
tasks (general)

assigning to someone else, 109–112
billing information for, 104
categories for, setting, 104
compared to project tasks, 101, 275
completing, 108
completion date of, 104
creating, from e-mail, 105
creating, linked to contact, 102–104
creating, unlinked, 104–105
definition of, 101
deleting, 109
due date for, 103
editing, 108
follow-ups for, 104
hiding from workgroup, 104
linking to contacts, 104
list of, viewing, 112–114
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tasks (general) (continued)
mileage for, 104
opening, 107–108
priority of, 103
recurring, 104, 105–107
reminder alerts for, 103–104
searching, 114–117
spell checking, 104
start date for, 103
status of, 103, 108
status reports for, sending, 110–111, 112
subject of, 103
time entries for, 186

tasks (project). See project tasks
time, billable, in project tasks, 278
time entries

creating, 185–186
submitting to Accounting, 186–189

Time Entry window, 186–187
timeline view of project tasks, 284
title bar, 16, 17
To-Do bar, 16, 17, 25
To-Do List for project tasks, 283–284
Total Accounts report, 220
Total Contacts report, 220
Total Leads report, 220
Total Opportunities report, 220
traveling, using BCM while. See remote use

of BCM
.txt (text) files, 302, 303

• U •
Undo button, Business Contact window, 58
user-defined fields. See custom fields
User-Defined Fields window

Account window, 67
Business Contact window, 56

• V •
View menu, 25–26
views, filtering, 248. See also specific views
virtual folders, 246–247

• W •
Web Page Address field

Account window, 62
Business Contact window, 48

Web Page button, Business Contact
window, 56

Web pages
for accounts, 62
for contacts, 48, 56
dashboard for, 88

Web site resources
ACT!, 145
GoToMyPC software, 235
Microsoft Dynamics CRM, 145
Microsoft Office Accounting, 173, 174
Microsoft templates, 196, 298
pcAnywhere software, 235
pinpointtools software, 298
PocketMirror software (Chapura), 232
for products listed in this book, 301
WebEx software, 235

windows. See also specific windows
Home window, 19
initial window, customizing, 20–22
initial window, description of, 15–17
multiple windows, opening, 26

Windows Administrator, setting up for use
with Accounting, 174

Windows Group, setting up for use with
Accounting, 174

Word, integrating BCM with, 11. See also
mail merge

workgroup network, 144

• X •
.xls (Excel Workbook) files, 35, 303
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