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With the basic understanding of Contact List view that we brought you last month, you can more quickly locate the 
contacts you need without all the extra clicking. But if you want to identify your contacts by fields that Contact List view doesn’t 
show, it isn’t much help. Don’t give up on the view yet — customize it to display the columns you need.

To continue our quest to maximize success with Contact List view, we’ll:

•	 Add the columns to Contact List view that you need to quickly identify the right contact in a lookup.

•	 Rearrange columns to put your most important values front and center.

•	 Clean up your view so you don’t replace a lot of clicking through Contact view with a lot of scrolling.

at a glance

ACT! like a pro with immediate access to your contacts in Contact List view
. Application:  ACT! Classic/2006

Last month we introduced you to Con-
tact List view and how you can use it to 
streamline your searches. This month we 
take you to the next level of efficiency by 
demonstrating how you can customize 
your Contact List view by adding col-
umns to the view, such as email address. 
Bonus: You can use the techniques here 
to customize other views and tabs within 
Contact view. So even if you aren’t ready 
to switch to Contact List view, there’s 
something here for you after all.

Customize your view
Now that you see the benefits of Contact 
List view and have started to use it, you 
may find that the default columns and 
their order don’t meet your needs. Make 
the view more efficient by adding, delet-
ing, and/or rearranging the columns for 
the way you work. Because the steps for 
customizing Contact List view in ACT! 
Classic and ACT! 2006 versions are so 
different, we’ll examine them separately.

Worry-free customizations: Changes to the columns 
in Contact List view are user-specific, so you don’t 
need to worry about affecting other users. As a 
safeguard, when you delete columns, you delete 
them only from your view, not from your database.

Add and arrange 2006 Contact List 
view columns
In 2006, you’ll make changes to displayed 
columns using a dialog box.

To add columns to your Contact List view in 
2006:

1.	 Perform a lookup from Contact 
view.

2.	 Click the Contact List button on 
the toolbar to switch to Contact 
List view.

3.	 Click the Options button in the 
upper-right corner of the Contact 
List view. Select Customize 

Columns from the resulting pop-up 
menu. 

4.	 In the resulting Customize Columns 
dialog box, select the column you want 
to add from the Available Fields list 
box as shown in Figure 1. We selected 
E-mail.

5.	 Click the single right arrow circled in 
Figure 1. The column name disappears 
from the Available Fields list box and 
appears at the bottom of the Show As 
Columns In This Order list box.

6.	 Repeat for more columns, if desired.

1: Add available fields to your display by clicking on the 
appropriate arrows.
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If you’re happy with the current column 
order, click OK to add the columns and 
close the Customize Columns dialog box. 
It isn’t likely, however, that you want your 
new columns simply added at the end (all 
the way to the right). Fortunately, you can 
rearrange the columns.

To rearrange columns in your Contact List 
view in 2006:

1.	 In the Show As Columns In This 
Order list box, select a newly added 
column name and click the Move Up 
button repeatedly until the column is 
in the desired position. As shown in 
Figure 2, we used the Move Up button 
to move the E-mail field to just below 
the Contact field in the list box.

2.	 To move any other column, select its 
name in the Show As list box and use 
the Move Up or Move Down button 
to rearrange.

3.	 Click OK when complete.

ACT! adds the new columns to the 
Contact List view in the order you desig-
nated, as shown in Figure 3.

Add and arrange Classic Contact 
List view columns
In Classic, you’ll take a drag and drop 
approach to adding and arranging col-
umns.

To add columns to your Contact List view in 
Classic:

1.	 Perform a lookup from Contact view.

2.	 Click the Contact List button on the 
navigation bar on the left to switch 
to Contact List view.

3.	 Use the bottom scroll bar to scroll 
to the right until you can see blank 
space.

4.	 As we show in Figure 4, right-click 
anywhere in the white space to 
reveal a pop-up menu. Choose Add 
Columns. 

5.	 In the resulting Add Columns dialog 
box, select a column name and click 
Add.

6.	 Repeat as desired and then click 
Close.

ACT! displays the added columns all the 
way to the right in the Contact List view. 
It isn’t likely, however, that you want your 
new columns simply added at the end (all 
the way to the right). Fortunately, you can 
rearrange the columns.

To rearrange columns in your Contact List 
view in Classic:

1.	 Click on the column header for the 
column you want to move and drag 
to the left. The pointer turns into a 
closed hand as you drag.

2: Move a new field to the desired position by highlighting it and clicking the 
Move Up button.

3: Our newly added E-mail column displays right where we want it in the 
spreadsheet style view.

4: You must scroll to the blank space to add 
columns in Classic’s Contact List view.



2.	 Drag the column header so that 
it hovers over the two columns in 
between which you’d like to place the 
column, as shown in Figure 5. 

3.	 Release the mouse. The column 
header and its field data moves to the 
new location, as shown in Figure 5.

Watch For: When you drag column headers from 
the far right to the far left, ACT! won’t scroll with 
you. To work around this:
1.	 Drop the column as far to the left as 

possible.
2.	 Use the bottom scroll bar to scroll as far to 

the left as you can, but the moving column 
must remain visible.

3.	 Click on the column you want to move 
again and drag to the left. 

4.	 Repeat as necessary.

Wisk away the waste
If you add too many columns to your 
Contact List view, you risk information 
overload and being forced to scroll to the 
right to locate pertinent columns. Fortu-

nately, you can delete columns that you 
don’t really use from the view. Remember, 
deleting columns only removes them from 
the view — not from your database or 
other views.

To delete columns in your Contact List view 
in 2006:

1.	 In Contact List view, click the 
Options button in the upper-right 
corner of the Contact List view. 
Select Customize Columns from the 
resulting pop-up menu. 

2.	 In the resulting Customize Columns 
dialog box, select the column you 
want to remove from the Show As 
Columns In This Order list box. We 
selected Private Contact.

3.	 Click the single left arrow (the 
inactive arrow below the circled 
arrow in Figure 1). The column 
name disappears from the Show As 
Columns In This Order list box and 
appears in the Available Fields list 
box.

4.	 Repeat for more columns, if desired. 
When complete, click OK to close 
the dialog box and implement the 
changes.

To delete columns in your Contact List view in 
Classic:

1.	 In Contact List view, click on the 
column header for the column you 
want to delete. The pointer turns into 
a closed hand as you drag.

2.	 Drag the column header up until it 
turns into a trash can icon and then 
release the mouse. Alternatively, you 
can drag the column header as far to 
the left or right (without scrolling) as 
possible and then release the mouse 
pointer.

ACT! removes the column from view. If 
you realize you need the column later, 
simply add it back using the steps in the 
“Add and arrange Classic Contact List 
view columns” section in this article.

5: Drag and drop columns in Contact List view to display them right where you want them.


