ACT! UNIVERSITY

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

2, Application: ACT! Classic/2006

Comfortable in Contact view, few self-taught users ever venture into Contact List view, which makes searching for a
contact fast and easy. To help, we’ll show you how the pros use Contact List view in this first in a series of articles on how to make

the most of the view.

To access and use the default Contact List view, we'll:

* Demonstrate how to access Contact List view and why.

*  Examine simple steps for navigating in and out of Contact List view to make finding contact data quick and easy.
* Reveal a hidden Contact List view feature that will add a spring to your contacting steps.

Contact view is the king of the ACT!
hill — every user knows it and uses it. But
moving from contact to contact in that
view takes a lot of clicking. You click
forward to see the next contact, and often
back to compare data, and then forward
again. You can avoid the hassle with
ACT!’s spreadsheet style Contact List
view that you can put to use right now.
We bring you the basics in this article,
and we’ll build on them in the next two
articles in our series on how to work in
and customize Contact List view.

Introducing Contact List view
ACT!s Contact List view looks a lot like
an Excel spreadsheet, as shown in Figure
1, and acts a bit like Windows Explorer.
Therefore, many users find it easy to
maneuver. To access the view:

1. Perform a lookup from Contact view.

2. Click the Contact List button on the
toolbar. (In Classic, click the Contact
List button on the navigation bar on

the left.)

Notice the information immediately avail-
able to you. By scanning a particular col-
umn, you’'ll quickly find the exact record
you're looking for.

Not convinced? Let’s say you need to
call someone at your largest client, but
you can’t remember the contact’s name
right off. You know you’ll recognize it
when you see it. You perform a lookup of
the company name and receive thirty-six
results.

In Contact view, you must click the
Forward button, as shown in Figure 2,
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1: With the Contact List view, you examine your lookup results in spread-

sheet format.
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and then review the contact name in

each record until you find the record
you're looking for. The more results your
lookup returns, the more clicking and
searching you’ll do — and that’s wasting
time you could spend on the phone with a
customer.

Get around in Contact List view
Now that you know how to access Con-
tact List view, let’s see how easy it is to
move around in it. We illustrate the navi-
gation options in Figure 3.

To move around in Contact List view:

1. Use the scroll bar on the right side of
the view to scroll through long lists of
lookup results.

2. Use the scroll bar on the bottom of
the view to scroll through columns
that you can’t see due to screen size
limitations.

3. Click on a column header, such as
Contact, to sort the results by that
column, in ascending order.

4, Click on a column header’s Sort
triangle to resort the column in
opposite order (e.g., change from
ascending to descending).

ACT! offers several methods for moving
back and forth between the various views
from Contact List view. We show these
options in Figure 3.

To switch views from Contact List view:

1. Click a Company hyperlink to
switch to Company view for that
company (2006 only).

2. Double-click on any row for a
contact to open the Contact view
for that contact. (In Classic, double-
click on the small gray box to the left
of the Company column.)

Insider Tip: If youre in tag mode in Classic’s
Contact List view, you can double-click on any
row to open the Contact view for that contact.

3. Use the Navigation bar to switch to
different views.

4, Use the Back or Forward buttons to
switch to recently opened views.

Benefit from a hidden navigation
treasure

Many experienced ACT! users miss out
on one of Contact List view’s most handy
feature — the option to jump to records
by typing in the first letter of the record
of the sorted column. For example, let’s
say you performed a First Name lookup of
John and then wanted to jump to the spe-
cific company John worked for. You can
do this in Classic and in 2006, but the
steps are a bit different.
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3: Getting around Contact List view is simple.
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2: Clicking through record after record in Contact view wastes time compared to skim-
ming through records in Contact List view (compare to Figure 1).



To jump to a record by first letter in 2006: With Contact List view, you can do even
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4: Jump to desired records by sorting by column and entering the first letter of
the word for the record in the Look For text box.
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jumping so that the highlighted

record is at the top, which seriously

ing order, then typed w. Once it
jumped, ACT! only displayed the
w companies and those companies

listed after it in the ascending order. 5: The Look For dialog box opens as soon as you press a letter key.
When your Contact List view does

the same, don’t worry — just scroll
up using the scroll bar on the right
side to view the preceding contacts.




