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1. Introduction

1.1. CONTACTfile requirements

Congratulations! You have now joined the swelling ranks of CONTACTfile database
users. You will find your new database easy to install, easy to use, and it won’t be long
before you will be wondering how you ever managed without it!

Your database can operate on a standalone PC, or run centrally on a computer network.
You can also use CONTACTfile in the cloud if you wish. It runs within Microsoft Access
(2003 or later) or Microsoft Access Runtime (supplied free if requested), and if it’s on a
network it can be used concurrently by many people. Note that the software requires, as a
minimum, Windows 2000 operating systems and a screen resolution of 1024x768.

1.2. CONTACTfile family of contact databases
There are two main versions of CONTACTfile:

I. CONTACTfile CRM caters for anyone working from the office, and want to
store mainly business contacts. It works equally well if you are working from home,
and want to store mainly personal contacts.

2. If you want CONTACTfile to assist you in marketing, quoting or invoicing, then
choose CONTACTfile Pro.

Also, if you are not using the cloud version, you may find the option to link with Office
Outlook and Word templates particularly useful. Both versions of CONTACTfile carry out
the following functions:
e Store details of your contacts; where they live and where they work.
o Flag each person according to type (whether they are part of the family, or your golf
club, for example) and group them in unlimited ways.
e Construct focus groups — a collection of contacts who have something the same
about them (such as the same postcode district)
e Produce label sets for each or all of them and/or alphabetical lists for you to keep by
the phone.
e Automatically keep track of your communications.
e Export data to Excel, so it can be used (for example) with Word for mail merge.
e Construct a string of email addresses to send emails to groups of contacts.
e Send SMS text messages to one contact or a group of contacts.

Once you are established with CONTACTfile CRM or Pro, you may like to extend your use
of the program by taking one or more of the CONTACTfile add-ons. These are:

e HelpDesk
e Payslip
e Club

¢ Document Manager

Any combination of these add-on modules is available in CONTACTfile. Please see other
manuals for the instructions for these.

CONTACTfile CONTACTfile
CRM — Pro
/ \ The
Your contact dat CONTACTfile
CONTACTfile extended family

Basic @ of add-on

modules

CONTAGIIE
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2. Getting Started

2.1.

Starting up

The installation process (see appendix) will automatically create a shortcut on your desktop.
Double-click this shortcut or, or use the Programs list, where ‘CONTACTfile’ will be listed as
an option.

2.2,

Choosing your add-on modules

The first time you use CONTACTfile, a dialog will be offered that will ask you to decide which
modules you would like to try out. This decision can be changed at any time!.

Choose your software

Software Preferences

What you would like to be included in your software licence
{Selections can be altered at a later date):

Standard options:
Basic WV crRM [~ Pro
Add-on modules:

W Document W Club W HelpDesk
Manager

Reset

CONTACTfile CRM, for organised and effective customer relationship management.
CONTACTfile Pro, for marketing, pricing quotations, invoicing afterwards, and a
tracker for managing the work you do.

CONTACTfile Document manager, for keeping track of documents as they are
constructed and revised.

CONTACTfile Club, for running a club or society, and in particular for keeping
track of membership payments.

CONTACTfile HelpDesk, for ensuring that you manage your customer aftercare
properly.

CONTACTfile Payslip, for recording hours worked and generating payslips on a
monthly basis.

Choose the add-on modules you require, as appropriate, and click OK. If unsure, just leave it
with only the Basic and CRM option for now.

' If you change your mind within the initial |5-day trial period there will be no charging implications. If
you change your mind after purchase, a new passcode will be required and a further payment may
therefore be due.
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2.3. Setting up

When using for the first time, the setting-up wizard will start automatically. Here you can
enter general information about you and your organisation. Enter the name and other details
as shown.

Step I: About you and your organisation

'Setting Up: database defaults

Licencee Details

User type: * Company { Personal MName: The Tops Ltd

Address |12 High Street | Tel: {01234 557890 |
Fax: | |
Website: |http :/fwww.thetops.co.uk |

Town: Any Town
N - 7 i< hirc ~] Licences purchased for: pPC
Pestcode:|EE33 4RT
Title: j' Address format  County, Postcode
Forename: [Margaret | " State, Zip Code
R [ty | = Region (NZ), Postcode
Date format: = DD/MM/YYYY
& MM/DOYYYY
Email address: [margaret@thetops.co.uk |
Mobile: [¢47787 123456 |
International Access Code:
Logo should be in BMP ar IPEG format. If
the upload is unsuccessful try reducing the
image size.
Set passcode | Previcus | Mext ‘ Firis I

Enter organisation name, taking care to type it with correct capitalisation, as this will be used
for licensee registration later on. Enter your name, your address and telephone number and
fill in the remaining fields appropriately.

If you wish to have your own logo on the main menu and on selected printouts:
e Prepare and save a bitmap image of your logo (*.BMP or *]PG), which can be up to 80
pixels? or 2.4 cms square.
e Click Upload. Browse to where your logo image has been saved, select it, and click
OK. Click OK again, and the logo will display in the box on the left.

Click Next to go to Step 2:

2 If the logo is larger than this, the bottom and right-hand edges will be cropped.
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Step 2: Grouping

There are two main ways of grouping your contacts. The first is to categorise individual
people, and the second is to categorise organisations as a whole. You need to be clear about
this distinction, as it is often confused; a person can belong to the ‘Accountant’ group, whereas
‘Accountancy’ is a label you would apply to the business as a whole. A person working at an
‘Accountancy’ may or may not be an accountant.

Licencee Details

The Tops Ltd

12 High Street Te [01234 567820

e: | http://www.thetops.co.uk

Any Town
Bedfordshire

de:|5E33 2R T

How would you like to group individual people? For example, 'French speaker' or
‘councillor’. Enter up to 5 ways or leave for later:

1: [Newslstter | 2: [vegetarian | 3: [Diabstic |
4 T | 5: [accountant | (add more groups later)

How would you like to group businesses as a whole? For example, ‘financial' or
'restaurant’. Enter up to 5 ways or leave for later:

1: [Bank | 2: [accountancy | 3: |[Restaurant |
4: [Supplier | 5: [Localtraded | (add more groups later)

If you prefer to leave this until later, that’s fine.

If you have chosen to take add-on modules, there may be many more steps to go through.
The setting up for different add-on modules is covered in the appropriate section. Click Next
to go to the last step.
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Step 3: Backup

The wisest of us might forget to backup our data occasionally, but with CONTACTfile you can
set the system to impose discipline (if you feel this would suit you). The system will tell you
where your CONTACTfile data is currently stored, and will assume that this is what you need
to copy. If this is not what you want, click the ‘Browse...’ button to change it.

Setting Up: database defaults

Licencee Details

User type: ™ Company !  Personal Name: The TOPS Ltd

Address: |12 High Street Tel: 01902 123456
Fax: 01903 412667
Website: | www.thetops.co.uk |
Town: Any Town z =
! Licences purchased for: 5
County: |2ny Shire -
Postcode: AN1 3FT

Backing up

The data is currently stored in:
C:\Documents and Settings\Heather\My Documents\CONTACTfileData\CMData’,

Back up everything in folder (includes subfolders):

C:\Documents and Settings', Margaret\My
Documents\CONTACTfileData\CMDatah, Browse.... ]

Make a backup copy in directory:

C:\Documents and Settings', Margaret\My
Documents\CONTACTfileData\CMBack), Browse.... J

Device: CONSOLE

Reminders:
Remind me to back up my data at intervals of E days
Back up my data every time [ open the software 'y
Mo assistance, thank you &

Set passcode | Previous

The system may offer you a directory to copy to, but it is better to choose somewhere on a
different drive if you can.

Finally, choose whether you would like to be reminded to carry out backups, and if so, how.
Step 4: If you are a MailChimp user

MailChimp is a web-based software package that helps you send emails in bulk. It will report
back, too, so you know which of your recipients have opened your email, and who has been
sufficiently interested to have clicked links. CONTACTfile allows you to send contact details
to your MailChimp lists, individually or in bulk.

You will need to enter at least three things from your MailChimp account, each of which can
be copy-pasted into the boxes presented.

I. Your API code —

2. The name of your MailChimp list

3. The code for your MailChimp list
The instructions displayed on this section of the form will tell you how to get these three
items of data. Click the bent arrow to save the list. Repeat the last two items if you have
further lists. Click the dustbin button to remove all your lists; it is not possible to remove
each list separately.
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Setting Up: database defaults

User type: * Company ¢ Personal MName: The TOPS Ltd

Licencee Details

Address: (12 High Street Tel: 01902 123456
Fax: 01503 412667
Website: | www.thetops.co.ulk
Town: iy Licences purchased for:
County: |Any Shire -
Postcode: 2MN1 3PT

If you have a MailChimp account, you can upload your contact details
s directly from CONTACTfile.

=4 Login to your MailChimp account, and follow theze steps:

API code: - Click on your name (top right} and choose 'Account’,
- Click on 'Extras’ and choose 'API' keys,
- Scroll down a bit, and click 'Create 3 key',
- Your new key will be displayed to you, and can be copy-pasted to the box below.

API code:
List - Click 'Lists' on the top menu, and choose the list you wish to upload ta,
name(s) - Click "Settings' and choose 'List name and defaults’,
and ID(s): - Thelistnameis presentad to you on the left, and the List ID is on the right,

- Both names and IDs can be copy-pasted into the boxes below.
- Click bent arrow to save,
- Repeat if you might want to upload to more than one list,

List name: | | List ID: | | m

You have lists entered Default choice: | j w

Set passcode Previous

Final step: System settings

Change the main administrator if appropriate, and enter your SMS Name and password, if you
have them3. Then, if you have arranged to have a website for searching your data, enter the
website address and password. Finally, if you wish, change the default directories to locations

more convenient to you.

When the setting up is complete, you will have an opportunity to | Get the setting to paper

send a report of these settings to the printer. Afterwards, the Print these settings?

Contact Manager will be displayed, and you are ready to start!
Yes

3 An SMS Account can be arranged via your supplier.
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The contact manager

=@ Menu H
@ Fle Edit Vew Insert Fomat Rec m O | Main menu — move to a
@ 5 days remaining convenient position on the
screen
1 selected CONTACT manager View all ‘ New contact ‘ Import conta :
Work with: Searching:
% Contacts/search * Names
€ Focus Ggaups - Groups s . — py——— 5 How you want
paiean e I names =] [Anvahere -] search o Se:mh
" Bulk SMS I~ Show primary Szve Search Typs
Popup display: contacts only
[~ Reminders
[ Communications CoNact List: Sortby /—;lé]
F"PV!E“‘E: ﬂ F C y Town Landline MobileTel Email
Y Oll@ *|\(rgarsucu,- The Teps Lid Any Town 01234 557390 447787 122455 margaret@thetops.co.uk \
What you are working with
at the moment Selected
| > contacts
E Clear

Form View

See a later section for more detail on how the contact manager functions.

2.4.

Popups to show more details of
selected records

Main menu

Menu

The main menu hovers over the main screen,
and can be moved to any position you like. It

X|

consists of five buttons, one of which will be

hidden if you don’t have any add-on modules.

The five buttons are:

w

Close this form and return to the previous one, or (if you have
the contact manager on display, as now) exit CONTACTfile.
Try to get used to using this button instead of the similar one in
the top right-hand corner.

Return to this contact manager-.

Go to the project manager (only with add-on modules)

Show or hide the tools display. Tools are offered for
customising, printing, and exporting data to Excel.

Down arrow to show the full menu options. When opened up,
this is replaced with an up arrow which will restore the menu to
its original size. Clicking on any of the picture buttons will
display a different set of buttons in the central strip. When any
of the buttons are chosen, the new display will be given and the
menu will return to its reduced size automatically.

© ContactMaker Databases Ltd
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Menu

* General
" About...
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Manage contacts

r.- . .
Coemmunications

Group manager

Fing contacts
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Archived contacts

Archived Organisations
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2.5. Logging on

When you used CONTACTfile for the first time, the login dialog was presented only briefly.
But from now on, you will be asked for your name and password.

For this, you need to understand how to use combo boxes. Combo boxes are a way of
offering a set of possible options. Here, we have a combo box for entering the User Name.

User Name: * A combo Box has a downward-
- pointing arrow at the right-hand
J end
Login With combo boxes (until you get more used

— to the software) always click this downward-
CONTACTﬁle pointing arrow first, and the set of options
will display. Normally you wouldn’t type
anything in the box, but if you have a long list
of options and want to find one of them

The TOPS Ltd quickly, you could type the first few letters.

Select your name from this list, and type your

password. The password will be the first
three letters of your forename until you

User Name: R . .

| change it. Click OK, and the program will

open.

Margaret Jolhy
| Pick your name from the Iist|

] _ox
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3. Entering, Editing and Deleting Contact Records

You will be in contact with people as private individuals or through an organisation, or both.
These can be entered into the database one by one or via bulk import.

CONTACTfile differentiates between home and work addresses, and everyone on the
database can have both, as well as an address for their bank. Organisations* can have a
different address for sending invoices.

3.1. Entering a new contact

The New Contact button, at the centre-top of the Contact Manager, is used whenever you
have details for a contact who is not already in the database. Click this button, and a dialog
will invite you to enter outline details of your new contact. There is no need to fill in them all,
but be aware that if you fail to type in a Business name, CONTACTfile will assume that the
address is a private one and not an organisation. Click OK, and the full contact form will be
presented (see below).

Create new contact

MNew contact Mo apostrophes please!

forename and surname
Name: | - | | [Joey Brown |

Business name: |lojo café |

Role/Position: | |

tandline: ||
Hobile: —

Email: |icey@thejojocafe.co.uk

Grouping options:
Add Joey Brown to perscnal group:
I R ]
Add 'Jojo café' to group:

I |+
0K Cancel

As your database grows, you will want to be sure that the person (or their organisation) isn’t
already listed before you go any further.

If you’re at all unsure, start off by typing letters of their name, or of the organisation name,
into the search box on contact manager. Press [enter] on the keyboard, or click Go, and
allow the search to take place. If there are no records found, the computer will offer you two
more buttons, one where your typing is assumed to be part of someone’s name, and another
where the typing is assumed to be the business name.

|-'-'\II names vI |-1'\n'y-'f\-here vI Search |Ercwn ||

[~ Show primary Save Search Type

contacts only

Mo records found. Insert 'Brown' as a new contact or a new organisation? Mew contact | Mew arganisatien |

* Throughout these instructions the terms ‘homes’ and ‘organisations’ are used, but you can refer to
them in any way you wish. See section on custom labelling.
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Create new contact

Create new contact

Name:

Landline:
Mobile:

Email:

New contact No apostrophes please!

forename and surname

- |ﬂ Ercwnl

Business name: | |

Role/Position: | |

L]
L]

New contact No apostrophes please!

forename and surname

Name:

4L

Business name: |Brcwn|

Role/Position: |

Landline: :l
Hobile: —
Email: |

Grouping options:

0K Cancel

Grouping options:

0K Cancel

Clicking ‘new contact’

Clicking ‘New organisation’

When you click OK you’ll be offered a contact form, ready populated with the details you
have provided.

@
& Fie

Edit

New Contact

Popup display:
Remindzrs (0]

Interactions

Documents (0

o W B W

Delete All:

Archiving:

I

Archived [

Aﬂ Communication notes:

Use this button to enter another
person at the same address

Record owner:
Input by/Input date:

Last viewed:

Farm View

Tue 13/01/15 -_a
Organisation record Flick through all contacts ]
‘\EJ Connections:
Salutatian:lJosy Brown |1] Area: - !I Trading as:
Business:|Jojo cafe | Source: - | | VAT Reg Mo: |:|
- Address: Group: VAT exempt: [
* UK format
Tek Year End:
C Ush farmat | | [ CESI=EE
C Nz format o))
Town: - | Fax
County: = | | =
FERTES | CFWersion: -
Country: - :
Double-click label te change
Address Options: & Standard ¢ Invoice (if different)
General erna\l:| | @| Website: | Edit
_!jEmployee details:
itle Forename | Surname Email all contacts below ]
[;’ vj-{sg |[Brown |  Email: fosy@ioiocate.co.uk | @ CONTACTfle User [
Positien: Mobils 2| membership typa: - ®
B | = e o | >
Birthday: | Tel/Ext: Softwars string:

Copy/ paste window:

Copy Baste

Addrass Clear

FLTR

The top half of the contact form is about the home address or organisation, and everything
entered here will apply to all the people who are living or working there. The bottom half of

the screen is about individual people. More people can be added under the same address by
clicking the + button.

Type the address, including the company name if appropriate. Finally, move to the list at the
bottom and type in any other details, such as the person’s email address and/or mobile
number. The More details... button takes you to a page where many more fields relating to

each person are available.

© ContactMaker Databases Ltd
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Sometimes you may be retrieving an address from an Internet web page, or from the
? top of a letter. In these circumstances, it is useful to be able to use the

b, ‘Copy/Paste’ technique to transfer the data. A Copy/Paste window, which
does not save anything permanently, but can be used whilst it is transferred to
the correct field. [Ctrl] + [C] is to copy, [Ctrl] + [V] is to paste.

3.2. Connections and relationships

Sometimes, you may wish to connect one of your contacts with =
another - one contact may serve as an |IT consultant to another, or
might be a client of another. You can also record family relationships in
this way — one contact might be the father of another.

ﬂ Connections:

To enter a connection or relationship, click the ‘Add more connections
to people at this address’ button in the top right-hand panel. A dialog
is presented, where you can define the nature of this connection.

L E

Complete the dialog by choosing the person who is connected with the contact on display, and
by typing in the nature of the relationship in both directions. Here, we have Stephen is Joey’s
landlord, and (consequently) Joey is Stephen’s tenant.

Click OK when done, and you will be

Select further options )
- - - returned to the main screen, where the
Connections for Jojo café data you have just entered will be
displayed.
New connection details: J
L
Brown, Joe - .
Y J Connections:
= ETTIEEEL T landlord: Stephen Howard
Choose from list of: :I
~ addresses
'y ward, 5 = . .
PEESISIES N Howard, Stephen A click on the connection entry
(underlined) will take you to the record
Description:

of the person who is connected, where

%Eggergﬁﬁ,‘:ard Is fandiord B the reverse relationship can be seen.

Joey Brown is J
Stephen Howard's |tE"'E“‘It j

ﬂ Connections:

tenant: Jojp café Joey Brow

DK | Cancel

3.3.  Groups

You will doubtless want to group your contacts, particularly if you are working primarily with
organisations. There are two main ways in which you can group your contacts, which we have
met already in the setting up process:

a. Categories, to group whole organisations or home addresses.

b. Person types or skills, to group individual people.

But we also have:
c. Focus groups, to collect people together for a purpose, usually temporary. See a
later section for details on this.

It is important that you apply the two main types of groupings correctly. Categories apply to
the whole address, so if you have several people listed, they will all automatically belong to that
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category. For example, the term ‘Pet shop’ will provide a
category for an organisation, because everyone listed as
employees must work at the pet shop. Similarly, the term
‘semi-detached’ will provide a category for a home address,
because everyone listed as living at that address will be living
in a semi-detached house.

Categories

In the top half of the contact record, select the category you
want from the dropdown. Click the bent down-arrow to
add it to the list below. Repeat to add more categories.

If you need more category types than you entered during
the setup process, click the + button, and the list of
categories will be displayed. Enter your new one in the box
at the top, and click the best down arrow to add it to the list
below.

The new category will automatically be allocated to the
address on display.

Personal groups

Organisation Type:

Online Ordering
Pst =hop

Photographer
Reztaurant
R=tail

Sporiz

Categories

Add new |custcmer|

2

CACACAC]

(%7}
=

3

Category |
Accountancy |
Bar Category:
w |Rsataurﬂnt | - m
| [Custamer [-]
=B -1

The Personal groups... button is in the left panel as one of the optional Popup displays. Put

a tick in the box, and the skills or types popup is displayed.

Skills, interests and types of person

Personal groups

Popup display:
. MName
Remingers (0]

Personal group

@ =

Interacticns

Diocuments (1)

Allotment Society
Golf club member
Winter

Zersonal groups

171717

Focus groups

Using one row per person grouping, select the person in question, and the skill interest or
type they possess. The groups offered will be those you have entered previously, but if you
want to add more at this stage, click the + button. Close the popup when done.

When adding more types, notice that a favourite type ‘Newsletter’ has been

marked. This enables you to quickly add people to your favourite category, by

.

clicking on the person’s record. See the section on Customising (part of the Pro

module).
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3.4. Archiving and deleting contact records
Archiving

People and their addresses can be archived separately, but addresses cannot be archived unless
all the people working or living there are also archived. Archiving a person results in the
deletion of all reminders, their removal from campaigns and focus groups, and exclusion from
all searches and exports.

When the using the database normally, only the ‘active’ (non-archived) addresses and people
are on view. All non-active or archived addresses and people are hidden from view. An
address should be archived if it ceases to exist or if no-one on the database lives there, or if it
is of no concern to you. A person should be archived if they have expressed a wish to be no
longer contacted by you.

To archive individual people, and leave the address un- More de
archived (with everyone else who lives or works there

also un-archived) put a tick in the archive box in the Archive Contact[™
More details (see below) screen for that person.

To archive the address and everyone who lives or works there, put a
choose the reason from the dropdown in the left panel. An address
cannot be archived without the people being archived too.

Deleting

You are advised NOT to delete addresses or people unless you are sure it has ceased to be
relevant. If the whole family or organisation moves to a completely new address, overtype the
recorded address with the new one. If there is history, or if you think the person may be in
touch in the future, it might be better to archive.

Two types of delete need to be considered here; do you want to delete the contact (person)
or do you want to delete the whole address, with everyone who lives or works there?

Title Fnrename| Surname |

To delete individual people, and leave the address intact
(with everyone else who lives or works there) click the [#@  =lioey  Brown |
dustbin button against the person record. Position: | |

E Birthday: I:l

To delete the address and everyone who lives or works there, click the S—
dustbin button against the address, at the top half of the contact screen. e v
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3.5. More about each person

The More Details... button on the right edge of the person record takes you to the ‘Person
Details’ form, where you can enter much more about each person.

= Tue 13/01/15 - 10
ue
& fle  Edit lEI_ h E| : Sl
More details: business contact = —I—‘
Archive Contact[™ | 7
Mame: Joey Brown Home Address Worle Kdress Bank
R — - 4
Company: [Idxcafé \ T |
Photo: Photo location: Address: \
\ QTS
No \ C usa
Photo Town: AN Nz
County: ;] 1
Postcode: ] &7 Cli
e — ick one of
Erowse.. Clear Country: -
B these tabs to
Dateofbirth:| | Al Photograph || view home ,
Gender: -] -] Chengeot & Edit this address work, or bank
| Empleyer  © id new work address address
Customisable Fields: {double-click label to change) et frtm i g vtk e
Facebook: ™ wWork address no longer known
Twitter:
Sleype:
Home email: |Jc5y@,|njccafs co.uk | @ Copy/paste window
Work email: ‘ ‘ @
Using: Work address  chage= | Home email
Gift Aid declaration: Staff:
Season: -
Hair colour: T Date: Make staff ]
Type: Staff code: ‘
Record owner:
= NI Number:l | UTRY | |
W vi S Additional Info:
Input by/Input date: i
iy | I g o
T T Date met: _L_J
Form View \
When there are
two email
Custom fields addresses,
choose which
you’d like to use
Photographs

Photographs are not stored within the database structure, they are each stored in a separate
file, in a directory of your choice, and the location of the file is saved instead. Your CMDocs
directory within your CONTACTfileData directory? is the default, but this can be changed on
the ‘Setting Up’ form. To insert a photograph, click the Browse... button, select the image
file you require, and click ‘Save’.

Date of birth

It is important to note that if you have entered the birthday on the main person record, the
date of birth will carry the day and the month of birth, but not the year. The year will default
to the current year (when the data was entered) and should be modified if possible.

> This is the default location of your program and data files, and can be found in your user area. The
Setting Up form (viewable from the Set Database defaults section on the main menu) will show you
what this is for your own computer.
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Person’s work/home address

Three addresses are allowed for each person, a home, a work and an address for their bank.
the first address entered is a home address, the work address can still be entered, and visa-

versa. Click on the address you want, and
edit as required. New addresses will be

saved automatically.

A change of employment or moving

house

Editing the business (or home) address
directly will result in everyone at that
business (or home address) moving to the
new address. If one moves from one job to

another, the address needs to remain as it is

for everyone else who is working (or living)
there. But for this particular person you can

choose to type a new address, or select
from those already in the database. Select
from the options at the top appropriately.

3.6. Documents

Home Address Work Address | Bank |
Address:
TS
" usa
Town: Nz
County: | Tel:
Country: [UK ;I [ Save address
Enter &
home % Add new home address
address " Zelect from existing home addresses

When dealing with people, other items of electronic material (documents, Excel files, web
pages, emails) may be relevant to your records. For example, an employment agency may wish
to attach a person’s CV to their personal record. The facility to attach documents is provided
using hyperlinks, and can be reached by clicking the Documents button in the left panel on

either the Organisation or Home forms.

&3 Documents for Jojo café

Documents

Date I Contact Involved

-] Browss., ‘

“ 1201415 H

Hyperlink

Documents

Initially, the popup will be blank

Cate Contact Involved

Diocument reference

except for a box waiting for

“ 1201415

Brown, Josy

e ]| 3

you to choose the contact that
the document relates to, and a
browse button to select the
document itself.

Once these have been entered, a bent down-arrow will be displayed. Click this to save the

document link.

& Documents for Jojo café

Documents

Diacument reference

_L] Erowse... I

Date ] Contact Involved

|| 120115 ||

Location

Hyperlink

1301ME |[Brown, Josy

@

_L”C\."Scan.jpg

| |.r Documents\CONTACTfileData\CMDocs\| ACTfileData\CMDocs\CWScan.jp

Edit

“ -

The document record, once saved, will consist of several items as shown. Click the underlined

hyperlink to open it.
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4. The Contact Manager

41.

Overview

The Contact Manager has been designed to allow you to do most commonly-used tasks.
Search for someone and view their details
Construct focus groups (part of Pro module — see Pro section)

Create individual or bulk email address strings

Send individual or bulk SMS messages
Be reminded about things
Record your interactions
See the list of projects (only with suitable add-on modules)
Use the Tools for printing and exporting

Once you have entered a few contact records the Contact Manager will look something like

this:

@
& ml

Edit Wiew Insert Format

Records Tools  Window

Help

Other forms via menu

149 selected
[ ]

Work with:

Searching:

CONTACTManager

View all

‘ New contact ‘ Impor‘tcontacts‘

Menu

[]

| |

Form View

Methods of searching
% Contacts/search * Names 4/
" Focga G G :
~ E:”ck Em;im::s - Ard‘::::::ed [Name and company ;I [2nywhere ;I Search for: | , ‘
" Bulk SMS Ch h t I~ Show primary Sawve Search Typs
Popup display: ange wha contacts only
vou want to do
[ Reminders
[A Communications Contact List: Sortby |surname .IQ A
Ely,l’paste: ﬂ FullName CompanyMName Town Landline MobileTel Email
¥ B @] | Pritp woos Open this contact |
v E @ * Adrian Winter record '
Y 3 @4 92188 ]
v 9] Chiristine Whibley 0423 886007 . '
¥ 81| @] | Ty s | Tools fc?r_prlntlng,
¥ Bl @[ | 4fan Treves Brown Have only this contact ~ f: | customising and
E in popup displays and 2 | exporting
o 3@ put to copy/paste d
3@ % window
g Clear I ¥ O3l @] s |4
¥ Bl @] v sean stepto
= 7= e P
Tick to display talard -
further data in o
popups
v ﬂ @ =
Y3 e 01602 865538
v @l @ nane 290210 fod |

<

The form has four main ways of working:

a.

c.
d.

Contacts/searching: Viewing the list of contacts you have in the database, searching
the list in different ways, viewing the whole contact record, and initiating emails or
SMS messages;

Focus groups: Using the searches to identify particular people you want to deal with
for a stated purpose. Maybe you have a meeting to arrange or a campaign to run.

Bulk emailing: Using the searches to list the people you want to email.

Bulk SMS: Using the searches to list the people you want to send a text message.

Each of these functions work in combination with searching the contact list and are described
in more detail in the following sections. The Tools can also be used to customise the display,
print resulting lists in various ways, and to export the selected data to Excel or MailChimp.
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4.2. Contacts/Searching

The top section of the Contact Manager is where searches can be defined.
Names

Initially, the display will request a search on someone’s name, but there are many other types
of searches available to you. Type letters from the person’s name or from the company name
and press [Enter] or click Go.

Searching:

v MNames

" Groups \ - Rp— Amvwher :
o e Name and company ;' |—\| ywhere ;' Search for: | ||

[~ Show primary Sawe Search Type

contacts only

Groups

Choose the ‘Groups’ option on the left-hand side, and group options will be displayed:
Searching: ¢ Type of person (" Areas ¢~ Categories v|
" Names " Sources (~ Focus group " Most used Accountant Skill
¥ Groups Ciabetic S{!II
" Advanced T S*!”
Member Shill
= Al contacts ¢ With email ¢ Neemaill ¢ With mobile  No mobile Newsletter Skill
Vegetarian Slall

All of these request a list of people belonging to a different group. Each works in a similar way
— choose the type of grouping you want, then choose from the dropdown list the exact group.
The set of options are used in combination with the options at the bottom, so that you can,
for example, search for all your people in the allotment society who have a mobile number.

Advanced

Choose the ‘Advanced’ option on the left-hand side, and further options will be displayed:

Searching: + Characters ¢ Giftaid ' Saved regular searches Choose figld: Perzon detail | :I
. . e L Add detail
¥ L= ~ Invalid emails ¢ Tel number " Extract Specifications Fenress ost
~ Groups X X .
" Not communicated in the last days Search for: | | Go |

&  Advanced

I~ Show primary Sawe Search Type

contacts only

e Letters in field: To find data stored in any Person or Address field. Choose
whether you want fields about the Person or Address, and type the data you need.

e Saved regular searches: As you do your searching, the save specifications can be
saved. Use this option if you want to repeat previous searches.

e All people at...: Differentiate between people at home or work addresses.

e Extract specification: Part of the Pro module — see Pro section.

Primary contacts only

As it stands, the program will return a list of people who match the search criteria. So if you
have a company with many employees and that company is included in the search results, all
the employees will be listed. If you wish to see just one — the primary contact — (so that each
row in the results will consist of a different address) tick the ‘show primary contacts only’
box.

4.3. Saving searches

While you are carrying out searches, you have the
opportunity to save them for use another time. To Search [Brown I
save the search, click ‘Save search type’.

— Show primary Save Search Type

contacts only
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. Name is
A default name for your search will be
offered, but you can type in your own name Please confirm the name for your search
if you prefer. A successful save will result in Cancel
a SAVED message displayed below, on the
right.
|Name_Brown|

4.4. Focus groups

Focus groups are more flexible groupings that can be used to hold groups for purposes that
are more temporary, such as running a Lead Generation Campaign, or for organising an event.
This is part of the Pro module, and is covered in the notes relating to Pro.

4.5. Bulk emailing

Bulk emailing is sending the same (or similar) email message to many people. CONTACTfile
does not compile the actual email — it is assumed that you already have software for doing this.
It manages the process of identifying who must be included and prepares the way for sending,
whichever system of emailing you might be using.

\ where you are using a web-based emailing service such as ‘Constant Contact’ or
‘MailChimp’, where the contact data needs to be uploaded to the site first.

? You might also consider using advanced data extraction of email addresses, particularly

Click ‘Bulk emailing’ at the top of the left panel on Contact Manager, and the screen is
arranged in two halves - the top half is for making a selection and the bottom half is for
managing and creating your email list.

Email Addresses overview

CONTACTfile can be used to generate continuous lists (known as ‘strings’) of email
addresses, for use in this way. The string can carry all the email addresses you need,
probably those of a defined group. Once generated, you can ‘Copy-Paste’ them for

use in any email program you like!

However, if you have a great number of recipients it is best to restrict the number of
email addresses in one email to 20, as this will avoid you being labelled as a generator
of spam! Send duplicate emails to different blocks of recipients or use a web-based
emailing service and export the data you need.

Deciding which email address to use

Every contact in your database may have two emails, one for work and another for
use at home. Both can be entered in the ‘Person details’ screen. It wouldn’t be
appropriate for your contacts to receive an email from you twice! So in automatic
routines, CONTACTfile only makes use of one of these, but you have the freedom to
say which it will be.

By default, CONTACTfile will choose the first one you’ve entered. If you enter a
second email and would like this to be the one used, change this in the More details
section of the person’s record. In the image below, the work email is being used,
click the Change button to use the home email instead.

Home email: |jc512?@hctmﬂil.ccm | e |

Work email: |icev@ijojocafe.co.uk | @ |

Using: Work address  Chznge | Work email  Changs
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Selecting who will be a recipient

In Contact Manager, use the searching techniques described previously to find the set of
recipients you need. Once you have the selection the list will be used as the basis of email
address-string generation.

Creating a single email address string (one email to be sent to many people)

Choose to work with: Bulk emailing in the options in the top left-hand panel. In the lower
half of the screen:

¢ Enter a Subject (only needed if you wish to record this as a interaction).

¢ Under Sending format, elect to send all emails together.

e Click Show email addresses. This will join the selected email addresses in a long line,
and show them in the adjacent box. Note that this may take a little while, particularly if
the number of records selected is very large.

e Click the Copy to clipboard button to copy the email address string to the clipboard.

e Make Outlook (or your emailing program) active, and use [Ctrl]+[V] (or right-click)
to paste into the Bcc: field.

Whenever emails are sent to several recipients at the same time. In these
circumstances, use the Bcc: field for the recipient list, and the To: field used to
send a copy to yourself. This will ensure that none of the people in your list are
able to see the email addresses belonging to the others.

Bulk email: (Use the search facility to create a list of intended contacts, then copy and paste e-mail addresses to your email software.)

People included:
Camilla Allbright

Subject: | | Joey Brown
Sending format: & Send all emails together X K Dean Browning
¢~ Split into groups of |:| emails at any one time COPy this email Margaret Jolty
address string to Dave Skinner
camilaspariour.co uk;joey@jojocafe co uk;dean@chinesetakeaway commargapéi@thetd  the clipboard

Copy addresses above (Then paste into your email software): Cc% Add communicatiens to
customer records

Creating a multiple email address strings (email to be sent to many people, spread
across several identical emails)

Whichever group of addresses is selected, the display will tell you how many email addresses
you have to deal with. Normally, it will be OK to send them all in one email. Some email
service providers, however, limit the number of recipients that a single message may have. If
the number is in excess of this limit you can change the sending arrangements so that several
identical emails are constructed, each with a set number of email addresses.

In this case:
e Enter a Subject (only needed if you wish to record this as a interaction).
¢ Under Sending Arrangements, elect to Send all in equal passes of... and enter a

number which is below your limit.
e Click Create email address strings. The email addresses will be placed into groups

with a maximum size as specified.
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Bulk email: (Use the search facility to create a list of intended contacts, then copy and paste e-mail addresses to your email software.)

People included:

Number of email ol Albront
amilla Allbrig
Subject: | / -ad(:n;ssde_s to be " Josy Brown
Sending format: ¢ Send all emails together included in one emai Dean Browning

& Split into groups of emails at any one time Margaret Jolty
Dave Skinner

Add communications to
customer records

{3 Email addresses split into groups

Email address strings: Copy to -
clipboard

A

margarst@thetopz. co.uk;dave@skinnerfamily. com;

5 email addresses in 2 groups of 3
E} Close

Once the email string has been created, the list on the right shows the names of people who
have been included.

Recording these emails as interactions

Before creating interaction records for recipients to this email, you can, if you wish, deselect
any of the people listed on the right, and a interaction record will only be created for those
still ticked. Click Add interactions to customer records button, and the records will be
created.

4.6. SMS text messaging
Overview

SMS text messaging is the process of sending a text message to someone’s mobile phone. In
CONTACTfile, you can SMS people individually and also groups of people in a bulk send.

Setting up

Before trying this out, you will need to obtain an SMS username and password (free) from
your CONTACTfile supplier, and enter these into the Setting Up form. If necessary, you
will be prompted to do this, and the form will be displayed automatically.

Sending individual SMS text messages

Individual SMS Text messages can be sent from a contact record, or from the list offered in
contact manager. Both operate in the same way. Just click the SMS envelope button next to
the mobile number of your choice, and a dialog is presented.

ﬂ FullName Cd SMS buttons \Em-a.l\l\ |
E @ A’f Mobile 7
v Peggy Aldridge

= | Higel Albright Telexe: [ ]

v 3 @ | Camila Allbright Camilla lce-crea

®

Contact record

Contact manager
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SMS Text Messaging

Individual SMS messaging

To: 077871234565 Dean Browning

From: " Your Mobile: 07123456739
& i The TOPS sat

Use this option to prevent a reply.

Message:

Thiz iz a text meszags

Check count | Charactzrs remzining 138 160 characters maximum
Check credit

v Record in communication notes

[~ I agreeto the Terms and Conditions of SMS messaging. Send Close

Complete the dialog options as follows:

e Ensure that the message is to the person intended.

e Tick the checkbox to indicate whether you wish to record this interaction

e Choose that the message is sent from your own mobile number if you want a reply.
Your mobile number MUST be in International format. Choose that the message is
sent from your name to disable replies.

e Complete the message — 160 characters maximum.

e Agree to the Terms and Conditions. These are available for view on
www.cmdatabases.co.uk/tandc_sms.htm. Note that all sends are charged, whether or
not delivery is successful (since this depends on third-party mobile operators).

Click Send. A message will confirm that the send has been successful.
Sending bulk SMS text messaging

This process is very similar to the creation of email address strings. But care is required!
With creating email address strings, no emails are sent until the result is copy-pasted into an
email, but with SMS messaging, the send is carried out immediately.

Selecting who will be a recipient

In Contact Manager, use the searching techniques described previously to find the set of
recipients you need. Once you have the selection the list will be used as the recipient list for
your text. Before sending, you can, if you wish, deselect any of the people listed by removing
the tick on the right, and a text will only be sent to those still ticked.

Choose to work with: Bulk SMS in the options in the top left-hand panel. As with email
addresses you have the choice of sending all in one pass, or in phased passes.

Send all texts at once

In the lower half of the screen:

¢ Enter a Subject (only needed if you wish to record this as a interaction).

¢ Under Sending format, elect to send in one pass.

¢ If you are unsure of your credit status, click the button to check credit use.

e Agree to the Terms and Conditions, noting the likely charge. These are available for
view on www.contactfile.co.uk/tandc_sms.php. Note that all sends are charged,
whether or not delivery is successful (since this depends on third-party mobile
operators).
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e Click Send SMS messages. This will start to send the message to the selected mobile
numbers, and the people included will be displayed as it happens. A tick beside a
person’s name indicates that the send was successful. Note that the whole process may
take a little while, particularly if the number of records selected is very large.

Bulk SMS: (Use the search facility to create a list of intended contacts, then send a text to those with a mobile number.)

From: * Your mobile number: 447787123456 " Your Name: The Tops Ltd
Use this option if you would like a reply. International format essential. (E.g. 447777123456)
Subject: | |
Sending format: & Send all texts at once
" Split into groups of I:l text messages Check cradit use |
Message: Credits available:

Credits to be usad:
Credits remaining:

Check count Characters remaining 160 160 characters maximum

[~ Izgrestothe Terms and Cenditions of SMS messaging, and understand that SMS credits will be Send

deducted regardless of whether or not the message arrives at its intended destination,

Recording these SMS messages as interactions

Click Add interactions to customer records button and the interaction records will be
created.

Send in several passes

Whichever group of addresses is selected, the display will tell you how many SMS messages
you have to deal with, although it might be wise to check that you have selected the ‘With
mobile’ option. Normally, it will be OK to send them all in one pass. However, you may wish
to have the option of stopping the process mid-stream, and in this case:

¢ Enter a Subject (only needed if you wish to record this as a interaction).

¢ Under Sending format, elect to send in equal passes, and say how many messages will
be in each pass.

¢ If you are unsure of your credit status, click the button to check credit use.

e Agree to the Terms and Conditions, noting the likely charge. These are available for
view on www.contactfile.co.uk/tandc_sms.php. Note that all sends are charged,
whether or not delivery is successful (since this depends on third-party mobile
operators).

¢ Click Send SMS messages. This will start to send the message to the selected mobile
numbers, and the people included will be displayed as it happens. A tick beside a
person’s name indicates that the send was successful. After the first pass is complete
you will be prompted to confirm that you wish to continue.
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5. Importing data

Routines are available to import your data from other CONTACTfile datafiles, Outlook
Express, Excel, Outlook, Sage and/or from ACT! Although it is possible to undo this process,
the routines are intended to facilitate a once-only transfer of contact data from an External file.
The process does NOT attempt to match or update existing records; if matching records
already exist in this database they may be duplicatedé by this process.

Excel is used as a vehicle for carrying exported data. You can export lists from many of the
forms in general use throughout CONTACTfile, and there’s a facility specially provided.

R Unless you are just beginning with a new database, you are strongly advised to create a
backup of your existing database, especially before importing.

5.1. Importing data (and removing it again)

With the exception of importing from other CONTACTfile datafiles’, data will be imported
according to the following rules:

e Records will be classed as business contacts ONLY IF the company name is filled in;
otherwise they will be recorded as personal contacts living at home.

e Where repeat organisation records exist, one record will be created for each instance
where the company name and postcode are different. Where the company name and
postcode are the same, only one of these instances will be imported. This, however,
will not exclude the details of the people who work there.

e Contacts who have no address entry at all will be imported with a ‘no address’ record.

e Not all data will be imported. There may be many occasions where you have entered
unusual data; only the basic contact information will be imported.

e These rules apply to the records contained in one importation routine. In any
importation, the process is self-contained and does not examine any records already in
CONTACTfile. If a second importation contains any duplicate records to the first,
therefore, they will not be filtered out and the duplicates will remain.

You should be aware of this should you choose to proceed.

See the appendix on full user notes for details on how to use any of these importation
routines.

¢ Restrictions apply to importing addresses — no two addresses with the same company name, first line
of address and postcode, will be permitted during the importation process.

7 Other CONTACTfile datafiles will be imported as they are, without making any changes to the address
status.
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6. Reminders

6.1. Reminders overview

The reminder system is designed to assist you in dealing with your contacts
in an efficient way. Reminders are set in the Contact Manager, in contact
forms, and at various other times in response to prompts. Reminders
carry the name of the person involved (this could be you or any of your
staff), with the date of action and the type of action required. Once
actioned, reminders can be ticked off and are then converted automatically
to interaction records (see later section).

6 selected

View

(¥ Just contacts
{" Focus Groups
" Bulk emailing
{" Bulk 5MS

When you start, there will be no reminders. But have a look at the
(empty) reminder display - either tick the Reminders option on the
Contact Manager.

[ Reminders
™ Communications
[ Jobs

@8 Reminders for Name_

-

Reminders | due

Refrzsh

Dus DuaN\zte Tims  Contactinvelved

Remind m= zbout &\F}'—\O Motes Actionsd  Project
i
Add further

reminder tvnes

Add new reminders by
clicking here

Delete: % Inturn (" Saveral

View: [ Today ™| No date Type: vi Company: v] FAO: lerojEcl:ID: S| Reset

6.2.

Before you can enter any reminders, there
needs to be a list of the things you want to be
reminded about. Use the ‘Add further

Reminders about

Reminders

reminder types button. Here you can list the
things you wish to be reminded about. A couple
are provided in the list already, but you can alter
or add to this list at any time. Reminders that
are required at regular intervals can be given
recurring status by entering the interval as
shown. In our example, a reminder to issue a
VAT return is required every 3 months.

New Reminder

Reminders can be added manually or automatically.

Add new ||

3

Remind me about

Recurring
every

|“sﬂr -

g

]

Telephone call

I

il

WAT return

| I-1cnth =

To add a reminder manually, click the ‘Add New Reminder’ button in the top left corner of
the reminder popup. An empty reminders record appears, which looks like this:

-

&8 Reminders for Name_

Reminders due

Refrzsh

Contact involved

&2 |

Dus dzte Tims

E s

Femind m= zbout _!] FAO

2 | I = 3]

Motes

Hide the new reminder
display again.

Delete: % Inturn " Several View:

[Company: v] FAO: - I Project I0: S| Reset
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Start by entering the date and time when the action needs to take place. If today’s date is
required, double-click the date box. Then enter the name of the person involved — type the
first few letters of the surname, to save scrolling down. (Note that if you are on a contact
record, only the names of the people at the address will be available in the dropdown.) Then
choose the type of reminder — the number of days warning will be entered automatically.
Next, choose the member of staff who is to act upon the reminder, and enter any notes as

appropriate.

@ Reminders for Name_
Reminders due Refresh
Dusdatz Timz  Contact invalvad Remind m= zbout ij FAD Motas
|ﬂ BEIERHE | |[Bruce, Barbara _+] [Telephone call 3 | ~ | [follow up my email /LE'F H
Add this to the list of
reminders below.

Delete: * Intum { Several View: [ Todsy [ | Nodats Typs:| | [] Fro:[ -] ProjeceIm: | \ﬂ Resat
When completed, click the bent down arrow at the end of the row. This will transfer the
reminder to the list of reminders below. If you change your mind, click the up arrow button
at the left edge — this will hide the new record display until you need it again.

After the reminder is in place, you can:
e Delete the reminder whenever events may render it inappropriate - click on the
delete button on the extreme left
e View the record — click the button on the left hand side
e Change the date or time
e Add notes
e Tick the ‘Done’ box, as having taken action on the reminder.
If you have a large number of reminders, it may be helpful to limit the list of one type only (just
the birthdays, for example) by choosing from the ‘Reminder type’ option box at the bottom.
Similarly, you can restrict the view to just one company, one member of staff, or (if you have
add-on modules), the Job ID.
Sometimes, you will be offered the opportunity to have a reminder stored automatically.
When you enter someone’s birthday (for example) a reminder for the next birthday occasion
will be offered, and all you need to do is click Yes to confirm.
When a reminder becomes close (within 7 days by default) it will be included in the pending
display. This is displayed automatically when the database is opened, or by clicking the
‘Reminders due’ button on the main menu (see next section).
6.3. Acting upon reminders
& Reminders for Name_ -‘
Reminders *#| 1 due Refrzh
Cus Dus dztz Tims Contact invalvad Remind ms zbout !J Fag Motes Actiened  Prajsct
{n]
M_E_] M“:l Bruce, Barbara vl i_elephor'e call ;] (T _v]|ﬂo up my email |ﬂ |

Delete: % Inturn { Several View: [ Today [ |Nodate Type: _v] Company:

/
/Aéo;l = | Broject 10 | |ﬂ Reset

Once a reminder has been acted upon, a tick indicates
that this has been dealt with. The tick also acts as a
prompt for the computer; it will automatically remove
the record from the reminders display and convert it to
a communication record (see later section).
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Reminder details

Add Next Reminder

If the reminder is recurring, you will be offered the

chance to automatically create a reminder for the Select Reminder: |2

Ll

next one. Change the type of reminder and the Bz
period if you wish, and click OK. Date: [12112/1¢ | Friday

OK Cancel

6.4. Links to Office

If you have purchased the Office version of CONTACTfile, you'll see
that two additional buttons are available on the left hand side of each
record:

Dus | Dus . Link to Outlook calendar and task list

@] (5] W]] 111900 | BE 2. Link to Word templates.

&3 Reminders for Hame_

Reminders ]

Delete: (¢ Inturn ¢ Sevaral

Links to Outlook

: . . Y int t
Here is an opportunity to send any of these tracking stages to =

Outlook’s Calendar or Task list, where they will be placed & Calandar eniry (" Task
alongside your other appointments or tasks. Click the button, Appointment Details
and a dialog requests further details about the appointment — the o

phone call
time it must start, how long it will last, and how many minutes Brenda Brown
reminder time you would like — but there is no need to change oriOTI2011
the defaults if these are not appropriate. Click OK, and the R s
appointment will transfer. Location:

Time =tarts: |12:00

Duration: 01:00f
It may not be necessary to open Outlook ueaton:|01:00

K Reminder: 15 | minz
\ before sending appointments to the calendar.
If several of you are using the same Outlook 77 | ez

calendar, you can set up Outlook to display
appointments in different colours, depending on who the
appointment is for.

Links to Word templates

If you send out similar emails to many people over a period of time, it is possible to save the
content of an email to a Word document, have spaces where the text needs to be
personalised, and merge the data from CONTACTfile to the email to be sent. Click the
button, and a dialog offers any templates that have been previously constructed. Hereis a
simple example of a word template:

Gaps ready to receive
/ CONTACTfile data
This is the letter /

Dear gForenames

Good to meet you. | hope «Companynames is doing good business.
Regards,
Margareq]
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(The construction of Word templates is outside the scope of this

manual, but a help video is
available on www.cmdatabases.co.uk/support.php)

3 Data source and document template lo

v
A
Y
Data Source: -
Excel file directory: |ings\Heath»:—l“.lﬁg.r Document=\CONTACT fileData\CHMExps! | Browse.. |
Excel file name: |Currsnt.lub.:r.ls | Create I
Merge file created.  view
Template directory: |C:‘.Ducument3 and Setting=\Heatheriily Ducum&nta‘.CON'-’AC‘:’fiI&Data‘.Cr.1D| Browse. .. I
To: |E|arbara Barnez _v_I
Document templates available for merge: Based on:
W | [This is the letter | Bromse. | view.. |[ContactDetais =] ED i -;;'yl
EI | 3 | Browse.. || view.. I|Cuntac.1DstaiIa ey 1
Merge data to document
Templates listed here
Merge data to email
CiDocuments and Settings\Heather\My DocumentsiThis is the letter.dot Cloze | izl
merge complete. -

Click either the button to merge data to a document, or to an email, and Word will open with
the data filling the gaps.

[This is the letter

Dear Barbara

Good to meet you. | hope The Barnes Restaurant is doing good business,

Regards,

Margaret
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7. Interactions

The TOPS Lid The Contact Manager (and several of the other forms) have an option to

display interactions. This is for you to view the occasions when you have

207 been in touch with anyone, and to record new occasions as they happen.
selected

The interaction system is designed to assist you in dealing with your
contacts in an efficient way by reminding you of what has happened in the
past. Interactions can be set in the Contact Manager, in contact forms,
when reminders are actioned and at various other times in response to

Work with:

* Contacts/search

" Focus Groups

© Bulk emailing prompts. Interactions carry the name of the person involved, the date and

" Bulk SMS time it happened, and the method of interaction used. If you wish, you can
attach documents (or emails, spreadsheets or anything else) by setting up
hyperlinks.

Popup display:
™ Reminders [45)
™ Interactions

[ Documents (1)

I Projects [3)

When you start, there will be no interactions. But have a look at the (empty) interaction
display by ticking the Interactions option on the Contact Manager (for example).

& Communications for Name_
Communications
4 — Add further interaction e
Date Time Caontack Invelved | ommunication Methad Notss
methods
Add new interaction
View (choose only one):Communicaticn Type:| - I Compzany: _L] Contact: _L] Since date: vl Clear

7.1. Interaction methods

Before you can enter any interactions you’ll need to make a list of the ways in which you plan
to communicate. Use the ‘Add further interaction methods’ button. Here you can list
the methods you might use to communicate — some are provided for you already. You can
alter or add to this list at any time.

7.2. New interactions

Interactions can be added manually or automatically.

To add a interaction manually, click the ‘Add new interaction’ button, in the top left corner
of the interactions popup. An empty interactions record looks like this:

&3 Communications for Name_

Communications

Date]  Time Contact Invelved #| communication Method  Notes

I [ B 5] 3] remineer
View (cm\“ Hide the new record entry | Enlarge note window or / \ Add this to the list of
display use the note bank interactions below

The date and time are entered automatically with the current date and time. If this is not
correct, edit accordingly by overtyping. Then enter the name of the person involved — type
the first few letters of the surname, to save scrolling down. (Note that if you are on a contact
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record, or if you have chosen to expand a chosen contact on the Contact Manager, only the
names of the people at the address will be available in the dropdown.) Then choose the
interaction method and enter any notes as appropriate; see next section for using the note
bank.

When completed, click the bent down arrow at the end of the row. This will transfer the
reminder to the list of interactions below. If you change your mind, click the up arrow button
at the left edge — this will hide the new record display until you need it again.

After the interaction is in place, you can:
e Delete the record, perhaps when duplicates have been generated - click on the
delete button on the extreme left
e View the record — click the button on the left hand side
e Change the date or time
e Add notes.

If you have a large number of interactions it may be helpful to limit the list of one type only
(just the telephone calls, for example) by choosing from the ‘Interaction type’ dropdown box
at the bottom. Similarly, you can restrict the view to just one company, one member of staff,
or all from a particular date.

Note that sometimes you will be offered an opportunity to have interaction records created
automatically. For example, when you generate a string of emails, a interaction record for all
the people included can be achieved by a simple response to the prompt offered.

7.3. Editing notes and the note bank

The Auto Notes button provides two other ways of editing notes beyond merely typing
directly into the notes box.

I. Place text freely into a larger text window, or

2. Draw from a bank of commonly-typed notes.

Free text

Type or copy/paste text into the window on the left-hand side.

&3 AutoNotes

MNotes

¢~ MNote Bank (" Edit note bank Click on the note required;

Type, or copy-paste
your text here

ﬂ Czncel

The Auto notes dialog as arranged for typing directly into a larger window
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The note bank

The right-hand side of the dialog is used for drawing commonly-typed notes from a ‘Note
bank’. This saves you typing the same thing over and over again.

& AutoNotes

Notes

Use: ( Freetext  Note Bank ¢ Edit note bank New note:

[interest=d in a demo]

No rephy

ale ot

will call back

Cznesl

Auto notes dialog as arranged for adding notes to the note bank

At the start, the NoteBank will be empty. Choose the Edit note bank Mode. In the box at
the top right, type in a phrase that you feel might be needed a lot in your business. Then click
the bold down-arrow to add it to the bank. Continue adding more as appropriate. Then
choose the Note bank Mode. Thereafter, a click on the bank entry will automatically put the
text into the notes for the record.
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8. The Tools

Many of the forms, particularly those that display lists of some kind, have
Tools — a form that offers appropriate utilities such as printing, emailing,
or exporting in a unified way. To view the Tools, click the T button on
the main menu. Here, we see the Tools as it appears with the contact
manager.

8.1. Settings

Mostly, the Tools will provide settings that are suitable for the situation

as it currently stands, but most are adjustable if required.

e Customising: change the way the form looks (Pro only)

e Printing: Print your selected records in several ways, for example
lists, labels etc.

¢ Export to MailChimp: This will only be displayed if you have
entered your MailChimp settings. A click on the MailChimp button
will upload the forename, surname and email address to the selected
MailChimp list.

e Export to Excel: The default location will automatically be
displayed, but click Browse... if you would like to change it.

¢ Record as interaction: All exports to Excel can be taken to be a
interaction with each of the contacts listed, if you wish. This may be
appropriate if your intention is to use the exported list for
generating mail-merge emails, for example.

8.2. Printing in general

Printing etc

Printing: these are the most useful ones.

Tools

to the main program.

correct way.

© ContactMaker Databases Ltd

Tools

Customising:

Customise the page ‘x’

Printing:

|S-Et:"-st ;I

o |

Mailchimp list:
Uplead selection te
Mailchimp list: f

|II5'.';3Ietl5r -

Email selection:

Send the same emazil

to each person listed @

ingroups of:

Exporting to Excel:

Export to: Srovze..

C:\Documents and Sstt

Record as v
interaction

The printing options offered will vary between forms.
For example, the contact manager has 5 options: labels,
Tools custom lists, badges, verify labels, and tick lists. The
contact record has 3: contact record report, one label,
and label sheet. There are other types of printing to
SEmeEsais E discover as you work through the various forms, but

For each type of print, just choose the one you want
from the dropdown list, fill in any other information as
required, and click OK. Here we have shown the
requirements supplied for producing a set of labels.

For the custom list, you’ll have another form to fill in (see
Printing etc next section) but usually the print will be shown on
screen next. The Tools will appear to have just three

Exporting t buttons:
e Use the first to change the layout
Record 2= Customizs the page O e The second to actually print it
semmunic2tien printing: e The third to close the print preview and return

It is worth getting used to using these buttons (as
opposed to using the menus provided as part of Access)
as they have been designed to control the program in the
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Printing etc

Tools

=X

8.3. Custom lists

Custom lists are special in that allow you to choose the columns you would like to print.
Once you have clicked OK on the Tools, the Print Options dialog will be presented. Fill it in
as follows:

e Type a title or click to request an automatically-generated one. (In our example, we
have used the contact manager to search for everyone called ‘brown’, and the
automatic title reflects this.)

e By clicking on each of the dropdowns in turn, choose what you want to see in the first,
second, third etc. columns of your printout. There is no need to use all seven. The
first time of using, these choices will be empty, but subsequent uses will put these back
as you left them.

e Consider how much width each of the columns require; change from the default of 3
cms to a width of your choice, and click the Save Col widths button so they are
saved for next time.

e Choose how the list will be sorted by choosing from the options in Sort by. If you
would like column headings, put a number in the depth box. (A number | will
differentiate between the first letter of the sort - ‘A’, ‘B’, etc. A 2 will differentiate
between the first two letters of the sort — ‘AA’, ‘AB’ etc.)

e Choose the font size.

e The orientation of the print will be set automatically; total column widths of 16 or less
can be accommodated in portrait orientation.

e Click OK to view your printing.

Print Options

Printing Lists of Contacts

Use the search facility prior to printing in order to narrow down the list of printed contacts

Title: |Ccntacts containing letters: ‘brown | iSute title;

Column headings and widths (cms):

Column 1: Column 2: Column 3: Column 4; Cu:ulumrl 5 |:| Column 6&: |:| Column 7:

|Fullriams ;]Full Address dLandIins ;]Ernail ;] _jJ ;iP—E Ref No ..L]
Clear 2l | Clzar | Clear I Clear | Clear J Clear | Clzar J
Sawe altzred widths I

Total column width: 7 Calculate

Sort by: |Company nams - | Characters in sorting section header (0 if not required): 1
Font size: & - |

Print orientation: * Portrait © Landscape (Total column width 16 cms maximum)

OK Cancel
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9. Group Manager

When entering new contacts, you were able to allocate them to categories of your own
choosing. These could have been of two types:
¢ Person types or skills: Where individual people are assigned an appropriate

category, to reflect individual qualities (for example, solicitor, secretary, counsellor,

member of golf club).

e Address categories: Where the address, and everyone who works or lives there is
assigned an appropriate category (for example, bank, café, legal. Home categories
might be terraced or centrally heated).

Over time, membership of these categories may need changing. The Group Manager is an
easy way to change membership of groups. It involves being presented with a list of contacts,
and then ticking or un-ticking to represent changed membership. It is therefore to be used
with contacts that are already in the database — not with new contacts.

To use the Group Manager, click the Group Manager button on the main menu.

When the Group Manager is first opened, all the people in your database are listed and the
display indicates ‘All People’, but you can change this so it operates on an address basis by
choosing ‘All addresses’ instead. Whichever type of category you are wishing to change, the

process is the same.

Generally, the options in the left panel
are for restricting the display to people
who fit your selections; the left panel
changes what you want to see. From
here, you may view the records of the
people whose:
e Name fits the letters typed.
e Type or skill fits the chosen
category.
e Address category fits the
category choice.

Once you choose a particular category,
the display changes to the ‘Person types’
option or ‘Categories’, as appropriate.

The ‘Add to or remove from’ option on
the right shows which category you are
choosing.

9.1.
Person types

Display: Perzon tvpe

¥ Perzon types
" Categories

" Al People

" Al Addresses

Allotment Society

fjl¢ |Back Group manager
127 =elected Name Company nams Tow
7Y margaret Joly The TOPS Ltd ANY T
Display: - | il Patterson Smart Printers REDHIL|
€ Person types + | Joe Smith Jog's Café HEDING
" Categories — - —|
& Al People + | Mabel Smith Jog's Cafe HEDING
" Al Addresses + | Polly James Jog's Café HEDNNG
+ | Peter Smith Peter's Café GUILDA
Limit display to: - | Mary mitn Pefer's Café GUILDR
Letters in name + | Joseph Warner Peters Café GUILDH
GC—| + | Heather Pollard GUILDA
Clzar zzlection + | Peagy Aldridge BRIDPQ
Person tvpe = + | Camilla Allbright BRIDP(
+ | Nigel Allbright BRIDPQ
+ | Paul Baldwi DERBY]
Clear selection Aul e .
+ | Barbara Barnes WOBU
Category ) + | Edward Beckett LEIGH-
I—J' + | Hazel Bendy
; : Add to or Remowe from:
Clear selection . B Boden
| i
+ | Robert Boden

Removing members from a category

=

Let’s say that we wish to remove people
from our list of ‘Golf Club members’.
Begin by choosing ‘Person types’ for the v
display, and then person type ‘Golf club
member’ from the left panel. This will
restrict the list to those who are currently
included in the group.

Then, remove the tick from any record where the category no longer applies.

The changes will be saved once a different option is chosen, or when the form is

closed.
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Address categories

Let’s say that we wish to remove

Display: Category g

~ | addresses from our list of

= EE;E'D” types ‘Restaurants’. Begin by choosing
dregoriss ‘ .y .

C All People Categories’ for the display, and the

category ‘Restaurant’ from the left
panel. This will restrict the list to
the addresses that are currently included in the group. Then, remove the
tick from any record where the category no longer applies.

" Al Addresses

The changes will be saved once a different option is chosen, or when the
form is closed.

9.2. Adding members to a category
Person types

Let’s say that we wish to add people to our ‘Golf club
member’ group. Begin by choosing ‘All People’ for the
display, and the category ‘Golf club member’ from the
‘Add to or remove from’ drop-down on the right.

Display:

" Perzon types
" Categories
(* Al Peaple

This will have the effect of listing all people, and showing
(" Al Addresses

those who are currently in the ‘Golf club member’ group
with a tick against their name. Add (or remove) people to (or from) this
category by ticking (or un-ticking) the names appropriately.

The changes will be saved once a different option is chosen, or when the
form is closed.

Address categories

Let’s say that we wish to add addresses to our
‘Restaurant’ group. Begin by choosing ‘All Addresses’ for
the display, and the category ‘Restaurant’ from the ‘Add
to or remove from’ drop-down on the right.

Display:

" Perzon types
(" Categories
" Al People

This will have the effect of listing all addresses, and
showing those which are currently in the ‘Restaurant’
group with a tick. Add (or remove) addresses to (or from) this category by
ticking (or un-ticking) the box appropriately.

Rermove from:
|n ESTALRANT -

[

Add to or Remove from:

<1 71 71 1

< 1| 1

.

Add to or Remove from:
|RESTAURANT

2

=

=

=

[

[

The changes will be saved once a different option is chosen, or when the form is closed.
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10. Other facilities

10.1. Archived contacts

This form provides a useful facility to go quickly to the details of a particular person, and is the
ONLY way of finding contacts you have archived.

At the top, you have the choice of whether to display those with a home address or those
with a work address, or both. Use these radio buttons to change the display.

Restricting the display

When you have more records than can be displayed on the screen at once, limiting the display
to those that fit your search criteria can speed up the process of finding a particular record.
This is done by using the selection boxes arranged in the left panel of the form. They can be
used separately or in combination with one another. In all cases, click ‘Clear’ to show
everyone.

The selections are: Limit display to:

1. Whether archived: initially, this will be set to ‘Yes’, so that only
archived contacts are shown. Choose ‘No’ for those still active on the
database, or click ‘Clear’ to show everyone. Note that the archived field cer |
here refers to the person (and not the address); it is possible for -
someone to be archived, but others at the same address to remain active.

2. Letters in name: Type any letters from the forename or the surname %lﬂ
of the person. The display will be limited to all persons whose name Clear

Whether archived

Letters in name

contains the letters typed. Record entered since
3. Record entered since: type in the date you are looking for, and click ]
Go Clear
Member status
4. Member status: for those who have the ‘Club’ add-on module. [ T
When you have found the person you are looking for, click the + against their Clear

name and you will be taken to the appropriate record form, depending on
whether home or work addresses are on display.

10.2. Archived organisations

This form provides a useful facility to go quickly to the details of a particular organisation, and
is the ONLY way of finding organisations you have archived. Once the organisation is
identified, a click takes you directly to the correct record on the ‘People at Work’ form.

Restricting the display

The display can also be restricted (and therefore focused) in four different ~ Limit display to:
ways, and these can be used separately or in combination with one Vihether archived
another. In all cases, click ‘Clear Selection’ to restore the display to all
records.

The selections are: Letters in name

1. Letters in name: Type any letters from the name of the [ Jeof
organisation. The display will be limited to all organisations where Clear selection
the name contains the letters typed. Town

2. Town: From the drop-down combo box, select the town of interest.

Only records with addresses in the selected town will be displayed. lﬁ"
3.  Whether archived: from the drop-down combo box, choose ‘No’

for those still active on the database.

© ContactMaker Databases Ltd Page 38



11. Customising

There are four different ways of customising CONTACTfile. You can
I. the way the form looks
2. the features available to you
3. the words used for labelling, and
4. there are customisable fields for your own special purposes.

The first three are changed via the Tools display. Click the scissors bt R =

Printing etc

Tools

Customise the page

11.1. Form appearance

Option Lists

Invoicing ] Tracking ] Display or hide optional features

Project Options l
Club ] Tick the features you want to see, untick those you don't.

{CONTACTfile may need to be closed and reopened for changes to
Contact manager take place)

Customising

I want to be able to:
Display Labelling:
Home Records ™ ePerform more complex name searches

Crganisations _ fRe
Change size of viewing pane:

Custom Fields: Malke d?spla',' 0 | ems wider (max 9)
Make display | 0 | cms taller (max 6)

Address

Perzon Change screen colour scheme:

Invoice Items [RTET [T T

Document Set Chosen colours

Rewvisons

Optional features:

WJ \ Settings for the

Address contact manager are
being changed.

Projects

FPopups
16 June 2015 Close

To make CONTACTfile better fit your screen, type the number of centimetres wider
and/or longer you would like it to be. To change the colour scheme, click the small box of
your chosen colour. Whilst these settings focus on the look of the contact manager, they
will also affect most other forms too. They will affect YOUR use on the computer you are
using NOW; they will not affect other users on a network, or other users that come to use
your PC.

11.2. Form features

Different forms offer different features or functionality. Some are useful to most people, but
others are useful to only a few. If you would like to try out more features than are initially
on display, tick the box against the feature of your choice.

11.3. Popups

Click the popup button and tick the types of popups (Reminders, Interactions, Documents
etc.) that you would like to be made available to you.
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11.4. Display labelling

Option Lists

| Settings for home

Inveicing | Tracking | Labels for "Home' Records

records are being
changed.

Project Options ]
club l Change labelling, if appropriate.

Mo rogue characters, such as apostrophesrplease
Contact manaager

Customising

xisting Label New Label

Display Labelling:

Main Heading

Home Records A~

70me record

Type of home

Organisations

Categcr\-\

People at address

|'r'u'h0 lives T\Qre?

Custom Fields:

Main centact

J::rrin}ér'_.r conta\\tl

Address /
Person ;
Home recoyd Flick through all contacts
Invoice Items 7
Document Set Prim%onta:tﬂBe]fjamin Francis | Area I:Iil
/
Revisons Busnzss vz | Source:| -4
Address:/iz Churchfigids Avenus == .
Dohional fontnres: Oakdene Fark Tel: L
» : [o702 712471 | @ I vearend:[ |
Contact Manager Tofn:[SOUTHIINSTER -] Fax: CoRegho:[ |
e Co nty: PAYE Ref Mo: :l
Project Manager Posfode:[Cl0 7P I |
Address wees 7] I
3 Double-click label to change
Projects
Gegkral email: e | Website: Edit | Delete All:
Popups | | @ [ | =i | M
ﬂwhu lives here?:
Email all tacts belov
Title Forename | Surname a8 comads peow |
16 June 2015
|T| = |[zenjamin_|[Francis | email: | @ Cookeclazs [ e
Position: | Maobile: ‘ Membership type: l:l ﬂ oetsls
@ Birthday: Tel/Ext: Double-click to select s custom fisld  Subs
Existing Label New Label Type the labels you want in the white box.

Home record

Stick to using ordinary text characters, and

avoid using any unusual characters, such as

Who lives here?

apostrophes and brackets. Click OK

|
Category |
|
Primary contact |

when done, and the new label will become

Elzlzk

the existing label.

11.5. Customisable fields

Customisable fields are available for extending what you can record in two ways:

I. More about the address or organisation as a whole (such as when the business was
established, or when the house was built, or which is the nearest railway station)

2. More about the person as an individual (such as if they prefer tea or coffee, the
registration number of their car)

Both work in a similar way, but the custom fields for the address are only available via a

POpUPp.
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Address/Organisation custom fields

Here is the complete list of popup displays that are available from a
contact record. If ‘Custom fields’ is not among them, use the
‘Customise’ button in the ‘Tools’, and request that it be displayed.

Interzctions (See ‘Form features’ section, previously.)
Decuments (0]

Popup display:
[T Reminders (0]

A tick in the ‘Custom fields’ box will result in the custom fields being
displayed separately.

Focus groups

-
-
T cersonal groups
-
r

Comm bypes & Custom address fields
Jojo café
Assets | |
Fa= -1
—
&3 Custom address fields %
Jojo café |
MNearest Station: | | g..l
Co Facebook page: | | :I
| | Set hyperlinks
[
Double-click any of the white labels to CustomDropDown |I:u3t|:|ml:lrc||:|l:ln'..','n1 | r
Change them to what you need them CustomDropDown2 |Cu3tanrupDn'~'.'n2 | r
to be. If any of the fields should work
. . ‘ . s CustomText1 |Hear&at Station | |_
as hyperlinks, click the ‘Set hyperlinks
button, and tick the fields as CustomText? |C|:| Facebook page | ~
appropriate. Once set, a click on the CustomText3 [CustomText3 -
active field will open a webpage or CustomTexts [CustomTexts T

available document.
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12. Focus groups

Focus groups are created from the selections you make from your contact list, so that each
one consists of a set of people® who have something in common. Usually, this selection
involves a search of some kind. Focus groups are created in the Contact Manager but can
also be done, in a limited way, via the contact record._

Making Selections

Opt to ‘work with’ focus groups (choice given at the top of the left panel).

BTl ™

> Top half for
searching

191 seectea | CONTACTMANAGET  viewall | new contact | tmpert cortacts | 2eine slection
I —

Work with: Searching:
" Contacts/s=arch @ Names
¥ Focus Groups " Groups

searchfor[ | &
€ Bulk emailing ©  Advanced =
¢ BulkSMS &

u Show primary Szve Search Type

Popup display: contacts only
[~ Projects
[~ Reminders
rc ; FullName Companylame [ MotikTel [Email ~

Benjamin Francis
Frances Ellis

CRANFELD

BISHOP'S STORTFORL 08!
MARLOW
TEIGNMOUTH

te and select focus groups on the left, then search to add members individually or in bulk

View one group

Reset to all ‘

View one person

Reset to all J

Mark 3l rscords

Unmark all racords

Delete ALL
marked records

T o || Racdacitot e S = [addto -] Pleass select focus group
Mark Name Company nams| Notes Focus group | Entry Order

records displayed

Bottom half for
> constructing your
focus group

Broadly, focus groups are formed by finding the person you want by using the different
search methods, and once found, by transferring the chosen record into the focus group
displayed in the bottom half of the screen. The display in the centre will show how many

records you have ready for transfer to the focus group.

Making a new focus group

First, an empty focus group structure is required. This can be done in
‘Options lists’, but a click on the plus button against New group will
take you straight there. Provide a suitable name for your focus group
(for example, ‘The Browns’), close the Option Lists form, and select
the group you have just defined.

New group

View one group

-]

Reset to all |

& An organisation cannot be a member of a focus group unless you have someone working there. If
an organisation has several employees and the selection is carried out on organisation properties
alone, all employees will become members of the focus group. This, of course, can be edited

afterwards, and the unwanted employees removed.
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Adding members to the focus group

First, make your selection by searching in the normal way. The panel across the middle will
show how many people are due to become members of the selected focus group.

Searching:

& Names

" Groups Search for: |brc'f\-n

" Advanced

[~ Show primary
contacts only

Sazwe Szarch Type

FulName |Ccm;anyl|ame \“c‘.‘.‘n |Land\ine |I-1cti|e_el |Email
Alan Treves Brown COLCHESTER 01252 511282
Dean Browning MALDON 01273 242354

Create and select focus groups on the left, then search to add members individually or in bulk

Adding 2 members These will The browns
Click OK to transfer them.

o |

If you don’t want to transfer the whole group, double-click the record you want in the

transfer, and the membership can be built one record at a time.

Marle Name| Company name| Notes Focus group| Entry Order|
ﬂ| v I [DeanBrowning || I| | & =] The browns -
EN [T [Alan Treves Brov| I| | 4 | The browns -]

Go to contact record

Move to different group /

Once formed, a focus group can be used for printing, exporting, searching etc,
just like any other group on your database.

Changing the display

When you come to this form for the first time, all members of all groups will
be displayed. To view any one group, or the groups to which any one person
belongs, make your selection by using the dropdowns in the left panel. Click
Reset to all to see all of them again.

Changing the membership of focus groups

Once the groups have been created and the membership established, they do
not have to last forever. You can delete individual members by using the
buttons at the bottom of the left panel. By adjusting individual records you can
move someone to a different group.
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13. Data Extractor

13.1.

In the normal search routines, you can see the results of a great
variety of searches. But no search routine can cover all
requirements, because some may be complex and/or specific in
nature. The advanced data extractor is designed for you to create
your own searches (data extraction routines), and then export or
print the results whenever they are needed. This option is not
available in the Basic version of CONTACTfile.

Overview

Click the ‘Data extractor’ button on the main menu, or the
pencil button on the Contact Manager, and the list of routines is
shown. To begin with, only one extraction routine will be listed —
‘StartUp’. This one has a particular significance, which we will
discuss later.

e The Default export destination folder is where you

would like to save any exported Excel or .csv files that are
created as a result of running your data extraction
routines. If you wish to change this, click the Browse...
button.

New Extract Spec is for you to create a specification
to dictate how you are going to extract records from the
database.

(

[P]][T]

Menu

* General
" Add-ons
" About...

e

Data management

3

Option lists

Y

Import data

Y

= — 1

Diata extractor

3

—\I
-
—\I
-
—\I
—\I
—
—

1

Upload data

Define data extr

Y

Income item list

-

File Name is a name you give each specification.

Last modified shows when the spec was created or last
edited.

Last run is the date and time when the routine was last used
exported file or print

Format is the type of file last generated — either .xIs or .csv®

D

for generating an

Advanced data extraction or selection routines

FileName| Lastmndiﬁed| Medify Exportor print Last run
ﬂhtmu; i | w21 ]| Bl (&
ﬂh:ccking class Guildford [1o01z012 150 o) B | Teo| [
ﬂlcccking clazs [[tworzoiz 150s] 2 B| Teu| L8

New Extract Spec_| ﬂminhdayz next fortnight [1oio1izo1z 1520 2| ]| Tey| [

Default export degtination folder: (C:\Documentz and Settingz\Heather\My Document2\CONTACT fileDy

Format Saved in

? .csv stands for comma-separated values. It is a format that is very useful for
between programs, and is commonly required for uploading data to websites.
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13.2. Creating a new extract spec

Click the ‘New Extract Spec’ button, and the following screen appears.

on request

New extract request

My File Name: |

| Internal name:

{Use the drop down boxes first, then click on the fields in the blue to select.)

Selected:

Select from the
dropdowns the
tables you are
intarected in

Fizld name

Incluce PBrint

Search for specifics blanks width Cmit

List of chosen fields:
enter any selection
criteria required

Clear specifics | Update

Click the fields - - —
you want to see View the first
few records of
results
Extract results:
|
Select the field
to sort by Save the completed
snecification
A »
Records: Total column width: x Sort by: 'ﬁ %l | Ell Update Clear all Save Close without saving

Selecting tables

Start by saying which table will serve as the key
table, then pick your choice of other tables, as
needed for the export. The way in which you
choose tables will take a little practice, as not all

tables are available all the time.

Note that:

Whichever table you choose as the key

table, the records in that table will dictate
what will form the rows in the completed
extract. So, for example, if you choose
‘Person’ as your key table, each row in the
extract will consist of the data relating to

one person.

The adjoining tables will offer other tables

FullName
Commahame
Title

Role
Forename
Surname
work_tel
MobilsTel
Email

Ags
DateofBirth
MemberStatus
Type
BankLine1
BankLins2
BankLine3
BankTown

Addresses

PersonTypes
FocusGroups
InteractionsbyPersd
RemindersbyPersol

that are linked with the choice on the left. In this example, we are offered three
tables (‘Addresses’, ‘Person Types’ and ‘FocusGroups’) in the box on the right,
because these are the tables that have data connected with ‘Person’ on the left.
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The diagram below shows how the choice of one table will give rise to other tables in
adjoining drop-down options. Here, the Person table has three arrows which give rise to
the related tables.

Diagram showing the relationship between tables offered for the advanced data extractor

—
N

,....’ = "give rise to"

Example

Let us imagine that we need a list of landline numbers belonging to all people for whom we
have a birthday reminder coming up, in the next month. For this, we will require the tables
‘Reminders’, ‘Persons’, and ‘Addresses’ (we will need Reminders for the birthday, Persons
for the person’s name and Addresses for the telephone number.) Quick reference to the
diagram above shows that we will need them in the order stated, with Reminders set as the
key table.

Selecting Fields

The choices of tables, once made, will show the fields available beneath. The columns
(fields) can be chosen by clicking once on each, in the order that you need them.

Example:
o)

In our extract, we require a list of
dates in chronological order, with the Reminders
name of the person whose birthday it i Persons
is and the landline telephone number = rulltame el

P . REI'HII'I:E!EF CommaName [ Companyhame
We will also need the reminder type ‘j:“"w'"”“ TradingAs

. SCurr atRegh
and the number of days until the DaystoGo e
birthday, in order to choose the ;ﬁg;ﬂc*‘k MainContact
. . al rac

birthday reminders that we need. Address]
The chosen fields are displayed in the

section on the right. At the same
time, the first few rows of the finished
extract are displayed underneath.
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Selected:
Include PErint -
Order Figld name Search for specifics blanks width Omit
EI Reminders,Reminder 2l - O
Reminders.DaystoGo All - O w
Persens.FullName All - O @
Reminders.RemindDate | - O @
Lddresses.Landline |r_-_|| ;” | O @
Extract results:
Reminder | DaystoGo | FullMame | RemindDate | Landling |
Invoice -0 Mrs Barbara B 0181 363 1038
Reminders is key table Telephone call | 31 Villiam Rustem 01903 735 145
Telephone call| 52 Mrs Barbara B 0181 363 1038
Telephone call | 57 David Kegnan
Payment Due | 61 Caroline Pearc
Subs: annual |65 Brian Boden 0181 886 2284
Follow Up 102 Mr= Barbara B 0181 363 1038
Send brochure) 103 Mrs Barbara B 0181 363 1038
<
Enter selection speciﬁcs Records: 2 Total column width: 15 Sort by |RemindDate

Sometimes you won’t need all the records that are presented, only those that interest you.
Define the way in which the records should be selected by typing your requirements in the
‘specifics’ box. Choose from the dropdown to the left of your selection criteria so that it
matches the way you’d like it to function.

Example:

It’s easy to see that the resulting list doesn’t give us what we need, the birthdays, as other

kinds of reminders are included too. To solve this problem, type ‘birthday’ in the specifics
against the Reminder field and tick ‘Omit’ to exclude it from the extract. Click ‘Update’ to
refresh the extract sample.

Include Print
Order Figld name Search for specifics blanks width Omit

El Rieminders.Reminder Includes vIEirthca-,- 2% m

Notice that the ‘All’ entry changes to ‘Includes’, and that the title for the extract spec
changes from ‘Reminders’ to ‘Reminders_ReminderLikeBirthday’ to reflect the job that it’s
doing.

Finally, we need to select the birthdays coming up in the next month. This can be done in a
similar way, but we need to ensure that only records where there are less than 30 days to
go are selected. Note the title is now ‘Reminders_ReminderLikeBirthdayDaystoGo<30’, to
reflect the job that it is now doing.

Include Print
Order Figld name Search for specifics blanks width Omit
Feminders,Reminder Includes - I Birthday | o
Feminders.DiaysteGo Lzsz than = I 20 | | w

Sorting

To sort the records, choose the field from the ‘Sort by’ dropdown, and then say whether
the sort is to be Ascending or Descending.

© ContactMaker Databases Ltd Page 47



Saving

At the top of the form, two names are shown. The one on the right been automatically-
generated. Automatic specification names are different for each one, and will identify what
the routine is doing. The one on the left is for you to type a more suitable name of your
own.

New extract request

My File Name: |Reminder3 Internal name: Reminders is key table_ DaystoGo<=30_ReminderLikeBirthday

At any time, the extract spec can be saved by clicking the ‘Save spec’ button. It will
automatically be saved using the automatic specification name. Once saved, you will
automatically be returned to the main advanced data extraction form.

13.3. The StartUp routine

One of the extract specifications has a special purpose — it is used to dictate the columns
that you see on the contact manager.

Contact List: Sortbhy |Cc:m|:an'_\-l‘-lame ;Ii|

ﬂ FullName CompanyName  Town Landline MobileTel Email
¥ S| @ | [ Eenamin Francis AN SOUTAMMNETER 0702 112471
¥ S| @ || Frances el READING 0237 441426
v Sl @[l 1irs 1 R Godtrev RAINHAN 0462 454854
Selected:

Include Print

Cirder Figldjname Search for specifics blanks width Cmit

J Persens.FullMame all - O &

[] fddresses,CompanyMNamg  [2l = 0 E

[ § Addresses.Town A1l - O @

[ 4 addresses.Landline [2l -] | O @]

[ §| eersons.mobileTel All - O @

[ § eerzonz.Email All - O @

[ A Terzonssumeme All - o

8l Dercnnc AddrecceeTh lan I lm = m &l X
Clear =pecifics | Update |

Fersons as rows

So changes made in the StartUp routine will also affect the columns you see in contact
manager. This can be very useful, but take care! These are the rules:
e Keep the ID fields untouched
e Don’t include any selections, as this will effectively remove everyone outside your
selection from all searches in the contact manager too.
e Don’tinclude any tables that groups unless you ensure that the specification also
includes those who are not members of any group.
e Be sure you can restore it to how it was - carefully record the original settings.
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13.4. Exporting

Once the specification is completed you can ‘Run’ the routine and place the results in an
external file. To export to Excel or .csv'9, click the appropriate button against the extract
spec you require. With either of these exports types, confirm or edit the file name offered,
and click OK. The date and time of the last run will automatically be recorded, alongside
the type of file produced.

Elamhdﬂys COMING up ||1I:I.I'I:IE.I'E[I13 11Z1|:|| ﬂ FC>S'|' &

¥ | [Birthdays ||1n;uaxzu1zw | F¢>5.,,| @|
Modify the specification Export .xls file /

Export .csv file Print

13.5. Printing

To print, click the print preview
button against the extract spec
you require. A dialog is
presented that asks you to
confirm the title and page
orientation. Edit the title if
necessary, and click OK.

Print Options

Page layout options

Title: |Birth:|ay5 coming up

Page orientation: % Portrait {18 cm=)
" Landzcape (25 cmz)

Sort by: No =ort l:l

Cancel

The TOPS Lid

Birthdays within 30 days

Date printed:  08/03/2011

RemindDate Fulllame Landline
12003201 Barbara Boyton 0708 524784
20003201 Mizz Chriztina Howlett 0375 673208

' csv stands for comma-separated values. It is a format that is very useful for transferring data
between programs, and is commonly required for uploading data to websites.
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14. Club

This add-on module is to assist your management of a club or society. Keep track of
membership subscriptions, collect money (casually, for meetings or trips, etc) and record
your expenses.

14.1. Settings i
Before using the Club add-on module for the first time, you will need X| “E”E“E”
to: Menu
o Set the way your club or society collects membership ¢ o :
subscriptions. O nddone
e Enter a label that will identify someone as a member (the © Abot...
default is ‘Member’). v bt
DR o

You were invited to do this as part of the initial setting up process. To
do it now, click ‘Setting up’ on the administration section of the menu,
and click through the stages until you get to the one relating to club Satring up
management, as shown below.

Administration

Database users

Technical

Set subscription collection pattern

From the main menu, choose ‘Databases and Defaults’ followed by ‘Setting up’. Click
‘Next’ several times until the Club or society settings section is displayed. Choose from
the options to suit the way you work.

Membership begins: *  when the first payment is made Membership begins: when the first payment is made
" a specified date in the year % a cpecified date in the year
Year ends: E.g. 31 JUL
Membership fee normally pays for a: Membership fee normally pays for a: year -
OR Number of membership periods each year: OR Number of membership periods each year:
Charity number: l:l Charity number: I:l
Subs are paid at any time, and the payment covers a Subs are paid on 1% January, and the payment covers a
period of one month from the date of payment period of one year until 31% December

The Member label

Menu
C ‘ ‘ ‘ ‘ From the main menu, choose . .
X|[rafjra)iealiy b ’ Skills or interests
Menu Data management and
e . .
' General CII(.:k optlon Lists’. Under The way in which you will categorise your contact
e add-ons Skills/Interests, the entry types etc.
© About... ‘Member’ is listed, with a tick
fiot i ¢
i KN to show ’thIS as the ‘Chosen 2dd new
bata management category’. If ):ou are h’appy to .
use the term ‘Member’ to Skll |
Option lists . . . .
: / indicate membership, there is E [llotment Society
e - nothlng to alter hel"e. M |GC|T club memeer
— . .
Dats cleaning ) However, if you wish to @ e
. = =
D change it, type your preferred

VWinter

term into the row underneath, o
and place the tick against it.

Upload data

Income item list
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14.2. Making someone a member

Membership is defined by a series of events:
I. A person belongs to the ‘Member’ group!'.
2. They have a subscription record entered against their name.
3. A schedule of on-going payment is decided.
4. The person makes their payment.

Making someone belong to the ‘member’ group
When someone agrees to become a member:

e Find their record in the database, by searching in the usual way. Here, for example,
is Peggy Aldridge’s record.

ﬂPeuple at address:
— Eoranama | “Surnama Email all contacts below |
@O clessy  Jronse | emeit| | @l vember [~ s
Positien | | Maobile | | Membership type I:I ﬂ oS
E Eirthdzy I:l Tel/Ext: l:l Double-click to select a custom field Subs

e Tick the ‘Member’ option. This will automatically place this person in the ‘Member’
group.

e Choose which type of membership has
been asked for. The type of membership
is related to the amount of money that
will be paid for subscription. When doing

Membership types

Different categorizations for members of your club.

this for the first time, there will be no Add new | I =%
membership types, and these will need to _— Sub default
be set up. Click the ‘Add further types’ HEmperenie Tvpe amount

. E Classes only | LB.GGl
button, and add your membership types

|
to the list, as shown. Click ‘Close’ when E [Fu | [ =0
done, and the list will be available to you. | @] [lewsketerony | [_100g

Tick to place

in ‘Member’ ——— | Click to set up
group MembEr [V membership
Membership type ) types
Diouble-click to<&lect a custom field S‘Es
Choose from \ X K
membership types Click to view
subscription records

"' The term ‘Member’ is used throughout these instructions. Another group term may be defined for
the purpose, as described in the previous section.
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Subscription records

Subscription records are created automatically, and can be viewed by Ei IE' El El
clicking ‘Membership Subs’ from the main menu. The first time you Menu
do this, the computer will ask you to confirm that the chosen

G
: : eneral
category is the one intended.
i* Add-ons
Important message " About...
This is the first time of using this fadlity, and the computer will next create a list of subscriptions for identified (]
\_?/ members. . more...
Pleaze confirm that the 'Member' category identifies membership. B Y
Ifit doesn't, please cancel and reset.
Club Management
ox
I .

Club UserMotes [pdf]

Click OK, and a subscription record will be created for everyone in
the ‘Member’ group.

I )
Maw cash collzctian

Find a project

I‘—‘\-"iE.'.' all projects

Expenses

Memberzhip subs

T . .

Menu

Club membership subscriptions E|

|[B1] [T [3]

Kem NU| Cunta-:tinv-:llved| Schedule |@ Furdatel Amﬂunt| Hotes Date paid |Paid Action -
ﬂﬂ 1 [aldridge, Pegay = |[subs monthly | [2mozi1s || 40.00] & 2014015 Classes enly || [O [ -] #
w7 +| 2 [Boden, Brian = |[Subs:montnly | [2m0z14 || 10.00] B [201415: Newslstter on | [ O -] %
Mﬂ 3 [Bruce, Barbara__~ |[Subs: monthly _~ || 20/02114 || 85.00] & [201215: Ful Il [O [ -] %

In our example, Brian and Barbara have been ticked as members as well as Peggy. Brian has
requested ‘Newsletter only’ membership type, and Barbara has ‘Full’. The £10 and £55
monthly payments have been entered automatically by drawing from the settings of each
membership type. Payment schedules are given as monthly, as this is the default.

Subscription schedules

The payment schedules of subscriptions are generated in line with the Club defaults, chosen
during Setting up. In our example, the payments were recorded as monthly, because in
Setting up we decided that most people would do this. However, let us say that Brian needs
to pay annually, and Barbara needs to pay the amount quarterly. This will require us to set
up a different subscription schedule option — that of paying annually. This must be done
early on, before any subscription is recorded as paid.
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Defaults:

e Click the ‘Add further payment schedules button against the Schedule Don't adiust unless
heading. you're sure
C Vi
e Add a new subscription label into the box at the top, and click the bent urﬂ
arrow to add it to the list. Complete the record appropriately, Subs year:
following the pattern of the first and particularly ensuring that the 2014/15
recurring entries match the text of the payment schedule. Schedule: +
Membership subscription schedules
Taw Rate:

The regularity

Add new |Subs: quarterlyl

3

Fayment Schedule

| Fe currlnb

M |Subz: annual

M |Sub3: monthhy

with which people pay their membership subscriptions

Usage

Back in the membership subscription form, change the schedule to the correct one
by choosing from the drop-down list.

Club membership subscriptions

£ 5] caf e[

Mem No | Contact invohred |

Schedule

Notes

|ﬂ For date | Amount |

Refresh
Date paid [Paid Action

-

E1(EY(E]
(8 [ [

1 [&ldridge, Peggy = |[Subs: menthy -] [20/m272 | [ 4. un|J|zc1"1=: Claszes only || [ OO Mo =]
2|Bcd5n.Brian _||-=ut:= annual - |[zomza4 || 10, 00|J|4c1 15: Newsletter on| | [0 [ -] %
[ 2002014 | | 5500|J|¢c1 15: Full | [O ms -] %

Once a subscription record has been entered against a member, they are given a

membership status. Their membership status depends on whether subscription payments
have been paid. The rules are as follows:
If the membership subscription remains unpaid beyond the date it becomes due, the

If a membership subscription has been paid, and the next payment is due in the

If the first membership subscription has been paid in advance, the member status is

[ ]

membership is said to have ‘defaulted’.
[ ]

future, the member status is ‘Paid Up’.
[ ]

‘Pending’.
[ ]

No status is given to those who are not in the ‘Member’ group.

Recording subscription payments

Eventually, the person will pay you. In this event, find the person who has paid, and put a
tick against the appropriate subscription record. When this happens, the date of payment
will be entered as today. If this is incorrect, edit the date accordingly.

Club membership subscriptions

g

[B]|[T]] (3]

Rafresh

Mem NU| Cuntﬁdinvulved| Schedule |n|-| For date | Amuunt| Notes Date paid |Paid Action -
Eﬂ 1 [Alridge, Peggy = |[Subs: monthty =] [ 20102114 | [ 40.00] 4][2014/15: Classes only || O [ - 2
Eﬂ 2 [Boden, Brian _—|[Subs: annual =] [ Z0/0zn4 | | 1D.DU|£|2B1LI1E.NE'.‘ sletter on|| 2400214 B M) -] By
Eﬂ 2[Boden, Brian < |[subs: annual ][ 2002415 | [ 10.00] |[2015116: Newsietier on][ O [ - 2
Eﬂ 3 [Bruce, Barbara _~ |[Subs: quarterly = || 2002014 | | ss.uu|ﬁ|zc1:;1s: Full |[ze0214] B4 - | B
ﬂﬂ 3 [Bruce, Barbara v |[Subs: quarterly | [ Z0/0514 || ss.un|ﬁlzc1:;15:|=uu Il O [ - =
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When a subscription record is ticked as paid, a new subscription record will be generated
for when the subscription will next be due. In our example, this means that Barbara will
need to pay her next sub in 3 months time, and Brian will need to pay in a years time.

Printing

Printing of labels or lists is achieved through the Tools. Please see main notes.

14.3. Viewing subscription records

Subscription records can be viewed from the main Membership subs

Subscription ,
options: form, or from the member’s contact record.
View one vear: Viewing from main membership subs form

:I In the left panel of the screen, there are various options for selecting
Reset to all records. This allows us to limit the display to show fewer records;
just the ones we want. Records can be selected on whether they are

—Efflect: paid, unpaid, overdue, or whether they belong to a particular

- . . . . .

- MEI::iET subscription year. This can be combined with a request to see records
Sc ule

for a particular person.

| -

Change any of these settings, and the display will adjust automatically.

Viewing from member’s contact record

One status:

& Al subs records From the main menu, search for the record of the person in question,
" Paid in the normal way. Click the name you require, then, with the record

~ Unpaid on view, click the Subs button against the name. This will transfer the
{~ Overdue focus of the screen from the contact record to the Membership Subs

form, and automatically select the records for the person required.

14.4. Searching by membership status

If you want a list of everyone who has paid up-to-date, you can do this on the contact
manager.

CONTACTManager  viwa

New contact Import contacts ‘ Print selection

Searching:

i+ Characters " GiftAid " Saved regular searches Choose field: Person detail & iml
. % e . Sddress detail g T
| itames  Invalid emails ¢ Tel number ¢ Extract Specifications i i
{~ Grouping SR -
(= Mot communicated in the last | 100 | days Search for: |I33|C| | I

& Advanced

[~ Show primary Save Search Type

contacts only

Contact List: Sertby |Surname v| ZAL El JL -
x _gj FullName CompanyName Town Landline MobileTel Email
v E * Brian Boeden Boden Pets HARPENDEN 0181 885 2284 brian@bodenpets.co.uk
Ve E * Mrz Barbara Bruce The Big Eater CLACTON +44 (03181 363 1038 babz@thebigeater.com

e In the Search section, choose ‘Advanced’.

e Choose to search on ‘Characters’ within a field

e From the Choose field section, ensure that Person detail is selected, then choose
‘SubsStatus’ from the dropdown list.

e Type (for example) ‘Paid’ into the ‘search for’ box. Those who have Paid Up status
will automatically be displayed below, where they can be printed or examined as you
can with any other selection.
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14.5. Collecting cash

Sometimes you may need to collect a fixed amount of money from everyone for other
purposes besides membership subscriptions. Here are some examples:
e Payments for a trip you are organising
¢ Collecting incidental money from non-members who attend meetings as guests
¢ Payments for joint or bulk purchases made on a member’s behalf.

For money-collecting jobs like this, use a ‘Cash Collection’ job. Do not use this for
recording donations, which have gift-aid implications.

The stages for recording the collection of money from a group is carried out in three stages:
I. ldentify the group you wish to collect money from
2. Create the cash-collecting job, and generate the payment records
3. Tick payments as they are made, and provide receipts if appropriate.

Identify the cash-collection group

Focus group mechanism is used as the basis for money collection. The creation of a Focus
group is described in the main notes.

For our purposes within Club, we will show you how to collect money for everyone going
on a fictitious outing.

¢ In Contact Manager, click the Focus groups option at the top of the left panel.

e Lower in the left panel, click the ‘Add new Focus groups’ button. In the popup Lists
dialog, add the trip name and the date in the boxes at the top, and click the bent
arrow to add it to the list. Click ‘Close’.

e Choose the Focus group representing the trip from the dropdown list.

Add new Lead generation or focus groups
focus group

The names given to different Lead generation or focus groups

Add new |StaFF outing || 18/08/14 | ﬂ
View one group Hide
Focus Group Date | from lists gwner Usage
Reset to all m [Brown hair | r | 0

m |Fccd product || | r j 0
m [eu | | & - 19
M ImportedData || | r M= g
m |_ri; to brewery || 17/08/14 r SiR j 0

e Use the search routines to select the people who want to go on the trip, and add
them to the focus group in the usual way. Continue to add names as they confirm
their intention to attend.

Mark NEI‘HE| Company namel Motes Focus groupl Entry Dn:lEr|
[ [Robertirvine I Il % 2| | Trip to brewery |
™ [sheilaHowlett || Il % 2| | Trip to brewery -]
[~ [MoranHurford || Il gl #| | Trip to brewery |
r |Jan5tEccn ||Eest Indian || %i | Trip to brewery ;'
™ |Barbara Barnes || Il % d | [Trip to brewery -]
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Create the cash-collecting job

Whilst this can be done during the process of gathering names, it is probably best to leave it
until the list is more or less complete.
e From the main menu, choose ‘New cash Collection’.

e Putin a title, and say who is collecting the money by E] ‘ ‘ |E| ‘ E ‘ E”

choosing from the staff list in Assigned to.

e Complete the Key date with the date (for example) that the Menu
trip is running ~
e Click OK. oo
T About...

-

Mew Project: Settings = W more
New sale _

Club Management

Select: " Lead generaticn { Sale ™ Help desk .
" Document set * Collection Club UserNotes [pdf] j
rNE-‘.‘CaSh collection 1
- -’
Title: Trip to Brewery r )
Find a project
. -
I‘—"L-"iE.'.'aII projects 1
. -
Project managed by: |SiR: Simon Rodgers ;l rE}.‘pEnses ]
. -
the date you are aiming for rMembership — 1
when carrying out this project : y

0K Cancel

e As the project opens up, you will be asked to select the focus group you have built
for this purpose.

e Click ‘Makelrefresh list’, and a collection record will be generated for each person
in the Focus group.

Collecting money El E

Collecting for: |Tri|:: to Brewery | Project ID:
Version:
Internal reference: |:|
Assigned to:

Focus group: Trip to brewery Key date: |26/03/14
Collection list Maks/Refresh list Set amount Set reminders to Key date

LT Include members

Show: Paid {© Unpaid ¢ Both -

Teas ﬂ Contact involved | For dats |Arr|0unt Notes Date paid Paid
T | S|coliect meney _~ |[Barnes, Barbara || 26/0314 || 20.00|@|:'rip to Brewery Il | O[zr -
| JH| Collect meney _~ |[Beden, Brian ~ || 28z || u.uu|ﬂ [Newsletter only: Trip to Brewerl| | OFEr -
T [S|[Colect monsy _~ |[Boon, Janet = || 280314 | 20.00|ﬂ|1‘rip to Brewsry Il | O[zr -
|| coliect monsy _~|[Howiett, Sheia _~|[ 260314 | 20.00|ﬂ|:_rip to Brewery Il | O[zr -
| M collect meney _=|[Hurford, Norah _~ || 28i0av14 | zu.un|ﬂ|:—rip to Brewery i | O[zr -
T || colect meney _~ |[irvine, Rocert ¥ | 28003014 || 20.00|ﬂ|:‘rip to Brewery Il | O[zr -
ul =)} i | | I | [#1]] I | B -]
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e Click ‘Set amount’ to enter the amounts of money being paid. If paid-up members
pay the same as the rest, tick ‘Include members’. Enter the amount payable. In
our example, £20 has been placed against all non-members, whilst members do not
pay anything.

e Click ‘Set reminders to key date’.

Collecting the money

As you receive money from each person, tick the record as paid. This functions in the same
way as any other reminder — once ticked, the record is converted to a communication, and
will appear alongside any other communications for the person in question. Records against
non-payers will remain as reminders; remember to include a tick for those where the
payment is zero, so that their attendance on the trip is recorded.

Adding more people

If people register late for the trip, they will need to be added to the list. First, add any new
people to the Focus group. Then, with the project on display, click the ‘Make/Refresh
List’ button. Any new members of the Focus group will be added to the list, but care must
be taken to edit the date and amount of any money due.

Removing people

If people change their mind and decide not to be part of the trip after all, their record can be
removed from the list, whether paid or not. Click the Delete button at the left of the
unwanted record, and confirm that this is what you require. Next, remove the person from
the Focus group, or else a record will be recreated for them when you next click the
‘Make/Refresh List’ button.

Printing

Ensure that the list you want on paper is on display,
by from the options Paid, Unpaid, or both. Click
‘Calculate’ button, and finally click the ‘Collection
List’ button in the right margin.

Show: Paid {~ Unpaid i Both

An example of the kind of report produced is shown below:

Printing etc

#HEX

The TOPS Lid

Date printed:

250224

Money collection for Trip to Brewery:

Payments listed: 6

Due Amount  Paid
Barnes, Barbara 260314 £20.00 % . Trip to Brewery
Boden, Brian Boden Petz HARPENDE N Tel: 0181 826 28/0314 £0.00 O Neweletter only: Trip to Brewery
2284
Boon, Janst Z6I0314 £20.00 %] : Trip to Brewvery
Howlett, Sheila 2610314 £20.00 O 2 Trip to Brewery
Hurford, Norah 5 Wobum Cloze Englefield Green 2803014 £20.00 O : Trip to Brevery
BRENTWOOD Tel: 0305 2800
Irvine, Robert Delamerss Maldon Read Glyndy 26I0314 £20.00 O : Trip to Brewery
CLACTON-ON-SEATel 031 2804
Paid: 40.00
Unpaid: 60.00
Total: 100.040
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Menu
14.6. Expenses X [P] (1]
If you spend your own money in carrying 9ut. club duties, you may VYISh Menu
to keep a record of your spending and claim it back on a regular basis.
If so, click ‘Expenses’ from the main menu. " General
* Add-ons
The current month is shown as the default, with today’s date ready for " About...
you in the first record. Note that the image shown represents the =
. . . . - more...
situation where your club is registered for VAT'2. If you are not i
registered, then the three VAT c'olumns will be hidden from view. P —r—
e Change the default date if necessary. ; .
e Enter who has spent the money. SER = r—
e The first time you use it, there will be no item codes to choose - N
. X K Mew czsh cellzction
from. These will need to be added to the main list of = Jj
expenditure item types. Click the ‘Add further items to the PREEEREES -
list’ button. (iew oll ore 3
. . Jigw all projects
e Enter the types of things you will spend money on, and place = Jj
these in sensible categories. It may be worth contacting your i J
club treasurer to see what expenditure headings you should (omborehio sub y
o p subs
work under. =
e Click the back button on the menu to return to the expenses
screen.
Menu
Staff expenses
[«])c]] [P]|[T]] (3]
Expenses
options:
Staff: uznti em code en -
2 - | Date | whao |%r miI:I:;r & i Diescription Project WAT rate Amount MNet VAT ::Eraimt}
| Reset o all | E [2zming[zm =] & |[et 4‘_'1__|;arking | 8] 0]% 10.20] 0.00[ 10.80]
— E [ 2sr0zi14][mJ I 1 |[et [ =|[parking | (B 0.00] 0.0 0.00]
& All dates o] NEESEEEE -1 ] -1 | - o6 [ 0.00] 0.00 0.00]
" One month —f
Eor ] - Only on
" Range... Add to mal.n list dlsplay if VAT
E of_expendlture registered
item types

Income and expenditure items

|B] Tl][e]

Income items - these will be items from which vou will gain income. Invoice items will generally be of this type.

" Income  Expenditure T Both

Expenditure items - these will be instances where you have paid an expense. These will mainly be used in 'Project expenditure’

Click on each box to sort by that header Bulk dis
VAT I Deal 1

g Code | Catsgory |+| Shert description | Unit charge| Ear |ﬂ Rate ﬂ E:::,.TLTEE:E Oty Price

Elﬂ | [Mizc | [Farking I| 0ffie=m | 15_=|% [Expenditure —] [ 2 ]

Mkz | [Misc || [Driving || 0.45|[mile ][ 15 - % [Expendiure =] [ 3] 0

Ek? ||Su3tainab|ea ;”Heala || C| item Yl 1% '|‘H: |Ex;enditure;| | 3 |

il I 1| I officem ][ 15_+ % [Expengiure <] [ 2 |

¢ Now choose the item code from the drop-down menu, edit the description if
necessary, and adjust the claim to match your expenditure.

'2 VAT is the UK purchasing tax. This can be changed to another tax specification if required.
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Printing

Printing is carried out via the Tools, in the usual way.

Expenses report

Margaret Jolly Claim for period is £63.60

August 2010

04082010  Dinner £12.50 £0.00 £12.50

04082010  Hotel £50.00 £0.00 £50.00
£0.85 £0.14 £1.10

04'08/2010  Mileage: Both ways
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15. Buying CONTACTfile

Your database will run for 30 days (first |5, and then another 15 on request) without making
any payment to your supplier. Before this trial period is complete, you will need to buy.
When you purchase CONTACTfile, 3 months help and 12 months updates are included
free, as standard. In purchasing, you have the choice to paying just once to enjoy
CONTACTfile for use in perpetuity, or paying annually. To purchase, click the Purchase
button on the main menu. The form shown below displays.

&3 Passcode entry

Purchase Details and Passcode Request

Select purchase requirements:

Preferred payment option:

Renewal Date:

1. ™ I wish to purchase this software and require a passcode
2. (7 I have made my purchase and have been allocated a passcode

* Annual contract, monthly payment avallahle
" Single invoice, one off payment, for use in

Decide how you want to pay,
L annually or just the once
| L — If annual, the renewal date will

be a year from downloading

Ensure your company or user

name is as you want it

[T Document [ Club
Manager

Name: The TOPS Ltd
Licences: 4 
Madules: ¥ CRM Pro

Purchase details:

Licensee name is: The TOPS Lid

Mumber of licences required: 4

Software: ProlnvoicerTrackerCONTACTfile
Version: 6.7

Licence: Annual payment, valid until 15/02/2015

——— | The number of licences
" HelpDesk \ required.
~
\ Tick the add-on modules
required
ﬂ\\

These five lines of text cover

email and send to yvour software supplier

your 15 days trial.

To request a passcode, copy these details inte an

Alternatively, complete your purchase online
Type 'extendby15’ in the box to restart

what you require. Click ‘Copy
Details’ and send them to your
supplier.

Copy Details

@ coNTACTfilet

If you prefer, you can send the
5 lines of text via a webpage.

Your supplier will send you your
passcode by return. When you
have received it, click ‘I have
made my purchase.....’ option in
the centre of the form. Enter the
passcode carefully (it is space- and
case-sensitive) and click OK. A
message will confirm that you
have been successful.

© ContactMaker Databases Ltd

& Passcode entry

Purchase Details and Passcode Request

i. U I wish to purchase this software and require a passcode
2. @ I have made my purchase and have been allocated a passcode :

Purchasing:
Preferred payment option:

" Annual contract, monthly payment available
" Single invoice, one off payment, for use in perpetuity

Renewal Date:  19/02/15
pe: Tz TERE LA Enter your passcode here
Licences: 4
Modules: CRM Pro
O pocumeny O Club O HelpDesk
Managey

Enter thg passcode for The TOPS Ltd

L »
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