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Features And Benefits

5] Please Customize Your Database.

x
Very Big Corporation Bus. Phone 123-456-7890 Don't Solicit |{ij§ NAICS / S.1.C. Code 1987654

m Comp. Line 2 Bus. Fax 123-867-5646 Don't Mail ||| [ c .G ][ Drnlicate ]
Address 1 123 Main Street Website www. verybig.com
- Contact Type Prospect
— | N < sTa00112
et They found this datab: hensi
ey found this database very comprehensive.
| WA i m 98602-1234 We'll meet next week to discuss how to
USA E customize the program further.
First Name 2 —= - 3
Interest Level |GIt0] E Don't Solicit ||l Comp. Title IVP Marketing Call Back Date I 9/11/2010
Birth Month Septemb : MD Extention to Company Phone ||EEE] Call Back Time I 9:15 AM :
NO Bulk Email [ Direct Phone ||[PEREEgiH [ Fr— ][ = ]
Lang. Pref. I|E : Primary Contact Wl Direct Fax 123-456-3888 Sports Golf
— | T | Sales Department Cell Phone 203-343-5621 Sports Swimming
(R - ([ Sports Tenris
First Name || bill@verybig.com
m Last Name ||Sample 5 i W.Sample@another.org
|- Likes to travel by train to his
Salutation Bill golfturnaments.
o oo J oo | Poes ] tor ] oeomior ] o ]
6/6/2010 7/6/2010 Campaign2010 June2010 First Letter
Find Zip Code i L= L=
» 7/6/2010 Personal Contacts | | |Lefter sent Lw | [My New Letter.docx
Find Postal Code % 712412010 = =]
Sample Addr. e
Set First Stop
Set Tab Stop
Set Auto Dup iHistory M 4 20f2 - | & No Filter [ Search I
|Person 1] 1of2 [ | ¥ Mo Filte [ Search i
ICompany 4 10f100 » M} ] % Mo Filte | Search |

The important information about your customer/prospect is visible on one form. One or more
persons can be entered félhe sameorganization.

A —_—

The top partshows(i KS 2 NH I y kniatiof. A e

State/Pravinceas well as the country will be State / Prov. | (CEERES| m [Posuazst

checkedfor validity. The zip and postal code will b T =]
checked for the correct format.

Also, there is a validation table for the city field to help with speed and accuracy when entering

data. Ente @ Q  I<ghker> KrikTabandthe system will insert: VancouverBC¢ Canada in

GKS NBaLISOGADBS FTASETRA FYR Y20Sa (GKS OdzNE2NJ Ay
inserts: Los AngelesCAc USAThis table is easily updataldby you to reflect yar needs.

¢ K S NBr@aboutthis table later.

E f Langley BC Canada v B
g LA Los Angeles CA USA | L2
'¢l Lady Ladysmith BC Canada v |

LB Leng Beach CA USA v |
g Le Lethbridge AB Canada v |




DoubleclickingontheWb 2 fie®i&vid open a larger forrfor you tomore easilyead and enter
the information.¢ KA & A & { NIt compaNypersorthisiGygpart okthe form.

2] Notes e

They found this database very comprehensive. We'll meet next week to discuss how to customize the program further.
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the organization.
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you can analyze later how weibur advertising was received.
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You categorize yowrustomersLINR & LISOGa Ay i 2 NAYGSNBQTZ WCdzy R

The sky is the limit.

-
2] Groups for Companies X
| Group ID Groupltem | Description | AllowMutti

Category Database Development - Sample ONLY - Developing databases in MS Access 2007 and up True
Category Dataprocessing - Sample ONLY - Manipulation of data True
Contact Type Customer Customer False
Contact Type Prospect Prospect False
Job Type HumRes - Sample ONLY - Human Resources False
Job Type Mkt - Sample ONLY - Marketing False
Job Type Upper - Sample ONLY - Upper Management False
Product Beef - Sample ONLY - Beef True
Product Chicken - Sample ONLY - Chicken True
Product Pork - Sample ONLY - Pork True
Source D&B - Sample ONLY - Dun & Bradstreet False
Source ST20040112 - Sample ONLY - Seattle Times January 12, 2004 Ad False
Source YPGOL - Sample ONLY - Yellow Pages Online False

Selected liems

Contact Type Prospect
Source ST20040112

To select an item 'Double Click' the item in the box
above.

To remove an item from your 'Selected Items' list
‘Double Click' the item in the box to the right.




The abovdorm showsthe groups created by youDouble Click the item you want in the top

LI NI 2F GKS F2NX¥O® ¢KS AGSY gAff aK2g dz2lJ Ay GK
52dzofS /tAO01 Iy AGSY 2y GUKS W{StSOGSR LiSYAaAQ
from the company or person.

A 2 s oA

¢tKS W{StSOGSR LGSYaQ tAad NBLINBaSydGga |tf 3IANRdz

X
Edit exsting groups or create new ones by clicking the but

which will opena new form. B [ createiEat Groups ]

Groups on the persoform function the samavay.¢ KSNBE Q& Y2 NB | 6 2dzi 3 NP dzLJ

Projectsand Itemson 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 clickingonthe p®jé FA St R g Af fand2 LISY a @

KS
formforyoutoedit¢ KA & KIF LISy a hb[, AT @2dzQNB | dzi K2 NR |

N>

5| Projects And Items [ =

lPersonal Contacts Delete
IAII persenal contacts.

Item - Description - |
Callmade fil?hrone call made to the customer.
Call Received |Phone call originating from customers.
Email received | From customers.
Email sent |Send to customer.
Letter sent ErAIl Letters sent.

i
Hltems ] 10f5 > Mob I S : ISearch

Project 4 < 10f2 | » M b= | W o Filter | [Search
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==| More Info =

BRI || ClickW a 2 NB wilLsioW vien this record was
Company 1D |f @ ‘| entered first, last changed, who did it and the

| AZ record ID for the company, the currently
Entry Date | 202003 Il displayed person and the current communicatic
[EESCICUrCl | 7/22/2010 3:15:25 P historyif there is one.

son Information_

Searching made easy

Search For |

— Search by ID number, Company, ldate, First Name, Email, Phone or
Fax, Zip or Postal Code provides easy access to any customer/prospec

ID# information in the database.
Except for the I[humbe_r, which has to be ent_ered completely, just type a
character or two and click the button accorditigwhat you wart to search
for and an index will open for you.
Example: ¥ G SNJ WYAQ YR KAG W[IF&G blY
Zip 1 Fad yIryYyS (KlcBeebBeloW NIia A GK WYRAC
—
(EI Last Name Index )
Last Name - First Name - Company v Address v City v | a
Klack K PO Box 4387 Vancouver
Labrador L. 123 Cold St. Delta
Last G. Last Not Least Inc. 234 66th Ave. Vancouver
MacThis L Western Ball Park 445 Ball Park St. Delta
Memogombo Q Notocambo Corporation 465-2345 W. Eastern Dr. | Vancouver
Mia Cara Car Venture Ltd. 21 Fast Dr. Vancouver
Miller Betty Street Vendor Assoc. 123 River Rd. Vancouver ]
Miller Bob Miller & Sons Inc. 234 56th St Langley
Millar Frad Millar £ Qane Inn 192 Millar Wanr Nalta 2

Double Click or hit <Enteeny entry you want to display. If the person is not found and you
want to create a new record just hit <F@hich 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.
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Call Back ) a Call Back Date || er1/2010
persons where you entered a date e Facs
, and time when that person — ' -

wanted to get called back.

¢KS waRnDtadziizy aK264a8 |y AYRSE 2F LISNE2ya 6K2
emailor 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.

—
Entry Date || Done Date Project _ Description
| 2 6/6/2010 71612010 Campaign2010 a June2010 First Letter

Sending a contract, sales letter or other communication by mail or email | IEZETREN

the personshown on you screen is done with the click of a button. Just cI

the appropriate button and the respective form will open.

FE Merge Document x

1. Check to have this action recorded in the 'History'.
2. Select your document.

3. Click 'Merge Document' or 'New Document'. This same form is used to
merge a single name and
Notes address with a document

A temporary file will be created in the folder where your as well as hundreds or
document(s) are stored. The folder will get the focus. thousands of addresses.

There you will have the opportunity to merge the document to a

printer, to email or to a new document with a new name for later When 9IE(:tlng from a

printing. query the form will show
s T e you an additional option to
€ temporary rie wi € deleted when you €x1 IS Torm. R 2 é, 2 | é, é 2 d;

Record Document Name in History | Select Query {_, e
ettt Duadieit ta

LabelsAvery5162.docx

m;’x‘g”a”t;zt;:;ggg Also optionally, you can
Quote and Contract.docx have this action recorded

automatically in the
communicatiorhistory.

[ Salutation ][ New Document ] [ Merge Document ]
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used to send a single email or to send email to a group opleein 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 persoror 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:

T 9YFAfa OFyQli KIFEGS || tAYy]l] 6AGKAY GKS YSaal 3

1 The number of attachments is limited to &0arge attachments are slow to process.
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links BUT NO pictures or graphics.




