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ACT! Interface ACT! has eight windows to assist in contact database management. These eight windows are: Contact, Contact List, Groups, Task List, Daily Calendar, Weekly Calendar, Monthly Calendar, and Email. The Contact window is displayed when an ACT! Database is open. Only one database can be open at any given time. When a second database is open, the first automatically closes. Each of the ACT! Windows includes a Standard Toolbar. As you move through the ACT! Windows, these toolbars are dynamic and will change according to the window viewed.



ACT! Menus



All ACT! commands are found in the menus at the top of the screen. When any of the menus is open, the shortcuts for the commands (if any) are displayed to the left and right of the command. As an example, the partial File Menu example below shows the buttons that can be used on the Standard Toolbar to the left of the commands and keyboard shortcuts to the right.



The Ctrl key must be held down while touching the letter shown in order for the keyboard shortcut to work.
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Standard Toolbar – Contact Window



Each ACT! Window includes its own Standard Toolbar. The buttons provided are a quick shortcut to frequently used features within that ACT! Window. Toolbar Button Size By default, the Standard Toolbar is showing Small Buttons. To enlarge the size of the buttons, point the mouse to the toolbar, right-click, and left click on Show Large Buttons.



View Bar The View Bar is automatically opened on the left side of the screen showing large Icons for each of the ACT! Windows. The size of the View Bar can be changed and the location of the toolbar can be changed. Icon Size Point the Mouse inside of the View Bar, and right-click. Left click on Small Icons. The sizes of the Icons are reduced thus making the view smaller in length.



View Bar Size Although the Icon size can be reduced, the View Bar still takes up some valuable space on the screen. Once a user is comfortable with the icons and moving
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between the screens, it might be preferred to change from the Large View Bar to the Mini View Bar. Point anywhere in the View Bar, right-click. Left Click on Mini View Bar.



The View Bar size is changed and moved to the lower right hand corner of the screen.



To change back to the Large View Bar, point to the Mini View Bar, right-click and choose Large View Bar.
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Contact Window The Contact Window is where most of the contact management occurs. This window displays only one record (client, contact, etc.) at a time. There are separate entries for each field (piece of information) that makes up the record. All records combined are the database.



The bottom half of the Contact Window displays fields from the tab that is open. Click on any of the tabs provided to move to view the information stored. The top and bottom half of the Contact Windows view can be changed (larger or smaller) by clicking and dragging the bar that separates them. Many of these tabs provide a filter button in its upper left hand corner. Click on this button to collapse and expand the filter options of the view.
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Contact List Window The Contact List Window displays all contacts in a list.



Groups Window Groups are created to easily view contacts for a particular reason. Perhaps there is a Holiday Card Group. All contacts to receive this card would be entered in this group. A contact can belong to one group, all of the groups, or no groups.
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Task List Window The Task List Window displays all tasks that must be accomplished no matter which contact they may be scheduled with.
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Calendar Windows Daily Calendar



Weekly Calendar
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Monthly Calendar
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ACT! Email Window When ACT! was installed, the email software to be used by ACT! is requested (Outlook, etc.). The ACT! Email Window will display the folder lists from your email software. As an example, the following screen show shows ACT! displaying a Learnit folder that was created inside of Outlook. All messages in Outlook will display in the in box inside of ACT!.
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Contact Layout ACT! has a variety of Layout Screens to choose. The layout screens will be formatted differently which includes some fields may be added or removed. The default view is the Contact Layout 800x600. Change the Contact Layout Click on the Contact Layout button located at the bottom of the screen, and click on the layout choice.



The contact layout chosen, moves to the bottom of the contact layout menu.



Group List There is a button to choose which group of contacts to view. This button will display the name of the group opened or when all contacts are open.
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Create a Contact Database The first time using ACT!, a database must be created. Because ACT! is used to manage a user’s activities, tasks, appointments, etc., one database should be used. If more than one database is used to manage an individual, then there can be complications of overlapping activities, redundant information, and missed appointments. 1. Click on the File Menu. 2. Click on New.



3. The New dialog box opens. The first choice in this menu is ACT! Database. Click OK. 4. Name the database and click Save.
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5. The My Record information dialog box opens. The My Record will create the first contact in the new database. The My Record information appears in letters, memos, faxes, and reports to identify the creator of the documents.



© Learn iT! Computer Software Training 2004 – www.learnit.com



ACT! Introduction ACT! 6 Module One



16 Learn iT! Computer Software Training



Password Protect Set a Password When passwords are used, ACT! requests the password each time you access the database. 1. File Menu, Administration, Set Password



2. Type a new password, then retype the new password in the appropriate entry boxes, and click OK. Remove a Password 1. File Menu, Administration, Set Password. 2. Type in the Old password. 3. Leave the New password blank. 4. OK.
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Customize Fields Not everyone that uses ACT! needs the same fields as everyone else that uses ACT!. With this acknowledgement, there are some fields provided within ACT! on the Contact Info Tab. The fields listed are labeled User 1 through User 9. Although the fields can be used with these names, it may be more helpful for the user to modify the field names to more appropriately label for the type of information stored. User fields should be modified before populating the fields. If field rules are changed or formatting is changed, all previous information in the field may be lost.



Change the User Field Name 1. While in the Contact Window, click into the User field to modify. 2. Edit Menu, Define Fields.
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3. The User field that was clicked into should be selected in the list of fields on the left hand side of the Define Fields dialog box. MAKE SURE YOU DO NOT HAVE ANOTHER FIELD SELECTED. 4. The Attributes area on the right has an entry box for changing the Field name. 5. Click and select the User name and type a new name. 6. OK. 7. The name will be changed on the Contact Window in the Contact Info Tab.



Add and Delete Fields Although the User fields are provided and can be changed, it is possible to add new fields and delete existing fields. New Field 1. Click on the field in the left hand window of the Attributes Tab. 2. Click on the the dialog box.



button located in the upper right hand corner of



3. Newfield is added to the field name. 4. Type a new name and OK. Delete Field 1. Click on the field in the left hand window of the Attributes Tab. 2. Click on the the dialog box.



button located in the upper right hand corner of



3. Click yes to confirm the deletion.
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Define Field Attributes Any field attributes can be defined with a new Field Name, Default Value of the field, Type of field, Entry Rules, Number of characters, and Field Format. 1. Click on the field to define. 2. Edit Menu, Define Fields. 3. Make any changes necessary for the field. 4. Click OK. Field Name The field name. Default Value The Default Value will appear for each new contact created. If this is changed after contacts are created, the previous contact records will not change to the default value. Type The type of field drop down menu has the field format type choices of Character, Currently, Date, Initial Caps, Lowercase, Numeric, Phone, Time, Uppercase, and URL Address (Web Address).



Entry Rules The entry rules of the field. This is set to none by default. The entry inside of a field can be protected for no entry or to pull from the drop down menu of the field only (when the field is a drop down).
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Number of Characters This can be set to limit the number of characters allowed in the field. Field Format The field format for data entry. As an example, a field format might be a vendor number where the number is always in the format of AA-123. The Field Format box would contain @@-###. @ # %



Alpha character only Numeric entry only Entry can be alpha or numeric



Additional Options There are some additional options that can be turned on for each field.



Field cannot be blank would be used when no contact record should be entered without this field information as well. Primary field should be used when the field should be each time a new contact record is created for this contact. Generate history will create a note in the Notes/History Tab of the Contact Window whenever the field is modified. Block synchronization will not allow the main database to be changed when synchronizing with a PDA.



© Learn iT! Computer Software Training 2004 – www.learnit.com



ACT! Introduction ACT! 6 Module One



21 Learn iT! Computer Software Training



Drop Down Menus Any field can include a drop down menu. It is very helpful to set drop down menus for fields where the list of choices is static. Create a Drop down Menu 1. Click in the field on the Contact Window screen that will be used as a drop down menu. 2. Edit menu, Define Fields. 3. Set field attributes. 4. Click on the Drop-down Tab.



5. Click on the New button located to the right of the item entry window. 6. Type the name in the Item area and a description of necessary. 7. Continue entering all entry items. 8. Choose from the three options provided: a. Allow Editing (allows user to edit the drop down menu).
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b. Automatically add new items to drop down (if user enters something not in the drop down menu, this items will be added to the drop down list). c. Show descriptions (descriptions will display if used). Use a Drop down from another Field Menus already created and used with other fields can be used with other fields. 1. Click on the box for Use drop down list from. 2. Choose the field from the menu provided. Triggers Other programs can be launched while entering or existing a field. 1. Click on the Triggers tab. 2. Click on the browse button next to Launch when entering field or Launch when exiting field. 3. Navigate to the program (*.exe) or macro (*.mpr) file. 4. OK
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Define Fields Advanced Tab The Define Fields Advanced Tab has some additional options to be set for indexing and match duplicates.



The Indexes are the fields that are automatically indexed in the database for faster lookup within the group or contact record. Match duplicates using are the three fields to check when using duplicate checking.
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Create Contact Records Insert New Contact New Company While in the ACT! Database, there a few ways to insert a new contact. 1. Click on the Contact Menu. 2. New Contact. OR 1. Touch the Insert key on the keyboard. Either option will open a blank Contact Window. New Contact for Existing Company When a company record already exists with a different contact name, and you want to use that same information for a new contact at the same company. 1. Click on Contact Menu. 2. Duplicate Contact.



3. Choose to duplicate data from the primary fields only or from all fields. Typical choice is from the primary fields since you may not want personal information from one contact person at a company to copy into another contact person’s fields.
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a. Primary fields by default are Company, Phone, Fax, Address1, Address2, Address3, City, State, Zip, and Country. 4. OK.



Enter Contact Information To enter information into the fields, tab through the fields or point and click with the mouse. Drop Down Menus When an entry includes a drop down menu, the drop down menu can be used with the mouse or just start typing and the field box will be automatically populated from the drop down menu. When a drop down menu attributes is set to allow edits, the last entry in the drop down menu is Edit List. Click on this option and the Edit List dialog box will open.



Use the Add, Modify, or Delete buttons as necessary.
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Web Site and Email Addresses The Web Site and Email Address fields will automatically change to a hyperlink for easy access. Just click on the Web Address the Web site will open (Internet always on connection). Click on the Email Address and the New Message dialog box will open and addressed. Save Entries Field entries are automatically saved when you move to another field. While in a field, File Menu and Save or click on the Save button on the Standard Toolbar to immediately save the changes in the current edited field. Save Contact Records Contact Records are automatically saved once you move to another contact record. While in the contact, clicking on File Menu and Save or click on the Save button on the Standard Toolbar to immediately save the changes to the current record. Delete Contact Records Click on the Contact Menu, Delete Contact. The following warning appears.



Click on the Delete Contact button.
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The last warning opens. Notice that No is the default button. You MUST click on the Yes button. A note will automatically be placed in the My Record Contact Notes/History Tab. Notice the first entry in the snap shot below. The Type column shows Contact Deleted and the Regarding column shows the contact name.



The icon to the far left of the entry is a history icon. Click on the history icon to select the entry. Press the Delete key on the keyboard to delete the entry from the Notes/History Tab.



Sort Contacts Contacts are automatically sorted by Company name and then by Last Name in Ascending order (A-Z). 1. Edit Menu, Sort
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2. Choose the fields from each drop down menu (up to 3 levels) and choose to sort in Ascending or Descending order. 3. OK.
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Notes/History Tab ACT! will automatically populate the Notes/History Tab when activities are completed, however, notes can be added to this tab at any time. 1. Click on the Notes/History Tab. 2. Click on the Insert Note button. 3. A New entry is entered in the Notes/History area date and time stamped.



4. Click into the Regarding area and type your note. 5. Click out of the Regarding area when finished. Sort Columns The notes/history area can be sorted by any of the columns. Click on the column label to sort. Click again to change the sort order (ascending or descending). The column sorted has the arrow in the column name pointing either up or down depending on the sort order of ascending or descending.



The date and time are sorted by default in descending order (latest note/history to earliest note/history). Filter Notes/History The filter button in the upper left hand corner of the notes/history area will collapse and expand filtering options. In the filter options area, the boxes can be checked on/off to filter notes, history, attachments, and email. © Learn iT! Computer Software Training 2004 – www.learnit.com
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The dates to show can be selected and changed from the drop down menu. Print Notes/History Right-click in the Notes/History area and choose Print Notes/History. OR File Menu and choose Print Notes/History. Delete a Note/History Right-click on the icon to the far left of the note/history and choose Delete Selected. OR Click on the icon to the far left of the note/history to select it and press the Delete key on the keyboard. Record a History Although an Activity was never created, it is possible to record a history entry. 1. Contact Menu. 2. Record a History.
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3. Complete the Record History dialog box. 4. OK Attach a file to the Notes/History Files are not attached but rather a shortcut to the file is placed with the note. 1. Right-click in the Note area. 2. Choose Attach File. 3. Locate and select the file and click on Open. 4. An icon for the type of file placed with the note will be to the far left of the (Excel) note. This icon also has the shortcut arrow. Example: a. To open the attached file, double click on the icon. b. The file will open in its software program. 5. The Note has an attachment column. This column shows the full path to the file. Click into this column and click on the browse button to the right of the path name to open the file folder where the file is saved.
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Details Details dialog box details information regarding the note/history. 1. Click on the icon to the far left of the note. 2. Click on the Details Button located in the filter options.
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Library Tab Using the Library tab, you can add and edit documents created in other programs. The following document types can be added to the Library tab. • • • • • •



Microsoft Word documents Microsoft Excel spreadsheets Microsoft PowerPoint presentations Microsoft MapPoint documents Adobe Acrobat documents Bitmap and JPEG images



Add a Document to the Library Tab 1. Click the Add a Document



Button.



2. Locate the file. 3. Click on the file and Open. 4. The file(s) now display in the drop down menu.



History/Note Tab A note was automatically placed in the Note/History tab with the file attached.



Remove a Document from the Library Tab 1. Locate the document in the drop down menu of the Library Tab. 2. Click on the Remove a Document



button.



3. The Library Question box opens.
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4. Yes. 5. The note in the Notes/Library Tab is also removed.



View/Edit a Document in the Library Tab 1. Locate the file in the drop down menu of the Library Tab. 2. Click on the View



button.



3. Once the document is opened using the View button, the edit button is available. 4. Click on the Edit



button.



5. The document can now be edited, saved, and printed. The editing capabilities are limited. It is recommended to open the document in it’s own program for editing.



Map Fields (Available with Excel) 1. Edit an Excel Document in the Library Tab. 2. Click on the Map Fields



button.
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3. Select the Act field in the left window and the Excel Data in the right window and click on Add. 4. OK.



5. Yes. 6. This information is copied from Act into the excel spreadsheet.



Display for All Contacts Option 1. Locate the file in the drop down menu of the Library Tab. 2. Click on the box for Display for All Contacts. 3. The document will now display in all of the Contact Records Library Tab.
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