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Features And Benefits  

 

 
 
The important information about your customer/prospect is visible on one form. One or more 
persons can be entered for the same organization. 
 
The top part shows ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƛƴŦƻrmation. 
State/Province as well as the country will be 
checked for validity. The zip and postal code will be 
checked for the correct format. 
 
Also, there is a validation table for the city field to help with speed and accuracy when entering 
data. Enter ΨǾΩ ŀƴŘ Ƙƛǘ <Enter> or <Tab> and the system will insert: Vancouver ς BC ς Canada in 
ǘƘŜ ǊŜǎǇŜŎǘƛǾŜ ŦƛŜƭŘǎ ŀƴŘ ƳƻǾŜǎ ǘƘŜ ŎǳǊǎƻǊ ƛƴǘƻ ǘƘŜ ȊƛǇ ŎƻŘŜ ŦƛŜƭŘΦ ¢ƘŜ ǎŀƳŜ ƛǎ ǘǊǳŜ ŦƻǊ ΨƭŀΩ ǿƘƛŎƘ 
inserts: Los Angeles ς CA ς USA. This table is easily updatable by you to reflect your needs. 
¢ƘŜǊŜΩǎ Ƴore about this table later. 
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Double clicking on the ΨbƻǘŜǎΩ field will open a larger form for you to more easily read and enter 
the information. ¢Ƙƛǎ ƛǎ ǘǊǳŜ ŦƻǊ ΨbƻǘŜǎΩ ƻƴ the company/person/history part of the form. 
 

 
____________________ 

 
¢ƘŜ ŦƛŜƭŘ Ψ/ƻƳǇŀƴȅ DǊƻǳǇǎΩ ƎƛǾŜǎ ȅƻǳ ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ǎǘƻǊŜ ǎƻƳŜ ŦǳǊǘƘŜǊ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ 
the organization. 
 
You ran an ad in a {ŜŀǘǘƭŜ ƴŜǿǎǇŀǇŜǊ ŀƴŘ ǘƘƛǎ ŎƻƳǇŀƴȅ ǊŜǎǇƻƴŘŜŘΦ ¸ƻǳ ŜƴǘŜǊ ǘƘŜ Ψ{ƻǳǊŎŜΩ ŀƴŘ 
you can analyze later how well your advertising was received. 
 
¸ƻǳ ŎƭŀǎǎƛŦȅ ȅƻǳǊ ŎƻƴǘŀŎǘǎ ƛƴ ǘƘŜ ŘŀǘŀōŀǎŜ ŀǎ Ψ/ǳǎǘƻƳŜǊΩ ƻǊ ΨtǊƻǎǇŜŎǘΩΦ 
 
You categorize your customers/ǇǊƻǎǇŜŎǘǎ ƛƴǘƻ ΨtǊƛƴǘŜǊǎΩΣ ΨCǳƴŘǊŀƛǎŜǊǎΩΣ ΨaƻƴŜȅ aŀƴŀƎŜǊǎΩΣ ŜǘŎΦ 
The sky is the limit. 
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The above form shows the groups created by you. Double Click the item you want in the top 
ǇŀǊǘ ƻŦ ǘƘŜ ŦƻǊƳΦ ¢ƘŜ ƛǘŜƳ ǿƛƭƭ ǎƘƻǿ ǳǇ ƛƴ ǘƘŜ ƭƻǿŜǊ ǇŀǊǘ ƻŦ ǘƘŜ ŦƻǊƳ ǳƴŘŜǊ Ψ{ŜƭŜŎǘŜŘ LǘŜƳǎΩΦ 
 
5ƻǳōƭŜ /ƭƛŎƪ ŀƴ ƛǘŜƳ ƻƴ ǘƘŜ Ψ{ŜƭŜŎǘŜŘ LǘŜƳǎΩ ƭƛǎǘ ǿƛƭƭ ǊŜƳƻǾŜ ǘƘŜ ƛǘŜƳ ŦǊƻƳ ǘƘŀǘ ƭƛǎǘ ŀƴŘ ŀƭǎƻ 
from the company or person. 
 
¢ƘŜ Ψ{ŜƭŜŎǘŜŘ LǘŜƳǎΩ ƭƛǎǘ ǊŜǇǊŜǎŜƴǘǎ ŀƭƭ ƎǊƻǳǇǎ ƛƴ ǘƘŜ ǊŜŀƭ ŎƻƳǇŀƴȅκǇŜǊǎƻƴ ƎǊƻǳǇΦ 
 

Edit existing groups or create new ones by clicking the button 
which will open a new form.         

 
 
Groups on the person form function the same way. ¢ƘŜǊŜΩǎ ƳƻǊŜ ŀōƻǳǘ ƎǊƻǳǇǎ ƭŀǘŜǊΦ 

____________________ 
 
Projects and Items on the history part of the form are slightly different. You find the project 
first and then select an item from the list. 
 
Holding down the control key and clicking on the projeŎǘ ŦƛŜƭŘ ǿƛƭƭ ƻǇŜƴ ǘƘŜ ΨtǊƻƧŜŎǘǎ and LǘŜƳǎΩ 
form for you to edit. ¢Ƙƛǎ ƘŀǇǇŜƴǎ hb[¸ ƛŦ ȅƻǳΩǊŜ ŀǳǘƘƻǊƛȊŜŘ ǘƻ Řƻ ǎƻΦ 
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CƻǊ ŦǳǊǘƘŜǊ ŜȄǇƭŀƴŀǘƛƻƴǎ ƻŦ ǘƘŜ Ψ5ŀǘŀ 9ƴǘǊȅΩ ŦƻǊƳ ƭŜǘΩǎ ǎǘŀǊǘ ŀǘ ǘƘŜ ƭŜŦǘ ǘƻǇ ŎƻǊƴŜǊΦ 
 

 

 
Click ΨaƻǊŜ LƴŦƻΩ will show when this record was 
entered first, last changed, who did it and the 
record ID for the company, the currently 
displayed person and the current communication 
history if there is one. 

 
 

Searching made easy 
 

 

Search by ID number, Company, Last Name, First Name, Email, Phone or 
Fax, Zip or Postal Code provides easy access to any customer/prospect 
information in the database. 
 
Except for the ID number, which has to be entered completely, just type a 
character or two and click the button according to what you want to search 
for and an index will open for you. 
 
Example: eƴǘŜǊ ΨƳƛΩ ŀƴŘ Ƙƛǘ Ψ[ŀǎǘ bŀƳŜΩ ǿƛƭƭ ŘƛǎǇƭŀȅ ŀƴ ƛƴŘŜȄ ƘƛƎƘƭƛƎƘǘƛƴƎ ǘƘŜ 
1st ƭŀǎǘ ƴŀƳŜ ǘƘŀǘ ǎǘŀǊǘǎ ǿƛǘƘ ΨƳƛΩ ς see below. 

 

 
 
Double Click or hit <Enter> any entry you want to display. If the person is not found and you 
want to create a new record just hit <F6> which will give you an empty screen. 
 
This is an excellent way to find what you were looking for and to avoid having duplications in 
your database. 
 
bŜȄǘ ǿŜΩƭƭ ƭƻƻƪ ŀǘ Ψ/ŀƭƭ .ŀŎƪΩ ŀƴŘ ΨCƻƭƭƻǿ-ǳǇΩΦ 
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 Ψ/ŀƭƭ .ŀŎƪΩ ǎƘƻǿǎ ŀƴ ƛƴŘŜȄ ƻŦ 
persons where you entered a date 
and time when that person 
wanted to get called back. 

 
¢ƘŜ ΨCƻƭƭƻǿ-ǳǇΩ ōǳǘǘƻƴ ǎƘƻǿǎ ŀƴ ƛƴŘŜȄ ƻŦ ǇŜǊǎƻƴǎ ǿƘƻ ƘŀǾŜ ōŜŜƴ ǊŜŎŜƛǾƛƴƎ ŀ ǇǊƻƳƻǘƛƻƴŀƭ 
email or letter etc. It could be a collection of business cards from a seminar or other event. This 
would have been recorded before in the communication history. 
 

 
 
Sending a contract, sales letter or other communication by mail or email to 
the person shown on you screen is done with the click of a button. Just click 
the appropriate button and the respective form will open. 
 

 
 

This same form is used to 
merge a single name and 
address with a document 
as well as hundreds or 
thousands of addresses. 
 
When selecting from a 
query the form will show 
you an additional option to 
Řƻ ǎƻ ŀǎ ȅƻǳΩƭƭ ǎŜŜ ƭŀǘŜǊΦ 
 

 
 
Also optionally, you can 
have this action recorded 
automatically in the 
communication history. 
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¢ƘŜ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ƻŦ ǘƘŜ Ψ9Ƴŀƛƭ aŜǊƎŜΩ ƛǎ ǎƛƳƛƭŀǊ ǘƻ ǘƘŜ Ψaŀƛƭ aŜǊƎŜΩ ƛƴ ǘƘŀǘ ǘƘŜ ǎŀƳŜ ŦƻǊƳ ƛǎ 
used to send a single email or to send email to a group of people in which case there would be 
an option to select a query accordingly. 
 
You can use the space provided to compose a new email just for this 
one person or select from previously stored emails. Also, creating new 
or editing existing emails is made easy. 
 

 
 
This is most useful when sending email directly from your database. However, there are some 
limitations: 
 
¶ 9Ƴŀƛƭǎ ŎŀƴΩǘ ƘŀǾŜ ŀ ƭƛƴƪ ǿƛǘƘƛƴ ǘƘŜ ƳŜǎǎŀƎŜΦ 

¶ The number of attachments is limited to 10 ς large attachments are slow to process. 

¶ {ƛƎƴŀǘǳǊŜ ŦƛƭŜǎ όŎǊŜŀǘŜŘ ƛƴ ΨhǳǘƭƻƻƪΩ ōŜŦƻǊŜύ Ŏŀƴ Ŏƻƴǘŀƛƴ ²ŜōǎƛǘŜ ƭƛƴƪǎ ŀƴŘ 9Ƴŀƛƭ ŀŘŘǊŜǎǎ 
links BUT NO pictures or graphics. 


