2 Finding Your Way Around

T! 201 1 The default Contact Screen in ACT! typically looks like this....

oduction

Sage ACT! Premium - ACT2011Demo TS|

Flle Edt Vew Lookup Contacts Schedule Wrke Reports Took  Help -
Sage ACT! & . m | b F | ' | Q) v @

Back Forward Mew call Meeting To-Do Hote History Search E-mail Help Topics
Contacts « || £ Detailview | £ list¥iew |4 4 420f201 B B ||ﬂ & § 7 @& e @ [[acToemo = PR

Lookuy

2 c" TechONE Phone [212-556-2485 _I Ext Last Edited Last Edited by
Contact Field: [oamizzon | [chis Hufiman

mabie [21285ar |
[Coet =] Last Reach Last E-mall
Contact [ChisHufman Fax [212555-2086 = =

Contains: orkact | Chiis Huftnan | o | [oazms o] [lomzms -]
— ssutation [Crie E-mail [ Chis®CHT schONE emai Last Meeting Last Letter
Company [ CH TechONE | -] webSte [mwnCHTochONE com | 10/04/2003 2 -

More Optiors. . e Last Years Purchases
Key Contact [ .

Related Tasks

View 8l Contacts T | CEO ] Address | 13 East 5th St First Purchase Customer ID
Wiite Leter Department | &dministration =l Suite 300 | =

Fiint Current Screen Trivia
m e n a Piint Maiing Labels & Envelopes City | New York =l
Modiy Layout IDjstatus | Emplopes =l state/zIP [1y =] [ooe

B
Schedul Artivy Series
dd Contact (o Ei joup Referred By =l Country | United States =l H
Relate to Another Contact
[ ——
Manage Smat Tasks

mates |History | activites | Gpportunites | GroupsfCompanies | Secondary Cantacts | Relationships | Gocuments | Wb Info | Contact Access | User Fields | Personal Info | Marketing Results |

Dates: [All Dates ~| 2, Select Users [ Options ~

Dals [ Time [Regading [ [5 [Record Manager [ Share with
26/04/208 737 What You Should Know |1} Chis Huffman CH TechONE[CHP]
About This Demo
Database

Click the attachment icon (the icon
with the paperclip] to see how the
ACTDemo database can be used to

13/02/2006 2149 visit ACTI Add-Ons website Chiis Huffman
(http: jwnr.act comfaddons) to see
F there are any third-party add-on
products that might it speciic needs.

4 Welcome Vou can alsa buy the ACT QuickStudy
Guide here to help you learn even

2 contacts

1 Groups

i Companies

T Calendar

Task List

Kendal I 'IT Opportunities
Itancy & Training Reports
© 2010 %] Dashboard

® The title bar of the window shows that we are in the ACT2071Demo database.

® When we first login to ACT! it displays our own contact record. Here | have logged in as Chris Huffman.
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2.1

The Navigation Bar

The Navigation Bar is on the left of the screen and it looks like this in the Contact view....
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Here you can see that we have Contacts selected - see the green button in the bottom part. We can move
to another view of the program by clicking on one of the other items, e.g. Calendar. When we do this the
options in the upper part of the navigation bar also change to try to help us with things we might want to do
in that area.

2.2 Layouts

There are various layouts which can be used and it's simple enough for your ACT! administrator to create
new layouts if required. Layouts simply define the database fields we wish to see. To change layouts click
on the layout dropdown on the Contact Detail Toolbar and select the name of your layout: like this:
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Layouts can be used for presenting different information, e.g. a Sales person may well need different
information from a Parts Manager.

The layout we're displaying above is called: Basic Contact Layout — 1024x768.

The top part of the main area of the screen shows the general contact information — things like Company
name, Contact name, Phone number, Address and E-mail are given. They are the fields you almost always
want to see.

The bottom part of the screen is a tabbed area. Let’s run through the tabs one by one....
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