November 29, 2004

USING ACT - A BEGINNER’s GUIDE

This procedure is intended to assist new users in their beginning use of ACT’s basic features.
The specific capabilities covered include:

FINDING AN INDIVIDUAL’S SCREEN IN ACT ....coooiiiiiiiiiee e 2
WORKING WITH GROUPS ...ttt 5
MAKING USE OF THE CURRENT LOOKUP — E-MAIL.........ccoovviviiiiiiiieiieieiieeeeeen, 10
MAKING USE OF THE CURRENT LOOKUP — LABELS.........cccooviiiieiieeeeeeeeeee. 11
MAKING USE OF THE CURRENT LOOKUP — PHONE LIST .....ccoovvviiiiiiiiiiiieeeeee, 13
MAKING USE OF SINGLE CONTACT (Letters, Memos, Fax Covers): ........cccceeeeeunnn... 15
MAKING USE OF SINGLE CONTACT (Letters, Memos, Fax Covers): ........ccccceeevuurann... 16
WHAT ELSE? .ottt et ettt e e e e et e e e e e e e e e eeaarareeaeaeens 17
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FINDING AN INDIVIDUAL’s SCREEN IN ACT

User Role Action Steps

Normal ACT User

1. Click twice on the ACT icon to start up ACT. ESEEEE

[OK]

Enter your ACT user name and password (FLname & <mmmmm>),
which are the same as your network user and password, then click

3. Notice the buttons on the left side of ACT’s opening screen:

% ACT! - [GLCG - Contacts]

=191 ]

H Eile Edit Contact Log Write Sales Reports Tools Online View Window Help

=8|

mEE M ‘E

l[{;J ]

E s AN

| ateway Chnstlan Llfe Church

Home Address [3901 Oak Hurst

Circle

[P.0. Bow 163391 Sac, CA 95816

City [Fair Daks
Home Phone  [916-356-1552 Ext. [ | State
Bus. Phone | | Ext | | Zip 956257409

Coienase Records Sent; 27 Contacts 393 Motes/Histories 11

E-maill Addreszes 1 Group 2 Activities
Deletions: 14 Contacts 163 Motes/Hizstories 5 E-mail
Addrezzes 75 Groups

[«]»] HotesiHistory [Activities | Sales/Opportunities |_Groups | Profie | Membership | Maturity | Ministry | User {] 4|

Mobile Phone | |
Salutation [Ron | E-mail Address | |
D #Status | | Last Results [ |
Web Site [ |
Filter ~| ¥ Motes | Histories [ Attachments W E-mail Inzert Nate | [ietails... | |;|
J Date ¢ | Tire / | Type | Regarding | Record Managerl At_l
47972003 1.22 PM Contact Deleted  Mrs. Gail Johnson - REliz
4/9/2003 T13FM Contact Deleted  Mrz. Bonnie Brumfield - G ateway Christian Life RElis
Church
49,2003 1228 P Sent Spnc Sent changes to C:ADocuments and RElliz
Daity SettingshRoniMy Documents\ACT\D atabase Al
Contacts.dbf:

| of

Lookup: AII Cortacts Gateway | <Mao Group> | v
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User Role

Action Steps

4. Find and reference or update a contact entry by selecting [Lookup]
and [Last Name...] (or other selection choice, e.g. First Name...)

ACT! - [GLCG - Contacts]

“ File Edit Contact |Lockup Write Sales Re

JJ M 4 [1838of 198 v Record

=10l x|

rts Tools Onlne View Window Help ;Iilﬂ‘

B | Ol 6 8|S  2E@ss |

All Contacts
ﬁ Keyword Seard
0
% Company
Ty omeen..
Eirst Mame. .
Depar
Home PI Last Name. ..
Phone. ..
Bus. Phi City...

Mohile F State. ..

Salutatic Zip Code...
ID /Staty IDfstatus. ..

| Home Address [3901 Oak Hurst Circle
L ] I

[P.0. Box 163391 Sac, CA 95816

City [Fair Daks
N
tI:l Zip 356258-7409

E-mail Address | |
Last Results [ |

Il

dal E-mail Address... Web Site | |
Sales Stage...
Other Fields. ..
m Preyious ments v E-mail Inzert Hote I [etails. . I I;l
By Example Fiegarding | Fecard Manager | At_l
I te_ ¢ Directo d s Gail Johnsan - RElis
ISt Hrector. H rs. Bonnie Brumfield - Gatewsy Christian Life RiElis
. Church
Synchronized Records Sent changes to CADocuments and RElis
Dai ) SettingzhRonMy DocumentshACT D atabazeall
Ca|:,l1%ar B Modify Menu... Contacts.dbf:
Records Sent: 27 Contacts 393 MatesHistories 11
E-mail Addresses 1 Group 2 Activities
Deletions: 14 Contacts 169 Notes/Histories 5 E-mail
Addresses 75 Groups -
[+]»] Hotesitistory [Activities | Sales/Opportunities | Groups | Profile | Membership | Maturity | Ministry ] User{«| |

Gateway | «<Mao Group> | 5
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User Role Action Steps
5. Type in the selected value (e.g. the last name you’re searching for
and press [Enter] or click on [OK]
Lookup x|
— Lookup — Search far
ILast Mame j &+ Last Name:
bluemel j

— Far the curent lookup

* Replace lookup € Emply field

& e e " Mon-empty field

£ Marow lookup

] I Cancel Help

| 6. Note the number of folks found with this criteria

=TEY
-18] x|
0w o it B Y2 REdw g B

nirite  Sales Reports Tools Online View Window Help

JJM a0 & |

Home Address [3513 Bausell St

T {
b= Audrey Bluemel
I | | 1]

| |

City [S acramento
Ex [ ] State
T 1 Pin aRe

7. Press the Contact List button at left to see a list of all those found
8. Select from the list on screen the specific person you’re looking for
and click twice on their entry to move to their screen
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i ACT! - [GLCG - Contact List] =10l =]
H@ Ele Edit Contact Lookup Write Reports Tools Onlne View Window Help ;lilll|
[ <[Hors » 1 [@ W e0oes|doe e B9 |
ITag tMode j Tag Al I Untag All I Lookup Tagged I Tagged | *
J Compaty | Contact % | Phone Ext ‘ Title | Address 1
+ rz. Audrey Blusmel 916-487-5356 3513 Bausel St
-+ tdr. Clare Bluemel 916-457-53! Al 3513 Bausel 5t
+ Ms. Elise Bluemel 916-78 E42 Nugget Ct.
-+ tdr. Jazon Blugmel 91 FA937 ‘Warship 38364 Delaware Ave
3= tdrz. Jennifer Bluemel -339-9937 38364 Delaware Ave
|G aterway Christian Life ChPastar Ken Blusmel -366-3783 22 4148 San Juan Ave.
3= tizs Kendra Bluemel 916-344-4846 4040 5 angamon Stiee
-+ tizs Krigtin Bluemel 916-782-7214 B42 Nugaget Ct.
+ tr. Phil Bluemel 916-787-0955 1 B42 Nugget Ct.
-+ trz. Sharon Bluemel 916-782-7214 E42 Nugget Ct
3= tdrs. Sherie Bluemel 916-344-4846 4040 5 angamon Stiee
-+ = Tabitha Blugmel 916-544-4845 4040 5 angamon Stiee
3= tdr. Tanner Bluemel 916-344-2696 38364 Delaware Ave
-+ k= Tawnee Bluemel 916-544-4845 4040 5 angamon Stiee

9. Reference the desired information on the selected screen and
continue to:
e Make updates as needed (You are recorded as the last person
to modify the screen.)
e Continue to author a letter, memo, fax cover or E-mail. (Fax
from PC is also possible but not yet implemented at Gateway.)

WORKING WITH GROUPS

User Role Action SteBS
Normal ACT user 10. Begin by selecting the Groups button at left.

CT! - [GLCG - Cantacts] =101 %]
® Online View Window Help ;liliq

I IR Y

Home Address (3907 Oak Hurst Circle

|P.0. Box 163391 Sac, CA 95816

JJ File Edit Contact Lookup Write Sales Reports

| City [Fair Daks
[316-956-1962 | Ext. | | State
Fus. Phone | | Ext [ | Zip 56207409

Mobile Phone [ |

E-mail Address | |

Sal l [Ran |
1D /Status [ ‘ Last Results [ ]
Web Site [ ]
|F\Iler /I [V Noles [V Histories [V Attachments [ E-mail Insert Mote | [ efails | l;l
Date / | Time / | Type | Regarding |F|ecord Managerl At_l
& 4/9/2003 1:22PM Cartact Deleted  Mrs. Gail Johnson - REliz
4/9/2003 113 PM Contact Deleted  Mrz. Bonnie Brumfield - Gateway Chiistian Life REliz
Church
492003 1228 FM Sent Sync Sent changes to C:A\Documents and REliz
Settings\Ronky DocumentshACT \Databasehall
Cartacts.dbf:

Records Sent: 27 Contacts 333 NotesHistories 11
E-mail Addresses 1 Group 2 Activities
Deletions: 14 Contacts 169 Motes/Histories 5 E-mail

Addresses 75 Groups -
MNotes/History [ Activiies | Sales/Opportuniies | Groups |_Erofie | Membership | Maturity | Ministry | User{[«| | »
fatr ~
Lookup: All Contacts Gateway | <No Group> | S
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User Role Action Steps
11. Observe the Groups Screen as follows:
i1 ACT! - [GLCG - Groups] o ]
H% Eile Edit Group Contact Lookup Write Sales Reports Tools Online View Window Help - |ﬁ'|i|‘
|[@E g 2045 @B |G2 @
=& Al Groups - 20 group(s), 120 sub -
i % _Gateway Guests & Contact: | SIC Code |:
% _Members & Misc. Industiy
oritact -2 40-Days of Purpose
: R
&g Children's ez ([
& Failties Division | Employees
H-%&® Fine Atz Reai
; gion Referred By
= :" % Fine frts Past Productions ] | | |:
% Fine &tz Talent Bank Ticker Symbol | |
% Home School Web Site | | |
% Impact Azia x
= % Men's 1] | L4
i Muture Center -
% Outreach | Add/Remove Contacts... I =
EI% Staffﬁw Direct Staff Contact | Company | Phone Title
erac @ o E”EC‘d tdas ] Pastor Thomas King  Gateway Christian Life Chr 316-365-3783
’ ﬁ o F, _ ,:_r_ Pastor Hirmand Askai  Gateway Christian Life ChuS16-331 5641
R """‘"""’ — Pastar Ken Bluemel Gateway Christian Life Ch.916-966-3723
&R Student Ministies Pastor Leonard Carilla Gatevsay Christian Life Chi316-366-3783 Pastar
. &8 omen's Pastor Suzanne Delfin Gateway Christian Life Cho916-797-1551
- -8 wWorship, Music & Media _F'aslc:r Liza Foarme Gateway Christian Life Chi 916-966-3783
- [],,% u_Gateway Everts _Mr. F.ewin Stebbings (3 atewway Chriztian Life Cho916-966-3733 Fesident Missionar
Da &Ry Publicity PR & Advertising
siEnts & w Sent To Gateway
SR KN | || J*J MotesiHistory J Acfivies | SalesiOpporfuniies Contagls [User Fields | Address
urt Layout 2000 | 4

12. Select the group of interest by clicking on its namg. To unfold
lower-level groups click on the plus (‘+°) sign to the left of the name
as show above.

13. Verify that the [Contacts] tab is being displayed |
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Gt

User Role Action Steps
14. Select and move to the screen for a particular person by clicking on
the gray button to the left of each name

il ACT! - [GLCG - Groups] o ]
H% Eile Edit Group Contact Lookup Write Sales Reports Tools Online View Window Help _|ﬁ'|i|‘

|BE 220" @ B Y2

=& Al Groups - 20 group(s), 120 sub 11 -
i & _Gatewsy Gussts & Contact; | SIC Code |:_
% _Members & Misc. k Industiy |:
oritact -2 40-Days of Purpose
- & Children's , Fecn: [
& Facilties Division | Employees [
H-%&® Fine Atz .
ontact &4 Fine Ats Past Praductions Fl-egmn | | ReferedBy [
- % Fine Arts Talent Bank Ticker Symbol | |
% Home School weh Site | | —
% Impact Azia s
- % Men's 1] | L4
i dg® Muture Center -
% Dutreach | Add/Remove Contacts... I =
EI% Sl ! Contact | Company . | Phone Title
eract - g GW Direct Staff Pastor Thomas King  Gateway Christian Life Chr 316-366-3783
a# gx E“te"dﬁgsﬁﬁ [BPastor Himand Askaii  Gateway Chiistian Life Chu916-331 5541
ﬁ Hadioasm[a ta en Bluernel EF “hrigtian Life Che31
e &P Shudent Miistries Paztor Leonard Carillo G ateway Christian Life Chi916-966-2733 Paztor
&8 \women's Pastor Suzanne Delfin - Gateway Christian Life Chi916-797-1551
- =& worship, Music & Media Pasztor I_llsa HDDI.TlE Gateway Ehr!st!an L!fe Chi916-966-3783 . o
-8B » Gateway Everts kr. Fewin Stebhings (3 atewway Chriztian Life Cho916-966-3733 Rezident Mizziona
Da &g Publicity PR & Advertising
dlends & w Sent To Gateway
s~ | ] | _’| ﬂﬂ Notes/History | Activies | Sales/Opporfunitie=  Contacts [ User Fields | 5ddrf:3J3

Accourt Layout 2000r | v

Gateway Christian Life Church - 4148 San Juan Ave. — Fair Oaks, CA 95628 (916) 966-3783 Fax: (916) 966-9134 E-mail: Info@GatewayCLC.Org Page 7 of 17



User Role Action Steps

15. Notice that this will generate a screen for the selected person while
also setting the current group and the one you are working in within
ACT. In ACT terminology this group becomes the current

‘LookUp’
ACT! - [GLCG - Contacts] o ]
=] File Edit Contact Lookup Write Sales Reports TooN@Online Wiew Window Help -
(=1 Fie Ed ku | | d | =18 x|
HI{ | 307 PH‘@H G2 @@L B
E tewa_l.J Chnstlan Llfe Church Home Address  [4148 San Juan Ave. |
) | I |
\ I |
City [Fair Daks |
Home Phone  [916-356-37E3 Ext [ | \gtate
Bus. Phone [916-994-2362 | Ext [22 | 95625
Mobile Phone | |
alutation [Pastor | E-mMQAddiess  [kbluemelGEealis.com |
INgG tatus [ | Last Rigilts [ |
Web Site [ |
Filter I | Motes [ Histories v Attachments W E-mail Inzert ke Dietails.. |
J Date ¢ Tire / | Type | Regarding | Record Managerl At_l
[FA 44572003 A5 A E-mail Sent Subject: Small Groups in Homes r. Fonald J. Ellis J:\Program F
5 44572003 2 N E-mail Sent Subject: 40-Days of Purposze at G ateway \@pdate  Mr Ronald J. Elliz d:\Program
oh wanious items 4-4-03
@4;"2;"2003 17: 05N E-maill Sent Subject: Getting folls to pay for their 40-0ay Mr. Ronald J. Eliz d:\Program f
Dai biooks?
Camnga, A 4/2/2003 957 PM E-mail Sent Subject: 40-0ayz Offering Envelopes in books... tr. Ronald J. Ellis d:\Program
5 343142003 8:46 P E-mail Sent Subject: Pastor Ken - Please werify that Saddlebacq@Mr. Fonald J. Elliz d:\Program
DID WOT charge you....
@3;"2&’2003 11:39 P -mail Sent Subject: 40-Dayz LAUMCH TEAM * meeting Ronald J. Elie o %\Program -
rarnindar this S 3007 19 WMee
[«]»] HotesHistory [Activiies [\Rales/Opportunities | Groups | Profie | Membership | WMaturty | vy ] Oser{[4] |
Lookup: Group Gateway | Staff: GW Phstoral Staff | v

16. Sort or refine the selected group by selecting the [Contact List]
button at left.
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Gt

User Role Action Steps
17. Review and sort or omit certain members of the selected group by
clicking at the extreme left to

&5 ACT! - [GLCG - Contact List] - Ol x|

H@ File Edit Contact Lookup Write Reports Tools Online Wiew Window Help _|ﬁ'|i|‘

[l <207 » v |EEH 20w s @ ci s 8|92

ITag Mode 'I Tagal | Lntag Al I Lookup Tagged | Ot Tagged | =
J Campany | Contact | Phone | Phone EHt.| Title: | Address 1
(3 atewway Chriztian Life Chr Pastor Thomaz King 916-966-3753 32 4148 San Juan dwve.
o Gatewsay Chrigtian Life ChiPaztor Hirmand Askar 916331 -5641 4447 Myrtle Ave.
o Gateway Chrigtian Life ChiPaztor Ken Bluemel 9169663783 22 4148 San Juan dyve,
G ateway Chriztian Life ChiPastor Leonard Carilla 916-966-3783 weorzh-71 Pagtaor B4:20 S agebrush wiay
o Gateway Christian Life ChuPastor Suzanne Delfin - 916-737-1551 23 4632 Danvers Lane
Gateway Christian Life ChuPastor Lisa Boome 916-966-3783 30 4148 San Juan dve.
| Gatewsay Christian Life ChiMr. Kevin Stebbings 916-966-3783 26 Rezident Mizsionan oo Gateway CLC - 41

18. Click on the appropriate button at top [LookUp Tagged] or [Omit
Tagged] to make the current change the current listing. (/n the
following example the screen is the result of selecting [LookUp

Tagged])

¥ ACT! - [GLCG - Contact List] - ol x|
H@ File Edit Contact Lockup Write Reports Tools Online View dow Help Aﬂﬂ‘
HI« e > EH B0omE e S| B|Y 2 | B

ITag Mode 'I Tagal | Uritag Al I Lookup Tagged Omit Tagged | =

Carnpany . | Contact | Phone | Phone EHt.| Title: | Address 1

|G ateway Christian Life ChiPastor Hirmand Askari 916-331-5641 4441 Myrtle Ave.

o Gateway Christian Life ChiPastor K.en Bluemel 916-966-3783 22 4148 San Juan dve.

o Gateway Chrigtian Life ChiPaztor Suzanne Delfin 916-797-1551 23 4632 Danvers Lane

o Gatewsay Chrigtian Life Chubdr. Kewvin Stebbings 9169663783 2B Rezident Mizzionan /o Gateway CLC - 41
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Gt

MAKING USE OF THE CURRENT LOOKUP - E-MAIL

User Role
Normal ACT user

Action Steps
19. Use a selected group or LookUp to do perform a variety of tasks

including:
o Printing Mailing Labels
o Printing a Phone List
o Sending and E-mail message
For more advanced users:
o Performing a mail-merge
o Performing an E-mail merge
[ ]

= ACT! - [GLCG - Contact List]

”@ File Edit Contact Lookup |Write Reports Tools Online Wiew Wing

20. Send an E-mail message by selecting [Write] and [E-mail Message].

” W <[ 1004 » M |LEtber
ITagMode |

| Elom_pa_n_lr Quick Fax
|G atewway Chiistiar E-rnail Message

o= Gateway Christiar
= Gateway Chiristiar 551 23
== Gateway Chiistiar

_jolx|
" Help = |5|‘
A IR
Memorandum
Eax Cover Page okup Tagged I Omit Tagged | ﬂ
ore | Fhore EHL| Title Address 1
D 4447 Murtle Ave.
22 4148 San Juan Ave.
QOther Document...

4632 Datvers Lane
c/n Gateway CLC - 41

Edit Document Template. .. 3733 26 Resident Missionary

Mail Merge. ..

B Modify Meny...

21. Use the resulting E-mail screen to send your pre-addressed message
to the selected list. Type a subject and message and press [Send].
(Note: Pressing [Send] releases the message into outlook for actual
transmission. The next time you open outlook you can open and
examine the message in Outlook’s ‘Outbox’ or simply press
Outlook’s [Send/Receive] button.)

Gateway Christian Life Church - 4148 San Juan Ave. — Fair Oaks, CA 95628 (916) 966-3783 Fax: (916) 966-9134 E-mail: Info@GatewayCLC.Org
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i ACT! - [GLCG - E-miail]

10 x|

Hﬁl File Edit Contact E-Mal Lookup Write Reports Tools Online View Window Help == ﬂ‘
|pamen | |2 X |wawd|¥ |3 @ v 2L
Address book: Type in recipient name: mentg:
IACT‘CDntacts | ITo =l I =]
Select from: To: &skan, Hirmand at Gateway Christian Life Church ;I

Al Contacts | |To: Bluemel, Ken at Gateway Chiistian Lite Church
Tor Delfin, Suzanne at Gateway Chiistian Life Chigcl Friatity: INnrma\ j I 5:55 PM - 4/9/2003
To Stebbings, Kevin at Gatewap Christian Life CI -
Open Address Book | g5, L2 v
= v Create higtory
Send using [~ Retun recei
a huy it
Subiect: I Serd | IMS Outiock j' [¥ Attach to contact(s)

MAKING USE OF THE CURRENT LOOKUP - LABELS
User Role Action Steps

Nolrynal ACT user 22. Print labels by sel_ecting [File] a_nd [Print] on the top menu.

i ACTI - [GLCG - Contact List] ] 4

- ~18] x|

Fi Contact Lookup Write Reports Tools Online View Window Help
Mew... Cirl+ e R

) bew 0B 6|

=-__ [Z Open... Ctrl+0
Close Cirl+w J Untag &1 |

E Save Chlas Contact

B 7|
Ormit Tagged |

| Phane Ext.| Title | Address 1
e F12 frmand Ask.an 4447 Myrtle Ave.

- e Bluernel ® 22 4148 San Juan Ave.
zanne Delfin Ppr- 7371551 23 4632 Danvers Lane
Stebhingz F1E-966-3783 26 Rezident Mizzionary oo Gateway CLC - 41

-

Data Exchange

Synchronize. ..
Synchronize Setup...

Backup...
Restore...

Administration

Set Reminders. ..

Print... Ctrl+P

Print Contact List

=

1GLCG.dbf

2 All Contacts.dbf

3 C:\Program Files\...\5160.lhl
4 GCLC-HS DOB Attend.rep

|B¥ Exit Alt+F4

i of

Print ACT! data, or the cumently open file or item Staff: GW Pastoral Staff | v
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Gt

User Role Action Steps
23. Use the following screen to select ‘Print Type’ ‘Labels’ and then
indicate the type of labels being used and press [OK]
Print x|

Printout tupe:

Labels IV | Show presiem
Address Book
Day Calendar
‘wieek Calendar
onth Calendar
A

Avery 5162 / 9162 / BEG2
Avery 5163 / B163 / BEE3
Avery 5164 / 8164

Avery 5385

i,istum

Edit Tamplatal Dptions, | Frint Setup. |

Cancel | Help |

24. Select ‘Preview’ in the ‘Send output to” window as shows below.
Verify that the source of data is the ‘Current Lookup’ and press the
[OK] button.

i

General | Position I

— Create report for —Send output to
™ Cument contact Prinker j
% Cument lookup | [Frrier
" Al contacts
¢ Al users

" Selected user

¥ Exclude My Record

oK | Cancd | Hep |

25. Choosing ‘Preview’ above will generate the following display where
you can view each page of the output and select [Print] to see the
printer selection screen and direct the output to a printer that is
ALREADY loaded with labels to print.

26. Choosing ‘Printer’ above will take you to the printer selection screen
and send the output directly to the printer.
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T - [GLCG - Contact List]
Frew Fage | Hext Fage | Page: |1 vl Twa Fage Zoom [n Zaan Dut I LCloge I

Faams Civeand ek BT Faazs Guzdrra Can
Sy e Lk Sharch Gy he e L Sharch S S L S
a4t B A e St ik s L
Spersennm O W Fair a0 kDR G By, C4 BSTER

e K 1, miing
Gy C vt Lk Chunch

e e TLC - 4 i S G
Falr Cukg 40 G540

MAKING USE OF THE CURRENT LOOKUP - PHONE LIST
User Role Action Steps
Normal ACT user 27. Print a Phone List by selecting [Reports] and [Phone List] on the top

% ACTI - [GLCG - Contact List]

1ol x]
ETE|

”@ File Edit Contact Lookup Write |Reports 1%ls Online View Window Help

”k TR »I|E’3E e s

Contact Directory

Blg? /@]

ITag Mode j || Phone List I Tagged I Omit Tagged | =
| Company Task List | FPhone Ext.| Title Address 1
o Gateway Ehristian Life Ck Notes History 4441 Murtle Ave.
== Gateway Christian Life Ch 22 4148 San Juan Ave.
= Gateway Christian Life Ck EEmay e 23 4632 Danvers Lane
o Gateway Christian Life Ck History Summary Classic 26 Resident Missionany /o Gateway CLC - 41
Activities /Time Spent
Contact Status
Source of Referrals
Group Reports »
Sales Reports 4
QOther Report...
Edit Report Template...
& Modify Menu...
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User Role Action Steps

28. Select ‘Preview’ in the ‘Send output to’ window as shows below.
Verify that the source of data is the ‘Current Lookup’ and press the
[OK] button.

ctories I Sales/Opportunities I

eate repart for

Cumrent contact
i Cument lookup
£ Al contacts

—Send output tg

[ Preview
E-mail
File - ACT! Report

File - Editable Text
oelected user

Alones -
BBrumfield —
BEBurbridge

GJohnson

[T Exclude "My Fecord"

Cancel |  Hep |

29. Choosing ‘Preview’ above will generate the following display where
you can view each page of the output and select [Print] to see the
printer selection screen and direct the output to a printer.

30. Choosing ‘Printer’ above will take you to the printer selection screen

and send the output directly to the printer.

FACT-[@ - Contact List]
Fi Prey Page | Mest Page | Page: I'I vl Two Page | Zoom [n | Zoom Out I Close I

ﬁ Phone List

31. Note above that there are several other options you can use with
reports including:

. ‘E-mail’ to directly E-mail the resulting report as an
attachment to an E-mail message, and
o ‘File — Editable Text’ to create a report output file that

is formatted in Rich Text Format (*.RTF’) which can

Gateway Christian Life Church - 4148 San Juan Ave. — Fair Oaks, CA 95628 (916) 966-3783 Fax: (916) 966-9134 E-mail: Info@GatewayCLC.Org ~ Page 14 of 17
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be opened inside Microsoft Word. (This allows you to
further enhance the report with a custom title,
additional notes, etc.) NOTE: When using the ‘File —
Editable Text’ option you should have Word already

opened and ready to display the report results.

MAKING USE OF SINGLE CONTACT (Letters, Memos, Fax Covers):

User Role Action Steps
Normal ACT user 32. Use a selected contact to:
o Begin typing a letter
. Begin typing a Fax Cover Page
. Begin typing a memo
[

By FIRST starting Microsoft Word and then bask inside ACT
selecting

[Write] and the appropriate choice.

ACT! - [GLCG - Contacts]

“ File Edit Contact Lookup |Write Sales Reports Tools Online View Window Help

=10l x|

81|

JJH | 20f4

- IR LRI

Gateway Christian Life Church - 4148 San Juan Ave. — Fair Oaks, CA 95628 (916) 966-3783 Fax: (916) 966-9134 E-mail: Info@GatewayCLC.Org

Memarandum
%
Eax Caver Page ] Home Address [4142 San Juan Ave. |
Quick Fax i | |
=i E-mail Message :l | |
Lslles Sl | City Fair Daks |
Home Phone Edit Document Template. .. ] State
Zip 95625
Buz. Phone Mail Merge... :l
Mobile Phone
S alutation B Modify Meny... (| E-mail Address [kbluemel@ealis. com |
ID/Status | | Last Results | |
Web Site | |
Filter i I [v Motes | Histoies W Attachments v E-mail Inzert Note I Detals... I I;l
J Date | Time / | Type | Fegarding | Record Managerl Al
54.:“5.-’20!]3 305 A E-mail Sent Subject: Small Groups in Homes kr. Ronald J. Elliz d:\Frogram F
@4;’5#2003 233 A E-mail Sent Subject: 40-Dayz of Purpose at Gateway - Update  Mr. Ronald J. Ellis d:WProgram
on various items 4-4-03
B 4,/2/2003 11:05 Pk E-mail Sent Subject: Getting folles to pay for their 40-0ays kr. RonaldJ. Elliz d:\Program
hAnk =
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User Role Action Steps

or 15 minutes go by...) and issue the Microsoft Word print
command.

the concerned contact.

34. Printing will cause ACT to jump back in and ask if you need an
envelope, if you’d like to save if you haven’t and it ‘should’ finally
post a record and a link to the document on ACT’s [Notes] tab for

33. Wait as needed for ACT to hand off to Microsoft Word and then
begin to type your document. Save the document early (before 10

MAKING USE OF SINGLE CONTACT (Letters, Memos, Fax Covers):

Normal ACT user 35. Get the Name address and phone to paste into any application by
pressing the [Copy to Clipboard] button on the toolbar.
CT! - [GLCG - Contacts] =10l =l
H File Edit Contact Lookup Write Sales Reports Tools Online View Window Help ;Iilﬂ‘

W «([204 » 1 EH UBWE PO & B Y2 | ¥uedwy

g Eateway Chriztian Life Church Home Address [4143 San Juan Ave,
p i — { )

|
Pastor K.en Bluemel | [
j | I
|
|

City |Fair Daks
Home Phone  [316-356-3753 Ext.| | State
Bus. Phone [516-394-23R2 | Ext [22 | Zip qa628
Mobile Phone | |
Salutation [Pastor | E-mail Addiess |kblusmelBcalis com |
ID#Status | | Last Results [ |
web Site [ |
Filter b | ¥ Motes |v Histories [ Attachments W E-mail Insert Mote | [etails... | |;|
J Date / | Time / | Type | Regarding | Record Managerl .-’-‘-.t_l
[FA 44572003 305 A E-mail Sent Subject: Small Groups in Homes r. Fonald J. Ellis J:\Program F
EAad/R2007 T AM F-razil Samt Sukierk ANMans AF Pormase at Rakewan - Hindate Me Banald ] Fllis A5AProaraes F

& [V] to add the copied info:

Pastor Ken Bluemel

Gateway Christian Life Church
4148 San Juan Ave.

Fair Oaks, CA, 95628

Phone: [1] 916-966-3783

Fax: [1] 916-966-9134

36. Move to any application and press the [Paste] button or press [Ctrl]

Gateway Christian Life Church - 4148 San Juan Ave. — Fair Oaks, CA 95628 (916) 966-3783 Fax: (916) 966-9134 E-mail: Info@GatewayCLC.Org
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WHAT ELSE?
User Role Action Steps
Advanced Users 37. ACT Can be used for a variety of more advanced purposes

including:
[

Mail Merge to plain E-Mail

Mail Merge to HTML E-Mail (with added software,
Mail Merge Mania)

Mail Merge to Paper

Mail Merge to Fax

Standard Letters (quickly produce Letter of Call to
Ushers, etc.)

Export Data (For example exporting a text format data
list to Word to use in mail-merge fashion to produce
nametags or a comma delimited list to open in Excel.)
Perform data analysis (Number of folks involved in a
group, folks at Gateway not involved in children’s
ministry, Staff members not included in Gideon'’s
Army, etc.)
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