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Introduction to WiredContact Enterprise (WCE)

This manual was written explicitly to help users learn how to use WiredContact
Enterprise. Throughout the Manual, WiredContact Enterprise may also be referred to as
“WCE”. Contained within are descriptions, overviews, step-by-step instructions, screen
captures and tips to help you familiarize yourself with this product.

Throughout this manual you will find useful examples to illustrate certain points; they are
presented to give you a clear idea of what you need to be looking for, doing, or trying to
find.

Whenever possible, we have added definitions for some of the more technical terms that
may appear throughout the text. While we have tried to keep the technical jargon to a
minimum, it is necessary in certain areas.

WiredContact Enterprise Overview

WiredContact Enterprise is a web-based CRM (customer relationship management)
system that enables you to easily track, update and share information about your
customers and prospects. All the information is stored on a server in a centralized
location and updated by users connected to the Internet from a browser on a PC, MAC,
web-enabled PDA or Blackberry device. There is no software installed on the users
machine, so you can access information from wherever you need to work.

Updates are made in real-time, allowing workgroups to easily share information to serve
customers faster and be informed about every aspect of the customer relationship.

WiredContact Enterprise (WCE) gives you the tools to organize your tasks, manage
sales opportunities and pipelines, generate reports, broadcast email messages and
much more — with simply a browser.

Some highlights of your WCE system include:
e You can access your database from anywhere in the world, in real-time.

e The “front-end” is HTML, the language of the web, which means WiredContact is like
a web site with unlimited possibilities for customizing views and the look and feel
your company requires.

e There are hyperlinks throughout the interface making it completely interactive, quick,
and easy to use.

o WHCE uses the latest in Web technologies, allowing you to edit fields in lists and
views without clicking a “save” icon. Plus, there’s an Undo button that stores up to
100 entries in case you need to recall an older field value.

o Depending upon your security rights, you may only see a subset of the records in the
database. Your Company has the ability to define the records a user or team can
access based on custom variables.
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¢ Some of your views may look different than other users, since WCE allows the
administrator to designate field level security. This means that for each user,
tabs and fields can be assigned as read only or no access at all. Also, different
layouts may be deployed for different users.

e Some features are permission-based and would need to be enabled by the
Administrator. Some of these features include broadcast email, edit/replace
capabilities, importing files, running reports and deleting records.

e Managing activities within WCE is made easy with numerous sort and filters — not
to mention the ability to manage other date-related information from other tables
on the task list and graphical calendar.

o WCE has strong communications capabilities. You can create pre-defined mail-
merge, graphically rich HTML emails to broadcast and letters to automatically
record to history.

e There are powerful, interactive reporting tools with numerous scoping and
filtering options for on-the-fly custom reporting, along with standard reports and
the ability to export to Excel and other formats.

e There are public and private libraries for easy access to frequently used
documents and attaching to emails.

e Your system may include on-line Lead Capture forms that capture information
from visitors on your web site and automatically enters it into your database.

e Updates of the software are released frequently with new features. Your
administrator can download the updates and apply the new functionality to your
WCE site. (Visit www.wiredcontact.com/support _downloads.htm for the Change Log
and Release notes).

¢ WCE'’s open and flexible architecture makes it easy to customize the database
and interface to match the way you work. If you have suggestions on how to
make WCE work harder for you, please contact your administrator.

For a full list of the key WiredContact Enterprise, please visit www.wiredcontact.com

Note: If there is a feature discussed in this manual that your WiredContact Enterprise site does
not have, please contact your Administrator to update your site and enable the feature.
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Setting Up Your Browser for WiredContact

To use WiredContact Enterprise, you need:

1. Internet Explorer web browser version 5.0 or higher (PC) or Safari or Firefox for

MAC. If you are using a web-enabled handheld or Blackberry, you should use
the Internet Explorer browser to access your database.

2. Internet connection

There is no software installed on your computer. This means you can access WCE from
any computer - PC or MAC - with a browser and an internet connection.

For maximum results, the following settings need to be configured on your web

browser:
1. Open Internet Explorer

2. Go to Tools>Internet Options

The Internet Options dialog box opens.
It is multi-tabbed; be sure you are on the
1% is the General Tab

3. Inthe Temporary Internet Files Section, click
the Settings button

Delete Browsing Hiskory...

Pop-up Blocker ¥
Phishing Filter ¥
Manage Add-ons »

‘Windows pdate

‘Windows Messenger
Diagnose Connection Problems.. .
Sun Java Console

Internet Options

~Home page
% *fou can change which page to uze for pour home page

Address: Il,l’\sapi;’redir.dII?prd=ie&pver=6&ar=msnhome

Use Current | Uze Default Use Blank

r~ Temporary Internet fles

<y Pages you view on the Intemnet are stored in a special folder
@ Y for quick viewing later.

Delete Cookies... | Delete Files.@
[ History

The Histary falder contains links to pages you've wizsited, for
quick access ta recently viewed pages.

Days to keep pages in history: IZU 3: Clear Histary

Colors.. | Fonts.. | Languages...l Accessmlhty..l

2

General Security' Privacyl Eontentl Connections Programs' Advancedl

0] % | Cancel | Apply

4. Under “Check for newer versions of stored pages” choose Every visit to the page

WiredContact Enterprise End-User Guide
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Seltings E

" Check For newer versions of stored pages:
& Y| & Every visi to the page:

5. Click OK Button

. Every time wou skart Internet Explorer
€ autamatically
' Mewver

~ Temporary Internet files folder

Current location:  C:\Documents and
Settingsiwendy'Local
SettingsiTempoarary Inkernet Files)

Armount of disk space to use;

-j [ 11s¢ =] me

Move Folder.., | Wiew Files. ., | View Objecks... |

|

Cookies also need to be enabled on the browser.

1. Click the Privacy Tab Internet Options ? | |

General Security | Privacy | Cantent | Connections | Programs | Advanced

2. Click the Advanced button

3. Enable Cookies (make sure that you are
set to Accept First and Third party Cookies)

Internet Options @El
Content Connections | Programs | Advanced

General | Securit

Settings
Q= Select a setting For the Internet zone. Advanced Privacy Settings HE
LA
Medium [ f'ou can chooge how cookies are handled in the Internet
B zone. Thiz overides automatic cookie handling.
- Blocks third-party cockies that do not have a compact
privacy policy — Cooki
- Blocks third-party cookies that save information that can 5 - : : i
) be used to contact you without vour explicit consent I¥ vemde automalic cookie handing
- Restricks First-party cookies that save information that
can be used to contact you without vour implicit consent p . . B
First-party Cockies Third-party Cockies
& Acoept * Accept
(ot [ gt [ advanced | £ Block € Bluck
£ Prompt ' Prompt
Pop-up Blocker . .
[ Ahways allow session cookiss
1| Prewent most pop-up windows From Settings L
- appearing.
(14 Cancel I
Turn on Pop-up Blocker _

**Note*** You may need to click “Override automatic cookie handling” to activate the
lower portion of the screen.

4. Click OK
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It is recommended to allow pop-ups, since some functions require new windows
to open.

1. If your computer has pop-ups disabled, you can hold down the "CTRL" key
and click on a link to allow a new page to pop-up. This is a good temporary fix
if you would like to keep pop-ups blocked, but need to let them through from

time to time.
2. Another fix is to go to the bottom of the Privacy TAB and either:
a. Validate that the Turn on Pop-up Blockers is unchecked.

Pop-up Blocker

§ il Prevent most pop-up windows from Settings

appearing.

Turn on Pop-up Elocker

[ (94 H Cancel ]

b. If you would like to keep this setup, than check the Turn on Pop-up
Blocker and click on the Settings button. Enter the Address of the
Website (for WiredContact) to allow and press Add. This will pop-ups
on this website (and any other website that is entered here) only,
while blocking pop-ups on all other websites.

Pop-up Blocker Settings E|

Exceptions
Pop-upz are currently blocked. You can allow pop-ups from zpecific
# ! websites by adding the site to the list below.

Addresz of website o allow:
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Chapter 1: Logging In

Accessing Your Database

Your Administrator will provide you with a web address to access your database along
with your Username and Password. For quick and easy access, we recommend
bookmarking your web address in your Favorites list.

Example: To access the WiredContact Enterprise demo database, type in
http://demos.wiredcontact.com

This is a great place to try out WCE!

The login screen for your WiredContact Enterprise site appears.

1. Inthe user name box type your User Name.

, . A R TP
o — 7 2 W
Welcome g Ve _
—
w [ E < W ion:5. 71025
IREDLONTALT NTERFPRISE ersion + >
) MNew Features now available in the Demo! Check it out!
User Name: | | Password: LoginI
——— | Your administrator can post messages here. The version number appears here. The “+"
sign means that the WiredContact Service is

enabled (required for some features to work.)

2. Type your Password. Your password is Caps Lock sensitive.

3. Click Login

WCE checks your user name and password. You will be able to change your password
by editing your User Settings (covered later in this chapter).

Note: If logging is enabled, the system can track when users log on and off.

The system will “time out” after an “x” number of minutes. The default time is set to 10 minutes.
To increase the default time out, please contact your Administrator.
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The WiredContact Enterprise Views

The Lookup Screen

By default, the Lookup Screen is the first screen you see once you have logged into
WiredContact Enterprise. You have the ability to change the screen you want to show
upon logging in by editing your User Preferences (covered later in this chapter).

(= WiredContact Enterprise - Windows Internet Explorer

5\:}; - iﬁ http://demos. wiredcontact, cam/ V| [ % |Google | 2~

File Edit “iew Favaorites Tools Help

& & [iﬁ ‘WiredContact Enterprise

| company v [== ] | 1D status v [= ] Egé-c;zktgozp -
|LE"9t Name "‘ |a= vl | |Z|p "l |‘= Vl | Narrow Lookup [~
| First Name v [*= ] [ city vl [== ]
|Craate Date VH>= v|| |State V||*= v||
|Phane VH’= vll |Country vll‘: v||
Keyword Search: Lookup Now I
Lookup Results:
[ Lookup Selected ] [ Omit Selected ]
< -
Done & Internet 100 T

Dynamic Pages / Active Lists

WiredContact Enterprise uses the latest Web technologies to make it easy to update
information. Your Administrator can enable “Dynamic Pages” globally for your site.
Please check with your Administrator to see if you Company has opted to deploy this
feature.

Dynamic Pages make web pages “active” so you can update information right on the
page have the information saved automatically, without clicking a submit or save icon.
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If Dynamic Pages are enabled, you will be able to:

. Update fields in lists without having to go to each record. (Security profiles
apply to Active Lists, so if fields are assigned as read-only to specific users,
they are not able to update information.)

« Add and edit information in fields on all views and tabs without having to save.
Several less clicks make it fast to update fields since there is less key strokes.

« Use an Undo button to change back information from your last 100 updates.

This guide will explain how to update records with Dynamic Pages, and will also instruct
you how to update records without Dynamic Pages enabled.

Note: If Dynamic Pages are enabled for your site, users have the option
to turn off this feature in their User Settings from their “My Record” (see next section).

User Settings

Users can modify some of the system options from the “User Settings” icon on their My
Record. Your “My Record” contains contact information about you. It is important to
make sure that all the information from your My Record is correct. These fields are used
for mail-merged documents and email.

1. Click on the “My Record” icon (“red index card”) on the Lookup View.

NOTE: When you put your cursor
My Record over any icon, a description of the
function will display.

2. You are now on your “My Record”. Click on the “lock” icon which will display
the User Settings Dialog.

: - This “purple” lock icon is only
Edit User Settings | occessible from your “MY RECORD”.
It provides the capability to update
vouir | lser Settinas
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3. This is the User Setting Dialog window where you can modify your settings.

a WiredContact Enterprize User Settings - Microzoft Internet Explorer

WiredContact Enterprise
User Settings Dialog

& PIM is an additional layer of security. Up to 12
characters. Can be reset by vour administratar.
Used to access this dialog.

ev: [ (A

UserlD: Vika Dernpsey Active Edit on © active Editoff © [ B
Password: i

Confirm Password: Active List Edit:
Click to Show Edit ™ Always Show Edit

Country Code +1
Timezone Offsett
Start Page: lookup -
Email Signature 1: Email Signature 2:
( :> . -
zl hd
Email Signature 3: Email Signature 4:
= | [~
3 E
Email Signature 5;: Email Signature 6:
| - | -
Import Text Data Irmpart Data from Database

A. You can create a PIN up to 12 characters for an extra layer of security so
you are the only one (other than the administrator) who can change your
User Settings. This feature is optional and is not a requirement.

B. The default setting is that the Active Edit is on. This lets you edit fields in
lists and update information on the web forms without clicking the save
icon.

If you do not want to use Active Edits — even if your site is enabled for it —
you have the option of turning this feature off by clicking “Active Edit Off”
radio button.

C. Other User options you can change:

1. password & password confirmation.
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2. country code — type in your country code here if it is not already
displayed. (the phone numbers in your database will be formatted
using this code)

3. Time zone offset — your time zone relative to the server, by using
“+ hours” and “- hours”. For example, if your server has a
timestamp in the Eastern Time Zone and you are in the Pacific
Time Zone, your time zone offset is “-3”.

4. You can designate the Start up page for your site when you log in.
Select from the drop down:

Start Page: lookup b

[
calendar
groups
library
lookup
my contacts
my record
query
recent contacts
tasklist

D. Email signatures — you can have up to 6 email signatures. There will
be more detailed instructions for adding email signatures in the Email
section of this document.

Note: Click the Save button =] in the lower right hand corner of the
User Settings Dialog window to save any changes you make.
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Chapter 2: Lookups

Introduction to Lookups

The Lookup View allows you to easily access records in your database. You can look up
on any field in the database to find a specific record or records that match the values of
your search.

To quickly find a record, you type information relative to the record, i.e. first name, last
name, company, etc. in a Lookup text box and up will pop their contact screen. If more
than one contact fits the search criteria (first name — Joe, or first name “S” and last name
“Smith”), WCE will find all those contacts, and create a lookup of only those people.

The Lookup View

On the Lookup Screen you can tell WCE just what record you are looking for based on
searching for information in up to ten fields. By using more than one field you can narrow
your lookup of records easily. You can easily narrow searches by placing a few letters in
the input box for the field value.

o e
Lookup
=1 = =
Lookup:
[Compony 51 = & | o - e B ool
: 0 Lookup
lLast Mame _:_i I*= _;_i I + IState ____! | = ____! | i e baiel]
lFirst Mame ,.'_I l*= ,,'_I I H IE-I‘naiI Address _| I = _I ! 2]
|Phone =1 I*= = & IID Status = [*= =] | H
Ic't‘f = [*= =] ] B | country == = |
Compan\,r Keyword Search: I Lookup MNow I

L Connectiu_n
Construction Type
Consulting Hrs
T|Zontact
Contact Type
Container
Country

Create Date
Record Creator

Ornit Selected

-

The Lookup view allows you to perform lookups on any field in the database (your
administrator may limit the number of fields available). For each of the ten search fields
on the Lookup view, you can select different fields from your database to display to
make it easy to search for records. After each Lookup, the search fields will “stick” so on
your next lookup, those fields will be in view.

Note: Your system may list only the Primary fields in the Search field selection.
To request additional fields to be added to the list — OR — to request all of the fields from your
database to display as search fields, please contact your Administrator.
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Lookup Operators

There are several operators in the Lookup View to help you search for the record(s) that

you need.
. *= starts with Lookup:
. * contains Company
. — equals Last Name
First Name

« =" ends with
« >=greater than or equal
» <=less than or equal

Create Date
Fhone

[ [ () [

Note: If your system does not display these operators, the default search is “starts with”.
Please contact your Administrator to request these operators to display.

Lookup Dropdowns

You will notice that after each field, there is a “+” sign. When you click this button, if the
field you are searching for contains dropdown values, a list will appear. This means that
you can perform lookups based on fields that have dropdown values without having to

type that value in.

Once the dropdown list appears, you can start typing the value you are looking for, and
the item will be highlighted in the list. You can use your “up” and “down” arrows to the
select the item you want, then click Enter to have that value added as your search value.

ﬂ" Dropdown Help: ID Status - Win... E@El‘

& | htkp:f/demas. wiredcontact, comfweoeweh, diizfunction= %

ID Status W | = i

Zip W F= W

City W F= W

State W *F= W

*_

Country . . ID Status
Broker
Candidate
Client
Competitor
Customer
Developer
Director
Distributor ¥
Distributor Z
Franchisee
Friend

Hot Prospect
Investor
Landscaper
Manufacturer
Media Rep

Cloze

Y

If the field you are searching has
a dropdown list, it will display in
the popup. You can select the
item or simply start typing to
make your selection, then click
enter to automatically add that
value to your search field.

Note: If your system displays a down arrow in the search fields, you can select an item from the list.
Contact your Administrator if you prefer the Pop-up List selector.

WiredContact Enterprise End-User Guide
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Performing Loo

kups

Example: Find everyone in the database named Chris.

If you are not already on the Lookup Screen, click the Lookup
button on the Sidebar.

Click the down arrow next to a Search field
Lookup:

Select First Name from the list

ICompany

First Mame
‘First Mame
Horme erail
Home Address 1
Horne Address 2
Horme City

Click in the text box next the first Name

Type: Chris

Select the operator *= for starts with. This will search records starting
with “Chris” in the first 5 letters of the person’s name, including
Christopher, Christina, etc. To narrow your search, you can change the
operator to “=" so only records with first name Chris will appear.

Click the Lookup Now button __Lookup Now_|

The number of records that meet your search are indicated in the lower
left hand corner of the Lookup results.

The Lookup Results display all the contacts in the database whose first name starts
with “Chris”.

Lookup Results:

Contact Company City Phone Email ID Status
[ & chris Huffrnan B| CH Gormet Imports Hatboro #15-555-1574 4 Customer
[~ Bl chris Kalisch = Bl ¥¥Z Marketing Solutions Elk River 212-855-9632 x| Prospect &
[ Bl christopher Montgomery = [® Insurance Company, Inc, San Diego 215-555-2433 ] Customer
[ & christopher Moore = B [-Net Solutions Philadelphia 801-456-5588 B4 Directar
[~ Bl chris Richardson = Bl Machine Toal Capital Indianapolis SE1-875-3677 B Vendor
[~ 8 Chris Walters = B Saopitrol Alarm Company Atlanta 310-985-6545 B4 Custormer

< Showing 1-6 of & =+
Lookup Selected I Omit Selected I

The default

Note: The default sort of the Lookup results is Last Name, Company. You can also sort on each
column header in ascending or descending order if it is enabled for sorting (bright blue type).

sort and column headers can easily be changed by contacting your Administrator.

WiredContact Enterprise End-User Guide
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Example 2: Let’s find everyone in the database with ID Status = Customer

1. Click the Lookup button on the Sidebar.
2. Select “ID Status” as one of your search fields.

3. Click the + sign next to the search field. (or you can type in Customer)

4. Select “customer”.

5. Click the Lookup Now button | Ceeliphin | I

Lookup:

|C0mpany ;I |*= ;I | * IID Status ;I |= ;I |Cust0mer = g;cll_?l'ooktfolllp r
ILast Narme ;I |*= ;I | + IFirst Narme ;I |*= ;I | H Marrow Lookup [
|First Marne = [*= = = | Country = = *

|create Date = [== =] | | state == = *

|Phone = [*= = * | state = = *

Lookup Results:

Contact
" 8l Christopher Montgomery
[ Bl 3irn Moody
[ 8l Lisa Morgan
I~ (&l matt Morgan
[ Bl puth Mullery
[ [8l Beth Munin
[ [8l charlie Murphy

Keyword Search: I

Jump:[ 1 ][ 100 ][ 200 ][ 300 ][ 400 ]

Company

2| Insurance Caompany, Inc.
2| Telefish and Company

& ABC Inc.

| Auto Respond

& Shariott Suites Hotels

B Little Corner Sweets

& Technical Solutions

City
San Diegao
Apopka

Alpharetta

Chicago
Seattle

Anteeville

Lookup Now |

Phone

215-555-2433
407-880-4777
610-567-0800

312-555-4332
g13-555-6281
610-646-4000

Jump To: I_ ==
ID Status
Custormer
customer
customer
customer
Custormer

Customer

EREHEEHT
S

Customer

Lookups Using “AND / OR” Logic

There will be times when you will want to find records that have more than one thing in
common. For example, you may want to find all of your Customers in NY. You can
perform this sort of lookup by filling in two of the lookup fields at a time. This type of
lookup is using what is called “AND” logic, because the contact is both an ID Status

which is set to Customer AND lives in the State of NY.

Using “AND” Logic

Example: Find all of the contacts that are in NY with the ID Status of Customer.

o nh =

Click the Lookup button on the Sidebar.
Click the down arrow in a Search field to select ID Status.

Click the “+” outside the field or the dropdown and select Customer.

In another search field, click the down arrow in a Search field to select State.

WiredContact Enterprise End-User Guide
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5. Click the “+” outside the field or the dropdown arrow in the text box and select
NY.

ID Status ¥ = il |Cu5t|:|rner *

State || *= % |NY] =

6. Click Lookup Now. ml

The list that is generated will show only the Customers that are in NY.

Lookup Results:
Contact Company City State
[ [l Fred Flintstone - |8l ABC Gifts New York NY email
[ &/ Tom Gallagher - [el ABC Gifts New York NY
|:| E| Bill Jones = [B ABC Gifts Owego Ny

ID Status
Customer
Customer

Customer

Using “OR” Logic

Using “OR” logic will essentially lookup two separate groups of people at the same
time. For example, you can lookup all of the contacts in NY, or all of the contacts in
NJ. By using the “OR” function you can lookup both sets of contacts at once; this
works because a contact will fulfill one of the criteria or the other. So, to reiterate
the point, whether they are from NY or NJ, they will show up in the lookup results.

Example: Lookup all the contacts who live in NY or NJ

Click the Lookup button on the Sidebar.

2. Click the down arrow next to the first lookup box on the right side. From the
dropdown list select State.

3. Click the “+” outside the field or the dropdown arrow in the text box and select
NY

Click the down arrow next to the second lookup box on the right side.
From the dropdown list select State.

Click the “+” outside the field or the dropdown arrow in the text box and select

NJ

7. Put a check mark in the Or Lookup Box
[state E3 | KRS B 7 w | 25 dL?I'Eu;kII:IED{Zp
[State == = ¥ Narrow Lookup [~
ICn:nuntryr ;! !*= ;! I #

8. Click Lookup Now. MI

The list that is generated will show the contacts that are in NY and the contacts
that are in NJ.
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[] & Barry Baker = |8/ B Team Inc Schenectady NY
[ & ron Baker = [Bl ZZZ Contracting Paramus M Contractor
[] & Mitch Bayer - |8l Medidata Solutions Schenectady MY email Prospect A

Performing “Add to Lookup” Searches

Using the "Add To Lookup" selection, a user can perform another lookup, which will add
to existing search results. This eliminates the need to re-type search criteria when
looking to expand an existing search. To do this, make sure that the "Add To Lookup"
checkbox is checked before clicking "Lookup Now". To continue the example we just
performed with the OR Lookup, we just completed selecting NY & NJ states. Now we
need to add CT.

1D Status || = w | + Or Lookup
. Add To Lookup v
State o = = |':T Marrow Lookup [

The results now display all my contacts which are in the states NY, NJ and CT.

[] blank name - |8 Trimech Schenectady NY
[] blank name - & Trimech Schenectady MY
[] blank name = |8/ XYZ Company Stamford cT
[1 & Barry Baker = & B Team Inc Schenectady MY
[1 &l ron Baker - |® ZZZ Contracting Paramus M

Performing “Narrow” Lookup Searches

Using the "Narrow Lookup" selection, a user can perform another lookup within existing
search results in order to narrow the number of contacts for a more targeted lookup. To
do this, make sure the "Narrow Lookup" checkbox is checked before clicking "Lookup
Now". The next lookup will narrow the list by only those companies ending in
“COMPANY”

ID Status v (= ] + Or Lookup [
= Add To Lookup [
Company v||=* ~||Company| Marrow Lookup [
and the results are
E| ¥¥Z Company Stamford T
& Test Company Mew York MY
| ABC Company Syracuse MY
€| Machinery Tool Company Phoenix MY
B TEST COMPANY Red Bank MJ

WiredContact Enterprise End-User Guide Page 16



Keyword Search

All of the lookup functions described earlier use the fields in the Contact Table to find
records in your database. You can also search on Keywords if you do not know which
specific field to find a value. A Keyword can appear in any field from the Contact Table.

g

1. Click the Lookup button on the Sidebar. [

2. Click once inside the Keyword Search text box.

3. Type Prospect

Keyword Search: IF'I":'SF'ECt Lookup Nowr |

4. Click Lookup Now

Lookup All

This function allows you to lookup all of the records in the database. This is a User
Option that requires permission. (If you have a large database, we recommend not
enabling “Lookup All”, as it may impede performance of your database. It would be
better to try to narrow your search for the records you are looking for)

. ) - S 2
Evgil | = s | Odwd (Mm@ BRI T8 [ 5

Lookup:

| Company v| | *= v| | H | 1D Status vl | = vl | f g;dL?rikfguEJp -

| Last Name v [*= ¥[ ™ [cCompany o-- 8 0= Marrow Lookup [~

| First Name v| == || ® | contact v|[=* ] H

|CreateDate v||>= v|]—f: |Zip v||x= vli—E

| Phone vl ==~ B [country vl = | B

Keyword Search: I Lookup Now

To perform a Lookup All, click on the “Lookup Now”
button without adding any values in the lookup search
fields. If you do not get any Lookup Results, then this
feature is not enabled for you.
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Recalling Previous Lookups

You can recall previous Lookups by going clicking on the numbers in the upper right
corner of the Lookup tool bar.

1. Place your cursor over the number to display the search values of your previous
lookup.

| £= | Previous: 1 2 3

|[IDStatus = "Cuztomer']

2. Click on the “1”.
3. Your previous Lookup will display in the Lookup Results.

Other Pre-defined Lookups

On the Lookup Toolbar, there are icons that represent Lookups so you can easily
access records. By clicking once on an icon provided, you can lookup the records
where you are assigned the record manager, access your “My Record” and records
that have recently been added to the database.

Lookup e RN

ol | sla | Ddwt SR E 5 R | & | =y | ereviusi12 3

=i MY CONTACTS - all the records where the “Record Manager” is
assigned to the logged in user.

E,

RECENT CONTACTS - all contacts that have been added or
contact fields that have updated in the database for the past 10
days, displayed in descending date order (this number can be
modified — contact your administrator)

=i MY RECORD - this icon brings you to your “My Record”. It is
important to make sure all the information from My Record is
correct as it is used for mail-merged documents and email. You
can also modify User settings from your “My Record”.

Navigating the Lookup Results

When you perform a Lookup, WCE will display the Lookup results of all of the records
that meet your criteria underneath the Lookup fields:
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1. The number of records that meet your search criteria are indicated in the lower
left hand corner of the Lookup results.

By default, there are 25 items per page in the Lookup Results.

The Lookup Results sort default is Last Name, Company Name. If you require a

different lookup sort by default, please contact your Administrator.

—

Lookup Results:
Contact

[T albert alligator

[~ Iulia Charles

[T James Cline

[C Roy Faircloth

[T Farrest Gump

[ Tom lanes

[T Jirn Moady

[T Greqg Schrnich

[T sam smith

Showing 1-9 of 9

Lookup Selected

You can sort on the column headers to change the sort of your Lookup.
Click the Column Label once for Ascending order, then again for displaying

/ the results in descendina order for that field.

Company Address Phone Email
= Gator Greats 123 Main 619-111-1234 x|
= Dancedmepromotioms.com 1 The High Street 214-565-7400 2|
= MauticStar Company 555 Main Street 407-252-5984 (4
= Owations 13621 MW 12th Street 954-855-4000 B4
=/ Berkshire Fine Teas, Ltd, 13 East 54th st 561-744-7500 B4
= MNationwide Floor & Window Cover 400 Main Street 215-555-1212 B4
=/ Telefish and Company 285 Semoran Commerce Pl 407-880-4777 B4
= MNationwide Floor & Window Cover 400 Main Street 215-555-1212 B2
= MNationwide Floor & Window Cover 400 Main Street 215-555-1212 B2

=8
I omit Selected |

ID Status
Customer
Customer
Customer
Customer
Custamer
Customer
customer

Custormer

Customer

If you have more than 25 records return in your Lookup Results, you can navigate
thru the results by clicking links at the bottom of the page.

[T Ruth Mullery
[T Beth Munin
[T cCharlie Murphy

Shariott Suites Hotels

Little Corner Sweets

Technical Solutions

e R i
< Showing 199-223 of 426 First Prew Mext @
S —
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When there is more than 50 items in your Lookup Return, a “Jump” navigation
bar will appear above the Column Labels. You can jump to an item in the
lookup by selecting a number in the list, or type in a number to access the
desired record in the list.

Q‘lp:[1][1l]l]][2l]l]][3l]l]][4l]l]] JumpTo:l—D

Address
PO Box 369
5 2ld Town Road

Contact Company
[T Rusty Lee

[T Tom MacDowell

= PRuletrak, Inc,
- NECB

Phone Email
JE0-657-25358 B2
617-555-5000 E4

Changing the Display of the Lookup Results

= @

:--|

ogme |

You can modify the columns that appear in the Lookup Results by clicking the I

icon in the Lookup Toolbar.

1. Click on the Grid icon and the dialog appears with
the Column field labels currently in view.
The default fields are indicated with a *.

Click the down arrow of the column that you want to
change and select a new field to display.

3. Click the save button. Your Lookup results will reflect
your new columns selected.

Printing Lookup Results

= =

Select Colurnn fields:

1.| Company®
Z.I City*
3_| Phone®

ID Status®

State
Zi

4.

You can print the Lookup display list in user-friendly text by clicking the Print icon.

=

. It will print all of the items in the Lookup, not just the ones on the first page.
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Tagging to Refine Your Search

Once you have performed a lookup, you can refine your search by selecting contacts
within the contact summary and choosing to Lookup or Omit the tagged items.

The "Lookup Selected" button appears at the bottom of the Lookup Results screen and
is directly related to the checkboxes that appear to the left of each entry.

1. Check the desired boxes and click the "Lookup Selected" option. A new lookup
has been created with just the selected records.

The "Omit Selected" button appears at the bottom of the Lookup Results screen and is
also directly related to the checkboxes that appear to the left of each entry.

2. Check the desired boxes and click the "Omit Selected" option. A new lookup has
been created removing previous records from the list.

Select contacts
with check
boxes.

Lookup Results:

ontact Company
[T Khris Huffran ZH Gormet Imports
W [chris Kalisch = =¥Z Marketing Systems
[T Khristopher Montgormery = Insurance Company, Inc,
¥ Ehristopher Moore = I-NMet Solutions
W [chris Richardson = Machine Tool Capital
[T Ehris walters =  Sonitrol Alarmm Company
Showing 1-6 of & =5

Lookup Selected I Qmit Selected ]

¢ 4

Choose to Lookup or Omit the selected contacts

Tip: Use this tagging function to refine your search before creating labels,
mail merges, reports, and email blasts.

Note: later in the “Groups” section, we will review the "Add Lookup To Group"
feature that is available by using this icon that appears at the end of the Lookup
Results. =*&&
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Modifying Records in the Lookup Results Display

If you have Dynamic Pages enabled, you can update records in the Lookup Results list
by simply placing your cursor in the field to update it. A dotted blue line will appear
indicating that you can edit that field. Changes made to the list are saved to the

database automatically. N
N\

Lookup Results: S N

Contact ‘ Company City
[ &l chris Kalisch = |8 ¥YZ Marketing Systems Elk River
[T Bl christopher Montgomery = & Insurance Cormpany, Inc. San Diego
[T 8l christopher Moore = B I-pet Solutions Philadelphia
[~ 8l Chris Richardsaon = [B/ Machine Tool Capital Indianapolis
[T [&l chris walters = |8 Sonitrol Alarmn Company Atlanta

1. Put your cursor in a Company field for a record. Notice the blue dotted line
appears.

2. Change the company name. The company name has been changed.

Lookup Results:
Contact Company City

[ & chris Kalisch = [ XvZ Marketing Solutions _ Elk River

Note: If the blue dotted line does not appear in the field when you try to modify it,
that means you do not have permission to edit that field.

3. If you are updating a field with a drop down list, a “+” sign will appear ID Status
so you can select an item from the drop down. vendor E
Prospect A

4. To refresh your Lookup, click on the =(&

Lookup 3

Enal | 2l &5 | OgmeE |

i in the Lookup Tool bar. Directar

Note: If you do not have Dynamic pages enabled, you will not be able to edit lists in the
Lookup view. You will need to go to the Contact record to edit the information in the
Contact View and use the SAVE button.
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Going to a Record

To view a specific contact’s record when you have dynamic pages enabled, click on the
& to take you to the record - or - if a contact or company name is hyperlinked (in blue
type), click on it to see that record. On the example below there are 2 places where you
can select the record to view. First under the CONTACT field and secondly under the
COMPANY field.

Note: If you do not see an € or a contact’s name or company does not appear as a
blue hyperlink, it means you do not have the security rights to view the contact
information (you can only do a lookup to know the contact is in your

database).
Contact Company City
[ 8| Christopher Montgormery = B Insurance Company, Inc, San Diego
[ &l 3irm Moody = |® Telefish and Cormpany Apopka

Emailing to a Contact

If you have an email column in your Lookup Results list, you can send email directly
from this screen to that contact by clicking the email hyperlink next to a contact’'s name.

More information about emailing is contained in a later chapter.

Contact Company City Phone Email
© & James Lee = |8 Insight International Lenexa B16-545-4455 |
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Chapter 3: Navigation

The Contact Screen

WiredContact Enterprise is a web solution. It runs inside your Web Browser window.
The Browser’s Title Bar, Menu Bar, Tool Bar and Address Bar appear above the WCE
window. You will work primarily within the WCE window.

WiredContact Enterprise has many different views (screens) and is laid out as a split
screen. The top half of the screen has basic information — company name, contact
name, address, telephone numbers, etc. The bottom half of the screen, depending on
which tab you have selected, can show Notes, History, Attachments, Activities, Sales
Opportunities, Letters, Groups the current contact is a member of, as well as
additional information stored in fields.

W e b .2 WiredContact for ACT! - Micrasoft Internet Explorer provided by Roadrunner

Browser

. Go | Links

1S mlgm\nm@wga@m‘“\gl. :
Top of Screen

Il

Company |CH Gourmet Gifts Address 1 |13 East 54th St. ‘
Contact | Chris Huffman 5] [ |
| Title CEC v & |
Department| Corporate v City New York v‘
K Fhone 212-555-6756  |Ext.| | State N w|E  zip[iooas |

S|de Bar Fax Country | United States v

Salutation |Chris EMail chris@chgourmetgifts.com

ID/Status  Owner v | B Last Results| v

Ticker | URL [www.chgourmetgift

Tabs
& [Notes ] History | Attachments | Activities | S ales/Opportunities | Groups | Letters | User Fields | Phone/Home | Alt Contacts | Status | Library|
& Internet
AI arm 'T,'_ ét;rt i3l WiredContact User G... i3H X3 - Chapter 2 - Mir... T} WiredContact for AC...
Indication
Note: The WCE Screen is completely customizable. Fields and Tabs can be added

or deleted. Users’ layouts may appear different depending on their database security
configuration. Please contact your Administrator for more information.
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Sidebar

The Sidebar, is used to switch between the various views and windows of WCE. From
the Sidebar you will also access the views to lookup contacts, add new contacts, and
access the Calendar views, the Task List, Groups and other features.

The Sidebar includes:

Calendar

=]

Heaw
Contact

il

Groups

=

Roports

Lookup — Opens the Lookup screen. Contacts can be looked up by the
values in one to ten fields.

Task List - Displays the Task List view where you can see activities that
have been scheduled.

Calendar — Opens the calendar view. You can select the Day or Week
view.

New Contact — Opens a screen where you can enter information to add a
new contact to your database.

Groups — Displays Groups records.

Reports —From this view you can choose and run Reports.

Libraries — Takes you to the view where you can access documents in
the Public Library and also your Personal Library.

Query — Allows you to query the database using multiple operators.

Log— Logs you out of the database.
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WiredContact Enterprise Toolbar

Wy | 2000435 [vewr [0 | A | S ([ EflBmm® &0 2595 (%6 Hl S

/ Company |Insight International Address l123 windsor Rd Search
Toolbar

Contact [1ames Lee £ !Ste 1z0

Title IMarketing Director + I

Department IAdver‘tising + City ILenexa

Phone |816-845-4455 Ext. [101 State s zip[eszzn

Mobile Phone W Country IUnited States k.

Fax W EMail HTML ljameslee@insight.com

Salutation |1ames URL Iwww.insight.com

ID Status | Custamer =1 Last Results [Sent literature &

The Toolbar contains icons for the most commonly used functions.

Toolbar Navigator

The toolbar navigator appears after you have performed a lookup and have chosen to view the
contact records.

M| aprev | 200 0f435 | near | o] | ER

200 of 435 , )
L Counter — Shows the total number of contacts in the lookup, and which contact you

are currently viewing.

s | Next - Brings you to the next contact in the lookup.

ey | Previous — Brings you to the previous contact in the lookup.

l Last — Brings you to the last contact in the lookup.

e First — Brings you to the first contact in the lookup.

EEN Return to Lookup — Returns you to the Lookup Screen.

Static Toolbar

.
% Refresh - Refreshes your screen for the most up-to-date information.

¥ Undo - This icon only appears if you have Dynamic Pages enabled. You can see
your last 100 updates made with the active pages, and can select any item to
“undo” to the old value. YOU DO NOT HAVE TO CLICK ABUTTON TO SAVE
DATA CHANGES if you see the Undo icon.

H Save — You are required to save your data changes ONLY if you see this icon
(that means dynamic pages are not enabled). The icon flashes when you need
to save data. Once you click this icon, your information is saved.
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My Record - Your contact record. WCE uses this information for sending e-
mails, letters and retrieving driving directions.

Call - Schedule a call with the current contact.

Meeting — Schedule a meeting with the current contact.

To-Do - Create an item for your To-Do list associated with this contact.
Record History - Creates a history item for this contact (unscheduled activity)
Attach File - Allows you to attach relevant files to the current contact.

Sales Opportunity - Create a sales opportunity for the current contact.

Insert Note - Jot a quick note about the contact.

New Contact - Create a new contact in the database.

IpCerREE= D

Duplicate Contact, All Fields - Creates a new contact with all of the fields filled
in the same as the contact you are currently looking at

O

Duplicate Contact, Primary Fields - Creates a new contact with the same
company name, address, and phone number. (WiredContact can be customized
to allow more fields to be duplicated).

Directions - Gives you directions to the current contact’s address from the
address listed on your “My Record”.

Maps - Gives you a map of the current contact’s address.

Merge Contacts — Allows you to merge two contact’s activities, notes/history and
sales opportunity information.

I T & &

Print - Will print the current contact’s information, including the notes, history,
activities and sales opportunities (can be modified to include more fields)
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Tabs

The lower half of the Contact Screen contains several tabs. By clicking each tab, more
information is displayed about the Current Contact.

<|||;, Contact Information

ENC Y

| o= | 1ofs [ vew | v | &
Company |CH Gourmet Gifts | Address 1 |552 Everett Ave. |
Contact Ernst Anderscn | |
Title Grand Poch v E |
Department| Sales b City Ealo Alto v||£|
Phone 4155552908 |Ext.| | State ca m|E  zip[sasos |
Fax Country United States ~| B
Salutation |Ernst EMail ernst@chgourmetgifts.com

““““ ID/Status | Coworker » Last Results

Ticker | URL |www.chgnurmetgif't

il

Once you click on a tab,
the relevant information
appears here.

Notes Tab - Displays notes that have been written about the current contact.
Depending on your security rights, you may be able to write, edit, and/or delete contact
notes.

History Tab - Displays activities that have been marked as completed (cleared
activities). In some cases, it will also display field change information.

Attachments Tab - Displays files that have been attached to the current contact.

Activities Tab - Displays the activities (calls, meetings, and to-dos) for the current
contact that have not yet been marked as complete. You can clear and reschedule
activities from this view.

Sales/Opportunities Tab - Displays sales and opportunities that are associated with
this contact. You can create and modify sales and opportunities from this tab.

Groups Tab - This tab will display the groups that the current contact is a member of. A
contact can be assigned to a group from this tab.

Letters Tab - Contains letter and Email templates to use. Click on a template to perform
a mail-merge for the current contact.

User Fields Tab - Displays 10 user fields to track information on the current contact.
These fields can be customized. Contact your Administrator to modify these fields.

Phone/Home Tab - Shows personal information about the current contact.
Alt. Contact Tab - Displays additional contacts for the current contact.

Status Tab - Shows status info about the contact, such as record manager and the date
created.

Library Tab - A place where company documents about contacts can be stored and
accessed. Simply click the document title to display the document.
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Chapter 4: Contact Records

Since your database will be dynamic, you will need to add and edit contact information,
as well as remove contacts from your database to keep it current.

Your security rights may allow you to see the entire database or a portion of the
database. Your access to contacts may be set to your ability to view all contacts or only
those contacts where you are the record manager. You may also be part of a team
(where only team members see certain contacts). Please see your administrator to find
out how your access to contacts is set up.

Some fields may appear as “READ ONLY” without your ability to change the value. This
is on purpose and has been set by the administrator

You can setup the LeadCatcher form to capture visitor information from your
website into WiredContact

Creating A New Contact

| Example: Add Jaime Shaski, Vice President of Drewlin, Inc

1. Click the New Contact Icon on the Sidebar (located on the left -
side of the screen): Hew
Contact
OR Click the Index Card Icon on the Toolbar.

g fme  H5a2s0 (D)8 %6l e

A blank contact screen appears.

Type Drewlin, Inc. in the Company field.

Press the Tab key to move to the Contact field.
Type Jaime Shaski in the Contact field

Press the Tab key to move to the Title field.
Type V in the Title field

o o bk b

Vice President of Productions appears. This happens because it is the first title in
the drop-down list that starts with “V”’.

7. To view the entire list, click the *Ithat appears in the Title Field or click the “+”

Title Vice President of Product Mar@

Department|Marketing Manager ~ To select a title from
Music and Lighting Coordinator : : :
Phone Mew Media Manager the list, JUSt click on

Office Manager it. Use the scroll bar
Cperations Manager to see all Of the

Salutation |Cwner . !
available options.

Fax

Owner/Operator
ID/Status (partner

" PR. Director
[Eckek President
Ffres.iclent-"CEC
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Tab to the next field.
Continue until all of the desired fields are filled.

10. If you have Dynamic Pages enabled, you do not have to do anything to save your
data.

If you see the save button in your Toolbar, click it to save your information. =
(it will be flashing from green to red to remind you).

e If you input information on tabs, you must use the Save Button on each tab.
e You have the ability to make fields mandatory
e WiredContact will identify duplicate contacts upon input

e Field definitions can be customized to allow multiple values to be selected from
a dropdown list

Adding Contacts With Similar Information

There are times when you will need to add more than one person from the same
company to your database. All of these contacts have basically the same information.
You can use the Duplicate Contact command to duplicate the information from the
current contact’s record to a new contact record. By using what are called the “Primary
Fields” you will copy the primary information that stays the same, such as company
name, phone number, address, website, etc.

Example: There is a salesman named Brian Donner, who also works for Drewlin, Inc.
that you would like to add to your database.

1. Make sure you are on a contact that works for Drewlin, Inc.

2. Click the Duplicate Contact, Primary Fields icon on the toolbar.

S e B im® [ &850 5 ) % e W=

Clicking this icon will give you a new contact screen with the primary fields already
filled in (Company, Phone, Address, etc.. ) All you need to do is fill in the contact’s
name and title.

Type the contact’s name, Brian Donner.
Press the Tab key to get to the Title field.

Select a title from the drop—down list, Sales Representative.

I

If you have Dynamic Pages enabled, you do not have to do anything to save your
data.

If you see the save button in your Toolbar, click it to save your information. =
(it will be flashing from green to red to remind you).
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Modifying Contact Information

To keep your contacts’ information current, you can edit their existing record.

LD~

Type the new information.
Click the Save button.

Click in the field you would like to modify.

Lookup the contact whose information you wish to change.

Note: If you input information on tabs, you must use the save button on each tab.

Contact Information

B S - ;,

. o
Il R S (H)E) [ e (20 2658
Company |CH Gourmet Gifts Address 1 |13 East S4th St. |
Contact Chris Huffman | |
Title CEC v|@E | |
Department| Corporate b City New York vlm
Phone |212-555-5758 | Ext. | | State NY v|E  zip[t0034
Fax @I Country United States v
Salutation |Chris EMail chris@chgourmetgifts.com
ID/Status | Owner w Last Results| le‘
Ticker | URL |www.chgourmetgi&
5 | CH Gourmet Gifts, Chris Huffman
Alt Phone | | Ext. | Home Address 1 |1993 Broadhollow Rd. |
Maobile Phnnel | Home Address 2
Pager: | | Home City Melville W | [H
Home Phone |515-555-45\B\1 | Home State [Ny w|® Homezip[11747 |
Home Country | United States w | [+

There are Save icons on the User Fields, Phone/Home, Alt Contacts, and
Status Tabs. You must click the flashing Save icon for the changes to be
recorded ONLY if you do not have Dynamic Pages enabled.

If you don’t have the rights to update a contact there is a red message ““You
do not have permission to update this contact™
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Associating Contacts

If contacts have a relationship with one another you might want to link them together,
you can do this by using the Association feature. If there is a sales associate at your
company you can associate each contact with the sales associate’s record to quickly
see who the contact belongs to.

Note: Associating contacts is a customized feature, and is not available ““out of the box”’.
If this is a feature you need, please speak to your administrator.

| Example: Associate all of the contacts in Baltimore Maryland with Brian Donner.

Associating a Contact
1. Lookup all the contacts in Baltimore.

2. Open a contact in the contact view
3. Click the binoculars next to Association Association

3 http://206.105.13.120 - Wired Contact...

The Lookup Association window appears
Lookup Co_ntacts:
First Name |
4. Type Donner in the Last name field Last Name [Donner
Company .
5. Click Lookup Now
The results appear at the bottom of the Search results for Donner, :
window
(blank] :
6. Click the name Brian Donner Bty Diohnes; Deswiliny, 1ok
Brian Donner, Drewlin, Inc.

7. Click the Save Button

Repeat steps 3 thru 7 for all contacts in Baltimore

Viewing Associated Contacts
1. While on a contact record, check if it has information in the Association field
2. If so, click Association (it is a hyperlink)
3. All contacts with the same association will appear listed in the Lookup View
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Deleting a Contact

Deleting a contact requires certain rights within the database. If you need to delete
contacts, contact your administrator to make sure you have the appropriate permissions
and rights.

There are two basic steps in deleting a contact. First you have to find the right contact,
and then you have to remove it from the database. For this reason, deleting contacts
actually takes place on the Lookup Screen.

1. Click the Lookup button on the Sidebar.

2. In the left column, type the contact’s first name

. g Lookup:
in the First Name text box.
Company w |
3. Type the contact’s last name in the Last Name First Name v |Camille
text box. Last Name + [Cherbonnier

4. Click the Lookup Now button. __Lookup Now_|

The Lookup Results appears at the bottom of the screen with all of the contacts meeting
the criteria.

Lookup Results:

Contact Company Phone Fax
Camille Cherbonnier @ EWS 718-332-4769
Showing 1-1 of 1 ]

If you have the rights to delete a contact a red line (-) will appear to the right of the
contact’s name.

5. Click the red line (=) next to the contact’s name.

Are you sure you want to delete this contact?

6. A confirmation screen appears. Caontact: Camille Cherbonnier
Company: EWS

7. Click Yes. (This permanently deletes the

contact from the database) Yes
Delete this contact

No
Do not
delete this contact
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Chapter 5. Notes and History

You can add unlimited notes to a Contact’s record. Depending upon your security
profile, you may have the ability to edit notes and/or delete notes. (Contact your System
Administrator for more information).

When adding notes, the date, time, record manager and the note itself is displayed.

Viewing the Notes for a Contact

1. Lookup the contact.

2. With the contact open, click the Notes Tab at the bottom of the window.

Attachmenlsl Activities | Sales/Opportunities I Groups I Letters | User Fieldsl Phune!HoM Alt Cuntactsl Status |Lihlar2|
\N__/

The current contact’s last 25 history entries will display. This number may be
increased by the administrator

Adding Notes

Example: You have just spoken to Bill Duffy and you want to make a note to be sure to
ask him about his son, Jim, who enters Yale in the Fall, the next time you
speak to him.

1. Click the Lookup button on the Sidebar.

2. In the left column, type Bill in the First Name

Lookup:
text box. sidiee
Company v |
3. Type the Duffy in the Last Name text box. First Name w |sill
Last Name w |DLIH:':.-'

4. Click Lookup Now

Open Bill Duffy’s record (by clicking on his name once) if a Lookup Summary
presents more than one Bill Duffy in the database.

5. Click on the Note icon in
the toolbar. |E||§|]|Q:@aﬁ}|@5

v

6. The “Add New Note” window will appear.
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7. Type your note (unlimited text), and click “Add Note” button when finished.

Add a new note:
Be sure to ask him about this son, Jim, who enters Yale,
in the Fall the next time you speak to him.

TIP
Always check your spelling!

Add Note

8. A window will appear displaying that the note has been updated in the
database. Click on the “Close Window” button.

9. Click on the “Notes” tab to view the note.

Editing and Deleting Notes

Depending on the User Profile security of WiredContact you may have the security rights
to edit and delete notes. Contact your Systems Administrator for more information.

Edit a Note
1. Click on the Notes Tab.
Histor Altachmentsl Activiliesl Sales/Opportunities I Groups I Lettersl User Fields I Phone/Home I Al Euntaclsl Status ILihralgI
\_/

2. Click on the “e” to the left of the date and time stamp.
If you do not have the security rights to edit the note, there will be no “e” to click on.

| Big Chuck Diners, Bill Duffy Note Information

Date Regarding

6/16/2003 10:06 AM add notes =
10/29/2002 2:21 PM time to check on nut order for christmas -
10/5/2001 1:17 PM another note here. Add more notes =
10/5/2001 1:16 PM is very interested in doing business with us =
10/5/2001 7:33 AM very interested in working with us =
8/22/2001 11:16 AM test for Ron =

t | Acliviliesl Salez/0pportunities | Groups l Letlers! Uszer Fieldsl Phone!Home' Alt Eonlacls! Status lLibrar_l,lI
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3. ThIS WI” dISplay the “Edlt Big Chuck Diners, Bill Duffy Note Information
note” window.

Edit current note:

time to check on nut order for christmas

4. To modify your note, click
the “Edit Note” button.

Edit Note

5. A window will appear displaying that the note has been updated in the database.
Click on the “Close Window” button.

6. Click on the “Notes” tab to view the note.

Delete a Note

1. Click on the Notes Tab.

‘ Notes 'Hislul_l,l |Allachments| Activiliesl Sales/Opportunities | Groups | Letlersl User Fields | Phone/Home | Al Ennlaclsl Status |Lihraly|

2. Click on the “=” to the right of the Regarding.

If you do not have the security rights to delete the note, there will be no =" to click

on.
| Big Chuck Diners, Bill Duffy Note Information
Created By Date Regarding

g Vika Dempsey 6/16/2003 10:06 AM add notes -
8| Vika Dempsey 10/29/2002 2:21 PM time ta check on nut order for christmas =
g Vika Dempsey 10/5/2001 1:17 PM another note here. Add more notes -
g Vika Dempsey 10/5/2001 1:16 PM iz very interested in doing business with us
g Vika Dempsey 10/5/2001 7:33 AM very interested in working with us 2

& Robin Henry 8/22/2001 11:16 AM test for Ron =
Notesl History |Attachments| Aclivitie_sl Sales/Opportunities I Groups ! Lettetsl User Fieldsl Phone!Home' Alt Contactsl Status lLiblalgl

A dialogue box will appear confirming that you want to delete the note.

3. Click OK or cancel.

Note: Once a note is deleted from the database, it cannot be recovered.
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Viewing the History for a Contact

1. Lookup the contact.

2. With the contact open, click the History Tab at the bottom of the window.

|Nntes @Altachmenlsl Activities | Sales/0pportunities | Groups | Letters | User Fieldsl Phune!Homel Alt [Zl:mtat:tsl Status |Lihlar_l,||

All of the History for the current contact will appear.

Filter History Iltems

The History tab can display all completed calls, meetings, todo’s, email and letters sent,
attachments, and sales. WiredContact gives you the ability to filter the History tab to only
see the specific types of Histories that interest you.

Example: 1 only want to see the emails | have sent Bill Duffy

1. Lookup Bill Duffy.

2. With the contact open, click the History Tab at the bottom of the window.

IAttachmenlsl Activities | Sales/Opportunities I Groups I Letters | User Fieldsl Phone/Home | Alt Cuntactsl Status |Lihlar2|
./

All of the History for Bill Duffy will appear.

3. At the top of the History Tab, deselect everything but “Emails Sent” by removing their
checkmarks.

EACerfhesrogvito: | [] calls [] meetings [] Todos | [ sales | E-mail Sent [| Letter Sent | [ note [ attachment |

Bill Duffy

4. Click Apply Filter __Apely Filter |
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Adding a History

Histories are automatically recorded by the program when you complete an activity, send a
letter, send an email, change the value of certain fields, or make an attachment.

You do, however, have the option of manually recording a History. You might want to do
this when you receive a call from a contact. Because call may not have been scheduled, it
is not in your activities. In order to record that it happened, you will want to create a History

item of it.

Example: Bill Duffy called to check up on his order of coffee beans.

1. Click the Lookup button on the Sidebar.

2. In the left column, type Bill in the First Name Lookup:
text box.
Company
3. Type the Duffy in the Last Name text box. bt e
Last Mame

4. Click Lookup Now

v|
e |Ei||
" |I:=|.|FF'_f

Open Bill Duffy’s record (by clicking on his name once) if a Lookup Summary

presents more than one Bill Duffy in the database.

5. Click the Record History icon on the toolbar.

E|@|am@@@

6. The “Record Unscheduled History”™ window will appear.

Bill Duffy
Type: Call

7. Fill'in the information. Date:  [10/6/2003
A?::m: L

+

8. Click Record

Details:

Record Unsceduled Activity for:

v | 4

+ | Priority:

Time:

Lead
Time:

Regarding: | Confirming Crder

Record Completed
Activitylv

Low W Timeless: No
12:17 PM Duration: |30
20

w Results:
Caompleted w

Record

Schedule For: | Chriz Huffman

Wanted to check on his order of coffee beans

- Record Cancel

e
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9. A window will appear displaying that the History has been created in the database.

Click on the “Close Now” button.

10. Click on the History tab to view the new History.

Editing and Deleting Histories

Depending on the User Profile security of WiredContact you may have the security rights to
edit and delete histories. Contact your Systems Administrator for more information.

Edit History

1.

Click on the History Tab.
Notes [History JAttachments Acliviliesl Sales/Dpportunities I Groups | Lellersl User Fields | Phune!Humel Alt Cnntaclsl Status ILihlal!I

2. Click on the “e” to the left of the date and time stamp.
If you do not have the security rights to edit the note, there will be no ““E” to click on.

Filter history for:
Bill Duffy

Record

Dyte/Time Faperen

Type Regarding

/362003 2:28 PM
€| 5/%/2003 2:23 PM Vika Dempsey Call Completed Follow up

DETAILS:

€| 6/f5/2003 10:13 AM Vika Dempsey E-mail Sent

| Calls Meetings Todos | Sales | E-mail Sent Letter Sent | Mote Attachment |

Vika Dempsey Field Changed ID/Status - Customer =

very interested in our services
Subject: Sample Newsletter
To: kkline@netstream.net
From: "Vika Dempsey”

CC: dgrubor@effsolutions.com
= 3 £t

s

5.

This will display the “Edit History” window.

Make any changes.

Click Update History
Update History

A window will appear displaying that the
History has been updated in the
database. Click on the “Close Now”
button.

Click on the History tab to view the change.

Edit history item for: Bill Duffy

Type: | Call Completed

Date: |g5/15/2003

History Information:

* | Record Manager: Vika Dempsey

2:23:00 PM

Time:

Follow up

DETAILS:
very interested in our services

Update History Cancel
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Delete a History

1. Click on the History Tab.
Notes WHistory JAttachments Activiliesl Sales/0pportunities I Groups | Letlersl User Fields I Phone/Home I Alt Ennlaclsl Status ILihralgI

2. Click on the “=” to the right of the Regarding.

If you do not have the security rights to delete the History, there will be no *“=*" to
click on.

E',f‘;,’,,'}?:“"’ o | Calls Meetings Todos | Sales | [] E-mail sent Letter Sent | Note Attachment |

Date/Time Record Manager Type Regarding
€| 10/6/2003 12:17 PM Chris Huffman Call Completed Confirming Order
DETAILS:
Wanted to check on his order of coffee beans
/16/2003 2:28 PM  Vika Dempsey Field Changed 1D/ Status - Customer
e| 6/16/2003 2:23 PM  Vika Dempsey Call Completed Follow up

]

DETAILS:
i= willing to buy
e| 5/16/2003 10:13 AM Vika Dempsey Attachment Email sent to kkline@netstream.net at 6/16/2003 10:13 AM, Re: Sample Newsletter

A dialogue box will appear confirming that you want to delete the History.

3. Click OK or cancel.
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Chapter 6: Attachments

There are two types of attachments that you can have and/or record within
WiredContact. The first type of attachment tells the “FileName.type” of a file that
was sent attached to an email. The other type of attachment occurs when you
deliberately attach a file to a contact’s record. By doing this, database users have
the opportunity to download, view, and save the file.

Viewing Attachments

1. Lookup the contact.

2. With the contact open, click the Attachments Tab at the bottom of the window.

Motes | Histor ttachments Aclivitiesl Sales/Opportunities I Groups I Leltersl Uszer Fieldsl Phnne}'Humel Alt Enntactsl Status ILihlargl

All of the Attachments for the current contact will appear.

Attach a File

Attachments automatically appear when an email with an attachment is sent to a contact.
You can also manually add attachments that pertain to a contact. When you do this, other
database users are able to download, view, and save the file.

1. Lookup and Open the contact record you want to attach a file to.
2. Click the Attach File icon on the toolbar

Hichl gmm® | &(3) 0

The Attach Document window appears

| Big Chuck Diners, Bill Duffy Attachment Information
3. Fill in a Regarding statement
4. Click the Browse button Regarding:
5. Browse thrqugh your A |
computer, find the file, and
click Open. __ Attach File |

6. The File Name should now appear in the Attachment: field

7. Click Attach File  Attach File

Note: Attaching a file is written into History. You can also open an attachment from
the History Tab.
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Access an Attached File

1. Lookup and Open the contact record you want to open an attachment for.

2. With the contact open, click the Attachments Tab at the bottom of the window.

INutes IActivitiesl Sales/0pportunities I Groups I Letters | User Fieldsl Phone/Home | Alt Cuntactsl Status ILihlargI
SN~

3. Attachments that you can open appear as blue
hyperlinks

4. Click once on the file name.

5. Select whether you want to Open, or Save the
document

=11 49

attachment.doc

_=D>

r WiredContact &d.par

Sample PDF.pdf

wiredcontact_customizations. pdf -

6. The file appears.

Note: All users that have rights to the contact
can view an attachment.

Delete an Attachment

:)/ ‘fou are downloading the file:

attachment.doc from 206.105.13.120

Would you like to open the file or save it to your computer?

[ Open ] I Save I [ Cancel ] [ More Info

Always ask before opening this type of file

1. Click on the Attachments tab.

2. Click on the “~” to the right of the Regarding.

If you do not have the security rights to delete the Attachment, there will be no **-” to

click on.

Big Chuck Diners, Bill Duffy

Attachment Information

Date/Time User Regarding
10/6/2003 1:21 M Chris Huffman Attachments

6/11/2003 3:40 py  Vika Dempsey Customizations

Attachment
attachment.doc

6/16/2003 10:13 AM Vika Dempsey Email sent to kkline@netstream.net at 6/16/2003 10:13 AM, Re: Sample Newsletter WiredContact Ad.pdf
6/11/2003 3:41 PM Vika Dempsey Email =ent to jim.steffens@mail.sprint.com at 6/11/2003 3:41 FM, Re: test Sample POF.pdf

wiredcontact_customizations.pdf -

A dialog box will appear confirming that you want to delete the Attachment.

3. Click OK or Cancel

4. Chapter 7: Activities
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Chapter 7: Activities

Activities Overview

Activities are calls, meetings, and to-dos you have scheduled with contacts in your
database. WiredContact, by default, assumes that you are creating an activity for
yourself and the current contact. You can, however, schedule activities for other users
as well.

You can reschedule and/or clear activities (clearing an activity may also be referred to as
completing an activity) on a contact’s Activity tab or in the Task View. Once an activity
has been cleared, it is automatically recorded in History. The History tab displays all of
the cleared activities, results, and activity notes for a given contact.

You can schedule Activities through:
1. Activities Tab of the Contact screen

2. Calendar (day or week)
3. Task List

Schedule An Activity From The Contact Screen

Example: Schedule a meeting with Tim Kelly for next Thursday at 10:00 am.

1. Lookup Tim Kelly

This makes Tim the active contact.

2. Select the Meeting icon on the toolbar. g

You can also select to schedule a Call: Q or a To-Do: ‘@5 from the toolbar.

When the Schedule Activity screen appears, the value in the Activity Type field is
Meeting. This value is determined by which icon you pressed. It’s OK if you change
your mind! You can change the Activity Type to a call or to-do by selecting from the
drop-down.
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Schedule With: Defaults to the active
contact. You can click on the dropdown to
select a contact from the last 20 lookups or
click on the binoculars to lookup another
contact in the database.

Type, Priority & Timeless: Select an
Activity Type, the Priority level, and whether
it is Timeless or not.

A phone call you want to make on Monday,
at no particular time, would be scheduled as
a timeless activity.

Date, Time & Duration: Using the “point and
click” shortcuts at the bottom, select

¢ Date (click on a date)

e Time (1/2 hour increments)

e Duration of Activity

Or you can opt to use the pop-ups next to
the respective fields.

Set Alarm: choose whether you would like a
reminder.

Lead Time: how long (in minutes) of a lead
time you need.

Regarding: Select what the activity is about
from the dropdown list (or add your own text)
by using the plus sign.

Details: Type any notes or details of this
activity.

Scheduled For: Assumes the activity is for
you (the currently logged user); you can
schedule for another user by selecting them
from the drop-down.

Schedule with: | Tim Kelly v #h

Type: .-Me_e_tiﬁ-g_ i v Priority: L;:jfv” : v Timeless: I‘-ld Gl v
Date: 8/19/2003 2 Time: 12:03 &M Duration:|1g

Set Alarm:[~ Lead Time:|1

Regarding: | | =

Details:

Schedule For: (.Zhri.s lHuFfmlE!n ; V Scheduia | roncat |

Scheduled By: Chris Huffman
Select date, time and duration below:

Point and Click

Send an email reminder

Shortcuts

August 2003

September 2003

T 1/2]3[4][5]s

3lals]el7[8[9]| [7[8]9]10[a1]12]13] [5]6[7[8
10(11(12]13/14[15/16| [14]15|16[17[18[19[20| [12]13[1«
17[1819]20/21(22]23| [21]22|23[24[25|26(27| [19]20]21]22]23[2
24[25[26(27(23(29(30| |28]29/30 26/27(28/29(3

31

19:30 | 10:30 [11:30 [12:30 | 1:30 | 2:30 [3:30 | 4:30 | 5:30 | Dyration
|5min 10min | 15min | 20min | 30min | 45min | 1hr | 2 I

3. Click on the calendar next to the Date field.

A Calendar appears, click on next Thursday’s date

Date: 8/19/2003 ‘

You can also click on a date on one of the calendars that appear at the bottom of the

dialog box.

4. Click on the clock next to the Time field.

A list of all possible times appears

Time: [12:03 AM \

5. Select 10:00am, by clicking on it once, or use the point

and click shortcut.

aE

. Iec ne -
7:00 AM 7:15AM  7:30 AM
2:00 AM  B:15AM  B:30 &M
9:00 AM  9:15AM 9:30 AM 9:45 AM
10:00 AM 10:15 AM 10:30 AM 10:45 AM

7:45 AM
8:45 AM
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6. Enter a length of time in the Duration field, or select duration from the bottom of the
dialog box, or click on the duration using the point and click shortcuts.

You can select a Regarding from the drop-down list.

7. Type any details about the meeting like directions, or the topics you would like to

discuss
8. Fill out any other relevant information.

9. Click the schedule button. m

Activities scheduled through the Contact detail screen appear on the Task List, the

Calendar and the Activities Tab of the contact.

Note: If you have opened the activity scheduler in error, or you just changed

your mind, click the Cancel button. _a"<!

Schedule An Activity From The Calendar Views

Example: Schedule a call with Andrew McGonigle for next Tuesday at 1:00pm

1. Open the Calendar View by clicking Calendar on the Sidebar. E

The Calendar screen appears:

2. Change views by clicking the Daily, Weekly, or Monthly view button

- o
Calendar P
> .
(% w= @ #4 §§  Showing calendar for Chris Huffman
= T Nnvemﬁar 2003
Cctober 2003 —_— —_—
Calendar Icons ———— el Ee et el e
ﬁ ] ] [ [ ;‘—.3-3--':. = == _']'
'Dally VIeW 3 5 5 ._‘ ..2_. :.1!:' £1_- . 2. . ] 4 .3 g:,. 7 . ]
o T T ET B E T 5T | 9 f10 11 |12 |13 14 |15
L 1= ] F - - * *
ﬁ . 19 120 21 [22 [23 |24 [25 A3l j1g 149 120 Jok 142
== - Weekly View Y 657 5 67 £ £ 23 |24 |25 [26 |27 [28 [ 29
“ &0 = Sl 30
- _ Monthly View Week of October 05, 2003
[ Sunday ||| Menday ||| Tuesday | wednesday Thursday
| Qctober 5 October 6 Cctober 7 October 8 Cctober 5
[7:00am [®E B | E ]
[7:30am [® * " [ "
3:00am | ® * | |[= s (@
3. Select next Tuesday’s date in any of the calendar views.
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Just click on the next Tuesday date on the calendar

August 26, 2003
 7:00 am

4. Click the plus sign (+) next to the g

. . H 8:00 am
appropriate time. 8:30 am

100 am |88 Sarah Whiting, CH Gourmet Gifts- Re: Coaching meeting

The scheduling screen appears. R

[ 10:30 am

5. Fill in the information.

6. Click the Schedule button

If you are using the Weekly Calendarﬁ, you can use the same method to
schedule calls, meetings, and to-dos.

Sunday Monday
Click on the (+) and follow the : i it g
steps above to schedule from 7:00 am
the Weekly View. jﬂ
r 8:00 am

If you are using the Monthly Calendar!, click once on the date you want to
schedule your activity on. This will bring up the Daily Calendar, and then follow
the instructions above.

Working in the Monthly Calendar

Viewing Selected Users

1. Click the Monthly Calendar button®=

Click the Select Users button ﬁ

Within the Select Users dialogue, select the users whose calendars you would
like to view.

Cecil Carter Select users from this list. Use
Chris Huffman yvour Shift ar Ctrl keys to select
Chris Huffman mare than cne.

Ernst Anderson
Gunther Anderson
Jane Chan
Juliette Rosseux Select Users ] [ Cancel
Matt Vocci
Ralph Rozarky
Robin Henry
Vika Dempsey

You can hold down your shift or Ctrl
key to select more than one user

4. The calendar now appears color coded by user.
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8 g 110
B mConfirm shipment

15 1 i7
@rzt the order
Each day contains all SeafSend proposal
. % wFax an crder
Calls, Meetings, and =X wCall to make sure

To-Dos for the users he knows about Golf date
B mConfirm
appointment

23 24

(o8]
k3

Colored dots indicate each user.
Use the legend at bottom to
identify.

29
Eai{r'ast meeting

Gunther Anderson = Jane Chan =

128

L3 mmest at 123 ABC
stre Chicage.Bldging

repairs At zome building

25
= Cold call
= aCaold call

Matt Vocci =

To view individual activities, click on the description.

Note: The WCE Monthly Calendar Screens are customizable. Any field from the
database can be added or removed to change to content of what appears. Please

contact your Administrator for more information
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Working in the Task List View

You can view a list of scheduled activities and filter them by different timeframes (i.e.
Today’s Activities, Tomorrow, Next Week, Future, etc.) by using the Task List feature.

Viewing Tasks

Example: Bruce Trotter works for you and you want to see all of the meetings he has
scheduled for next week.

=

1. Click on the Task List icon on the Sidebar.

Your personal Task list will appear, by default.

Task List o g T P-4

I

Task List for Chris Huffman , Showing activities from 2/22/2004 to 3/1/2004

Date/Time Type Scheduled For Priority Regarding Clear Reschedule
2/26/2004 9:00 AM call Chris Huffman Medium 9 - Emily Dunn . Clear  Reschedule
TR T Fh: 602-555-3789 Mobile;480-555-4601 L

Demonstration - Melissa Pearce

2/27/2004 4:00 PM Meeting  Chriz Huffman High Ph: 212-555-7423 Clear  Reschedule
Details: these are details
PR e . . . Chicago - Show - Ethan Campbell &
2/28/2004 8:00 AM Meeting  Chris Huffman Medium Bh: 319-555-2564 Mobile:313-555-2283 Clear tezchedule

Today ==l This Week [== Next Week
ik See other user’'s Tasks

£] past All. =¥ Roll Over

2. Click the Next Week button

3. Make sure Meetings 'lIMEstings | s the only type of task selected.

4. Click the Select User ki

A dialogue appears with all of users listed. Select the Bruce Trotter whose Tasks you
would like to view.

5. Click OK
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6. Click View Task List |

Once you have selected the type of tasks and/or the date range you want to see, click
the View Task List. The screen will change to show a list of activity information including
the date, time, activity type, priority, Contact name, Company name, Activity Regarding,
Clear, and Reschedule links.

You can clear an activity just by
clicking on Clear

Type Scheduled For Priority Regarding \Uear
Weelkly staff meeting - Ernst Anderson

Meeting Chris Huffman Medium Ph: 415-555-2909 Clear
Details: General updates from all departn

You can hyperlink to a
Contact by clicking on
the Contact name.

Note: Any field from the database can be added to the task list. Ask your administrator
if you would like additional fields added
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Rescheduling Activities From The Task List

You can modify the date, time and activity type of any scheduled activity.

1. On the Task List, find the Activity you want to reschedule

Priority Regarding Clear Reschedule

Furchase a Palm dewvice - integrate with ACT! - Chris Huffman

Fh: 212-555-6756

Details: Buy a Palm OS5 device so that I can use ACT! Link 2.0 to link with
ACTL

Medium Clear Re=schedule

Click Reschedule

2. Click on the Reschedule link, which is just to the right of the activity. The
Reschedule Activity window will appear.

The Reschedule window is the same as the original scheduling window.

3. Change any information that is necessary.
4. Click the Reschedule button —Rexchedule |

Sorting the Task List

You can sort the Task List by clicking on any of the column labels.

1. Move your mouse over the column header. As you do, the column header becomes
red and your mouse becomes a hand.

2. Click once and the column will sort.

The Type and Scheduled For columns sort in alphabetical order. The Priority
column sorts High, Medium, and Low.

Tacl - 'l‘n., Sy
lask List G N
ICaIIs Meetings TDDU'S | High Medium Luw | With Alarms Wi

=F| | Show tasks from [z/2z/2004 | B

Task List for Chris Huffman , Showing activities from 2/22/2004 to 3/1/2004
Date/ Time Type Scheduled For Priority Regarding Clear Reschedule

4 . 2 . . d - Emily Dunn -
/26/2004 9:00 A ! ¥ ) r N
2/26/2004 9:00 AM Call Chris Huffman Medium oh: B02-555-378% Mabile: 480-555-4601 Clea Reschedule
Demonstration - Melissa Pearce
2/27/2004 4:00 PM Meeting  Chris Huffman High Ph: 212-555-7423 Clear Reschedule
Details: these are details

i2af 1 2:00 A ; - : Chicago - Show - Ethan Campbell o
2/28/2004 8:00 AM Meeting  Chris Huffman Medium Fh: 312-555-4564 Mobile:312.555-2263 Clear Rescheduls
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Lookup Task List

You can lookup all of the contact’s that you have activities scheduled with by using the
Lookup Task List function.

Example: You like to review your client’s information before having a meeting with
them. You want to find all of the clients that you have meetings with this
week.

=

1. Click on the Task List icon on the Sidebar.

Your personal Task list will appear, by default.

" ] s e ) - —_
il P j""' & . ~ - EE s A - 4
.r;l?:.).i& -I_u St e~ a 5% NJrer } i
- e - L ~ T
ICaIIS 1 ToDo's | High [ medium [ Low ‘ [l with Alarms [#] without Alarms | [ Timeless [#] with Time
: £ Ed =% || Show tasks from [2/22/2004 | Show tasks to 3/1/2004 | B | | view Task List | 7] || [EA®A
Task List for Chris Huffman , Showing activities from 2/22/2004 to 3/1/2004
Date/Time Type Scheduled For Priority Regarding Clear Reschedule
2/26/2004 5:00 AM Call Chris Huffman Medium d - Emily Dunn Clear Reschedule

Ph: 602-555-3789 Mobile:480-555-4601

Demonstration - Melissa Pearce
2/27/2004 4:00 PM Meeting  Chris Huffman High Ph: 212-555-7423 Clear Reschedule
Details: these are details

P 48:00 A Chicage - Show - Ethan Campbell s on
2/28/2004 8:00 AM Meeting  Chris Huffrman Medium Ph: 319-555-4564 Mobile:312-555-2293 Clear Reschedule

Today ==l This Week == Next Week

2. Click the This Week button

3. Make sure Meetings 'MEEtings s the only type of task selected.

4. Click View Task List fikii 0

5. Click the Binoculars button to the right of the Task List column headers. ﬁ

6. The Lookup Screen appears. The summary at the bottom of the screen
shows the contacts from the Task List you had been viewing.
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Roll Over Activities to a Future Date

You can roll over a single activity or multiple activities to a future date at the same time.

Example: You were sick last week and need to roll over all of the activities from last
week to next Monday.

1. Click on the Task List icon on the Sidebar.

=]

Your personal Task list will appear, by default.

E - " [ i 2
. = et -~ o

Task List

r AR

]Galls ElMEetmgs [¥]ToDo's | ngh [¥] Medium  [v¥]Low | [¥lwith alarms  [¥] without alarms ‘

¥l Timeless With Time

% = =) =] =1 ] | Show tasks from(s/15/2003 | 7a]  Showtaskstals/2s/2005 | Ed | Domeraied el [OEE2
Task List for Chris Huffman , Showing activities from 8#19;’2003;/25/2003
Date/Time Type Scheduled For Priori oA Clear Reschedule #h
/152003 5100 am meeting chis wufiman weair| | USE Calendar icons to select Clear
show from and show to dates
8/19/2003 5:00 PM Todo Chris Huffman Mediun| Clear

e T e T AT T T AT T e T E Ao T e TTET

2. Select to Show tasks from last Monday, and show tasks to last Friday. You
can use the calendar icons to help you select the dates.

3. Click View Task List fine 1o

4. When your Task List from last week appears, click the Roll over button E

A Rollover Activities dialogue will appear

5. Select the tasks you would like 10 |select activities to roll over:
roll over by placing a check next to -
Roll Over Type/ Regarding
them. When
Call Emily Dunn
. I~ 5:00 AM d
If you’d like to toggle all of them on or e G o
off, click the Toggle All link. = e taasation
MEEtiI:Ig Eth_an Campbell
6. Select a date by clicking the # e[
calendar icon. Roll Over Selected  |[4/30/2000 0
Togagle &l

7. Click Roll Over Selected

Roll Over Selected |

WiredContact Enterprise End-User Guide

Page 52



Print the Task List

| Example: You would like to print this week’s meetings.

=]

1. Click on the Task List icon on the Sidebar.

2. Click the This Week button

Meetings

3. Make sure Meetings is the only type of task selected.

4. Click View Task List |

5. Click the print icon in the upper right corner. | =——=I
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Chapter 8: Sales/Opportunities

Sales/Opportunities Overview

Keeping track of potential sales and their progress is a vital part of a salesperson’s job.
Tracking a sales opportunity, which is a potential sale to a contact, includes information
such as the quantity of the potential sale, the probability of winning the sale and the

anticipated date for the closure.

The Sales Opportunity feature allows you to include information about your primary
competitor, as well as information about the client, which may help you close the sale.
As the opportunity progresses you can watch its movement through the Sales Stages.

Creating a New Sales Opportunity

Example: Natasha Chiltern of the Four Star Company calls and expresses interest in
purchasing 10 widgets at a cost of $125 each. You anticipate the close of the
sale next Wednesday. There is a 75% chance this sale will go through. Your
main competitor is Wally’s Widget Company.

1. Lookup Natasha Chiltern

2. Click on the Sales Opportunities Tab on the bottom of her contact screen.

Nules' History |Altachments| Activitie€'| 5ales/Opportunities [Yaroups Leltersl Uszer Fieldﬂ Phone:"Hu@ Alt Contacts| Status |Lihlar£|

3. Click the New Sales Opportunity icon on the toolbar above Natasha’s contact

information

The New Opportunity screen
appears

4. Select Widget from the Products drop-
down list.

5. Type 10 in the Units box

6. Type 125 in the Unit Price box

Notice that the Amount of the Sale
automatically calculates

Product information: Sales information:

Product: Units: Unit Price: Amount:

v = o o o
Type: Forecast Close Date: Probability:
v E [3/15/2003 o

Salez Stage: Sales Opportunity With:

bl Chris Huffrnan v | B Update Sale
Associate with group: Creation date:
v i [s/15/2003 =
Status: Actual Close Date:
M| [er19/2003 __ Complete sale |
Main Competitors:
w |
Details:
Cancel

7. Select next Wednesday’s date from the Forecasted Close Date calendar

8. Type 75 in the Probability box
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9. Select New Opportunity from the Sales Stage drop-down list

10. Select Wally’'s Widget Company in the Main Competitor’s Field.

If Wally’s Widget Company does not appear in the dropdown you can click on the (+)
next to the field. A dialogue box will appear that allows you to type a new
competitor’s name for the dropdown list.

Modify an Existing Sales Opportunity

Once you have created some of your sales opportunities, you will need to modify and
update them to keep them current. You can review a list of your Opportunities by going to
the Sales/Opportunities tab.

1.

A list of opportunities appears.

Status

- Open

- Lost

]
&
]
v

- Complete

Click on the Sales/Opportunities tab.

e r.'-:'_.;_'-- 5 il e et L /ﬂ' ‘; { "f
Contact Inforrnation S A
S o r
4. E
| apres | tof1 |Next>|>||-@~.|»|B\|ﬂ|§t@l€}||§é@m|'€|
Company IPEl‘ngr Tree Foods Corpofation Address !54321 El Camino Real Search
Contact IJue Barber [+ ISuite 500
Title |Managing Cirector i |
Department ISaIes E City [trvine
Phone |310-555-5557 Ext. [¥10 State fpa zip 0034 3
Mobile Phone [310-555-2211 Country |United States *
Fax |310-555-45I35 EMail HTML Ijne@pennytree.cnm
Salutation J10e URL Iwww.wiredcontact.com
ID Status IHut Prospect ‘:-_] Last Results iRequested rmore information i
Filte| les for: Z
J::e ;:fb:- r V| open sales W clasedbwon ¥ Closed/Lost | Apply Filter |
Close Forecast Close Product Type Units Price Amount % Sales Stage
7| 1z/2g8/2007 Services Full Service 1 35000 35000 85 % Solution Developmer
& W' 5/14/2007 6/29/2007 Specialty |Chocolate Delivery 100 250 25000 100 % Closedfion
V' 7/ze/2006 FAzESz006 Softwar Download 50 z00 10000 50 % Lost
Notes I -H.is"tur_-,l IAﬂachent-s! Activities -S-al-e-sil]ppurlunilies Gfﬁups itnrﬁhanﬁl I_.et-lers-l Ema.il-s.l Uszer Fiel.dsl Phone/Home i_.
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2. Click the Open Sale Icon E to the right of an opportunity.
This opens the Sales Opportunity
3. Make any modifications necessary.

4. Click Update Sale Ypdate Sale |
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Chapter 9: Queries

Introduction to Queries

In addition to the lookups addressed in an earlier section, WiredContact also enables
you to perform what are called “Queries”. Queries are a more advanced form of lookup;
you essentially ask the database a question and the program looks through the contacts
to see if any of them fit the set of criteria you have created. Queries are often more
complex than regular lookups because they include criteria that might be a little more
obscure. For example, by using the query function, you can search the database for all
of the customers named Chris with a birthday in May. This example may not be useful
to you, but just imagine the possibilities that queries present!

Creating a new query is often called “building a query”, and the steps below will give you
the necessary tools to build any query and understand the logic behind it.

Basics Behind Querying

Example: We always send out a Holiday card to our customers. While we hand deliver
them to any customer in NY, we mail out the rest. The only customers I’m not
already familiar with are those that have been added in the last few months.

In order to update my mailing list, | would like find the Customers that are not
in NY that have been added since March 10, 2007.

The first thing to do in a query is to break it down into its most basic parts. You will need
to figure out which field holds the information you are looking for, and how the
information is presented. In the table below, the left column is the criteria you want to
search for in regular language, and the right side is where in the database the
information is held and how it would appear.

What your looking for Where to find it

Your Customers ID/Status field must be Customer

Not in NY State field should not be NY

Added since March 10, 2007 g(;(e;te Date is after (or larger than) March 10,

Next you have to think how you can translate this into language the program will
understand. Queries use Boolean operators (=, >, <, <>, CONTAINS, IS BLANK,
STARTS WITH, ENDS WITH), and allows you to have a NOT criteria (i.e. everyone NOT
from NY). At this point, you need to convert what you’ve already done by breaking it
down further into: fields, Boolean operators, and the value you want (or not) in a field.
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What

ID/Status must be Customer

State field should not be NY

Create Date is after March
10, 2007

Translation:

Field

Boolean Field Value

ID/Status = Customer
State NOT NY
Create Date | > 3/10/07

Last but not least, you need to decide whether or not a contact in the database needs to
fit all of the criteria or only some of it. This refers back to the AND/OR section in
Lookups. For our example, the people we are looking for need to meet all of these
criteria so we’ll be using the AND mentality. You do have the option of doing OR queries

as well - though we don’t need it here.

WiredContact has made querying quite a bit easier than it used to be. Here, the
program will write the full equation for you - all you have to do is fill in the blanks with
what we have above. But, for your own reference, the full equation you have created is:

((“ID/Status” = “Coworker”) AND (“State” NOT “NY”) AND (“Create Date” > “3/10/07"))

Performing a Query

1. Click the Query button on the sidebar.

The Query Screen

%'.2

1. Choose a field from the

— drop down
Each line is a
step in your
query | { ™) Not o
¥ [Not []
4. If you are = |

searching for
contacts that

~|| Not [

are NOT a

certain value, Net [

click in the i :
Not box. trict to Group: |

Use () around
two fields to add
multiple criteria

2. Choose :
whether the value 3. Typeina
should be =, >, <, field value
etc.

W
w | _"" v |or [
vl | & [ #or O
s

Refreshes last query

Save current query
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On the first line, in the left column, click the drop down arrow.
Select ID/Status from the list of fields.

The middle column already has an = sign (this appears by default). Leave that
asitis.

In the right column type Customer.

On the second line, click in the ‘Not’ box to put a checkmark in it.

Click the dropdown arrow in the left column’s text box.

. Select State from the list of fields.

© N o o &

The middle column already has an = sign (this appears by default). Leave that
asitis.

9. In the right column type NY
10. On the third line: in the left column, click the dropdown arrow
11. Select Create Date from the list of fields.

12. Click the dropdown arrow in the middle column, and select > from the list of
Boolean operators.

13. In the right column type 3/10/07
14. Click the Query Now button _ 2uery Now_|

All of the contacts that match the criteria will appear as a list at the
bottom of the screen.

You can save the query by clicking on the save disk and naming it. You may want to
save queries for those lookups you perform often.

There may also be public queries that are created by your administrator and saved in the
Public Query folder. The public queries and your saved personal queries are accessible
by clicking on the “folder” icon.

To recall your last query, click on the double arrows. This will automatically input your
last query into the fields to query the database again.
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Chapter 10: Groups

Introduction to Groups

The Groups feature is a convenient way to organize and quickly access a group of
contacts you use frequently, or a number of contacts that have no common field in which
you can use the Lookup command. This function also allows you to track information
about the group as a whole, including information about group activities, group notes,
and even group sales opportunities. You may also want to create groups for doing a
broadcast email or generate reports from a subset of contacts in the database.

company, or send them all a letter.

Example:  You have created a group that contains all of the contacts that work at a certain
company. In the Groups section of the program, you keep all of the information about the
company as a whole. From Groups you could also view all of the contacts that work at that

Contacts can be members of multiple groups. For example a contact might be part of
the Holiday Card group as well as the Monthly Newsletter group. You can easily add

and remove contacts from groups (removing a contact from a group does not remove

them from the database). You add contacts to a Group one at a time, or a number of
contacts at once by doing a Lookup and adding them from the Lookup screen.

Since WiredContact accesses contacts in a Group much quicker than when it performs a
Lookup, if you have a large database, you may even want to create a Group for contacts
you use frequently, even though you could access them through a Lookup.

WiredContact users can be set up to only see the groups that pertain to them. This
feature is ideal for remote salespeople to have access to contacts in their territory. If you

are interested in this, please contact your Administrator.

Creating A New Group

Creating a new group is quick and easy. Once you have created a group, you have two
basic ways of adding contacts to it: you can add a contact one at a time, or, after

performing a Lookup, you can add all of them to a group at once.

1. Click the Groups icon on the Sidebar.

i

Click the New Group button

Give the Group a name, and add
any other information you need.

4. Click the Save button
1=

Groups

You can see another group
by selecting one from the
dropdown, and clicking ‘Go
To Selected Group’

Groups

! H&20 W&

Group Name
Descripticn
Divisian

Region
Ticker Symbol
URL

mplayees of CH Gaunmes Gl

referred| - The group section
has a top/bottom
split screen just like
the contact screen.
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Populating a Group

As mentioned earlier you have two options for populating groups and subgroups; you
can perform a lookup and add those contacts to a group, or you can find a specific
contact and add just that contact to a group.

Multiple Contacts at Once
=
1. Click the Lookup button on the Sidebar. 52558
Lookup screen appears

2. Enter the criteria that you are looking for.

3. Click Lookup Now, _teckep ow |

When the lookup is complete, the contacts with that criteria will appear as a
list on the bottom half of the screen.

-
4. Click the Add to Existing Group Icon at the bottom of the screen. a8
The Lookup Existing Groups Dialogue appears
5. Type the name of the Group you would
like to add this Lookup to. Add the result of your search to an existing

group.

6. Click Lookup Now Lookup group name: Eastern Region

The results will show as a hyperlink Lookup Now
7. Click the name of the Group. Lookup group name: |
Lockup Now

This adds your Lookup to the existing
group. Search results for group name Eastern Region:

Eastern Region

Add a Single Contact to a Group
You can also add a contact to a group on the Contact View.

1. Open the contact, and click the Groups tab.

2. Atthe top of Groups tab, click the down arrow in the text box.

W ﬁ | Add to selected Group

|CH Gourmet Gifts
Customers

Choose the group from the

WiredContact Enterprise End-User Guide dropdown list, and then click "Add
to Selected Group’.




3. Click Add to Selected Group.

In the Contact View on the Groups tab, you can Hyperlink to the group by clicking on the
group name. This brings you to the Group View.

You can delete a member of group by clicking on the red icon to the left of the Group
name (if you have security rights to do so). This does not delete the contact from the
database; just from the group.
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Chapter 11: Communicating with Others

WiredContact enables you to email HTML, Rich Text, and text messages to a single
contact or a group of contacts. You can also write letters to a contact, a lookup, or
groups for printing or faxing. The text of the letter and/or e-mail is recorded to History.

Emails and letters can be either free form or pre-defined templates to merge with the
contact information to make it easier for you to communicate with contacts.

Email and Letter templates are either created by your Administrator and placed on the
Letter Tab in the Contact View, or created by you and accessed through your Personal
Library in the Libraries View. Templates can be customized for the specific contact.

Creating an E-Mail Message

You can send an e-mail right from someone’s Contact screen.

Writing A Free Form E-Mail

1. Find the contact you want to send an e-mail to.

If you’re using the Lookup feature, you can email from the
Lookup screen or click once on their name to open their
Contact Record.

2. Click on the e-mail field’s label,
It is a hyperlink and will launch the E-mail Message window.

WiredContact has already filled out the To: field with the contact’s
information.

3. Complete the CC: and BCC: fields if necessary. You can easily find other
contact’s in the database

by CIICkIng on the ii'ig Send EMail to Vika Dempsey: ABC Company
b|nocu|ars to the r|ght of To: info@wiredcontact.com 4
the To, CC, and BCC ce:
fields. BCC:
: emplate v | &l
The binoculars perform a R R :
Subject: Free form email Click the

search; then you click on binoculars to find
the appropriate contact. more contacts.
The contact’s email
address will automatically
populate.

Meszage:

4. Enter the text of your
message.

5. Click the Send Message button.
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E-mails sent in Wired Contact X3 are automatically recorded to History. Go to the
contact’s History tab to review e-mails sent.

You can add additional e-mail addresses in the To: From: and BCC: fields, but the e-
mail will NOT be recorded to History or Attachments to those additional contacts. .

Adding an Attachment to an E-mail

In WiredContact, you can attach (you can add up to 20!!) multiple items to an e-mail.

You can attach a document from the Library, your Personal library or your Local
computer or network.

To add an attachment, use the Browse button in the Local File box or the Attach button
on the Library and Personal Library boxes.

Attach Files
Local File [ Local File
Library File @ Library File

Ferzonal Library | @ Ferzonal Library @

Attachments will automatically be recorded under the History and Attachments Tab; go
there to review.

Forwarding an Email from the History Tab

E-mails sent in Wired Contact X3 are automatically recorded to History. Go to the contact’s
History tab to review e-mails sent. Forwarding from the History Tab will include any
attachments from the original email.

1. Find the contact you sent the original email to.

If you’re using the Lookup feature, click once on their
name to open their Contact Record.

2. Click on the History Tab

INntes @ Altachmenlsl Activities | Sales/0pportunities | Groups | Letters | User Fieldsl Phnne}'Humel Alt Cnntactsl Status |Lihlarp|
./

3. To find only the emails sent, deselect all of the filter options leaving only
Emails Sent selected.

:;:I;iesrél‘;s:qrv for: | [] zalls [] meetings [ | Todos | [ | Sale Letter Sent | [] mote [] Attachment |
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4. Click the Apply Filter button.
5. Find the email.

6. Click the Forward email button [

Filter hist for: : .
g:;,,‘i!;c;iow 5 | [ calls [ Meetings [ | Todos | [ zales | E-mail Sent [ Letter Sen

Note 21 Attachment |

Record

Date/Time ememes Type Type
€| 11/17/2003 11:42 AM Chris Huffman E-mail Sent Subject: New WiredContact Features for XYZ Water Company
To: support@yourfuelforlife.com
From: "Chris"
Dear Chris:

It is a hyperlink and will launch the E-mail Message window.

N
I887=7 Send EMail to Chris Cox: XYZ Water Company

To: #

. cc: #
WiredContact has e Adds FW- m
already added the FW:, |k rempisee :
and attached the Subject: Fw#ew WiredContact Features for XYZ Water Company
files and text from Add new text F _ _
the Orig i nal emai I . Subject: Ne:-l 'tj"iarsesclacgsnitiazg Features for XYZ Water Comp| CIICk the bInOCUIarS

o Pnday, Novemont £3. 302 11142100 AM to find contacts.
From: "Chris" <tom@wiredcontact.com=

Dear Chrig:

v S s e Original text and
Message: available to you free attaChmentS are InC|Uded

7. Complete the To:, CC:, and BCC: fields as necessary. You can easily find
contacts in the database by clicking on the binoculars to the right of the To,
CC, and BCC fields.

The binoculars perform a search; then you click on the appropriate contact.
The contact’s email address will automatically populate.

8. Enter any new text you would like above the original message.
9. Click the Send Message button.
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Creating An E-Mail From A Template

Example: You have just had a meeting with Danielle Middlebury and would like to send
a follow-up e-mail. You have a follow-up email message template already
created.

Using the Lookup feature, find Danielle Middlebury.
Click once on her name to open her contact record

With her contact record open, click on the Email Tab.

!Nutesl Hiztory |Attachments| A-::tihritiesl 5 ales/Opportunities I Groups I Lettermsm Fields|

4. In the Email Tab, click on the on the E-mail Folder

5. Select Meeting Follow-up template by clicking on it once.

WiredContact generates the e-mail, including Danielle’s e-mail address, the
subject of the e-mail, and the body of the
e-mail based on the template.

Send EMail to Danielle Middlebury: The Sewing Room

To: dmiddlebury@thesewingroom14.com #h
cc: 4
BEG: chris@chgourmetgifts.com #4
HTML Template w

Subject: Meeting Follow up with Danielle Middlebury

Dear Danielle:

It was a pleasure meeting with vou today. We look forward to working with The
Sewing Room.

Should you have any questions or if I can be of further service, please feel free to

Sincerely,

6. Review the e-mail, and make any changes. Add attachments if necessary.

7. Click the Send Message button |__2=nd Message |

E-mails sent in WCE are automatically recorded to History. Go to the
contact’s History tab to review the e-mail.

Attachments will automatically be sent to the Attachments Tab; go there to
review

Note: Some templates may pre-define the Recipients, subject line, html
letterhead, message and attachments.
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Sending E-Mail To A Group Or Lookup (Broadcast E-Mail)

For free form e-mail (create an e-mail on the fly):

While on the Contact Screen, click on the e-mail field label to bring up the E-mail view.

Note: When sending to a lookup or group, it doesn’t matter what contact you
choose — you may want to be on My Record

) ) o ii'i end EMail to Vika Dempsey: ABC Company
1. Click on the “Send to Multiple Recipients”
button To: info@wiredcontact.com
———— CC:
-]
BiF=T
HTML Template "
. . Subject: Free form email
When you click on the Send to Multiple
Recipients button, the view changes so
you can select the group you want to send
your e-mail to.
Me=zage:

2. You can select to send
an e-mail to the Current
Lookup or select a
group. Select a group
by clicking the down
arrow or clicking on the
binoculars.

Send EMail to Lookup or Group

Current Lockup D
To:

Select Group [
L B
BEZE:
HTML Template

Subject: Free form email

The recipients will only see their own e-mail address in the To: of the e-mail. The
recipients will not know that the e-mail was broadcast to other people.

3. Complete the subject line, write your text, add any attachments and hit send.

Your e-mail will automatically be recorded to history for each recipient.
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Broadcast Mail-Merge Template E-Mails

1. Click on any
contact.

2. Go to the Email tab.

3. Click on a template
e-mail.

4. Click on the “Send
to Multiple
Recipients” button

[ Fa

Send EMail to Lookup or Group

Current Lookup il

Select Group | v | 34
cc: #h
BCC: _'.‘.-End',-'@wiredccntact‘ccm #h
HTML Template v-
Subject: Meeting Follow up with Vika Dempsey

Dear [[FIELD Fisld=40]]:

It was a pleasure meeting with you today. We look forward to working with
[[FIELD Field=25]].

Should you have any questions or if I can be of further service, please feel free to
call me at [[USERFIELD Field=35 FORMAT=PHONE]].

Sincerely,

5. Select your group or current lookup.

6. Edit the letter, as appropriate (the mail-merge fields appear).

7. Click Send.

WiredContact automatically records e-mail to history.

The recipient will only see their own e-mail address in the To: of the e-mail.

The recipient will not know that the e-mail was broadcast to other recipients.
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Create an Email Template

WiredContact comes with a blank HTML template on the Email tab in the Contact View
that you can modify, insert fields to, and save to your library. Once you have created

this template it will be available to use whenever want to send to a single recipient or
multiple recipients.

Click on any contact.
Go to the Email tab.

Use the Blank HTML
Email to create your
own templates

Click on HTML email folder to open it

The contents of the folder are Blank HTML Email

. - Dpiain Text Email .
WiredContact Proposal
dlsplayed tO the rlght My EMail Templates

4. Select the Blank HTML Email template by clicking on it once

Email Template4\HTML Email

Lead Follawup
Editor Test

Note: The blank email template appears with the email address of the My Record in the
From field and the To field contains the email address of the contact you were on when

you selected the Blank HTML template.

Notice you
can change
the From
address

H
I5i¥=7 send EMail to Chris Huffman: CH Gourmet Gifts
rom: janedoe@wiredcontact.com

To: tom@wiredcontact.com

Click the
binoculars to find
more contacts.

cC: &
BCC: #h
HTML Template | LetterHead 1.htm v
Subject:
B H S g e s %E:I
— = =R o =) Show Template
B 7 U |font »|3 || Choose st'y-leﬁjﬁ\l Editor
l

Mes=age:

5. Inthe To:, CC:, and BCC: fields type the address of the recipient, or click the

binoculars to locate contact email addresses.
Enter a subject for the email template.
Click the Show Template Editor button on the toolbar. %‘;:l
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The template does not appear to change, but you can now add Contact Fields to your
template.

Type your email

When you want to add a field, make sure the cursor in is the place you would
like the field to appear.

10. Click the Insert Field button that is now available on your @
toolbar.

3 http://206.105.13.120 - Insert Merge ... [= |(5/K)

The Insert Field dialogue appears

11. Click the field to insert
12. Click the Insert Merge Field button
13. Click Close Window

€] Done ® Internet

If you would like to add information from your My Record, check the User Fields
box and then select the field to insert. This will merge your personal and
company information into the template. User fields will appear on the template
this way: [[userfield field= #]]

Contact Fields you have added to the template will appear as: [[field field= #]]

14. Select a signature to use L re

Signature: Thomas Gallagher
® O O

15. Select if you would like to
record only the subject to —
hIStOFy Lecal File Local File

16. Add attachments s 1 ey e

Personal Library @ Personal Library @

Record Subject Only []

17. Click the Save button on the toolbar &

The Save As dialogue appears, this will save 3 hitp://206.105.13.120 - WiredContact ... (= ] 51 %]
your template into your Personal Library Save to:

My EMail Templates),

Select a folder below:
] My EMail Templates

18. If you have multiple email template folders -
within your Personal Library, you can select SaveAs: |My thank you temalate.werm
Display Name:| My thank vou template
one
19. If necessary, create a New Folder to place
this in

20. Name the template in the Save As field, do not change the extension (.weml)
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21. Type a Display Name
22. Click Save
Your original email screen will return with the contact fields merged in.

23. Click Send Message |

If you would like to view your template, open the Library view. Within your
Personal Library, locate the folder you placed the email template in. Click the
folder name to view the contents. Your template will appear listed on the right
with all other contents of the folder.

Verify the Email List you are Sending to:
Perform Lookup

1. Click Email next to email field

2. Click the Multiple Users button

3. Check the To Current Lookup box
4. Click Verify

WiredContact will show the first four people within the lookup so you may verify that this
is, in fact, the group you want to send to.
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Writing A Letter

You can write letters to be printed to your contacts. Letters merge information from your
My Record (this is your personal contact record - every time you log-in to the database it
knows who you are by your name and password); this information usually appears in the
letter’s closing. You can ask you Administrator to customize a template so that your
information on the page appears looking like stationary.

Creating A Letter To Print

Example: You met with Dylan from Bechtel Corp. today and would like to send him
thank you letter.

1. Lookup Dylan Nguyen from Bechtel Corp., and open his contact record.
2. With his contact record open, click on the Letters Tab.

INutesl Hiztory IAttachmentsl A.-::tivitiesl Sales/0pportunities |mails|

3. Click on the Letters Folder.
4. Select a folder to open by clicking on it once.

o S| atac Letter Templates\Demo Letters)

Consulting Letter Envelope

L UEAEL S Mail Merge Example Simple Mail Merge Example

Cerunc

To see the demo letters, click the Demo Letters folder to open.
All of the available letter templates will be displayed at the right.

5. Select the Demo Thank You letter by clicking on it once.

X3 will create your letter using your My Wi You can change this
Record im_‘ormatio_n for the closing, and the text by clicking inside
contact’s information for the address and the box and typing.
Ietter bOdy Dylan Nguyen
5550 o s Comar .
6 . If yOU WOU'd ||ke tO Change Informatlon Iﬁi?;?;%swg mia:mg with all nf;-nt\ today ‘Il SD‘UIW[‘E I\V: 'v’-"\re‘dchnmal:t'land Uw::lredc
. . . an ideal solution to help your team work mare closely together and share information remo
N the buSlneSS addreSS or Slgnature’ :T\Ii!iﬁ?w W'WEHCDHI;CI has similar functionality to AC'IJ'! with easy navigation, allowing uz
Simply CIiCk in the bOX and mOdify it' Please feel free to test drive WiredContact with our Interactive Demo at wwnw wiredcantact
Regards:
Some templates may not give you the s tman

ability the change the text of the
message Other templates may have a window for you to alter the text.
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7. When you are satisfied, select how you would like the
letter saved to History and click “Press to Prepare”

Letter Sent — records the name of the template in History and
date it was prepared.

Letter in History — body of the letter saved in history

Letter as Attachment — letter is saved under attachments and
can be hyperlinked for viewing.

Edit Mode 3

Make any changes (if nesded},
select how to =ave thiz document,
and then click the "Press to
Prepare” button.

Record az Letter Sent @
Record Letter in Higtory 'O
Record Letter az attachment 'D'

Press to Prepare |

The letter will now appear as a Print Preview, review the letter to make sure it is

what you want.

8. In the Prepared dialogue that appears over the letter,
click the Print button.

The letter will be printed to your default printer.

Prepared (%]

our letter iz now ready to be
printed. After printing haz
completed, pleaze cloze thiz
window.

Note: Be sure to delete the header and footer from the page before printing. In your
browser, go to File>Page Setup and delete the Header and Footer URL’s.
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Create a Mail Merge

You can create letters to send to multiple contacts or a group, much like a mail
merge, from the Letters Tab.

Example: You would like to send all of your customers in California a thank you note for all
of their patronage during the year.

1. Lookup contacts from California and open a contact record.

2. With a contact record open, click on the Letters Tab.

IHutes I Hiztory I.ﬁ.ttachmentsl Activitiesl Sales/0pportunities I mailsl

The Letters Tab will open

3. Click on the Demo Letters Folder.

|_ = tes Letter Templates Demo Letters),
A” Of the L=Demo Letters T I
1 B = = - o Consulting Letter Enwvelope
avallable Iet_"ter " e s Mail Merge Exampls Simple Mail Merge Example
templates will be Ease
displayed.

4. Select the Demo Thank You letter by clicking on it once.

X3 will create your letter using your My Record information for the closing,
and the current contact’s information for the address and letter body.

5. If you WOUId Iike tO Change ij'i Send Letter to Gina Elack: Aussie Meats
information in the business address
or signature, simply click in the box
and modify it. Click inside the box
and change the text
as necessary.
February 28, 2004
Some templates may not give you the
ability to change the text of the el
message. Other templates may have :
. Dear Gina:
a window for you to alter the text. 8
It was a pleasure meeting with all of you today. It sounds like WiredContact {and Unwired
an ideal solution to help your team work more closely together and share information rerm:
witnessed. WiredContact has similar functionality to ACT! with easy navigation, allowing v
quickly.
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6. When you are satisfied, click the
“Send to Multiple Recipients”
button

L]

i

E ]
< Iﬁ &nd Letter to Gina Black: Aussie Meats
J

WiredContact Worldwide, Inc.

620 W. Germantown Pike, Suite 180
Flymouth Mesting, PA 18482
BBE.433.2891

February 28, 2004

Gina Black
Auszie Meats

When you click on the Send to Multiple Recipients button, the top of the view
changes so you can select the lookup or the group you want to send your letter

to.

Select current
lookup

Send Letter to Lookup
Current Lookup

7. Select the Current Lookup

box. Select Group

/V

ARL Consulting

Andy's Group

Use the dropdown
to select a group

You can also use the drop
down arrow to select a

Aplus Comany
Bank of America

Baskets (Suppliers)

group.

9. When you are satisfied, select how you would like the letter saved to History

and click “Press to Prepare”

Letter Sent — records the name of the template in History and
date it was prepared.

Letter in History — body of the letter saved in history

Letter as Attachment — letter is saved under attachments and
can be hyperlinked for viewing.

Edit Mode (&)

Make any changes (if needed),
zelect how to =ave this document,
and then click the "Prezs to
Prepare” button.

Record as Letter Sent (&)
Record Letter in Hiztory O
Record Letter as attachment O

Press to Prepare |

The letters will now appear as a Print Preview, review them to make sure it is

what you want.
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10. In the Prepared dialogue that appears over the letter, click the Print button.

Prepared (%]

“our letter iz now ready to be
printed. After printing haz

The letters will be printed to your default printer. fl:'iz“;ﬂ*”- e

Note: Be sure to delete the header and footer from the page before printing.

In your browser, go to File>Page Setup and delete the Header and Footer
URL’s.
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Create a Letter Template

You can create your own letter templates to send to multiple contacts or a group,
much like a mail merge, from the Letters Tab.

Example: Due to the ‘Tax Free Week’ in New York, we are having a coinciding sale
on all of our services — you would like to send a “Special Sale’ letter to all of your
contacts in New York.

1. Lookup contacts from New York and open a contact record.

2. With a contact record open, click on the Letters Tab.

IHntes | Hiztory |Attachments| Activitiesl Sales/0pportunities | mailsl

The Letters Tab will open

3. Click on the Letters Templates T
Folder. =
L MSemc Letters
3
All of the available letter templates R e

will be displayed.

4. Select the Blank Letter Template by clicking on it once.

X3 will create your letter using your My Record information for the closing, and
the current contact’s information for the address.

Letter Toolbar

The Letter toolbar contains numerous functions that resemble functions you
would see in MS Word. Below, some of the more unique buttons are identified.

Upper Toolbar:

Remove/ : Copyright
Hyperlink ~ Line SuP SC“Tt XHTML pT :

Svmbol | . Librar Open Template
Add/ Super Script Clean y P Editorp

Hyperlink HTML
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Lower Toolbar:

Split Color Border/
Remove Cells
Erase Add Table Rows/Cqumns/ Color Cell
Formattlng ﬁ %
Ti S 5.y & %1 il
Change Add Rows/ Merge Propertles Change Modlfy Border
Bkgrnd Columns/ Cells Height/Width/
Color
5. Type your
letter.
DR S==c=Cen -~ ~#0N90= |
If I B J U |Font v|3 | Choose style |7 | Tg| M Se % C||ck|ns|dethe
6. If you would 122005 editor box and type
like to add our letter
fields, click y '
the Click the i
Show 123 West 25th Street —
Template New York, NY 10025 —
EdltOf button Dear Jane: Letter ntm
on the toolbar_ Record as Lefter Sent (&)
Record Letter in History O
SCor efter as attachmen @
Eé Regards, : =

The template now appears with the [[field names]] in place of the name and
address.

Type your letter

When you want to add a field, make sure the cursor in is the place you would
like the field to appear.

9. Click the Insert Field button that is now available on your toolbar. %]

The Insert Field dialogue appears

2 hitp://206.105.13.120 - Insert Merge ... [= [01/[)

10. Click the field to insert
11. Click the Insert Merge Field button
12. Click Close Window

&) Dore ® Internet
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If you would like to add information from your My Record, check the User Fields
box and then select the field to insert. This will merge your personal and
company information into the template. User fields will appear on the template
this way: [[userfield field= #]]

Contact Fields you have added to the template will appear as: [[field field= #]]

13. Click the Save button on the toolbar =

The Save As dialogue appears, this will save your template into your Personal
Library

14. If you have multiple letter template
folders within your Personal Library, you

can select one Save to:
My Letter Templates,

A http://206.105.13.120 - WiredContact ... [= ][5 |[X]

15. If necessary, create a New Folder to R

place th|s in ] My Letter Templates
Erunc

16. Name the template “Spring Sale” in the
Save As field, do not change the

New Folder:

- SaveAs: [Spring Salebhim
eXtenS|0n (htm) Display Name:;_élal;k Létter-T-emp_Iat"l.': -
17. Type a Display Name
18. Click Save
Your original letter screen will return with the Edit Mode 3]
contact fields merged in. Make any changes (if nesded),

zelect how to zave thiz document,
and then click the "Prez= to
Prepare™ button.

In the Edit Mode box:

19. In the Subject box, type Spring Sale Letter e

Spring Sale Letter

Attach as:
20. In the Attach as box, type Spring Sale (leave the Spring Sale.html

extension .htm
) Record as Letter Sent D

Record Letter in History '@'
21. Select Record Letter in History Record Letter as attachment O

Press to Prepare |

22. Click Press to Prepare

If you would like to view your template, open the Library view. Within your Personal
Library, locate the folder you placed the letter template in. Click the folder name to view
the contents. Your template will appear listed on the right with all other contents of the
folder.
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Chapter 12: Library Tab

Understanding the Library

The Library can be the central repository for your organization’s sales and marketing
information and is easily accessible to users.

Library Levels: There are 2 “levels” of the Library:
Main Library — All users can access these files, but only the Administrator can add

files to this Library.
Personal Library — Each database user can add folders and subfolders, and files to

their personal library. Only the user has access to these documents.

Accessing Files in the Libraries
You access files in the Main and Personal Libraries in basically the same way.

0

1. Click on the Libraries Icon on the Sidebar.

The Libraries Screen appears. You will notice it still has a split screen. The top half of
the screen contains the Main Library and the bottom half contains your Personal

Library.

4

Main Library and its folders

G ey Current Location: Main Library\Sample Reports),
Eads -

2 erodiict Details= My Monthly Sales To Date (Summary).html B =

Cueries =
@Samplrz Reports = . . .

- Click a folder with a + to see its subfolders
L Contact Reports =
Sales Reports =

Osell sheets -
O 7echnical -

Personal Library

Erpersonal Library 2"—’/_ Your Personal Library T
and folders

Queries =
Dreports - test1.doc Bl Click to add new folder Click to add
new document

Sales Eeports =
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2. Click on a folder in either the Main or Personal Libraries. The list of
documents it contains will appear.

3. Click once on the file name to open it.

ELibi’a"' Current Location: Main Library
i JobCircle_Success.pdf WiredContact Comparison.jpg WiredContact_CustomerQuotes.pdf
O ads
Queries

Sample Reports
Ccntact Reporis
Histcr'_v- Reports
Sales Reports

O sell sheets

Orechnical

Adding and Deleting Files and Folders in the Personal Library

Note: You can only add to and delete files from your own Personal Library.
Adding Folders To The Personal Library

[

1. Click on the Libraries Icon on the Sidebar.

Your Personal Library appears on the bottom of the screen.

+

2. Click the New Folder Icon in the Personal Library

Ll perscnal Cinrary Current Location: Personal Library\Another Folder\ @ Tg‘

E= another Folder =

If you want to make another Parent or Primary folder, make sure you have the
Personal Library folder open before clicking New Folder.

If you want to create a Subfolder, open the parent folder first, then click the
New Folder Icon.

3. The “Name Folder” dialogue will

appear. | New folder for [ Personal Library\

. Enter a folder name:
4. Give the folder a name.

5. Click Update.

[ Update ] [ Cancel ]

The folder now appears in your Personal Library.
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Deleting Folders from the Personal Library

it

2. Find the folder you want to delete within your Personal Library.

1. Click on the Libraries Icon on the Sidebar.

3. Click the Delete button (-) next to the folder name.
[ eersonal Likea Yy

Querie

Fepot

4. Click OK when asked if you would like to delete the item.

Adding Files To The Personal Library

i

1. Open the Library by clicking the Libraries Icon on the Sidebar.
2. Your Personal Library appears on the bottom of the screen.

Open the folder you want to put the file in.

SR

4. Click the Add New Document Icon

Personal Library

Ceersonal e Current Location: Personal Library\ Another Folder), @E
[ ancther Folder =

The New File dialogue appears.

5

5 CI|Ck the Browse button New file for £ Personal Library\
Browse for a file name:

The Choose File dialog box opens | Broee... ]

Update

6. Find the file you want to add, click Open.

You will now see the file’s name and path in the text box.

7. Click the Update button.

The document now appears in the appropriate folder
in your Personal Library.
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Deleting Files From The Personal Library

it

1. Click on the Libraries Icon on the Sidebar.

2. Find the folder that contains the file you want to delete; click once on the
folder to open it.

The name of the files will appear to the right of the folder. Find the
file you want to delete.

3. Click the Delete button (-)next to the file name.  test file.twt B =

4. Click OK when asked if you would like to delete the item.

Moving Files in the Personal Library

i

1. Click on the Libraries Icon on the Sidebar.

2. Find the folder that contains the file you want to move; click once on the folder to
open it.

The name of the files will appear to the right of the folder. Find the file you
want to move.

== : Current Location: Personal Library
Ferzonal Library

3. Click the Move button = next O queries =
to the file name. B Reports testl.dec O

Eales Reports =

4. A dialogue appears asking which folder in your Personal Library you would like to
move this item to. Click once on the correct folder to select it.

WiredContact moves the file; check the folder to confirm it has moved.
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Chapter 13: Reports

Introduction to Reports

Reports are a quick and easy way to extract information from your database and view it
in a logical, organized, and visually attractive way. WiredContact comes with a number
of default reports on several different topics including Sales, Activities, and Contacts. In
addition, you can customize the existing reports or create your own report using the
WiredContact Wizard tool.

The Reports feature allows you to either run pre-defined reports or create your own
custom reports. Whichever you choose, you get the information you need in real-time,
up-to-date documentation.

The WiredContact Reports automatically link to the Contact or Sales Opportunity so you
can easily go to the contact record for instant updating or viewing. This features makes
your reports interactive so the reports become actionable.

After a report is generated, it is saved in your Personal Library/Reports folder.
Report Types that you can generate:
e Sales Reports
e History Reports
e Activity Reports
e Contact Reports

e Timeline Reports

Running Predefined Reports

Unlike in a wizard where you have to define all of the criteria and complete the setup
(which will be discussed in the next section), predefined reports have all of the criteria
set and you simply decide which report to run.

There are a number of Predefined reports that come with WiredContact:

Sales Reports
e This Month
e This Month (Summary)

e Past Forecast Close

Contact Reports
e Current Contact

e Current Lookup
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Activity Reports

e Recent Activities

History Reports
e History Summary (Past Month)
e Today’s History - Everyone

Time Line Reports
e Activity Report
e This Week Activity
o Last Week Activity

The Reports Screen

Sales Reports Contact Reports Activity Reports
§ This Menth Current Contact 5 | | Recent Activities
repare | | This Month (Summary) o Current Lookup Activity Report
e Past Forecast Clos — Lnother Report
ther Report
Keport
Click on a report name Click on a Report Wizard to
to run a pre-defined construct your own report.
History Reports repor't.
—ﬁ:} [ History Summary - Past Monl T "n J_ﬁ;q_ [ Recent Notes

Report
WIZARD

Running A Predefined Report

When running a report, there are two basic things to keep in mind: who needs to be
included, and what report best fits the information you want to display.

For our example the “who” will be the Customers in the database. Once we have looked
up our Customers, the most appropriate report will be a Contact Report on the Current
Lookup.

Example: Your boss wants to see a write up on all of the Customers in your database.
The report should include all of their basic information like address,
ID/Status, notes you have on them, sales opps, etc.

Step 1: Find the Contacts for the report
1. Click the Lookup button on the Sidebar.
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2. Click the down arrow next to the first lookup box on the right side. From the

dropdown list select ID/Status. 1D/ Status 3 7| B

3. Click on the dropdown arrow in the text State v _ -
box next to ID/Status. -:: R Competitor
ountry w . +
4. Select Customer
5. Click Lookup Now

Step 2: Select And Run The Report

=

1. Click on the Report Icon on the Sidebar.

The Reports screen appears separated into several boxes. Each box
represents a different report type, and contains all of the Pre-Defined reports

for that type.
Contact Reports
2. Choose Current Lookup from Contact i | CurTEnt Contact
RepOI"tS box E":,:,'i,; Current Lackup

The report names are indicated in blue and are hyperlinks that
automatically generate the reports for you.

A message window will appear while WiredContact generates the report for you.
You can either minimize this report and continue working, or close the window
and the Report will appear in your Personal Library/Reports folder.

The report appears.

Current Lookup
Report tim: S pt b 13 2003 113 PM
Sorting Cri l mpany, Last Name

Each contact has its own section

Complete Contact Report

Click on the
contact’s hyperlink
to go to the record

Company ID/Status
Bachtel Corp. Customer

Phones:

/

—

e e : Use the scroll bar to
e e see the rest of the
contacts

5/20/2003 7:31:00 PM E-mai

o send the folloving email, please chack the email address.

5/20/2003 7:30:00 PM E-mail lzﬁ,bxh,g\amm
jffman’

nd the falloving email, please chack the email address
5/20/2003 7:30:00 PM E-mai

uyen12@bechtel3.com
Huffman’

10/15/2002 10:00:00 AM

1. Go up to the File Menu
2. Select Print
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Customizing Reports — the Report Wizards

You can customize reports by using WiredContact’'s Reports Wizards. These
Wizards allow you a greater degree of flexibility and control in determining which
data you want included in the report and how you want it presented, based on the
template you begin with and the criteria you select.

Example: Your boss wants see all of your Completed Calls to Customers in the

past 3 months. This should include any notes about the calls that were
made.

1.

=

Click on the Report Icon on the Sidebar.

The Reports screen appears separated into several boxes. Each box
represents a different report type; on the left of each box is a Report
Wizard button.

History Reports

CI|Ck the HIStOI’y Report leal’d button ﬂ Hizstory Summary - Past Month

History

Report
WIZARD

The History Report Wizard appears.

Select a template: | ListHistory.html v
Select users:
Select from: ) Selected:

Allizon Mikola Chris Huffman
Melissa Pearce H

Which users should
be included on the
report.

¢

Select history type:
Select from: ] Selected:
Access ~
Attachment
Call Attempted
Call Completed
NG Call Erased
4 |Call Left Message
Call Received

What type of
information should
appear on the report.

.

What time frame should 4 |Closed/won Sale
be shown on the report . g:r:&{iﬂﬁﬂ =
N&Ieﬂda date range:
¥ | iz between
Like a Query, you can Select criteria:
use contact and v not T B8 [ 2| = v v| ®and Oor
system fields to define % ot - [ 3 F ®aiid Oor
which contacts should =N s = > =P
be included. G B = I ARSI
¥ Mot [~ ERT | *||= | |

Sort by:
How the info should be .iEiI— ¥ | Summary on this field? | no V: Decending []
sorted. =i * | Summary on this field? o v:

Limit To Group: ~ |84

Indicate if you only want —
the report to be run on a Limit To Lookup: []

particular group or lookup.

Request Report history_reporormm—— Click to Run Report
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3. Select the users to be Select @ template: | ListHistary. ftm| M

included on the report. Select users:
Select from: Selected:
Allizon Mikala Chriz Huffman
Melissa Pearce H

Your boss only wants your calls

included; the only user appearin
on the report i : PP ’ ——=T¢
port is you.

To move users: click
once on the name, and H

Make sure your name is the only then ugeéhe apptrt?priate
one in the right side box under il e
“Selected:”

4. Select the History Type that should be included on the report.

The only History type that should appear on this report is Completed Calls. By default, all of
the History types are going to appear on the report, you must remove all but Completed
Calls from the right side box.

Select history type:
Select from: Selected:

. ry
5 SeleCt eaCh H|St0 type by Update Contact A Call Completed
Update Activity H
clicking once on it, then use L Gt s y
To Do Done
4 Timer 4
the left pointing arrow Sune ot
_ _ e e Tip: By holding down the Crtl
to move it to the left side box. |lnets key, you can select multiple

items. Once you have all but
the Calls Completed selected,
use the left pointing arrow to

6. Define a Date Range that the report should span.

This report should only show Completed Calls recorded in the last three months.
Select ‘Recorded Date’ from the dropdown.

7. Click on the Calendar icon next to the first text box and select a date three
months ago.

8. Click on the Calendar icon next to the second text box and choose today’s
date.

Select a date range:
Recorded Date || iz between |6/1/2003 d|9/30/2003

Choose vour dates by clicking the calendar
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You can further define what criteria the Notes/Histories must meet to be
included on the report. You can also define what contacts should be included;
your boss only wants Customers on the report. We only need contacts with
the ID/Status of Customer to appear on the report.

9. Click the Show Contact Fields icon.

Select criteria:

-
| et v
Show contact & _ |

10. From the Dropdown list, select ID/Status
fields .

% || Customer v| ®and O
w ®and Oor
. Tvpe Customer
o ASR v o ®and Oor

Last Name
Las=t Result=s

Merge Date

¥ | Mot [ | Select ID/Status from the e et
contact fields list

11. Leave the Boolean operator as =

12. Type Customer in the field value box

Sort by:
13. Peep)(g:‘:{[esng\lljvléhl)ee ii'il_ Date || Summary on this field? | no || Decending Fl
sorted. B * | summary on this field? | no  |»

14. In the Sort By drop down, select Date.

Because our report spans three months, and only includes our calls, it makes sense to sort it
in chronological order. By selecting the contact fields’ box, we could have sorted by any of
the contact fields, such as Last Name.

If you had performed a different

Lookup prior to constructing the ~ -mit Te Group: v #
report, you could use those Limit To Lookup: []

contacts by clicking in the “Limit to

Lookup’ box.

15. Click Request Report. ___Reauest Report
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WiredContact generates the report for you.

Date

6/18/2003

6/18/2003

6/25/2003

Report time:September 13, 2003 6:04 PM
Where Date/Time is After 6/1/2003 and Before 9/30/2003
Sorting Criteria: Sort On Date, Type
Contact Rep Type
2Anthony Federici Chris Huffman Call
Completed
Eill willis Chris Huffman Call
Completed
Eill willis Chris Huffman Call
Completed
Mary Mara Chris Huffman Call
Completed

7/2/2003

Regarding

Get the order

DETAILS:

Tony has not requested any additional information since his initial visit to the website. It turns out he had
simply forgotten to come back after his initial visit to place an order.

Thank you

Megotiate discount

DETAILS:
Bill would like a discount of 10%. I told him that I could offer 5% now and when he's regularly purchaszed for a
wvear, we could discuss a higher rate.

Initial conversation

DETAILS:
Mary is looking for a high-guality, special blend of both coffee and chocolate.
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Creating Sales Reports

Example: My boss requires that once a month | submit a report showing the Sales/Opportunities that
I’ve created in the past 30 days that are in the ‘Initial Communication’, or ‘New Opportunity’ sales

stage.

1. Click on the Report Icon on the Sidebar.
The Reports screen appears separated into several boxes. Each box

represents a different report type; on the left of each box is a Report
Wizard button.

2. Click the Sales Report Wizard button. <’ﬁ-=-'§'- >Trhis Menth
Sal

The Sales Report Wizard appears

Sales Report Wizard

Sales Reports

Report
N IZARD

Select a template: | ListSales.html

Identify which user’s
Sales/Opps should
appear on the
report.

Select users:
Select from:

Selected:

his Month {Summary)

Fast Forecast Close

Select a template as a

Allison Mikola
Melissa Pearce

s

Select date range for
Create date, Close
date, Edit name, etc.

Select a date range:

¥ | is between

Define the criteria for
Sales/Opps and
contacts being
included in the
report

Select criteria:
v|mot T B
ot [ Bk
v|mot T B
w|mot - B

Decide how the
report should be
sorted

Sort by:
s

i im

Limit To Group:

Confine the report to
a specific Group or
Lookup.

ﬁlt To Logkup: []

Chris Huffman

| | = W
M= w
M= W
M= b

* | Summary on this field? | no

Summary on this field? | no

Summary on this field? | no

Rall's)

* | Decending |

w

b

Request Report sale_report.html

- | ®and Cor

* v| ®and Oor
+ ¥ ®and Cor
e w

Give the report a
new name so
you can find it in
your personal
library.
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Select users:
3. Select the Users that Select from: Selected:

should be on the Allison Mikola Chris Huffrman
report' Each Sa'es Melissa Pearce H

rep gives his/her own >

report, so only your

name should appear 1

to the right.

4. Make the Create Date between the 1st of last month, and the 1st of this month.

Select a date range:
Create Date | % s between |9/1/2003

and |10/1/2003

5. The only Sales Stages on the report should be ‘Initial Contact’ and ‘New
Opportunity’.

(Sales Stage = Initial Contact) OR (Sales Stage=New Opportunity)

Input thIS |n the Select criteria:
Cntena Sec“on ( v|not = B8 | sales stage vl = » | |Initial Communication |® [y« | O and ®or
(1| not = i [sales stage *|l= # | [New Opportunity H |y v Oand ®or

The boss prefers that these reports be sorted by company name, in
alphabetical order.

Sort by:
6. Select the Show g v | Company ¥ | Summary on this field? |[no % | Decending []
Contact Fields i:il_ || Summary on this field? | no %
box . et
B » | Summary on this field? | no %

7. Select Company from the dropdown list.

8. Click Request Report . Reauest Report |

Report time:October 7, 2003 1:31 PM

Where Creation Date is After 9/1/2003 and Before 10/1/2003

Sorting Criteria: Sort On Status, Type, Product

Scoping Criteria: Where Sales Stage = INITIAL COMMUNICATION or Sales Stage = NEW OPPORTUNITY

Contact Sales Rep Status Sales Stage Product Type Close Date Create Date Probability Amount Forecast
Brian David Chris Huffman Sales Cpportunity Initial Communication Balloon Bougquet Delivery 9/23/2003 9/17/2003 100 18.00 18.00
Erian David Chriz Huffman Sales Cpportunity  Initial Communication Gift Basket Delivery 10/6/2003  9/30/2003 100 35.00 35.00
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Saving Your Custom Reports with a New Name

When you create and run a report a copy gets saved into your personal library. In order to
keep these reports organized, it's a good idea to name them appropriately.

Example: Naming the ‘Initial Contact’ and ‘New Opportunity’ report we created in the
previous section Sept_OctChris.

1. Click on the Report Icon on the Sidebar.

The Reports screen appears separated into several boxes. Each box
represents a different report type; on the left of each box is a Report

Wizard button.
Sales Reports

S
gy

Report
WITARD

Thizs Month

2. Click the Sales Report Wizard button.

his Month {Summary)

Fast Forecast Close

3. Set the criteria for the report. (Follow through step 5 in the previous section)

4. Before clicking Request Report, change the name in the text box to
Sept_OctChris.

Request Report | Sept_OctChris.html

5. Click Request Report Request Report |
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Exporting Contact Data

By using the Contact Reports Wizard you can take a block of data and save it into a text file.
Once it's been saved in this format you can open it in Excel, or even use Word’s mail merge
feature to create labels for printing.

In this exercise, we will first export data into a text file, save it, and then open it in Excel to
view it.

Example: You need an Excel spreadsheet with the contact information for everyone in the
Prospects Group

Exporting Data and Creating a Text File

=

1. Click on the Report Icon on the Sidebar.

Contact Reports

2. Click on the Contact Report Wizard. RS

urrent Loockup

3. Inthe Contact Report Wizard Select the ContactExport.htm report template

Contact Report Wizard

By using the dropdown arrow you can  S&lect a template: | ContactExport.html

select from a range of report Select a date range:
templates. ¥ | iz between
4. Select Prospects from the drop- Limit To Group:| Prospects

down list in the Limit to Group field Sond ic lockic T |

Reguest Report ProspectsExport.txt

5. Name the report
“ProspectsExport.txt”

6. Click Request Report__Request Repart
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Your report is generated (and probably looks a little crazy).

Edit View Favorites Tools Help

J A - N A\ y 1
) \ﬂ \ELI (3] | J) search ¢ Favorites @reas & -z B L) &

b.gotomyact.com/wiredx3/Private/ChrisHuffman /Reports ProspectsExport. bt

ice®”, "Colleen }

lack Forest Baking","X

DR

aspect”, "
i Dr.","P.0. Box 5",
. State Sg.m,mn nmom
gbird Lane","","",
Tecoma Dr.”, """,
d.m, ", e meo) pmbus®,
ouse”, "72 Westmead B
Poinsettia

th St. 7

,"Prospect™, -5z3
o2","Prospect”,"423-55

spect”, "7

555-.
rospect", "614-555—

W) Oxford™, "Oxfo:
028", "Prospect”, "4

ses", "Edwa
"Proapect Management”,"
abingbong Trdu

ness Park"”,

n mw npn

g Beach","

", nBrospecth, "
-555-2628"
", "Seattle", "WA", "93155", "Prospect”, "206-

hattan Beac! 3

6", "Prospect”, "

7. Click File, and select Save As.

8. Select to put the text file on your desktop for easy retrieval.
9. Close the window.

10. You can go to your desktop to confirm your file is there.

Viewing the Data in Excel

1. Open Excel

2. Click File, and select Open.

3. Find ProspectsExport.txt on your Desktop, select open.

(Be sure you are showing File name: |

“All Files” in the Files of
type field.)

Files of type: |4l Files (*.%)

Ll Lo

The Text Wizard has determined that your data is Delimited .

A Text I m po rt Wi Zard ap pears If this is correct, choose Next, or choose the data type that best describes your data.

Original data type
Choose the file type that best describes your data:
" Delimited - Characters such as commas or tabs separate each field.
" Fixed width - Fields are aligned in columns with spaces between each field.

Startimportatrow:  [1 =] Fieorgin:  |Windows (ANST) -
4. Dellmlted iS already selected for F‘rElewDfﬁIEC:"DDEumEmsandSEmnqs‘-E\-‘IA‘-DEskmp‘.PrnsrpﬁttjExpur(.lxt.
you, so just click Next.

Cancel Mext > Einish
| J
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7

" This screen lets you set the delimiters your data contains. You can see
how your text is affected in the preview below.

Toute Treat consecutive delimiters as ane
[~ Izb I~ Semicolon
5. |In the Delimiters [~ space [ Other: |— Text gualifier: j i

Section select Comma

Data preview

frce Fet Service Cclleen McCarthy [B25 Cabkby St. B 0. ﬂ
Black Forest Beking [Fristi Elmendorf [Frefenburger Rllee 15
CEQT ock [FLC Lane Fuite
Interactive 3045 N. Cainey
6_ CIICk FInlSh I:'x:e:n.—_.,lcn.—_l Safari [fiv Mee Safari Dr. E_._.-_} L]
Cancel I « Back J Mext = | Einish J
Excel opens the file.
A B c
1 |Ace Pet Senice Colleen McCarthy | 925 Cabby St
7. Click File, select 2 Black Forest Baking Kristi Eimendorf  Grafenburger Allee 15
Save As. 3 |CPQT Dr. Deiter Brock |FLC Lane
4 |Interactive Chris Fierros 3045 M. Gainey
5 |International Safari Vivian Grace 486 Safari Dr.
6 |MegaGadgets Corporation Ethan Camphell |17 M. State St
8. Give the file a name 7 Mockingbird S_n:uutheast Ariel Lorch : 45 Mackinghird Lane
. 8 Modern Electric Supply Thomas Andrews 1919 Tecoma Dr.
and Save it. 9 |MRP Enterprises Edward Moets 6161 Busch Bivd
10 |Prospect Management Emma Francis Prospect House
11 Slamitonabingbong Industries | Kyle YWetmare 3458 E. Poinsettia Dr.
12 |Sloan Heating and Cooling Brandon Sloan 2323 E. Fifth 5t
13 | The Mad House Greg Hart 22 Acacia Ave.
14 Verge Records Theodore Barrett | 4589 M. Taylor St
15
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Creating Labels

\ Example: | want to send everyone at CH Gourmet Gifts a Holiday card.

1. Click on the Report Icon on the Sidebar.

Contact Reports

2. Click on the Contact Report Wizard.

Current Contact

urrent Lookup

3. Inthe Contact Report Wizard Select the template you want to use.

Select a template: | Avery3160.html W
ListCaontact.html

By using the dropdown arrow you can
select from a range of report templates.
You will see a complete list of potential
label templates followed by .html

4. Make the criteria be: Company = CH Gourmet Gifts

Select criteria:

| Mot [T | Company M= | [CH Gourmet Gifts

Avery5161.html
Avery5162.html
Avery5163.html
Avery5163Logo.html
Avery5164.html
Avery5le4Logo.html
CompleteContact.html
Contactactivity.html
ContactExport. html
ContactLabels.html

+

If you click the + next to the free text field, a box listing all of the companies

in the database appears

5. Name the report “Holiday_card.html” Request Report

Holiday_card.html

6. Select the label number you want to printing to start on

Start with Label £
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Click Request Report.. teauest Report |

Wait for WiredContact to generate the report.

Your report appears, and Wired prompts you to change your Page Setup to print
properly. You may want to make a note of the suggested margins. Click OK on the

prompt

CH Gourmet Gifts CH Gourmet Gifts Ernst Anderson

13 East S4th 5t. 13 East S4th 5t. CH Gourmet Gifts

Mew York, NY 10034 Mew York, NY 10034 552 Everett Ave.
Palo Alto, CA 94303

Cecil Carter lane Chan Chris Huffman

CH Gourmet Gifts CH Gourmet Gifts CH Gourmet Gifts

13 East 54th St. 13 East 54th St. 13 East 54th St.

Mew York, NY 10034 Mew York, NY 10034 Mew York, NY 10034

Microsoft Internet Explorer

Allizon Mikola

CH Gourmet Gifts ' E Use File...Page Setup to set your page margins: Left=0.25, Right=0.25, Top=0.5, Bottom=0.5
13 East 54th St. =t

Mew York, NY 10034

lonathan Sommer Sarah Whiting

CH Gourmet Gifts CH Gourmet Gifts
13 East S4th St. 13 East 54th St.
Mew York, NY 10034 Mew York, NY 10034

10. Go to the File Menu, select Page Setup.

Margins (inches)

11. Set the page margins to the suggested sizes. Left: Right: | 0.25

2 Gk 0K -
13. Go to the File Menu, Select Print.

14. Click Print [ oK, ] [ Cancel ] [ Printer... ]
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