CREATING COMPANY RECORDS
& GROUPING CONTACTS

In this lesson you will learn the following company record and
group techniques:

Creating company and division records
Associating and linking contacts to companies
Duplicating company and division records
Using the Company Lookup command

Using Companies and Groups trees

Creating groups

Adding contacts to a group

Managing group notes and attachments

Saving the result of a lookup as a group or company
Creating subgroups

Converting a group to a company

Using the Convert Groups to Companies Wizard
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Differences Between Companies And Groups

In this lesson you will learn how to create company and group records. On the surface they may appear to be
the same and have the same functionality, but there are some differences. Company records have more
functionality than group records. To start with, company records have more fields which can be used to
automatically fill in (link) fields on a contact record. The opposite is also true. Fields on a contact record can be
used to fill in fields on a company record. Company and group records cannot have the same name. Creating a
group is like saving a lookup. When you view the contacts from a company or group detail view you can see
the notes, activities and opportunities for the contacts in the company or group on one tab.

Company And Divisions Overview

Company records allow contacts in the company to be managed easier. If a company has a lot of contacts,

it may be easier to manage the contacts if divisions were created for the company. Brick and mortar companies
have divisions, departments and business units. Companies in ACT! can have them also. You can create
companies and divisions that best meet your needs. It is also possible that you may not need any companies or
divisions.

The cOMPANY record type allows you to keep track of contacts in the same company. In a way, a company
record is similar to a group. This may be why the groups and companies are on the same tab. You can see all
of the companies and groups except dynamic groups that a contact is a member of. It would be nice if there
was a way to know if the entries on this tab are a company or group. Contacts can be associated with more
than one company.

An example of when you would associate a contact to more than one company would be if one consultant did
work for multiple companies that are in your database. You can create activities, notes and opportunities, as
well as, attach documents to a company record. In ACT! any of the following are acceptable ways to categorize
contacts in a company. I am sure that you can come up with several others.

@® Create divisions that are like the divisions in a brick and mortar company.
@ By title.

® By contacts home state.

@ By ID/Status.

In addition to being able to create 15 levels of divisions, you can also create SUBDIVISIONS. This type of
category lets you further divide the contacts into groups that are easier to manage. An example of when it
would be appropriate to create subdivisions would be for a company that has 1,000 sales reps. I would create
a division called "Sales Reps". I would then create subdivisions for each of the product lines the company has
like telephones, digital cameras, camcorders and televisions. Then I would add the reps to the appropriate
subdivision(s) based on the product line(s) that the rep sells. As you can see, divisions and subdivisions allow
you to organize contacts in the way that works best for you.

A contact that is in a division does not have to also be part of the company. This means that you can add a
contact to a division without being required to add it to the company. Divisions are independent of the
company they are under.

Company Toolbar

Each view has its own toolbar. Many of the buttons on the toolbars are the same. Figure 3-1 shows the
Company toolbar. Table 3-1 explains the buttons on the toolbar.

Cumpanies:@ Company List ﬁ—::}? | ':'_!'.-am_, i) E B c{é e @ Qb bt ';3}.
| R O T O
1 2 34 5 6 7 8 9 10 11 1213 14 15 16 17 18

Figure 3-1 Company toolbar
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Description

1 Opens the Company Detail view.

Opens the Company List view.

Saves the record. (1)

Opens the Print dialog box.

Opens a new company record.

Add or remove a contact.

Updates the linked contacts for the selected company.

2
3
4
5
6 Opens a new division record.
7
8
9

Add a note for the company record.

10 Schedule a telephone call.

11 Schedule a meeting.

12 Schedule a To-Do.

13 Create a new opportunity. (1)

14 Attach a file to a company record.
15 Creates a contact lookup for the company.
16 Compose and send an email.

17 Exports the company list to Excel. (2)

18 Opens the Help system.

Table 3-1 Company toolbar buttons explained

(1) This option is only available from the Company Detail view.
(2) This option is only available from the Company List view.

The Companies Tree

This tree displays all of the companies, divisions and
subdivisions in the database as shown in Figure 3-2.

The Companies tree is on the left of the Company Detail
view. At the top of the Companies tree, the number of
companies and divisions in the database are displayed.

A plus sign in front of a company means that there is at
least one company or division below it. If you click on a
company in the tree, you will see the detail information
for the company on the right side of the window.

You can use the tree to complete several tasks including
moving, creating and deleting a company. Any task that
you can do for a company, you can also do for a division
or subdivision. Like other features in ACT!, the
Companies tree has a shortcut menu as shown in

Figure 3-3.

Company records in the Companies tree may or may not
contain the same companies that you see in the Contacts
view. For example, in the Contact List view you will see
the following companies, Cadbury, County Tennis
Supplies and Liberty. If you look in the Companies tree,
you will not see an entry for these companies. It is not a

requirement that every company have a company record.

All Companies - 28 company(s), 12 division(s)

— &ce Pet Store

— Arcadia fve. Flonist

|— Best Lender Financing

|— Brandee's Bakery

— Brushy's Golfing \Woarld

——CH Holding

I» CH Gourmet Coffes

= CH Gourmet Gifts e Di\ision

':CH Gourmet Gifts - Administration

CH Gourmet Gifts - smes‘_ Subdivision

Figure 3-2 Companies tree

New Company
New Division

ir.‘ K

Duplicate...
Delete

QV Create Lookup

Eﬁ) Insert Company Note...
& Record Company History...
[6] Aftach File...

Move...

Company Membership »

=) Print Company

Figure 3-3 Companies tree shortcut menu



Creating Company Records & Grouping Contacts

The Company List view displays all of the companies in the database. Like the Contact List view, you can sort
on the column headings in the Company List view. If there are a lot of companies in the list you may have a
need to filter them.

Create New Contact Records
To complete some of the company exercises, you need to add new contact records to the database.

1. Create contact records for the following names. You only have to enter the name.
John Doe, Jennifer Doe, Charles Smith, Mary Wood, Bill Grant.

2. Create contact records for the following names: Laura Smith and Tom Wood. Type Lookup in the
Company field for these two records. They will be used later in this lesson to lookup contacts and link
them to a company.

Exercise 3.1: Create A Company Record
1. Click the coMPANIES button on the Navigation bar.

2. Click the NEw coMPANY button on the toolbar, then create records for the two companies in Table 3-2.
The first record should look like the one shown in Figure 3-4.

Field Company #1 | Company #2
Company | My Company My Other Company

Address 123 Main St 456 South St
City Hitsville Hollywood
State CA CA

Table 3-2 Company record data

The HIERARCHY Hierarchy My Company v Divisions:
- . Company My Company Address 123 Main S5t
field will
ically fill | P =
automatically fi i O
in. Toll-Free [.]) city Hitsvile v
Web Site State CA ~ ZIP Code
1D/Status - Country ~
Referred By
Ticker

Figure 3-4 New company record

ACT! prevents you from creating duplicate Hierarchy

company records. If you enter a company Company My New Company

name that already exists, you will see the S %

warning message shown in Figure 3-5. [Value already exists|
This gives you the option of linking to the

company record that already exists.
Figure 3-5 Duplicate company warning message

Exercise 3.2: Create Divisions For A Company
Creating a division uses the same screen as a company record.

1. Display the company record that you want to create a division for. For this exercise click on the company
My Company, in the Companies tree.

2. Click the NEW DIVISION button on the toolbar.
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3. Type the division name in the Company field. For this exercise type Finance in the Company field.

4. Create the divisions in Table 3-3 under the correct company.

Division Company
Technology Division | My Company
Marketing My Other Company
Sales Division My Other Company

Table 3-3 Divisions to create

Associating Contacts To Companies And Divisions

Contacts can exist in an ACT! database without being linked to a company. Companies can be in an ACT!
database without having contacts linked to them. There is no requirement that contacts and companies be
linked, so don't be alarmed if you have contact records that are not linked to company records or vise versa.
Although, I'm not sure why someone would create a company and not associate any contacts to it, but it is
acceptable in ACT!. There are two ways to associate contacts to companies as discussed below.

® Manually This method entails creating the link between a contact and a company. ACT! refers to
this type of link as a STATIC link. That is because the link will remain intact until you manually change
it.

@ Automatically This method entails creating a query that selects the contact records that will be
linked to a company. ACT! refers to this type of a link as a bYNAMIC link. This is because the contacts
associated to a company will change automatically, depending on whether or not the data in the
contact record meets the criteria in the query. A contact record can meet the criteria in the query this
week and not meet the criteria next week if the data in any of the fields that the query uses,
changes. You will learn how to create this type of query in Lesson 8.

Exercise 3.3: Associate A Contact From A Company Record

There are several ways to associate contacts with a company. In this exercise you will learn different ways to
accomplish this task. Contact records can be associated to companies from the contact record. The opposite is
also true. Contact records can be associated to companies from the company record.

1. Open the company record for My Other Company in the Company Detail view. On the far right of the
view you should see the two divisions that you created.

2. Click the Add/Remove Contacts button on the toolbar or the same button below the tabs.
3. Click the coNTACTS button, then type Doe in the Look for field. Select the contact record for John Doe.
4. Click the Add button, then click OK. The contact should be in the sTATIC MEMBERS section of the dialog

box as shown in Figure 3-6. Click OK. You will see the contact on the Contacts tab in the Company Detail
record.

{5 Add/Remove Contacts

Select static members and/or add membership criteria for this company.
Static members
Manually add or remove company members

Contacts:

John Doe i l Contacts...
-’l____ g 5 ,.- Fi,_jf"‘ ,,___‘_,__,‘__'J - ‘I)l

Figure 3-6 Add/Remove Contacts dialog box
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Show membership for| Cormpanies and Divisions v [Displav Dynamic Company Membershipl [

Other Ways To Open The Add/Remove Contacts Dialog Box

From A Company View

@® Companies = Company Membership = Add/Remove Contacts.

@ Right-click on the company name in the Companies tree and select

Company Membership = Add/Remove Contacts.

® On the Contacts tab, right-click and select Company Membership = Add/Remove Contacts.

From A Contact View

@® Companies = Company Membership = Add Selected to Company. You will see the dialog box shown
in Figure 3-7.

@ On the Groups/Companies tab, select Companies and Divisions from the SHOW MEMBERSHIP FOR
drop-down list, then click the Add Contact to Company button, as shown in Figure 3-8.

® On the Contact List view, right-click and select Add Contacts to Company. You will see the dialog box
shown in Figure 3-7.

The entries in the IS A MEMBER OF gmﬁ contactto Grouwcompames —

list are companies, divisions and .
subdivisions that the contact is a T
. . . ompanies and Divisions ¥
member of. I find this dialog box Is & member of
helpful because you can add and All Comparnies - 26 company(s). 13 division(: a Company /[ Phone
: oy = e A
remove companies and divisions el ii - e
for the contact at the same time. —Best Lender Financing
t— Elack Forest Baking
|— Boomer's Artworx
— Brandee's Bakery z
— Brushy's Golfing Wworld
[~ CH Helding [:]
|— Circle Photography
somalpammpni O - T - r ,u_---_-‘.f I LY

Figure 3-7 Add Contact to Groups/Companies dialog box

Groups/Companies

Add ConTact To ]
Company

Figure 3-8 Company options on the Contact Detail view

Exercise 3.4: Create A Company Record From A Contact Record

Earlier you created a company record from scratch. Creating a company record from a contact record that has
the address information for the company will keep you from having to type it in again. You can create a
company record from a contact record by following the steps below.

1.

Select the contact that has the information for the company record that you want to create.
In this exercise select the contact Jane Bellamy of Boomers Artworx.

Companies = Create Company from Contact. The Company Detail view will open and the company name
and address fields will automatically be filled in.

Exercise 3.5: Create A Contact Record From A Company Record

Creating a contact record from a company record that has the address information will keep you from having
to type it in. You can create a contact record from a company record by following the steps below.

1.

Select the company on the Companies tree that has the information for the contact record that you want
to create. In this exercise select the company Circle Photography.
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2. Companies = Create Contact from Company. The Contact Detail view will open and the company name
and address fields will automatically be filled in. Type Test Record in the Contact field and move to
another record.

Refreshing Linked Data In Contact Records

It is possible that you may not be viewing the most current data. This happens when there are several people
using the database. To make sure that you are viewing the most current data, refresh the data of the contact
record that is displayed in the Contact Detail view. Contacts = Update Linked Contact.

Linking Company And Contact Records

If you scroll through the contact records you will see that some company names are blue and underlined and
others are not. The company names that are blue and underlined are linked. You can click on this link and
open the company or division record.

Fields on the contact record that are linked will automatically be updated when the corresponding field in the
company record is updated. This means that if the company name field on the company record changes from
DEF Company to HIJ Company, any contact records that are linked to that company record on the company
name field will automatically be updated if the AUTOMATICALLY LINK NEW CONTACTS TO THEIR COMPANY RECORD
option as shown in Figure 3-9, is checked.

Tools = Preferences = Startup tab = Company Preferences button, will open the Company Preferences dialog
box shown in Figure 3-9. The button at the end of the Company field on a contact record that is not already
linked, opens the dialog box shown in Figure 3-10. If the contacts company name already exists in the
database, you can link the contact to the company by selecting the company name on the dialog box.

Company Preferences _ Link To Company

i Linking a contact to @ company will make the contact a member of that
Company Linking company and automatically associate their activities, notes, opportunities and
histories to the company record.

Lutomatically link new contacts to their company record.

Loock for:
Latomatically record history when contacts are linked or unlinked.
Share new notes and histories on linked contacts and = -
associate new activities and opportunities with the company record. lsomgztmg - £ 31;565551221 '[:;;;;;";_41 - i
R i CEARE : Ace ore 741z
¢ g e o e . Arcadia Ave. Florist {602) 555-4412 {602) 555-1154
Best Lender Financing (847) BBE-1232
Elack Forest Baking (211) bh4-5641
Figure 3-9 Company Preferences dialog box Boomer’s Artworx (502) 555-4221
Brandee's Bakery (480) 5h5-2146
Brushy's Golfing World
CH Gourmet Coffee
CH Gourmet Gifts (212) Bb5-2485 (212) b5b-874F
L CH Gourmet Gifts - Administr| (212) 555-2485 (212) hbb-874F

1 Goumet g Saigl 1212 550 24 s 2 e
Figure 3-10 Link To Company dialog box

Associate vs Linking

On the surface these terms sound like they perform the same function. Understanding the difference is only
important if you have the need to make some contacts private. In ACT!, associating and linking have different
functionality as discussed below. I'm not sure if how the "Private" option works is how it was intended to work,
but I find it somewhat deceiving.

In "My world", when you mark a contact as private, whether or not the contact is "linked" to a company,

any information that you enter on any of the tabs is also marked as private by default. The exception would
be if you manually override the private option for a specific piece of information. If a history record is created
when information about the contact is added, changed or deleted, the history record should also be
automatically marked as private. Well, I started this paragraph off by saying in "My world".
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The scenario that I just described is NOT how the private option works in ACT! if the contact record is "linked"
to a company record. When a note or history record is created for a contact that is linked to a company record,
they are visible from the company record by default. If this is not what you want to happen, mark the note

as private on the Insert Note dialog box.

b Linking Issues

Overall, linking contacts to companies is a good feature to have and use. Depending on how sensitive
some of the contact data is, you may not want it to be shared. Some contact data is automatically
shared. I think that it is important that you understand how linking works.

By default, contact notes, history, activity and opportunity records are displayed under the company
record(s) that they are linked to. I thought that if the association (link) between a contact and company
was removed that the contacts history, activity and opportunity records would also be removed from the
company record, but that is not the case. I can understand why they are not automatically removed
because the primary purpose of company records is to build a profile of the company, which includes the
interactions with all of the contacts associated with the company. I just wanted to let you know that the
contact linked data is not automatically removed from the company record when the records are
unlinked.

Solutions

There are ways to prevent notes and history records from being displayed under the company record.

@ As you already learned, when you create a note you can mark it as PRIVATE.

@ If you know that you do not want any contact note and history records to be displayed under
company records, clear the SHARE NEW NOTES AND HISTORIES ON LINKED CONTACTS. . . option shown
earlier in Figure 3-9. With this option cleared (not checked) you can share a specific note if you have the
need to do so.

Depending on a users rights, they may not be able to see all of the contact information that is displayed under
the company record. Users that have rights to the contact record will be able to view the activity and
opportunity records that are displayed under the company record.

L\ |Contacts can be associated to multiple companies and divisions but can only be linked to one company.

Exercise 3.6: Creating Manual Links Between Contacts And Companies
In this exercise you will learn several ways to link contact and company records.

Manually Link A New Contact With A Company
In this part of the exercise you will create the contact record and then link it to a company.

1. Open a new contact record and enter the name Jane Doe.

2. Click the button next to the Company field, then select the company, My Company and click OK.
You will see that the company name is a link.

3. Click the Save button. If you click on the company link, you will see the company record on the
Company Detail view.

Manually Link An Existing Contact With A Company
In this part of the exercise you will learn how to link an existing contact to a company.

1. Right-click in the Contact field in the Contact Detail view and select LOOKUP CONTACT.

2. Type Charles Smith in the Contact field and press Enter.



Lesson 3

3. Click the button next to the Company field, then select the company, My Company and click OK.

L\ You can link a contact to a division the same way that you linked a contact to a company in both parts of
this exercise. Instead of selecting the company, select the division.

Exercise 3.7: Lookup And Link Multiple Contact Records To A Company Record
This type of linking is another example of the static link that you learned about earlier.

1. Create a lookup that retrieves records that have Lookup in the Company field.
2. Select (highlight) both records in the Contact List view, then Companies = Link to Company.

3. Select the company, My Other Company and click OK. Click Yes when prompted to replace the company
link. Click OK when prompted that no more records match the search criteria.

This message is letting you know that the company name will be replaced, which is what you want. This is one
way that you can change the company that several contacts are linked to at the same time.

If you look at the My Other Company record on the Company Detail view, you will see that both contacts
(Laura Smith and Tom Wood) have the new company name. Their old company name was "Lookup".

Exercise 3.8: Understanding The Power Of Linking

Technology Division

contacts associated with it. Notice that
the Company field for John Doe is blank. ‘

In the previous exercise you linked two Contact Company

contact records to a company record. My Company John Doe

Figure 3-11 shows the company and Fi Lours Smith My Cther Company
g p Y ‘ ': inance Torm Wood My Other Company

oo ) i Marketing
This is how you can visually tell which

contacts are linked to a company and

Sales Division

e b et
which ones are not. In this exercise you g T e i
will rename the company and observe the
changes. Figure 3-11 Contacts associated with a company

1. Open the My Other Company record in the Company Detail view.
2. Change the Company name to My New Company.

3. View = Refresh. This will update the company name throughout the database.

Linking And Unlinking Contact And Company Fields

You have learned that you could link the company name field on the contact record to the company name field
in the company record. This is also true for other fields on the contact record.

b If you created a linked company record field it is applied to all company records, not just a particular
record. The same is true if you unlink a company record field.
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Viewing Linked Fields
If you want to know how company fields are View Linked Fields__

|Ink8d tO ContaCt fle|d5, Company fields have been linked to the following contact fields.
. . . . The data in the linked contact fields will be updated when the data
Companles = VleW Llnked FIE|dS. in the corresponding company fields is modified
You will see the dialog box shown in Company Field Linked to Contact Field
. Address 1 Address 1
F|gure 3'12. Address 2 Address 2
Address 3 Address 3
City City
The DEFINE FIELDS button will let you create, Country” Coontry”
edit or delete fields. You will learn more about | | w/san D/stotes
this option in the next exercise. Erate iy
Web Site Web Site
ZIP Code ZIP Code
[ Define Fields.. ] [ Close ]

Figure 3-12 View Linked Fields dialog box

Exercise 3.9: Create A Linked Billing Address Field

In this exercise you will change the Billing Address 1 field in the company record so that it is linked to the

User 5 field. This is not a link that you would create in a live database because it really does not make a lot of
sense. The fields that are normally linked between contact and company records are already linked in this
database, as shown above in Figure 3-12. Therefore I had to select fields that were not linked. You will have to
create linked fields in a database that you create from scratch.

1. Tools = Define Fields. Open the VIEW FIELDS FOR drop-down list and select Companies.

2. Click on the Billing Address 1 field. Click the Ep1T FIELD link as illustrated in Figure 3-13, then click Next.

Define Fields

Ficid sk Create, edit or delete fields

Creale new field Create a naw field, or select a field from the list o edit or delete. Salect the desired

Editfield  efffmmm—— action in the Field Tasks menu to the left

View fields for:

Field Security

‘Cumpanles v

Hiee = Field Name. Field Type Linked to Contact Field
Manage drop-down lists Address 1 Character Address 1
Manage praduct list Address 2 Character Address 2
e Address 3 Character Address 3

Billing Address 1 Character
Details Billing Address 2 Character

ABilingAdiressd, e Cherogh aesons | bt m, put®

Figure 3-13 Edit Field link illustrated

3. On the Customize field behavior screen check the LINK TO CONTACT FIELD option, then open the

drop-down list. Notice that some fields are dimmed out. You cannot select the dimmed out fields to link
to because they have already been linked to a field.

4. Select the User 5 field, then click Finish. In Figure 3-14, you will see that the Billing Address 1 field is
linked to the User 5 contact field. Click Close.

Field Name Field Type Linked to Contact Field
Address 1 Character Address 1
Address 2 Character Address 2
Address 3 Character Address 3
Billing Address 1 Character User b
Billing Address 2 Character
Billing Address 3 Character
'El._ilugg_C‘i_i}'“J L Charactegh ’_,,_j"_' F Y .

Figure 3-14 Billing Address 1 field linked to the User 5 contact field
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Updating Contact Address Fields From The Linked Company Record

If a company moves you would update the address fields on the company record. The next step is to update
the contact records that are linked to the company record so that they display the updated address
information. Before changing the company record, it is a good idea to view the linked contacts to make sure
that they have the address that you are about to change. Companies can have several locations which means
that there will be different addresses for the same company. You can create divisions under the company or
create a different company for each location. The steps below will show you how to change the address on the
company record and update the contact records. For now you can read the steps.

1. Open the company record and change the address information, then save the changes.

2. Click the UPDATES THE LINKED CONTACTS FOR THE CURRENT COMPANY button on the toolbar, then click YEs
when you see the message shown in Figure 3-15.

9 Would you like to update contacts linked to this company with the change you made?

[ View Linked Fields ] I Yes ] [ No

Figure 3-15 Update linked contacts message

Test The Linked Field That You Created

To test the linked field, you will enter data in the Billing Address 1 field and observe how the linked contact
records are updated.

1. Select the company My New Company, then click on the Addresses tab.
2. Type Test field 1link in the first billing address field.

3. Click the Save button, then click the UPDATES THE LINKED CONTACTS FOR THE CURRENT COMPANY button on
the toolbar. Click Yes when you see the message shown above in Figure 3-15.

4. On the Contacts tab, click on one of the records that has the company name, My New Company.
On the User Fields tab of the contact record, you should see the text that you entered in the company
Billing Address 1 field in the User 5 field as shown in Figure 3-16.

User Fields
User 1 User 6
User 2 User 7
User 3 User 8
User 4 User 9
User 5 Test field link User 10

Figure 3-16 User fields

User Fields Tab

In the exercise that you just completed, you added data to a user field. If this was a live database you would
rename the user field and update the layout. If you do not do this, other people that use the database will not
know what type of data should be in the field. You will learn how to modify layouts in Lesson 10.
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Unlink A Company Record Field

If you have a field that is linked, but no longer need it to be linked, follow the steps below. You do not have to
complete these steps now.

1. Tools = Define Fields.
2. Select the field that you want to unlink, then click the EbIT FIELD link.

3. Click Next, then clear the LINK TO CONTACT FIELD option shown in Figure 3-17.

Customize field behavior

Specify formats or rules for entering data in the field.

Default value (optional):

Field format (optional):

[ Link to contact field:

Mante- Fialda ran anle he linked tn athar fielda af 2 cominatible Aats bene

Figure 3-17 Customize field behavior options

4. Click Finish, then click Close.

Previously linked fields that have data will keep the data even though the field is no longer linked. Based on
the example above, this statement would refer to the contact records. Keep in mind that contact records can
link to company records, which would update the company record when a contact record is changed.

Adding Contacts To Divisions

There are several ways to add contacts as discussed below. It would be easier if we could use a drop and drag
feature to add or move a contact record from one company or division to another one.

® Right-click on the division in the Companies tree and select COMPANY MEMBERSHIP = ADD REMOVE
CONTACTS. You will see the Add/Remove Contacts dialog box shown earlier in Figure 3-6.

@ Right-click on the contact on the Company Detail view and select COMPANY MEMBERSHIP = ADD
REMOVE CONTACTS. You will see the dialog box shown earlier in Figure 3-6.

® Right-click on the contact on the Company Detail view and select COMPANY MEMBERSHIP = ADD
SELECTED TO COMPANY. You will see the dialog box shown earlier in Figure 3-7.

Exercise 3.10: Using The Companies Tree To Move A Division

You can drag divisions from one company to another. You can also drag a company to another company and
make it a division.

1. Expand the two companies that you created earlier in this lesson by clicking on the plus sign in front
of them.

Drag the Finance division from the first company to the second company. The Companies tree should
look like the one shown in Figure 3-18.

= My Company
L Tech nology Division
—— My New Company
Finance
Marketing
Sales Division

Figure 3-18 Division moved from one company to another
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3. Use the Companies tree to add the contacts in Table 3-4 to the appropriate division.

Contact Move From Move To
Tom Wood My New Company Marketing
Laura Smith My New Company Sales Division
Jane Doe My Company Finance
Charles Smith My Company Sales Division

Table 3-4 Contacts to move

Exercise 3.11: Duplicating Company And Division Records

You can duplicate a company that has divisions, but the divisions are not duplicated. This is known as
DUPLICATING a company. The process is similar to duplicating contacts that you learned to do in Lesson 2.

1. In the Company Detail view, right-click on the company, My New Company and select Duplicate.
2. On the dialog box shown in Figure 3-19 select the option, DUPLICATE DATA FROM ALL FIELDS and click OK.

Duplicate Company @

‘when creating duplicate records, you can copy the data from the primary
fields, or all fields. Primary fields are shown in the Define Fields dialog
booc.

Options
() Duplicate data from primary fields

() Duplicate data from all fields
e e S L e

Figure 3-19 Duplicate Company dialog box

3. You will see a company record that does not have a company name.
Type My Duplicate Company in the Company field.

4. View = Refresh. Click on the new company in the tree.

Notice that there are no divisions and that the contact John Doe is a member. That is because this contact is
not linked to the company, My New Company. If you click on the company record, My New Company, you will
see the two other contacts shown earlier in Figure 3-11. They are linked to the company.

Looking Up Companies
Looking up companies is similar to looking up contacts. Lookup = Companies, will display the Lookup

Companies dialog box, which is similar to the dialog box that you used in Lesson 2 to look up contacts.
The differences are discussed below.

® The Title bar on the dialog box has "Lookup Companies" instead of "Lookup Contacts".
@ The fields in the Look in this field drop-down list are company related fields.
® Replace Lookup is the only lookup option.

Exercise 3.12: Finding Companies

It is really important to make sure that the company data is as accurate as possible. Often, when adding a new
company or contact, you may not know all of the information that is important to you. From time to time it is a
good idea to either lookup records that do not have data in certain fields or create reports that show records
that are missing data. If your company does a variety of promotional campaigns, it may be important to track
how each contact was obtained. You could use the Referred By field to store this information.
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In this exercise you will find companies where the Referred By field is empty.
1. Lookup = Companies = Other Fields.

2. Open the Look in this field drop-down list and select Referred By, then select the EMPTY FIELD option.
Click OK.

The companies and divisions that you see in the Company List do not have the Referred By field filled in.
Someone should try to fill in this information.

Using The Company List View
This view has the same shortcut menu as the Companies tree as shown earlier in Figure 3-2.

Create A New Division

To create a new division from the Company List View, right-click on the company that you want to create the
division for and select NEW DIVISION.

Create A Company Note

Creating a note for a company is the same process and uses the same Insert Note dialog box that is used for
creating notes for contacts. Right-click on the company that you want to create a note for and select

INSERT COMPANY NOTE. The company name will automatically be filled in the Group/Company field on the
Insert Note dialog box.

Moving Companies And Divisions

Earlier in this lesson you learned that you can drag companies and divisions to new locations. If you do not like
to drag them, you can use the MOVE option on the shortcut menu shown earlier in Figure 3-3. The steps below
explain the process.

1. Right-click on the company or division that you want to move and select MOVE.
On the dialog box shown in Figure 3-20, select the @

PROMOTE DIVISION TO COMPANY option to make the
division that you selected a company.

Move Division options

() Promote division to compary

Select the CHANGE TO BE DIVISION OF option if you want (5 Do b b chvisions o
the company or division that you selected to be a division
of another company.

Ace Pet Store A
Arcadia Ave. Florist

Eest Lender Financing

Boomers Artworx

Boomer's Artworx

Erandee's Bakery

Brushy's Golfing World

CH Gourmet Gifts

Figure 3-20 Move Division dialog box
2. Select one of the options discussed above.

3. If you selected the "Change to be division of" option, click on the company or division that you want to
move it to, then click OK.

b Deleting A Company Record

If you need to delete a company, any divisions under it will be promoted to a company unless you delete
the division(s) first. You will not receive a warning that the company that you are deleting has divisions.
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Groups Overview

Grouping records is another way for you to be able to categorize and find contacts. You have learned how to
use the lookup command to find contacts. The limitation to using the lookup command is that all of the records
have to have the same information in the same field. You could think of the group feature as a free form way
to classify or categorize records, because they do not have to have any data in common. You can create as
many groups as you need.

If you wanted to group certain contacts together because they are all involved in the same project, you could
create a group. Contacts can be in more than one group. Grouping contacts helps you find and organize them
quickly. The main benefit to creating groups over creating lookups, is that the group information is saved.

The top right of the Group Detail view displays the group name and description of the group that is
highlighted. The bottom right section displays different information depending on which tab is selected.
For example, the Group Info tab shows information about when the group was created, whether or not the
group is private and who created it. The names on the Contacts tab are the people that are in the group.
Figure 3-21 shows the Group toolbar for both group views. Table 3-5 explains the buttons on the toolbar.

CLGIDUDS 'ﬁernupust@ly QJ @ ;.!'q\} |E| I—M T;? [ @ OQ CA 7
| [ I O O I I e R

1 2 34 5 6 7 8 9 10 1112 13 14 15 16 17

Figure 3-21 Group toolbar

Button | Description
1 Opens the Group Detail view.
2 Opens the Group List view.
3 Saves the record. (3)
4 Opens the Print dialog box.
5 Opens a new group record.
6
7
8

Opens a new subgroup record.

Add or remove a contact.

Add a note for the group or contact record.
9 Schedule a telephone call.

10 Schedule a meeting.

11 Schedule a To-Do.

12 Creates an opportunity for the group. (3)
13 Attach a file to a group record.

14 Displays the members of the group in the Contact List view.
15 Compose and send an email.

16 Export the group list to Excel. (4)

17 Opens the Help system.

Table 3-5 Group toolbar buttons explained

(3) This option is only available from the Group Detail view.
(4) This option is only available from the Group List view.

Good Groups And Not So Good Groups

These are the types of groups that you can create. An example of a not so good group would be a group that
contained contacts in the same state. This is not a good use of a group because you can create a lookup by
state to accomplish this.
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An example of a good group would be a group that contained contacts that attended an insurance seminar that
you were a guest speaker at. This is a good group because there is no existing field that you could create a
lookup on to find these contacts.

The Groups Tree

The Groups tree is on the left of the Group Detail view. At the top of the Groups tree, the number of groups
and subgroups in the database are displayed as shown in Figure 3-22.

A plus sign in front of a group means that there is at least one group or subgroup below it. The Employees
group shown in Figure 3-22 has two subgroups, International Employees and USA Employees. The
International Employees group has two subgroups, AsiaPac Employees and European Employees.

If you click on a group in the tree, you will see the subgroups in the list on the right, as shown in Figure 3-22.

L\ The uP button illustrated in Figure 3-22 is active if the group or subgroup that is selected is part of a
larger group. Clicking this button will move up the hierarchy, one level at a time. This button is also on
the Company Detail view. If you double-click on any subgroup shown, the detail record for the subgroup
will be displayed.

Al Groups - 6 group(s), 14 subgroup(s) i
Hierarch - i U
b Customers ¥ Employees->International Employees hd
—— Employees Group International Employees
= International Employees Description Mon-USA CH Gourmet Employees
AsiaPac Employees e .
European Employees group: AsiaPac Employees

USA Employeses European Employees

Friends

MACIE Board Members
Potential Book Customer
+— Prospects

Figure 3-22 Groups and Subgroups illustrated

View Groups/Companies Button
This button is available on the Contacts, View Groups/Companies

Groups and Company Detail views. It will
open the dialog box shown in Figure 3-23. |
It provides a quick way to view the =S bs
groups and companies that are in the a
database. Select the option in the VIEW
drop-down list for the type of view = = —
(group or company) that you want to see. Ace Pet Store (423) 556-1221
The matching records will be displayed at Arcadia Ave. Florist (602) 555-4412

. Eest Lender Financing (847) 55B-1232
the bOttom Of the dlalog bOX. Black Forest Baking (217) 554-5641

Boomer's Artworx (602) 5554221

If you click OK, the contacts displayed are Brandee’s Bakery (480) 555-2145
from the view that you selected. IF n gl aa R g NP o SYN Y

Figure 3-23 View Groups/Companies dialog box
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Group List View

This view provides an easy way to view groups &
and subgroups as shown in Figure 3-24. The icon  |Lookfor: [ Include Subgroups
in the first column indicates that the group has @ |Group Name #| Group Description
AsiaPac Employees CH Gourmet AsiaPac Employees
subgroups. If you do not want to see the _ ® o D
SUng‘OUpS, C|ear the INCLUDE SUBGROUPS Optlon. Customers-AsiaPac AsiaPac Customers
Customers-Chocolate |D/Status=Customer,Opportunity=Chocolate
Customers-Coffee Customers |D/Status=Customer,Opportunity=Coffee
Customers-European European Customers
Customers-USA USA Customers
@ Employees All CH Gourmet Employees
- — P sy / ‘Ggumglf‘-rqu,- U e NP

Figure 3-24 Group List view

Exercise 3.13: How To Create A Group
1. Click the GROuUPS button in the Navigation bar.

2. Click the NEw GROUP button on the toolbar. You should see a new group record at the top on the right.

@ |You can also right-click on a blank space in the Groups tree and select NEW GROUP.

3. Type Potential Customer in the Group field.

4. Pressthe Tab key and type This group contains contacts that are interested in
the next version of the workbook in the Description field.

L\. |The Description field can have up to 128 characters.

5. Your group should look like the one shown in Figure 3-25. Click Save. Notice that the HIERARCHY field
was filled in and that the group appears on the left side of the window.

Hierarchy Potential Customer b
Group Potential Customer

Description This group contains contacts that are in

Subgroups

Figure 3-25 New group

Adding Contacts To A Group
There are several ways that you can add contacts to a group, as discussed below:

@

®O0e

You can scroll through the entire list of contacts in the Contact List view and select the contacts that
you want, one by one and add them to a group. This is known as a STATIC group. The contacts stay
in the group until you remove them.

If possible, you can use the lookup command to find the records that you want to add to a group.
Select an existing group and add contacts from the existing group to the new group.

Contacts can automatically be added to a group if they meet the criteria of the query. This is known
as a DYNAMIC group because contacts are added and removed based on whether or not they meet
the criteria. There is no intervention on your part after creating the query. An example is a group for
contacts that have the title Sales Rep. Contacts added to the database that have this title would
automatically be added to the group. Any contact in the group whose title changes from Sales Rep
would automatically be removed from the group. You will learn how to create this type of group in
Lesson 8.
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The benefit of using the last three options discussed above to add contacts to a group is that you do not have
to scroll through all of the records in the database. You can add a contact to as many groups as needed.

7iAY

not.

When you add a contact that has a note to a group, the contacts notes are displayed on the Groups Note
tab, unless the note is marked private. You will see the private note in the group, but other users will

Exercise 3.14: How To Add Contacts One By One To A Group
The contacts that you add to the group in this exercise are static.

1. Select the group that you want to add contacts to. In this exercise select the Potential Customer group.

2. Click the ADD/REMOVE CONTACTS TO GROUP button on the toolbar or the ADD/REMOVE CONTACTS button in
the tab section of the window. You will see the Add/Remove Contacts dialog box shown earlier in

Figure 3-6. Click the Contacts button.

3. Click on the contact Ashley Allan, then press and hold down the cTRL key and click on the following
names: Bruce Baker, Sarah Baker and Kirby York.

4. Click the AbD button. The four contacts that you selected should be visible in the SELECTED CONTACTS list

as shown in Figure 3-26.

Select Contacts

Select from

X

‘:“-ll Cortacts - | ‘

Lock for:

Contacts to select from:

Selected contacts:

@ Name

Company ~
I-BOnes SlEaknouse | —
Great Northern Chocali
Superior Technologies
Golf Greens Extraordin

1| Name
UNQErwooa, MIKE
Van Johnson
\watts, Neilson
Webb, Ty

Allan, Ashley Tiny Town Preductions

Baker, Bruce
Baker, Sarah
York, Kirby

Company

SimAero
Capri Bock Company
Duke Industries

Slamitonabingbang Indi
CH Gourmet Gifts
Willis Enterprises

Wetmore, Kyle
@ | Whiting, Sarah
Willis, Bill
Wood, Mary
wood, Tom
Yale, David

F Zip, Michaela

New Cortact...

I

My New Company
Yale Computer Compar

Djange Consulting B

Figure 3-26 Contacts added to the group

The options in the SELECT FROM drop-down
list and the drop-down list to the right, let
you narrow or widen the number of names
that appear in the Contacts to select from
list. If you select the GROuUPS option from
the drop-down list and the Hot
Opportunities group, you will see the
contacts shown on the left of Figure 3-27.

If the database has a lot of hames and you
do not want to scroll through the list, you
can type the name that you want to add to
the group in the LOOK FOR field.

Select Contacts

Select from

|Gmups v | |Hcﬂ Opporturities|

Look for.

Figure 3-27 Contacts from an existing group

X

Contacts to select from: Selected contacts
@ Name Company @ Name Company
Loke, wilhelm UZ| International Baker, Bruce Simbera
Yaork, Kirby Duke Industries Baker, Sarzh Capri Book Company
l - York, Kirby Duke Industries
ey
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L\. If you scroll through the list of names on the left, you will see that the names that you added to the
group are grayed out. This lets you know that the contact is already a member of the current group or
has been selected to be a member of the current group.

5. Click OK. You should see the contacts in the STATIC MEMBERS section of the Add/Remove Contacts dialog
box. Click OK. The contacts will now be added to the Potential Customer group that you created. You will
see the contacts at the bottom of the Contacts tab, as shown in Figure 3-28.

Company Phone Extension | E-mail Title

Capri Book Company (765) 417-5330 Sales Manager
Kirby York Duke Industries 310-622-1506 kirby york@dukeindustries.
Eruce Baker SimAero (480) 555-2144 Bruce@simaero360.com Chief Designer
Ashley Allan Tiny Town Productions (480) 555-2451 VP of Sales

Figure 3-28 Contacts added to the group

@ To add a contact to a group, you can right-click on a contact record on either contact view and select
ADD CONTACT TO GROUP.

Looking Up Groups

Looking up groups is similar to looking up companies. Lookup = Groups = Select an option, will display the
same dialog box that you used in Lesson 2 to look up contacts. The differences are the same as the differences
for companies.

Exercise 3.15: Finding Group Records

Earlier in this lesson you learned how to find (look up) all of the contacts that were associated with a company.
Looking up contacts that are in the same group is basically the same process. In this exercise you will create a
look up for groups that are missing data in the primary address field.

1. Lookup = Groups = Other Fields.

2. Open the Look in this field drop-down list and select the Address 1 field, then select the EMPTY FIELD
option, as shown in Figure 3-29. Click OK.

Lookup Groups
Look in this field Search for
Address 1 e’ O Address 1
Forthe cument lookup (%) Empty field
Replace Lookup v () Non-empty field
- - Eli=" gtk
b W e G g S i

Figure 3-29 Lookup Groups dialog box

You will see the groups that do not have any information in the Address 1 field. If you double-click on any
group in the Group List view and then click on the Address tab, you will see that the Address 1 field is empty.

Exercise 3.16: How To Rename A Group
The steps below will show you how to rename a group.

1. Click on the group that you want to rename in the Groups tree, as shown earlier in Figure 3-22.
In this exercise click on the Potential Customer group.
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2. Type in the new group name. Type the word Book after the word POTENTIAL in the Group field,
then click the Save button. The group will be renamed.

.‘@1 The reason that I click the Save button is because it refreshes the view. If you clicked on another group
in the tree and then come back to the group you changed, you would see that the group was renamed.

Exercise 3.17: Add Contacts To An Existing Group
In this exercise you will find contacts in Arizona and add them to the Potential Book Customer group.

Create The Lookup And Add The Contacts To The Group
1. Create a lookup to find all contacts in Arizona. There should be 15 records in the Contact List view.

2. Select (highlight) the 15 records, then right-click on the highlighted records and select
ADD CONTACTS TO GROUP as shown in Figure 3-30.

Title | Contact Phone | Extension | Address 1
Manager Jim Curtis (602) 555 ® New Contact

Sales Representative Emily Dunn (602) 555 & Duplic ontac

Sales Representative Bettie James n Delete Contact

Director of Manufacturing  Morty Manicotti

Consultant Bella Minoal it Selecred

CEQ Rudy Mordstrom  (480) Look Up Selected Contacts

Operations Manager Bill Craig Tag All
Accountant George Limnoff Untag All
President e
S " Schedule »
Music and Lighting Coordinz Gracie Anderson
Write »

Chief Designer Bruce Baker
President Kyle Wetmore 555 i

VP of Sales Ashley Allan (480) |
Buyer Max Headlong
Owner Bill Willis

Add Contacts to Groupy~,
Add Contacts to Compaﬁ&...

Figure 3-30 Option to add the contacts to a group illustrated

.‘_@1 If you do not want to right-click on the records, use Groups = Group Membership = Add Selected to
group.

3. Click on the Potential Book Customer group as shown in Figure 3-31, then click OK.

L% Add Selected Contacts to Group

Add the currently selected to the group selected below.

All Groups - & group(s), 14 subgroup(s)
& Customers

Customers-AsiaPac
Customers-Chocolate
Customers-Coffee Customers
Customers-European
Customers-USA

Key Contacts

[#— Employees

— Friends
—MACIE Board Members
Potential Book Customer

F & ,.,_I Y _-__‘___L”‘_l-._..--r-—

Figure 3-31 Group selected to add contacts to

View The Contacts In The Group
1. Click the Groups button on the Navigation bar, then click on the Potential Book Customer group in the
Groups tree.

2. Click on the Contacts tab. You should see the 15 contacts that you just added, plus the contacts that you
added in a prior exercise. Click the Save button.
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Exercise 3.18: Use The Lookup Command To Add Contacts To A Group

You can use this option when you have several records that have something in common that you want to add
to the same group. In this exercise you will create a lookup to find all contacts that have the Sales
Representative title. After that, you will create a group and add the contacts to a group.

Create The Lookup And The Group

1. Create a lookup that finds all contacts that have Sales Representative as the title.
2. Groups = New Group.
3. Type Sales Reps in the Group field, then type This group contains all of the sales

reps. in the Description field.
4. Click the Add/Remove Contacts button, then click the Contacts button.

5. Select the CURRENT LOOKUP option from the drop-down list. You should only see the contacts from the
lookup that you created, in the list of names on the left side of the dialog box, as shown in Figure 3-32.

Select Contacts @

Select from

Cument Lookup -
Look for

Contacts to select from:
@[ Name Company

Betty Browser, Betty | CH Gourmet Gifts

Duffy. Sean Circle Photography

Selected contacts

[ @ Name

Company

ol
Ja B
@ | Mikola, Allison

Figure 3-32 Contacts from current look up

6. Click the Abp ALL>> button. All of the contacts should be in the list on the right side of the dialog box.
Click OK twice to close both dialog boxes.

7. In the Group Detail view click on the Sales Reps group in the Groups tree. On the Contacts tab you will
see the contacts that are in the group.

How To View The Groups A Contact Is A Member Of
1. Click on the link for Emily Dunn.

2. On the Groups/Companies tab in the Contact Detail view, you will see that this contact is a member of
the Sales Rep group that you just created and the Potential Book Customer group that you created
earlier in this lesson.

Exercise 3.19: How To Manage Group Notes And Attachments

The Notes tab on the Group Detail view allows you to enter notes for the group, just like you can enter notes
for a contact. If you create a note for the group, you only have to type it in once and it will be associated with
all contacts in the group. You can also assign a contacts note to a group. There are several ways to create a
note for a group.
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How To Create A Group Note And Attach A File To The Group Note

In addition to adding a note to a group, you can attach files like charts, spreadsheets or sales literature to a
group. Doing this allows you to keep all of the attachments for the group in one place.

1. Click the Groups button, then click on the Potential Book Customer group.

2. On the Notes tab, click the INSERT NOTE button. You should see the Potential Book Customer group
name in the Group/Company field on the Insert Note dialog box.

3. Type These contacts have requested a book catalog. in the REGARDING field.
4. Select the text that you just typed and change the font to Comic Sans MS, then change the font size

to 12. Change the color to red. The color option is to the right of the Font Size drop-down list.
Leave the dialog box open to complete the next part of the exercise.

How To Attach A File To A Group
In Lesson 2 you attached a file to a contact record. Attaching a file to a group record is the same process.

1. Click the ATTACH button on the Insert Note dialog box.

2. Double-click on the L2 Attach file. The note should look like the one shown in Figure 3-33. Click OK.

¥ Insert Note EJ

=2 3
Tl 11172007 v Time: |1T40FM v

Attachment [F] Lo sttach 5t Remove
Group/Compary: | Potential Book Custon| (-] Record Manager- | Chis Huffman v

Regarding:

= & 3F | Comic Sans MS v 12 -A-B I U F|=|= = =

These contacts have requested a book cataleg.
P o b ot por i pp et P

Figure 3-33 Group note

View The Group Notes And Attachments

1. On the Notes tab, open the sHow FOR drop-down list and select Group. The entry should be the same
one shown above in Figure 3-33.

2. Click on the Attachment icon for the note. The attached file will open. Close the attached file.

Exercise 3.20: Assign A Contact Note To A Group And Individual Contacts
In this exercise you will complete the following tasks:

® Create two notes for a contact that is in a group.
@ Associate one of the notes to contacts in the group that the contact in the task above is a member of

and to one contact that is not in the group.
® Associate the second note to a group that the contact in the first task is not a member of.

Add The Contact To Another Group
1. On the Contacts tab, right-click on the contact Sarah Baker in the Potential Book Customer group and
select Group Membership = Add Selected to Group.

2. Select the Prospects - Hot Opportunities group, then click the Add button. The contact should be a
member of two groups, as shown on the right of Figure 3-34. Click OK.
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L% Add Contact to Groups/Companies @
View
Groups and Subgroups -
7 Is @ member of
.AH Groups - 7 group(s), 14 subgroup(s) Group Name /| Group Description
| f{k Customers Hat Opportunities Opportunities Clasing in 50
i PotenilBook Custor This group cortans cortc)
Customers-Chocolate
Customers-Coffee Customers
Customers-European
Customers-lJSA -\
| Key Contacts -
#—Employees
[— Friends
||+ MACIE Board Members
| |~ Potential Book Customer
S Prospects
Prospects AsisPAC —
¥ W ,‘u.wj i f’ SRS IR S v Y

Figure 3-34 Add Contact to Groups/Companies dialog box

Create The Notes
In this part of the exercise you will create the notes for Sarah Baker.

1. Open the Contact Detail view for the contact Sarah Baker. (Hint: If you are in the Group Detail view,
click on the contacts name on the Contacts tab).

2. Click on the Notes tab in the Contact Detail view and create the notes in Table 3-6.

Note | Regarding Field Formatting

1 This is the first contact note for S. Change the font size to 10 and
Baker. It will be applied to individual | the text color to green and
contacts in 2 groups and 1 contact that | bold.
is not in a group.
2 This is the second contact note for S. Change the color of the text to
Baker. It will be applied to the group purple, bold and italic. (5)
via the Insert Note dialog box.

Table 3-6 Notes to create for Sarah Baker

(5) Click the button at the end of the Group/Company field on the Insert Note dialog box. Click OK to
share the note as shown in Figure 3-35. Select the Potential Book Customer group to add to the
note. You should have the options shown in Figure 3-36.

\i)) Sharing a public note with a group or company allows the note to be viewed by users having access to the group or company.

[[] Do not show this message

Figure 3-35 Sharing a public note message
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# Insert Note @
Contact: |Baker. Sarah [Capri Book Comparry] w | Contact...
Dete: 3372007 3 - Time: [311 PM |
Attachment: | | [ Mtach... ]
Group/Company: Potential Book Custon D Record Manager: |Chris Huffman v |
Regarding:
= @ 47 |Microsoft Sans Serf v | 8 -A-B|I|U T[=|= = =
This is the second coniact note for 5. Baker. It will ne applied to the group via the Insert Note
dialog box.

r __._,.-.. ....., e ._“,“M-....._.-} —t f“./‘/ - J * s

Figure 3-36 Note associated to a group

Associate The Notes

1.

5.

[:;

Locate the first note that you created in Table 3-6 for Sarah Baker in either the Contact or Group Detail
view, then double-click on the note.

Click the coNTACT button on the Edit Note dialog box and select the contact George Bailey.
Open the seLecT FROM drop-down list and select Groups, then select the Sales Reps group from the next
drop-down list. You will see the contacts for the group at the bottom of the dialog box. Add Bettie James

to the contact list.

Select the Prospects group. Add the contacts Mary Bailey and Kirby York. You should have the contacts
selected that are shown in Figure 3-37.

Select Contacts &‘
Select from
|Gmups w | ‘ Prospects w ‘
Look for:
Contacts to select from: Selected contacts:
@& Name Company ~ @ Name Company
gulrms.l:awa [Ir-'.nulluslng supplies | — Eieicrans Liberty Savings & Loan
Sa ter, Re 2 R.nlqu; /_T-tems Bailey, Mary Liberty Savings & Loan
o iver Rat Tours Baker, Sarzh Capri Book Company
Schmidt, Anna Parisian Fublishing James. Betiie Boomer's Artwor
Spackler, Carl Golf Greens .Extraordm York, Kirby Duke Industries
Torrey, ™ <kwell Duke Industries r

Figure 3-37 Group contacts

Click OK twice to close both dialog boxes. When you see the dialog box shown in Figure 3-38 select the
first option and click OK.

Edit Shared Note

This note has been changed and is shared by two or more
contacts. Select an option to save your changes.

Options
(%) Save my changes for all contacts associated with this note

() Save my changes as a new note for this contact
o 0% , - J- --w—l-r e

Figure 3-38 Edit shared note options

Editing A Shared Note

After creating a note, you may need to update the information in the note. When you modify a note that
is shared with groups or contacts, you will see the dialog box shown above in Figure 3-38. Select the
option for how you want the changes to the note to be applied.
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View The Notes

1. Create a lookup by last name. Search for Bailey. You will see three contacts. Mary and George Bailey will
have the first note in Table 3-6 above (in green). Peter Bailey does not. This is correct.

2. The note should also be available in the Prospects group. If you do not see the note select
GROUP CONTACTS in the Show for drop-down list.

3. View the Potential Book Customer group notes. You will see the second note that you created in
Table 3-6 above. You will also see the first note because it was created by Chris Huffman (aka you) who
is a member of the Potential Customer group.

Show For Drop-Down List Options

The options in the sHow FOR drop-down list  |5haw Far: v
shown in Figure 3-39 are available on the 2l

notes, history, activities and opportunities Date Grou
tabs in the Group Detail view. The options let @

you filter the entries that will be displayed.

Figure 3-39 Show For drop-down list options

ALL will display both group and group contact entries.

GROUP will display entries that are created at the group level.

GROUP CONTACTS will display entries that are associated with a contact in the group. They are created at the
contact level like the one that you created earlier in Exercise 3.20.

The difference between Group and Group Contacts entries are the level that they are created at.

b Group level notes cannot be viewed on the Notes tab in the Contact Detail view. To know if there is a
group note for the contact, click on the Groups/Companies tab on the Contact Detail view, then
double-click on the group and click on the Notes tab in the Group Detail view.

If the note is long, you will not see all of it on the Notes tab. If you look to the far right of the window,
you should see a shaded area. This is the Preview area.

If you click on a note, you will see the note on the right side of the window. You can resize the Preview area
by placing the mouse pointer in the position illustrated in Figure 3-40 and drag the mouse pointer in the
direction that you want to resize the window to.

Date | Time Regarding @ Eé Record Manager Contact This is the first
If you do nOt Want to have 411512007 5:50 PM This is the first contact note for Chris Huffman Andy Harrison... contact note for
the Preview area visible, you S_ Baker. It will be applied to S. Baker. It will
- . s L individual contacts in 2 groups be applied to
can hide it by clicking on the et et individual

Options button and clearing group. e m
the SHOw PREVIEW option.

Ji contact that is
You can do this on any ' not in a group
Notes tab.

Figure 3-40 Preview area illustrated

Exercise 3.21: How To Save The Result Of A Lookup As A Group Or Company

If you create a lookup that you will use over and over, you can save it as a Group or Company by following the
steps below. The number of records in this type of group or company can change. If the value in the field that
the lookup is using changes and now meets the criteria, the contact record will automatically be added to the
group or company. If the value in a contact record changes and no longer meets the lookup criteria, it will
automatically be removed from the group or company.

1. Create an Email Address lookup for contacts that do not have an email address.

2. Lookup = Groups = Save Lookup as Group.
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3. Type My Group Lookup No Email as the group name, then View = Refresh.
4. Lookup = Companies = Save Lookup as Company.

5. Type My Company Lookup No Email as the company name, then View = Refresh. If you view
the records under the company and group that you just created, you will see that both have the same
records.

Subgroups

A subgroup is usually a subset of the contacts in the group. In the previous exercise you created a group that
contains contacts that do not have an email address. If you wanted to further categorize the contacts by
company, title, state, status or just about anything that you can think of, you can create a subgroup.
Subgroups can be 15 levels deep, meaning subgroups can have subgroups. Subgroups are similar to divisions
that companies have.

Exercise 3.22: Creating Subgroups

In this exercise you will create two subgroups for the My Group Lookup No Email group; one for sales reps and
one for title.

1. In the Group Detail view, right-click on the My Group Lookup No Email group and select NEW SUBGROUP.

2. Type Sales Reps No Email in the Group field, then type This subgroup contains sales
reps that do not have an email address in the Description field.

3. Click on the My Group Lookup No Email group in the Groups tree. You should see the subgroup.

4. Create another subgroup under the My Group Lookup No Email group. Use No Title as the name.
Type These contacts do not have a title in the Description field.

Exercise 3.23: Moving (Copying) Contact Records Between Groups And Subgroups

After subgroups are created, it is a good idea to move the appropriate records from the group to a subgroup.
In this exercise you will move contacts that have the Sales Rep title to the corresponding subgroup and
contacts that do not have a title to a different subgroup. There are two ways to move contact records as
discussed below.

@® Move the contacts manually.
@ Use a query. You will learn how to do this in Lesson 8.

Keep in mind that the contact records are not physically removed from the group and placed in the subgroup.
The contact records are copied. This means that contact records at the group level can also be in a subgroup.
There are three ways to avoid this if you think it will drive you crazy to see the same contacts in the group and
subgroup. This is one of the items on my ACT! wish list that I would like to see improved. I think it would be
easier if we could move contacts between groups and subgroups.

® Do not create any subgroups. Only create groups.
@ Use the Add/Remove Contacts dialog box to remove the contacts from the group.
® Do not add records to a group that you really only want to see in a subgroup.

Moving Records Manually
1. Click on the My Group Lookup No Email group, then click on the Contacts tab.

2. Sort the contacts by the Title field. The contacts that do not have a title should be at the top of the list.
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3. Click in the row of the first contact without a title. Press and hold down the Shift key, then click in the
row of the last contact record that does not have a title.

4. Right-click on the highlighted records and select Group Membership = Add Selected to Group.
5. Select the No TITLE subgroup that you created in the previous exercise, then click OK.

6. Select all of the contacts that have the Sales Representative title in the My Group Lookup No Email group
and add them to Sales Reps No Email subgroup.

7. If you click on the Sales Reps No Email subgroup you will see the contacts that you added as shown in
Figure 3-41.

All Groups - 9 group(s). 16 subgroup(s) _ -
& Customers Hierarchy My Group Lookup No Email-»Sales Reps No Email v

Ecusmmm.ﬁ‘siapac Group Sales Reps Mo Email Subgroups:

Customers-Chocolate Description This subgroup contains sales reps that d
Customers-Coffee Customers
Customers-European
Customers-USA

Key Contacts
—Employees Contacts | Notes | History | Activities | Opportunities | Documents || Group Info | Address

e
R My Group Lookup No Email oatact
tNoT‘tle Contact Company Fhane Extension  E-mail Tile

0164 262546 [ T ——
[ NACIE Board Members Emily Dunn Boomer 's Artwonx (602) 555-4874 Sales Representative
i Sk CisTomesy Betiie Jsmes Boomer's Arworx Sales Representative
+ Frospects

I Sales Reps - J _ —b
- - S8 v d g PR // I e i N ey s et

Figure 3-41 Contacts in a subgroup

Deleting Groups Or Subgroups

You may have a need to delete a group or a subgroup. When you delete a group or subgroup, the contacts,
their notes and attachments are not deleted. The groups notes, history records and attachments are deleted.
Subgroups of the group that will be deleted are not deleted. If you need to delete a group or subgroup, you
can follow the steps below. For now, you can read this section because you do not need to delete any group or

subgroup.

How To Delete A Group
1. Right-click on the group in the Group Detail or Group List view and select Delete.

2. Click Yes when prompted to delete the current group.

How To Delete A Subgroup
1. Right-click on the subgroup in the Group Detail or Group List view and select Delete.

2. Click Yes when prompted to permanently delete the current subgroup.

Removing Contacts From Companies Or Groups

There may be times when you need to remove contacts from a company, division, group or subgroup.
An example would be if the contact leaves the company. If this is the case, you can follow the steps below to
remove contacts that are not linked to a company, division or group record.

1. Right-click on the company, division or group that has contacts that you want to remove in the tree and
select Company Membership = Add/Remove Contacts or Group Membership = Add/Remove Contacts.

2. Click the Contacts button on the Add/Remove Contacts dialog box.

3. Select the names that you want to remove in the SELECTED CONTACTS list, then click the Remove button.
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4. Once you have removed the contact records, click OK twice to close both dialog boxes.

Removing Links Between Contact And Company Records

If a contact is linked on the Company (name) field, it cannot be changed until you remove the link. Earlier in
this lesson you learned that contact notes and history records that appear under the company record are not
automatically removed. Removing the link between the contact and company is how the contact records
remain under the company record.

1. Open the contact record (in the Contact Detail view) that you want to remove to company link from.

2. Click the button at the end of the Company field. You will see the message shown in Figure 3-42.
Click OK. The link will be removed and the Company name will no longer be linked.

'i Disabling the link from a contact to a company will stop field updates to the contact record based on changes to the linked company record. Click

OK to disable the link.

I oK } [ Cancel

Figure 3-42 Disable link message

Converting A Group To A Company

Groups and subgroups can be converted to a company. If the group or subgroup that you convert has
subgroups, the subgroups are not converted. They move up the hierarchy and quite possibly become a group.
Contacts that are in the group or subgroup become members of the company.

One reason that you may convert a group to a company is because the contacts in the group have the need to
use some of the features that a company record has. In this exercise you will convert the My Group Lookup No
Email group to a company.

b |Once you convert a group to a company, it cannot be converted back.

Exercise 3.24: Using The Convert Groups To Companies Wizard

1. In the Group Detail view, right-click on the My Group Lookup No Email group and select Convert to
Company.

@ | Groups = Convert To Company, will also open the wizard shown in Figure 3-43.

2. Click Next on the first screen of the wizard. You will see the screen shown in Figure 3-43. Click Next.

The SELECT GROUPS screen shown in Figure 3-43 lets you select the group(s) that will be converted to a
company. Because you selected the group before opening the wizard, the group is already selected and in the
SELECTED GROUPS list, ready to be converted to a company.

If the group has subgroups that you also want to convert, check the INCLUDE SUBGROUPS option.

The MAP FIELDS screen shown in Figure 3-44 lets you select the field in the company record that data from a
field in the group record will be moved to.

If you need to select a different company field, click in the company field that needs to be changed and select
the field that you need from the drop-down list as shown in Figure 3-44.

If you modified the group view and added fields to it, you will not see a corresponding field in the list of
company fields. You will have to modify the company view also. You will learn how to modify layouts in
Lesson 10.
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Convert Groups to Companies (2 of 6) | Convert Groups to Companies (3 of 6)

Select Groups
Select the groups you would like to convert to companies.

Map Fields
Suggested field mappings appear below. To customize these selections, chose from
group fields on the left and map to company fields on the right.

Look for:

Map this field: Tao this field:
| [ Include Subgroups - T = T
Group Fields E!Ilc:m[:nam,r Fields |~
Selected Groups: Address 1 Address 1 5|
Group Mame /| Group Description Group Name Group Description ; 7 Address 2

| ID/Status=Customer
Employees All CH Gourmet Empls
Friends

My Group Lonkupi

Address 3

Billing Address 1
My Group Lockup Create Date Billing Address 2
NACIE Board Mem| National Association ¢ Edit Date -

Billing Add 3
Potential Book Cu This group contains o — ress

Group Description Billing City b

Prospects |D/Status=Prospect

Sales Reps This group contains &

ry—— NI
e i —— -, L - _.-/'J . =
- ' s PAGPHNY a0 aaa i SRroT Y e NP

| <

Figure 3-43 Select G
igur elect Lroups screen Figure 3-44 Map Fields screen

3. The fields are mapped correctly. Click Next on the Map Fields screen.

The screen shown in Figure 3-45 displays Convert Groups to Companies (4 of 6)
the group(s) that will be converted.

The following groups will be converted to companies:

My Group Lookup No Email

If you are converting a Group or Sub-Group that includes one or more Sub-Groups. only

the ariginal Group or Sub-Group will be converted. The Sub-Group(s) will replace the

converted item.

If you are converting Groups that include static contacts you don't have access fo, those
. contacts will be members thhg‘WDmpany.

. “mamn I _/ vasndt .Jul'/".'f"‘_“

Figure 3-45 Groups to be converted screen

4. Click Next on the screen shown above in Figure 3-45. The Convert Groups to Companies screen lets you
know when the group has been converted.

5. Click Next after the group has been converted. Click Finish on the last screen of the wizard.

The group record has been removed. If you look in the Company Detail view you will see the My Company
Lookup No Email company. If you need to change the company name you can.

3-29




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


