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ACT! like a pro with immediate access to your contacts in Contact List view

2, Application: ACT! Classic/2006

AT A GLANCE

B

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.

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

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.

Columns from the resulting pop-up
menu.

4, In the resulting Customize Columns
dialog box, select the column you want

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:

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. 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
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appropriate arrows.

The on-going challenge of increasing productivity and decreasing inefficiencies can be

overwhelming - often leaving business owners wondering where to begin. By Design
Ils Solutions helps you put together the pieces of the complex puzzle of accounting and
Simple business management systems. We not only help you evaluate and Select the right version
of QuickBooks, but help you Implement it, Maximize it's use, Perform tasks more efficiently,
Learn through hands on training, and then Enlist our help when you need support! It's just
that SIMPLE! View our website for more information at www.ByDesignSolutions.com

By I)es‘i‘(g%olutio




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.

Fl Customize Columns

Available fields:

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.

Showe as columns in this order:

Access Level
Address 3
Alternate Extension
Alternate Phone
Birth Date

Counkry

Create Date
Custamer ID X
Cepartment
Edit Date 2
Fax Extension

Fax Phone

Firsk Marie il

|»

[2ls ||

IsUser
Company
_ontack Maove Lp
Phone
Extension
Title
Address 1
Address 2
ity
State

ZIF Code

Mavve Down

i,

a4 Cancel

2: Move a new field to the desired posi
Move Up button.

ition by highlighting it and clicking the

@ Tcompany Contact [Email [Phone Exlension Tille A
B At EqupEn S it Wy A 221
Bob James Equipment BobJames biames(@bie.com (555) 555-5555 Owmer 221
Bob James Equipment Vic lames (555) 5554578 21
Boomers Artwone Jane Belamy 0198 167423 Oumer Miel
Boomers Atwors Richard Harvison 0191 258360 Vice Presidert Mo
Boamer's Atwors Enily Dunn (502) 5554874 Sales Representativ 890)
Boamer's Arwors Btte James Sales Representativ 990)
Brandee's Bakery Liz Ditmeier (208) 55-2445 Manager 411
Brendee's Bakery Mackenzie Jensen (208) 5552211 Oumer 411
Brock, Lathers and Freedman Dr. Dater Brock. dbrock@cpgt.co.ck (879)92:343 Plastic Suigeon FLI
Buushy's Goling World Paul Brushman agnger@nepfaniy.net (455) 555-2221 Chief Golf Sales Mar Lev|
Cadbury Wiliam Cacbuny 01214514484 Founder Ca
Captains of Industry 1M Powertul im@captainsoi com (713) 661-5095 President FO
CH Goumet Caffes Ceci Catter Cecli@chgoumetgits.com  (212] 5554444 Public Relations Mai 13
@ CH Goumel Gits Emst Andersan Emst@chgourmetgifts.com  (415] 555-2231 Vice Presidert of US 13
@ CH Gouwmel Gits Belty Browiser bbrowser@chgoumet com 0368462200 Sales Riepresentaiiv 10
@ CH Gowmel Gits Fred Fenderine ffendeline@chgoumetgits. 0208 748534 S sles Riepresentaiv 5|
[} Gis Chiis Huffman Ch pcigits.com _(217)5 CED 3
@ CH Gouwmel Gits Alison Mikola Alison@chgoumetgifs.com (212) 5558421 Sales Representaliv 13
@ CH Goumel Gits Melissa Pearce Mlissa@chgoumetgits cor (212] 555-8431 Assistant 13
@ CH Goume! Gits Julistez Riosseus Juliene@chgoumetgits con (212) 5557321 CFD 13
CH Goume! Gilts Jonathan Sommer Janathan@chgoumetgits.c 03 664 62200 Vice Presidert AsizF 10
@ CH Gouwmel Gits Saiah Whiing Saiah(ehgoumetgits.com 642 2227343 Vice President Eurey 5|
CH Bgumet Imports Joelhen g fereBchgoumegi con 212)555447 . BushessDevdepm 13

P

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

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.
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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 Figure5.

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.

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

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

3. Ch?k Ondtze COI“m}? 5{0;‘ want to move want to remove from the Show As the left or right (without scrolling) as
again an rag to the left. . . .
5 5 Columns In This Order list box. We possible and then release the mouse
4. Repeat as necessary. . )
selected Private Contact. pointer.
3. Click the single left arrow (the
inactive arrow below the circled ACT! removes the column from view. If
Wisk away the waste arrow in Figure 1). The column you realize you need the column later,
If you add too many columns to your name disappears from the Show As simply add it back using the steps in the
Contact List view, you risk information Columns In This Order list box and “Add and arrange Classic Contact List
overload and being forced to scroll to the appears in the Available Fields list view columns” section in this article.
right to locate pertinent columns. Fortu- box.
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5: Drag and drop columns in Contact List view to display them right where you want them.



