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ACE Support

ACE 7.1.0 is supported in many ways. The first level of support begins with the use of the on-line help
mformation. A click on Help brings up the Help menu for support. Clicking on Contents brings up the
browser based help file. In this help file under Contents are both a screen based traverse of the help
nformation and this user’s guide. An index and the capability to search are also available on all these
help nformation. In addition in the Help menu the Current Topic can be selected. A section on the Help
menu also tells us about the features of the on-line help system.

The second level of support is provided at the www.goace.com web site. The web site can be accessed
through any web browser and on computers which are on the web through the item on the Help menu.
The www.goace.com web site is being developed as a charted path through all the questions and
answers provided in the continuing support of ACE. The answers can refer to topics of the on-line ACE
help, other web sites, and special instructions, whatever can be found to support ACE users.

Finally, as a third, there is the purchased ACE support at the email support@goace.com

Thirty days of support comes with the purchase of ACE. Beyond that time period, the user has many
options for purchasing additional support. These options are described on the www.goace.com web site.
Purchased support requires the serial number information contained in the Help menu under about.

Users moving from versions of ACE prior to fourth quarter 2003 are provided additional support as
deemed appropriate by SSGINDIA to assist them in moving to the new ACE. This policy also is
described on the www.goace.com web site.

Note:

Data from latest version of ACT which is using SQL Server, can be migrated as a separate
service on payment — please speak to support@goace.com
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New features in Ace 7.1.0 over Ace 7.0.99

Ace7.1.0 has an additional event apart from existing events called as OPPORTUNITY event. This is
to be used for opportunity tracking by Marketing and Sales people.

Ace7.1.0 gives you an additional export, import facility to / From XML Format. Which means you
can import/export Data from your handheld devise as well.

Ace7.1.0 has a very useful feature of scheduling Emails, which is very much necessary to send
emails on birth days or anniversary or can be even used in email campaign. In earlier version ACE
7.0.99 - if you schedule a Birthday (or an Anniversary) event it was just giving you an alarm but in
Ace7.1.0 - you can schedule a birthday event along with an option of sending Best wishes to the
customer through email on that particular day automatically.

Ace7.1.0 has new Calendar Interface, which has a very pleasant look and feel.

Ace7.1.0 has now a new Synchronizmg ACE Contacts and Events feature with Microsoft outlook
and Nokia Mobile phone.

Ace7.1.0 allows its users to upload images on the contact screen. Now you can see your contacts in
front of you while speaking to them over ACE Dial facility.

Ace 7.1.0 provides a list of departments while adding / editing contact where they can select any of
the departments they belong to.

Ace 7.1.0 users can setup the status of contacts like prospect / cold, warm, hot, new customer and
old customer.

Ace 7.1.0 users can select the role of the customer lke CEO / End User / Influencing person /
Decision maker.

Ace 7.1.0 has now provided a facility of viewing the contact name in the time management screen.
Ace 7.1.0 is now provided with a new facility like online activation and deactivation.

Ace 7.1.0 s now provided with email verification for mail sending. If no mail id is present in the
contact then it will display an error message.

Ace 7.1.0 is now provided with new facility like arranging the databases in alphabetical order.

In Ace7.1.0, new Global replace designs have a very pleasant look and feel.
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ACE 7.1.0 User Guide
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SL NO ITEM DESCRIPTION PAGE NO
1.0.0 | ACE 7.1.0 Installation How to Install ACE 7.1.0 5
1.1.0 | Pre-Regquisite Windows 2003, XP or Vista or 7, operating 6
System.

1.2.0 | Preferable Drive Some comments about the Microsoft 7
protection of the "Program Files" folder.

2.0.0 | Welcome to ACE 7 Features Of ACE 7.1.0 14

3.0.0 | Benefits of ACE 7 Tells about advantages of using ACE 7.1.0 15

User Functionality

4.0.0 | ACE7.1.0 Basics ACE Basics gives you detailed nformation 16
about how to operate ACE.

5.0.0 | Contact Screen-Overview Contact Screen you can access all functions 25
which are available n ACE to the ACE user.

6.0.0 | Contents Tells About Menus of ACE. It is as follows 71
with Sub categories

6.1.1 | Contact Screen It is the Main Operation screen. Here we 71
enter the Contacts, Schedule our
Appomtments and Send Mailings.

6.1.2 | File Menu Create and access new databases, Setup and 72
maintain your databases.

6.1.3 | Edit Menu Edit Contact records and memos, database 73
moves and view group fields.

6.1.4 | Schedule Menu Adds Events to your Calendar and Schedule. 74

6.1.5 | Lookup Menu Lookup contacts by one of many indexes, 75
and Query by Example.
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6.1.6 | View Menu View Contacts, Events, History Records and 75
other screens.

6.1.7 | Call Menu Dial up Contacts fast with Speed dial or log 76
your phone calls.

6.1.8 | Tools Menu Use the Calendar or Task Manager to plan 76
your day.

6.1.9 | Write Menu Print letters envelops and labels. 76

6.1.10 | Report Menu Print Reports and Contact lists. 77

6.1.11 | Window Menu Arranging icons and selecting the form 77
layout design

6.1.12 | Help Menu How to use the ACE Contact Manager Help 77
system.

7.0.0 | Kick start It tells you the complete basic feature of 78
ACE

Admin Functionality

8.0.0 | Compressing Compress database to remove any deleted 118
records

9.0.0 | Migration Migrating data from ACE6 to ACE 7.1.0. 118

10.0.0 | Rebuild Indexes Rebuild your databases to keep your data 125
happy and healthy

11.0.0 | Restoring Backup Restoring the back up data 126

12.0.0 | Taking Backup Taking the data backup for Ace. 127

13.0.0 | Upgrading ACE Information for Existing Ace users to upgrade 129

(Version 6 or Version 7.1.0) to the latest Ace version.
14.0.0 | Restrictions of operations for | The list of restrictions for client server 134

client server installation

mnstallation.
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1.0.0. ACE 7.1.0 Installation

ACE 7.1.0 is installed from a single executable file, aceXsetup.exe, where X represents the major
version number of ACE (ace7setup.exe). Normally ACE can be downloaded from -
WWW.goace.com

www.ssgindia.com/downloading.aspx

WWW.regnow.com

And from several shareware sites.

A CD-ROM may be purchased with aceXsetup.exe on it if desired.

Existing ACE Users — should take a backup of ACEDATA before uninstalling ACE. After which
they may Re-install it from downloaded Ace7setup.exe.

1.1.0. Pre-Requisite

Windows XP

Windows Vista

Windows7

Windows Server 2003

Windows Server 2008

Microsoft office 2007

Nokia PC Suite (required only for synchronization)

And latest windows update of the machine from http:/update. microsoft.com.

1.2.0 Preferable Drive

If you have two drives and you are using Windows XP / Vista or Windows7, you may install ACE
Contact Manager on the second drive as well It is convenient for backups and upgrading your operating
system disk. A User of a PC desktop or laptop who has only one partition or drive can install the ACE
7.1.0 application on C drive or the single drive by running a setup or installation process as “ Run as
Administrator”.

But, a word of caution! Windows Vista and 7 does not allow writing to C:\ProgramFiles\” or deletion
of read only files on the C drive. We at Ace have worked hard to make these restrictions transparent to
the user. This is why Ace has the "Works with Windows Vista” certificate and “Windows 7 Logo
Certificate”. The testing to make sure these requirements are met has been accomplished, but Microsoft
does make a lot of changes time to time as a security need of the users and hence it is advised to avoid
C: drive.
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Installation Process

1. Right click on the ACE7setup.exe, wherever you have saved and select “Run as Admnistrator”

Open
Run as administrator

Troubleshoot compatibility

Share with
Restore previous versions

B Adobe Drive C34 3

= Send to 3

Syl Cut
Copy
Paste
ﬂ Create shortcut
s e} Delete
Rename
Properties

2. The user will get the following Welcome window. Click on Next to proceed.

[ 15 2ce Contact Manager 7 - InstallShield Wizard ==

welcome to the InstallShield Wizard for Ace
Contact Manager 7

The InstalShield(R) Wizard will install Ace Contact Manager 7
on your camputer, Ta continue, click Mext,

WARNING: This program is protected by copyright law and
inkernational treaties,

< Back E Next = ] [ Cancel

3. The screen below with the “License Agreement” requires a positive effort from the user to
click on the “T Accept” button, in order to proceed.

ACE7
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ﬁ Ace Contact Manager 7 - InstallShield Wizard

License Agreement

Please read the following license agreement carefully, e

SSGINDIA Software End-User License

The Ace Contact Manager software contained herein is licensed in accordance with
the following terms and conditions. If you do not agree to these terms and
conditions, select "MO” below and this installation will terminate. If you agree to
these terms and conditions, select "YES” below and the installation will continue.

LICENSE

SSGIMDIA grants you a non-exclusive, non-transferable license to use the

enclosed Ace Contact Manager software for a trial usage of 30 contacts and three
users solely for your own internal needs on the computer on which this installation =

@) I accept the terms in the license agreement

(7) I do not accept the terms in the license agreement

Instalshield

< Back

][ Next = ] [

Cancel

]

The choice of “Destination Location” (Installation Directory) is next. For a standalone computer or for
a server, the default location of installation provided by the software makes a good choice as a
directory of Installation. The user can also browse to find a drive on which to install ACE 7.1.0. It is

advised to install on a drive other than C: drive, if

4,

possible.

available Options. After that click Next to proceed for installation.

jl_? Ace Contact Manager T - InstallShield Wizard
Customer Information

Please enter your information,

User Name:
Pl

Qrganization:
[ssemipia

Install this application For;

@ Anyane who uses this computer (all users)
1 Only For me {Meilh)

InstallShield

e

e

< Back ][ Mext

Cancel

>

on Next to Proceed.

ACE7

In the next screen, the user requires to enter the User Name and Organization and select the

Next are the ‘“Program Maintenance Group” choices. Select the Maintenance type and then click
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74 Ace Contact Manager 7 - InstallShield Wizard

Program Maintenance q;

Admin,Client Or StandAlone Installation.. .. .

@ Admin

Install the Admin version for multi-user networked installations,

) Client
E Install Client version For existing Admin installation,

() stand alone

Tnstall Stand Alone Application,

Installshield

< Back “ Mext = | l Cancel

The three different options in the Program Maintenance screen are mentioned below.

e Stand alone => one single system where ACE 7.1.0 is being installed and where the database
will stay.

e Admin => The machine where ACE 7.1.0 administrator will be installed and where the
central database will also be mstalled and there will be additional Ace clients.

e Client => Ace 7.1.0 should be separately installed on each client PC. No database will be
installed on the Client Picas there will be a central database on the “Admin”
PC. When ACE 7.1.0 runs for the first time, it will ask the user to “Locate the
Database” on the “Admin™ system or any other system having ACE 7.1.0
database n ACE 7.1.0 format. Once the database is located, the Client will
continue to work. So there is flexibility and the client can switch over to
different database simply by locating it.

We will proceed now to explain the sequence of installation in the case of “Stand Alone”.

6. Follow the screen carefully. Click on “Change” button to change the location of nstallation to D
drive (or any other drive apart from C: drive or system drive).

ACE7 9



[l

ACE Contact Manager 7.1.0 User Manual v

@Ace Contact Manager T - InstallShield Wizard (==

Executables Destination Folder

Click Mext to install to this Folder, or click Change ta install to a different Folder . A

r/"j Install Ace Contact Manager 7 executables to:

Ci\Program Files\Ace Contact Manager 74 changs...

Installshield

I < Back ][ Mext = I | Cancel

7. The user is free to select any drive apart from the C system drive. Here we have selected the D
drive. After selecting the D drive for installation, click on Next to proceed further.

_‘@Ace Contact Managet T - InstallShield Wizard ==
Executables Destination Folder
Click Mext ta install ta this Folder, or click Change ko install ta a different Folder, "
G Install Ace Contact Manager 7 executables to:

DineilhiAce Change... |

Instalishield

< Back ” Next = | { Cancel

8. Install ACE 7.1.0 in the Data Destination Folder or click Change to select a different folder.
Click on Next to continue.

ﬁAce Contact Manager 7 - InstallShield Wizard =

Data Destination Folder

Click Mext to install to this folder, or click Change to install to a different Folder,

2
( j Install Ace Contact Manager 7 data to:
Dineilhidce? Change...

InstallShield

I < Back H Next = ‘ ‘ Cancel

ACE7
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8. The following screen appears. Click on the install button to install.

‘_'EJ Ace Contact Manager 7 - InstallShield Wizard @

o
Ready to Install the Program ‘

The wizard is ready to begin installation. =
& d . -

Click Install to begin the installation.

IF vou want ta review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

InstallShield
< Back ” Install | ‘ Cancel
10. The Installation process begins.
ﬁ Ace Contact Manager 7 - InstallShield Mézard E’ = ’@

Installing Ace Contact Manager 7 ‘

The pragram features yaou selected are being installed.

Please wait whils the Installshield YWizard installs Ace Contact Manager 7.
This may take several minutes,

Status:

Installshield

= Back Next = Cancel

11. In the Install Shield Wizard, select the Checkbox “Launch Ace Contact Manager 7.1.0” and
click on Finish.

ACE7
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ﬁ! Ace Cantact Manager 7 - InstallShield Wizard @I

InstallShield Wizard Completed

The Installshield wizatd has auccessfuly installed Ace Contac:
Mznager 7 Clic< Finish to ext the wiza'd,

Launch Ace Contack Vanagsr 7

< Back Cancel

12. The ACE 7.1.0 Welcome Screen appears. Click on Continue

Contact
Manager
741

Copyright 1994-2010

J Welcome to Ace Contact Manager! Please
the first tab section of the next form with your User
Information. You may edit it at any time.

13. This is the ACE Preference window. The General, Modem, Events and Internet Tabs are
discussed later in this manual. In the ACE Preferences window, it will ask for some
mformation and all mformation are not mandatory. But you need to input the 3 character
Initials of your choice and click on Save. Please do not forget the initial.

¢ ACE Preferences @M

1 Userlrfo | 2 General | 3 Modem | 4 Everts | 5 intemet |

Initials: ‘ = ™ Automatic Login

Name: [None
Title:

Company: |Mone
Address:

Phone:

Fax:

Password:

Security
question

Answer: ] o

Save | Cancel | Help |

Ll
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14. The following window appears. Input the Initials and press Enter.

In case you forget your initial or password, use forgot password below password block.

15. If you have selected the “Client” option while installing, and then have run ACE 7.1.0 for the
first time, it asks you to locate the database and then you have to feed in the mitials. Click on
Browse button to locate the database on the “Admin” machine on your network -

ACE7 13
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16. Double Click on the Network drive and locate ACEDATA folder on “Admin” machine.

NOTE: If you have selected the option of Standalone application in the Program Maintenance
window, then the following screens (Browse for Folder popup and Browse popup will not appear).

Browse For Folder @

Bl Desktop

» 4 Libraries

» LB WINTP1

> /M Computer

’&i MNetwork

’@ Control Panel
£ Recycle Bin

J junk

Make New Folder ] [ OK ]’ Cancel

17. Click on The finish button.

%

) 0
() %3 Map Network Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connectto:

Driver (W =]
Folder:  W182.168.1.200% laxrmi ~ [ Erowsen

Example: Wserverishare
[¥] Reconnect at logan
Connect using a different user narme.

Connect to 3 Web site that you can use to store your documents and pictures,

1.3.0. Trial Version Display

Until you register ACE, you will receive a Trial Version Display screen as shown below where a pop-up
appears indicating about your evaluation period left from the date of start.

ACE7 14
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ACE Contact Manager E@&J
s g

gqﬁ You are on day 31 of your 45 day evaluation period for this program.

e This trial version of ACE allows you up to 45 days to
g eva_luate the program w@th up to thre:_eAce users. To
‘. register, order and receive an Activation Number for ACE

call 31-80-23330913. Click on 'Buy Now' below to
purchase Ace 7 license(s) online. Click on Register
Submissian D - 13320512 Delow to enter activation code.

Register Buy How | Continue

Windows7

The screen reminds you that you have 45 days in the trial version. When you are ready to register, click
the Register button. The Serial / Activation Number provided to you when you buy should never change.
If for some reason your Activation Number does not Work, then please contact ACE at
WWW.Z0ace.com.

But normally, when you contact ACE you will be asked for the Number of Users you wish to activate as
well as the other data mentioned above. You will then receive an (five groups of six characters)
Activation Number for registration.

NOTE: Prior ACE users should remember that if they move their databases into an unregistered version
of ACE, the limit of 30 contacts will defeat such efforts.

If you click on the Register button the following popup appears. Feed in the details for the Ace
registration.

Ace Registartion =REC X

1 Fill up the following fields to Activate (Mandatory =)

Owner |
Number of Users™ ||

Contact Name™ |

E-Mail Id= |

Phone Mumber™ |

Activation Number| I | I I |

— Optional

Company |

Departmant |

Website |

Register Over Internet Cancel

ACE7 15
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1.3.1. Online Activation:

After receiving the Activation Number fill in the particulars click on the Register over Internet button. If
your device is connected to internet and the Activation Number is valid then Ace will be registered.

If the device is not connected to internet then additional 30 days will be provided for Activation through
mternet.

1.3.2. Deactivation:

Users can Deactivate Ace from their computer that has been Registered Online any time and use the
same Activation Number to Activate Ace in different or same computer.

To deactivate click Help m menu bar, select Deactivate Registration.

%4 ACE Contact Manager - [Grooming] - - = |5 ||
File Edit Schedule Lookup View Call Tools Write Report Window | Help - 8 X
W = | Contents. Alt+F6
I g B 5|5 6] 8
] =2 Using Help
T [ T =
Oror S| €< >>] Bl BIE] Fld  conenerone bl @
Last N Ben & Kathy Zosliner DeActivate Registration Date Time. Descriptior
Valid renting 02-Mar-11 04:06 pm Todo
1165 About. 02-Mar-11 04:06 pm Opportunty
Scape - I
AllRec... P A
< | al
Memo
work 451.23 54664 = -
Updated 10/2872010 5:37 pm GL : bad shape health wise for surelll
03/02/2011 Fax 456.754.664 own shampoo #7 cut down incl face/tail $50
Home 853.420.715 6/11/2010 5:36 pm GL : back to &short with ms face..did
Added iio735a ok..still muzzle feet..infect ears!
11125/2008 Other 623 3/15/2010 1:03 pm GL : same but had to shave beard off $45
ACEAcct- | |EmaillD 1/17/2009 6:07 pm GL : same
1506 8/31/2009 12:32 pm GL : same
. coupon

6/8/2009 6:00 pm GL : same #7 ms hd...was painting for last

[” Dental Tx Pets name  |Scamp groomer, went to vet found nothing BUT he does have heard =
murmer
I anals Broed [oid Customer ) || ¥1812008 5:55 pm GL : same as always muzzle
Weight 18 = ||| 97412008 5:53 pm GL : CAKED EYES_.DID MUZZLE SAME
Age 5 GROOM
¥ Muzle 6/10/2008 5:49 pm GL : same way...big eye goobers
il Back issues bettercondition $40
¥ Male Ci 4corners 2/13/2008 10:00 pm GL : HIS SKIN LOOKED HORRIBLE!!! GAVE | |
Color Grayisiiver MED BATH..DID MUZZLE FOR THOSE THINGS..BIG EYE
GOOBERS #7 STRIP LEAVING EARS AND BROS $45
I Female Stat-nterst | Products bought 8/28/2007 3:28 pm GL : no muzzle today? but hyper same clip
Referred by _[customeriLouis Braneile but has huge bump sore on right rear side..bleeding
ra = 6/13/2007 12:19 am GL : #7 with ms hd..did muzzle feet
ugs Pick up pick up and delivery

/2312007 5:33 pm GL : did fine..in case | did muzzle but
Veterinarian |Atlantic Vet Clinic seemed ok? same clip starting of hot spot inner rear legs
1/9/2007 9:40 pm GL : SAME..WAS A MESS..MADE FACES

caution could muzzle for frt ft
Last Charge |$36.00

Note: Deactivation can only be validated when the system is connected to internet. DO NOT Deactivate
without mternet connection.

2.0.0. Welcome To ACE 7.1.0
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ACE is world's finest Windows Contact Manager Software for the IBM PC class of computers with the
Microsoft Operating Systems. Take a few minutes to read this chapter for helpful hints on how ACE and
this ACE Reference Manual are organized.

If you have never used a contact manager, ACE may represent an entirely new experience for you. ACE
is designed with Ease of Use in mind. It is a contact manager designed to help you take control of your
organization. ACE is designed for managing the contacts of an organization.

Using ACE, many users can access your organization’s database simultaneously. If you wish, you can
have many databases as well as many users. The key pomt is that ACE has an administrator category of
users which allows these administrator users to control the ACE Environment. Additional users can be
added whenever needed and you (being the ACE administrator) retain control.

With ACE, you and your organization and all of its ACE users (if allowed), can do the following:

a) Manage contacts with History Tracking.

b) Analyze contact Leads.

¢) Link to popular Word Processors.

d) Manage your Mail and Email Lists.

e) Prioritize Personal Tasks and Task Schedules.

f) Search instantly for data you need in the database.

g) Schedule Individual as well as organization Calendars.

h) Support your organization's Telemarketing.

1)  Support your organization's Web Marketing and Newsletters.
J)  Support your organization's Snail Mail Marketing and Newsletters.
k) Print Reports, Labels, Envelops, Postcards, Memos, Letters.
1) Auto Dial from the Contact database.

m) Schedule telephone calls.

3.0.0. Benefits of ACE 7.1.0

This ACE User's Guide contains detailed nformation about using ACE. It is available on the web and
can be ordered as a printed manual at www.goace.com.

Before you can operate ACE, you must have Microsoft Windows 2003 or XP or VISTA or 7 installed.
This manual assumes that you already have a Microsoft Windows product installed and are familiar with
the Microsoft Windows operating environment. It also assumes that you have Windows Office 2003,
outlook 2003, Nokia PC Suite (only needed for synchronization) installed on your machine.

As long as Microsoft provides WIN32 compatible between their operating system versions, ACE should
work smoothly on the various versions in a single network. ACE will get better and better at adjusting

for version quirk. ACE surpasses many other contact managers. Some of the benefits you'll find with
ACE are as listed below:

ACE7 17
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1)

2)

3)

4)

5)

6)

7)

8)

Separate contact and Schedule databases: ACE allows you to create multiple databases. You can
Use a common schedule that spaces across several contact databases or use private schedules that
Only certain users can see.

Good Searching Technology: ACE uses good indexing technology to speed up finding and
querying of records. This technology far surpasses existing search methods of many other
contact managers.

Sub-Group Creation: ACE will allow you to create sub-groups quickly and easily. Using the
query command, you can search for records and create a temporary sub-group. This sub-group
can then be further searched using the Lookup command.

Unattached Scheduled Events: You can specify whether or not you want Scheduled Events
attached to a particular contact record. ACE allows you to keep events separate or as part of a
contact record.

Eleven instant search methods: ACE allows you to instantly find your contact using eleven
different search criteria. This is in addition to queries which allow you to search for and sub-
group your contacts in an unlimited fashion.

Build in Correspondence Accessories: Automatically create email, postcard, address cards,
phone books, letters, memos and many other types of multiple contact correspondence.

Links to Other Programs: ACE contains links to Word Processing, Email, Edit, Adjusting etc.
applications from other popular software vendors.

Hot Sheet (tm): ACE's Hot Sheet(tm) takes information from different areas of ACE such as Hot
Contacts, To Dos and Appointments and then conveniently prints, emails or syncs to PDA's all
the information in a single document.

1.4.0. Pending Events Found

Every time you load the ACE contact manager, the pending events are displayed. You have the option of
Informing ACE to check your events database for past due events, pending events or never check. You
Control this checking by accessing the EDIT->Preferences -> Event Preferences

ACE7

18



4_]-_:-
ACE Contact Manager 7.1.0 User Manual ﬁﬂﬁ'

:

P Past Due Alarms

Tue, 11-Sep-01 10:25 am GoTo
T Task Schedular . .

Snooze
Re: /Left Click Here, Then Right Click E—

Clear

. Wed, 12-3ep-01 0710 am Edit
Tina Kay 540.667 4655

“I Re: Buy ACE at www.GoAce.com

Delete
Finish
Close

[ Mo Ring - lgnore Past Due Alarms ,,ff,’]

1.5.0. Typographical Conventions

Before you start using ACE, it is helpful to understand the terms and typographical conventions used in
this reference guide. There are a few standard text formats and paragraph alignments that are used
throughout this users guide. They are listed below:

ACE7

The word Selection or Select: This word is used when you are to select a choice on a
menu. This could be with the mouse or with the keyboard.

Bold Type: Word or characters you type. For example, if this users guide structs you to
type John Smith {Enter}, you type the words "John Smith", and press the enter key.

Bold Type Button: When instructed to select a button with the mouse, or keyboard, the
button is presented n bold type. For example, if you are to select the Cancel button, the
text will look like this: Cancel.

NOTE: Notes are recognized by the word NOTE i all caps and bold face.

HINT: Hints are recognized by the word HINT m all caps and bold face.

{Enter}: When the "{}" brackets enclose a few characters the reference is being made to
the key on the keyboard with that notation many times .When a specific keyboard key is

mentioned, an icon of the key is shown such as the dollar sign key icon. | &
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1.5.1. Menu Bar

You should always be aware of the Menu Bar and the currently available options. If an option does not
have a highlighted letter, then it is not available. This user guide terms the available options as "turned
on." while unavailable options are referred to as "turned off”. You can use the mouse to click on a menu
or use the Menu Key combmation. The Menu Key is always the {Alt} key + the underlined key. The
File menu can be accessed by pressing {Alt} F or by clicking on the word File with your mouse.

1.5.2. Sequence of Steps

Frequently, there is a sequence of steps that this user guide wants you to perform. The steps are listed
below. Example:

1. From the contact Screen select the Lookup Menu.

2. Select the Company Option.
3. Type: ACE {Enter}.

4.0.0. ACE Basics

ACE provides you with easy to operate menus and panels. If you are already familiar with the standard
Windows user mteractions, you can probably skim most of these topics which start with "ACE Basics".

4.1.0. ACE Basics - On Line Help

Help is almost always available to the user by pressing {F1}.Help is also available from the Menu Bar,
by selecting {Alt} H on the keyboard or clicking on the Help on the Menu Bar. You can obtain more
mformation on the Help menu by clicking below Help menu.

4.2.0. ACE Basics — Controls

Your mouse has a pointer that appears on the screen as an arrow. When you want to select something,
you move the pomter to the item and press the left mouse button. Double left clicking on items is similar
to clicking the OK button.

4.2.1. Control Buttons

Message boxes, List Boxes and Decision Boxes have Control Buttons to choose selections or answer
questions. The buttons are selected by clicking them with the left mouse button or by pressing the Menu
Key sequence. Remember the Menu Key is always the {Alt} key + the underlined key.

4.2.2. Radio Buttons

Many screens give you a multiple choice selection. In these instances your selection is ndicated by a
Radio Button and will remain in effect until changed. You can change a radio button by pressing the
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{Alt} key and the underlined letter on the radio button choice or by clicking on the button with the left
mouse button.

4.2.3. Scroll Bars & Thumb

Scroll bars provide a visual clue about the amount of information that is available m a window. The
scroll bar appears on the right hand side of the window vertically whenever there is more information
than can be displayed on the screen.

They may also appear on the bottom of a menu as horizontal scroll bars. The scroll bar has a thumb,
represented by a projecting square that moves up and down to indicate the location of the currently
highlighted record in relation to the entire list. If the thumb is at the top of the bar, the record is at the
top of the list. If the thumb is in the middle of the bar, the record is in the middle of the list.

4.2.4. Moving with the Mouse

The upward pomting arrow at the top of the scroll bar and downward pointing arrow at the bottom of the
scroll bar lets you move up and down the list one line at a time. This is accomplished by using the
mouse:

e To move up one line in the current list, click on the upward pointing arrow with the left
mouse key.

e To move down one line in the current list, click on the downward point arrow with the left
mouse key. You can move more than one line at a time using the scroll bar. This is
accomplished by:

e (Grabbing the thumb with the mouse point and holding down the left mouse button.
e As you move the mouse up and down, the thumb will also move along the scroll bar.

e Release the left mouse button to stop scrolling and arrive at your destination. To move a
page at a time, place the mouse pointer between the thumb and the arrow and press the left
mouse button once. Placing the cursor above the thumb will move a page up, while placing
it below the thumb will move one page down.

4.2.5. Moving with the keyboard

Scroll bars can be operated from the keyboard by controlling the cursor with the arrow keypad. The up
and down arrows moves the cursor up and down simultaneously. Holding the arrow key down scrolls
the cursor through the list. {Page Up} and {Page Down} moves the screen one page at a time. The
thumb always moves while scrolling with the mouse or the keyboard to indicate where the cursor is in
relation to the entire list.
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4.3.0. ACE Basics - Menu Boxes

As a general rule, you may use the mouse to select any button or option in a menu by clicking once with
the left mouse button. To move about a menu with the keyboard, use the {Tab} and the {Shift} {Tab}
sequence. {Tab} moves you forward ;{ Shift} {Tab} moves you backward to each option. Many times
the {Space Bar} acts like a click of the mouse.

4.3.1. Message boxes

Message Boxes require a key press to let ACE know that you read the message. They will usually alert
you to the fact that you cannot perform a requested function. After reading the message, click on the OK
button or press {Enter} to clear the Message box.

4.3.2. Decision boxes

Decision boxes require you to give an answer to a question. Yes/No decision boxes give you up to three
choices; Yes, No and Cancel Selecting the button by clicking it or by pressing the {Tab} to change and
the {Enter} key when the answer you desire is highlighted. Selecting Cancel is identical to pressing
{Esc}.You can also select a choice by pressing {Alt} plus the underlined key.

4.3.3. Check boxes

Check boxes indicate conditions that can be switched on or off. If a check box is switched on, a check
will appear in the box. Click one with the left mouse button on the check box to change status. To
change the status from the keyboard, use the sequence {Alt} plus the underlined letter or move the
cursor to the check box using the {Tab} key and press {Space Bar} once.

4.3.4. List boxes

List boxes display information in a list format. When presented with a list box, you must make a choice
from the list. Depending upon the operation, you may choose one or more items from the list. To select
an item, using the mouse, move the mouse pomter to the item desired and click the left mouse button
once. The item becomes highlighted. To select an item, using the keyboard, press the up or down arrow
keys until the desired item becomes highlighted.

NOTE: Many times by right clicking the mouse button in a menu, a "Fly Out" menu pops up. "Fly out"
menus give you quick and easy avenues of accomplishing tasks.
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4.3.5. Edit boxes

Edit Boxes require you to "fill in the blank." Edit boxes frequently offer you additional choices that can
be selected using check boxes or radio buttons.

HINT: You can use the Popup function n many edit boxes to quickly fill in the field. While editing a
field, double click the left mouse button on the field name or press {Shift} {Enter} to call up the
associated Popup table. Popup Tables ensure accuracy by eliminating operator error while speeding up
data entry. In addition, Popup Tables are useful in presenting frequently used choices such as cities,
shipping methods, sales reps name, business types etc.

4.4.0. ACE Basics - Menu System

ACE Contact Manager C=nean 5 m
9

File Edit Schedule Lockup View Call Teols Write Report Window Help

# o[ 58] 0] @
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4.4.1. Choosing menu options

ACE operates with an easy to use Menu system. Each operation available is listed at the top of the ACE
contact Screen. Each item on the Menu Bar is available by one of three methods, using the Mouse, using
the {Alt} key sequence (Menu Keys) or using Hot Keys.

The screen has several important features which make accessing ACE's functions easier. The Menu Bar
is the top line in the current window and always displays menu options available for the same. Menu
selections are accessed by clicking with the mouse, or by pressing the {Alt} key and the Underlined
letter. This is called a Menu Key and each menu choice has one unique Menu Key selection.

4.4.2. Hot Keys

Many menus have Hot Keys that instantly select an operation. For example, if you desire to immediately
add a contact from the contact Screen the Hot Key sequence {Ctrl} A will immediately add a new
contact. As you gain familiarity with ACE, it would be wise to learn the Hot Keys to access commonly
used functions directly.

4.5.0. Menu Choices Not Available

Sometimes as you select menus, some options are not available. The options that are not available
appear in very light text unlike the options that are available which are usually in dark bold text.
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4.5.1. Choosing Menu Options with the Mouse

e Pomt the mouse arrow to the choice on the menu bars and press the left mouse button. The
drop down menu appears.

e Point to the desired menu option and press the left mouse button. The menu selection will

execute. You can drag the highlight to the menu option by holding down the left mouse
button, then move to the appropriate selection and release the left mouse button.

4.5.2. Choosing Menu Options with the Keyboard

e Pressing the {Alt} key while pressing the appropriate Menu Key. For example, pressing
{Alt} (Tools) displays the Tools drop down menu.

e Press the Menu Key of the appropriate menu option from the drop down menu.

4.5.3. Choosing Menu Options with Hot Keys

e Some menu items offer Hot Key combimations to speed their execution. Hot keys are listed
to the right of a menu option if available.

e Press the Hot Keys as show to activate the selection and bypass the pull down menu. For
example, pressing {F6} immediately pops up the ACE Calendar.

4.6.0. ACE Basics — Miscellaneous

4.6.1. Date and Time

ACE uses the computers internal date and time for all time oriented functions. You can change the data
and time through Control Panel from the Windows Stat button.

4.6.2. Transporting

If you, as an admmistrator, need to move your data from one computer to another you need to copy the

ACE database files. Movement of data is limited to administrators. ACE cannot operate on databases
located outside of ACE's root directory.

ACE7 24



ACE Contact Manager 7.1.0 User Manual _A?{?@:'
4.6.3. Privacy

If the ACE option is allowed, on a network version there is a radio button that appears on many screens.
This button says Private. If you check this button, the item will only appear with your log in codes. For
example, if you add an event and check the Private radio button, this event will not appear on any other
user's workstation. If you do not check the Private box, the event becomes Public. A public event is an
event that everyone on the network can see. This feature can be disabled.

4.6.4. Backing Up

ACE comes with both Backing Up enabled and disabled by choice. If ACE is installed on a server, then
ACE should probably be backed up as part of the server with the server backup program. If ACE is
mstalled as an individual registered user (a network of one), then the ACE backup can be enabled. This
backup procedure creates zip files which can be read with standard zip programs. Care must be taken
with these files to ensure privacy.

4.7.0. ACE Basics - What is ACE?

Ace is a Contact Manager Database program that is designed to help run you organization. With
powerful intuitive tools -
e You can track everything you need about all of your contacts.
e You can easily target and communicate with the correct contact.
e You can use the build in scheduling features to isure proper communications on your part at the
correct time.
e You can query and sort through the contact data to produce professional quality reports.
e You can instantly access needed mformation with the click of a mouse.
e You can log emails, log phone calls, memos, notes and just about any information you gather
about each contact.

4.7.1. ACE Basics - What is a Database?

You can think of databases as drawers in a file cabinet. ACE gives you the capability to have many
different file drawers in your cabinet holding different information. The way you structure your ACE
data will significantly impact how you work with ACE Contact Manager and the speed with which you
can find your information. This User's Guide helps you create the best structure you can.

4.7.2. ACE Basics - What are Multiple Databases?

Keeping track of contacts you make and what transactions you have with these contacts is your daily
concern. You will have several types of contacts each day. For mstance, you might be doing business
with several different types of people -- suppliers, customers, and business associates. ACE lets you
keep track of a diverse range of contacts by separating them into multiple databases if you wish.
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For instance, you can separate your suppliers from your customers and your customers from your
business associates. The advantage to keeping multiple databases is that you can keep different sorts of
contacts separate from one another without having to set queries and sub-groups. (Queries and sub-
groups are ACE ways of separating contacts in a single database).

The disadvantage is that you will have to know which database holds which contact. When a contact
communicates with you and you do not know which database contains the caller, it could create some
hassles. You will have to search all databases or guess in which database the contact resides.

4.7.3. ACE Basics - What are Groups?

In addition to the possibility of separating contacts into multiple databases, ACE can also separate your
contacts mto group in the same database. In ACE these groups are called sub-groups. A sub-group can
be established using any search criteria, on any field in the database. Using sub-groups lets you keep all
your contacts in one database, while allowing you to work with a particular type of contact group. Thus
You can concentrate on the subgroup and have the benefit of the single database. Groups are established
by ACE Queries and ACE Lookups.

4.7.4. ACE Basics - What Are Events?

ACE is driven by Events. Events are individual action items which must be accomplished during your
day. For example, an event is an Email, a Phone Call, a Meeting, a Follow Up, a To Do, a Social
Activity, a Personal activity, Travel, a Birthday or an Anniversary. You want ACE to prompt you or
perhaps nag you, concerning Event items.

All events are kept in a separate database not connected to individual contact records or other contact
databases. The advantage to this structure is that ACE will allow you to have multiple contact databases,
yet have these separate databases share one common schedule of events.

Events are supposed to trigger your reactions. Events cause you to do something. For examples you can

use the Event Scheduler to remind yourself of a meeting with Mr. Beserkly or perhaps to have the car
washed.

4.7.5. Private versus Public Events
When using ACE i a single user environment, whether an event is public or private is meaningless. In a

network environment, especially in an organization, you usually want your schedule of some activities
to remain private. You do not wish other users on the network to see your events which are personal.
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When you schedule an event, there is a check box which you can mark if the event is to remain private.
Private events are relatively private. The organization ACE Administrator can provide reports which
could include private events. In addition, if you were to leave an organization, then the events you
entered into the database would have to be assigned to others for completion. Thus the events would not
be so private.

4.7.6. ACE Basics - What Are Contacts?

Contact records are the main reason you purchased ACE. This is where you and your organization keep
mformation about your clients, customers, vendors, friends, family, prospects, suitors, etc. A contact
record is a collection of information such as First and Last Name, Address, Email and Phone numbers
and other mformation you choose to keep.

The ability to keep varied information is what makes ACE so powerful.

Any information entered into a contact's record is retrievable at a later date. You create contact records
as you need them. You can have a contact record for each person with whom you deal in your business
and for everyone in your personal life. Each time you have a phone conversation with or perhaps an
email communication from a person you can create a record and add them to the ACE database.

4.7.7. ACE Basics - What about Queries versus Lookups?

A query allows you to search your database using Boolean logic. With the query command you can
lookup contacts by whatever criteria you specify. The difference between a query and a lookup is speed.
Lookups are faster. All lookups use an indexed field and are therefore almost instantaneous.

Whether you have 20 contact records or 20,000, the lookup speed is the same. Lookups are also limited
to predefined fields of information. Queries let you search on any field in the database. You can search
for greater than, less than, equal to, etc., using IF, AND, and OR statements.

Basically the query allows unlimited searching. Depending on your search criteria, the query may be as
fast as a lookup. It could also be much longer. Queries also take time to build, whereas Lookups are all
on the ACE Menu Bar.

4.7.8. ACE Basics - What Are Fields?

A Field is one piece of nformation in a record. Fields hold characters, names, numbers, dates, Yes/No
ndicators, or memos. ACE's power gives you control of the fields. ACE contains 50 User Defined
Fields plus User Defined Group Fields. These are in addition to the standard name and address types of
fields.
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User Defined signifies you can determine what the field is called, and what type of information the field
holds. Because ACE gives you all these power, you can plan how to set up your database before actually
using Ace Contact Manager. Fortunately, you can change your mind at any time if you find that the way
you have defined fields does not accomplish what you wished.

The User Defined fields are displayed 13 at a time using three alternate views. While you can switch
mstantly between views, you probably still want to consider which will contain what information since
only one window can be on the screen at a time. The most frequently used information should be
grouped together on the same view.

4.7.9. ACE Basics - What Are Field Types?

ACE field hold one of five types of mformation. These five types are as follows:

Character: Any alphabet, number, or symbol can be in this field. For example,
(ABCabc123!@#$%" " &*()_+[:"<>?",../).

Numeric:  Any number, positive or negative, with up to sixteen digits can be i this type of field. The
decimal point and minus sign are included in the sixteen digits limit. For example,
(1200.2434, -23).

Date: Any six or eight place date can be in a date field. (12/1/03 or 12/1/2003).

Logical: A Yes/No choice or a True/False choice can be represented in a logical field. A True/False
choice is displayed asa T or F.

Memo: The memo field holds up to 64,000 bytes of text. The memo field is similar to a character
field in all other respects. Some fields are not defined as the field type you might expect. For
mstance, the Zip Code field is actually a character field.

The only time you need to create a numeric field is when you plan to process the field with
mathematical operations or statistical calculations. Since ACE sees no reason to add or subtract all the
zip codes, ACE chooses to represent a Zip Code field as a Character field. ACE justifies this because
some countries such as Canada use letters in the zip code field.

ACE makes the Phone Number field a character field for the same reason. In general, any numeric type
of field which needs to mclude characters should be set up as a character field. The advantage to
specifying a Date field when possible as compared to a Character field is for the searching ability on a
Date field. You can search between date ranges, for greater or less than Date values, etc. in Date fields.
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4.7.10. ACE Basics - What are Sub-Groups?

Sub-groups are a method of dividing your contact records into smaller groups. You do not need to keep
contacts in separate databases to work with a selected group of contact records. Contact records can be

separated into sub-groups in a number of ways. Each successive method reduces the number of records
which will be displayed and available for view.

You could think of sub-groups as layers on a cake. The entire database represents the largest layer.
When you establish a sub-group, your view takes the entire database and limits the display to only those
contact records which you wish to see.

When you lmit your view by a sub-group, the contact records which you choose not to display are still
physically n your database; ACE just passes over them for you. Each time ACE begins, you are using
the entire database you have chosen. As you begin your day, you can define a sub-group to limit the
number of contact records available for viewing. When you define a subgroup as far as you are
concerned your whole database is not limited to that layer.

Look at a Sub-Group Example, you wish to view only the contact records n one state. Starting with a
database of 1,000 contact records, you establish a sub-group for California (CA). ACE will now search
the entire contact database for records in CA and ACE finds only the 140 contact records in CA. Now
your active database is only 140 contact records. For you these are the only records ACE will see. As far
as ACE is concerned, the other 860 records temporarily no longer exist. You have temporarily created a
140 contact record layer.

4.7.11. ACE Basics - What Reports Are Available?

ACE comes prepackaged with many reports. These reports are all accessible from the Reports Menu.
The Reports menu contains fifteen built in reports which can be customized in an infinite variety of
ways. Many of these reports have a multitude of options which allow you to print in almost any style
and page size imaginable.

See the section on the Report menu in the topic Reports Menu. Reports enable you to output gathered
mformation from the computer to paper or files for exporting.

You can create address books, lists of contacts, scheduled activities by day, week or month, complete

contact records, history items plus many more combinations. External report writers can be used to
access ACE mformation. Microsoft's Crystal Reports is one of these report writers.
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4.7.12. ACE Basics - What Word Processor?

ACE 7.1.0 supports Microsoft's word processor. In the past ACE supported other word processors. If
you have a need for word processor support beside Word, please let the people at ACE know? The Word
Processor is chosen under Edit->Preferences-General. Currently the choices are "none" and "Microsoft
Word".

4.7.13. ACE Basics - Save, Cancel or Commit?

When you make changes or add information to you ACE databases, you must save the data so that ACE
can enter the data mto the database. This is important because ACE has other users using the database at
the same time as you are using it. In ACE, most menus and boxes in ACE have an OK button or a Save
button. By selecting either of these buttons, the changes or additions you make are '"committed" (or
made a permanent part of your ACE database). You of course can later delete or change the additions.

The Cancel button is the reverse of the OK or Save button. If you make additions or changes that you do
not wish to save, then select the Cancel button which appears on most menus and boxes. Many times
pressing {ESC} accomplishes the same task.

ACE protects itself from two people committing changes to exactly the same contact record at exactly
the same time. So occasionally you will see that your changes did not enter the database ahead of an
associate’s change but after the associate’s changes.

4.7.14. ACE Basics - What Happens to Deleted Records?

ACE conforms to the "xbase" dbf file standard. This standard is used in almost all systems which have
the main database file with the ".dbf" extension. While there are many variations, one issue addressed is
how deleted records are processed.

ACE does not actually erase a record when it is deleted. ACE marks the record for deletion and removes
the record from view to most operations. The record physically is still on the disk and in the database. A
separate process performed only by an ACE admmistrator called "Rebuild" physically removes all
deleted records and compresses the database for fast, efficient use.

4.7.15. ACE Basics - What is Rebuilding?

Rebuilding is an operation on the underlying files of ACE. Periodically you must rebuild, re-index and
save your ACE databases. Rebuilding databases reconstructs the index files and permanently erases
deleted records. This process can only be undertaken when no users are in the ACE databases. This
process can only be undertaken by a user with administrator rights.
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During the rebuild process, ACE checks that the main contact databases and their associated memo files
are properly associated with each other. In every main contact database memo file, the ACE account

number is stored as the oldest portion of the memo file. This allows ACE to connect the memo file to the
contact file. This is called "double threading" by ACE.

5.0.0. Contact Screen — Overview

The ACE Contact Screen is your main screen and the center of activity. From the Contact Screen you
can access all functions which are available n ACE to the ACE user. Some ACE functions are not
available to the ACE user. These functions are reserved for the ACE Administrator.

If you have a database open, when you access functions and complete them, you will return to the
Contact Screen. The Contact Screen is divided into four sections (or parts) for purposes of this User

Guide.

For the remainder of this Contact Screen section in the User Guide, each section will be discussed in
sufficient detail with links to more detailed mformation.

5.1.0. Contact Screen - Menu Items

The menu items and icon toolbars portion of the Contact screen is shown below. Icons are buttons which
give you quick access to items. All of these items are also available through the menus.

4 ACE Contact Manager o =] L
File Edit Schedule Lockup View Call Tools Write Report Window  Help
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5.1.1. The Menu Items

As you can see, the Menu Items of ACE are located at the top of the ACE screen. There are eleven
items. Each menu item is discussed in its own chapter in this Ace User Guide. After the discussion, you
are linked to the Screen Based How to Manual for instructions on how to use the menu items.

The discussions are meant to provide intent, philosophy, hopes etc. which have not been placed i the

How To manual. Listed below are links to both the How To and User Guide Discussions of the Menu
Items.
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e File - For how to use the File Menu, see File Menu.
e FEdit - For how to use the Edit Menu, see Edit Menu.
e Schedule - For how to use the Schedule Menu, see Schedule Menu.

e For the User Guide mnformation pertaining to Events and their scheduling see Events -
Current or Events - Historical and Scheduling Events as well as Time Management Screen.

e [ookup - For how to use the Lookup Menu, see Lookup Menu. For a discussion of Lookup
and Query, see Lookup and Query.

e View - For more information on using the Views Menu, see Views Menu.
e (Call - Forhow to use the Call Menu, see Call Menu.

e Tools - For how to use the Tools Menu, see Tools Menu.

e Write - For how to use the Write Menu, see Write Menu.

e Report - For how to use the Report Menu, see Reports Menu.

e Help - For how to use the Help Menu, see Help Menu.

e Users - For how to modify Ace Contact Manager Users, see Adding a User

5.2.0. Contact Screen — Events

One mmportant aspect of a contact manager is providing a means to ensure that the relationship with the
contact proceeds under your control. Events are about how ACE helps you to achieve this goal.

You need to know whom to contact; when to contact, and the reasons for the contact. You need to know
when your meetings are scheduled, and when to follow up on previous conversations or

communications.

ACE Events appear on the Contact Screen as shown in the following screen shot.
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Ewent List
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Under Ace Preferences you can choose what events appear on the contact screen. You have four choices
for Automatic Operations for events.

e Move all Past due Events Forward until marked as finished.
e Complete all Past Due Events as if the event finished.

e Delete all Past Due Events.

e Move all Past Due Events Forward.

e Leave Past Due Events along.

You can notice that each choice will produce a different result. For more information on events see
“Events Display”

5.3.0. Contact Screen - Status Bar

The status bar displays the status of many areas of ACE. Some status indicators pertain to the current
Contact record. Other status indicators apply to the entire database. Most of the Status Bar is shown
below.

The bottom line on your contact screen is also considered part of the status bar. A brief description of
the status items is provided i this topic, and then you are linked to a more complete description.
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5.3.1. Order

As you add records to an ACE database, the new records are added to the end of the computer file in the
order in which they were entered. ACE has a number of predefined and user defined indexes. These
indexes are the tools that keep the contact records in alphabetical order as you list or scroll through the
contact records.

The current index order is displayed on the status bar. When you move to the next or previous record,
this Order determines which contact record will appear. The sort is always alphabetical; the field upon
which your view of the database is based determines what you see next. In the screen shot above the

Order is "First Name."

5.3.2. Valid Records

The Valid Records line displays the number of active contact records in the current scope of the sort and
query. When no query is set, the number of contact records shown is the number of contact records in
the entire database EXCEPT for the deleted contacts which have not been removed from the database by
a database compression.

In fact, the administrator can "undelete" these deleted records at any time until the file is compressed.
When a query is active, this number may be smaller than the actual number of active contact records in
the database. This is because the number is only showing the number of contact records in the current

sub-group or query.
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5.3.3. Scope

The group of active contact record is displayed under Scope. Normally, the scope of the file is All
Records. If a query is set, the scope changes to show that all records are not visible.

To release a query, choose Every Record from the Lookup Menu (Lookup Every Record). The scope
will return to All Records.

5.4.0. Contact Screen - The Main Toolbar

¥y ACE Contact Manager - — - = S
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Two ACE rows of icons are shown above. Each row is called a toolbar. The top toolbar (or row) is
called the Main Toolbar. The second toolbar (or row) is called the Contact Toolbar. Each icon on each
toolbar will give an English Language description (called a "flyby") if the mouse cursor remains on the
icon for several seconds. Listed below are short descriptions of these icons with reference to shortcut
keys in the order in which they appear above.

5.4.1. The Main Toolbar

The main toolbar is always visible and each of its tools may be loaded concurrently.

¥
Open Database - ™ | Open Database The shortcut key to open a database is {CTRL} {F9}. Use this
tool to switch between databases if you have created more than one database. Ace always starts with the
last database you used.

Daily Calendar - Qﬂ"[‘he shortcut key for the daily view calendar is {F6}. This is the daily view of the
calendar. This calendar view displays your daily events.

Weekly Calendar - W This is the weekly calendar, displaying your events one week at a time. A
whole week of events is displayed, so less detail is displayed for each day than on the daily calendar.
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Monthly Calendar - M= This is the monthly view of the calendar, where only the event description is
displayed for each day. This view is useful to quickly see how busy your schedule is and to schedule a
new event on a desired day. By selecting a day, the daily calendar is displayed.

Yearly Calendar - ¥ This is the yearly view of the calendar. The yearly view shows an entire year,
and highlights days with events scheduled. By selecting a day, the daily calendar is loaded.

Time Manager - _—_The shortcut key for the Time Manager screen (TMS) is {F2}. The TMS displays
all scheduled events. Select a range of events or all events, and quickly reschedule events here. The

TMS can be loaded automatically each time you start ACE, so you are always aware of upcoming
events. This automatic load is what prompts the question about events when ACE begins.

|
Task Manager - The shortcut key for the Task Manager is {Ctrl} {F3}. The Task Manager
presents a prioritized to do list, with fields for tracking the status, due data, and priority of a task or
project.

Paper File Index - e/ The shortcut key for the Paper File Index is {Shift} {F5}. The Paper File Index
manages a small database for tracking storage locations of paper documents.

g
To Do List - The shortcut key for the To Do List is {Ctrl} {F5}. The To Do list is similar to the Task
list, but is more of a free-form list which can be prioritized.

Exit - The shortcut key to exit ACE is {Alt} {F4}. Exit closes all ACE files and databases. Then the
ACE program quits.
Survey — This Tool can be used mainly for Marketing campaign.

5.5.0. Contact Screen - The Contact Toolbar

Listed below are short descriptions of these icons with reference to shortcut keys in the order in which
they appear above. The contact screen is the center of ACE and will usually be displayed at all times.
The contact screen has its own toolbar with tools that can be used only on the contact screen. This
includes such tools as the Write tool, the Dialer, or the Hot Sheet.

¥y ACE Contact Manager - — - = i
File  Edit Schedule Loockup View Call Tools Write Report Window  Help

o EEEE o/F 5lo] 0] s
o ) <I<[>|»] S BIA] FG wis]i] sldial 2] ‘
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Save - The shortcut key for Save is {Alt} {S}. The Save command saves changes made to a contact
record. If you move to another contact record using First, Next, Previous, or Last, nformation will be
saved also. Other users do not know about your changes until one of the above commands is executed.

Print - =2 Complete Record The shortcut key for Print is {F9}. Print will print the current list,
window, or screen.

First - ( First displays the first contact record in the database in the current index order and sub-
group.

Previous - $| The shortcut keys for the Previous contact record in the current index order are {Ctrl}
{P} and {Page Up}. The Previous command moves the view on the screen back one contact record in
the current index order and sub-group.

Next - > | The shortcut keys for the Next contact record in the current index order are {Alt} {J} and
{Page Down}. The Next command moves the view on the screen forward one contact record n the
current index order and sub-group.

Last - ) Last Record Last displays the last contact record in the current sub-group and current index
order of the current database.

I
Add - | Add/Edit Client Name and Address The shortcut key to Add is {Ctrl} {A}. The Add

command adds a contact record to the current database.

A7
Edit - & Add/Edit Client Name and Address The shortcut key to Edit is {Ctrl} {E}. The Edit

command opens the contact information window for the current contacts, where the contact name and
address information may be changed.

Delete - K Delete a Record The shortcut key to Delete is {Ctrl} {D}. The Delete command deletes
the current contact record. You may also delete the current group of contact records, or the entire
database with this command. It is possible to undelete whatever is deleted until the database is
compressed.

Lookup - Lookup The shortcut key for Lookup is {Ctrl} {F}. ACE will search for records using
the current index order. A Lookup is faster than a Query.

Query - rgb Query by Example The shortcut key for Query is {Alt} {Q}. Use Query to locate and
group records by common field information.
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Other Screen - Q Other Screen The shortcut key for Other Screen is {CTRL} {O}. The Other
Screen command toggles through the three different views of the contact record. Three clicks and you
return to the original screen.

=y
&
List Records - el The shortcut key for List Records is {F5}. The List Records command shows the
contacts in a list format. You many choose the fields to list in the window and then print this window of
customized field lists.

Speed Dial - ﬂl”[he shortcut key to dial the phone (Speed Dial) is {F7}. Speed Dial quickly dials the
contact phone number and records the call in the history file.

et

Form Letters - ==!| The shortcut key for Form Letters is {F3}. ACE gives you a detailed list of every
letter n the form letter library. Choosing one moves the form letter and the contact information to
Microsoft's Word processor (assuming you have Word) for you. ACE places a note in each contact's
History file after the letter has been printed.

it
Invoice - » | The ACE Invoices screen contains a pick list for your product mventory list, and keeps
track of mvoices for each contact.

Create Email - = Create Email allows you quickly to compose and to send an Email message to the

current contact.

Inbox - %‘ In Box allow you to view and process Incoming Email messages.

Outbox - &| Out Box allows you quickly to send Email messages which have been queued
previously.

Help - r@| The shortcut key for Help is {F1}. Use Help for access to on line, context sensitive help
anywhere in ACE.

5.6.0. Contact Screen — Fields

The Fields section of the Contact Screen contains six fields in five different contiguous areas. The memo
field, the sixth field for the User Guide, is not in a contiguous area but instead the memo field is located
towards the bottom of the contact screen. The five contiguous areas are shown below.
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File Edit Schedule Leockup View Call Tools Write Report Window Help .8 x

9 ) o[E 5/4] 6] ® 5|

| ST | == . | @ | o =
B2 < <]|>[»] ¢ @E| Flal al=i olkd @
Ben & Kathy Zoeliner Type Days Date Time Descriptior
renting o 0cays 02-Mar-11 0408 pm Todo
\/ 0 days 02-Mar-11 04:06 pm Opportunity
it
* P O At
| I 3
k 451.23 54664 I
worl .23
Updated 10/28/2010 5:37 pm GL : bad shape health wise for sure!!! =
[]g:jgg_fggﬂ Fax [456.754.664 =] own shampoo #7 cut down incl face/tail $50
Added Home 863.420.715 6/11/2010 5:36 pm GL : back to &short with ms face..did
< 314.623.549 ok..still muzzle feet..infect ears!
/262005 | Other . 311572010 1:03 pm GL : same but had to shave beard off §45
ACE Acct : EmailD 11/17/2009 6:07 pm GL : same
1,596 8/31/2009 12:32 pm GL : same
M 6/872009 6:00 pm GL : same #7 ms hd...was painting for last
I Dental Tx Pets name  |Scamp groomer, went to vet found nothing BUT he does have heard |=
Breed Old Cust ~| ||| Murmer
[~ Anals " - | ystomer J 11/14/2008 9:55 pm GL : same as always muzzle
BieIqhis e | ||| 91472008 5:53 pm GL : CAKED EYES..DID MUZZLE SAME
Age |6 ‘ GROOM
W Muzzle - 6/10/2008 5:49 pm GL : same way...big eye goobers
L |B“k fssues ‘ bettercondition $40
¥ Wale Community |4cornera Developement ‘ 21372008 10:00 pm GL : HIS SKIN LOOKED HORRIBLE!!! GAVE
Color |Gra Jsilver ‘ MED BATH..DID MUZZLE FOR THOSE THINGS..BIG EYE |
¥ GOOBERS #7 STRIP LEAVING EARS AND BROS $45
I Female Stat-interst _[Products bought \ HPlease double click to Edit Memol zle today? but hyper same clip
Referred by |customenLou\5 Brenelle ‘ but has huge bump sore on ’_'th rear 5id_9--h|99‘1i"'9
B - - 6/13/2007 12:19 am GL : #7 with ms hd..did muzzle feet
193 Pick up [pick up and delivery | 1] 372372007 5:33 pm GL : did fine..in case | did muzzle but
Veterinarian |A|\anlm\.|'elC\imc ‘ seemed ok? same clip starting of hot spot inner rear legs
1/972007 9:40 pm GL : SAME..WWAS A MESS..MADE FACES o
caution |cou|d muzzle for fri ft ‘
Last Charge |$36.UU ‘

5.6.1. Fields - Contact Information

The Contact Information area of the Contact screen displays the name, organization name and address of
the contact. These fields are shown in blue above. Two individuals may be added to each contact record
-- the Primary and

-- Alternate individual.

Double-click the Contact Information area to edit the Primary and Alternate individuals. To view either
of the individuals, select the Primary or Alternate radio button as appropriate in the Contact fields area.

For more detailed nformation see Contact Information.
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» 14623548 ok..still muzzle feet..infect ears!
/2612005 Other 14,623 311572010 1:03 pm GL : same but had to shave beard off $45
ACE Acct EmailD 11117/2009 6:07 pm GL : same
159 B3172009 1232 pm GL : same
el 00 pm GL : same # ms hd...was painiing for lasi
I DentaiTx | Petsnams  Scamp groomer, went to vet found nothing BUT he does have heard =
Bread [o1a Custome: <] ||| murmer
™ Anals |0 Customer =l Tirzo0s o:s5 pm GL : same as always muzzle
‘Weight m =] [}l 9122008 5:53 pm GL : CAKED EVES..DID MUZZLE SAME
_ [Rae “ GROOM
® muzze i : . b
= - S GHO2008 5:49 pr:‘EL : same way...big eye goobers
F ale Community ~ dcorners Developement 21372008 10:00 pm GL : HIS SKIN LOOKED HORRIBLEN! GAVE
c e MED BATH..DID MUZZLE FOR THOSE THINGS..BIG EYE
‘GOOBERS #7 STRIP LEAVING EARS AND BROS $45
T Female Statinterst  Products bought Please double click to Edit MemaFZle today? but hyper same clip
Referred by customerLous Brenclle ern—rHu 5 huge bump n Tight rear side..bleeding
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Last Charga  $36.00

5.6.2. Fields - Phone Numbers

The phone number fields are displayed on the top of the Contact Information fields as shown in blue
border above. The phone numbers may be edited or added on the contact information screen and also
may be added on the contact record edit screen.

Other fields in the database may be formatted and dialed as phone numbers, but only these four fields
can be dialed with the {F7} hot key ACE dialer. The ACE dialer will dial the first number displayed in
these four fields. For more complete information see Phone Numbers.

&4 ACE Contact Manager - [Grooming] =
[ File Edit Schedule Lookup View Call Tools Write Report Window Help -3
- G o|E H|G| 6 ®] s
Bl If@ <<>> w71 Bla F|G =6 =ldid ¢
LastN__. ThiEs Type | Days 7 | Date [Time [ Descrigtior
valid - renting 0days 02-Mar-11 04:06 pm Todo
1,165 | 0days 02-Mar-11 04:06 pm Opportunity

1012812010 5:37 pm GL : bad shape health wise for surelll
= ||| own shampoo #7 cut down incl face/tail $50

6/11/2010 5:36 pm GL : back to &short with ms face..did

ok..still muzzle feet..infect ears!
3/15/2010 1:03 pm GL : same but had to shave beard off $45
11/17/2009 6:07 pm GL : same

|work 46123 54664
Updated
oyozan |Fax 456.754.664
Added |Home 863.420.715
11/25/2005 |Other 314.623.549
ACEAcct: | |EmaillD
1.596 Ee=

8/31/2009 12:32 pm GL : same
6/8/2009 6:00 pm GL : same #7 ms hd...was painting for last

I DentalTx | Petsname [scamp

groomer, went to vet found nothing BUT he does have heard

murmer
11/14/2008 9:55 pm GL : same as always muzzle

9/472008 5:53 pm GL : CAKED EYES..DID MUZZLE SAME

GROOM

6/10/2008 5:49 pm GL : same way...big eye goobers
ition $40

MED BATH..DID MUZZLE FOR THOSE THINGS..BIG EYE
GOOBERS #7 STRIP LEAVING EARS AND BROS $45

|Breed Old Customer =
I Anals [Weight T =
P hiuzle [Age °

|Medical Back issues
¥ Male Community  |4corners Developement

Color Grayisilver
™ Female Stat-interst  [Products bought

qwaa;e double click to Edit Memo}zle today? but hyper same clip

|Referred by [customer/Louis Brenelle

but hias huge bump sore on right rear side..bleeding
6/13/2007 12:19 am GL : #7 with ms hd..did muzzle feet

™ Bugs | Pick up pick up and delivery

3/23/2007 5:33 pm GL : did fine..in case | did muzzle but

|Veterinarian |Atlantic Vet Clinic

seemed ok? same clip starting of hot spot inner rear legs

|caution could muzzle for frt ft

1/9/2007 9:40 pm GL : SAME..WAS A MESS..MADE FACES

|Last Charge [$36.00

2/1372008 10:00 pm GL : HIS SKIN LOOKED HORRIBLE!! GAVE | |

5.6.3. Fields - Email and Web Page Addresses
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The Email and Web Page information is shown in blue below. When you enter an Email address for this

contact, the email address appears below the phone number fields in the Email ID field.

If more than one address has been entered for the contact, only the default is displayed. Click on the
Email ID label to quickly access the list of Email addresses for the contact. The list of Email addresses is

shown below.

¢ ACE Contact Manager - [Grooming] -

File Edit Schedule Lookup View Call Tools Wite Repot Window Help
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it

Al
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10/28/2010 5:37 pm GL : bad shape health wise for surell!
=/ ||| own shampoo #7 cut down incl faceitail $50

6/11/2010 5:36 pm GL : back to &short with ms face..did

ok..still muzzle feet..infect ears!
3/15/2010 1:03 pm GL : same but had to shave beard off $45
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Updated
03022011 Fax [456.754.664
Added Home 863.420.715
11/25/2005 Other 314.623.549
ACE Acct - EmaillD |

1.5% |

11/17/2009 6:07 pm GL : same

8/31/2009 12:32 pm GL : same
6/8/2009 6:00 pm GL : same #7 ms hd...was painting for last

[ DentalTx ||Petsname [Scamp

groomer, went to vet found nothing BUT he does have heard

11/14/2008 9:55 pm GL : same as always muzzle

9/4/2008 5:53 pm GL : CAKED EYES..DID MUZZLE SAME

6/10/2008 5:49 pm GL : same way...big eye goobers
b dition $40

MED BATH..DID MUZZLE FOR THOSE THINGS..BIG EYE
GOOBERS #7 STRIP LEAVING EARS AND BROS $45

Breed |o1d Customer =] [ff murmer

-
Anals Weight [18 =
e 6

¥ uzie Ag

Medical Back issues
¥ Male C [dcorners

Color (Gray/silver
I Female Stat-interst |Products bought

qPIaa;E double click to Edit Memkzle today? but hyper same clip

Referred by [customeriLouis Brenelle

but has huge bump sore on right rear side..bleeding

I™ Bugs Pick up pick up and delivery

6/13/2007 12:19 am GL : #7 with ms hd..did muzzle feet
3/23/2007 5:33 pm GL : did fine..in case | did muzzle but

Veterinarian [Atlantic Vet Clinic

seemed ok? same clip starting of hot spot inner rear legs

caution could muzzle for frt ft

1/9/2007 9:40 pm GL : SAME..WAS A MESS..MADE FACES

Last Charge |$36.00

2/13/2008 10:00 pm GL : HIS SKIN LOOKED HORRIBLE!!! GAVE |

”
E-mail Address for Noreen Dunlap

Address For

MNoreen Dunlap

Add I Delete | Edit

¥ | Addess
techzupport@goeace.com ACE Tech Support
Support@GoAce.com

| Set as Default

Close

\

Likewise, when you enter a Web Page for this contact, the Web Page appears below the email field in

the Web Page field. If more than one web page has been entered for the contact, only the default is
displayed. Click on the Web Page label to quickly access the list of Web Page addresses for the contact.

The list of Web Page addresses is shown below.
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r
Web Sites for Nereen Dunlap

‘wieb Site Location Description

Delete Edit | Set as Default GoTo URL Close

5.6.4. Fields - User Defined Fields

The ACE contact screen has three screens of User Defined Fields. These User Defined Fields are fields
which you customize to your needs. There are 40 fields n all, divided over three screens.

When setting up your database, you can plan by first determining the total number of user defined fields.
Then you can plan where to display each of these user defined fields.

This way you can organize the three screens of User Defined Fields to show what you want where you
want it. Type the shortcut key {Ctrl} {O} to switch between the three screens.

Type the shortcut key {Ctrl} {F8} to customize these fields. These User Defined Fields have a Field
Name of USERO1 to USER40. The color of the field information can be customized by User Defined
Field. The Field Label Definition screen to customize the fields is shown below. For more complete
mnformation see User Defined Fields.

. .
Field Label Definition [

Figlds

Save

Label |Pruspec1 Color  |Blue j

Last
Latitude Format |

Help

Longitude F s
B - orma |
::?:::e ¥ Tab Stop Example View
| ¥ visible I _Concel|
Field Information
Click here To See
e = L g the data of the field
- Field Mame Tvpe Length Decimalz

5.6.5. Fields - Logical Fields
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The logical fields appear to the left of the User defined fields. They are marked n blue in the above
screen. These six logical fields are either turned "On" or “Off” by clicking its checkbox. Logical fields
are excellent for separating your contacts into different categories.

For example- Prospects, VIP Customers, Magazines, Beta, Reference and Free.

Type the shortcut key {Ctrl} {F8} to customize these fields. These fields are customized on the same
screen as are the User Defined Fields. These Logical Fields have Field Names of Y N1 to Y N6. The
color of the Logical Field description can be changed by Logical Field. For more complete information
see the topic Logical Fields.

5.6.6. Fields - Memo Field

The Memo Field is displayed at the right of every contact record. You can type directly into the memo
field by clicking in it with the mouse. Double-clicking the memo field will open up a window and place
a data and time stamp at the top.

The shortcut key to open the memo filed is {Ctrl} {M}. The memo field is one of the most useful
features of ACE. ACE presents the memo field on the contact screen. When you view a contact, you
immediately see your last memo, often the most important piece of information, in you contact record.
In addition, because it is always on the screen you are more likely to use it.

Keep an ongoing history of the conversations, plans, and details about your clients in the memo fields.
Use the memo search to search for information mto the memo field. For more mformation see Memos.
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5.6.7. Fields - Group Fields

Not to be confused with sub-group, Group Fields are additional fields which are attached directly to
your contact screen. These group fields let you group together contacts which share in common only a
membership of a particular group. ACE lets you assign a contact record to one or more of 22 groups.
Some example group field criteria could be as follows:

Group Affiliations for Noreen Dunlap &11

[ Send Mailing [~ GROUPL

[V Sent Maiing of VIP CUST [~ GROUPM

™ GRouPC [~ GROUPN

™ GRoOuPD [~ GROUPD

™ GROUPE [~ GROUPP

™ GROuPF [~ GROuPQ

™ Groure [~ GROUPR

™ GRouPH [~ GROUPS

[~ GrRoupl [~ GROUPT

[ GRouPJ [~ GROUPU

™ GROUPK [~ GROUPYV

Clear Gruupl Save | Cancel | Help |
\

Referral to PR Firm 2003 AIIM Show attendees Holiday Card List Question Credit Risk Groups are
Yes/No logical fields. A contact is either a member of a group or the contact is not a member of a group.

Once you have marked contact records nto groups, you can find them by using the Query command.
The shortcut key for Group Fields is {Ctrl} {G}. The screen which appears is as follows: For additional
mformation see Groups

5.6.8. Customize Toolbar
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Customize Toolbar

Awailable toolbar buttons: Curment toolbar buttons: Close

Separator @ Attachments i Reset

Add -> sparato HEID

<- Remove ‘ h Quit ACE {At+F4}

Maove Up

i
1
g
n

He bl g

Move Dawn

e

This toolbar helps in arranging the tools in proper order or the order which we like. We can add the tools
from Available toolbar buttons to current toolbar buttons and we can move up and down to meet our
requirement or we can remove the toolbar buttons from current toolbar buttons.

5.7.0. Events — Current

Current Events drive ACE. The Schedule Menu allows you to quickly create current events. Events can
also be created and manipulated in other ways. In ACE current Events are usually just called Events.
Events are individual items to be accomplished during the future -- be it a day, a week or a year.

An event is such an item as a Phone Call, a Meeting, a Follow Up, a To Do, a Social Activity, a Personal
activity, Travel, a Birthday, or an Anniversary. Event items are items which you wish ACE to track and
bring to your attention when appropriate.

All Events are kept in a separate organization database not connect to individual contact record or even
an individual contact database. The advantage to this structure is that ACE will allow you to have
multiple contact databases, and multiple users.

Reports and oversight actions and the like can easily be administered on an entire organization. An
mtegral part of contact management is keeping in touch with your contacts. You need to know whom to
call, when to call, and the reason for the call

You need to know when your meetings are scheduled, and when to follow up on previous conversations
or correspondence. Time is very important in business. ACE is designed to help you schedule important
phone calls, to do item, tasks, meetings, follow ups, social activities, personal activities, and travel time.

ACE also allows you to record birthdays, anniversaries and holidays. This attention to detail allows you
to remain "in charge" of your contacts. ACE helps you provide a "good image" to your contacts.

5.8.0. Public v/s. Private Events
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All events in ACE are tracked for the benefit of the organization. This means that the events scheduled
in ACE can be monitored and controlled. At the same time a tool as powerful as ACE needs to be
available to track events of a more Private nature.

ACE allows the organization to set up a special category of events which are private. This means that
these events do not normally show up on ACE screen views. Of course, any event in ACE can and does
show up on some reports.

5.9.0. Event Types

Events are meetings, phone calls, follow ups, letters, emails, faxes, etc. ACE keeps track of all you
important dates and reminds you when you need to do things. An event driven database organizes the
people of the organization and the contacts around the events in the mutual life of the organization and
the contacts.

Once an event is entered, ACE reminds you about it. Then ACE lets you remove it from view after the
event is completed. ACE stores information about a completed event in a History file.

ACE can always provide a History of events for you. ACE has at least eleven types of events which can
be scheduled. In addition to using the Schedule Menu to set up these events, you have other ways to set
up these events. Listed below is a brief description of each event type.

Phone Call - The shortcut key for Scheduling a Phone Call is {F11}. Phone Call events are for calls,
callback, recalls. This category of event can be used for all phone calls you wish to make.

Quick Call - The shortcut key for Scheduling a Quick Call is {Shift} {F6}. The Quick Call event is
identical to a Phone Call with one difference. A Quick Call has no time for the event to happen. ACE
calls this "timeless”. When you select Quick Call, ACE immediately sets a Phone Call event for the
current Contact and the current day, which a time or any message about the call. Use the Quick Call
when you wish to be reminded to call someone back, but do not need to set a time or topic of the call.

Meeting - The shortcut key for Scheduling a Meeting is {F12}. Meeting events are used when you need
to schedule a meeting or appointment with one of your contacts. Whether your contact is coming to you
or you are going to your contact, you can schedule a meeting to remind you of the appointment. In the
Meeting event screen, there is space for a memo concerning the location of the meeting,

Follow Up - The Follow Up event is used primarily to accomplish something after a previous encounter
with a contact.

To Do - The shortcut key for Scheduling and To Do is {Ctrl} {T}. To Do events are reminders to you of

important items which need to be accomplished on a certain day. If you wish to accomplish something
on a specific day, at a specific time, then you can seta To Do.
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Social - Social events help you schedule parties, business outings, company picnics, or any other social
activity.

Personal - You can track Doctor Appointments, meetings with your accountants, and family events.
These events would go under the heading of Personal events. These events are also assumed to be
Private events as defined by ACE.

Other - Events which do not fit into other categories can be marked here.

Travel - Use the Travel event type to schedule travel time. This could be events such as driving, air
travel, etc.

Opportunity — It is used for opportunity tracking by Marketing and Sales people.

Birthday - If you plan on keeping track of contact Birthdays or have a personal database for friends and
family, you can record each birthday using this event. Schedule the birthday and it will automatically
repeat on the correct day each year.

Anniversary - If you plan on keeping track of client Anniversaries or have a personal database for
friends and family, you can record anniversaries using this event. Schedule the anniversary and it will
automatically repeat on the correct day each year.

Holiday — If you have any plans for holidays or if you want to keep note some of the public or future
holidays for you or your friends, you can record it using this event.

Group Schedule - If you wish to set up an event for a group on contacts, you can use Group Schedule.
Group Schedule makes it easy to set the same event for each group of a group of contact records. A
good way to use this function is to set a follow-up event for every contact you added to the database
today. See Group Schedule.

Sequenced Events - You can schedule multiple events at one time. For example, you may want to call
first (Phone Call), send a package next and then follow up with a new contact. This can be accomplished
here. See

Finish Event - Finish Event allows you to complete an event. When completed, the event is placed in

the database's history file for that contact. The event to be finished must be highlighted for this option to
work.

5.10.0. Ways to Schedule an Event

You can schedule events in five different ways in ACE.

Schedule menu - You can schedule an event from the contact record by using the Schedule menu.
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Calendar - You can schedule an event from one of the four calendars in ACE. These four calendars are
accessed by clicking on the desire calendar icon (Daily, Weekly, Monthly, and Yearly).

Schedule Event window - You can list the contact record's scheduled events. You use View Scheduled
Events to see the list of contact records. From here you can schedule an event.

Time Management Screen - You can list all scheduled events from the Time Management Screen.
From this list, you can schedule an event.

Events - You can right click in the Events area on the contact screen. When you right click here, you
can choose Add. To learn how to accomplish all of the above, see Schedule Menu.

5.10.1. Schedule an Event

All of the above bring up the Schedule an Event screen. To accomplish scheduling an event, see
Schedule an Event.

5.10.2. Scheduling Conflicts

When you schedule an event in a time slot that is already occupied by another event you have scheduled,
ACE will display the Conflict Alert

5.10.2.1. Date Finder

In a date field, in addition to actually entering a date you can type T to enter today’s date. You can use
the {+} and the {-} to increase or decrease the date by one date. In addition you can click on the
calendar icon next to the date field and it will bring up a calendar which you can manipulate with ease.
See

5.10.2.2. Time Finder

In a time field you can enter the time or click on the time icon to use the Time finder to enter the time
for events in even intervals. See

5.10.3. Using ACE Preferences to Automate Events

ACE has the capability of automatically deleting, completing, or rescheduling Events. You can tell ACE

to automatically change old Events. Once you setup the Preferences, every time you load ACE on your
computer, ACE will check to find old Events and change them according to your setup. See
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5.10.4. Events Shortcut Menu

The Events in a contact screen contain a quick access menu called an Events Shortcut Menu. The
Shortcut menu allows you to do all of the Event functions such as add, edit, delete and finish by just
using the mouse on the contact screen. See Events Display

5.10.5. Events Alarm Clock

ACE has an alarm clock function which helps to remind you of scheduled events. You can learn about
this alarm clock at

5.10.6. Finish Event

When you complete an Event, ACE calls it "Finish Event". You use Finish Event to mark an event as
finished (completed). This finish process removes the Event from the Scheduled Events and places it in

the History log for the attached contact. Only events which are attached to contact records can be
finished. With Finish Event the Current Event becomes a Historical Event.

5.11.0. Events — Historical

With Finish Event the Current Event becomes a Historical Event. ACE maintains a History database for
each contact database. In this history database there is a history log for each contact record. This gives
you the ability to quickly review all your past events with a specific contact.

When you "Finish Event" you move the event from the organization wide Events database to the contact
database specific history database. The History database keeps track of events as you finish them and

removes them from the Events database.

The History database also keeps track of letters and email which you send to the contact, call which you
have made to the contact or just about anything which you wish to keep in the History database.

You can add a record to the History database even if you do not have a corresponding Event scheduled

for the contact. To create a History record, see . List, Add, Edit or Delete History Events
To learn how to list, add, edit or delete events from the history database see the how to section on

5.11.1. Query the History File

You can query the history file to find only history items which meet a certain criteria. This is
accomplished from the View History menu. The Query allows you to subgroup the History database so
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that only specific type of history items appears in your History List mode. For example, you wish to see
a list of every phone call you made during a specific time period regarding a certain subject. Once a
history file is unlocked you can query for history items across multiple databases.

History items can be queried and then you can have the full records which the history item belongs to
displayed in your database. For example, you wish to see every contact record to which you sent a
gizmo demo. When you sent the demo packages out, you record to each contact's history that you sent
the package.

Two months have passed and now you wish to see the data for the contacts who received the demo. You
query the history database and use the Query for Match Records option to bring up the corresponding
contact records. To accomplish this see

5.11.2. View History Items

You can view history items in two ways. One way is to access a contact record which has history items.
See status bar. Another way is through the view menu. View

5.11.3. View All History Records (Lock/Unlock History View)

The History list view is by default restricted to only history items attached to the current client. At some
times, you may need to view all of the history items for every contact. This can be accomplished by
using the Lock/Unlock icon. See

5.12.0. Time Management Screen

ACE's Time Management Screen gives you a global view or printout of your upcoming Events. If you
need to view all of your scheduled activities in one easy to read screen, you should access the Time
Management Screen.

ACE can display the Time Management screen when you enter ACE. This choice is set in the
Edit|Preferences|Pending Events item. ACE gives you a quick option when choosing to display the Time
Management Screen each time ACE starts. The shortcut key for Time Management is {F2}.

You can also click on the Time Management icon. From the Time Management Screen you can add
scheduled events, add notes to scheduled events and access your To Do list. You can use the icons

displayed on the upper left of the Time Management Screen to manipulate your events or To Dos.

You must put the focus on the feature you wish to use to active the icons for that feature. For example if
you wish to use the ADD icon to add to To Do, click in the To Do section first. You can also highlight a
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listed event or To Do and right click on it to add a new event or To Do or to manipulate the one you
have highlighted.

If there are no events or To Dos listed, you can right click in the corresponding area and add an event or
To Do. For more mformation, see

5.12.1. Lookup

Lookup and Queries give you the ability to locate a contact record/records which have specific data in
certain fields. There are two ways to locate record which contain specific data. The instant Lookup with
one defined criteria and the Query.

The Query gives you the ability to locate contact records by multiple criteria. ACE finds mnformation by
creating and using database indexes. An index directs the program to search for information in a specific
way.

Indexes are comparable to have a clutter of notes, names, and addresses on your desk then alphabetically
arranging all of the notes, names and addresses into three separate card files. ACE uses six permanent
ndexes and five user definable (that is changeable) indexes to help you find records fast. The permanent
indexes are as follows:

Company Name - You can find any contact based on the contact's Company name.

Last Name - You can find any contact based upon the Last Name of the individual associated with the
contact.

First Name - You can find any contact based upon the First Name of the individual associated with the
contact.

Phone - You can find any contact based upon the first Phone number.

Memos - You can find any contact by searching for any word, letters or phrase in each contact memo.
See

Key Word - You can find any contact by searching every field except the memo field. This will search
the entire contact screen for any words that you enter. See how to accomplish this at Key Word

Lookup - You can learn about Lookup at Lookup. ACE comes packaged with five User Defined

Indexes. These indexes allow you to find your contacts in a particular order. You can change User
Defined Indexes to support your organization's needs. The screen below shows how easy this is.
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User Defined Indexes &J
Current User Defined Indexes Available Replacement Indexes
& Ciy Keys | field T Len Dec -
" state Acct(... | ACCT.. [N 7 0
" Zip
Alt Ce... PHON... |C 19 0
" Updated
Alt Cit... | CITY2... |C 20 0
€ When Added :
Alt Co... COMP... |C 40 0
Set | Create I Hell |
? Alt Co... COUN... |C 15 0
Status AltDe... DEAR.. |C 30 0
AltDe... DEPA.. |C 20 0 o

The User Defined Indexes screen shows your existing five user defined indexes on the left. The screen
shows the ACE client Database field list on the right. You select what field on the right you wish to use
for the index on the left. You can setup your own user defined indexes. See

5.13.0. ACE Can Show List Box When Contact Not Found

There is a setting in the Preferences menu which allows you to have ACE automatically show a list box
when a contact is not found. You also could have ACE ask you if you wish to see a list box. If ACE

does not find the contact and you do not have ACE set to automatically pop up the List of Clients
window, you will be asked if ACE should show the List box.

5.13.1. Snap Shot

Snap Shot helps you when you are doing a lookup. Snap Shot lets you memorize a lookup so that you
may return to those contact records without running your query again. This is especially useful if you are
working with a sub-group of contact records and are interrupted.

You may need to come back to this task later. Simply take a Snap Shot of the records the way they occur

at the present. Then you can do what you wish. You can then restore the memorized lookup to continue
where you stopped. This Snap Shot is discussed more at

5.13.2. Previous Lookup
The Previous Lookup option is activated when you lookup a contact record. This option will toggle back

and forth between the current record and the last record you looked up. If a query were active during one
of the lookups, you will also toggle back and forth between queries. See
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5.14.0. Query

The Query lets you build a formula for finding a specific set of contact records in a database. Queries let
you set a filter, allowing only those contact records which meet the requirements of the filter to be
displayed.

Queries are another one of the more important features of ACE.

A Query is much like the Lookup command. You can search for contact records in your database. The
difference is that the query is much more powerful in its search capabilitics. The Query command lets
you search on multiple fields all at the same time.

- You can use AND, OR, and other conditional expressions.

- You can search on fields which are empty,
- Fields which contain a phrase,
- Fields which are greater or less than a certain value,
- Fields which have an exact manager.

Or just about any combination which you can devise.

When you set a query, your view of the database is reduced to the number of records which match your
query. This is called a sub-group in ACE. This process appears to remove contact records from your file,
but the process actually hides all the contact records which do not match the query. Only the query
matching contact records are visible.

Once you have the sub-group selected, you can continue to print labels, print letters, print reports, and
send email from this sub-group. You could also search these sub-group contacts using the Lookup
command.

When you print contact records, reports, labels, or anything in query, the query only determines which
contacts are printed, not what is printed.

There are several ways to set a query in ACE. Use the method which works best for you and the
information for which you are searching. These different methods and the links which explain them are
as follows:-

Lookup/Group - Key Word Lookup.
Query a Field - Query Field Wizard.
Query by Example - Query by Example.
Advanced Query - Advanced Query.
Query Builder - Query Builder.
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5.14.1. Query vs. Lookup

The Query is different from the Lookup command that brings you to a specific contact record. When
you use the Lookup command, the size of your view of the database does not change unless you use the
Group button. You are only brought to a specific contact record and the database view sort order is
changed. The Lookup search is always instant regardless of the size of your database. The Query search
may take long if ACE can not optimize the query. Once a Query is set, you can still use the Lookup
command to search for contact records in the query. The lookup command will only find contact records
within the current queried sub-group.

5.14.2. Query vs. Advanced Query

The Query has almost the same functionality as the Advanced Query. The menus are much easier to use
with a Query. The Advanced Query has more power. When you use a query, you simply tell ACE for
what to search and in which field to search. ACE does the rest of the searching. The Advanced Query
lets you manually build a query using database syntax similar to that used by Lotus. ACE recommends
that you use the Query and ignore the Advance Query until you are familiar with the capabilities of the

Query.

5.14.3. Optimizing Queries

When you set a Query, ACE may find the sub-group instantly or take more time. When ACE needs
more time, a Status Meter pops up to show you the progress of the search. The time ACE spends
depends upon the fields which your query uses. If you set a Query on any field listed in the choices of
the Lookup menu except Memo and Key word, ACE can optimize your Query. In other words, if you
Query on any field which is indexed, ACE will optimize the Query. When ACE optimizes your Query,
the sub-group is created instantly, regardless of the database size.

5.14.4. Special Field Rules

Some field m ACE contains a formatting mask. This mask allows you to type only the numbers when
adding a phone number or only the numbers when entering a data into a date field.

For example, when you use Query by Example to search a Phone Number field, do not type the dashes '-
', or parentheses '()', or spaces. Only type in the number(s) for which you search. You can search a Date
field just about any way a date field appears. If you are searching a Date field of October 31, 2003 in
2003, these are some of the ways you can enter this field:

e Oct31
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e 10/31/2003
e October 312003

5.14.5. Looking up Contacts in a Query

After a Query is set, you can still use the Lookup command to find contacts. When you use the Lookup
command inside of a Query, only the contacts in the query are searched. If the ACE Lookup command
does not find any contacts in the current Query, you will be asked if you wish to search the entire
database, thus turning the Query off.

5.14.6 .Complex Query by Example

Using the Query by Example is straight forward when you are only searching for a single item in one
field. It is still easy to search for a few items in a few fields. You just type in that for which you are
searching at each field. To search for more than one item in a single field require you to follow certain
rules.

AND

As you type in information at each field of the Query by Example screen, ACE automatically uses the
AND jomer between each entry. This means that every condition you type needs to be met in order for a
contact to be added to the sub-group. For example, if you type 619 in the phone number field, and type
Poway in the city field, both of the conditions must be true for a contact to be included i the sub-group.

OR
The time you can use the OR join in a Query by Example is within one field. For example, if you want
to search the Widget filed for the colors Red, Blue OR Green; you can do it. But if you want to search

for Widgets which contain Red, OR Last Name contains Smith, you can not. Since Widgets and Last
name are separate fields, in order to use the joner OR you must use the Advanced Query. See advanced

Queg Y.

5.14.7. Operators Available in Query by Example
The following operators are available in Query by Example:
e Equal to

e Greater or Equal
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e Less or Equal

e Between

e Not Equal To

e Contains

e Does Not Contain

e Not Empty

e Empty

See Query By Example

5.14.8. Saving a Query

You do not need to save a query. However, if you plan to use a query more than once it is a good idea to
save the query. Once saved, the query goes into a list holding all of your queries. You can access the
saved query later by using the List button on the Query by Example screen.

5.14.9. Turning a Query Off

To turn off a Quick Query and access your regular database of contacts, you only need to Lookup every
contact record on the Lookup menu.

5.14.10. Editing a Query by Example

Once you save a Query by Example, you can not edit the query unless you use the ‘Advanced query.’

5.14.11. Advanced Query Usage
The Advanced Query gives you complete unlimited searching ability with ACE. With the Advance
Query you directly type the query syntax. The Advanced Query only needs to be used in a few
situations. The situations are listed below:

e  When you need to mix AND and Or statements together in the same query.

e  When you need to apply special Lotus or dBase functions to the search.

e When you wish to search for nformation that is not contained on the Query by Example
screen.

e  When you need to edit an existing query.
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When you use the Advanced Query, you need to convert all the function to character format in order to
optimize the query. See Appendix A for a list of all the possible functions and what these functions
accomplish. Character fields generally should use the Upper () function to convert the fields to upper
case.

Numeric fields can use the Str() function to convert to character format. Date fields can use the DTos()
function to convert to character format. The Advanced Query menu is only accessible from the Query by
Example maple screen. See the explanation under the Query by Example and see Advanced Query.
Good hunting!

5.15.0. ACE Task Manager

ACE has a Task Manager. In it you can manage tasks assigned to yourself and others to create a To Do
list, reminders and keep notes.
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H
H

The Task Manager window shows your tasks in a list format. Individual entries are display in order of
Priority. The highest priority tasks are shown first. You can browse the list using cursor keys, scroll bars
Or mouse.

The ACE Task Manager uses numbers to assign priority. Items in the ACE Task Manager are displayed
by Priority first and Date Due second. The highest priority is one (1).

Normally only unfinished tasks are shown in the Task Manager display. However, all tasks are kept on
file after completion, unless you delete them. The Task Manager displays the finished tasks when you
press {Alt} {S} orclick on the Show Finished check box.

Normally, you would use Popup Tables when entering the Status information of tasks. Popup tables are
accessed by double clicking on the field or by pressing {Shift} {Enter}. By using Popup tables, you will

ACE7 57



ACE Contact Manager 7.1.0 User Manual Tog
help to standardize your entries. To learn how to move around the ACE Task Manager see Task
Manager.

5.16.0. ACE Calendar

ACE offers several views of your schedule, including four calendar views. You can learn about the other
views of your schedule by reading about Time Management Screen and Scheduling Events. Each of the
four calendar views (Daily, Weekly, Monthly and Yearly) shows a different calendar view of your
schedule. Most calendar related functions are the same throughout these four views.

5.16.1. Daily Calendar

The Daily calendar displays a graphical representation of your day. A small view of the current month
and the next month are shown. The current date is highlighted. Days with scheduled events are also
highlighted. All Timeless (Timeless) events are listed in the Timeless box. The Expanded Day View to
the right shows the day organized by time. You can set the hours of your work day in Preferences. Your
Task List from the Task Manager is shown at the bottom left. To learn how to use the Daily calendar,
see Daily Calendar

{4 ACE Contact Manager - [Daily Calendar E=Ea=T
¢ File Edit Lookup Tools Window Help 8 x

J B s | >i' =) [&] JJ
JIJMLDIJ QM| gl 71X €] (G @] D] ee T oomes |
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14 20 12 18
pal piy 27 19 25
28 26 1

2 3 4 5 6 7 8
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TimeLess Events 10 %
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Fri, 26-Nov-10, 10.54 am “You have alarms that are past due.

5.16.2. Weekly Calendar
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The Weekly Calendar displays seven days worth of events listed for each day of the week. The
regarding line for each event is displayed in time order. A small view of the highlighted month is
displayed with the current date highlighted. Days with scheduled events are also highlighted. The
Expanded Day View shows the highlighted day organized by time. To learn how to use the Weekly
Calendar, see Weekly Calendar.
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Fri, 28-Nov-10, 10:48 am You have alarms that are past due,

5.16.3. Monthly Calendar

The Monthly calendar displays the selected month with the regarding information for events displaying
on each day. Holidays, anniversaries and birthdays are shown with icons. See Monthly Calendar to learn
how to use the Monthly calendar.
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Fri, 26-Now-10, 10:51 am You have alarms that are past due.

5.16.4. Yearly Calendar

The Yearly calendar displays the entire year, starting with January. This window appears on top of the
other windows. See Yearly Calendar to learn how to use the Yearly calendar.
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5.17.0. Paper File Index

ACE contains a Paper File Index capability to assist you in tracking the location of your paper
documents. The ACE Paper File Index is a database for your office filing cabinets. It is easier to search
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for the location of a file folder in your computer than to walk across the office to attempt to locate the
file folder.

Such questions as "Did you file it under Legal or Corporate Articles of Incorporation?” can be answered
easily. Keeping the Paper File Index up to date protects the organization from the "runaway truck killing
you" syndrome. Whether the organization is simply your personal living space, your family, or a legal
entity, a Paper File Index is a good practice.

B4 At oo e HGEPRETHETRSE S s SRR
gtl File Edit Lookup Teols Window Help - 8 X
& FEEE o= 56 6%

<[ <[> > gl
(o e e R s T Y My (W % Y iz N b
A N e e e = e e N N ik e Yu  Yw 1]

Index Category Description

L5

=2 :| Q| ‘9| I~ Show Public [ Show Memo

Paper File Index Card Editor o | E i
index [ace save |
Category problems Cancel I
Description  [suppori@goace com

Memo

goAce

v Make Public

Fri, 26-Nov-10, 10:55 am *ou have alarms that are past due.

Each card in the Paper File Index contains an Index, Category, Description and Memo Field. These
fields are described below:

Index - The Index is the original sort field. The index can consist of several words, but the first letter of
the first word determines under which tab of the alphabet the item is placed.

Category - The Category field is a further clarification of the Index. For example, if the Index is Credit
Cards, the Category could be Visa, MasterCard, Amex, etc.

Description - The Description identifies the location of the paper document in the index.

Memo - Each entry in the Paper File Index can contain a large amount of support mnformation. This
mformation can be put here.
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5.17.1. Searching the Paper File Index

You can search the Paper File Index by Index, Category, or Description. You control which method is
used in the search process. On the Paper File Index screen there are the Alphabet tabs, Index fields,
Category fields, and Description fields. The default sort order is Index. You can click on the Category
field or the Description field to list the entries by those fields. You can use the alphabet tab keys below
the toolbar to search for the Paper File Index cards. You easily can print labels for file folder from the
Paper File Index. To see all that you can accomplish in tracking paper documents see Paper File Index.

5.18.0._Things To Do List

The ACE Things To Do List is a simplified version of the task scheduler. This list helps support the
"Things to do" side of the "Things to do; people to push" management model. This management model
says that all tasks break into two groups -- people to push and things to do. Historically, "things to do"
items do not have the leverage that "people to push" items have.

So, you should usually do all your "People to push" items first. Regardless of your efforts to assign
items to others, occasionally you will have "thing" items to do. They go here. When you add Things To
Do items, you can enter a priority and the item to accomplish.

Naturally the Who field represents the logged on person -- you. Things to do cannot be assigned to
others. For more details, see .

T - ¢ |

-8 x

xr\®|JJ
<\<\>\>\ d;-\/lx\ 5] @] D] F s

rrrrr Who ToDo

3 _WJB Register ACE at register...

Things To Do
priotty [¢ 1] Who -
To Do |Rg|ACE| egister@GoAce
¥ Private I ‘

Fri, 26-Nov-10, 10:57 am “You have alarms that are past due.
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5.19.0. Invoice System Overview

The ACE Invoice System allows you to create a quick invoice for any of your contacts. This Invoice
System is very basic and easy to use. The Invoice System starts with a list of nvoices.

rgd Invoices Browse ==
<[> > /K E| O @[P[X|% &P

Date
Due

Sales

Inw# Entered Amount | Balance Rep

Who ‘

0 Records

How to use this list of invoices are described at Invoice System. Easy to use invoices are created when

you click on Eli:| these invoices by default look like the following:

{ Y
Invoices ﬁ
File Edit Help
| > x| [~ Bateh Print
E <[ <L[>[>» X 8 4@
Invoice Number [1 Invoice Date Ig&De&w Date Due [05-Jan-11
EBill To: Ship To
Mr. Chip Whitney Mr. Chip Whitney
San Diego Computer Club San Diego Computer Club
3343 Convoy Place 3343 Convoy Place
New York, N 10120 New York, NY" 10120
PO Mumber Sales Person Terms. Ship V1A FOB
| | =1y =iy i
[ & | tem | Description | Quantity | Taxable | Price | Amount
Add Detail Insert Detail Delete Detail Sub Total 50.00
Comment Tax| oo % 50.00
Shipping .00
Invoice Total 50.00
AmountPaid [ g
BTITER 50.00
\,

But you have a great number of choices when you select Edit Preferences on an invoice. The Edit
Preferences brings up your choices as follows:
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il ™~y
Invoice Preferences M
Next Invoice |2 Due In (days) [0 #Copies to Print I¥  Print Tiles in Upper Case

| user Defined Fies
|PO Naumber |sales Person |&Terms |5&hip via |FaoB
Auto Ingert Contact Information frem the field below into the Fields Above.

IINnne j INnne j INnne j INnne j INnne d

Company to Display on Invoice Print Out Point Size | Constant Message
|13— THANK %0OU FOR Y0OUR BUSINESS!
INone
Address to Display on Invoice Print Out Point Size
- 0
Fax

Discount Percentage (PRICE x QUANTITY - DISCOUNT) 0 Use 0 for Mo Discount
¥ Show Borders on Print Outs [V Reverse Print on Headings Save | Cancel | Help |

To use this preference form, see Invoice Preferences.

5.20.0. ACE Calculators

Currently ACE has four calculators. So to use the calculators your first decision is to decide which one.
You always start out with the standard calculator. If you click on "view" then you have the choice of
switching to the scientific, programmer and statistic calculator.

5.20.1. Standard Calculator:
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5.20.2. Scientific Calculator:

| Calculator E=E—)
View Edit Help
(%]
@ Degrees Radians Grads | | MC MR MS M+ M-
Inw In [ ] —_— CE C 4
int ||sinh || sin [| 2% || n! 7 8 9 %
dms ||cosh|| cos || x¥ || F¥x || 4 5 6 & 1/x
n tanh | | tan x> & x 1 2 3 =
FE || Exp |[Mod || 10g || 10% 0 - + -
h J

5.20.2. Programmer Calculator:
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-
Calculator = | =

View Edit Help

Baaa aaaa 2ees oeee sees oeee 8aes Beee

B3 47 32

/e00 000G OCOBE OQOBA POBG 0DBG 00D BOG8

31 15 a

) Hex ‘ ‘ Mod| A | MC H MR H MS | M+ || M- |

@ Dec

oon |l ][ |+ ‘

7)) Oct

@) Bin Rol || ReR || C | 7 H 8 H 9 H / ‘ %

o |ioc)[2] ][+ ][5 Lo Jie

|0 0] [ € ([ ][2 ][5 ][]

_ Lsh Rsh =

© Word E 1 2z 3 _

Oore ot |[mna| F [ o | .

5.20.2. Statistics Calculator:

5.21.0. Reports Overview

ACE7

.
Calculator

(=] ]

View Edit Help
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As you manage your contacts, the data you collect as the ACE database is built and as the ACE database
expand becomes much more meaningful if you can accomplish the following types of activities:

e Support your activities with lists.
e [ocate specific data.

e Group similar data.

e Review progress towards goals.
e Summarize the data.

e Mine data for trends.

Regardless which activity you undertake, ACE reports conveniently provide you with a report on the
activity. The power of this reporting action comes from the way ACE works. All reports utilize the data
in the current scope of ACE.

You set the scope with a Lookup or with a Query. Once the scope is chosen the report provides data
from within the scope. Most of the sixteen buit n ACE reports provide customization capabilities. If
additional customization is required, ACE provides for "User Defined Reports". You can create and save
a custom report form which contains the information for your choice of any or many of the fields n the
ACE database.

By using the ability to limit the scope of the data in the ACE contact database, you can be very selective
as to the content of a custom report. The ACE User Defined Report results can be viewed in a screen
viewer before or instead of being printed. The ACE built in reports and the ACE User Defined Reports
can be printed to a file.

Most users up a Generic Text Only printer in Microsoft Printer Setup Wizard as the destination for file
printing. This makes whatever data you have in your ACE report available in a machine readable pure
ASCII format. (You can also use the Export capabilities of ACE to create machine readable data to be
exported from ACE).

5.21.1. Complete Record Report
The Complete Record Report prints a single contact record or all contact records in a group. The

difference is chosen by a check mark in the Print Group option on the ACE Printouts screen ACE
Printouts Overview. To print the Complete Record Report sees Complete Record.

Contact Record
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Primary Address

Alternate Address

Task Scheduler

Work: Alt Work:
FAX: Alt Fax:
Home: Alt Cell:
Other: Alt Home:
Email ID: Email ID:
Webpage: Webpage:
Folder One
Category: Alt L to look for a contact | Serial #:
Secretary: Vol Purch:
Business: Support Fee: For help on Email

Referral: Ctrl W to find a contact by
a

Product/Serv: single word -
anywhere

Job Function:

Paper Type: Track TASKS by
priority, due date, status, who

Check out Ctrl F3

Merge

Support Until: go Ctrl W Email
Merge

Register Date:
Purch Date:

ACE7
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VIP Cust.- No
Magazine- No

Folder Two

Soc. Sec.: - - User21:
Userl 5: User22:
Userl6: User 23:
User 17: User 24:
Userl8 User 25: Other Screen is CTRL+O
User 19: User 26:
User 20: The help m ACE is very
extensivg -also
support@goace.com

Folder Three
User27: User 34:
User28: User 35: Other Screen is CTRL+O
User29: User 36:
User30: User 37:
User31: User 38:
user32: User 39:
User33:

Logical
Prospect- No Beta- No

Reference- No
Free- No

ACE7
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No Group Affiliations Scheduled Events

Days Date Time Event Regarding
-2669 12-Sep-2001 430 To do Buy ACE at
days www.GoAce.
com
0 days
Historical Records
Days Date Time Event Regarding
-3 30-Dec-2008 | 08:58 am Email
days
-2 31-Dec-2008 | 10222 am Email
days
-2 31-Dec-2008 | 10222 am Email
days
-2 31-Dec-2008 | 10222 am Email
days
-2 31-Dec-2008 | 10222 am Email
days
-2 31-Dec-2008 | 10222 am Email
days
-2 31-Dec-2008 | 10222 am Email
days
-2 31-Dec-2008 | 10222 am Email
days
-2 31-Dec-2008 | 10222 am Email
days
-2 31-Dec-2008 | 10222 am Email
days
ACE7
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5.21.2. Calendar Report

J:’?si:f

None
None 06-Dec-10
| Daily Calendar
&
Day 2 JS M T W T F 5
Monday R
5 6 7 8 9 10 N
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31
=]
December 6,2010
7.00 am
7.30 am
None
None 06-Dec-10
Weekly Calendar
2010 soMoTowo TR Week 50
1 2 3 4
5 5 6 7 8 9 10 11 11
12 13 14 15 16 17 18
December 8 20 a2 3 2 5 December
26 27 28 29 30 31
Sunday 5th
Monday 6th
Tuesday 7th

ACE7
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5.21.3. HotSheet™) Report

ACE7

None
None 06-Dec-10
Monthly Calendar
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 3 4 5 )
7 8 10 11 12 13
Weekly Calendar
2010 S M T W T F § Week 50
5 1 2 3 4 11
December 5 6 7 8 9 10 1" December
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 3
Sunday 5th
Monday 6th
Tuesday th
Wednesday 8th

ol

-
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5.21.4. Scheduled Events List Report

Scheduled Events

vee

None

None 07-Dec-10

EVENTDATE STARTTIME EVENT APPT_TEXT ATTACHED

11-Sep-01 10:25 am Phone Call /Left Click Here,  Task Schedular
Then Right Click

12-5ep-M 0710 am Todo Buy ACE at Lorn Breeden

www.GoAce.co 540667 4695
m
5.21.5. History Events List Report
Historical Events
None
None 07-Dec-10
]
sl. DATE STARTTIME CONTACT EVENT APPT_TEXT ASSIGNEDTO
No
1 12-Sep-01 07:10 am Tina Todo Buy ACE at
Kay www.GoAce.co
m
2 11-5Sep-01 1025 am Task Phone Call /Left Click Here,
Schedular Then Right Click
3 15-5ep-97 04:22 pm Sandy Phone Call Completed Call None
Reynolds
4 10-Sep-97 10:00 am Sandy Meeting Discussion of None
Reynolds Employees
5 09-Sep-97 06:00 pm James Phone Call Completed Call None
Jones
5} 06-5ep-97 0400 pm Noreen Phone Call Heis ready to None
Dunlap buy.
7 03-Sen-97 02-00 nm James Follow 1in Software None

ACE7
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5.21.6. Contacts List Report

Contact List

Joe

None
None 07-Dec-10
]

CONTACT COMPANY PHONE

Dunlap, Noreen Data Management Assistance
Corporation

Jones, James Sample Company Name 800.555.3445

Kay, Tina Data Management Assistance 540 667 4695
Corporation

Klein, Jon Data Management Assistance 540667 4695
Corporation

Management, Time F2

Merge, Email ACE Contact Manager

Reynolds, Sandy Sample Company

Schedular, Task

Smith, Pam Another Company

5.21.7. Contacts Memo Report

Contact Memos

None

None 07-Dec-10

[COMPANY NAME CONTACT PHONE

Data Management Assistance Noreen

Corporation

The hot-key combination for adding a clientis CTRL+A.

To add a client to the database:

1 Select Add from the Edit menu. A blank Client screen appears.
2 Enterthe Client Name and address.
3 Press Save to add the record.

The user defined fields and logical fields are accessible after the clientname is saved.

ACE7
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5.21.8. Address Book Report

Address Book

5.21.9. Task List Report

ACE7

None
None 07-Dec-10
D
Data Management Assistance Corporation
Dunlap, Noreen
303 North Loudoun Street
Suite A
Winchester, VA 22601
EMail ID: Support@GoAce.com
A
ACE Contact Manager
Merge, Email
303 North Loudoun Street
Suite A
None
None 07-Dec-10
Task list by Priority
DATE ATTACHED PRIORITY STATUS WHO ASSIGNEDTO
2001.09.11 Tech Problems / Jack 1 Pending WJB None

Tripper 714.253.2352

i

NCE
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5.21.10. Paper File Index Report

Filing System
None
None 07-Dec-10
Index Category Description
ACE problems support@goace.com
5.21.11. To Do List Report
Todo List
None
None 07-Dec-10
PRIORITY OWNER TODOS
1 WJB Register ACE at register@GoAce.com

5.21.11. Hot Contacts Report

Hot Contact List

None
None 07-Dec-10
]
[CONTACT COMPANY
Dunlap, Noreen o Data Management Assistance Corporation
Jones, James 800.555.3445 Sample Company Name
Management, Time . F2
Reynolds, Sandy . Sample Company

Schedular, Task

Warbly, Deron o Game Players
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5.21.12. Invoice Report

Receivables
None

None 07-Dec-10

5.22.0. Windows Overview

e Arrange Icons > In the contact screen the icons will be rearranged according to the
alphabets ie. A-Z.

e C(Cascade -> Through the Cascade feature, the contact window will appear in the
minimized form.

e Tile Horizontal> Aligns the display window/s ie. contact screen in a horizontal format.

e Tile Vertical -> Aligns the display window/s i.e. contact screen in a vertical format.

5.23.0. Duplicate Checking

Use Duplicate Checking to verify or remove duplicate records. You may search on any of the Ace fields
for the comparison. You should open the database to check before running a duplicate check.

To check for duplicates:

1. Select Duplicate Checking from the File menu. The Fields to Use in Duplicate Check dialog appears.
Your Ace fields are listed on the Ace Field List.

2. Select the fields to use in the comparison. Select the fields in the order you would like Ace to search.
For example, if you want to verify the company name, then last name, then phone number, select the
fields i that order. As you select the fields, they are moved to the Fields to Evaluate column.

3. Select the Duplicate Action. Choosing Delete will delete any occurrence of the duplicate after the first
mstance of the record. Choosing List will List the records without marking them for deletion.

4. Select Do Not Include Empty Fields when it is possible that all of the fields that you are searching on
might be empty.
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Field(s) to Use in Duplicate Check [

ACE Field List Fields to Evaluate

Acct
Al C
Alt City 4|
Alt Company Delete |
Alt Country
Alt Dear
Alt Depart S
— Duplicate Action Empty Fields

" Delete f* List [~ Do Not Include

Ad

A00

Start | Cancel | Help |

The above image is displayed click on start will take you to Contact list where you can delete or
undelete the contacts.

To undelete deleted records:

# Contact List ==
‘ Undelete I Undelete Al | Delete Delete All Print Close |

Del Contact Company

» _ Noreen Dunlap .. Data Managem...

1. Select Undelete from the file menu.
ACE searches for any records in the current database that have been deleted, and lists them with an
asterisk (*) next to the Company and Contact Name.

2. You may shrink the list to view the database records more easily.
Highlight the record in the list to view on the contact screen behind it. If you close the list, however,
you will have to select Undelete from the file menu again to bring it back.

3. Four buttons are available.
Undelete Will remove the asterisk (*) from the highlighted record. And will return the record to the
active records in the database.
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Undelete All Will remove the asterisks (*) from all of the listed records, returning them to active
records in the database.

Delete and Delete All will delete records that have been undeleted since you started the current
undelete session.

Delete Will delete a record that has been undeleted.
Delete All Will delete all records on the list.

4. Close the list when all changes have been made.
All records with an asterisk (*) will be deleted when the database is compressed.

5.24.0. Change database structure

Use this option to alter the structure of a database: Change the fields from their current type to be
character, date or numeric fields, lengthen or shorten fields. It is highly recommended that you backup
your database before altering its structure, because the changes you make will remain permanent.

If you change a field from character to a date or numeric field, all field entries that are not the same as
the new field type will be lost.

For example, if you have a field containing the word "January" and then change that field to be a Date
field, it will be blank. Ifthe field contained 01/01/1999, it will still contain the date after the

conversion.

Steps to perform Change Database Structure:

1. File Menu -> Database Administration -> Change database structure, the below form appears click on

Next.

ACE7
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ACE Database Structure Change

This Wizard will guide your through structure changes in
vour ACE Client database.

Mo one elze can use thiz client file while vou are making
changes to its structure.

Choose the ACE Client databaze you want to change the
structure of

[TCIS-H IBA COMPUTER DATABASE

- Directory: E\Ace NACEDATA\DATANFILEZGES

Records: Approximate Time: 4 minutes

2. The form displayed below appears. Click on Auto change.

This Wizard can check your format file and make changes
to vour structures based on Field Formats you have set
from ACE.

A= an Example if you had =et a character field in ACE to
be masked as a date thizs procedure can change the
structure of that field to be an actual date field.

If you want to leave some of those fields to remain as ocne
type but be masked as another vou should skip this
procedure and change the fields by vourself.

[ Auto Change ]

Cancel

ACE7
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3. Here you can change the structure for each field and click on next.

Make changes to the fields you want.
Click Column Heading to Change Order

Description Fieldz Name

PHOMA1
Fax ... |PHONZ
Home ... |PHON3

Other ... |PHON4

Label |WDrk

TyPe |Character - | Widt |17 | Decimal |0

Form |@R 300000 X0000000000¢ |

| <Back | mMext= || Fnen || cancel |

4. Click on finish will change the database structure.

This iz a listing of the changes that are about to be made to
your ACE client structure. Press Finizh to start the procedure.

Label Field Type Width | Decimal

Last Contact USEROG Date 8
ssfgv ¥ N1

| Remove Structure Change |

| <Back | wet- || Finsh || cancel
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5.25.0. User Administrator

User Administrator can create number of users, edit or delete the users.
Adding the new user

To add a user to the existing Ace users:
1. Select Add. The Ace User Record Editor appears.
2. The cursor appears in the user initials field.
Enter the mitials, and hit TAB to move to the Username.
3. Fill with all fields.
4. When all details have been entered, press Save.

To edit an Ace user entry

1. Highlight the entry to be changed.

2. Select Edit. The Ace Record Editor appears.

3. Select the field to change and make the desired changes.
4. Select ‘Save’ to save the changes to the Ace user’s record.

To delete Ace users:

1. Highlight the filer record to delete.

2. Select Delete. You will be asked to confirm. Enter yes to delete the record, or press No to
keep fit.

Add Users
Click on Users to add, change, or delete user access to the Ace program called. This first user is

assigned a folder Ace under the Users Folder. The trial version of ACE is set to allow 3 users. The first
user is automatically setup the first time Ace is opened.

.
0 ACE Users [ B
File Edit LeokUp Help
- [
LI <I>|>| k|l | &
User ] HUM Lev Password
,  pr— 1 -

1Users
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To add a new user: Select Add from the Edit menu.-Or-Select the Add button on the toolbar.
The Ace User Record box appears.

To edit an existing user:

1. Highlight the user to edit.
2. Select edit from the Edit menu.-Or-Select the Edit button on the toolbar. The Ace User Record box

appears with the highlighted record information. Make changes to the record and press save to
continue.

To delete a user:

1. Highlight the user to delete.
2. Select delete from the Edit menu.-Or-Select the Delete button on the toolbar.
You will be asked to confirm deletion of the user. Enter Yes to continue, or No to cancel.

' ~

atl ACE User Record =B S

Users Initizls Intemal |0 Mumber

| | ] Reset User Save
Cancel

Users Name _—

| Help

Users Password Level

— | 0MNo Administrator Rights |

|D:\AC&?\ACEDATA\USERS\

|D:\.Prc|gram Files\Ace Contact Manager TWACEBIN

5.26.0. Data Exchange

Bring outside data into Ace 7.1.0. From within Ace, you can import from ASCII Text files, dBase and
FoxPro files. For importing from other file types, such as Biz*Base or ACT! For Windows.
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5.26.1. To import to ACE 7.1.0:

1. Select Import from the File menu.

The Import Field Match window appears. The ACE 7.1.0 field list shows the fields of the current
database, listed alphabetically by the field labels. The Fields to Import lists the fields of the import
file, and is empty when the window first opens.

2. Select Browse to choose the import file to use.

The File to Import window appears. Type or select the drive and directory location of the file, and
the file name. The default file types are: - ACE 7 Format (contacts.dbf)
- Delimited format (*.txt)
- FoxPro/dBase format (*.dbf)
- dBaselll (*.dbf)
Excel (*.xls)
Xml (*.xml)
Outlook

Select OK when the file is chosen. The import file name appears in the Import File Location box.

Note: If your file does not have one of the above extensions, but is in one of the above formats,
replace the File Name line with the correct name and extension, and select OK.

3. The Fields to Import list displays the fields in the import file. The fields are listed in the order
they appear in the file. If your import file has no header, you will see actual data instead of

field names.

If this is the case, you may view other records in the database by using the scroll buttons at the
bottom of the Fields to Import area. If you are importing from a dBase, FoxPro, or ACE 7.1.0
file format, deselect Show Field Names to view the data only, instead of the field names.

4. When the import file is selected, the Matched Fields box appears on the screen. This is where
you assign the import file fields to the ACE 7.1.0 file fields.

Highlight a field in the ACE 7.1.0 file, and then highlight the corresponding field in the import
file. When both lists have a field highlighted, the Add button becomes active in the Matched
Fields box.

Select Add to add the import field to the ACE 7.1.0 database. The ACE7 field name will appear

under the headng ACE 7.1.0 Field, and the import file field will appear under the Import from
heading. Continue matching until you have matched all of the fields you wish to use.

ACE7 84



ACE Contact Manager 7.1.0 User Manual -A?{-ﬁg
Match only those fields that you want to import into the ACE 7.1.0 database. If you do not want
some of the fields, just leave them and the import will ignore them.

5. If you are importing from a dBase type file, the Auto button becomes active. This function
allows you to match up fields with the same name without having to match them one by one.

All fields with the same name that are left in the ACE 7.1.0 field List and the Import File field list
will be matched up for the import. There are two ways to use this function. If there are fields in
the import file that you do not want placed in the same fields m ACE 7.1.0, match them to the
desired fields as described in step four above.

Then select Auto to match the remamning fields. Or, hit the Auto button first, then remove the
fields that you don't want to be imported, or fields that you want matched differently. Then
continue matching the fields as in step four above.

6. If you matched the wrong fields, or want to delete fields from the matched field list, highlight the
lme containing the fields to delete. The Remove button becomes active. Select Remove to
return the selected fields back to their respective lists.

7. Many people constantly update their database by buying mailing lists from outside data sources.
If you will be importing from the same type of file over and over again, save the Matched Fields
list for use i the future.

To save the Matched Fields List, select Save. Select the drive and directory to hold the file, and
give it a valid DOS file name. Ifyou import the same file type again, retrieve the saved list and
you won't have to spend time matching the fields again.

If you have more than one database, it is a good idea to save the Matched Field list file in the
same directory as the database. That way, if any of the field names are different between your
databases, the Matched Field list files will match up properly when you load the list. Ifall of your
databases are exactly the same, the same format can be used for all of them.

8. When all of the fields are matched, select Import to begin importing the file. A status bar will

show the progress of the import, and the Import Field Match window closes. The records are
indexed as they are imported, so your database is all ready to go!

ACE7 85



ACE Contact Manager 7.1.0 User Manual

-
Import Field Match

]

File  Translation

— ACE Field List

Fieids To Import

Description

Field Marme Type Len Dec

EVENT DATE/TIME

Add As Phone Call to the Event File| ¢ +

FULL NAME

Split Mame into Primary Name (4o

CITY, STATE ZIP

Split C/S/Z into Primary C/S/Z [

< ]

| 3

| Show Field Names

ACE Database
ACE Contact Database

Import File Location

Browse |

r Fields

Add Fields |

Impoit From

Remove Field | Import
Save Map | Close I

Load Map | Help |

Auto Map Fields |

9. While mmporting from outlook, make sure you provide Ace the permission to access outlook, a

dialog appears while import is being done as shown below.

-

Microsoft Office Outlook

=

@

A program is frying to access e-mail address information
stored in Cutlook. If this is unexpected, dick Deny and verify
your antivirus software is up-to-date.

Far more information about e-mail safety and how you might
be able to avoid getting this warning, dick Help.

[ allow access for | 1 minute

[ Allow l [ Deny ] [ Help

5.26.2. To Export from Ace 7.1.0:

Send your data out of ACE 7.1.0, in a number of different formats. The ACE7 file export will export all

of the contact database fields, including the memos, to a file called aceexp.dbf

To export to an ACE 7.1.0 file:

1. Select Export from the File menu. The ACE 7.1.0 Export File and Format window appears.

2. The default file format is ACE 7.1.0 format.

desired.

ACE7

The default file name is *.dbf. Enter another name if
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3. Select the drive and directory to store the file.

4. Since you are exporting to an ACE 7.1.0 format, the field list and delimiter buttons are dimmed.
Select OK to start exporting the file. The Delimited export allows you to choose the fields to export,
and allows you to choose the delimiter.

To export to a Delimited file format:

1. Select Export from the File menu. The ACE 7.1.0 Export File and Format window appears.

2. Select Delimited (*.txt) as the File Format. The file name changes to *.txt.

3. Enter a valid DOS filename in place of the asterisk (*).

4. Select the drive and directory to store the file.

5. Select Delimiter to choose a character to separate the fields in your output file. The default and most
commonly used delimiter is a comma (,). Some software may require a different delimiter between
the fields. You may select on of the pre-set delimiters, or choose custom and enter one of your
OWn.

6. Select fields from the field list to export.

7. Select OK when all parameters are set. The specified file will be created and the records will be
exported to the file.

The dBase III and FoxPro exports allow you to choose the fields to export.

To export to a dBase III or FoxPro file format:

1. Select Export from the File menu. The ACE 7.1.0 Export File and Format window appears.
2. Select dBase III (*.dbf) as the File Format. The file name changes to *.dbf
-Or-
Select FoxPro (*.dbf) as the File Format. The file name changes to *.dbf.
. Enter a valid DOS filename in place of the asterisk (*).
. Select the drive and directory to store the file.
. Select fields from the field list to export.
. Select OK when all parameters are set. The specified file will be created and the records will be
exported to the file.

AN DN KW

The ‘WinFaxPro file export’ will export database fields to a file called ACEFAX.DBF.
To export to WinFaxPro file and Talking Caller-ID:

1. Select Export from the File menu. The ACE 7.1.0 Export File and Format window appears.

2. Select WinFaxPro (ACEFAX.DBF) as the File Format. The file name changes to ACEFAX.DBF.
Enter another name if desired.

3. Select the drive and directory to store the file.

4. The WinFaxPro format has pre-selected fields; therefore the field list button is dimmed. Select OK to
start exporting the file.
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To export to XML and Excel:

_/S?Gé"

1. Select Export from the File menu. The ACE 7.1.0 Export File and Format window appears.
2. Select Xml (XYZ.XML) as the File Format. The file name changes to XYZ.XML. Enter another

name if desired.

3. Select the drive and directory to store the file.
4. You can select the fields which you want to export from the field list.

- -
Ace Export File and Format @
File Name to Export to Directory oK
| d:\program files\ace contact
Close
= hE —
3 Program Files Help |
a Ace Contact Manager 7
@ ACEBIN
Field List
Deelimiter
File Format Drives
ACE Format (~dbf) ~| | a: ]

To export to Outlook:

1. Select Export from the File menu. The ACE 7.1.0 Export File and Format window appears.
2. Select outlook. Here you don’t have to give any filename.
3. Make sure Outlook is installed before you export.

5.27.0. User Defined Reports

ACE has many custom reports built-in, but you may need reports on fields that are not included in the
custom reports. Use the ACE User Defined Report Builder to create reports specific to your needs.

You can send your reports to your word processor where you can then add color, change fonts or styles,
add annotations, and print professional looking reports in minutes!

The User Defined Report is similar to the User Defined List, except the Report can have more than one
line per contact, and you have more control over the formatting of a User Defined Report. If you need a
single-line type report, you may prefer to create a user defined list instead of a report.
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- .
thd ACE Custom Report D:\AceT\AceData\report\Contact.rpt |. E) ﬁJ
File  Move
P L[> [»| L]k @ Y| T rousere
~
Contact Firm Phone #'s He ~ |
.3 Ms. Horeen Dunlap Data Management Assis... Wk . . Fax: . .. | ,
Mr. Jon Klein Data Management Assis.. |Wk: 540.667.4695 Fax.. | ,
Email Merge ACE Contact Manager30... |Wk: . . Fax: . .. | ,
Mr. Sandy Reynolds Sample Company4321 B... |Wk: . . Fax: . o |
Mr. James Jones Sample Company Name... |Whk: 300.555.3445 Fax... | ,
Msz. Tina Kay Data Management Assis... | VWk: 5406674695 Fax.. | ,
Ms. Pam Smith Another Company555 N... |Wk: . . Fax: . .. | , =
Mr. Jack Tripper Three Company21 Main ... Wk . . Fax: . o |
Mr. Deron Warbly Game PlayersFalcon Dri... |[Whk: . . Fax: . wn | , =
“| »
| 11 records

To create a user defined report:

1. Select Reports | User Defined Report.-Or- If the report writer is already open,

2 Type the name of the report to create. Reports have an extension of RPT. Replace the asterisk (*)
with a file name of eight (8) letters or numbers, or less. Hit [ENTER] or OK to create the report file.
(Example; SALES QI1.RPT).

The ACE Column Editor appears with the following areas:

Toolbar: The Toolbar provides tools to move around in the columns, Add, Insert, and Delete
columns, and also shows the number of columns, and the position in the columns.

Report Title: Enter the name of the report here. This will appear at the top of the pages of the
report.

Column Heading: Enter the heading that you would like to appear at the top of each column i the
report. A heading can be entered for each column, and more than one line can be
entered for each heading.

ACE Available fields: In this section, you pick the fields to appear in the report. ACE will format
the fields based on the type and size, and any formatting that you supplied
when you set up the database.

Column Justification: Select Left (Default), Right, or Centered.

Column Fields: This box shows which fields have been added to the current column.
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3. Each report must have at least one column, so ACE automatically creates the first column. After
adding your fields to the first column, you can either Add a new column after the current column, or
Insert a column before the current column by using the buttons on the toolbar.

ACE Column Editor |

L[<[>[»] HZ[K] @[ D] [cowmror

Report Title | |
Celumn Heading ACE Available Fields
Firm - -
Primary Address
" | Primary CIsiZ hd
Column Justification |Left L | | &
Column Fields

trim{company} -
trim{street! j+' "+rim{street2)
trimicity}+ "+trim{state}+" “+trim{zip)

After either creating a report or adding a new column, you need to add fields to the columns.
To add fields to a column:

1. Scroll through the ACE Available Fields list to find the field that you want to insert.
Some special fields have been created to make it easier to enter the contact name and address.
These are the first fields listed in the List;

Primary and Secondary Contact: - Inserts the Salutation, First, Middle, and Last names.
Primary and Secondary Address: - Inserts the Street 1 and Street 2 Fields.
Primary and Secondary C, S, and Z: -  Inserts the City, State, and Zip codes.
2. Select the field to enter by double-clicking it, or by highlighting it and hitting [ENTER].
Note: The name of the first field you select will appear as the Column Heading. You can change the
Column Heading by selecting that box, deleting the text that is there, and typing your own
heading.

3. Continue selecting and adding fields for this column until you have added everything you want for
this column.

Note: Don't try to put everything in one column. Think about the layout of the report and how you
want the report to look before setting it up.
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4. When the column is finished, do one of the following:

Click Add to add a new column after this column.
-Or-

Click Insert to add a new column before this column.
-Or-

Click Close to save the report and view it.

5.28.0. Query Field Wizard

Query Field Wizard [

Added  |EqualTo -]
Walue m |

Create new query j And | Searchl Cancel|

To query one field:
1. Click on the field to query with the right mouse button. The short-cut menu appears.

2. Select Query Field. The Query Field Wizard appears. The format defaults to Equal To, and the value
is filled with the contents of the current field.

3. Search in the field by selecting the appropriate Format, and entering the value. The list of formats is
shown below:

Format: Value

Equal To: Enter the value to search for. Searches from the beginning of the field.

Not Equal To: Enter the value to exclude. Searches from the beginning of the field.

Greater Than or Equal To: Enter the low value. Finds that value, and anything greater than the
entered value.

Less Than or Equal To: Enter the high value. Finds that value and anything less than the entered

value.

Between: Enter the Low value in the Min box and the high value in the Max box

Empty or 0: No value (value is 0)

Not Empty No value: (value is anything)

List of Items: Enter a list of tems to search for, one on each line

Contains: Enter the value to search for, anywhere in the field.
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4. Select Search to start the query. -Or-Select Add to search in another field.

5. When a query is already set, you can further narrow the search by selecting Query Current Group.
ACE 7.1.0 will search for records that match the query. When the query is finished, the records
display on the status bar will display the number of records in the current subgroup. The message "No

records match query" will appear if ACE 7.1.0 doesn't find any matches. In this case, the scope is
returned to "All Records".

6. When you have finished using the query, select every record from the Lookup menu to return the
scope to all records. When a query is active, the Query On symbol appears next to the contact name

on the contact screen. Release the query by selecting Every Record from the Lookup menu or by
double-clicking the Query On symbol.

Note: The Added and Updated fields cannot be formatted or dialed. When you right-click on these

fields, the short-cut menu does not appear, but the Query Field dialog box appears for use
on that field.

5.29.0. Contact Image

Ace provides the users to upload images to the contacts. Go to the particular contact where you want to
include contact image.

Click on the picture box provided to right of the contact details, a dialog appears here you can browse
and find the respective image you intend to upload.
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-
¢ Upload Contact Image

S

"L_l Recent Places
|4 firstsearch

=l Libraries

1M Computer
[ Local Disk (C:)
[@a Local Disk (D:)
a Local Disk (E:)

—a MNew Volume (G:)

ej Metwark

File name:

Sample Pictures

Chrysanthemum.
irg

J—
Desert,jpg Hydrangeas.jpg
Koala.jpg Lighthouse,jpg

Jellyfish,jpg
]

|

@uv| |, # Pictures » Sample Pictures ']"?H Search Sample Pictures 2|
Organize = MNew folder = - O @
& Downloads & = :
Pictures ||brary Arrange by:  Folder =

~ [1pa Format rapG)

Com )

Cancel ]

Ace supports three image formats
= .jpg.jpeg
> .gif
- .png

Lookup |ew Call Tools Write Report Window Help -
—4
b|E & B 8
———————— | IER = X = = =
Order B2 < <|>[>] 42| dE] Fl<El m|=| | wlddal @]
Last M... Wii Type [ Days | Date [ Time | Descriptior
valid - Hotline Support - T -2days 23-Nov-10 12:58 pm Phone Call
e = : :
303 North Loudoun Street F
Scope : Suite A
All Rec. mcnesler,m?zﬁo1 & P AR
=] <
= — <l | 3l
ll & ﬂ | WorkPhone | - Ell Memao
Updated [FAX [ | =
11/25/2010
“Added | |MobileNo | . - |
09/11/1997 |ReportsTo | |
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4 ACE Contact Manager - [Grooming]

o File Edit Schedule Lookup View Call Tools 'Write Report Window Help

1| @ @ o &) 6% s
(o !J@J L[> > x| @%@@JJ_@IJ@J@@!J

Edie &Lue Hoo pe | Davs | Date

[ Time [ Descriptior

Updated
03/02/2011
Home E
dded P AME ON THE OTHER 2
04/08/2002 | |Other -
ACE Acct - |EmaillD led Kady, sweet a bit
121 ————— e honey #ogd ears
¥ Dental Tx
¥ Anals
™ Muzle
M e ICummunity 3 ame close sanatary on
I~ Female |
Referred = F
| z By -+ ||| 871272009 6:41 pm GL : all three girls same full cuts Ally/gigi
™ Bugs |Pick up |DK2k up and delivery |

8/11/2009 5:34 pm GL : CHIEF DIED THIS PAST SAT?
| 7/8/2008 6:23 pm GL : ally and gigi done is #1gd same baht
| #1gd pants on Honey same $110.00

|Veterinarian [MCabee vet clinic
| caution |
|Last Charge |$3n.(m

5.30.0. Synchronization with Outlook:

Users can synchronize Ace to Outlook. By synchronizing with Outlook users get contacts and events
that are not present in Ace and vice versa.

1. Click file from menu bar, select Synchronize with outlook.

¥4 ACE Contact Manager - [CONT) = x|
ol| File | Edit Schedule Lookup View Call Tools Write Report Window Help - 8 X
Database Control )
\ 0] &
| . wn (18] 0
5o s D] gl /1ox] ] il ol =[] wldidl 2]
La Close Alt+F1 Type | Days | Date [ Time | Descriptior
AV 5 Alt+5 P -3361 days 12-Sep- 07:10 am To Do Buy 4
p ave i Istance Corporation ﬁ
1 Windows Configuration r et . QJ
S Create Template
Al Print.. Al Lo
| Data Exchange 3 o | v
LT Data Administration v 57.4695 | |[ueme
Ug Only ACE has the HotSheet. Have you ever been drivin -
inistrati B7.4698 ¥ - ¥ 9 |-
1 L BT ' ‘ down the road and wished you had a list of the "important”
Ad Email Processing ‘ phone ) for the day?
5, OF your hedule for the day?
09 Email N ‘ yourapp Y
Al Synchronize With Qutlook ‘w@dmac-umbase.com ‘ The HotSheet allows you to take the important information
7 : ; GoAce.com ‘ with you =
Synch With Mohbil i
— gLatel LS on ONE sheet of paper and with JUST ONE CLICK.
r Exit ACE ‘
Bt AlteX Screen is CTRL+O | ||| Print up several of them and put one in your car, one in your
o — wammPilot Compatible | ||| pocket and one
- 1 = |ll on your desk. Itis also a handy place to jot down phone
X Referral | ‘ numbers and keep
™ Magazine .
IR S P I'lll notes that vou want to put in vour computer.

2. Make sure outlook is installed properly.
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3. Provide necessary permissions when requested for synchronization.

-
Microsoft Office Outlook M

A program is frying to access e-mail address information
stored in Cutlook. If this is unexpected, dick Deny and verify
your antivirus software is up-to-date.

Far more information about e-mail safety and how you might
be able to avoid getting this warning, dick Help.

[ Allow access for | 1 minute

[ Allow l I Deny I [ Help

4. Watt till the synchronization completes.

Eﬂ-éo;lﬁdi\danagerﬂ TA | d| |
. File Edit Schedule Lookup View Call Tools Write Report Window Help - 8 X

5[ $5] 6] @

=1 & .
[ |El] <[<[>]»] #/12x] DIE] G al=]3] wdd @]
Thr. Chip Whitney Type | Days | Date [ Time | Descriptior
Valid Organizer o=
13 San Diego Computer Club
o 3343 Convoy Place 1 QJ
. e New York, NY 10120 ;
Lol R
< vl
|WorkPhone | T E| Memo
|FA)( | PopUp Tables =
=izix 7
@ SyncPrgBar i d i
|M0b:§eN0 | i - r data quickly and consistently.
[Femmie | EEm—————— arch for records, data entered with |_
| - | easily. 3
|WebPage | Synchronization Is in Progress Please wait ___
¥ Prospect |SDC Sec. | e — — d to use.
- |User15 n the field title.
WVIP Cust -or-
|U5er16 j Type Shift+Enter.
B e |User 17 | The PopUp table will appear, listing the entries to
e |U5&l18 | place in the f'eld There are two columns in the PopUp

5.30.0. Synchronization with Mobile:

Synchronization with Mobile allows Ace users to synchronize their Mobile phones to Ace.
Components and software’s necessary for Synchronization with Mobile

B Microsoft Outlook.

B Nokia PC Suite.

B Mobile to PC connecting device (Data Cable).

1. Make sure the mobile phone is connected to PC through data cable before synchronizing.
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2. Click on file in menu bar, select Synchronize with Mobile.

ﬂ ACE Comcmaﬁager =

otl| File | Edit Schedule Lookup View Call Tools Write Report Window Help - F X
Database Control | | | ' |
\i New... Alt+N ﬁ @ m'
o -3 = i
of o aen D] dpl /1| QA FlG| BS|B] il 9
La Close Alt+F1 Type | Days | Date [ Time | Descriptior
Vi Save Al . @ -3351 days 12-Sep-01 07:10 am To Do Buy £
12 . . . istance Corporation
1 Windows Configuration » et | 3
S Create Template
Al Print.. Alt+] & P CAt
| Data Exchange 3 A | vl
‘ Data Administration v B7.4695 E| Memao
Up Only ACE has the HotSheet. Have you ever been driving -
: 7.4698 g =
n e ation ' | down the road and wished you had a list of the "important”
Ad Email Processing | phon:a i hedule for the day?
of your for the day?
E Email 3 | v o Y
A Synchronize With Outlook ly@dmac-unibase.com | The HotSheet allows you to take the important information
7 —— - Ce.com | with you E
hi With Mobils -
F' Synchronize = | ||| on ONE sheet of paper and with JUST ONE CLICK.
Exit ACE
Bt AlteX Screen is CTRL+O hd Print up several of them and put one in your car, one in your
r flot Compatible - pocket and one
—_— i — | on your desk. It is also a handy place to jot down phone L
) |Referral | numbers and keep
[" Magazine ||

mrbnn thnd senes seinmd fn ek S osinsee nanemebar

3. Nokia PC suite starts, that has been installed in your PC.

) Nokia PC Sync

1M

| Copyrigh NOKI1A

4. Select your device in PC suite and click Synchronize in PC suite.
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[

Mokia PC Sync - Connected to Mokia E63

Last synchronised

Fridaw, Mowvember 19, 2010 6:23:35 PM

FARL SER" x

5. Wait for the Synchronization to complete, provide permissions when prompted.

.
Microsoft Office Outlook M

m A program is trying to access e-mail address information
=/ stored in Outlook. If this is unexpected, dick Deny and verify
your antivirus software is up-to-date.

For more information about e-mail safety and how you might
be able to avoid getting this warning, dick Help.

[7] Allow access for | 1 minute

l Allow ] i Deny ] l Help
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£ Mokia PC Sync - Connected to Mokia E63

x

£} Mokia PC Sync - Mot connected

2| | d

[

x

Note: Synchronization with Mobile requires Outlook; make sure outlook is installed before you

Synchronize.

5.31.0. Survey

ACE7

98



ACE Contact Manager 7.1.0 User Manual
Survey tool can be utilized for people in marketing, sales, etc for surveying ther customers or clients

about the products, or customer satisfaction about their products, feedbacks.

r R’
¢ Survey E@g
Customer Name |Moreen Dunlap j
Company Data Management Assistance Corpon
Address 1 [303 North Loudoun Strest Eaie
Address 2 |suite A
City IWinchester Reset |
State VA
Country Jusa ﬂl
Zip Code j22501
MARKETING “=Prev — Next=>
1 Have you ever purchased a product or service from our website? M ves I No
Modify Questions
L

Ace users can manually add remove questions from the existing questions by selecting modify questions
below the checkboxes.

QuestMod

Question Type Cluestion

IMAF‘.KETING j Do vou have any additional office(s) we should contact? j

Have you ever purchased a product or service from our website?
Are you satisfied with your current auto insurance?

Do you have any additional office(s) we should contact?
Do you currently have a [preduct category] department?
Are you an owner of the business?

Would you recommend [COMPANY] services to colleagues or contacts within your industry?

6.0.0. Contents

6.1.1. Contact Screen: It is the Main Operation screen. Here we enter the Contacts, schedule our
Appomntments and send Mailings.
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e

Schedule Lookup View Call Tools Write Report Window Help ™

File Edit 5 X
=
pr271| i) =g =1 5
Y |nEm = > = || [ Fr— 5
<[ <[> > 4| ox| SlaA) F[<E| =] 3] =l @]
Last N___ “s_'uom;" Duniap - - - Type | Days | Date | Time | Descriptior:
Valid - B:Ene Support - . B ! T -2days 23-Nov-10 12:58 pm Fhone Call
12 it e % - ?  oOdays 25-Nov-10 03:46 pm other
- Suite A ]
Winchester, VA 22601
USA 1 Pn ) Ak
,_§ < | vl
& Wemo
| | | WorkPhone - =
Updated The hot-key combination for adding a client is CTRL+A. B
|Fax
11/25/2010 — Tl
Added | MobileNo = To add a client to the database:
ReportsTo
DA o l P 1 Select Add from the Edit menu. A blank Client 2
ACE Acct - | Email ID Support@GoAce.com screen appears. r
4 | WebPage [wwrw.GoAce.com
s | 2 Enter the Client Name and address.
¥ Prospect DoB
| Status I ] (3 Press Save to add the record.
e cust | [Role Database Software View List =1 [Ths uses dofined flolds andllogical fisldsars
- | Referral Right click on the word
Magarne | Product/Serv ["Product” to change Title ; il I.f:vovilch to the other user defined field screens by
in ¥
Enes Job Function S or-
Paper Type Select Other from the Views menu,
[~ Reference | | Serial # i T e ‘Use the Other Screen toolbar icon.
| Business For tech support email to ...
™ Free | Support Fee [support@goace.com See Also
| Support Until [to change to a date field User Defined Fields
| Register see change field structure..F! e
|Purch Date  [To Buy ACE go to www.GoAce.com

6.1.2. File Menu: Create and access new databases, Setup and maintain your databases, Synchronization
with Outlook and Mobile.

Database Control

Mew... Alt+M
Open... Alt+F9
Close Alt+F1
Sawve Alt+5
Windows Configuration 3

Create Template

Print... Alt+1

Drata Exchange 3
Crata Administration *
User Administration 3

Ermail Processing
Ernail [
Synchronize With Cutlook
Synchronize With Mobile

Exit ACE
Exit A+ X

6.1.3. Edit Menu: Edit Contact records and memos, database moves and view group fields.
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Current Contact
Undo Contact Edits Alt+L
Cut
Copy
Paste
Copy Contact to Clipboard  Alt+B
Add... Alt+A
Contact Address... Alt+ O
Copy Contact »
Delete... Ctrl+D
Memaos... Alt+ M
Mext Contact Alt+]
Previcous Contact Ctrl+P
Group Membership... Alt+0G
Current User
Preferences... Alt+R
Current Database
Field Labels... Alt+F8
Global Replace...

6.1.4. Schedule Menu: Adds Events to your Calendar and Schedule.

6.1.5. Lookup menu: Lookup contacts by one of many indexes, and Query by Example.

ACE7

Phone Call...

Quick Call Shift+Fi

Meeting...
Follow Up...

To Do... Crl+T

Social...

Personal...

Other...

Trawel...

Birthday...

Anniversary...

Group Schedule...
Sequenced Events...

Finish Ewvent...

Immport Events From Qutlook

Task

Crl+ K

oo
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6.1.6. View Menu: View Contacts, Events, History Records and other screens.

6.1.7. Call Menu: Dial up Contacts fast with Speed dial or log your phone calls.

ACE7

Every Record
Snap Shot

Company...
Last Mame...
First Mame...

Phone...

Shift+F2

Shift+F4
Alt+F10

Ctrl+H

Memos...

Key Word...

1 City...

2 Category...

3 State...

4 Street...

5 Zip Code...
Setup Indexes...

First Record
Last Record

Rewverse Query
Query by Example...

Saved Queries...

Ctrl+W

Alt+Q

List Records... F5
Hot Contacts.., Alt+F2
Links... Shift+F3

Time Management... F2

Scheduled Events.,

History...

Attachments...
Other Screen

. 8
F4

Ctrl+ 0

Timezone

Pending Alarms...
Past Due Alarms...
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6.1.8. Tools Menu: Use the Calendar or Task Manager to plan your day.

Auto Dialing

Speed Dial F7
List Mumbers...
Phone Call List...  Shift+F7

History Record Creation

Completed Call...
Atternpted Call...

Receved Call...

Alt+ 8

6.1.9. Write Menu: Print letters envelops and labels.

Daily Calendar... Fé
Weekly Calendar...
Monthly Calendar...
Yearly Calendar...
Task Manager... Alt+F3
Paper File Index Shift+F5
Things To Do List..  Alt+F5S
Invoice... Alt+Y
Calculator... Alt+U
Email Merge...
Form Letters... F3
Quick Email...
Quick Letter... Alt+F11
Quick Memao...
Quick Fax... Alt+F12
WinFax...
Original Templates
Envelope and Labels...  Shift+F8

6.1.10. Reports Menu: Print Reports and Contact lists.

ACE7
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Complete Record... Fa
Phone Call List...
HotSheet (TM)...  Alt+F7

Scheduled Ewvent List...
Historical Ewent List...
Contact List...

Contact Memos/MNotes...

Address Book...

Daily Calendar...

6.1.11. Windows: Arranging icons and selecting the form layout design.

Arrangelcons  Alt+A

Cascade Alt+5
Tile Horizontal  Alt+H
Tile Vertical Alt+V

1 Demo Database

6.1.12. Help Menu: Provides guidance on how to use the ACE Contact Manager Help system.

Contents Alt+Fo

Using Help

Current topic...
DeActivate Registration

About...

7.0.0. ACE Kick Start

To help you become familiar with ACE, this "Kick Start" section takes you through a hands-on tutorial
of the basic features. Before you follow this "Kick Start", you should have already installed ACE. If you
have not mstalled ACE, then return to ACE Installation. If ACE is already nstalled, then bring up ACE
by clicking on the ACE icon.
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Contact
Manager

741
Copyright 1994-2010

Inttials | =
Password
Press enter key to continue....

The above screen should be the first you see. If the Initials are not correct, you can {Shift} {Tab} to
return to the initials field and fill in your correct initials. Then using the {Tab} or {Enter} you arrive at
the Password field. Here you entered your password. This password was either assigned by the ACE
administrator or is the one you assigned yourself when you first entered ACE. Next, you see the screen
below unless ACE has already been registered.

If you want to register at this time, then go to Trial Version Display to learn how to register.

f h
¢ ACE Contact Manager = | B [t

&4 You are on day 0 of your 45 day evaluation period for this program.

This trial version of ACE allows you up to 45 days to evaluate the program
with up to three Ace users. To register, order and receive an Activation

Mumber for ACE call (830)265-4551. Click on ‘Buy Mow’ below to purchase
Ace 7 license(s) online. Click on Register below to enter activation code.

L

Z|

7.1.0. Kick Start - Adding a Contact

Once past the trial version window, you see the prompt. Choose No to "Show Time Management Form”.
Now you have the "Contacts" window as shown below.
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£e

[B4 ACE Contact Manager =

File

Edit

=le

11/25/2010
Added
09/11/1997
ACE Acct -
4

¥ Prospect
I wviP cust
I magazine
I~ Beta

™ Reference

™ Free

o) i

Schedule  Lookup View Call Tools Write Report Window
=3

g o [E S8 6w

Help

- 7 x

%ﬁmamwﬁﬁﬂ@@f

Al ==l =/ @

Ms. Noreen Dunlap Type Days Date Time Descriptior
Hotline Support = -ﬁ -2 days 23-Nowv-10 12:58 pm Phone Call
LA = % 2 0days 25 Nov-10 03:45 pm other
303 North Loudoun Stree L
Suite A
Winchester, VA 22601
USA & Pi O AR
<l | vl
| WorkPhone =] ||Mema
FAX The hot-key combination for adding a client is CTRL+A. -
MobileNo To add a client to the database: ‘
ReportsTo
R 1 Select Add from the Edit menu. A blank Client e
|Email ID Support@GoAce.com E croenapaa =|
:WebPage www.GoAce.com
Iboe 2 Enter the Client Name and address. ‘
Status 1] Bl (E Press Save to add the record. i
[Role |Database Software View List ~| Lusardained iolisamd Mmicatieldeiare
| Referral Right click on the word ¥
Product/Serv |"Product” to change Title 4 i IS\gi(ch to the other user defined field screens by
I in |-+
Job Function typing _or-
|Paper Type Select Other from the Views menu,
i PR -or-
|Serial # ey e Use the Other Screen toolbar icon.
|Business For tech support email to

Support Fee [support@goace.com

| Support Until [to change to a date field

Register see change field structure..F!

|Purch Date  [To Buy ACE go to www.GoAce.com

See Also

User Defined Fields

The first thing you want to do is add a contact to the ACE Demo database. Once you add the contact
described here in the "Kick Start", you can then add yourself to the database.

7.1.1. To add a contact:

1. Select the Edit menu. The word Edit is located at the top of the ACE Client Window.
This is called the Menu Bar. You can select the Edit menu in two different ways. Press
{Alt} E oruse the mouse pointer and left mouse button to click on the word Edit.

Current Contact
Undo Contact Edits
Cut

Copy
Paste

Copy Contact to Clipboard

Alt+F

Alr+B

Auddd...

At

Contact Address...
Copy Contact
Delete...
Plermos...
Mext Contact
Prewvious Contact
Group Membership...
Current User
Preferences...
Current Database
Field Labels...
Global Replace...

A+ O

Cirl+ D
=y o |

Pt S

Ctrl+ P

Alt+1G

Alt+R

Alt+ F8

2. Select the Add option. Press A or click on the Add button using the mouse. The contact
Information Window will appear.

ACE7
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¢ You start at the Sal (Salutation) field. Type n: Ms. optionally you can click on the drop down
menu icon to display ACE's powerful drop down menus. Choose a salutation of Ms. Now type a
{Tab} key to move to the next field.

.
Contact Information

Primary Alternate

File Edit Lookup Transfer Help

sal |

=

First |

Phone Numbers
WorkPhone

[

Middle |

Last

Dear

" First®® Last
" Both Names

Title

FAX

-

MobileMo

o

Company

ReportsTo

Streetl

Street2

City

State |

Zip

Zip Lookup |

Country
Department

-

=

-

[ Hot Clients

[~ Phone Book

El Previous Contact
[#] next contact

Save

EmailD |

=

Web Page |

=

Save And Continue

Cancel

Type in her last name: Gorney {Tab}.

We do not know her middle name so just press {Tab}.

This window holds the name and address information of your contacts. Type in the requested
mformation in each field. Press the {Tab} key to go forward to the next field or the {Shift}
{Tab} key to go backwards to the previous field. Click on Save or press the {Alt} S key only
when you are ready to save your information. In the following example we will add Peggy
Gorney of Life Line to our database.

Enter the First (First Name) field. Type in the first name: Peggy {Tab}. Notice the Capital P
was automatically formed without you having to enter a {Shift} key.

You are now at the Dear field where "Ms. Gorney" is displayed. If you wish to change it now
do so, otherwise key a {Tab}.

¢ You should now be in the Title field. Peggy is the Assistant Manager for her company. This is a

ACE7

Good spot to discuss more fully the powerful ACE Popup tables. Most of the Field Titles here
will bring up a Popup table for you if you double click on the Title.

These tables can be edited by

you to have all the answers you wish for each field. Using the mouse point, double click one the
word Title using the left mouse button or press {Shift} {Enter}. A table of common entries for

this field appears
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ACE7

Popup Table &J

<I> (> /x| v| 9] V|

ext

Key

0 Records

Select the Assistant Manager entry, and then select Paste which is the icon at the top, or just key
{Enter}.

HINT: Use the thumb and scroll bars to scroll up and down the Popup table list. Press
the {Tab} to move to the next field.

The cursor should be in the Company Field. Type: Life Line {Tab}.

The cursor should be in the Streetl Field. Type in the address of Peggy: 11265 via Pacifica
{Tab}.

The cursor should be in the Street2 Field. Type in the suite number: Suite 1C.Then press {Tab}.

Surprise! The cursor jumps to the Zip Field. Enter Peggy's zip: 91719. Then click on Zip Lookup
or press {Alt}.

The City and State fields are correctly populated for you with Corona and CA.

The cursor should be in the Country Field. There is a drop down menu here. You can also just
Start typing and the nation will be filled i for you. Thus press U and the rest of USA will be
entered for you. Then press {Tab}.

The cursor should be in the Department Field. Peggy does not belong to a Department. Press
{Tab}.

The cursor should be in the Email-ID Field. Peggy gave you her email address so enter here:
Peggy@lifeline.com . Press {Tab}.

The cursor should be in the Webpage Field. Enter Peggy's company's web page:
www.lifeline.biz . Press {Tab}.
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e . The cursor should be on the Work Field in the Phone Numbers section. Enter Peggy’s phone
Number: 940.555.1212. Notice the periods are inserted automatically for you. This helps force
a particular entry style.

e The cursor should be on the FAX Field. Peggy did not give you a FAX number so press {Tab}.

e The cursor should be on the Home Field. Again press {Tab} because you do not have this
mformation.

e The cursor should be on the Other Field. Peggy gave you her cell phone number, enter it here:
940-333-1212. Press {Tab}.

e Your attention should be on the "Hot Contacts" button. If for now Peggy is on your list for
keeping up with her at the top of your list, then click on the check box here and the check will
appear. This flags for ACE that this contact is "Hot".

e Your attention should be on the "Phone Book" button. If you wish to automatically add Peggy to
your Phone/Email book, click here.

e Fimally, click on Save (or Press {Alt} S)to enter Peggy nto the ACE database. You have just
added your first record into ACE. Now add yourself by adding a new contact record and then
following steps 1 through 21 replace Peggy's nformation with your own.

NOTE: As you move the mouse over the ACE screen, the bottom of the screen has a status bar. This bar
is an instant help system that follows the mouse and tells you what the current section of the
screen does in which the mouse pointer is moving.

7.2.0. Kick Start - Changing Field Titles

The ACE contact screen contains 3 sections of User Definable Fields plus Groups. A field is an area that
holds information. Many fields compose a record. A record is what we just added.
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¢ ACE Contact Manager - [New [ e S|
File Edit Schedule Lockup View Call Tools Write Repot Window Help & %
B &5 68
= Sl palas| @ | o
«|<|>|>| gbl2x| GB|E <D || ||l @
Type Days Date D riptio
(= s
k =4
« Pi O Ak
«|
Work . =] |Memo
1112672010 Fox
Added ions)
11/26/2010 Other
ACE Acct EmaillD
2 WebPage
I Yesilo1 Category
Assistant [ ~|
I YesiNo2 S
pouse [ |
™ YesiNo3 Mol
Interests
I YesiNod Last Contact
Last Results
™ Yesmos Status
Referred by
™ YesNo6 Business
Objective
Expertise
Family

The Fields outlned above are all user defined fields. ACE allows you to change the User Defined
Fields. In all, there over fifty fields that can be changed. These are in addition to the 22 Groups that may
be changed. See Group for more mnformation concerning Groups.

As mentioned and shown above, there are at least three different sections of User Definable Fields. For

example, the four phone number fields are a section; the middle portion of the contact screen contains a

section, and the Logical Fields in the left hand side portion of the contact screen are the last section to be
discussed here.

Any User Definable field can be changed by right clicking on the field name and having permission to
change the field.

7.2.1. Change field name

e Select View from the Menu Bar by pressing {Alt} V, and then select Other Screen by pressing
O. The middle section of User Definable fields should change.
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e Move the mouse to the filed called User 17. Press the right mouse button. A new window pops
up with a listing of all User Definable fields. The field you selected, Userl7, is currently
highlighted. To the right of the field, there are information boxes. See below:

4 ACE Contact Manager - [New.

File Edit Schedule

Scope

Updated
11/26/2010

Added
11/26/2010

<L[<[>[>] 71 A Fl<dl Bl=|$

lookup View Call Tools Write Report Window Help

5B 58] 0| &

i

E=Sod

- & X

| Descriptior

P O AR

Y m

‘Wnrk

\Fax

Home

\O‘lher

ACE Acct :
2

I Yes/No1
I YesMo2
I YesMo3
I YesmMo4
I YesmMo5

™ YesMo6

|EmaillD

\ WebPage

Category

| Assistant

\Spouse

| Time Diff
|Interests

|Last Contact

|Last Results

‘Siatus

‘ Referred by

‘ Business

| Objective

| Expertise

|Family

L 0]
=
5
3
Z

Fri, 26-Nov-10, 11:57 am

e The cursor is in the field Label. Delete the existing characters by pressing the {Delete} key. If
you clicked on the field once you were there, you can use the {Backspace} key then to erase the

ACE7

field. We will call this field Hobbies, so type Hobbies.

Ignore the other information i this window for now like —

Color,
Format,
Tab Stop,
Visible,

Example View,

Field name,

Type, Length and,

Decimals.
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Field Label Definition

i

Fields
Magazine
Memos
Middle
MobileNo
Paper Type
Phone Book
Product/Serv
Prospect
Purch Date
Reference

Label |Referra|

Color  |Blue

ﬂ Save |

Format |

Help

¥ Tab Stop
| W visible

Example View

Formats

Cancel

Field Information

- Field Name

Type Length Decimals

Click here To See
the data of the field

i

_/49@"

e Click on the button close.

7.3.0. Kick Start - Editing a Contact Record

In the previous topic, "Kick Start - Changing Field Title", you changed a user definable field. Now let us

fill in some mnformation. First we wil need to find the contact record for Peggy again. To find the
contact record for Peggy Gorney:

1. Press {Alt} L or click on Lookup. You should see the following popup;

2. Select Last Name by pressing L.

3. Type: Gorney and press {Enter}.

-

Index Search

Keyword to Find (Searches ALL Fieldz)

[ ]

Group
| [ Find if text is anywhere in field Cancel
" - 1 Help
Please make sure that first field is not empty

N ————————

You are now at Peggy's contact record. Notice that we typed Gorney in lowercase letter, but ACE still
found here. To edit any information on the screen, just click with the mouse on the field you wish to
edit. Of course, you have to have permission to edit the fields. With the keyboard press the {Tab} key
and/or {Shift} {Tab} (for moving backwards) until the cursor appears in the field you desire to edit.

7.3.1. Edit a Field

e Click on View from the Menu Bar or press {Alt} V, then select Other Screen by pressing O if
the User field Hobbies is not displayed. Notice that this is a toggle switch and those three
different sets of user fields are displayed in this user area. To return to a screen you must repeat

the above sequence twice. This is also available by clicking the icon. ﬂ
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Now repeat the above sequence until the Category field is shown. Double click the left
mouse button on the work Category to access the Popup table or use the {Tab} key to move
to the Category data field and then press {Shift} {Enter}. Once on the Category data field
you can click on the down arrow in the field and the Popup table will also appear. Select
Political from the menu by clicking once on the word Political with the mouse. If you prefer
to use the keyboard the letter P selects Political as shown by the Key column on the Popup

table. Now select the paste Icon = or use the {Enter} key to paste. With the paste, the
word Political is written to the category field.

Press the {Tab} key to move to the next field. Peggy’s secretary is Delyla. Type Delyla.

Press the {Tab} key to move to the Business field. Again we can access the Popup table by
double clicking on the word Business or by pressing {Shift} {Enter}. Once the Popup table is
up, select Medical from the table, and then select paste by pressing {Enter} or clicking on the
paste Icon.

She heard about our company through the Fall 94 Seminar. Move to the referral field with a
{Tab} and access the Popup Table again by double clicking on the word Referral or press
{Shift} {Enter}. Select fall '94 Seminar.

We forgot to type in the phone numbers for Life Force. Click on the Work Phone filed and
type 9095551234, Press {Tab}. Type the Fax number 9095551233. Press {Tab}.

We are finished with this contact record for now. Click on the icon H or press {Ctrl} S to
save the data we have changed.

7.3.2. Undo Contact Edits

With this feature, you can undo the edits to your contact record.

7.3.3. Copy contact to Clipboard

You can copy the contact record to clipboard and you can paste it where ever you want.

7.3.4. Global Replace

Use Global Replace to clear out a field, to replace a field with another field, to move data from one field
to another, to replace a field with one value, or to remove/replace characters from a field.

ACE7
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[ Global Replace M1

Field to Replace
Alt Cell | [Operations —
Alt City [ | * Field Replace
Alt Company " Value Replace
Alt Country " Erase Field
Alt Dear =| | © Replace Chars
Field to Replace With " Add Field On
Alt Cell -
Alt City A
Alt Company
Alt Country Copy | Move
Alt Dear Close
Alt Denart i
Character Value Replacement Options Help

o Replace field with Characters

" Add In Front of Figkd Information

" Add to End of Field Information
r Separate With a Space

Replace Alt Cell with the contents of

7.4.0. Kick Start - Adding a Memo

The memo field is one of the most used features of ACE. By presenting the memo field as part of the

contact screen, you will never forget the important notes about each client. The memo field is shown in
green border below:

E) File Edit Schedule Lookup View Call Tools Wiite Report Window Help

- x
| 7 ] _flii] _J__l _l L
|
| Order Eﬁf ﬁ & &= @ @ ‘
Last N... m— R Type \ Days [Date [Time T Bescriptor
Valid - Hotline Support = T 24days 23-Hov-10 12:58 pm Phone Cal
12 z;"m“ﬁ;‘:;;‘;‘;‘:‘"m LT & 9 odays 25-Hov-10 03:46 pm other
Scope - Suite A
Al Rec Viwchoster, /2 22501 GEoCom
<l | »|
LaFA JJ [WorkPhone | - - o] Memo
Updated Fax The hotkey combination for adding a client is CTRL+A. B
1142512010 q
Added MobileNo To add a client to the database:
ReportsTo
oamngsr || £ 1 Select Add from the Edit menu. A blank Client A
ACEAcct: | EmailID Support@GoAce.com screen appears. 1
4 [WebPage [www.GoAce.com
=} 2 Enter the Client Name and address.
¥ Pprospect | DOB
Status =3 Press Save to add the record.
T vpcust  [fEas ST —T—T 7 The user defined fields and logical fields are
after the client name is saved.
- | Referral Right click on the word
Mase | oroduct/Sery [Product to change Tiie Switch to the other user defined field screens by
typlng <17
I Beta Job Function
Paper Type Select Other from the Views mon,
“or-
I™ Reference | Serial # bt s Use the Other Screen toolbar icon.
| Business For tech support email to .
I Free |Support Fee |suppori@goace.com See Also
| Support Unil [to change to a date field User Defined Fields
|Register see change field structure. F! =
|Purch Date [To Buy ACE go to www.GoAce.com

1. You can add a memo by clicking on the memo field with the mouse or by selecting
Edit> Memos.
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2. You can also select the memo field with {Ctrl} +M. If the memo box is accessed through the
Edit menu, the Hot Keys or by double clicking the mouse in the memo field, ACE will
automatically Date and Time stamp the memo box with the current date and time and enlarge
the memo. Ifyou single click on the memo box with the mouse, no Date and Time stamp is
added and the memo field is not enlarged. Let us add a memo:

7.4.1. Add a memo
e Press {Ctrl} +M.

e Type: I spoke with Peggy today. She really likes the demo and said shall call back
tomorrow with an order.

e Click on the Save button or press {Alt} S to save the memo. The popup screen disappears when
you save, and the data appears in the memo field.

7.5.0. Kick Start - Looking up Contacts

There are two ways to look up contacts using ACE -- Lookup and Query by Example. The quickest and
most convenient is the Lookup command.

The Lookup menu item commands instantly access a specific contact. There are eleven default lookup
configurations. There are five lookup configurations which are user definable. In this users guide, if you
have followed it from the begmnning we have already looked up ‘Peggy Gorney’ using the Last Name
Lookup command. Right now we will lookup contacts using a few of the Lookup configurations.

NOTE: When you use the Lookup command, your contact database view is immediately sorted by the
way you lookup. For example, assume you look up Peggy Gorney by her last name. Your view
of the contact database is immediately set to Last Name sort order. First, let us look up a contact
by its company name.

7.5.1. Find a contact by company name

e Select the Lookup menu option by press the {Alt} L or click on the menu item Lookup. Notices
when you press the {ALT} key, the underlines appear to assist you in selecting the correct menu
item.

e Select Company by pressing C.

e Type: Three {Enter}.

Jack Tripper of Three Company should now be the current record. If you browse through your database,
you will find that all of the contacts are now sorted alphabetically by the company name.
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7.6.0. Kick Start - Looking up Contacts — Browsing

To browse through the database, you can use the {Page Up} and the {Page Down} keys or click the
mouse on the standard four icons shown below.

<[ <[>

These are the Previous (left point arrow) and Next (right pointing arrow) icons with the database begn
and database end icons surrounding them. {Page Down} or the right arrow move you one contact
forward. {Page Up} or the left arrow moves you one contact backwards.

If you have a special need to instantly Lookup clients by a field other than Company, Last Name, First
Name, or Phone, (such as email address) ACE has User Defined Lookup commands to accommodate
you. You can change these User Defined Lookup commands. We won’t change any right now, but we
will use an existing user defined lookup, the Category field.
7.6.1. Find a Contact using Lookup

o Select the Lookup Menu option by pressing {Alt} L or by clicking on the word Lookup.

o Select 2 Categories.

e Type in a category for which to search. Type: Medical {Enter}.

You should now be at Peggy Gorney's record if you are following the user’s guide n order and Peggy
has been entered into your database.

7.7.0. Kick Start - Looking up Contacts - List Records

Let us now browse through the database again, this time using the List Records Command. From the
menu you can click on View then click on List Records. From the keyboard you can use {F5} or you

43
can click on the icon L—jl .

7.7.1. Find a Contact Using List Records

e Lookup the ACE contact here on the List of Database Record by searching in the Company field
and entering in the search window ACE.

e The records in your view of the database should show the following screen:
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g 5
¢ List of Database Records =NACE X
| W e == S 5 |Currenl|ndex Order j
Bl <[<[>> x| B =] 5|4
‘Lxst mode ﬂ Order |WurkPhune v| Search | | Query ‘ Save As Default |

o Work Phone Contact Company -
Schedular, Task
. Smith, Pam w | Another Company
. Tripper, Jack w | Three Company
_ . Warbly, Deron .. Game Players
540.667.4695 Kay, Tina .. Data Management Assis...
540.667.4695 Klein, Jon . Data Management Assis...
§00.555.3445 Jones, James «  Sample Company Name ...
-
11Records

The ACE record is highlighted. You can use the {up Arrow} and {Down Arrow} keys to move through
the list. You can also use the mouse to move the scroll bar on the right. To select a specific record which
is highlighted, press {Enter} or double click on a record.

To list your contacts
Select List records from the View menu.

The current subgroup or entire database will be listed, starting with the current record. Scroll through

the list to move to the record of your choice.

To move to a specific contact record

Highlight the record to move to.

Select Close.

The list window will close and the highlighted contact record will appear.
Select Cancel to return to the contact record from which you accessed the list.

To delete a record in list view

Highlight the record to delete.
Select Delete. The Record Delete Options window appears.

Select Current Record only to delete only the highlighted record. Current Group to delete the
current group of records and Entire Database to delete the entire database.

Select OK. The record is removed from the database.

To calculate the sum or average of an ACE field

ACE7

Select the math button on the list toolbar. The Calculations window appears with the numeric
fields listed.

Select a field to perform the calculations on.

Select Sum to receive a total of that field for the entire database or subgroup.

Select Average to receive the average for the field. (Total / number of records in scope)
Select Close to return to the list.
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e Use the windows copy command to copy the value in the sum or average box. Simply drag your

mouse cursor over the value, and type CTRL+C. Then use the windows paste command,
CTRLAP to place the number m a field in your database.

To view each record as you scroll through the list
Select the Sync button. If you are searching for a record, it is faster to work with the Sync option turned
off

To create a new field list

Select the new list button on the list toolbar.

The User Defined Lists window appears.

Select Add. A new window appears with a list of your database fields.

Select the fields to place on the list by highlighting the field name and selecting Add. If

you change your mind, highlight the field to remove and select Delete. An extra field,

called Contact, is provided to add the Last, First name combination in one column of
your list. You may add as many Fields as you like to the list; however, the screen can
only display approximately five or six fields at once.

e Name the list by typing a name i the List Title box.

e Select Edit Column to change the column heading of the field i the list. (For example,
change a field named Ser. # to appear as Serial Number in the list) Select Save to save
the changes to the column heading.

e When all fields are selected, save your list.

To use the new list

e Highlight the list to use.

e Sclect Use. Select Edit to modify an existing field list. Make the desired changes and
save the new list. Select Delete to delete an existing field list. You will be asked to
confirm deletion of the list before it is removed.

To Tag records

e Click in the left-most column of the list. A red plus sign will appear in the column. (+).

e Continue tagging until all desired records are tagged.

e Right-click in the list window to see the list options. The fly-out list menu appears. Select the
item on the menu to the right for help with each item.

7.8.0. Kick Start - Looking up Contacts — Query

The query command lets you find and group contact records together. If you need to find contact records
based on a field for which you have not pre established a Lookup index, then you can Query on it. The
Query is probably the most powerful feature of ACE.
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You can search your database and basically find any word, phrase or text that has been typed mnto a
contact screen. The ACE Query system uses technology which greatly enhances the speed of Queries.
You may be able to search a database of 30,000 records in less than 2 seconds.

The ACE Query allows Boolean logic. You can specify greater than, less than, equal to, contains etc.
You can also use ‘AND’ and ‘OR’ statements. For mnstance you can find all contacts that live m CA or

NY and purchased a green widget. For our sample database we will create a simple query to find all
contacts which live in CA or NY and are considered Prospects.

7.8.1. Query for Prospects Contacts in CA or NY

e Select Query by Example from the Lookup Menu by pressing {Alt} L followed by Q. You can
also press the Hot Key combination of {Ctrl} Q or click the query icon. (& .

e The Quick Query Window is now on your screen as below :

Query by Example @1
First Street2
Last City
Company State
Street1 Zip
I Prospect I Beta WorkPhone
I WIP Cust I Reference FAX
™ Wagazine I~ Free MobileNo
I Hot Clients I Phone Book ReportsTo
DoB Serial #
Status Business
Role Support Fee
Referral Support Until
Product/Serv Register Date
Job Function Purch Date
Paper Type
e Middle [ DateAdded
Send Mailing - | Sal [ Updated
Sent Mailing of VIP CUST Title  AcctNo
GROUPC Dear -— e
GROUPD
GROUPE Department
GROUPF ~ | Country
Run | Save | Cancel || Help Cycle Advanced | List |

e Select the first field on which to query. Press the {Tab} key until the cursor rests on the State
field, or just click on the State field using the mouse.

e Type in the states for which you wish to search. Since we are searching for either CA or NY, we
need to type both entries. Type: CA, NY.

NOTE: When using the Query, all conditions are searched unless you type a comma in the field. When
a comma is typed, ACE will search for either of the values separated by the comma.
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e  Now access the Prospect field. This field is a logical field. A logical field is either on or off, yes or
no, true or false. You tell ACE to search on the field by clicking the box located immediately to the left
of the field. When clicked, a check mark should appear in the box.

As you are creating the query, ACE
automatically assumes an AND operator between each condition of the query. This means that only
contacts that meet every condition of the query will be found. For detailed nformation about using AND
and OR statements, see AND/OR (link) further in this guide.

o You are now ready to use this query. You can either Save the query for future uses by
selecting Save, or use the query only once by selecting Run. These buttons can be selected by {Alt} S
or {Alt} R respectively. Select the Save button by using {Alt} S.

. You will be asked to type in a description of the query as shown below. Type: State is CA or NY
and Prospect {Enter}. ACE will save the query and immediately execute it. The saved query can later be
accessed by using the Lookup menu —> Saved Queries.

ACE will immediately create a sub-group based on
the query. If your query takes more than 1 second to create, a Status Meter pops up in the middle of the
screen telling you the status of the search. Once completed, the status on the left, as shown below,
reflects the total number of valid records matching the query. Also you can see that you have a subgroup
and this group is in order by company.

Order :
Last M...

Valid

12

Scope :
All Rec...

NOTE: Many times the ACE Query system can optimize the search of your data. This creates an instant
query. When this happens, the Status Meter will not pop up. Now that your query is complete
and has set up ACE for you, you can only view records that match your query.

Try browsing through some records using the methods discussed here. You will notice you can

only view a few clients in the small demo database. The rest of the clients are outside of your
query. To terminate the query, access the Lookup Menu and select Every Record.

NOTE: You can create quick sub-groups by using the Lookup command instead of the Query. See the
discussion on Lookup later in this guide (link).
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7.9.0. Kick Start - Scheduling Events

Events are what ACE uses to help you keep track of iformation. ACE is centered on Events. With
events you can schedule calls, appointments, meetings, to dos; follow ups, anniversaries, social events,
personal events, travel plans, birthdays, and holidays. Keep track of Events will help you get through
your day without forgetting or losing any information. If used correctly, your daily activities will flow
more smoothly than ever before. Let us schedule some events for you and Peggy. First we need to look
up your records. If you are working your way through this Kick Start and still have a Query set we also
need to get rid of it.

7.9.1. Let us look up your record:

e In case your Query is still set, we will turn it off Select Lookup by pressing {Alt} L.

e Select Every Record. Your Query is now turned off. We need to look up your record. If you
have not entered into the ACE Demo Contact Database, then do so now.

e To find your contact record, select Lookup. This is accomplished by pressing {Alt} L or by
clicking on the word Lookup.

e Select Last Name.

e Type your last name and press {Enter}.You should now be at your own Contact Record Screen.
We are going to schedule your Birthday.

7.9.2. Schedule Timeless Events
e Select Schedule by pressing {Alt} D or clicking on the word Schedule.

e These events have Timeless checkbox disabled, indicating it is not a Timeless event.
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-
Schedule an Event &J
<~ zavea copy to Outlook [ Send Email
Adtach
—_— Deron Warbly
Detach
Event |w Social j Save |
Who | A Cancel |
e | =l &l
f——
Date 05-Dec-10 ik [ Timeless
Time: 05:00 pm @ 05:00 pm @
Regarding | & W private
I™ Alarm [06-Dec-10 it @ Name |
Memo

Some of the Timeless events in Ace are:
1. Outlook Event

2. Birthday

3. Anniversary

4. Holiday

Timeless events cannot be finished it can only be deleted.

7.9.3. To set up a Birthday

v

ACE7

The Birthday icon is already selected. NOTE: If you want to change this from a Birthday to a
different event, you can click on the down arrow at the end of the Event — Birthday sequence.
This will pull down a menu of icons with descriptions. Double click on the event you wish to
use. Alternately you can press {Alt} {Down Arrow}. This will also pull down a menu of icons.
You can then use the {Up Arrow} and the {Down Arrow} keys to highlight the Birthday Cake
icon line and press {Enter} to accept.

Press {Alt} D to access the Date section. Type in your date of birthday. Alternatively, you can
also select the calendar icon to the right of the Date area. If you select this icon, you can scroll
through the calendar to select the correct date. For detailed information see the topic on Events
(link).

The Timeless field is checked, and the time fields are blocked out when we schedule Birthdays,
so you can ignore this field. The regarding field is automatically filled in for you when you select
a Birthday event. At this point you can type a memo if you wish. Just click on the open box area
with the mouse or press {Tab} until the cursor appears in the memo typing area.

Let us press {Alt} S or click on Save to save the event. Your birthday should now appear in the
events window on the contact screen. As mentioned earlier we are now going to schedule
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probably the most important event, the Phone Call. Let us schedule the phone call for Peggy
Gorney. First you need to find her in your Contact Database. Use the information already learned
m this "Kick Start" section to Lookup Peggy's contact record. Once you have located Peggy:

7.9.4. Schedule a Phone Call

. Click on the Schedule menu item. Then click on Phone Call. Another method to achieve the
same end result would be to use the Hot Key {F11}. This brings up the Schedule an Event window.

. We want to schedule the call for later on today, so the default of today's date is fine in the Date
field. We can therefore skip the Date field.

. Press {Alt} T to access the Time field or click on the Clock Icon located next to the Time
field. The Time field has two times. One for the Start time of the event and one for the Stop time. We
are going to make a phone call that should not last over 15 minutes.

o When you select your time you can manually type it in, by typing 04:00pm as the Start time.
o You now need to select the Stop time. Press {Tab}, then {Shift} {Enter} or click on the second

clock icon. A list of times appears with the default time slots in five minute intervals. You can scroll up
and down the times to select the appropriate time. The Start time is highlighted. Now select 04:15pm.

)

e Your time range is selected. {Tab} down to the regarding field, or press {Alt} G. Type: She is
Ready to Buy.

e This is an important call, so let us set an alarm. Press {Alt} R or click on the Alarm box. A
check mark should appear next to the word Alarm.

e If you want to set a lead time for the alarm to go off before your actual appointment, then

change the time in the alarm area. Enter the time, such as 3:55pm, or click on the clock next to
the time field and choose 3:55pm.
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e Since ACE is always network ready, select the Private Button to have this event only show up
while you are logged in.

e If you now need to add memos about this call, you can click on the large editing box or press
{Alt} M. You can add pages and pages of memos, (for 16 bit version up to 64 K), to this call if

you wish. Once you have clicked on the memo box, type: Persuade Peggy to sign the
agreement.

e Click on Save or press {Alt} S to save this event.

The phone call should now appear in Peggy's Contact Screen in the event box area. Any events that you
have scheduled for Peggy will appear in the same box. To see your whole schedule of calls and other
events, you need to access the Time Management System.

7.9.5. Sequenced Events

Sequence Events—=>Auto Scheduler-> With the Auto Scheduler property, you can Add, Delete Edit or
Schedule an event with your own description.

Use sequenced events when you have a series of events that you usually schedule all at once for the
same contact. If you usually set an event to send out a letter to a new contact, then to call back in a
week, and then follow up in a month, you can schedule all of these events with one mouse click

- 5
Auto Scheduler &J

Start [06-Dec-10 i

Type Days Date Regarding Who

Description
Mews Client Intro
Real Estate Sale

New | Deletel Apply | [™ Mo Weekends Add Event Edit Event Delete E-.-Entl Close |

To Add, Edit and Delete an eventin the sequence
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Event Detail

S5

i EventType

| Phone Call

T

Who | Admin

J Cancel |

Assigned To | |

-
Help |

Days EI (number of days from start of this event)

| [ Timeless [05:04 pm

{05:04 pm

Regarding \

Wemo

Hame |

™ Alarm
I Private

7.10.0. Kick Start - Time Management Screen

Joe

To see all of the scheduled events you have in the ACE system, select the Time Management icon——_

You can also use the Hot Key of {F2} or select the Views menu, then select Time Management. Once

selected, the Time Management Window appears:

4 ACE Contact Manager _ [Time

T W TR |

o File Edit Lookup Tools Window Help -8 x
o |E 56| 0] &
(‘(‘ = >‘>‘ ;‘:;|J|x‘ ‘ E{ Jq|@| \‘ ¥ Show Public
Days Day Date Time Event Description AttachedTo AssignedTe
-3363 Tue 1-Sep-01 10:25 am Phone Call ILeft Click Her... |Admin VB
-3362 Wed 12-5ep-01 07:10am Todo Buy ACE at ww... | Admin B
55 Sat 02-Oct-10 12:00 am Outlook Event »Jon Kiein 540. Admin . A
55 sat 02-0ct-10 12:00 am Outlook Event |, Jon Kiein 540.... | Admin .|
5 sat 02-0ct-10 12:00 am Outlook Event |, Jon Kiein 540.... | Admin .|
55 Sat 02-Oct-10 12:00 am Outlook Event »Jon Kiein 540. Admin . A
55 sat 02-0ct-10 12:00 am Outlook Event |, Jon Kiein 540.... | Admin .|
n Mon 15-Nov-10 10:48 am Travel , Memo Admin A
3 Thu 18-Nov-10 10:47 am Phone Call . Mema Admin .|
10 -3 Tue 23-Nov-10 12:00 am Outlook Event shamanth's Bir... Admin . A
1 3 Tue 23-Hov-10 12:00 am Outlook Event | shamanth's Bir... | Admin .|
12 3 Tue 23-ov-10 12:00 am Outlook Event | shamanth's Bir... | Admin .|
13 -3 Tue 23-Nov-10 12:00 am Outlook Event shamanth's Bir... Admin . A
m 3 Tue 23-Hov-10 12:00 am Outlook Event | shamanti's Bir... | Admin .|
15 ) Fri 26-ov-10 1053 am Opportunity |, Noreen Dunla... |Admin .|
16 ) Fri 26-Hov-10 10553 am Personal  Noreen Dunla... |Admin .|
17 39 Tue 04-Jan-11 10:50 am Other , Memo, Admin A
18 56 Fri 21-Jan-1 10:51 am Other , Memo Admin .|
« »
18 Records | ¥ past ¥ Today M Future [ Range

Fri, 26-Nov-10, 12:16 pm

“You have alarms that are past due.

This window shows all of your scheduled activities.
daily events are supposed to be. You can select an

item using the mouse.

NOTE: Yes, this is the screen that asks you if you wish to see it when you first enter ACE. Under
Preferences you could remove the requesting message if you desire. When you access an event through
the Time Management Screen; ACE brings you to the contact that is attached to the event. Once you

By accessing this screen you can see what your
event simply by double clicking on the appropriate

have accessed the Time Management Screen, you can go to any event by:
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e Selecting the event to which you wish to go. You can do this by clicking on the event with the
mouse or use the {Up Arrow} and the {Down Arrow} to arrive at the event. Double click on it to
go to it. Or you can key {Enter} to go to the contact for which the event exists.

7.11.0. Kick Start — History

ACE maintains a History log for each contact database. Keeping track of what you have accomplished is
often as important as keeping track of what you need to do. ACE isolates your historical record of events
in a separate database associated with each contact database. The History database keeps records of
events as you finish them and removes them from the Events database. The events database covers all
databases in the organization. Each database has its own History. You also have the option of adding a
History Log even if you did not set up an event with an ACE contact.

7.11.1. Finishing an Event
We will assume we have just called Peggy, and she agreed to the proposal We want to log that
mformation, and then remove the scheduled call. The way to do this is to convert Peggy's scheduled call
from an Event to a History item. This is called "Finishing an Event."
First we need to view Peggy's events.

e 1. Lookup Peggy's record. Her events appear in the Events Display area above the memo field.

e 2. With the mouse, click on the phone call listed for 4:00 today. The call becomes highlighted.

e 3. Again with your mouse, right click on the same event. A new Events Shortcut menu appears.

Add

Edit

Delete

Finish

List

Print

Dial

Move Forward
Forward One Day
One Week Forward
Back One Day
Today

e 4. Select Finish from this menu with the mouse. A history Record appears with the event
mformation filled n.
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24 Hitory Record oo e
Atftached To
|James Jones
Who [a
AssignedTo | Admin A =l [ =B |
Cancel
Event JE] Phone Call -
Date 12/6/2010 i ™ Timeless [~ Incoming Help
N oy - 2y
Time [08:22 pm 54 [06:22 pm & —
Reaoarding |Cumpleted Call f’.’.‘
Memos
V.

e 5. Type: The deal is set into the memo field.

¢ 6. Select Save to convert the event to a history record. The event is removed from the general
Scheduled Events file and added to the History Log for the database. Any event can be finished in
this manner, but you do not have to convert an event to a history file. If you do not need to keep
track of past events, you can simply delete them.

7.11.2. Viewing the Contact History Log

The Contact History log shows all activity with a contact. Calls made, meetings, letters, faxes, memos,
and any other events that occur with the client are added to history when they are finished. When a
contact record has an entry in the history log, the file cabinet on the left of the screen appears with the

top drawer open.k Clicking on the file cabinet brings up the history log. Likewise when a contact
record has no entry in the history log, the file cabinet on the left of the screen appears with the top

drawer closedir:'. When you view the history file, only the current contact’s history is displayed. You
can, however, view all history for all clients.

Let us view all our History items
¢ 1.Do one of the following :
a. Click the History Icon on the Status Bar.
b. Select History from the View menu.
c. Type the shortcut key {F4}.

2|
e 2. Click the Unlock icon () to view all of the History entries‘ E

iy
¢ 3. Click Close () to close the History window “_‘ .
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7.11.3. Timezone
The ACE 7.1.0 Time zone lets you edit and update the current contact Time Zone settings. As shown in

the picture below, you need to edit the time zone settings and click on the OK button to update the
changes

5

Contacts Current Time o S
Data Management Assistance 10:07 pm
Corporation

Ms. Noreen Dunlap
Winchester, VA 22601

— Contacts time zone settings
oK I
GMT Zone ] ~| | Daylight Savings

[~ Show my settings

—our Time Zone Settings

Admin Eastern -
None GMTZone | =

[ Daylight Savings

7.11.4. Contact Attachments

The Ace Contact Attachments meets the need of an organization by adding the any files to it and allows
viewing those files.

¢ Contact Attachments | e

L L[> »| # x| @ 2

Attachment Description

0 Records

7.11.5. Database links

The shortcut key for Database Links is SHIFT+F3.
Use the Link function to link one contact record to others in the database. View the records along with
their relationship.
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' ™y
¢ Database Links EIM

File Edit LookUp Help

(4 <|>|)| EH“ f|xl il ﬁﬂ@l 5| I~ Show Picture Links

Attached To | Relation
» Mr. Deron Warbly | Gam...

7.11.6. Pending Alarms

Displays the alarms which are pending for the related events.

g B
¢ Pending Alarm lilﬂlg
Mon, 06-Dec-10 05:36 pm GoTo
9 TinaKay 540.667.4695 Snooze
Re:
Clear
Edit
Delete
Finish
Close
™ MoRing ™ Ignore Past Due Alarms A

7.11.7. Past due Alarms

Displays the alarms that are past due for the related events.

s ™y
¢ Past Due Alarms E‘M
Tue, 07-Dec-10 04:47 pm GoTo
Task Schedular . . Snooze
Re:
Clear
Tue, 07-Dec-10 04:58 pm Edit
@ Task Schedular . .
Y oRehi Delete
Finigh
Close
™ NoRing ™ Ignore Past Due Alarms 4
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7.12.0.Kick Start - Task Manager

Ace Contact Manager has many tools, including several views of the calendar, a Task manager, To-do
list and a paper file index (PFI). These tools can be used to execute a productive day in a style to which
you are accustomed.

7.12.1. Task Manager

Many people use the Task Manager to keep track of the tasks which they have assigned to other
employees. In general, the Task Manager offers a way to track general To-Dos, chores, group projects
and employee tasks. As an example, we will add a task to assist us in tracking a newsletter.

To Access the Task Manager do one of the following:

i’
a. Click the Task Manager Icon on the main tooIbarI | .
b. Select Task Manager from the Tools menu.

c. Type the shortcut key {Ctrl} {F3}. The Task Manager appears.

I
Select the Add icon (Eg:i) or go to the Edit menu item and then select Add.

1. Type: Finish Newsletter/Send to Contacts on the Task line. This is similar to the “Regarding”
mput box of an event.

2. Click on the Priority field or press the {Tab} key. The priority field is a number which you
assign to gauge the importance of each task. The default value is 1. We will assign this a priority
of 2. Click the up arrow in the Priority box or type the number 2. {Tab} to the Data Due field.

3. The next field is the Data Due. Use the date finder (£= ) to set a date two months from today's
date.

4. Click the date finder icon next to the date to display the Date Finder. A small calendar appears
with today's date highlighted.

5. Click the Next Month icon (M>)t\wice to move two months ahead.

6. Click the Paste icon (Qﬁ) to place the highlighted data into the Data Due field. {Tab} to the
Status field.

7. The Status field is for your use. Use it to record your progress on the task. The default status is
‘Pending’. Since we are finishing up a newsletter, we can leave Pending in the status filed.
{Tab} to the Who field.
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8. The Who field is used to assign tasks to individuals or departments. Since this is your task, your

mitials appear in the Who field.

9. Each task has an open memo field for typing notes. Click on the memo field and type: Gather
necessary materials and articles from current contacts.

10. The task is still in progress, so leave the Finished box blank for now. It will be used later when
the task is completed. When you do click on the Finished box, the data is recorded and the Task

is recorded as finished in the Status Box.

11. Click on Save or press {Alt} S to save.

12. The Task Manager window appears with your new task displayed. Form this window you can

view, edit, finish or add additional tasks. Select Close to close the Task Manager.

7.13.0. Kick Start — Write

Under the Write menu on the main ACE window, you can create written communications. Ace supports
email, fax and paper documents. From the Write menu you can perform a broadcast E-mail, launch a
single E-mail, create form letters, write a Quick Email, Quick Letter, Quick Memo, or create a Quick
Fax cover sheet, edit your word processing Original Templates, access Win fax Pro for single or group

faxing and print Envelopes and Labels.
The Write menu is as follows:

Email Merge...

Form Letters...

Quick Email...
Quick Letter...
Quick Memao...
Quick Fax...

Alt+F11

Alt+F12

WinFax...

Original Templates

Envelope and Labels...

Shift+Fa8
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7.13.1. Word Processor - Microsoft Word

ACE mterfaces with the Microsoft Word product as its word processor. When you use the Write option
to create documents, ACE will load your licensed copy of Microsoft Word. Currently this is your only
choice under the Preferences section in the Edit menu on the Main ACE window. If you have a strong
need to support a different word processor, please contact ACE at www.GoAce.com for details.

- ~
%y ACE Preferences =NACE X
1 Userifo 2 General l 3 Modem I 4 Events ] 5 Intemet ]

Time Format Memo Edt Defaults

& 12Hour 24 Hour Puoint Size ™ Bold Font

Word Processor Sound

|Nnne ﬂ |r.|aIeVnice ﬂ

Mone

Microsoft Word

¥ Alarm On
I~ Show List on Not Found
" Use Bolds Font
Save Cancel Help |

7.13.2. E-Mail and Web Access

Ace supports sending E-Mail, sending broadcast E-Mail (E-Mail Merge), receiving E-Mail, personalized
E-Mail, multiple E-Mail accounts, logging E-Mail to a record's history file and launching your web
browser. You can also have ACE link to Microsoft's Outlook. ACE assumes you currently have internet
access and are using some email client and some web browser. If you are not this far, you should contact
an Internet Service Provider to get this far. Broadband connection (DSL, cable, or satellite) is the most
effective way to access the web.

Note: It is possible to send E-Mail only if the contact has a valid E-Mail ID.

7.13.3. FAX Interface

ACE supports single or group faxing using Win fax Pro under this Write menu, the Win fax Pro Links
will load Win fax Pro versions 4.0 and higher. ACE exports the current record's Name and Fax number
mformation mto Win fax Pro's address book and then nto the cover sheet. When accessed, ACE will ask
the user whether the user wishes to create a historical record of the correspondence. This will place a
copy of the fax in the current contact's (or each contact of the group's) history file.

ACE7 132



._]_a.-
ACE Contact Manager 7.1.0 User Manual jﬂ@'

f ¢ Historical Correspandence Information lﬂh 1
|¥ Create a Historical Record
¥ Save a Copy of This Correspondence
Regarding | |Q“i0k Fax |E|
Memos
. Continue
Cancel
s Help
—

The Regarding and Memos items on the "Historical Correspondence Information" form are used for
creating the fax cover sheet. The Regarding text becomes the Subject section of the fax cover page. The
Memo section is used to create the fax cover sheet's text section. After you complete the Historical
Correspondence screen, you will go to the Win fax Pro screen. The ‘To’ section will be completed with
the data from the current record's salutation, first name and last name fields. The Number section of the
Win fax Pro screen will have the data from ACE current record FAX number. From this Win fax Pro
page you can also attach files to the cover page. For a group fax, the Recipient list contains the contact
list you created. Win fax Pro then uses this list.

Sending a FAX through the Win fax Pro link
e Click on the Write menu option.
e Select the Win fax Pro Link (Single Record) or Win fax Pro Link (Current Group) item. The
Single Record option will export information for one cover sheet from the current contact. The

Current Group option will export the current group of records to the Win fax address book. If
there is no query set ACE will export information for every record in the database.

e Complete the Historical Correspondence Information as discussed above and click on the
Continue button. Next, Win fax Pro processes this information as you instruct.

HINT: See the Preferences menu item under Edit to determine which preferences for communication
ACE is using.

7.13.4. Paper Documents
The Write menu allows you to utilize Form Letters. When you first create a form letter using ACE, the

name and address merge fields are mserted mto your letter. When you click on the Write menu item
then in the Form Letters sub item you see the following:

ACE7 133



_/49@"

ACE Contact Manager 7.1.0 User Manual

=] [t |

p
4y Form Letters
) | ¥ Show Public M4

LI<[>[>| /1 2] 2] Q] B

1

This screen allows you to browse your form letters, add form letters(Alt+A), edit form letters(Alt+E),
delete form letters(Alt+D), copy form letters(Alt+O), access letter details(Alt+T), and query for
letters(Alt+Q), pick merge fields(Alt+F), print a letter(F9), and do a mail merge with your
letters(Alt+M). These functions are discussed in detail elsewhere. The Write menu also allows you to
print labels and envelopes. The "Envelopes and Labels" screen as shown below is discussed elsewhere.

Envelopes and Labels —c—
EPSON FX-2175,winspool LPT1:
Envelopes - Labels B
Delivery Address Frint
Ms. Tina Kay - Close
Product Support — Help
Data Management Assistance = Options
Return Address ™ omt
Type
Com 10 Business Envelopes
(4.12"%8.57)
T [ Print Group (11} Recs
-
Delivery Font I

7.13.5. Quick Email, Quick Letter, Quick Memo and Quick Fax

Ace provides you with a means of quick communications for correspondence. The Quick Email option
shows you an Email form with the To addressee complete for the current contact. You can quickly select
other contacts to receive the email as addressee, CC or Bce recipients.

The Quick Letter option produces a letter with no text that is ready to be typed and printed. The current
record's name and address will be filled in for you along with today's data and your signature block.

Changes will not be saved.

f %y Historical Correspondence Information Ié]1
[¥ Create a Historical Record
[¥ Save a Copy of This Correspondence
Recarding | [Quick Letter |2
Memos
- Continue
Cancel
s Help
—
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The Quick Memo option is useful for mteroffice memos, notes or any other type of informal
mformation which you wish to give to a contact. When you create Quick Memo using ACE today's date,
the name of the current client record and your signature is automatically inserted into a document which
is labeled Memorandum. The Quick Fax creates a fax cover page for you. The fax cover page will
contain today's date and time, the contact to whom you are faxing, your contacts fax number, and your
name in the ‘From’ box. There is also a space for you to mnsert your own fax number and a message on
the cover sheet.

7.14.0. Kick Start — Calls

ACE has a built n auto-dialer which dials your contact's phone number if your computer modem is
attached to a phone line and you have a telephone also on that lne. ACE will automatically dial your
calls and keep track of the time spent on the call automatically. Otherwise, you dial your numbers and
start the timer yourself. The Call menu item on the main tool bar brings up the following:

Auto Dialing
Speed Dial F7
List Murmbers...
Phone Call List..  Shift+F7
History Record Creation
Completed Call...
Attermnpted Call... Alt+A

Recerved Call...

7.14.1. Auto Dialing

Auto Dialing is one convenient feature of ACE. On the Call menu, the first three submenu items apply
to the Auto Dialing features.

7.14.2. Speed Dial
Speed Dial will automatically insert the telephone number of the current contact into the Ace Quick

Dialer so that all you have to do is click on Dial. All the other parameters for Speed Dial are set under
Modem Preferences.
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ACE Quick Dialer

===

¥ Active

S -

__Dit.._| [eer 465

Call Progress...

etline1.DevicelDl = 0
etline1.DevicelDl = 0
etline1.DeviceActive = True
Dialing [857 4695]
etling1.OnDisconnected

LineGonﬂg...l

7.14.3. List Numbers
List Numbers picks up all the numbers on the current contact and give you a choice of numbers to auto
dial
rAuto Dialer u

WorkPhone

FaX .

MobileMo . .

ReporisTo

IEnterManuaIy | ..
If" Local (" LongDistance {  International | Other
Dial | Cancel Setup Help

7.14.4. Phone Call List

Phone Call List presents you with the List of all the events for which phone calls are scheduled and not
yet finished. Double clicking on one of these events automatically dials the contact number for you

associated with the event.

-
¢ Scheduled Phone Calls

=)

L L #E >

»

¥ Show Public

<

Who | Days
» -3373

/1% ¢lEsl 5@

Time

Attached To

Tue 11-Sep-01

10:25 am

Task Schedu

1 Records |
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The last item on the Call menu brings up the ACE Preferences for setting up the modem. We can also
browse through Preferences under Edit menu to reach this window. As you can see below the Modem
choices enable you to have good control over the modem on a telephone lne. The TAPI features are
available as an option. Connection through digital interfaces will be available in the future.

¢ ACE Preferences ol eS|

1 Userinfo ] 2General 3 Modem ] 4 Events ] 5 Intemst ]

Your Area TAPI Setup | When calling within my area code

[ Always dial the area code

To access an outside line:
Prefix Postfix Dial 1 for the numbers with the

For Local cals, dial following prefi<es:

| | | *
For long distance -

1

| S - | | When calling to other area codes
For international Do not dial 1 for numbers with
|u11 | | the following area codes:

For other cals, dial -
| | | -

Save | Cancel | Help |

7.14.5. History Record Creation

The next three items on the call list allow you to enter nto the history records for the contact, the results
of your call. Completed Call, Attempted Call and Received Call all bring up a History record to be
completed with as much nformation already completed for you as possible. For instance, we will record
a completed call that was made away from the computer, but needs to be recorded.

g
¢ History Record SRR X

Attached To

|Tina Kay

Who [a
AssignedTo _

Event | Phone Call

Date 06-Dec-11] ] ™ Timeless [~ Incoming Help
Time |E:4E pm ® ‘5:45 pm X Name
Reoarding |Cumplated Cal

Memos

Mr. Deron Warbhy
Owner

Game Players

Falcon Drive

San Francisco, CAS4111

Save

Cancel

Ll Ll

8 &

[ | »

4
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To record a completed call:

1. First, find the contact you are about to call. Use the Lookup command to find Vicki Jones of
Marketing for Money.

2. Select Completed Call from the Call menu.

3. A History Record appears. The Regarding line reads "Completed Call", the Start and End times
read the current time.

4. Because you made the call away from the computer, the time should be changed to Timeless.

5. In the Memo field, enter the topic or results of the call. Type the following: Discussed plans for
next meeting.

6. Select Save to record the completed call. The call is added to the History log for this client.
7.14.6. Activate Timer:

The Timer menu option brings up the automatic timer to help you keep track of time with the contact on
the call This is accomplished automatically with the Auto Dialer, but manually you can accomplish the
same thing by filling out the result of the call and clicking OK. You can build a popup table of call
results so that you need not always enter the same data. Notice that this timer stays as the top screen.

#4 Call to Tina Kay [ES
Resutt: | |
00:00:00 oK I Reschedule | Cancel |

7.14.7. Modem Preferences

For convenience, a Setup Modem menu option allows you to directly go to the ACE Preferences Menu
Tab 3 Modem for modification of your modem settings. This is mainly for auto dialer users.
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¢ ACE Preferences =AREN X

1 Userlnfo | 2General 3 Modem ]4 Events | 5 Intemet |

Your Area TAP| Setup | When calling within my area code

[ Always dial the area code

To access an outside line:
Prefix Postfix Dial 1 for the numbers with the

For Local calis, dial following prefixes:

| || | .
For long distance -
[ I

For international

When calling to other area codes
Do not dial 1 for numbers with
|U11 | | | the following area codes:

For other cals, dial s
| | | \—‘ -

Help |

Save Cancel

7.15.0. Kick Start — Reports

ACE has many built in reports. These reports can be accessed from the Report menu on the main
Contact menu. For this quick start demo, we will print two reports —1) A listing of contacts and 2) All of
the scheduled events we have entered. When you print contact reports, the current contact database will
print. If you have a query set, all the contacts in the query will be printed.
7.15.1. To print a contact list

1. Select Contact List from the Report menu.

2. The ACE Printouts box as shown below appears. The Printout Type is set to Contact list.

3. Under Paper Forms, Paper Sizes select 8.5 x 11 (Portrait).

4. Select Options. The List Print Options window appears.

5. Select No Memos to print only the field mformation for the contacts.

6. Select Save to save the List Print Options.
7. Select the print icon to begin prmtmgi

8. A dialog box displays the status of the current print job. You can cancel this print job by
clicking on the Cancel button on the dialog box.

9. After ACE prints the list, the Ace Printouts screen reappears. Select close to return to the
Contact record screen.
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£e

P
ACE Printouts

=)

<<

>[»| /%

/% %l 9|V

Printout Type:
Complete Contact Record
PaperForm

EPSON FX-2175,winspool,LPT1:

PaperSize

<

» 8.5x 1 (Portrait)

11 x 8.5 (Landscape)

I Print Group (11} Recs

Primary Font | Arial
Secondary |Arial

Select the Font

List Print Options

]

Print Options
™ Border
[T Grey Bars

Memos
% No Memos

" Most Recent

Al Memos

" Selected

Save | cancell Help |

The other report we will print is your calendar of events. We have already scheduled a few events plus
ACE has many events build in such as Holidays and sample events. When you print calendar reports
with ACE, you can choose from a variety of print layouts and paper sizes.

7.15.2. To print the Weekly Calendar:

1. Select Weekly Calendar from the Report menu.

2. The ACE Printouts box appears. The Weekly Calendar is highlighted under Printout type.

3. Under Paper Size, select 8.5 x 11 (Portratit).

4. Selection Options: The Weekly Calendar Options window (shown below) appears. The Start
Date appears with the beginning of this week, and the number of weeks to print is listed as
(1)You may optionally choose to include memos and/or Tasks. You can select Event Types to be

included on the calendar.

5. Select Save to save the Weekly Calendar Options.

A
6. Select the print icon to begin printingﬂ.
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7. A dialog box displays the status of the current print job. You can cancel this job by clicking on
the Cancel button.
8. After ACE prints the list, the ACE Printouts screen reappears.

9. Select Close to return to the contact record screen.

7 3
Weekly Calendar Options [é]
Save
Start [05-Dec-10] [l Cancel
No. E' week(s) Help
Include
I Wemos W Events
™ Taske
Types of Events to Include
¥ EvervEvent W ToDo W annual
¥ Phone cal W social W Maating
M Personal M Travel ¥ Timeless
W Folow Up V¥ other
v
\

7.16.0. Kick Start - Importing Data

ACE allows two paths for importing .The path under File Import on the contact screen is available to all
users. This approach is used to add data to an existing ACE database. This approach can import ASCII
text, dBase FoxPro, Xml, Outlook, Excel files nto the currently open database. This approach can also
import ACE for Windows Client databases and Ace Contact Manager 6.0 contact databases. The second
path is available in the Ace Administrator environment. The choice '"Import Data" in the Ace
Admistrator calls the Ace 6.0 Import Utility for Windows. This utility allows bringing complete
multiple file (database) "environments" from other contact managers mnto ACE. This new data brought
mto ACE will destroy the data in the dependent files of a database. Normally these dependent files are
the Contacts, History, Queries, and Popup files.

7.16.1. Importing from Other Programs.

While particular contact manager product environments will be added in the future to this import utility,
the Biz*Base and Act Contact manager environments are imported currently.

7.16.2. Windows Configuration

Windows Configuration = Select Windows Configuration from the File Menu. The popup appears
with Save and switch mode with default and user settings:
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Windows Configuration means while usng ACE 7.1.0 you might have opened some screens, due to
some urgency you need to close Ace 7.1.0 at that time. You can actually save your opened screens
through user settings or default settings. Once you come back and open the ace 7.1.0 it opens with the

same screens, on what ever you were working!

Save—> With this feature, you can make a particular Ace 7.1.0 Window a default setting
Or user setting 1 or user setting 2.Thus, this window will appear on your screen when you

start the application.

Switch=> you can switch to any of the three settings (Default Settings, User Settingl, User
Setting2) whenever you decide to set a different ACE 7.1.0 window as your load screen

window.

Save Alt+5

Windows Configuration

Create Template

Print... Alt+I

Data Exchange

7.16.3. Save Template

Save »

Switch — » Default Settings
User Settingsl
User Settings2

Save Template> You can create and save a new template in the database with this facility.

ot TemplateMame

]

Template Name ||

Description

Save | Cancel |

7.17.1. How to Create New Databases

New Database->Ace 7.1.0 allows creating multiple databases with your own name and template of your
choice, you can also password protect your database and you can save the database in your own desired

location with in Acedata.
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A

.
Create New Database

Description

New Database

Template

IAooou nting

| ™ Pubiic

Location

|D:\ACE?\ACEDATAIDATAIFILE451 T

e —

Create | Cancel |

7.17.2. Additional Databases

—————

Additional databases->Once you create multiple databases all those things will be present in Additional
database form where you can select the database, Edit the database, delete the database and also you can

search for the location where it is located.

Hew Database

(& Additionsl Databases [ESE )
P KI<I>> x| &l 27

2 Records
.

7.17.3. How to send group emails

Write menu->Email Merge-merge with current group form will open where you can send email to group

of people.

To get a group: Lookup->Query by example, here you can do a query so that group of records will be

created through these you can send email to groups.
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i B
¢ Message to <asdaas@asd.com> g
File Tools Messages Help
B (1= - Mo Form Message -
2E] | 6| @ | : =
Message |ﬂﬂachment5 | Options |
To...
Cc
Bce.
Subject:
P jm Status I jlﬂ
V' Aftach a copy of this email to contact history
Message Body
-
To group merge query use Write/EmailMerge Send & Get | Send Now | Send Later |  Cancel [
1 =t

7.17.4. Query on Emails

File menu->Email->Inbox->mail manager form will open where you can see all inbox, outbox and sent
items details. You can search for the information by giving your own query string and click on set.

-

Query Email List u

To |=_| |
From |=_| |
Date = | |

Subject |= | |

7.17.5. Copy Contact

Edit Menu-> Copy contact

| Copy Contact » ” Duplicate Contact Record  Ctrl+R
Delete... Ctrl+D Copy te Other Database...
Memos... Alt+M Move to Other Database...
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1. Duplicate Contact Record: User can create the duplicates of records; with already he has
with this facility. Click on Duplicate Contact record will pop up Contact information
form with the duplicate data where in you can save has it is or u can edit any information
u want and save fit.

2. Copy to other database: Here you can copy any record present in one database to another
database it will create a copy of that record and also you can copy the group of records by
creating sub groups.

3. Move to other database: Here you can Move the record from one database to other
database (here it will remove from source database and add to destination database) and
also you can move the group of records by creating sub groups.

¢ Target Database L =l ]

DataBase

-

MNew Database

[ Copy Current Group Copy I Cancel I Help: I

7.17.6. How to do reverse Query

Lookup->Reverse Query

Once you do the query u will get some group of records, if you want the records other than queried
group of records click on Reverse query which will give non queried records.

7.17.7. WinFax Pro link

Write Menu—> Winfax

If you have WinFax Pro installed on your computer, ACE 7.1.0 can use it to send faxes.

Note: The WinFax Pro Link assumes that your fax number is the second number in the list of phone
numbers in the upper right corner of the ACE contact Record screen.

To use WinFax Pro to send one fax:
e Move to the contact record to send a fax to.

e Select Write | WinFax (Single Record) The Historical Correspondence Information
record appears.
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e If desired, select Create a Historical Record to add this event to the history for this
contact.

e Enter a description for the history record. This line will also appear as the subject of the
fax.

e Enter notes in the memo field for the history record, if desired. This will appear as
"Cover Text" on the cover sheet of the fax.

e Sclect Continue to initiate the link between ACE 7.1.0 and WinFax Pro. The ACE 7.1.0
to WinFax Link box appears.

e Make changes to the Subject, and Cover Text, if desired. Enter a Billing Code or
Keywords that will be stored in the history m WinFax Pro.

e Seclect Continue to launch WinFax Pro. WinFax Pro is launched and the send box
appears, showing your contact as the recipient of the fax.

e Select a cover page and any attachments, and then send the fax using the send command
mn WmFax Pro.

e When you are finished, close WinFax Pro and return to ACE 7.1.0.

To use WinFax Pro to merge faxes:

e Seta query to find the records with fax numbers to be recipients of the fax.

e Select Write | WinFax (Current Group) The Historical Correspondence Information
record appears.

e [f desired, select Create a Historical Record to add this event to the history for this
contact.

e Enter a description for the history record. This line will also appear as the subject on
each of the fax cover sheets.

e Enter notes in the memo field for the history record, if desired. This will appear on the
cover sheet of the fax.

e Select Continue to initiate the link between ACE 7.1.0 and WinFax Pro. The ACE 7.1.0
to WinFax Link box appears. Each of the names from your query that have a fax
number will appear as they are sent to WinFax Pro.

e Make changes to the Subject, and Cover Text, if desired. Enter a Billing Code or
Keywords that will be stored in the history in WinFax Pro.

e Select Continue to launch WinFax Pro. WinFax Pro is launched and the send box
appears, showing your list of contacts as the recipients of the fax.

e Select a cover page and any attachments, and then send the fax using the send command
n WiFax Pro. Each fax will be added to the send queue.

e When you are finished, close WinFax Pro and return to ACE 7.1.0.

8.0.0. Compress

Compress is one of the rebuild options in Ace. Compress a database to remove any deleted records, and
free the space taken up by those deleted records. After a file is compressed, it is reindexed, greatly
improving access speed and performance.
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ACE Database Rebuild

W Contact | |
v Events | |

W History [ |
[™ Purge History Before:

W Invoice | |

v Support | |

v nBox | |
[ Purge InBox Before:

v OutBox | |
™ Purge OutBox Before:

| Greating ZipCode Index |

Reindex I Cumpressl Cancel | Help |
\

9.0.0. Migration

9.1.0. Migrating data of Ace Contact Manager Releases 6 to Ace 7.1.0

1. Ace 6.0 users must ensure they install Ace 7.1.0 in the directory D:\Program Files\Ace Contact
Manager 7, C:\AceDMAC, is where Ace 6.0 is located. No other upgrade action is required. In the
main Contact Manager Window, click on File=> Data
Administration=>Import Old AceData as shown below.

ACE7 147



ACE Contact Manager 7.1.0 User Manual

3. The following popup appears which informs the user to select the type of migration; Automatic or

4 ACE Contact Manager - [Demo
Edit Schedule Lookup View Call Tools Write Report Window Help
Database Control ) .
\i New... Alt+N ﬁ @]
o Open... avr (%20 gp| | K @@l,ﬁd{s& ﬂ«?‘i’l@lgéé @H
E Close Alt+FL Type | Days | Date [ Time | Descriptior
Vs Save Alt+S oy \/ 0 days 26-Nov-10 10:53 am Opportunity
17 Istance Corporation # AL Odays 26-Nov-10 10:53 am Personal
13 Windows Configuiation  » bet Sulte e -
S¢ Create Template
Al print. Altel P AL
E Data Exchange > < | vl
N Dato Administration » Backup | =||Memo
u -
ﬁp User Administration 3 Restore Back Up
—] Duplicate Checking...
Ad Email Processing e —
Change Database Structure...
09/ Email »
Al ; ) Rebuild Indexes...
Synchronize With Outlook
30 Undelete Contacts...

K

Synchronize With Mobile

Import Old AceData

Exit ACE
r Exit Alt+X d
- T View List -
o ‘ Referral Right click on the word ‘
agazine

gAEE Contact Ma_nager =

File Edit

2. In the next step, a popup appears which asks for the confirmation of migration

from the user and also informs the user that all other users must logout. Click
on the Yes button.

Schedule  Lookup  View

Call Tools Write Report Window Help .8 x
P BB b|B 58| 6 &
— . |iFa] — p = it 5
oar ||| &I<[> (] 4l 1ox| WA FG =] )] wlddl @
LastN Type | Days [ Date [ Time [ Descriptior
Valid . ' Odays 26-Nov-10 10:53 am Opportunity
12 303 North Loudoun Street Suite QJ &% Odays 26-Nov-10 10:53 am Personal
Scope Suite A
All Rec... LR R o
SIS N | N
m
E ﬁi |WorkPhune | .. El‘ Wemo
Updated |FAX | . -
11/26/2010 r =1
“Added | MabileNo .. Ace? . =
091171997 | ReporisTo |
ACEAcct: | |EmailID [suppert@|,| Do you want to migrate your ACES data to AceT? Warning - Al users must logaut
30 [WebPage  [wwGoa| | from AceT.
¥ Prospect |DOB
|Statu5 Yes No
™ viP Cust |Role - 4|
I Wagazine |Referra| Right click

| Product/Serv |"Product” to change Title

T

Manual. After selecting, click on the OK button.
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r@d Browse E@g1

Select Type of Migration

" Mutomatic
 Manual

Ok | Cancel

4. Selecting the Type of Migration takes you to the Locate AceData folder. Click on the Browse button.

- A
4 Browse E@Iﬂ
Locate Acedata folder of ACEE to migrate AcefData to Ace7
_Bowee |
ok Cancel |
\

5. Browse for the precise folder and the click on the Ok button.

~

Browse For Folder ﬁ

Bl Desktop

> 4 Libraries

> A WINTPL

> 1M Computer

i Gh Network

o @ Control Panel
£ Recycle Bin

>0 junk

Make New Folder ] [ 0K ][ Cancel

6. After you click the OK button, the folder path is set into the Locate Ace Data popup. Click on
the OK button
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e After you click on the OK button, the following popup appears which informs that ACE6
data has been successfully migrated to Ace 7.1.0.Click on the OK button.

[ Ace? Iﬁw

ACEG Migration Process is going On: Please Wait for sometime, as it takes time
based on your contacts

oK

L.

After click Ok, this final popup appears which mentions that Ace 7.1.0 will now close. Click
on the Ok button to close.

BreT e

Ace ] will now close,

Thus the process of migrating data from Ace6 to Ace 7.1.0 has been explained.

Upon the release of Ace 6, DMAC will no longer support previous versions of Ace Contact Manager.

9.2.0. Migrating data of Ace Contact Manager Releases 4.0 and 5.0 to Ace 6

Ace 5.0 users must ensure they install Ace 6 n the same directory, C/AceDMAC, in which Ace 5.0 is
located. No other upgrade action is required.

Ace 4.0 users must first install Ace 6 and then perform a simple file copying procedure which will
ensure that Ace 4.0 files are accessible by Ace 6.

The default mstallation folder of Ace 4.0 is C/Program Files/AceWin. Default installation of Ace 5.0
and Ace 6 is n C/AceDMAC. For Ace 6 to access Ace 4.0 files, the files must be copied from the Ace
4.0 default installation folder to the Ace 6 default folder. This guide explains how to do this, assuming
mstallation of the respective Ace versions has been to the default folder. (As stated above, Ace 6 will be
automatically installed in the same folder as Ace 5.0, so no further action is necessary.)
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1. Using Windows Explorer, view the folders in the drive on which Ace is mstalled. In this example,
Ace 4.0 is installed in C/Program Files/AceWin and Ace 5.0 is installed in C/AceDMAC.

B
| Ele Edt Yew Favorkes Tooks  Help »
] QBak ~ &3 - T | +— Search |:"-'Fo]ders i W X9 | [
Falders x| [ Name =~ Size | Typs | Date Madfied -
:I )AceDMAC File Falder 10/20{2003 10:16 AV
CAcrobat3 File Falder 4)1/2002 11:23 &M
) ADCBEAPP Fie Folder 4/2/2002 3:26 PM
- bundie File Folder 11/29/2001 6:46 PM
B 2 bundie Corel File Folder 3/12/{2002 1:51 FM
B ) corel Documents File Falder 10/17/2003 10:08 AV
[ |7 Documents _JDocuments and Settings Fie Folder 3112002 2:28 PM
[# 1) Documents and Settings (Hald File Folder 3/14{2003 2:26 PH
B ) Hold iHold2 File Folder 12430/2002 12;:27 PM
) Hold2 Mol File Falder 12/30(2002 12:19 PM
) Holds _| | Eoreronts File Falder 3j20/2002 2:59 AN
) HPFants CIHPROB Fie Folder 1162005 11:24 AM
& |53 HPROS inetpub File Falder 4/2/2003 1:58 PM
B & inetpub LIKPCMS File Folder 4)4)2002 11:23 AM
5 ) KPS My Music Fie Falder 11/25/2001 6:33 PM
23 My Music i_jnb-ms File Falder +/2/2003 1:59 PM
& 5 nb-ms Qnd-ms File Folder 4/2/2003 1:57 PM
B £ nd-ms anin-ms File Folder 4J2/2003 2:02 PM
&) rin-ms |__“|n;t-ms File Faolder 6/20/2003 1:01 FH
[ 23 nst-ms nst-nw File Folder 6/20/2003 1:15PM  —
@B nstnw CIFMES File Falder 4]1/2002 11:23 AM
5 PMiES _JProgram Files File Folder 11{11/2003 4:19PM
Bl B Progran Fies _RECYCLER File Folder 3J11/2002 3:01 P
[ 42 Bit Scanner ) Stripped Fie Folder 9/18/2002 12:20 PM
= AbotTime Ace 4.0 System Volume Information Fie Folder 3j11{2002 2:27 P14
B 5 AcWin unibass File Folder LUf7[2003 1:34 PM
B 3 acT Web Sites Fite Falder 6/13/2002 1:34 PM
& £ Adcbe webseats File Folder 9J26/2003 9:54 AM
Mo e COWTNDOWS File: Folder 111212005 RE6AM 4

2. Click on the plus signs to the left of the AceWin and AceDMAC folders. This will display all of the
sub-folders under these two folders. Next, click on the AceWin folder. In the right-hand window you
will see all of the folders and files under the AceWmn folder.
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rogram Files\AceWin

| Eile Edit Wew Favortes Tools Help
| @Back -~ 3 - (¥ | S search [ Folders | I = > W) | (-
Folders x | | Name - size | Type [ pate Madified -
Bl g=> Local Disk (C:) o] | =odats Flle Folder 10/13/Z003 8158 AM
El (2 AceDMAC (D datatext File Folder 10/9{2003 3:01 PM
£ AceBin Ace (CILETTERS File Folder 10/9/2003 3:03 PM
& AceData 5.0 (Cpictures File Folder 10/9/2003 3:01 PM
& £ Acrobat3 ILareport File Folder 10/9/2003 3:01 PM
() ADOBEAPF (Csound File Folder 10/9/2003 3:01 PM
E D bundis (asystem File Folder 10/9/2003 3:01 PM
() Corel CDTEMP File: Folder 10/9/2003 3:03 PM
M £ Documents (Chtemplate File Folder 10/9/2003 3:03 PM
H (£ Documents and Settings L Dusers File Folder 10/9/2003 3:03 PM 1]
= & Hold % Ace 1. exe 3,169 KB Application 10/12/2003 2:02 PM
& Hold2 &) acesD. VBN 63 KB VEX File 7i17/1993 12:28 AM
2 Hold3 =) acesz.cnt 2KB CMT File 10{12/2003 2:17 PM
© HPFonts € ace32.hip 3,030 KB Help File 10/12/2003 1:30 PM
2 HPROS EACE.CFG 1KB CFG File B8/5/2003 2136 PM
= & Instpub - Ace.exe 830 KB Application 10{12{2003 5:27 AM
® £ KPCMS @) Ace.hip 749 KB Help File 10/3{2003 1:24 PM
&= My Music gﬂceﬁdmln.exe 495 KB Application 10/11/2003 3:16 PM
® & nb-ms acecinst.exe 128 KB Application 9/23/2003 9:57 AM
| & nd-ms [ ACEDial.exe SE KE  Application 9/30/2003 8:30 AM
B & nin-ms b acemove.exe 122 KB  Application 9/23/2003 3:01 PM
& ) nst-ms BE aceword.exe 3z KB Application 10/7/2003 10:52 AM
&2 nst-nv ACTZACE. IMP ZKB IMP File 8/22/2003 8:59 AM
& ) PMES L‘:\:] adbxat.di 642 KB  Application Extension 6/18/2003 10:40 PM
Bl & Program Files 7} AREACODE,EXE 13 KB Application 10/11/2003 2:34 PM
(&2 42 Bit Scanner [ calc.exe 34 KB Application 2/3}1999 £:00 AM
=2 AboutTime =) caLvexso.vex 406 KB VBX File 11/20/2001 11:29 Al
G CHIMES. WAV 16 KB Wave Sound 5/24/1998 11:00 PM
@ ICD data ) CHNGSTRULEXE 60 KB  Application 10/11/2003 2136 PM
S datatext CMDIALOG. VB 19KB VBX File 4/28/1993 9:00 AM
H [C3 LETTERS | %] CPRINT.DLL 4 KB Applicstion Extension  5/28/1996 9:06 PM
&3 pictures Ace | pPPvERa0. v 424 KB VBX File 11/20/2001 11:29 AV
&2 report 4.0 =) Escal.vbx S1KB VBX File 8/12/1995 12:55 AM
&2 sound | %) etTT37.0CX 1,343 KB Activex Control 1/7j2003 9:43 AM
=) system |=) FPGRID 1D, VB 447 KB VBX File 9/2/1998 3:35 AM
) TEMP Lﬁl Fts32.dil 43 KB Application Extension 6/25/2003 S:10 AM
©2 template =] Fes.dil 21KB Application Extension  12/20/1994 12:43 PM
5 uners =f | 22 oueevox A Smn Gl
<] 1> < R
. . . . . . " ’9 .
3. Highlight the sub-folders in the AceWin folder by clicking on the first folder, “data,” then holding

down the Shift key and clicking on the last folder, “users.”

The folders should now look like this

| He Ed yew Favortes Tods ek
| OBack » ) - (¥ | ) Search [ Folders | [ O X 9 | [~

Falders

ACE7

=l

=

ral
(i)

HEHBE

HEH

=l G Local Disk {C:)

) AceDMAC
| Acesin

# ) AceData

() Acrobat3

] ADOBEAPP

) bundle

] Corel

,:| Documents

) Documents and Settings

) Hold
|) Haldz
=) Hold3
|2) HPFonks
) HPROS
) inetpub
) kPoMS

% | [ Name = | Size | Type | Date |
N File Falder 1013
Fite Falder Lofgy,

File Folder f9f,

File Folder e,

Fie Folder 109,

File Folder TN

File Folder o9,

File Falder Lofay;

Fie Folder o9y

USErS File Folder RN

i acel.exe 3,160K8  Application 10§12

5 ACE3D VBX E3KB  YEXFile T

[ acezz.cnt ZKB CNTFile 10/12

) ace3z hip 3,030 KB Help File 1oj12

= ace.cra 1KB CFGFle g/s)2

= wnce.exe 830KE Application 12
?_J.ﬁ.ce.Hp 749KE  Help File 1043
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4. Place the mouse pointer over the highlighted group of folders, press down and hold the RIGHT mouse
button and drag the group of folders to the AceDMAC/AceData folder. Hold the mouse pointer over

the AceData folder and release the button.

@ C:\Program Files'\ Acewin 3 =
| Fls Ede View Favortes Took Help
| QBack » ) - T | S search [ Fokders | B 0 X 9| (-
Folders x | Name = | Size | Type | Date Moctied

= (@ Local DSk (C) - | Fie Folder 10/13/2003 B:5¢

=l 53 AceDMAC o - File Folder 10/9/2003 3:01 |

53 AceBin = i 2] TE File Faolder 10/9/2003 3:03|

o W & File Folder 10/9/2003 3:01 |

W ) data Fie Falder 10/5/2003 3101 |

2 datatent Fie Falder 10/5/2003 3:01 |

=) FLODEFS File Folder 10/9/2003 3:01 |

# ) LETTERS File Falder 10/9/2003 3:03 |

B pickies Fiir Frlder 10f20NG 303 |

1) report (e File Folder 10/9/2003 3031

=3 sound ﬁncel.exa 5 169KE  Application L0/ 12/2003 202

o TEne 5| ACE3D VB 63KE VERFils 7/17/1993 12:2¢

) tamplats [ cez2 cnt ZKE ONTFle 10f12(2003 2117

] ) wsers #aces2 hip S030KE  Help Fla 1012/2003 1:3¢

o B Abrohiis —|Face.cre {KE CFGFie R{5/2003 2:36 P

5. Be sure the mouse arrow is positioned exactly on the AceData folder. When you release the RIGHT
mouse button, the menu shown below pops up. Click in the, “Copy Here,” option and all of the folders
and their contents will be copied to the AceData folder.

ACE7

loix]
| Fle Edt Vew Favorkes Toos Heb ‘ >
|I.333tk' J v (| P seach ‘\[_"T-Foldexs | ¥ X 9| Ey
Follers _ x [ ame = size | Type | Date Modfied &
"B 5 Local DEKICH 'C|lf-‘k" " [@dx File Folder 10/13/2003 8:5
Fl ) AcsDMAC this [ datatext Filz Folder 10492003 3:01
) AceBin option EBLETTERS File Folder 10§4/2003 3:03
2 B Acse- Epictures File Folder 10972003 3:01
3y ComyHere Ereport Filz Folder 10492003 3:01
oy Move Here (B sound File Folder 1079/2003 3:01—
|y Create Shartouts Here Esvsten File Folder 10/%9J2003 3201
Bl cra (=Y File Folder 10492003 3:03
@ [E@templata File Folder 1092003 3:03
& report ERusers File Folder 10j9/2003 3:03
2 round ‘S,’d Acel.exe 3,169 KB Application 10§12/2003 2:0
S TENP B ACEIDVEY 63KB YBXFile 71711993 12:2
) template & acez ent 2KE  CNT File 10/12{200% 211
#)aces? hip 3,030k Heb Fia 10/12/2003 1:3
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£e

6. Now a confirmation pop-up will ask if you want to replace existing files. Click on, “Yes to All.”

@ C:\Program Files' AceWin

| File Edit View Favorites Tools Help
| @Back » 3 + | F | S search | Folders | 15 3 X ) | Ev
Folders X | | HName ~ I I Size I Type
=l e Local Disk (C:) a||Sdata Fild Eldai
B ) AceDMAC |Zydatatext File Folder
2 AceBin |[_JLETTERS File Folder
= 3 AcsData | Jipictures File Folder
B B3 data | report File Folder
£ Demo “sound . File Faolder
) datatext Confirm Folder Replace 1 X| pider
() FLDDEFS plder
M 3 LETTERS if_f This Folder already contains  folder named 'data’. bider
) pictures If the files in the existing Foldgr have Hhe same name as Flles in the :Ed.cr
) report Folder wou are moving of copying, they will be replaced. Do vou stil ation
£ sound want ko move or copy the Folfler? ile
) TEMP j”e
) template vestoal | to | <ancel [
M ) users lle
] _:’ Acrobats Y ArEEVE [=ELLE 3= S il tatan
\ ADOREADS [ ) dce hip T49KE  Help File

Once the folders and contained files from in the AceWin folder have been copied to the

AceDMAC/AceData folder, all data from Ace 4.0 should be accessible to Ace 6. If you have problems

completing this operation, please call: 800-667-4695

10.0.0. Rebuild Index

Rebuild your databases to keep your data happy and healthy Reindex your files on a weekly basis, and

compress them whenever you delete records, or biweekly.
To rebuild your databases:

1. Select the files to rebuild. All files marked with will be rebuilt.

2. Choose Reindex to keep deleted records in the files, and recreate the indexes or, Choose Compress to

remove deleted records and recreate the indexes.
For a description of each of the databases, select the file i the illustration at right.

You do not have to reindex all of your files every time you rebuild. If you make all of your phone calls
for the day, and then move them to the history file, a quick compress of the events database will clean up

and reindex the events database, freeing the space taken up by deleted records
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ACE Database Rebuild

¥ Contact |E——

¥ Events | EE— |

O Hstory | ——
Il Purge History Before:

7 ivoice | —— |

V¥ Support || |

¥ InBox || |
I Purge InBox Before:

~ ouBox | |
[ Purge OutBox Before:

| Creating ZipCode Index |

Reindex I Compress | Cancel | Help |

11.0.0. ACE Restore Backup

1. In the main Ace7.1.0 Contact Manager Window, Click on File>Data
Administration—>Restore Backup.

| Data Administration 3 | Backup

User Administration ’ | Restore Back Up

) ) Duplicate Checking...
Email Processing
Change Database Structure...
Rebuild Indexes...

Undelete Contacts...

Import Old AceData

Email 3
Synchronize With Qutlook
Synchronize With Mobile

2. Go to the installation path, select AceBackup in AceZips folder and click on the Open
button.
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Q‘ ACE Contact Manager

oy Zip File to Restare =5
Kool < ace ez b pcezps » ~ [ 49| [ searcn 2|
‘ Organize * DB Views v B New Folder 7)
Enioitelinks MNarne Date taken Tags Size Rating
= =
!Ei Documents ,J j
5| Recent Places i i
Bl Deckiop AceBackupld AceBackup..
More » e
Faolders o
| DMAC
ssgindia
. AceT

J AceT 5-lan-2005
o Ace_T-lan-2009

. AceBin

. AceData

M Acelips
I freRackonnan T

File name: - AceBackup030107 «  |ACE Backup Zip Files [date.z »

3. “A Load Restore from File” popup appears. Click on the Yes button.

Load Restors From File?
i | Load Restare from file EAProgram
P FileshssgindiaiAce_T-lan-200MAceZipsAceBackupl0107.zip ¢

Wes Mo Cancel

12.0.0. Taking Backup of Ace data

1. Click on File>Data Administration—>Back up in the Ace contact Manager main window.

Data Administration 3 || Backup

User Administration » Restore Back Up

) i Duplicate Checking...
Email Processing
. Change Database Structure...
Email 3
Synchronize With Outlock

Synchronize With Mobile

Rebuild Indexes...
Undelete Contacts...
Import Old AceData

2. Go to the ACEZips folder and save as Ace Backup.
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24 Create ACE Backup Zip File (==
@Qv| €« Ace {-Jan-2000 ¢ Acelips » - |;? | | Search el |
‘ Organize ~ EE Views .'New Folder
s L Namme Date taken Tags Size Rating
More » ;]
:
Falders w | AceBackupll
o107
DAL
ssgindia
B Acel 3
4 Acel 5-Jan-2005 —
, Bee T-Jan-2009
J AceBin
AceData
AceFips
1, AceBackup0dl = |
File name: AceBackup030107 -
Save as type: [ACE Backup Zip Files (ACEBackup_datezip) ']

4. You get a warning popup message which mentions that all users must log off Ace
during Back up. Click on the OK button.

[ARNING =

I:g:l WEARMIMNG - All users must be logged out of Ace during backup!

k..

] | Cancel J

5. The Create Backup File popup appears. Click on the Yes button.

Create Backup File? [E3m]

Create Backup to file E\Program
Files\ssgindia\ce_T-Jlan-2000Acefips\AceBackupld0107 zip ¢

Yes Mo Cancel
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13.0.0. Upgrading ACE

Existing Users of ACE6

To upgrade to ACE 7.1.0, just install ACE 7.1.0 to a different mstallation directory. ACE 7.1.0 will be
installed with the demo database. You need to migrate your ACE6 data to ACE 7.1.0 to continue
working in ACE 7.1.0. To know how to migrate data from ACE6 to ACE 7.1.0 — please refer to

Migration

Existing Users of ACE7

If you already have a version of ACE7 and you want to remstall the latest version of ACE 7.1.0, then
you need to uninstall the currently installed ACE7 through Control panel->Add/Remove programs and
reinstall ACE 7.1.0 afresh. Before uninstalling — please note the previous mstallation directory of ACE7.
When you un-install, ACE7 does not delete the AceData. You need to re-install ACE 7.1.0 to the same
installation directory so that you can use your existing data. In case, you want to install ACE 7.1.0 to a
different directory, you will have to take a backup of the existing data from ACE7 before you uninstall
You will have to then restore this data to new ACE 7.1.0 after you re-install. If you are trying to reinstall
ACE 7.1.0 without uninstalling ACE7, and then a new pop appears which provides you with the option
of: Checkout the screen below.

1. Modify
2. Repair
3. Remove.

However there is no scope to reinstall ACE7 to another path in this method.

ﬁjAce Contact Manager 7 - InstallShield Wizard ==

Program Maintenance ( M
Modify, repair, or remowe the program. .

@ Modify

Change which program features are installed. This option displays the
i i are

Custom Selection dialog in which you can change the way Features
installed,

5k

Repair

Repair installation errors in the program, This option fixes missing or
carrupt files, shartcuts, and registry entries.

@

Remove

E

Installshield

Remove Ace Contact Manager 7 from your computer.

wf)

< Back H Mext > | ‘ Caniel
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14.0.0. Restrictions of operations for client server installation

Following are the list of restrictions for client server installation.

1. Admin should not try to login from the machine where Ace 7.1.0 is installed as a client
because it might corrupt the database.

2. From hereafter client can not create new database. Only admin can create new database.

3. Admin can take Backup, Restore backup, Rebuild indexes and Change the Database
structure and import Old Ace Data (File menu—> Database Administration), whereas client
is not allowed to do those functionalities.

4. Admin can create new users (File menu—>User administration—=>Ace Users) whereas client
is not allowed to create users.

5. Admin can edit the user info details from the Preferences (Edit menu->Preference),
whereas client is not allowed to change the User info details.

6. Ace data should present in Admin Machine only.
7. Only one user should be created as Admin. Admin can perform field label definition and

global replace functionalities (Edit menu—>Field Label or Global Replace) whereas client
is not allowed to perform those functionalities.

SSGINDIA Software End-User License

The Ace Contact Manager Software contained hereinis licensed in accordance with the following terms and conditions. If you
do not agree to these terms and conditions, select"NO" below and this installation will terminate. If you agree to these terms
and conditions, select"YES" below and the installation will continue.

LICENSE

SSGINDIA grants you a non-exclusive, non-transferable license to use the enclosed Ace Contact Manager software for a trial
usage of 30 contacts and three users solelyforyour own internal needs on the computer on which this installation is being
executed. You assume entire responsibilityfor the selection of Ace Contact Manager Software to achieve your intended
results and for the installation, use and results obtained from Ace Contact Manager Software. Neither the license granted
underthis Agreementnor the Ace Contact Manager software to which it applies maybe as signed, sublicensed or otherwise
transferred by you withoutthe prior written consentof SSGINDIA.

OWNERSHIP_ AND SECURITY

SSGINDIA is the sole ownerand developer, as well as the authorized distributor of Ace Contact Manager Software. All right,
title and interestin Ace Contact Manager Software, wherever residentand on whatever media, as well as Ace Contact
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Manager Manuals shall remain with SSGINDIA. You expresslyagree to take all reasonable steps necessaryto protect the
proprietary nature of Ace Contact Manager Software againstanyunauthorized use and disclosure. You further agree not to
remove or modify any trademarks, proprietarylegends or copyright notices for Ace Contact Manager Software and manuals.

RESTRICTIIONS ON COPYING, MODIFICATION AND USE

You agree not to copy, modify, enhance or translate Ace Contact Manager Software or manuals withoutthe prior written
consentof SSGINDIA. You further agree not to disclose, publish, transfer, translate, release or otherwise make available Ace
Contact Manager Software or manuals, in any form, to any entity, withoutthe priorwritten consentof SSGINDIA.

LIMITED WARRANTY

Ace contact manager software is provided "AS I1S" without warranty of anykind, either expressed orimplied, including butnot
limited to the implied warranties OF merchantability and fithess fora particular purpose. The Software and the related
documentation are provided to the Licensee "AS IS." Licensor makes no warranties, express orimplied and expressly
disclaims and excludes to the maximum extent .Permitted by applicable law, all limitations, oral or written, terms, conditions
and warranties, including withoutlimitations, implied warranties of merchantability, fitness for a particular purpose, satisfactory
quality and no infringementwithoutlimiting the others, Licensee accepts thatthe software may not meet Licensee’s
requirements, operate error-free, or identify any or all errors or problems, ordo so accurately. LICENSEE USES THE
SOFTWARE AT HIS/HER OWN RISK.

This Agreementdoes notaffect any statutory Rights Licensee mayhave as a consumer.

SSGINDIA DOES NOT WARRANT THE FUNCTION CONTAINED IN ACE CONTACT MANAGER SOFTWARE WILL BY
UNINTERRUPTED OR ERROR FREE. THE ENTIRE RISK AS TO THE QUALITY AND PERFORMANCE OF ACE CONTACT
MANAGER IS WITH YOU. SHOULD ACE CONTACT MANAGER SOFTWARE PROVE DEFECTIVE, YOU, AND NOT
SSGINDIA, ITS SUPPLIERS, DISTRIBUTORS OR DEALERS, ASSUME THE ENTIRE COST OF NECESSARY SERVICING,
REPAIR OR CORRECTION. THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS AND YOU MANY ALSO HAVE
OTHER RIGHTS THAT VARY FROM STATE TO STATE.

LIMITATION OF LIABILITY

LIMITATION OF LIABILITY TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, IN NO EVENT WILL
LICENSOR'S LIABILITY EXCEED THE LICENSE FEE PAID BY LICENSEE OR US$5.00, WHICHEVER IS GREATER. THIS
LIMITATION OF LIABILITY AND RISK IS REFLECTED IN THE PRICE OF THE SOFTWARE. NOTWITHSTANDING THE
FOREGOING, NOTHING IN THIS AGREEMENT SHALL EXCLUDE OR LIMIT LICENSOR'S LIABILITY TO LICENSEE FOR
ANY LIABILITY THAT CANNOT, AS A MATTER OF APPLICABLE LAW, BE EXCLUDED OR LIMITED.

In no event will SSGINDIA be liable to you for any damages, including anylost profits, lostsavings or otherdirect, indirect,
incidental or consequential damages arising from the use of, inabilityto use or the resultof using Ace Contact Manager
software, even if SSGINDIA has been advised of the possibilityof such damages orany claim by any party. Some states do
not allow the exclusion or limitation ofliability for incidental or consequential damages in ce rtain circumstances so this
limitation maynot apply to you.

TERM

This license is effective for usage with 30 contacts and three users upon yourinstallation ofthis evaluation version of the
software and shall automaticallyterminate ifyou breach any of the terms and conditions herein. Upon such breach, you shall
destroy all copies of Ace Contact Manager Software and manuals in whatever form and media and discontinue using Ace
Contact Manager Software. Upon registering with SSGINDIA this license usage terms are modified to agree with the
registered numberofusers and an unlimited number of contacts.

MISCELLANEOUS
v" You agree to pay anytax assessed upon Ace Contact Manager Software, this license orthe use of same. You
acknowledge thatyou have read and understand this software license agreementand agree to be bound by its terms

and conditions. Furthermore, you agree that this agreementexpresses the entire agreementbetween you and
SSGINDIA and supersedes anyprior communications, oral or written, relating to the subjectmatter hereof.
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INDEMNIFICATION BY ACCEPTING THIS AGREEMENT, LICENSEE AGREES TO INDEMNIFY
AND OTHERWISE HOLD HARMLESS LICENSOR, ITS OFFICERS, EMPLOYEES, AGENTS,
SUBSIDIARIES, AFFILIATES, SUPPLIERS AND OTHER PARTNERS FROM ANY DIRECT,
INDIRECT, INCIDENTAL, SPECIAL, CONSEQUENTIAL OR EXEMPLARY DAMAGES ARISING
OUT OF, OR RELATING TO, OR RESULTING FROM LICENSEE'S USE OF THE SOFTWARE OR
ANY OTHER MATTER RELATING TO THE SOFTWARE.

Termination. Licensor mayimmediatelyterminate this Agreement and the license granted hereunderifLicensee fails
to comply with the terms and conditions ofthis Agreement. Upon such termination, Licensee mustimmediatelycease
using the Software, destroy or delete all copies of the Software and upon the requestof Licensor, certify the
destruction ordeletion of the Software. Licensee mayterminate this Agreementand the license granted hereunder at
any time by destroying or deleting all copies of the Software.

ALL DISCLAIMERS, LIMITATIONS OF LIABILITY AND ANY OTHER PROVISIONS INTENDED TO SURVIVE
TERMINATION WILL SURVIVE ANY TERMINATION AND CONTINUE IN FULL FORCE AND EFFECT.
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