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The MX-Contact Tutorial Introduction

1 The MX-Contact Tutorial - Introduction

The MX-Contact Tutorial is designed to assist you to get up and running with MX-Contact. Step by Step
procedures in each lesson along with screenshots will help you to get to grips with the basics of MX-
Contact in no time.

Before you start, make sure that MX-Contact is installed on your machine and that you can find the folders
that you will be working with. You can navigate to these folders by using the MX-Contact group on the
Outlook bar or by using the folder structure.

In this scenario you are a sales consultant employed by a fictitious company National Computer Suppliers,
Inc, which sells hardware (servers, workstations, printers, etc.) and software products to major corporate
accounts in the United States Pacific Northwest. (Note that in the examples and screenshots shown, you
are identified as Susan Jones). Although this might be quite different from your environment even to the
extent that you sell services rather than products, the exercises here should still give you a good idea
about the functionality of MX-Contact in terms of working with companies, contacts, etc. You will be given
the task of adding a prospect account and some supplier and competitor companies along with some
contacts that relate to these companies. In addition you will record some basic interactions that you have
with these parties.

In these sample exercises you are dealing with a customer called Premier Foods, along with Barney
Anderson and Gillian Meyer, who are decision makers there, and Jim Bothwell, who has been called in
as an external consultant to evaluate some products. Unlimited Technologies is their current hardware
supplier and one of your competitors in the market place. One of your suppliers is Compaq Corporation,
where Johnny Walker is employed as the Account Manager to assist you with large account sales.

In this tutorial you will learn how to do the following:
1. Create and maintain your database of companies and contacts

Tutorial Exercises - Database

2. Record details of your interactions with these companies and contacts

Tutorial Exercises - Interactions

3. Running reports to extract listings and information from your database

Tutorial Exercises - Reports

4. Perform direct marketing/mail-merge operations with selected sub-sets of your target database.

Tutorial Exercises - Direct Marketing

Please note the exercises are designed to be done in sequence, as exercises in the later sections
depend on data that is added earlier in the tutorial. Also, note that the e-mail exercises you have set
Outlook's Mail Format (under Tools, Options) to Rich Text, and NOT using Microsoft Word as your E-
Mail Editor).
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The MX-Contact Tutorial

Creating and Maintaining your Database

2 Tutorial Exercises - Database

In this section you will do the following exercises:

1.

10.

Add a Company

Adding a Company : Exercise

Add a Second Company

Adding a Second Company : Exercise

Add an Individual Contact

Adding an Individual Contact : Exercise

Add a Contact with Company Information

Adding a Contact with Company Information : Exercise

Add a Company from a Contact

Adding a Company from a Contact : Exercise

Add a Contact from a Company

Adding a Contact from a Company : Exercise

Associate a Company to a Contact

Associating a Company to a Contact : Exercise

Link a Company to a Contact

Linking a Company to a Contact : Exercise

Associate a Contact to another Contact

Associating a Contact to another Contact : Exercise

Associate a Company to another Company

Associating a Company to another Company : Exercise

Once you have done these exercises you are ready to learn about recording interactions with these
companies and contacts

© ExchangeWise (Pty) Ltd www.exchangewise.com
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The MX-Contact Tutorial Creating and Maintaining your Database

2.1  Adding a Company : Exercise
Add the company Compag Corporation (Seattle).

Complete the following information on the General tab:

Company Name: Compagq Corporation (Seattle)
. 722 da Vinci Boulevard, Kirkland, WA, 98034, United
Address: .
States of America
Telephone: +1 (206) 555-8257
Fax: +1 (206) 555-5174

www.compag.com.usa
Web site URL:

Complete the following information on the Profile tab:

Industry: IT

Supplier
Company Type:

Show me the Solution (Adding a Company : Solution)

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 3
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The MX-Contact Tutorial Creating and Maintaining your Database

2.2  Adding a Company : Solution
Add the company Compag Corporation (Seattle).

Complete the following information on the General tab:

Company Name: Compagq Corporation (Seattle)
. 722 da Vinci Boulevard, Kirkland, WA, 98034, United
Address: .
States of America
Telephone: +1 (206) 555-8257
Fax: +1 (206) 555-5174
Web site URL: www.compag.com.usa

Complete the following information on the Profile tab:

Industry: IT
Company Type: Supplier
Basic Steps:

1. Selectthe Companies Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 4
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The MX-Contact Tutorial

Creating and Maintaining your Database

B Microsoft Office Outlook
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2. Click on the New Item (Company) button the MX-Contact Toolbar.

s

!ﬂ T hew [tem |

3.  Ablank Company Form will open:
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The MX-Contact Tutorial

Creating and Maintaining your Database

FE Untitled - Company

EEX

i Fle Edit ‘iew Insert

Tools  Actions  Help

Eidsevecndciose I | 4 B 0¥ 0@ o - v -8

]

General | Prafile |

Comparny

Business

ShartjOther Mame:

Business Fax

Prirnary User:

Primary Group:

Address...
Business ﬂ

Mailing Address v

E-mail
‘Web page address:

Mail Server:

Mokes ]Groups ] Companies ] Contacts ] Users ] Teams ] Appointments ] Tasks ] Journals ] Documents ] E-Mail ] Opportunities ] Project: 4

-

4. In the New Company form, add the details for the company Compaq Corporation

(Seattle):

Complete the following information on the General Tab:

Company Name:

Compagq Corporation (Seattle)

Address:

722 da Vinci Boulevard, Kirkland, WA, 98034

Telephone:

+1 (206) 555-8257

Fax:

+1 (206) 555-5174

Web site URL:

www.compaqg.com.usa

© ExchangeWise (Pty) Ltd
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The MX-Contact Tutorial Creating and Maintaining your Database

F® Compagq Corporation {Seattle) - Contact

! Fle Edit ‘iew Insert Format  Tools  Ackions  Help
lllsaveandclose iy | A S 0 | ¢ Sy @] e - v v!
0
General | Prafile
Full Mame.. . |C0mpaq Corporation {Seattle) Flag for Deletion: I
Primary Comparny: | jﬂ Business ﬂ |+1 (206) 555-5257

Job Title: j Home ﬂ |

|
Primary User: | | | Business Fax v | [+1 208y 5555174
|

| ﬂ Mabile ﬂ |
% 722 da Vinci Boulevard I E-rnail ﬂ | |
Kirkland, Wa 293034

Business ﬂ Urited States of America Web Page Address: |httD:.f.l’www.cornnaq.cc-m.usa |

Primary Group:

Malling Address [+ Mall Server: |

Makes ]Groups ] Companies ] Contacts ] Users ] Teams ] Appointments ] Tasks ] Journals ] Documents ] E-Mail ] Opportunities ] Projects L4

5. Enter the details for the Profile Tab:

Industry: IT
Company Type: Supplier
© ExchangeWise (Pty) Ltd www.exchangewise.com Page 7

K:\Web Sites\exchangewise.net\Downloads\Documents\02_Marketing\01_Product_Info\03_Guides\MXContact_Tutorial_Base_System.doc



The MX-Contact Tutorial Creating and Maintaining your Database

[ Compagq Corporation (Seattle) - Company |Z”El[gl

! File Edt Wew Insert  Formak  Tools  Actions  Help

EH&aveandClose%|.‘j|.‘j|e}|? \Ip‘_l@v| - ,‘.!

General Profile: |
g | Compag Corporation (Seattle) Gatipe 10 | 9BCAFSA0-5D4A-402C-B7BI-CCODDTBI140
LegalfCommercial Mame: |C0mpaq Corporation (Seattls)] Group ID: |

Company Registration Mot |

YT Tax Registration Mo: |

Custamer Mo: | I

Induskry: |IT Cakegoties: O Category 1

O Category2
[ Category3

Territary 10: |

Comparny Type: |Supplier

LedLefLeflel

Company Skakus: |

Turnover: 0
o Employess: 0

6. Click Save and Close.

Take me to the next Exercise (Adding a Second Company : Exercise)
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The MX-Contact Tutorial Creating and Maintaining your Database

2.3  Adding a Second Company : Exercise
Add the company Unlimited Technologies, Inc.

Complete the following information on the General tab:

Company Name: Unlimited Technologies, Inc.

Web site URL: www.unlimitedtech.com.usa

Complete the following information on the Profile tab:

Industry: IT

Company Type: Competitor

Show me the Solution (Adding a Second Company : Solution)

© ExchangeWise (Pty) Ltd www.exchangewise.com
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The MX-Contact Tutorial

Creating and Maintaining your Database

2.4  Adding a Second Company : Solution

Add the company Unlimited Technologies, Inc.

Complete the following information on the General tab:

Company Name: Unlimited Technologies, Inc.

Web site URL: www.unlimitedtech.com.usa

Complete the following information on the Profile tab:

Industry: IT
Company Type: Competitor
Basic Steps:

1. Select the Companies Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:

B Microsoft Office Outlook

i Fle Edit Yew Go Iook  Actions  FE-Cons
R e ii.‘.‘F'nd 4} Tvpe a cantact ko fin

i @eack @8[] 9 AN

shortcuts * 15 =] New Tkem

fa}. 33 B |

al Eal Corpanies B ﬂ 5
Zorkacks l“‘t I :*‘
arows [0 \company
P i Compag o
Users
Tearms
Reparts
Caendsr -

Personal Cakendar
Journas

Arthities

Tasks

Personzl Tasks
E-mil

Cooumenks

[
o I 2 0 8 8 ]

Products

__J Documents

2. Click on the New Item (Company) button on the MX-Contact Toolbar.
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Creating and Maintaining your Database

~ - |-

£ T3 New [tem |

3.  Ablank Company Form

will open:

FE Untitled - Company

i File Edit Wiew Insert  Format

B

Tools  Actions  Help

By oos-le- -}

: [ saveand close Igh | & | & |
:

General I Profile |

Comparny:

Busingss b4 |

ShorkfOther Marne:

Primary Lser:

Primary Group:

Address..,
Business ﬂ

Mailing Address v

Motes lGroups ] _ompanies ] Contacts ] Users ] Teams ] Appoinkments ] Tasks ] Journals ] Documents ] E-Mail ] Opportunities ] Projeck: L4

: Business Fax ||

| =2

| 1 ==
E-mail ﬂ | |
Web page address: | |
Mail Server: |

-

4. In the New Company form, add the details for the company Unlimited Technologies :

Complete the following information on the General Tab:

Company Name:

Unlimited Technologies, Inc.

Web site URL:

www.unlimitedtech.com.usa

© ExchangeWise (Pty) Ltd
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The MX-Contact Tutorial Creating and Maintaining your Database

= Unlimited Technologies, Inc. - Company : §|f'>__<|

i File Edt  Wiew Insert  Format  Tools  Ackions  Help

i [l save and close g4 | S | S 0| ¢ 2 50 -] e - ;v!

.
General | Profile |

Compary: |Umlimited Technelogies, Inc., Business ﬂ |
Shatt/Other Name: |Umlimited Technelogies, Inc., Business Fax ﬂ |

Prirnary User! | jﬂ
Primary Group: [}J ﬂﬂ

Address... E-mail ﬂ | |

Business ﬂ ‘Web page address: |httD:waw.unlimitedtech.com.usa |

Mailing Address v Mail Server: |

Motes lGroups ] Campanies ] Zontacks ] Users ] Teams ] Appaintments ] Tasks ] Journals ] Documents ] E-Mail ] Oppartunities ] Project: L4

s

5. Enter the details for the Profile Tab:

Industry: IT
Company Type: Competitor
© ExchangeWise (Pty) Ltd www.exchangewise.com Page 12
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The MX-Contact Tutorial

Creating and Maintaining your Database

= Unlimited| Technelogies, Inc. - Company

! Fle Edit Yiew Insert Format  Tools  Actions

Help

il saveardcloss lgh | S | S 0l | ¥ A ] e - o v!

2]

B/=ES

General Prafile |

Comparty: |Unlimited Technologies, Inc,

LegalfCommercial Hame: |Unlimited Technologies, Inc,

Company Registration Mo |

VATITax Registration Mo; |

Custamer Moz |

Industry: |IT

Tetritory ID: |

Company Typs: | competitar

Company Status: |

Turnover: 0
Mo Employees: 0

LedLefLe] Lo

Comparny I

Group ID:

Cakegories:

|8DBD3 152-C406-4AE7-IFFA-E4A43CSCELL

O Category i
O cCategoryz
O Category3

6. Click Save and Close.

Take me back to the Exercise (Adding a Second Company : Exercise)

Take me to the next Exercise (Adding an Individual Contact : Exercise)

© ExchangeWise (Pty) Ltd
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The MX-Contact Tutorial

Creating and Maintaining your Database

2.5 Adding an Individual Contact : Exercise

Add the following contact:

Complete the following information on the General tab:

Name:

Jim Bothwell

Primary Company:

JMB Consultants

Job Title: Consultant
Mobile: +1 (780) 382-0808
E-Mail: jbothwell@hotmail.com.usa

Complete the following information on the Profile tab:

Interests:

Golf, Tennis

Show me the Solution (Adding an Individual Contact : Solution)

© ExchangeWise (Pty) Ltd
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The MX-Contact Tutorial

Creating and Maintaining your Database

2.6  Adding an Individual Contact : Solution

Add the following contact:

Complete the following information on the General tab:

Name:

Jim Bothwell

Primary Company:

JMB Consultants

Job Title: Consultant
Mobile: +1 (780) 382-0808
E-Mail: jbothwell@hotmail.com.usa

Complete the following information on the Profile tab:

Interests:

Golf, Tennis

Basic Steps:

1. Select the Contacts Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:

© ExchangeWise (Pty) Ltd
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The MX-Contact Tutorial Creating and Maintaining your Database

B Microsoft Office Qutlook

: Ele Edt Yew Go Toob  Actions M
i lg=lbenw - | <5 | BpFird | (W8 Type a conbac
ied @pack @ | (A] |9 i

2l ol Companies

]

onkads

E¢ [ | Can

Grolps

Opoarbonitics @

Users

E
g

Teams
Fepaot:s
Caknda -
Personal Cakendar
Journaks

Activities

Tasks

Petsona Tasks
E-mail

Dacumencs

BN ke ke P ELELRE BB B E L

Products

1 Documents
A F-nial

€

2. Click on the New Item (Contact) button on the MX-Contact Toolbar:
—

m T hew [tem |

3. A blank Contact Form opens:
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The MX-Contact Tutorial

Creating and Maintaining your Database

FE Untitled - Contact

i Fle Edit  Mew Insert Tods Actions  Help
Pl savepndchse Y| | 0| P T B e -

Farmat

eneral | Prafilz

Ful Mare. .,

|
FHmary Campany [
b Title: [ "]
Erimary Liser: | j .,-»l
Frimary Group: | ﬂ ﬂ
Address...

Busimass ™

Maiing Addrass W

Flag for Dekkion:
Busingss

Hone

Business Fax
Makil=

E-mail

“Web Page bhoddress:

Mail Sarver:

=

Ei
E
=
ﬂ

M=t | Groups | Companies | Corfacts | Users | Teams | Appcintments | Tashs | Joumals | Documents | E-Mai | Opostturities | Projects 1| ¥

4. Enter the details for Jim Bothwell on the General Tab (Note: type in Consultant under

Job Title):

= Jim Bothwell - Contact

! File Edit Wew Insert Format  Tools  Actions  Help

idssveandcose kg A S0 v oy -] - v B

o

General I Profile |

Full Narme. .. |JinIBothweII

Primary Company: |JMB Consultants

1ob Title: |C0nsultant

Primary User: |

Primary Group: |

Address...
Business ﬂ

Mailing address W

=] =

=] &l
=]

Flag Far Deletion:
Business

Home:

Business Fax

IMabile
E-mail

‘web Page Address:

Mail Server:

-

il

x|l

]

| [+1 (7o0) 382-0908

ﬂ |1'bothwell@hotmail.com.usa

Mokes ]Groups ] Companies ] Contacts ] Users ] Teams ] Appaintrments ] Tasks ] Journals | Documents ] E-Mail ] Oppottunities ] Projects L4

www.exchangewise.com
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The MX-Contact Tutorial Creating and Maintaining your Database

5. Enter the details for Jim Bothwell on the Profile Tab:

= Jim Bothwell - Contact -_ E|f'>__<|
I Fle Edit Wiew Insert  Formak  Tools  Actions  Help
Pdgaeandcse i GG 0l oG- -0
General Profile |
Full Hame: [3im Bcthuwel Company 1D |
File As: Tpothwvel, Jim =l Group I0; |
Contact Type: | - Gl D) | 04937804-3635-40BF-B1FD-1 1E4BC2FS!
Contact Status: | j Territory Code: | ﬂ
Mailing List: I Mo Mail: M Birthday:
Marital Status: | ﬂ
Spouse"s Mame: |
Anniversary: |'_ ﬂ
Children"s Mames: |
Cateqgaries: O <category1 Interests:
D Category 2 D Matar Racing
O Category 3 OO Rugby J
O Soccer ﬂ

6. Click Save and Close

Take me back to the Exercise (Adding an Individual Contact : Exercise)

Take me to the next Exercise (Adding a Contact with Company Information : Exercise)
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The MX-Contact Tutorial

Creating and Maintaining your Database

2.7 Adding a Contact with Company Information : Exercise

Add the following contact:

Complete the following information on the General tab:

Name: Barney Anderson
Company: Premier Foods
Title: IT Manager

Business Telephone:

+1 (206) 555-8411

Business Fax:

+1 (206) 555-6687

Address:

305 14th Ave. Suite B, Seattle, WA, 98128

E-Mail:

barneya@permierfoods.com.usa

Web Page Address:

www.premierfoods.com.usa

Complete the following information on the Profile tab:

Interests:

Golf, Tennis

Show me the Solution (Adding a Contact with Company Information : Solution)
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The MX-Contact Tutorial

Creating and Maintaining your Database

2.8  Adding a Contact with Company Information : Solution

Add the following contact:

Complete the following information on the General tab:

Name: Barney Anderson
Company: Premier Foods
Title: IT Manager

Business Telephone:

+1 (206) 555-8411

Business Fax:

+1 (206) 555-6687

Address:

305 14th Ave. Suite B, Seattle, WA, 98128

E-Mail:

barneya@premierfoods.com.usa

Web Page Address:

www.premierfoods.com.usa

Complete the following information on the Profile tab:

Interests:

Golf, Tennis

Basic Steps:

1. Select the Contacts Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:
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B Microsoft Office Qutlook

: Ele Edt Yew Go Toob  Actions M
i lg=lbenw - | <5 | BpFird | (W8 Type a conbac
ied @pack @ | (A] |9 i

2l ol Companies

]

onkads

E¢ [ | Can

Grolps

Opoarbonitics @

Users

E
g

Teams
Fepaot:s
Caknda -
Personal Cakendar
Journaks

Activities

Tasks

Petsona Tasks
E-mail

Dacumencs

BN ke ke P ELELRE BB B E L

Products

1 Documents
A F-nial

€

2. Click on New Item (Contact) on the MX-Contact Toolbar:
—

m T hew [tem |

3. A blank Contact Form will de displayed:
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FE Untitled - Contact

(= )B]]

i Fle Edit Vew Insert  Fomat  Iods

Bckions
il save pndickee Igh | 0| T A S e - @ !

telp

eneral | Prafilz

Maiing Addrass W

Ful Name, ., | Flag for Delation:
Prmary Campany: [ | | Busrese
b Title: - Horie
| |

Frimary Lser: | j Ir‘l Ausiress Faz
Frimary Group: | ﬂ ﬂ Mokl

mddrace.., E-mail

Busirmss ﬂ ‘Wb Page Aodress:
Mail Sarver:

M=t | Groups | Companies | Corfacts | Users | Teams | Appcintments | Tashs | Joumals | Documents | E-Mai | Opostturities | Projects 1| ¥

=

Ei
E
=
ﬂ

4. Enter the details for Barney Anderson on the General Tab:

[ Barney Anderson - Contact

I Fle Edit Wiew Insert Format  Tools

Actions

Help

idsveandciose Y [ 3 [ F 0 Y oo - o -

1]

General I Profile |

Full Marme. .. |Barney anderson

Flag for Deletion:

Primary Company: |Premier Foods

j ﬁ Business

Job Title: |IT Manager

j Harme

Primary User: |

jﬁ Business Fax

Primary Group: |

jﬁ Maobile

Address. .. 305 14th Ave, Suite B,
Seattle,, Wa 986123
Business ﬂ United States of Ametica

Mailing Address [v

E-mail
w'eh Page Address:

Mail Server:

Maotes lGroups ] Zompanies ] Conkacks ] Users ] Teams ] Appointments ] Tasks ] Journals ] Documents ] E-Mail ] Cpportunities ] Projects 4

-

ﬂ [+1 ¢z06) 555-8411

ﬂ [+1 ¢z06) S55-8687
hd|
hd|

v | barneva@premietfoods. com.usa |

| httpe: /v, premierfoods. com. usa |
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The MX-Contact Tutorial

Creating and Maintaining your Database

5. Enter the details for Barney Anderson on the Profile Tab:

[ Barney Anderson - Contact

i Flle Edit ‘iew Insert Format  Tools  Actions
il saveand dose bgh | B B Uy D] -+ -
General Profile |
Full Name: |Barney Anderson Company 10 |
File As: |P.nderson, Barmey ﬂ Group I0: |
Conkact Type: [ | Conkact ID: |2476F 4EE-385A4-4DD2-BDA4-E4TTEISTE
Contack Skatus: | ﬂ Territory Code: | ﬂ
Mailing List: r Mo Mail: ™ Birthday:
Marital Status: | ﬂ
Spouse”s Name: |
Anniversary: ﬂ
Children's Mames: |
Categories: D Category 1 Interests: D Maotor Racing d
O Categoryz ['\‘E O FRuaty
O category s O Soceer
6. Click File, Save (Don't close as yet)
Take me back to Exercise (Adding a Contact with Company Information : Exercise)
Take me to the next Exercise (Adding a Company from a Contact : Exercise)
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The MX-Contact Tutorial Creating and Maintaining your Database

2.9 Adding a Company from a Contact : Exercise

Add the Company Premier Foods from Barney Anderson's Contact Form.

Company: Premier Foods
Industry: Hotel/Restaurant
Company Type: Prospect

Show me the Solution (Adding a Company from a Contact : Solution)
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The MX-Contact Tutorial

Creating and Maintaining your Database

2.10 Adding a Company from a Contact : Solution

Add the Company Premier Foods from Barney Anderson's Contact Form.

Company: Premier Foods
Industry: Hotel/Restaurant
Company Type: Prospect

Basic Steps:

1. Open the Contact Barney Anderson (if not open from the previous exercise)

2. Click on the Companies Tab:

= Barney Anderson - Contact

i File Edt Wiew

Insert  Tools  Actions  Help

i llsaveandClose lgh | S | | T om G| e - o v!

Mew Compary Mew Association Open Company: Cpen Association }q Delete = 53 Link Companies | Wiew Associations [
o

General | Prafile |

Prirnaty Cornpan'y's

Job Title:
Prirnaty User:

Prirnaty Group:

Full Mame. .. |Barney fnderson

|Premier Foods j ﬂ
|IT Mana%r j

| =] @
| =] @

% 305 14th Ave, Suite B,
Seattle,, W 95128
Busingss ﬂ United Stakes of America

Mailing Address v

Flag Far Deletion:
Business

Horne

Business Fax

Mabile:
E-mnail
web Page address:

Mail Setver:

Mokes ] Groups  ‘Companies ]Contacts ] Lsets ] Tearmns ] Appoinkrnents ] Tasks ] Journals | Documents ] E-Mail ] Opportunities ] Projects 4

=
| [+1 (2081 558411
| [+1 (2061 s55-e087
=
=)

bl | barneya@premierfoods.cam.usa |

|httD:IIwww.Dremierfoods.com.usa |

|E ﬁ «i |M><-C0ntact jl
| Comparry Business Phone  |Business Fax Industry Company Type | Company Status | Turnover Emplovess
0 Items SGL View Yersion: 6,353,949

3. Click on New Company on the MX-Contact Toolbar:
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Creating and Maintaining your Database

IE Barney Anderson - Contact

File Edit Wiew Insert Tools A

Pl save and Close gy | 4 | | ¥

] ey Company | 4] MNew Association

zeneral New Campany

Full Mame. ..

| Barney Ande
Premier Food
IT Manager

Prirnary armpany':

Ioh Title:

4. Complete the details for Premier Foods on the General Tab (Note: the E-Mail address will
be carried across to the company from the contact and should ordinarily be removed):

= Premier Foods - Company.

S[i=1E

i Fle Edit Wew Insert Format  Tools  Actions

il saveand Close gy || | 0 | v o iy G-

— ,-!

10

zeneral | Frafile

Company: |Premier Foods

Business | [+1 (208 S55-8411

Sharkiother Mame: |

Business Fax - |

Primary User: |

Primary Group: |

Address. .. 305 14th Ave. Suite B,
Seattle,, Wa 95125
Business ﬂ United States of &merica

Mailing Address v

Naotes lGroups ] Companies ] Conkacts ] Users ] Teams ] Appointrments ] Tasks ] Journals ] Daocuments ] E-Mail ] Opportunities ] Project: L4

E-mail ﬂ | |

‘Web page address:

|httD:J'J'Www.Dremierfoods.com.usa |

Mzl Server: |

-

I —

5. Complete the details for Premier Foods on the Profile Tab:
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Creating and Maintaining your Database

= premier Foods - Company

LEX

I OFle  Edit  Wiew

Inserk

Farmnat

Tools  Acktions  Help

_ilﬂgaveandclose%|(j|gj|@1|Y R W I R v!

Ho N

General Prafile

Company!

Customer MNo:

Industry:
Territary 10
Conpany Type:
Conpany Stakus:
Turnover:

Mo Employees:

|Premier Foods

Leqgal/Commercial Mame: |

Company Registration Mo |

VATITax Registration Mo: |

|H0tel,|'Restaurant ﬂ
I [~
|Prospect ﬂ

[~

|
[ 0
[ 0

Compary I

Group ID:

Cakegories:

|4089CCD2-?E6A-4416-9695-C1934FC6525f

O Category i
O cCategoryz
O Category3

6. Click Save and Close from the Company Form. You should see the company listed in the
Companies Tab:

FE Barney Anderson

i Fle Edit iew

Insert

Tools

Actions  Help

i saveandclose gy | S | S| T o Sy S| e - @ v!

Mew Cormpany Mew cigkion Qpen Company Qpen Association Delete = | 575 Link Companies | View fssociations | (2 &=
A el 3 Link @

zeneral | Prafile

Primary Cormpany':

Job Title:

Primary User:

Primary Group:

Address...

Full Marme. ., |Barney fnderson

|Premier Foods

|IT Manager

Mailing Address W

Mokes ] Groups

Conpanies

305 14th Ave. Suite B,
Seattle,, W4 95125
Business ﬂ United States of America

Flag far Deletion:

j ﬁ Busingss
[~
j ﬂ Business Fax
j ﬂ Mobile

Home

E-rnail
Web Page Address:

Mail Server:

-

| [+1 (208 5558411

| [+1 (208 5556687

il

=l

| |barneva@premisrfoods.com.usa |
| bttp:fwes premiesfoods.comuss |
|

Contacts ] Lsers ] Teams ] Appointrients ] Tasks ] Journals ] Docurnents ] E-Mail ] Opportunities ] Projects 4

EEE!

MMis-Conkack hd

0O Company

1 Items

EBusiness Phone

Industry

Business Fax

urant |Prospect

Company Type

Company Status | Turnover

Employees

SOL Yiew Yersion: 6.3.49

7. Click Save and Close from the Contact Form.
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Take me back to the Exercise (Adding a Company from a Contact : Exercise)

Take me to the next Exercise (Adding a Contact from a Company : Exercise)
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The MX-Contact Tutorial Creating and Maintaining your Database

2.11 Adding a Contact from a Company : Exercise

Add the Contact Gillian Meyer as a second Contact for Premier Foods from the Company Form.

Name: Gillian Meyer
Job Title: VP - Information Systems
E-Mail: gillianm@premierfoods.com.usa

Show me the Solution (Adding a Contact from a Company : Solution)
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The MX-Contact Tutorial Creating and Maintaining your Database

2.12 Adding a Contact from a Company : Solution

Add the Contact Gillian Meyer as a second Contact for Premier Foods from the Company Form.

Name: Gillian Meyer

Job Title: VP - Information Systems
E-Mail: gillianm@premierfoods.com.usa
Basic Steps:

1. Selectthe Companies Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:

8] Microsoft Office Outlook

! Fle Edit Yiew Go  Tools  Action:

P 8new - | 4 | EoFind | @Y Typeac

%:'r (&) Back =g>,-|_21| vJ!

| - ew Ttem | 4 | £&

Shiortcuks =

: 2 Inbox
all Fol =] Companigs =

)
3 o3

Contacts

Groups
Oppartunities
l=ers

Teams
Reports
Zalendar

Persanal Calendar

H Journals
e Activities
=] Tasks

Personal Tasks

E-rail

O T 8 T

2. Open the Company Premier Foods

3. Click on the Contacts Tab:
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CEX

= Premier Foods
! Fle Edit ‘iew Insert Tools Actions Help
_iugaveandclose B alEle S 8] e - v v!

] Mew Contact | 0] Mesw Association | [ Open Contact | 5 Open Assogiation | #§ Delets ~ | _’kg Link Contacts | Wisw Associations | @ -

General | Prafile
Comparty: |Premier Foods Business ﬂ |+1 (206) 5558411
I

ShortjOther Mame: | L\§ Business Fax ﬂ |
Primary User: | jﬂ
Primary Group: | ﬂﬂ

Address... 305 14th Ave. Suite B, E-mail ﬂ | |

Seattle,, Wa 93128
Business ﬂ United States of America web page address: |httn:ijww.nremierfoods.com.usa |

Mailing Address v Mail Server: |

Mokes ] Groups ] Companiesl Contacts Igsers ] Teams ] Appointments ] Tasks ] Journals ] Dacuments ] E-Mail ] Opportunities ] Projeck: L4

|E e [P-Contact ﬂl

Business Fax Haome Phone

0| % |Full Name File As Campany E-mail Business Phone
. Barney Anderson  |Anderson, Barney |Premier Foods D .

< i

SGL Yiew Version: 6,3.49

1 Items (1.05 seconds)

4. Click on New Contact to add the contact:

™= Premier Foods

! File Edit Wew Insert

! |l Save and Close g | 4 |
] Mew Cuntei:i| ] Mews Ass

T My
General U MNew Contact I_
Campany: Prem

5. A blank Contact Form will open but with the Company address, phone, fax etc carried over.
Enter Gillian Meyer's details on the General Tab (Note: type in VP - Information

Systems under Job Title):
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= Gillian Meyer - Contact I_IIEIEI

I Fle Edt ‘iew Insert Format Tools  Ackions  Help
i saveandclose gy | S S 0 | * S & e - ;.!

General | Profile |

Full Name. .. |Gi||ian Mever Flag for Deletion: I
Primary Company: |Premier Foaods jﬁ Business ﬂ |+1 (206} 555-5411
Job Title: |'v'P - Information Systems j Home ﬂ |

Primary User: | jﬁ Business Fax % ﬂ |
Primary Group: | jﬁ Mobile ﬂ |

address.., 305 14th Ave. Suite B, E-mail ﬂ |gillianm@gremierFoods.com.usa |

Seattle,, Wa 95125
Business ﬂ United States of Ametica Web Page Address: |http: s premierFoods. corm. Usa |

Mailing Address v Mail Server: |

Makes ]Groups ] Companies ] Contacts ] Users ] Teams ] Appointments ] Tasks ] Journals ] Documents ] E-Mail ] Opportunities ] Projects 4

Click Save and Close from the Contact Form. You should now see 2 contacts in the
Contacts Tab:

FE Premier Foods

i Fle Edt Wew Insert Tools  Actions  Help

.Eugaveandclose [TER= N W A SR R (e v!

_] Mew Contact | 4] Mew Association | ﬁOgen iConkact | ﬁOpen Assogiation | A Delete - | _’tg Link Contacts | Wiew Associations | [?'} =

General | Prafile
Carmparty! |premier Foods Business ﬂ |+1 (206) 555-8411
ShortjOther Mame: | Business Fax ﬂ |

Primary User: | ﬂﬂ
Primary Group: | jﬂ

Address... 305 14th Ave, Suite B, E-mail ﬂ |
Seattle,, WA 98128

Eusiness ﬂ United States of America Web page address: H}‘htt ffww premierfoods . com. usa

Mailing Address v Mail Server:

Maotes ] Groups ] Companies Qsers ] Teams ] Appointrents ] Tasks ] Journals ] Dacurnents ] E-Mail ] Opportunities ] Project: »
|E | ME-Contact -

[ | % |Full Mame File As Carmpany Business Phone Business Fax Home Phone
. Barney Anderson  (Anderson, Barney  {Premier Foods y

e Gillian Meyer Gillian Meyer Premier Foods gillanm@premier,.. 41 (206) 555-8411

< i
2 Ikems SGL Wiew Version: 6,3.49

Click Save and Close on the Company Form.
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Take me back to the Exercise (Adding a Contact from a Company : Exercise)

Take me to the next Exercise (Associating a Company to a Contact : Exercise)
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2.13 Associating a Company to a Contact : Exercise

Associate the Contact Jim Bothwell to Premier Foods as a Consultant.

Assouaur.]g Premier Foods
Company:
Relationship: Client

Associated Contact: Jim Bothwell

Relationship: Consultant

Show me the Solution (Associating a Company to a Contact : Solution)
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2.14 Associating a Company to a Contact : Solution

Associate the Contact Jim Bothwell to Premier Foods as a Consultant.

Assouaur.]g Premier Foods
Company:
Relationship: Client

Associated Contact: |Jim Bothwell

Relationship: Consultant

Basic Steps:

1. Selectthe Companies Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:

Microsoft Office Outlook

! Fle Edt Wew Go  Tools 2
Padiew ~ | | ZpFind | [ Ty
80| @Back @ | [(A1[(H]

H ||5horteuts = | & Mew Ttem | =4
s 2l Inbo

il Fol Cﬂmpifées I
j@ = Contacts

= Groups

= Opportunities

2.  Open the Company Premier Foods

Click on the Contacts Tab

4. Click on View Associations:

= Premier Foods

I Fle Edit Wew Insert Tools  Actions  Help
il saveandclose IgY | S | S| ¥ B S - e - @ v!
] Mew Contact | 4] Mews Association | [ Open Contact | [ Open Assogiation | #f Delete - | 3:5' Link Contacts |I\.-'iew Associq‘-tjons I[‘g} =

l General | Profile Wiew Associations|
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The MX-Contact Tutorial

5. The Company to Contact Associations will be displayed on the Contacts Tab.

[ Premier Foods

i Fle Edit  Yiew Insett  Tools  Actions  Help

llsaveanddclose Igy | S | S| P B S B e - i'!

_] Mew Conkact | 4 Mew Association | jOgen Conkack | LjOpen Association | A Delete ~ | I;' Link Contacts | Wigw Contacts | @

General | Profile
Somparry: |Prernier Foods Business ﬂ |+1 (206) 555-8411
Shortfiother Mame: | Business Fax ﬂ |

Primary User: | ﬂﬂ
Primary Group: | ﬂﬂ

Address. .. 305 14th Ave. Suite B, E-mail ﬂ | |
Seattle,, Wa 08128 |

Business ﬂ United States of America Web page address: |http:I,n'www.premierfoods.com.usa

Mailing Address v Mail Serwver: |

Mokes ] Groups ] Companiesl Contacks Igsers ] Teams ] Appoinkrments ] Tasks ] Journals | Documents ] E-Mail ] Opportunities ] Project: 4

|E ﬁ '-i |M><-Contact jl
O Company Company Relationship Conkact Contact Relationship E-mail
Fremier Foods =y Anderson _ barmn premietfo
| Premier Foods Gillian Mewer

SOL View Yersion: 6,.3.49

2 Items (0.3 seconds)

6. Click on New Association.

™ Premier Foods

File Edit Wiew Insert Tools  Ac
P el saveand Close Igh | = | | ¥

i ] Mew Cortact || 4] Mew Association || |

General Prafile "
Mew Contacl

Company: Premier Foods
Shork/Okher Mame:

7. A Company to Contact Association Form will open. Click on the Search (Contacts)
button on the Association Form:
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I Premier Foods - Company to Contact Association

I Fle Edt Wew Insert Format Toolks  Actions  Help

il sveandcose I | A U Y oG-l o -

Caompary! |Premier Foods J g Contack: | ﬂ
is ap | ﬂ is a | ﬂ
of: | of: |Premier Foods

Mokes: Motes:

General Motes:

8. Highlight Jim Bothwell:

I Microsoft Office Qutlook

! Fle Edit ew Tools Ackions  Help

PG New - | =4 | %}Fi_nd | [E] Tvpe acontacttofind = | () !

 @eack @ 5] 9 o

(8] -Jhew Item | Recent = del

== o

0 % Full Name g File As Campany E-mail Business Phone
= Barney Anderson  (Anderson, Barney  Premier Foods barneyva@premia.., i+1 (206) 555-3411
Gillian Meyer Gillian Meyer Premier Foods gillianm@premier,.. (+1 (2061 555-3411

Bothuwell, Jim IME Consultants jbothweli@hotma. . . _|

9. Click Link and Close (button shown above).

Link and Clnie

10. Enter the Association details:
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= premier. Foods / Jim Bothwell

! Fle Edit ‘Yiew Insert Format  Tools  Actions

Help

_iﬂgaveand(:lose%|ﬂ|.;j|@|? R W R v!

Company: |Premier Foods J g Conktact: | it Bothwel J
is 3y |C|ient j 153 |C0nsultant ﬂ
of |Jim Bathuel of: |Premier Foods

Mokes: Motes:

General Motes:

11. Click Save and Close on the Association Form. You should see 3 contacts associated

(linked) to Premier Foods:

= Premier Foods

: Fle Edt WView Insert Tools

Actions  Help

i saveandclose gy | S| S| ® o S S| e - i'!

i | ] Mew Contact | 0] Mew Assosiation | [~ Open Contact | 5 Open Assogiation | #§ Delete » | 25 Link Contacts | view Contacts | [2]] !

General | Prafile

Company: |Premier Foods

ShartjOther Mame: |

Primary User: |

Primary Group: |

Address... 305 14th Ave, Suite B,
Seattle,, Wa 98128

Business ﬂ United States of America

Mailing Address v

¥ | [+1 (z08) S55-8411

]

Business

Business Fax

E-mnail

> |

| htbp: v, premier foads,.com, Usa |

V[‘%b page address:

Mail Server: |

EEE!

Mokes ] Graups ] Companies gsers ] Teams ] Appaointments ] Tasks ] Journals ] Documents ] E-Mail ] Oppartunities ] Project: 4

%-Conkack hat

[} Comparny
|- Premier Foods
i Premier Foods

@ Premier

3 Items

Company Relationship

Conkack

Barney Anderson

Gillian Mever

E-mail
barneya@premierfoods.c...

SGL Yiew Version: 6,3.49

Contact Relationship

Consultant
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12. Click Save and Close on the Company Form

Take me back to the Exercise (Associating a Company to a Contact : Exercise)

Take me to the next Exercise (Linking a Company to a Contact : Exercise)
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2.15 Linking a Company to a Contact : Exercise
Add the following contact:

Complete the following information on the General tab:

Name: Johnny Walker

Job Title: Account Manager

Address: 722 da Vinci Boulevard, Kirkland, WA, 98034
Mobile: +1 (780) 382-0808

E-Mail: johnny.walker@compag.com.usa

Complete the following information on the Profile tab:

Interests: Golf

Link the contact Johnny Walker to the company Compaq Corporation (Seattle).

Show me the Solution (Linking a Company to a Contact : Solution)
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2.16 Linking a Company to a Contact : Solution
Add the following contact:

Complete the following information on the General tab:

Name: Johnny Walker

Job Title: Account Manager

Mobile: +1 (780) 382-0808

E-Mail: johnny.walker@compag.com.usa

Complete the following information on the Profile tab:

Interests: Golf

Link the contact Johnny Walker to the company Compaq Corporation (Seattle).

Basic Steps:

1. Select the Contacts Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 41

K:\Web Sites\exchangewise.net\Downloads\Documents\02_Marketing\01_Product_Info\03_Guides\MXContact_Tutorial_Base_System.doc




The MX-Contact Tutorial Creating and Maintaining your Database

B Microsoft Office Qutlook

: Ele Edt Yew Go Toob  Actions M
i lg=lbenw - | <5 | BpFird | (W8 Type a conbac
ied @pack @ | (A] |9 i

2l ol Companies

]

onkads

E¢ [ | Can

Grolps

Opoarbonitics @

Users

E
g

Teams
Fepaot:s
Caknda -
Personal Cakendar
Journaks

Activities

Tasks

Petsona Tasks
E-mail

Dacumencs

BN ke ke P ELELRE BB B E L

Products

1 Documents
A F-nial

€

2. Click on New Item (Contact) on the MX-Contact Toolbar:
—

m T hew [tem |

3. Enter the details for Johnny Walker (Note: type in Account Manager under Job Title):
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FE Johnny Walker - Contact

I Fle Edt ‘iew Insert Format Tools  Ackions  Help

il saveand ciose G | [ S 0¥ oG] e - o -

General | Profile |

Flag for Deletion:

j ﬂ Business

|Acc0unt Manager j Horme
j ﬁ Busingss Fax
j ﬁ Mabils

Address... Bt

Business ﬂ Web Page Address:

Mailing Address v

I |J0hnny ‘Walker

Primary Comparry: |

Job Title:

Primary User: |

Primary Group: |

I Mail Server:

Makes ]Groups ] Companies ] Contacts ] Users ] Teams ] Appointments ] Tasks ] Journals ] Documents ] E-Mail ] Opportunities ] Projects 4

-

[ ]
[ ]
[ ]

| [+1 (7a0) 382-0808

hd | johnny . walker@compag.com.usa |

4. Click on the Companies Tab.

= Johnny Walker - Contact
! Fle Edit ‘iew Insert Tools Actions Help

Pllsaveandcloss gy | B | | ¥ o i E | o - v!

Mew Company Mew Associakion Open Campany Cpen Association }q Delete ~ =) Link Companies | Wiew Associations [Z
g

General | Prafile |

Flag for Deletion:

j ﬁ Business

|Acc0unt Manager j Home
j ﬂ Business Fax
j ﬂ Mobile

Address... E-mail

Business ﬂ Web Page Address:

Mailing Address v

Full Marne. ., |J0hnny ‘walker

Primary Campary:

Job Title:

Primary User: |

Primary Group: |

Mail Server:

Mokes ] Graups I Companies IContacts ] Lsers ] Teams ] Appointments ] Tasks ] Journals ] Documents ] E-Mail Rpportunities ] Projects 4

-

=]
=]
=]

ﬂ |+1 (7a0) 382-0805

hd | johnny walker@compag. com.usa |

EEE!

|-Contact | |

O Connparny Business Phone  |Busingss Fax Industry Company Type

0 Items

5. Click on Link Companies:

Cormpany Skatus | Turnover

Emplovees

SOL Wiew Yersion: 6,349
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FE Johnny Walker, - Contact

! File Edt Mew Insert  Tools  Ackions  Help

! | Save and Close %|.‘j|.‘j| Y ) ‘_']@v| b -!

Mew Campany' MNews Association Open Company' Open Association XE Delete = =2 Link Companies § !
I

— W
General | Profile Link Compani

Full Marme. . . ‘ |Johnn3-' Walker Flag for Deletion; [

6. Search for and highlight Compaq Corporation:

= Microsoft Office Outlook

! File Edit Yiew Tools Actions  Help

i 8 Mew - |4 || BpFind | G Type acontact tofind =) || (@) !
eaarion)

=@ 5] New Item | Recent vl&ldlf_@llﬂ!

Lirik, E E

"" Business F‘hu:une Business Fax Induskry Campany Tvpe

+1(209)885-5174 T suppler

el Premier Foods +1 {206} 555-3411 HotelfRestaurant  Prospect
g Unlimited Technal, .. IT Compekikor

7. Click Link and Close, as shown above. You should now see Compaq Corporation linked
to Johnny Walker in the Companies Tab:
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FEX

= Johnny Walker
! Fle Edt ‘iew Insert Tools Actions Help
Pldlsaveandclose gy | S | ¥ B E ] e - o v!

Mew Company Mew Associakion Open Camparny COpen Association HI Delete ~ ) Link Companies | Wiew Associations [7] B
o

General | Prafile
Full Mame.. . |J0hnny ‘i alker Flag for Deletion: I
Primary Comparny: |C0mpaq Corporation {Seattle) jﬂ Business ﬂ |
Job Title: |Acc0unt fManager j Home ﬂ |
Primary User: | jﬂ Business Fax ﬂ |
Primary Group: | | | wmobie ¥ | [+1 (780) 332-0808
Address. . ehy | |ichnny. walker@compan.comusa |
Busiess ﬂ Web Page Address: | |

Malling Address [+ Mall Server: |

Maokes ] Groups I Companies IContacts ] Users ] Teams ] Appointments ] Tasks ] Journals ] Dacuments ] E-Mail ] Opportunities ] Projects 4

|E | |M-Contact jl

Business Phone Business Fax Industry Company Type Company Skatus Turnover [

2

SOL Wiew Yersion: 6,349

0O Comparny
Compaqg Carpara,.. [+1 (2

4

1 Items (0,49 seconds)

8. Click Save and Close on the Contact Form

Take me back to the Exercise (Linking a Company to a Contact : Exercise)

Take me to the next Exercise (Associating a Contact to another Contact : Exercise)
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2.17 Associating a Contact to another Contact : Exercise

Associate Gillian Meyer to Barney Anderson.

Associating Contact:

Gillian Meyer

Relationship:

Manager of

Associated Contact:

Barney Anderson

Relationship:

Reports to

Show me the Solution (Associating a Contact to another Contact : Solution)
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2.18 Associating a Contact to another Contact : Solution

Associate Gillian Meyer to Barney Anderson.

Associating Contact: |Gillian Meyer

Relationship: Manager of

Associated Contact: |Barney Anderson

Relationship: Reports to

Basic Steps

1. Select the Contacts Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:

B Microsoft Office Qutlook

! Fie Edt Yew Go Tooks  Actions M
R ~|_—i|f‘th:I | [l Tpe 2 conkac
P23 | @pack @ | (] |

2l Bl Companies

Cankads & o

3 0 |Con

Groups

Opparbonitizs @

Users

E
g

Teams
Faports
Cakendar -
Persona Cakendar
Jaurnak

Activikies

Tasks

Personal Tasks
E-rnail

Documents

LA E ke ke FLSE FRELS BLELE ELE LS

Products

1 Documents
A Femal

|4

2. Open the Contact Gillian Meyer.
3. Click on the Contacts Tab.

4. Click on New (Contact) Association:
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FE Gillian Meyer

! File Edit Wew Insert Tools Actions  Help
! | Save and Closs %|.j|.j| A PR IS v!

_] Mew Contact | ] Mew P.ssu:u:ljatinn | le:lgen Contack | LjOpen Association |

General | Profile Vh?ew Cantact P.ssu:u:iatiu:unl

Full Mame. .. | |Gillian Meyer Flag Far
Primary ampany': |F‘remier Foods j ﬂ Business
Job Title: |'u'F' - Information Syskems j Horme

Primary User: | ﬂﬂ Businesz

Primary Group: | ﬂﬂ Mabile

Address. .. | 305 14th Ave, Suite B, E-rnail
Seattle,, WA 98128
Business ﬂ Idnited States of America Web Pag
Mail Ser

Mailing Address v

5. An Association Form will open. Click on the (Associated Contacts) Search button on the
Association Form:

FE Gillian Meyer - Contact to Contact Association

i Fle Edt Wew Insert Format  Tools  Actions  Help

ildgeveanddose g Il 0¥ 2o

Associating Contack: |Gi||ian Mever J Associated Contact: | i ﬂl
is a: || j is a: | ﬂ
of: | of: |Gi||ian Mever

Motes: Motes:

General Motes: I

6. A Contacts Search Window will open: Highlight Barney Anderson:
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= Microsoft Office Outlook

File Edt Yiew Tools Ackions Help

P Bdnew | F | CoFind | @ Type acontacttofind v | @) !

i @eack © 49 ) B

| (B3] 8- |Mew Item | Recent ,|Lj|_||d|.;1|[?}!
Link and Close Link. E ﬁ

O % Full Mame File &s Cormpany E-rnail

B Barney Anderson - Anderson, Barney  Premier Foods barneva@premie, ..
LE| Gillian Mewer Gillian Mever Premier Foods gillianmi@premier. ..
FE| Jirn Bokhwell Bothwell, Jim Premier Foods jbothwwel@botma. .

=]
il

Johinry W alker Johnry \Walker Compaq Caorpara,. ., jahnny . walker@e, .

7. Click Link and Close.

8. Enter the Association details:

FE Gillian Meyer / Barney Anderson - Contact to Contact Association

i Fle Edt Wew Insert Format  Tools  Ackions  Help

tidseveanddose i | G Y oG- - v B

Associating Contack: |Gi||ian Mever J Associated Contack: |Barne Andersan J
is & |Manager aof j is & |Reports ] j
of: |Barney Anderson of: |Gi||ian Mewer

Mokes: Mokes:

General Motes:

9. Click Save and Close on the Association Form. You should now see Barney linked to
Gillian in the Contacts Tab:
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FEX

= Gillian Meyer
I Fle Edt ‘iew Insert Tools Actions Help
il saveandclose g4 | S S| ¥ 2 8] e - @ .!

Mew Contact Mew Association Open Conkact Open Association Delete = | 355 Link Contacts | Miew Associations | (24 &=
A Del 3 Link @l

General | Prafile |

Full Name. .. |Gi||ian Mever Flag for Deletion: I
Primary Company: |Premier Foaods jﬁ Business ﬂ |+1 (206} 555-5411
Job Title: |'v'P - Information Systems j Home ﬂ |

Primary User: | T jﬁ Business Fax ﬂ |
Primary Group: | jﬁ Mobile ﬂ |
ddress... 305 14th Ave. Suite B, E-mail ﬂ |gillianm@gremierFoods.com.usa |

Seattls,, Wa 98128

Business ﬂ United States of Ametica Web Page Address: |http: s premierFoods. corm. Usa |

Mail Server: |

Mailing Address v

Mokes ] Groups ] Companiesl Contacts Igsers ] Teams ] Appointments ] Tasks ] Journals ] Dacuments ] E-Mail ] Opportunities ] Projects 4

| ==k |MX-C0ntact ﬂ |

Business Fax Hamne Phaone

O | % Full Name File As Cormpany E-mail Business Phone
. Barmey Anderson  (Anderson, Barney  [Premier Foods barneya@premie. ..

<

1 Items SOL Yiew Yersion: 6,349

10. Click Save and Close on the Contact Form

Take me back to the Exercise (Associating a Contact to another Contact : Exercise)

Take me to the next Exercise (Associating a Company to another Company : Exercise)
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2.19 Associating a Company to another Company : Exercise

Associate the company Unlimited Technologies to Premier Foods as a Supplier, with Premier
being a Customer.

Assouaur.]g Premier Foods
Company:
Relationship: Customer

Associated Company: |Unlimited Technologies

Relationship: Supplier

Show me the Solution (Associating a Company to another Company : Solution)
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2.20 Associating a Company to another Company : Solution

Associate the company Unlimited Technologies to Premier Foods as a Supplier, with Premier

being a Customer.

Associating
Company:

Premier Foods

Relationship:

Customer

Associated Company:

Unlimited Technologies

Relationship:

Supplier

Basic Steps:

1. Select the Companies Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:

B Microsoft Office Outlook

i Fle Edit Yew Go Iook  Actions  FE-Cons
R e ii.‘.‘F'nd 4} Tvpe a cantact ko fin

IO VE|REREY

shortcuts * 15 =] New Tkem
Inbo:

2l Fal COmpanies

Corkacks b
GrOLDS
Opportunicies
Users

Teams

Reparts

Caendsr

Personal Cakendar
Journas

Arthities

Tasks

Personzl Tasks
E-mil

Cooumenks

[
o I 2 0 8 8 ]

Products

|

__J Documents

fa}. 33 B |
Compani
=E=EY

[0 \company

i Compag o

B e

2. Double click on Premier Foods to open the record.

3. Click on the Companies Tab:
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= premier. Foods EIIEI[XI

! Fle Edit ‘“iew Insert Format Tools  Actions  Help

ldlsaveardcloss Iy | S 0| T o5 G- e - iv!
General I Profile |

Compary: |Premier Fands Business ﬂ |+1 (206) S55-8411

ShortjOther Mame: | Business Fax ﬂ |

Primary User: | jﬂ

Primary Group: | ﬂﬂ

Address. .. 305 14th Ave, Suite B, E-rnail ﬂ | |
Seattle,, Wa 28128

Busingss ﬂ United States of America web page address: |httD:J'J'www.Dremierfoods.com.usa |

Mailing Address v Mail Server: [

Mates lGroups ] Companies ] Contacks ] Users ] Teams ] Appointments ] Tasks ] Journals ] Documents ] E-Mail ] Opportunities ] Projeck: L4

-

4. Click on New (Company) Association:

™ Premier Foods

File Edit Yiew Insert Tools Actions  Help
! | Save and Close %|.,j|..j| | AN ‘_"I@v| — v!

ey Cormpany Mew Assod=Lion Cpen Compary Open Associakion
= (S iy S

General | Profile | Mew Cormpany .ﬁ.ssu:u:iatiu:un|
Company: |Premier Fands Busines:
Short/Other Mame: | Busines:

Primary: ser; | jﬂ
Primary Group: | jﬂ

5. A new Company to Company Association Form will open. Click on the (Associated
Companies) Search button on the Association Form:
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F® Premier Foods - Company to Company Association

I Fle Edt ‘iew Insert Format Tools  Ackions  Help
Dl swveandcoe B Sl B Y 2o - v -]
Associating Company: |Premier Foods J Associated Company! | ﬂl
e, I | B =
aft | of: |Premier Foods
MNotes:

Mokes:

General Motes:

A Companies Search Window will open. Highlight Unlimited Technologies:

™= Microsoft Office Outlook

File Edit Wew Tools Actions Help
PG Mew - | ¢4 | ?pFi_nd | [} Tvpe acontact tofind = | () !

 @eack @ (4]0

: B4 8-|Mew Item | Recent

- 220 =) ) LN

Companies -
ﬁunk and Close >, Link, E ﬁ
O Campary usiness Phiome Business Fax Induskry Campany Tvpe

5iE Compaq Corpora.., 41 (2068) 555-8257 +1 (206) 555-5174 IT Supplier

G Premier Foods +1 {206} 555-8411 Hotel/Restaurant  :Prospect

7. Click Link and Close.

8. Enter the Association details:
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The MX-Contact Tutorial

[® Premier Foods J Unlimited Technologies, Inc. - Company to Company Association

i Fle Edt Wew Insert Format  Tools  Actions  Help
i seveand Cose I | | Bl 0 LY Dyl o - v -
Associated Comparry: |Unlimited Technologies, Inc.

Associating Company: |Premier Foods

s
j is at |Supplier

is a; |Cust0mer
of: |Unlimited Technologies, Inc. of: |Premier Foods
Mokes: Mokes:

General Motes:

9. Click Save and Close on the Association Form. You should now see Unlimited linked to

Premier Foods:

CEX

FE Premier Foods
i Fle Edt ‘iew Insert Tools Actions  Help

i |l Save and Close %|.j|.j|? @‘J@v| " v!

i | ] Mew Company | (] Mew Association | [ Open Company | [-5 Open Assodiation | #d Delste = | 3 Link Companies | view Assoriations | [2]

Al

General | Prafile
Company: [Prerier Foods Business | [+1 (206) S55-3411
ShartfOther Mame: | Business Fax ﬂ |
Primary User: | jﬂ
Primary Group: | jﬂ

Address... 305 14th Ave. Suite B, E-mnail ﬂ | |

Seattle,, WA 98128
“Web page address: |httg: s, premierfoods. com. usa |

Business ﬂ United States of America

Mailing Address I~ Mail Server: |

Motes ] Groupsl Campanies ]kontacts ] Lsers ] Teams ] Appointrients ] Tasks ] Journals ] Docurnents ] E-Mail ] Opportunities ] Project: 4
|E e N My-Contact -

0O Company Company Type Company Status Turnover

Business Phone Business Fax Industry
T Campetior |

i

SGL Wiew Version: 6,3.49

Unlimited Technal...

< |

1 Items

10. Click Save and Close on the Company Form
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Take me back to the Exercise (Associating a Company to another Company : Exercise)

Take me to the next Section (Tutorial Exercises - Interactions)
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Interactions

3 Tutorial Exercises - Interactions

In this section you will perform the following exercises:

1.

10.

Create an appointment for a Contact/Company

Adding an Appointment for a Contact/Company: Exercise

Complete an Appointment

Linking a Journal Entry to an Appointment : Exercise

Create a Task for a Contact/Company

Creating a Task for a Contact : Exercise

Attach a Document to a Company

Adding a Document as an Attachment to a Company : Exercise

Create a Document for a Company

Creating a Document from a Template : Exercise

Complete a Task and create a Journal Entry

Completing a Task and Linking a Journal : Exercise

Send an E-Mail

Sending an E-Mail : Exercise

Add a Journal Entry to record a phone call

Adding a Journal to a Contact Record : Exercise

Create a Contact from an incoming E-Malil

Creating a Contact from an Incoming E-Mail : Exercise

Link an incoming E-Mail

Linking an Incoming E-Mail : Exercise

Now that you have some basic data and transactions in your system, you can learn how to retrieve
information from your database using Reports

Tutorial Exercises - Reports

© ExchangeWise (Pty) Ltd www.exchangewise.com
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Interactions

3.1 Adding an Appointment for a Contact/Company: Exercise

You have scheduled to meet with a potential client, Barney Anderson of Premier Foods, to discuss
their hardware requirements. Barney has set the appointment for the following Tuesday at 10:00

a.m. for an hour.

Record this appointment against Barney's contact record.

Subject: Discuss hardware requirements with Barney
Location: Their offices

Date: The following Tuesday

Time: 10:00 am - 11:00 am

Regarding: Discuss Requirements

Category: Sales - Prospect

Show me the Solution (Adding an Appointment for a Contact/Company : Solution)
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3.2  Adding an Appointment for a Contact/Company : Solution

You have scheduled to meet with a potential client, Barney Anderson of Premier Foods, to discuss
their hardware requirements. Barney has set the appointment for the following Tuesday at 10:00

a.m. for an hour.

Record this appointment against Barney's contact record.

Subject: Discuss hardware requirements with Barney
Location: Their offices

Date: The following Tuesday

Time: 10:00 am - 11:00 am

Regarding: Discuss Requirements

Category: Sales - Prospect

Basic Steps:

1. Open the Contact Barney Anderson.
2. Click on the Appointments Tab.
3. Click on New Appointment:

= Barney Anderson

! Fle Edit Yiew Insert  Tools  Ackions  Help
: |l Save and Close %|.j|.j| * _.r ‘_]@v| " -!
’J e .ﬁ.ppuintmeRtJ LjOgen Appoinkrnenk | d? Delete - | ig Link Appaintments | [?} !_

o
General Profile ey, .ﬁ.ppnintmentl

Full Mame. .. | |Barne-;.f anderson Flag for Deletion;
Primary Campany' |Premier Foods ﬂ ﬂ Eusiness
Job Title: |IT Manager ﬂ Home
Primary Liser: | j ﬂ Busingss Fas
Primary Group: | j ﬂ Mobile

Address, .. | 305 14th Ave. Suite B, E-mail

Seattle,, WA 95125
Business ﬂ nited States of America Web Page Address:

4. Enter the Appointment Details:
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iscuss hardware requirements with Barney - Appointment

i File Edit Wiew Insert  Format  Tools  Ackions  Help

i | saveandcose | 4 | =& ] | £¥Recurrence... | Finvice Attendees | § B | X | 4 - o - | @ !

EStatus:; Mot Starked + Regarding: Discuss Reguirements « Category: Sales - Prospect - | éﬂ | i/j | ﬁ!
is i
ilinks Barney Anderson - | [ Zopen | #¥Remove | Link~ | Recent - | Related Items - = !

Appainkment | Scheduling

Subiject: |Discuss hardware requirements with Barney |
Location: |Their offices v | Lahel: ||:| None v|
Starttime; | Tue 17/01/2008 v| [1000am v] CJalday event

End time: [Tue 1710172006 v| [1nooam v

[#] Reminder: Shiow time as:|. Busy L% V|

[ Contacts, ., ] | | | Cateqories... | | | Private [

5. Click Save and Close on the Appointment. You should see the appointment displayed in
the Appointments Tab:

= Barney Anderson

! Fle Edit ‘iew Insert Tools Actions Help
il saveanddclose gy | S S| T By S| e - @ v!

Mew Appointment Open Appoinkrnent }'q Delete ~ e Link Appointments [Z
al

General | Praofile |

Full Mame.. . |Barney Anderson Flag for Deletion: I
Primary Comparny: |Premier Foods jﬂ Business ﬂ |+1 (706} 555-5411
Job Titls: |17 Manager | Hame | [+1 (208 5556687

Primary User: | jﬂ Business Fax ﬂ |
Primary Group: | jﬂ Mobile ﬂ |

Address... 305 14th Ave, Suite B, E-mail ﬂ |barne a@premietfoods.com. usa |
Seattle,, Wa 28128

Business ﬂ United States of America ‘Web Page Address: |http:ijww.premierfoods.com.usa |

Mailing Address [+ Mail Server: |

Mokes ] Graups ] Companies ] Contacts ] Lsers ] Teams I Appointments ITasks ] Journals ] Documents ] E-Mail ] Oppoartunities ] Projects 4
|B 8 Ly [Mx-Contact jl

0|8 |subject Categaties
iscuss hardwar, ., {Their offices

Lacation

SOL Wiew Yersion: 6,349

1 Ikems

6. Click Save and Close on the Contact.
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Take me back to the Exercise (Adding an Appointment for a Contact/Company: Exercise)

Take me to the next Exercise (Linking a Journal Entry to an Appointment : Exercise)
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3.3 Linking a Journal Entry to an Appointment : Exercise

You have met with Barney Anderson as scheduled and now want to record the details of the visit.
Journal Entries are used in MX-Contact to record these types of interactions with customers such
as meetings, phone calls, etc.

Complete the following information on the Journal:

Subject: Discuss hardware requirements with Barney
Entry Type: Meeting
Discussed their overall infrastructure and likely
Memo: purchases over the next few months. They are buying
' from Unlimited Technologies but are unhappy with
the service. Want us to give them a proposal.
Regarding: Discuss Requirements
Category: Sales - Prospect

Show me the Solution (Linking a Journal Entry to an Appointment: Solution)
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3.4  Linking a Journal

Entry to an Appointment: Solution

You have met with Barney Anderson as scheduled and now want to record the details of the visit.
Journal Entries are used in MX-Contact to record these types of interactions with customers such

as meetings, phone c

Complete the followin

alls, etc.

g information on the Journal:

Subject: Discuss hardware requirements with Barney
Entry Type: Meeting
Discussed their overall infrastructure and likely
Memo: purchases over the next few months. They are buying
' from Unlimited Technologies but are unhappy with
the service. Want us to give them a proposal.
Regarding: Discuss Requirements
Category: Sales - Prospect
Basic Steps:

1. Open the Meeting in your Calendar:

All Folders

[ Ms-Contact Test Auko — Gl a Subject
H [ Mx-Contact Test BD1
H [ Mx-Contact Test Impo
H [ Mx-Contact Test Impo
[ Mx-Contact Test Impo
& [ Me-Contact Touchbow
H [ Mx-Contact Touchbow
H [ Me-Contact Touchtaow
# [ Mr-Contact Touchtow
& [ Mx-Contact Tukorial 6.
& [ Mx-Contact Tukorial M
= [ Mx-Contact_03

Lacation
. Discuss hardwar,.. |Their offices Tue 17/01/2006 .., {Tue 17/01/2006 ..,

8] Activities
3] Associations
I :::15 Calendar
T Campaan: [
2. Change the Status to Completed:
© ExchangeWise (Pty) Ltd www.exchangewise.com Page 63

K:\Web Sites\exchangewise.net\Downloads\Documents\02_Marketing\01_Product_Info\03_Guides\MXContact_Tutorial_Base_System.doc




The MX-Contact Tutorial

Interactions

iscuss hardware requirements with Barney - Appointment

i Fle Edt Wew Insert Format  Tools  Ackions  Help

il saveandClose | 4 | 4 | ] | A7¥Recurrence... | Finvite Attendees | § B | X | o - o - | @ !

=)

Estatus:; Regarding:  Discuss Requirernents - Cabegory: Sales - Prospect - | &H_ | [ :ﬁ !
z| Mok Started i
* In Pragress x| (5 open | #fRemove | Link - | Recent ~ | Related Items + -
‘Waiting an someon!!ge L_|
Deferred |
Subject: |Discuss hardware requirements with Barney |
Location: |Their offices v | Label: ||:| Mane V|
Starttime;  |Tue 17/01j2006 v | [t:o0am v | ol day event
End time: [Tue 17i01j2008 ~| [11o0am v
[¥]Reminder: Show time as: |. Busy b
| Private [

| [Categories... ] |

’ Conkacks..., ] |

3. Click on the Create Linked Journal button.

iscuss hardware requirements with Barney - Appointment

i Fle Edt Wew Insert Format  Tools  Actions  Help
il saveandclose | = |5 | ¢ B | X | @ !E.ﬂ.rial w0 -~ A|B I g| =
iStatus:- Mot Started  » Regarding: Discuss Requirements - Category: Sales - Prospect - =N ﬁ !
Links Premier Foads * | ;Fopen | ¥ Remove | Link - | Recent - | Related Ite create linked Journal| o -
Appointrment | Scheduling |
Subiject: |Discuss hardware requirements with Barney |
Location: |Their affices w | Label: ||:| Mone v|
Starttime, | Tue 1i04/2006 ~| [1oooam v | CIalday evert
End time: [Tue 1810412008 v| [1iooam v
[V Reminder: Show ke as: |. Busy w
[ Conkacts, ., ] | | [Categories... ] | | Erivatelj
Page 64
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4.

8.
9.

The following prompt will appear:

\‘:{/ Set Journal Fields From Sppointment?

Yes Mo |

Click on Yes.

A Journal Entry Form will open. The Journal fields will be set from the relevant appointment
fields.

Enter the details of the meeting on the Journal:

&F Discuss hardware requirements with Barney - Journal

! Fle Edit ‘iew Insert Format  Tools  Ackions  Help

Pl ssveanddose | | g 4 o X [ -0 -|A|B Z U 5] .
EStatus:; - Regarding: Discuss Requirements ~ Category: Sales - Prospect - | 53_ | 21

iLinks Premier Foods v | [ Fopen | #¥Remove | Link ~ | Recent ~ | Related Items - . !
Subject: |Discuss hardware requirements with Barney |
Entry bype: |Meeting w | Company: | Premier Foods |

Starttime: | Tue 18/04/2006 v|[10:008m v | [Cstart Timer | '
Curation: |1 hour £ | .

Dizcussed their overall infrastructure and likely purchases over the next few months. They are buying frorm Unlimited
Technologies but are unhappy with the serdce. YWant us to give them a proposal |

[ Contacts, .. ] | | [Categories... ] | Erivatel:‘

Click Save and Close on the Journal Form.

Click Save and Close on the Appointment Form.

Take me back to the Exercise (Linking a Journal Entry to an Appointment : Exercise)

Take me to the next Exercise (Creating a Task for a Contact : Exercise)
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3.5 Creating a Task for a Contact : Exercise

Create a Task to remind yourself to fax a proposal to Barney Anderson of Premier Foods.

Complete the following information on the Task:

Subject:

Fax proposal to Barney

Due Date:

The following Thursday

Regarding:

Present/Review Proposal

Category:

Sales — Prospect

Show me the Solution (Creating a Task for a Contact : Solution)
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3.6  Creating a Task for a Contact : Solution

Create a Task to remind yourself to fax a proposal to Barney Anderson of Premier Foods.

Complete the following information on the Task:

Subject: Fax proposal to Barney
Due Date: The following Thursday
Regarding: Present/Review Proposal
Category: Sales — Prospect

Basic Steps:

1. Open the contact Barney Anderson (try this from Recent Items). Click on the Recent Items

drop down list and select Barney Anderson.

Trozocontod bofind v | D l ) Back (o | %

= ARANER. B e | [T

| | companies - T
Hiompaq Corporaton (oaattle)
IR M = Jin Bothwel
i) | Johrne Walker
| COrpaErty B Premizt Foods

k| Compag Corpora, ., +1 (206) 555-8257 41 (206] 555-5174 1T
13 Premier Foods +1 (2061 555-8411 41 (206] 555-6657 HateliRe

2. Click on the Open Recent Item button.
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Bckions  Mg-Conkack  Help

ypeacontat o fnd = | Gl ! @ pedk 3 A A l.'[l authoak: i
5| A 8 24 (A o3 | Regork Doy Anderso q = EN=ETETIC)
. SIS : Open Recent Them
“&l E ﬁ =2

[ compary Business Phon= Fusiness Fax Tndustry Compary Type
ikl Compag Carpora.., 41 [206) SE5-5257 41 [205) SE25-5174 1T Supolisr
L] Premier Foods +1 [205) 5552411 +1 [205) 5556657 HocelfRestawrant  Prospedt

3.  Once the Contact form has opened, click on the Tasks Tab.
4. Click on New Task.
I Barney Anderson
! File Edit ew Insert  Tools  Actions  Help
! | Save and Close %|ﬁ|ﬂ| Y ) ‘j@v| & - 3 v!
3 Mew Task | 5 Open Task | ¥ Delete » | 35 Link Tasks | [‘f}!
General
Ml Taskl |
Full Mame. .. | |Barney Anderson Flag Far Deletion:
Primary Company': |F‘remier Foods jﬂ Business
Job Title: |IT Manager j Horme
Primary User: | j ﬂ Business Fax
Primaty Group: | jﬂ Mohile
Address. .. | IS 14th Ave. Suite B, E-mail
Seattle,, Wa 98126
Business ﬂ IUnited States of America Web Page Address:
Mailing Address [vw Mail Server:
Maokes ] Graups ] Campanies ] Contacks ] sers ] Teams ] Appaintrents Tasks lJu:uurnaIs
I= = A
5. Enter the Task Detalils:
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Bl Fax proposal to Barney - Task

CEX

I Fle Edt ‘iew Insert Format Tools  Actions  Help
i | saveardclose | & o [ | [} | AvRecurrence... | SAssion Task | 5 86 | XK | o - o - | @) | A
EStatus:; - Reqgarding: Present/Review Proposal - Categaory: Sales - Prospect - | (ﬁ | ﬁ | ﬂ!
iLinks Barney Anderson = | 5 open | #¥Remove | Linkr | Recent ~ | Related Ttems - B
Task | Details |
Subject: |Fa>< proposal ko Barney
Due date: |ThU 19/012006 V| Skatus; |N0t Started v|
Start date: |ThLI 19/01/2006 V| Priarity: |N0rmal | % Complete: g
[¥] reminder: |Thu 19/01 2006 v| |8:DD an v| Qwinet: |Jane Thompsaon
[ Corkacts, .. ] || | [Categc-ries... ] | | Private [

Click Save and Close on the Task. You should see the task displayed in the Tasks Tab:

6.
= Barney Anderson
! File Edt Wiew Insett Tools  Actions  Help
Egﬁaveandclose%|ﬁ|d|v @-’A@ﬂ,}v;v!
i) Mew Task | 5 Open Task | ¥ Delete > | 35 Link Tasks | [2] !
General | Profile |
Full Mamme. .. |Barney Anderson Flag For Deletion: I
Primary Company: |Premier Foods j E Business ﬂ |+1 (206) 555-8411
Job Title: [T Manager | Horrie | [+1 (206) 555-e687
Primary User: | ﬂﬁ B ﬂ |
Primaty Group: | jﬂ Mobile ﬂ |
Address. .. 305 14th Ave, Suite B, E-mail ﬂ |barne afmpremierfoods, com,usa |
Seattle,, Wa 28128
Business ﬂ United States of Ametica We%age Address: |httD:.l'.l'www.l:uremierfoods.com.usa |
Mailing Address v Mail Server: |
MNotes ] Groups ] Companies ] Contacts ] Users ] Teams ] Appainkments Tasks ] ournals ] Documents ] E-Mail ] Oppartunities ] Projects »
|E ﬁ ‘-\.1 |MX—C0ntact jl
O ¢ subject Status Due Date % Complete Categories
| |Fax proposal to Barney Kot started Th 19/01 - e
1 Items S0L Wiew Version: 6.3.49
7. Click Save and Close on the Contact

www.exchangewise.com
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Take me back to the Exercise (Creating a Task for a Contact : Exercise)

Take me to the next Exercise (Adding a Document as an Attachment to a Company : Exercise)

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 70

K:\Web Sites\exchangewise.net\Downloads\Documents\02_Marketing\01_Product_Info\03_Guides\MXContact_Tutorial_Base_System.doc



The MX-Contact Tutorial Interactions

3.7 Adding a Document as an Attachment to a Company : Exercise

You are preparing a quotation for Premier Foods. You need to do some calculations in a costing
sheet in Microsoft Excel.

Open Excel. Create an Excel spreadsheet called Premier Foods Costing.xls (the detail in the
sheet is not important) Save it to your desktop.

Attach this document to Premier Foods.

Show me the Solution (Add Document as Attachment to a Company : Solution)
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3.8  Add Document as Attachment to a Company : Solution

You are preparing a quotation for Premier Foods. You need to do some calculations in a costing
sheet in Microsoft Excel.

Open Excel. Create an Excel spreadsheet called Premier Foods Costing.xls (the detail in the
sheet is not important) Save it to your desktop.

Attach this document to Premier Foods.
Basic Steps:
1. Create the spreadsheet file Premier Foods Costing.xls as described above.

2. Select the Companies Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:

B biic rosoft Office Dutlook

i Fle Edit MView @o Iook  Actions  Me-Conk
imdney x| 25§ | 2oFpd L1 Tvpe a conkact o fin
i @ @8] ] 2 o1

H Shortcuts » J15 =| Mew Ikem m 54 d |

Inb -
o Compani
|

COMpanies

Al Fal

=]
Cortats % | :ﬂ A9
Groupe O | Company
G Compag O

Cpportunities ;q F-r'-z-rmzr' F

Usgrs
Teams
Reparts
Calendst 3
Persaonsl Cakenda
Journas

ACthvities

Tasks

Parsonal Tasks
E-mil

Cooumenks

[
T I R o i 8 ] 4

Prodicts

i Dacuments

3. Open Premier Foods.

4. Click on the Documents Tab:
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5.

FE Premier Foorls

i Bl Cdit Wew Insert Toos  gctons Help

Pidsoerndcos ) 3 ¥ Dol e o v

i Mee Documert | 05 Open Document | 38 Celebe - | 35 Link Dooumets | E"}l

znaral | Prafils

Sedttls,, WA G128
Buingss | [Urited States of ameri-=

Mailng Address K

Company: \Pramisr Foods EUSTESS
ShorbiOther Mame: FBusiness Fax
Frimaty Lgsr! - |ﬂ
Friinary Sroup: j i‘.l

address.., 305 t4th Ave, Site B, E-mil

Web page address:

TPl Serwer:

| [+1 2oy smEzan

| [+ (z05) smcear

=

|htm:{{wm.prerﬂarfnods.m‘n.usa |

Mok=s | Groues | Companies | Corfacts | Users | Teams | Apocintments | Tashs | Joumals

pocuments - waj | Qoocrturitics | Proiscts (| ¢

EEEE!

[Mit-concact

=]

0| @ CocumentMame  Document Type Cocument Sub Ty ps| Categqoras

0 Ikems (0,82 seconds)

Click on New Document:

™ Premier Foods

Edit  Wiew Insert  Tools  Ackions  Help

File

i el saveandClose Igh | & | | ¢ o Sy -

i‘J jew Document [ open Document | Delete |
e —

¥
GENE pyeyy Dacument | |

Compary: |Premier Fonds

Short/Other Mame: |

Primary ser: |

Primary Group: |

Fecanad

I-arid Mersion: 71,1
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6. Click on Insert File:

® Untitled - Document

i Fle  Edit  Wiew

H Save And Close
Status:-
iLinks Premisr Foods

Diocument Properties

Dacument Marme:

Documnent Type:

Insert | Format

Tools  Actions  Help

[0 peie..

I

Signature

Pickure, ..

Horizontal Line

t erial -]

JAIB 7 U=

~ Category:

-

move | Link v | Recenk

~+ | Related Ttems ~ -

W Hyperlink. ..

I Remove Hyperlink

=

Document Sub-Type:

7. Navigate to the file your desktop.

Desktop

My Documents

[y Compuker

My Metmorh,
Flaces

[ Desktap

{31y Dacuments
o My Computer
My Mebwork Places
= espToncatt_MalMerge_Ewcel_Data htm
#epContaz: Mallarge_Outlock Daca.cac
[#] 1mag=00z. ipg
Mcrosoft Dutlook [MH-Concad disshled)
M=~Contact
gm—cnntacl [ ET]
B MeConzat_Mallarge_Escal Data htm
A ontact_Mailerge_Outlock_Deta,doc
gparameter alues,oft
EPlcn'icr Foods Costing, t

v @- 0@ X [ i3 - Teob-

J

File parne: |

Files of bapes: |,o,| Files [, %)

[ [nsert |v]

ngert

WE-mg £ d |
-Zonty 55.:3:“;::

= —_—
oy | fLoks Premier
+ lbem

= Jsaul Clocument Pra
iks

wchFd Crooumek Nar
ntack 3 becument Ty
eted I

-onty i
Artivig _ﬁmnc
[i5==u]d

Calerd Link Docum|
Cames

Comef Attach Diooy
Conta

Cant Rt DiooL|
Dacuny — |
-roni

dar

cks

Insert 25 Tk

Inzart =5 Atatment

HEEY
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Click on the drop down list on Insert and select Insert as Attachment.

The spreadsheet file will be attached to the Document item.

# Premier Foods Costing,. xls - Docume ni

Oocument Mame:

Documernt Typs:
Cateqories. ..
Link Document

Att=ch Document

Mew Document |

i Ele Edit Mew Inseit Formak  Toos  Adbions  Foom Levout  Help

: el Save And Close | *PostReply | i | Bl oa 0 | 5 X |« -« - & @

i Shatusi- = Regarding: v Cokzgory: - | 3 l

iLirks Premier Foods = | Fopen | W Remove | Lk = | Regent = | Relsred Ttems = - !_
Wl Cre=ate Mevw Document |

|F'ram|ar Fonde Costng. ds
I =
I

'ﬂ'lpremar Faods Costng ks (17 KE)

Document Sub-Typer

10. Click Save and Close on the Document Form.

11. You should now see the document displayed in the Documents Tab:
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= Premier, Foods |:| |§| le

i Fle Edit Wew Insert Tools Actions  Help

i lsaveardclose by | S | S| ¥ oy B | o - i'!

Mew Docurnent Open Docurnent X? Delete ~ a2 Link Docurments [7
al

General | Prafile |
Comparty: [Premier Foads Business ﬂ |+1 (208) 555-8411
ShaortfOther Mame: | Business Fax ﬂ |+1 (206) 555-6657

Primary User: | jﬂ
Primary Group: | jﬂ

% 305 14th Ave E-mail ﬂ | |
Suite B
Business ﬂ Seattle, Wh 95128 ‘Web page address: |htt v premierfoods. com.usa |

United States of Ametica
Mail Server: |

Mailing Address v

Motes ] Groups ] Companies ] Contacts ] Users ] Teams ] Appointments ] Tasks ] Journalsl Documents |E-Mail ] Cpportunities ] Projects ] Products ] A 3
|E s o M-Contact -

0 @ Document Mame Document Type Document Sub Type Cateqaries Fram Received

E Wl Barney Anderson Fax Cov Susan Jones wed 15/02/2006 10:...
Susan Jones

2 Items (0,54 seconds) IMx-Garid Version: 7.1.2

12. Click Save and Close on the Company Form.

Take me back to the Exercise (Adding a Document as an Attachment to a Company : Exercise)

Take me to the next Exercise (Creating a Document from a Template : Exercise)
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3.9 Creating a Document from a Template : Exercise

You have prepared a proposal for Barney and want to generate a Fax Cover Sheet for this
proposal.

Create a Fax Cover sheet for Barney using the following defaults:

Templates Location: |Outlook/Exchange Folder

Templates Folder: Templates
Template Name: Contemporary Fax Contact
Document Name: Barney Anderson Fax Cover.doc

Document Location: |Outlook/Exchange Folder

Document Folder: Blank (disabled)

Insert as: Attachment

Show me the Solution (Creating a Document from a Template : Solution)
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3.10 Creating a Document from a Template : Solution

You have prepared a proposal for Barney and want to generate a Fax Cover Sheet for this
proposal.

Create a Fax Cover sheet for Barney using the following defaults:

Templates Location: |Outlook/Exchange Folder

Templates Folder: Templates
Template Name: Contemporary Fax Contact
Document Name: Barney Anderson Fax Cover.doc

Document Location: |Outlook/Exchange Folder

Document Folder: Blank (disabled)
Insert as: Attachment
Basic Steps:

1. Select the Contacts Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:
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B Microsoft Office Qutlook

Yiew Go Took  Actiors M
i lg=lbenw - | <5 | BpFird | (W8 Type a conbac

: Fie

Edit

all Fol

P63 @pack O (&) |

Companies

onkads

]

BN ke ke P FLELR BLELE B E FL

GROLpE b
Opparbonitizs
Users

Teams

Fepaot:s
Caknda
Personal Cakendar
Journaks
Activities

Tasks

Petsona Tasks
E-mail
DOCLnEncs

Products

E
g

1 Documents

A F-mai

€

2. Open Barney Anderson's Contact Record.

3. Click on the Documents Tab.
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FE Barney Anderson

i Fle Edit  Wiew Insert  Tools  Actions  Help
| 5ave And Close ﬂﬁ”j S e G| e - .!

Mew Document Open Document Delete ~ | 35 Link Documents
A Del S Link

General | Profile
Full Mame. .. |Barney Anderson Flag for Deletion; r
Primary Company: |Premier Foods ﬂﬂ Business ﬂ |+1 (206) 555-8411
Job Title: |IT Manager j Home ﬂ |
Primary User: | =] | Business Fax | [+1 (z08) 555-6687

Primary Group: | ﬂﬁ Mabile ﬂ |
Address... a05 L4th Ave. Sulte B, E-mail ﬂ |barneya@gremierfoods.com.usa |

Seattls,, Wa 93128
Business ﬂ United Stakes of America

Wb Page Address: |htt i, premierfoods . com, usa |

Mailing Address W Mail Server: |

Motes ] Groups ] Companies ] Conkacks ] Users ] Teams ] Appointrnents ] Tasks ] Journals | Documents | E-pail ] Opportunities ] Projects +

|B E «i #-Contack ﬂ
" {Documents Linked to this Contact
[ 8 Document Mame Document Type Document Sub Tvpe | Categories Fraom FRETETFED
0 Items M-Grid Yersion: 7.1.1

4. Click on New Document:

= Barney Anderson

! Fle Edit Yiew Insert  Tools  Actions  Help

[ Save and Close ﬁé|;j|.;j| v . ‘_*] @v

_] Mew Du:ucl\l@ent | LjOEen Diacurnent | ¥ Delete - |
Rt

General | Mew Du:u:ument|

Full Marne, .. | |Barney Anderson
Prirmary Cormpany: |F‘remier Foods
Job Title: |IT Manager

Primary ser: |

Primary Group: |
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5. Click on the Create New Document Tab, and enter the details shown above:

LB

# Untitled - Document

I Fle Edt ‘iew Insert Format  Tools  Actions  Help
i savepndClose | [ [ | £ 2o (3 E i 0 G AB LU |E ===
i Status:- + Regarding: ~ Category: | éﬂ | & ﬁ
iLinks Premier Foods » | [ open | #¥ Remove | Link~ | Recent - | Related Items = -
Document Properties Create New Document |
Templates Location: o OutlookExchange Folder  © Windows File Syskem
Templates Folder: | ﬂ
Template Mame: |C0ntemp0rary Fax Contact,dot ﬂ
Dacument Mame: |Barney anderson Fax Cowverdoc
Docurnent Locakion: + QutlookjExchange Folder  © Windows File System
Document Folder: | ﬂ
Insert As: ' Attachment " Shorteut
Ok %

6. Click OK on the Document Form. Microsoft Word should open with the specified template
and populate the Fax Cover Sheet with the contact's details.
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:-Ill:i.arnc'f Anderson Fax Cover.doc - Microsoft Word :lilﬂ

¢ Ele Edit ¥ew Inecrk Formeb Took Table  Wodow  Help Type a queston For help = 3¢
DEHS SR EBE| - 7 Ehasis - Al o LBl o [ElEEsEE

HL | 0 [ ﬁFaumnegv|_s:v|E—[| E:|\Documents ard Settings|susarjlLocd SettingslTemplBarney & e

[L] NN - o 1 -z 0 3641 - E ' P |

[hels heve amel {3 adelreas]

facsimile transnttal

" To: Premier Foods Fax: +1 (204} 355-dG87
Attn:  Bamey Anderson cc: [Click here and type name]
From: [Click here and tvpe name] Pages:  [Click fereand type number of pages]

Date:  5/24/2004

O Urgent O For Rewiewr 0O Please Comment O Plzase Reply 0O Pleas= Recycle

Notes: Select this text and delete it or replace o with your own

a4

Pags i ec L 11 LAEE lna ol REC TRE E4T O¥R Engish()s E&

7. Click File, Save in Word and close the document.

8. Click Save and Close on the Document Form. You should see the document in the
Documents Tab:
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= Premier, Foods |:| |§| [X|

i Fle Edit Wew Insert Tools Actions  Help

i lsaveardclose by | S | S| ¥ oy B | o - i'!

Mew Docurnent Open Docurnent X? Delete ~ a2 Link Docurments [7
al

General | Prafile |

Comparty: [Premier Foads Business | [+1 (z08) 558411
ShaortfOther Mame: | Business Fax ﬂ |+1 (206) 555-6657
Primary User: | jﬂ

Primary Graup: | jﬂ

% 305 14th Ave E-mail ﬂ | |
Suite B
Business ﬂ Seattle, Wh 95128 ‘Web page address: |htt v premierfoods. com.usa |

United States of Ametica
Mail Server: |

Mailing Address v

Motes ] Groups ] Companies ] Contacts ] Users ] Teams ] Appointments ] Tasks ] Journalsl Documents |E-Mail ] Cpportunities ] Projects ] Products ] A 3
|E s o M-Contact -

0 @ Document Mame Document Type Document Sub Type Cateqaries Fram Received

E Wl Barney Anderson Fax Cov,.. Susan Jones wed 15/02/2006 10:...
\ed 15

Susan Jones

2 Items (0,54 seconds) IMx-Garid Version: 7.1.2

9. Click Save and Close on the Contact Form.

Take me back to the Exercise (Creating a Document from a Template : Exercise)

Take me to the next Exercise (Completing a Task and Linking a Journal : Exercise)
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3.11 Completing a Task and Linking a Journal : Exercise

You have prepared the quotation for Barney Anderson and faxed it to him as promised. You
therefore want to mark this Task as Complete and record the details in a Journal entry.

Complete the following information on the Journal:

Subject: Fax proposal to Barney

Entry Type: Task

Faxed the proposal. Offered him 15 % discount on

Memo: the initial purchase.
Regarding: Present/Review Proposal
Category: Sales - Prospect

Show me the Solution (Completing a Task and Linking a Journal: Solution)
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3.12 Completing a Task and Linking a Journal: Solution

You have prepared the quotation for Barney Anderson and faxed it to him as promised. You
therefore want to mark this Task as Complete and record the details in a Journal entry.

Complete the following information on the Journal:

Subject: Fax proposal to Barney

Entry Type: Task

Faxed the proposal. Offered him 15 % discount on

Memo: the initial purchase.
Regarding: Present/Review Proposal
Category: Sales - Prospect

Basic Steps:

1. Click on your (Personal) Tasks Folder.
2. Open the Task:
3. Mark the Task as Completed (in the Status field):

E Fax proposal to Barney - Task

i Fle Edit  Wew Insert Format  Tools  Actions  Help
i saveandCiose | 4 3 | ) | O Recurence... | (JinssionTask | By % | X | & -+ - @ | S ]}
i Status:- ~ Regarding: Present/Review Proposal - Category: Sales - Prospect - &ﬁ R ﬁ !

i Lirks Premier Foods v | Zopen | W Remove | Link~ | Recent ~ | Related Items ~ v !

Task | Dretails |

Due in 5 days,
Subject: | Fax proposal ta Barney
Due date: Thu 19/01/2006 | Stakus:  |Mot Started ~

Skart date: | Thu 19/01/2006 «| Pririty; Mot Started

In Progress
Waiting on someone else !g
Reminder: | Thu 19/01/2006 v | |20 am)| |

Deferred

Contacts. ., ] | | [Categc-ries...] | | Private [ ]
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4. Click on the Create Linked Journal button.
B Fax proposal to Barney - Task |:||E |X|
i Fle Edt Wew Insert Format  Tools  Actions  Help
i | Save and Close | 1 | s Assion Task | X | =) !l v||| v|| A|B 7 U] =
: Status:- + Regarding: Present/Review Proposal » Category: Sales - Prospect - E |21 | ﬁ !
iLinks Premier Foods - | G open | ##Remove | Link - | Recent -+ | Related _— Create linked Journal| = B
e — 3
Task, | Details |
Subiject: |f=a>< proposal ko Barney
Due date: |ThU 13/04/2008 "| Statkus; |N0t Started V|
Start date: |None V| Prioritys |Normal w | % Complete: :
[P Rreminder: | Thu 13/04/2006 v| [gooam v ©winer: | susan Jones
[ Contacts... ] | | [Categories... ] | | Erivatelj
5.  The following prompt will appear:
MX-Contact '
-, ? ) Set Journal Figlds Fram Tasky
Yes Mo |
6. Click Yes. A journal form will open. The journal fields will be set from the relevant fields in

the Task form. Enter the details of the meeting details.
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&F Fax proposal to Barney

i Fle Edit Wiew Insert Format  Tools  Actions  Help
il saveandclose | =5 | = | 4 oo B X !Enrial |1z ~|A|B I g|§§§§§;§§;§
! Stabus:- - Regarding: PresentiReview Proposal -~ Category: Sales - Prospect | éﬂ | &) ﬁ

ilinks Premier Foods = | 5 open | #¥Remove | Link - | Recent

- | Related Items -

Subject: |Fa>< proposal ko Barney

Enkry bype: |Task v| Company: |Premier Foods
Starttime: | Tue 11/04/2006 v|[1zz1em v [ Start Timer |

Dwiration: |D minutes - |

Faxed the proposal. Offered him 15 % discount on the initial purchase.

[Qontacts... ] |

| [Categories... ] |

Private [

7. Click Save and Close on the Journal Form.

8. Click Save and Close on the Task form.

Take me back to the Exercise (Completing a Task and Linking a Journal : Exercise)

Take me to the next Exercise (Sending an E-Mail : Exercise)
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3.13 Sending an E-Mail : Exercise

You want to send Barney Anderson a follow up e-mail regarding the proposal that you sent a few

days ago.

Send an E-mail to Barney Anderson from his Contact Form. Include Gillian Meyer as a recipient
of this e-mail by clicking inside the Cc field and selecting Gillian Meyer from the Recipients

dropdown list.

To: barneya@premierfoods.com.usa (appears
' automatically)
. gillianm@premierfoods.com.usa (select from
Cc: o .
Recipients drop down list)
Subject: Follow up on Proposal
Hi Barney
Just a quick note to check that you received the
M ) proposal sent a few days ago. Please feel free to
emo: . )
contact me if you have any queries.
Kind Regards
Susan Jones

Show me the Solution (Sending an E-Mail : Solution)
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3.14 Sending an E-Mail : Solution

You want to send Barney Anderson a follow up e-mail regarding the proposal that you sent a few

days ago.

Send an E-mail to Barney Anderson from his Contact Form. Include Gillian Meyer as a recipient
of this e-mail by clicking inside the Cc field and selecting Gillian Meyer from the Recipients

dropdown list.

To: barneya@premierfoods.com.usa (appears
' automatically)
. gillianm@premierfoods.com.usa (select from
Cc: o .
Recipients drop down list)
Subject: Follow up on Proposal
Hi Barney
Just a quick note to check that you received the
M ) proposal sent a few days ago. Please feel free to
emo: . )
contact me if you have any queries.
Kind Regards
Susan Jones
Basic Steps:

1. Select the Contacts Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:
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B Microsoft Office Qutlook

: Ele Edt Yew Go Toob  Actions M
i lg=lbenw - | <5 | BpFird | (W8 Type a conbac
P P2 @pack @[ [H] |

2l ol Companies

]

onkads

E¢ [ | Can

Grolps

Opoarbonitics @

Users

E
g

Teams
Fepaot:s
Caknda -
Personal Cakendar
Journaks

Activities

Tasks

Petsona Tasks
E-mail

Dacumencs

BN ke ke P FLELR BLELE B E FL

Products

1 Documents
A F-nial

€

2. Open Barney Anderson's Contact Record.
Click on the E-mail Tab.
4. Click on New E-Mail:

™= Barney Anderson

File Edit Yiew Insert Tools Actions Help

i [l saveand Close Iy | = | = | & 40y G v

i Y Mew E-Mail Open E-Mail | #¥ Delete » | 22 LinkE
B 3

bl
General | Py e pall

Full Mame, .. | |Barney Anderson
Primary Company': |F‘remier Foods
Job Title: |IT Manager

Primary set: |

Prirmary Group: |

5. Enter the details shown above:
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E¥ Follow up on Proposal - Message

P Fle Edt ‘Miew Insert Formab  Tools  Table  Window  Help Type & question for help [« X

TETHe = MR ] P MR WEN [ <M Ry W A TS R e Wis: B 0 Nl ML @iz
foigend | ) - G0 B3 ¢ 8| ¥ (5] 2 optens., - | -
L To.., barneva@premierfoods.com. usa
..,
Subject: Follove up on Praposal
= B= 1Ny 0 A B L U === 1= i
i hatusi- - Regarding: - Cakegary: =) 8 ﬁ!
i 8 | Recipients Gillan Meyer ~ | Link to Mz-Contact | ‘ﬁ Save Attachments « !
iUnks Barney Anderson ~ | S open | #¥remove | Link~ | Regent - | Related Items - - !
=T
~
Hi Barney 1
Just a quick note to check that you received the proposal sent a few days ago. Please feel free to contact me if you have any queries.
Kind Regards
Suszan Jones
v
£
-3
I .

6. To copy the mail to Gillian Meyer, position the cursor in the CC... field

7. Click on the Recipients button in order to fill the Recipients Combo if necessary and then
select Gillian Meyer from the Recipients dropdown.

&% Follow up on Proposal - Message

! File Edit Wew Insert Formak  Tools  Table  Window  Help
Fea- R BRI RE AP R A U AN R Ry
Pidsend | ) - | B2 ¥ OB | ¥ |53 ] options.. - | HTML

Ll 7o, barneva@premierfoods. com.usa

(WL Ce....

Subjeck: Follows up on Proposal
1= =R En-Y| i LA B L=
EStatus:; » Regarding: » (Categary:
: 8§ | Recipients | EENT=G [+]) Link ta Mz-Contact | B save At

iLinks Barney .E'.nﬂEE'”-IE Andersan Remove | Link = | Recent
Jane Thompson

) Premier Foods
Hi Barney Jirn Biokhel

Just a quick note to check that you received the proposal sent a few days
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8. Click Send on the E-Mail.

9. You should now see the e-mail in the E-Mail Tab:

CBEX

= Barney Anderson

i Fle Edit Wiew Insert Tools Actions  Help
il saveandclose lgh | & | & | ¥ ij@ﬂ.}v&v!
i | ] MewE-Mail | (-5 Open E-Mail | 8 Delete ~ | 55 Link E-Mail | - Reply | L—ﬁReply all | 2 Farward | @!

General | Prafile |
Full Marie. .. |Barney Anderson Flag for Deletion: r
Primary Company: |Premier Foods j ﬂ Business ﬂ |+1 (206) 555-3411
Job Title: |IT Manager j Home ﬂ |
Primary User: | =] | Business Fax | [+1 (208} 5556687

Primary Group: | ﬂﬂ Mohile ﬂ |
Address... 305 14th Ave E-mail ﬂ |barnega@gremierfoods.com.usa |

Suite B

Business ﬂ Seattle, W4 95128 ‘Web Page fAddress: | hitbp: v premierfoods. com.usa |
United States of Ametica
Mailing Address v

Motes ] Groups ] Companies ] Contacts ] Users ] Teams ] Appointments ] Tasks ] Journals Documentsl E-Mail IOpportunltles ] Projects ] Products ] A
|E s ot ME-Contact |

Ot 8 % Subject Ta From Received Status
06 11:11:49

Mail Server:

Follow up proposal ‘bar bpremierfoods.c... Susan Jones

1 Items {0.69 seconds) IMx-Garid Version: 7.1.2

10. Click Save and Close on the Contact Form.

Take me back to the Exercise (Sending an E-Mail : Exercise)

Take me to the next Exercise (Adding a Journal to a Contact Record : Exercise)

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 92

K:\Web Sites\exchangewise.net\Downloads\Documents\02_Marketing\01_Product_Info\03_Guides\MXContact_Tutorial_Base_System.doc



The MX-Contact Tutorial Interactions

3.15 Adding a Journal to a Contact Record : Exercise

You receive a telephone call from Barney Anderson who has received your proposal and your
follow up e-mail. He had some additional questions about commercial terms and conditions. Add a
journal to record the details of this call. This will ensure that other users who need to know about
this phone call will be able to see the record of the conversation.

Complete the following information on the Journal:

Subject: Call about terms and conditions
Entry Type: Phone Call
Duration: 15 mins

Barney wanted to know if they could have 30 day
payment terms. Said this was standard with all their
Memo: suppliers. | told him there should be no problem with
this, Premier would just need to fill out the standard
Credit Application Form.

Regarding: Discuss Status

Category: Sales - Prospect

Show me the Solution (Adding a Journal to a Contact Record : Solution)
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3.16 Adding a Journal to a Contact Record : Solution

You receive a telephone call from Barney Anderson who has received your proposal and your
follow up e-mail. He had some additional questions about commercial terms and conditions. Add a
journal to record the details of this call. This will ensure that other users who need to know about
this phone call will be able to see the record of the conversation.

Complete the following information on the Journal:

Subject: Call about terms and conditions
Entry Type: Phone Call

Date: The day after the follow up e-mail
Duration: 15 mins

Barney wanted to know if they could have 30 day
payment terms. Said this was standard with all their
Memo: suppliers. | told him there should be no problem with
this, Premier would just need to fill out the standard
Credit Application Form.

Regarding: Discuss Status
Category: Sales - Prospect
Basic Steps:

1. Open the contact Barney Anderson (try this from Recent Items). Click on the Recent Items
drop down list and select Barney Anderson.

Trpz ocontadt ko Find = | MG l (8 pack, (54 | |2
| 72 (89 74 3 o2 A | recent | 1=
| | Companies - Mi
HCompaq Corporaton (2eattle) —

/| - i Bothwel
Ead | Jobrny Waker —
[ cornpary EUE Pramizy Foods sty

wit| Compag Corpora, ., +1 (2060 555-8257 (+1 (206] 555-5174 1T
ui Premier Foods +1 (2063 555-8411 - +1 (206) 555-65657 HokelRe

2. Click on the Open Recent Item button.
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Bckions  Mg-Conkack  Help

ypeacontat o fnd = | Gl ! @ pedk 3 A A l.'[l authoak: i
5| A 8 24 (A o3 | Regork Doy Anderso q = EN=ETETIC)
. SIS : Open Recent Them
“&l E ﬁ =2

[ compary Business Phon= Fusiness Fax Tndustry Compary Type
ikl Compag Carpora.., 41 [206) SE5-5257 41 [205) SE25-5174 1T Supolisr
L] Premier Foods +1 [205) 5552411 +1 [205) 5556657 HocelfRestawrant  Prospedt

3. Click on the Journals Tab

4. Click on New Journal:

= Barney Anderson

i Fle Edit ¥ew Insert Tools  Acktions  Help
Egﬁaveandcluse %|ﬂ|ﬂ| | A ;;tl@'l " v!

Mew Journal Open Journal | #§ Delets + md Link. Journals [5
o

-
General I Pr M Juurnal|

Full Mame. .. | |Barne';-' Anderson Flag
Primary Companty: |F'remier Foods j ﬂ Busi
Job Title: |IT Manager j Harr

Primary User: | j ﬂ Busi
Frimaty Group: | j ﬂ Maob

address. .. | 305 14th Ave. Suite B, E-m.
Seattle,, Wa 95123

Business ﬂ United Skates of America Miet

Mail

Mailing &ddress (v

5. Enter the Journal Details:
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& call about terms and|conditions - Journal

EEiIe Edit Wiew Insert Format Tools  Actions  Help

Ll saveandhose | || 4 B0 |WD8 X+ -0H

 Statusiz - Regarding: Discuss Skakus - Category: Sales - Prospect - | & | & | E !

i Links Barney Andersan - | S open | ¥ Remove | Link~ | Recent - | Related Items - -
subject: |Ca|| about terms and conditions |
Entry bype: |Ph0ne call v | Company:  |Premier Foods |

Starttme:  |Fri 20/01/2006 v|[1tzram v [ Start Timer | ‘
Dwiration: | 15 minukes w | .

Barney wanted to know if they could have 30 day payment terms. Said this was standard with all their suppliers. | told him
there should be no problem with this, Prermier would just need to fill out the standard Credit Application Form,

:

[ Cortacks. ., ] | | [Categories... ] | Private [

6. Click Save and Close on the Journal.
7. Click Save and Close on the Contact.

Take me back to the Exercise (Adding a Journal to a Contact Record : Exercise)

Take me to the next Exercise (Creating a Contact from an Incoming E-Mail : Exercise)
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3.17 Creating a Contact from an Incoming E-Mail : Exercise

You have received an e-mail from a new contact who is not on your MX-Contact database. Use
this e-mail to create Contact and Company items and then link the e-mail to both contact and
company.

Use any e-mail in your Inbox sent from someone outside your company for this purpose. Use a
contact for whom you have more than one e-mail in your Inbox as a second e-mail will be needed
for the following exercise Link an E-Mail (Linking an Incoming E-Mail : Exercise).

Show me the Solution (Creating a Contact from an Incoming E-Mail : Solution)
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3.18 Creating a Contact from an Incoming E-Mail : Solution

You have received an e-mail from a new contact who is not on your MX-Contact database. Use
this e-mail to create Contact and Company items and then link the e-mail to both contact and
company.

Use any e-mail in your Inbox sent from someone outside your company for this purpose. Use a
contact for whom you have more than one e-mail in your Inbox as a second e-mail will be needed
for the following exercise Link an incoming E-Mail (Linking an Incoming E-Mail : Exercise).

Solution:

1. Select the e-mail in your Inbox:

Inbox - Microsoft Dutlook EE|
i Fle Edt Mew Gn Took Actions  Mg-Contact  Help Type a question for help |+
P dbew - | 4 3 X | CBeply ClReply to Al 5 Forward | S SendiReceive - | 2pFind (85 | [ Type acontacttofind - | (@) H
(68 | @ack © | B[]S | < |5 Messea=s =k AN
(3] | shortcuts = 3dNewtem | o | (2} 8 55 A ) 4@ JA (31 | Recent =g e cn) [
Folder List Inbox =
All Falders E4.|4| [y|§ From Subject Contacts Received '
=1 €4F Mailhox - Susan Jones
(] Calendar =l pate: Yesterday
|8 Contacts tsol el ainks \ 3
(&] Deleted Items (2) (=1 Tom Watson Golf Day Wed 15{02/2006 10:08 AM
L7 Drafts 2] 3 Tom Watson Golf Day Wed 15/02/2006 10:06 &M
[ Inbox
S Journal

(73 Jurk E-mail =
|4 Mz-Contact Personal
|| Motes
L3 Outbax
[ Sent Items

# [ Sync Issues
& Tasks

1+ [ Search Folders

= £ Me-Contact SQL7.01.01

(&) Deleted Items

2 [ M-Contact Review meeting discussion points
8] Activities A Tom Watson [tomwatson342@yahoo.com]
H [ Assaciations Susan Jones
[ calendar
a =Y E] Camualunsl a b 1D Susan 4]
d tall Here are the list of dicussion points that you asked for re temerrow's meeting
ﬁ Calendar Regards L
&—| Contacts
=, Totn
ﬂ Tasks
N Tom Watzon ~
3 Ikems @ Online
2. Open the e-mail:
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B Review meeting discussion points - Message (HTML)

I Fle Edt ‘iew Insert Format Tools  Ackions  Help

; Cugeply | SlRsplytoal | Fomward | F |G o | B r S X0 -a @

i status:- -~ Regarding: + Cateqary: - | 3 !
: Link ko Mx-Contact | Create Contact | @ Sawve Attachments ~ !

ilirks Casalinga Restaurant  ~ | [-% Cpen | ## Remove | Link = | Recent ~ | Related Items = - !
From: & Tom Wwatson [tormwatson342@yahoo, com) Sent: ‘Wed 15/02/2006 11:49 AM
Tao: Susan Jones
Cc:

Subject:  Review meeting discussion points

Hi Susan

Here are the List of dicussion pomts that you asked for re tomorrow's meeting.
Regards

Tom

Tom Watson

Purchasing IManager
Casalinga B estaurant

Tel +27 (011) 465-0537
Faz +27 (011) 465-7962

e B e W e Yo

3. Click on Create Contact:

B Review meeting discussion points - Message (HTML)

File Edit Wiew Insert Formak Tools  Actions  Help

P uReply | CiReply toall | (o Forward | | F || 2

Skakus;- + Regarding:

Link ko Mx-Conkact | Create Contack [@ Save Atkachments

ilinks Casalinga Restaurant = | [ 5 Mban | @ Damoye | Link =
: Create Contack

Framm: th Tom Watson [fomwatson3d 2@y ahoo, canm]
Ta: Susan Janes

e

Subject:  Review meeting discussion points

Hi Suzan

Here are the list of dicussion points that vou asked for

4. A Contact Form will open containing personal details of the person that the e-mail was
from. These details are retrieved from the person’s signature in the e-mail.
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FE Tom Watson - Contact

! File Edit Wew Insert Format  Tools  Actions  Help

4
L

: gl seve and Close Iy | G 01, ® 0 S B - o s
i@

General | Prafile

Full Mame... |Tom Watson Flag for Deletion: I

Primary Company: ﬂﬂ Business ﬂ |+2? (011} 469-0537

Jab Title: | j Home ﬂ |
Primary User: | | | Business Fax | [+27 (011 469-7362
Primary Group: | ]| mobie | [+e7 (082 5749032

Address... E-mai ﬂ | kanwatson342@hatmail, com |

Business ﬂ ‘eb Page Address: | |

Mail Server: |

Mailing Address v

MNotes ]Groups ] Companies ] Contacts ] Users ] Teams ] Appaintments ] Tasks ] Journals ] Documents ] E-Mail ] Oppoartunities ] Projects 4

5.  Complete the details on the Contact Form, filling in any applicable details such as Company
name, Job title, Web page Address etc. Click on the Companies tab.

FE Tom Watson Ll E| El
: Fle Edt Wiew [Insert Tools  Actions  Help

il saveAndcioss Y | S S v o S G| o - rv!

Mew Company Mew Association Cpen Company Cipen Associakion :4! Delete - e Link Companies | Wiew Associations [
o

A1

General | Profile

Full Mamme, .. |T0m S'atson Flag For Deletion: r
Prirmary Companyy'; |Casalinga ﬂﬂ Business ﬂ |+2? (011) 4/9-0537
Job Title: |Purchasing Manager j Home ﬂ |
Primary User: | | | Business Fax | [+27 (011} 489-7962
Primary Group: | | & mobie | [+27 tos2) 5740932

Address... 125 Rivaonia Raad, Paulshaf E-mail ﬂ |tomwatson342@hotmail.com |

Sandton 2062 | |

Business ¥ wieb Page Address:

Mailing Address v Mail Server: |

Mokes ] Groups | Companies §Contacts ] Users ] Teams ] Appointments ] Tasks ] Journals ] Documents ] E-Mail ] Cpportunities | Projects 4

|E E & | |MX-C0ntact ﬂl

| Compary Business Phone Business Fax Industry Company Type Company Staktus

' s

M-Grid Version: 7.1.1

0 Ikems
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6. Click on New Company.

= Tom Watson
! File
: | 5ave And Close %|.,j|d| W \g}‘j@ﬂ L v v!

|d] Mews Association | LjOEen Campany | Lijen Ass

Edit  Wiew Insert Tools  Ackions  Help

|_] Mew Campany

zeneral Prafil Al
lﬁ Mewy Comparny |

(

= 7
Full Mare. .. |T|:|m Wi'akson Fl.
Primary Company: |Casalinga j E B
Job Title: |F‘urn:hasinu;| Manager j Hr

Primary User: | jﬂ B
Primary Group: | jﬂ Pl

address. .. | 125 Rivonia Road, Paulshof E-
Sandton 2062

Business W

M.

Mailing Address [
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7. A Company Form will open.

FE Casalinga - Company

i File Edit WView Insett Format Tools  Actions  Help
il save andclose By | S | 0 | T o S G| o - ?‘!

General I Profile |

Company: [Casalinga Business ﬂ |+27 (011} 469-0537

ShortfOther Mame: | Business Fax ﬂ |+2? (011} 469-7962

Primary ser: | ﬂﬂ
Primary Graup: | ﬂﬂ

address... 125 Rivonia Road, Paulshof E-mail ﬂ | |
Sandton 2062

Business ﬂ Web page address: | |

Mailing Address v Mail Server: |

Motes ]Groups ] Campanies ] Contacts ] Lsers ] Teams ] Appaointments ] Tasks ] Journals ] Documents ] E-Mail ] Oppartunities ] Projects L4

-

8. Enter any additional details for the company.

9. Click Save and Close on the Company Form:
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& Tom Watson

P Fle Edit  Yiew Insert  Tools  Actions  Help

Eﬂgavenndclose%|.j|.j|? R ENC R . ;.!

j Mews Cormpany | £’| Mews Association | ﬁOQen Company: | ﬁ0pen Association | N] Delete | 1_:? Link. Campanies | Wiew Associations | [‘_J'} L

General | Profile

Full Mame. .. |T0m Wakson Flag for Deletion: r
Prirnary Company! |Casalinga ﬂﬁ Business ﬂ |+2? (011) 469-0537
Job Title: |Purchasing Manager ﬂ Home ﬂ |
Primary User: | =] 2| Business Fax ¥ [+27 (011) 4897962
Primary Group: | ] | mobie | [+27 (o82) 574-9932

Address... 125 Rivonia Road, Padlshof E-mail | | tomwatsonz4z@hotmail. com |

Sandton 2062
Web Page Address: | |

Business %

Mailing Address W Mail Server: |

Makes ] Groupsl Companies ]kontacts ] Users ] Teams ] Appaintments ] Tasks ] Jaurnals ] Documents ] E-Mail ] Opportunities | Projects L4

|E E «i |MX-C0ntact ﬂl
Qrnpany usiness Phone usiness Fax niduskry armpary Type ornpary Status

i Biusi Fh Eiusi F. Indust C T C Stat
Casalinga +27 (0113 460-0,., [+27 (0111 462-7,.,

]

M-Grid Yersion: 7.1.1

<

1 Items

10. Click Save and Close on the Contact Form. You will be returned to the open E-Mail Item.
11. The E-Mail will be automatically linked to the Contact, Company and User.

12. Close the E-Mail.
Take me back to the Exercise (Creating a Contact from an Incoming E-Mail : Exercise)

Take me to the next Exercise (Linking an Incoming E-Mail : Exercise)
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3.19 Linking an Incoming E-Mail : Exercise

All e-mails that were received prior to a Contact being created for a person in MX-Contact will
need to be manually linked to MX-Contact. All E-mails received after a Contact record has been
added for that person will automatically be linked to MX-Contact.

Show me the Solution (Linking an Incoming E-Mail : Solution)
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Interactions

3.20 Linking an Incoming E-Mail : Solution

All e-mails that were received prior to a Contact being created for a person in MX-Contact will
need to be manually linked to MX-Contact. All E-mails received after a Contact record has been

added for that person will automatically be linked to MX-Contact.

Basic Steps:
1. Highlight the e-mail/s in your Inbox.
2. Click the Link to MX-Contact icon on the MX-Contact Toolbar:

Inbox - Microsoft Outlook

! Fle Edt Wew Go Tools Acions Mg-Contact  Help

Pimew | 03 X [ uReply dReplyto Al (5 Forward | o sendjreceive = | 2pFind (4 | [&) Type & contact tofind (7 | @!

185 | @sack @ |, |3 )4 ) (A | Messages =EEN |
i3 | shortcuts = (sAMewIten | o | (3 (85 B B2 24 .21 B (34 | Regent S| J| 2] -
Folder List Inbox

y

Link Mx-Conkact Mail Ikems
All Folders B3, 4| [y @ From Subject Contacts Received
= €2} Mailbox - Susan Jones

] calendar =) Date: Yesterday

Twpe aquestion for help [+

|85 Contacts (4 Tom Watson Review meeting discussion points
& Deleted Items (2)
L7 Drafts [2]

® [ Inbax
A 1ourmal
(@ Junk E-mail =
[ Mx-Contact Personal
. | Motes
[[3) outbox
[ Sent Ttems

# [ Sync Issues
] Tasks

® [ search Folders

= & My-Contact SQL 7.01,01

‘wed 15/02(2006 11:51 AM

3 Deleted Items

= 3 Mx-Contact Golf Day
8] Activities A Tom Watson [tomwatson342@yahoo.com]
1 [ Associations To: Susan Jones
Eca\andar =
" E)E] CamDalqnsl a = I Susan -
d el I've spoken to the team and John, Andrew and Mark have all confirmed that they are able to join us for the Gold Day, so we
ﬁ Calendar will be able to put together a four ball
9| contacts See you tomorrow at the review meeting -
5?1 e Eegards
L a7 v
3 Ttems 19| online
3. The E-Mail/s will be automatically linked to the Contact, Company and User:
Take me back to the Exercise (Linking an Incoming E-Mail : Exercise)
Take me to the next Section (Tutorial Exercises - Reports)
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Direct Marketing

The MX-Contact Tutorial

4 Tutorial Exercises - Reports
In this section you will perform the following exercises:
1. Run a Contact Summary Report

Contact Summary Report : Exercise

2. Run a Detail Company Report with Related items

Company Detail Report with Related Iltems : Exercise

Once you know how to retrieve information from your database using Reports you will be able to do some
direct marketing to selected subsets of your database.

Tutorial Exercises - Direct Marketing

Page 106
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4.1 Contact Summary Report : Exercise
Run the Contact Summary Report Landscape by Last Name, First Name.

Show me the Solution (Contact Summary Report : Solution)
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4.2 Contact Summary Report : Solution
Run the Contact Summary Report Landscape by Last Name, First Name.
Basic Steps:
1. View the Folder List by clicking View (on the Main Menu), Folder List if necessary.

2. Click on the Reports Folder:

Folder List Reports - outlook:IMX-Contact SQL 6.03.12IMX-Contact/Reports

&l Folders :
= BaAa-d
o A
ﬂ::zl 2;;I:cti::tsions [ D @ |Report Report Type Report Sub-Type
:ﬁ Calendar |£| Wl Company Summary Report Portrait  Crystal Report Compary
# |85 Campaigns |£| 0 Company Summary Report Portrait ., Crystal Report Company
|85 Companies g I Contact Dekail Report with Related ... Crystal Report Contack
# 184 Contacts g W Contact Summary Report For Expart  Crystal Repart Contack
::zl EE:E:S:G 1 [G] QUR Contact Summary Report Landscap... Crystal Report Conkack
[ E-mail |£| W Contact Sumrnary Report Landscap... Crystal Repart Conkack
H |85 Events |£| 1l Document Report Landscape Crystal Repart Document
| Groups @ W E-Mail Detail Report Portrait Crystal Report E-mail
¥ |84 Incidents |£| Wl E-Mail Summary Report Landscape  Crystal Report E-mail
z%agsoﬁensals |£| Wl Event Detail Costing Report Landsc,.. Crystal Repart Event
® [83 Opportunities QI Wl Ewvent Detal Report with Related It... Crystal Repaort Event
& (85 Orders |£| @l Event Report with Related Compan... Crystal Report Ewent
| Projects |£| W Ewvent Repart with Related Contact... Crystal Repart Event
|85 Reqistered Products |£| 0 Incident Detail Report Landscape Crystal Repart Incident
] LE ﬁeplorts |£| 0 Incident Summary Report Landscape  Crystal Report Incident

3. Openthe Contact Summary Report Landscape by Last Name, First Name.

® Contact Summary Report Landscape by Last Name, First Name - Crystal Report

i File Edt Wiew Insert  Format  Tools  Actions Form  Layout  Help
} [ 5ave and close | #lpast Reply | i 65 [ S | o L[5 X | o -+ - AT @!

Properties | Query Builder |

Report Name/Desc: |Contact Summary Report Landscape by Last Mame, First Name

Repert Type! [Crystal Report | sub-Type: | contact =l
Cukput/Prink To: |Window j Paper Size: |n4 (9 j
File Farmat: | j
File PathfMame: | [‘\E
Primary Folder: |Contacts j Refresh
[ Default Repart For the Folder K$§Ee(i'r;urp EEESZ:

Sort By: 1) |LastNarne ﬂ Group By: 1) | j r I

) |FirstName ﬂ 2) | ﬂ r r

D | = 3 | - -

Filker: |

Count a

Contact_Summary_Report_Landscape.rpt {16 KB)

Execute Report |
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Direct Marketing

4. Click on Execute Report. The following report should be displayed:

E®%> MX-Contact Crystal Reporting

EEX
S& 7% I o1 o el oo

Contact Summary Report

Sorked By: Lar Mame Airs Name

LastHame Arct Hame Job THe company Name Busne &5 Fliane. Eusine ss Fax Mblle Mo, Emall |
Arerzon Bamey T Banager Premier Foods 1206 SIFEH1 |+ 206 S35eEET BT PP Mo s Som
Bolwell Jim Conullan| Fremler Foods +1(780) 320608 Ibolwell@hoknal com usa
Mejer illan WP romalon Sy kems | Premler Focds + 1206 5556411 | +1 206 3556681 gllllanm@premleriaod s com o
Walker dehnny Compay alle) +1TE0 3820808 [ lohnrywalkerrcompan com ol
Walron Tom Pucharing Manager [ Casalinga Reslarant +27 DI GSOST | 427 DI 4ESTIES | +27 D62 5745932 | omwalion3 42 aheo som

< > -
Take me back to the Exercise (Contact Summary Report : Exercise)
Take me to the next Exercise (Company Detail Report with Related Items : Exercise)
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4.3 Company Detail Report with Related Items : Exercise

Run the Company Detail Report with Related Items Portrait but just for the company Premier
Foods.

Show me the Solution (Company Detail Report with Related Items : Solution)
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4.4  Company Detail Report with Related Items : Solution

Run the Company Detail Report with Related Items Portrait but just for the company Premier
Foods.

Basic Steps:
1. View the Folder List by clicking View (on the Main Menu), Folder List if necessary.

2. Click on the Reports Folder:

Folder List Reports - outlook:IMX-Contact SQL 6.03.12IMX-ContactiReports

&ll Folders E g i
M L
84 Activities )
# [ Associations hboa Repart Repart Type Report Sub-Type
ﬁ Calendar { [N Company Detail Last Contact Repo... Crystal Report Commpanty
H |85 Campaigns /O] @ Company Detail Report Landscape Cryskal Report Company
# [ Companies @ Il Company Detail Report with Relate, .. Crvstal Repart Cormparry
© [8 Contacts |£| [} |C0mpany Detail Report with Related Irems Portrait|]rt Company
8= Contracks — =
- O| W Company Report with Contacts For L\S Crystal Report Company
[ Documents
3 E-mail QI I Company Report with Contacts For ... Crystal Repaort Comparty
H &= Ewents |£| Wl Company Sales Plan Report (LAMP)  Crystal Report Company
85 Groups @ I Company Summary Last Contact R... Crystal Report Company
4 84 Incidents |£| 0 Company Surmmary Report Landscape Crystal Report Company
M:_Issues (Bl Company Summary Repork Landsca... Crystal Report Compan
(Eﬂ 1 I pany ¥ REp b P pary
42l Journals =
# [ Opportunities |£| Wl Company Summary Report Landsca.., Crystal Report Cormpanty
H 8] Orders |£| Wl Company Summary Report Landsca,., Crystal Report Company
8= Projects @ ' Company Surmmary Report Portrait Cryskal Report Cormpany
# |85 Registered Products @ I Company Summary Report Portrait ... Crystal Repaort Company
L3 Reports I5| Wl Contact Detail Report with Related ... Crystal Report Contack

3.  Openthe Company Detail Report with Related Items Portrait:
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» Company Detail Report with Related Items Portrait - Crystal Report |Z||E|rs__<|

I Fle Edt Wew Insert Format Toolks  Actions  Form  Layout  Help
i | save and Close | 5 lpost Reply | ca i3 | S | S oo 0 |23 X | & - w - A°|@

Properties | Query Builder |

Repott Mame/Desct |C0mpany Detail Repart with Related Items Paortrait

Report Type: [Crystal Report x| sub-Type:  [cCompany =l
QutpuUt/Print To: [window | Papersizs: [a4(3) |

File Format: | j

File Path/Mame:; |

Primaty Folder: |Companies ﬂ Refrash

[v Defaulk Report For the Folder

Keep Group  Repeat
Together  Header

Sork By: 1) |CompanyName ﬂ Group By: 1) | j r r
D | =l 2 | =l r r
3 | = 3 | =] = =

Filker: |

Count 0

Company_Detail_Report_with_Related_Items_Portrait.rpk (31 KE)

;7

Execute Report |

4. Click on the QueryBuilder Tab. Enter the condition "CompanyName = Premier Foods":

#® Company Detail Report with Related Items Portrait - Crystal Report

P Fle Edt Wew Insert Format Toolks  Actions  Form  Layout  Help
i [ save and Close | 5 lpost Reply | ca i | S | S [ 53 0 |23 X | & - o - A7 @

Properties Query Builder |

Folder: |Companies j
And/Or Mot Y Field Operator Yalue !
-] I |C0mpanyName j |= ﬂ |Premier Foods j ﬂ r
add And | ot | [ | Field | Operakor | Yalue | )] |

Delete

Folder: | companies =l

Filker: |

5. Click on Add to insert this condition:
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ompany Detail Report with Related Items Portrait - Crystal Report

IoFle  Edit iew

Insert

Format

Tools  Action

5 Form Lavout  Help

il save snd ose | =Jrostieny |4 B I |0 X+ -+ -xefl

Properties CQuery Builder

Falder: |C0mpanies j
AndjCr Mot Field Operakar Walue !
pd =] T T S S I
and | Mot | [ | Field | Operator | Yalue | )| |

{Companies. CompantyMame} = ‘Premier Foods'
Delete
Folder: |C0mpanies j
Filker:

|{C0mpanies.CompanyName}- = 'Premier Foods'

displayed:

Return to the Properties Tab. Click on Execute Report. The following report should be

E%: MX-Contact Crystal Reporting

= o Pawered by o
S & F 5=)100x ~ 1 oft & crystale,®
Premit ~
Fen 15,2006 1028 Company Detail Report with Related ltems Page 1t
{COMPANBE COMPANG="PrEMET FOXE" |, SOMed By ComparnNans
Company Name: Prem kT Foocks
Physical Address: 305 14 A Postal Address: 305 14 fue Eusiness Phone: +1 205 555841
Teathe Teatte Business Fax: +1 (205 5556681
Wwa WA 6128 Web Page: WWN Prem e rbock com aga
Unted Stokes of Amerka Unted Stoks of Ame rka
Frofile:
Industry: Ho® IRestrant Turnower:
Company Type: Praspect No. Emplayess:
Company Status: Territary:
Cortacts:
Last Hame First Name Jab Title Business Phone Business Fax E-mail Address
Ak Baney T Manager +1 205 555941 +1 (205 S35-GEET barkey o premk s com A3
Bothwel Jim Conntant +1 7 3R0E0s [bothwe WD kotnall.com aza
Meer Glllkan WP ibmaton SaEms +1 205 355941 +1 (205 3350651 gllanmdEpremle rbods com.aga
Sppointrents:
| Date | Start Time | End Time | Primary User | Subjest |
21020005 | 100040 1100an | | DEcss barchware reariems vk whh Baney |
| Hrtes: | DEcass ranlemeart | s
£ EARES >

Take me back to the Exercise (Company Detail Report with Related ltems : Exercise)

Take me to the next Section (Tutorial Exercises - Direct Marketing)
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5 Tutorial Exercises - Direct Marketing

In this section you will perform the following exercises:

1. Send a Personalised Letter to a selected group of Contacts
Personalised Letter : Exercise

2. Mail Merge from within Outlook using Word
Error! Reference source not found.

3. Send a Personalised E-Mail to a group of Contacts
Personalised E-Mail : Exercise

4. Mail Merge Using Word 2000
Error! Reference source not found.

5. Mail Merge Using Word 2002/2003
Error! Reference source not found.
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51 Personalised Letter : Exercise
Send a personalised letter to all the golfers on your database inviting them to a Golf Day.

Show me the Solution (Personalised Letter : Solution)
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52 Personalised Letter : Solution
Send a personalised letter to all the golfers on your database inviting them to a Golf Day.
Basic Steps:

1. Click on the Reports Folder. Open the report entitled Contact Summary Report for
Export. The following screen will appear:

#® Contact Summary Report for Export - Crystal Report

i File Edt Wiew Insert  Format  Tools™%Actions Form  Layout  Help
Eﬂgave.ﬁ.ndclose|§|PostReplx|,'_2,;%|\j|\j|_J (i |_|3 X| WA A¢|I@!

Properties | Query Builder

Report Name/Desc: |Contact Summary Report For Export

Repart Type: [Crystal Repart | sub-Type: [Contact |
OutputfPrint To: |Disk File ﬂ Paper Size: |n4 (9 j
File Farmat: [Exccel 8.0 Tabular (30} -l

File PathiMame: |C:'I,Prograrn FilesiM¥ContactEE Contacts xls

Primary Folder: |Contacts j Refresh

[ Default Report for the Folder Keep Group  Repeat

Together  Header

Sart By: 13 | ﬂ Group By: 1) | j r r
2 | = 2 | =zl r r
3 | =] 3 | | = =
Filker: |

Count ] Mail Merge: [ Template: | ﬂ

o Fepah | Contact_Summary_Report_for_Export.rpt {16 KE)

2. Set your filter on each folder using the Query Builder. Click on the Query Builder Tab.
First add the condition for Interest (Field mxInterests) contains Golf. Set the Operator to
"contains",. Click on the Add button.
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#® Contact Summary Report for Export - Crystal Report

P OFle  Edi
;led save and dose | lrostreply | G | F | (L X e - a0l

Properties Query Builder |

Wiew Insert Format  Tools  Acktions  Form  Layout  Help

Folder: |C0ntacts j
AndfOr Mot Y, Field Cperatar Yalue !
ad 2| 1T =] B =] | =] ="
&nd | Mok | { | Field | COperatar | Value | )] |
{Contacts.mxInterestsk Contains ‘ol

Delete

Folder:

|C0ntacts ﬂ

|'GDIF' In {Contacts.mxInterestst

Filter:

Click back onto the Properties Tab. Check the Mail Merge checkbox and select the file
MXContact_MailMerge_Excel_Data.doc from the Template drop down list.

#* Contact Summary Report for Export - Crystal Report

! Fle  Edit
£ led save and close | < Jrostrenly | 3 [ d o U 3 X e - o & @

Wieww Insert  Format  Tools  Actions  Form  Lavout  Help

Properties | Quety Builder

Report Mame/Desc: |C0ntact Surmary Repoart For Expart

Report Type:

|C0ntact j
| a4 (3 |

j Sub-Type:

j Paper Size:

|Crystal Report

QUERLE{Print Ta: | isk File

File Format:

File Path/Marme:

Primaty Folder:

Sork By: 1)
2)
3)

Filkey:

Caunt

Execute Report |

|Excel 8.0 Tabular {30}

=

|C:'|,Program FilesiMyContactEEYCantacts,xls

|C0ntacts

[™ Default Repart For the Folder

ﬂ Refresh

Keep Group Repeat
Together  Header

ﬂ Group By: 1) |

~ r

[~ 2l

~ r ~

= 3 |

~ r

|'GDIF' In {Contacks. mxInterests}t

o

Mail Merge: v

Contact_Summary_Report_for_Expart.rpt {16 KB)|

Template: |MXContact_MaiIMerge_ExceI_Data.doc ﬂ

4. Make sure the Output/Print To field to is set to Disk File.
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5. Make sure that File Format is set to Excel 8.0 (XLS) for the format.
6. Click Execute Report.

7. This will create the file needed by Microsoft Word or your Mass E-Mail program. This file
contains the most commonly used Company Name and Address fields along with the
Contact Address, Job Title and E-Malil fields:

8. Microsoft Word will launch automatically when the template that you selected opens.

4 MxContact_MailMerge_Outlook_Data.doc - Microsoft Word ==l x]
© Fle [t Yew Iesett Fomek Took  Tabe  Window  Help Typeaquestionfor help (= 26
NSHS SE el 74 Mol + Arisl, v Arid cu-B 7 (EE=EsE-
HC | O [ & D Favorites - | G | I?|| E:|Documents ard Settings|susarjlbesktopiMRContact_MaiMerce »

(@ P[] E | merwodred | EE S [0 e om BRB 0% 0o,
E' A . . 5.'8.:?‘-

1 1

Ir]

c2oo

P

ole ® y Compatytame (P Ltd
1 : : = | Fioor, Bock C, Lonenll Omce Park, Lonehl Bowewsard, Lonehil
"JFI'PJ‘Jrj/ r]“lr'l:‘ F o Fios 114, Lonshil, 2062, Soulh &frica
|l 427 (111 4B5-9527 Fax 427 (11) 4257304

WU Wi CON AN SIS Lo

- |
- Detoher. 1080, 2002

wComparym

xBusiness_Address_Strests

wBlziness_Address_Citys, «Business_Address_Statex «Business_Address_Fostal Codes
sBusiness_Address_Countryw

Attertion: «First_Mamer «Last_Mames
Dear «First_Mame:

N We cordially imvite you to attend our annual golf day. This waill be held at the Dairfern Country Club on
: Orctoher 237, 2002

- The first tze-off tme will be 7:00 2.m.

ft 1wl be 2 fun-filled event with plenty of przes far bath the best and the worst golf.

Sobesuret0joinus - please respand as soon 25 possiole ifyaure interested.

T Best regards

Pag= 1 Sec | 11 &1 Inl ol REC TRE E4T 0OWR Engish(uk GFE

9. Make any changes required to the form letter and then click on the Merge to New
Document icon:
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Insert  Format  Tools Table  Window  Help
A P b GBS - O T 100 - @] qapead i e
3 = | nsertwordField~ | 52 2 25 | H 4t [ N S RE PR | (g | =N

Sl Ee b cEeoc 405G LT o8 1810 g b New Document]

ole — — = CompanyName (|
’ J ¥ - wd 1*'Flaar, Black C, Lonehill Office Park, Lanehill Boulesar:
- J,rlr)"”]/ rl"'””‘" PO Box 114, Lonehill, 2062, So
Tel +27 (113 4B5-8567 Fax +27 (1)

R A COMERENYT

I
Gctober 1080, 2002

«CompanyMames

#MailingAddressStreets

«MailingAddressCityr, eMailingAddressState» «MailingAddressPostalCodes
“MailingAddressCountrys

Aftention: «Firsthames «LastNamex»

Dear «FirstMame:

We cordially invite you to attend our annual golf day. This will be held at the Dainfern Country Club or
Octaber 2204, 2002

10. You will be prompted to select all records or only a certain range:

) Current record
[ OF ][ Cancel ]

11. Your Outlook data will be merged into your Word form letter:
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CompanyName (Pty

17" Floor, Block 2, Lonehill Office Park, Lonehil Boulevard, Lt
P2 Bioe 114, Lonehill, 2062, South .

Tel: +27 (117 465-9567 Fax: +27(11) 4685

ek s COMPEnYNSm

Cictober 10t 2002

722 da vinci Boulevard
Kirkland, WA 98034
United States of America
Aftention: Jahnny Walker
Dear Johnny

We cordially invite you to attend our annual golf day. This will be held at the Dainfern Caountry Club on
Cictober 220 2002,

The first tee-off time will be 7:00 a.m.
[twill be a fun-filled event with plenty of prizes for both the best and the worst goalf.
S0 he sure to join us — please respond as soon as possible if you're interested.

Best regards

Janet Leverling

12. Print the letter(s) as required. You can use the same principle to produce mailing labels for
your letters.
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53 Personalised E-Mail : Exercise

Send a personalised e-mail to all the golfers on your database from your suppliers asking them to
each sponsor a hole on the day of the event.

Show me the Solution (Personalised E-Mail : Solution)

Page 121
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54 Personalised E-Mail : Solution

Send a personalised e-mail to all the golfers on your database from your suppliers asking them to
each sponsor a hole on the day of the event.

Basic Steps:

1. Click on the Reports Folder. Open the report entitled Company Report with Contacts for
Export (Contact Address). The following screen will appear:

@ Company Report with Contacts for Export (Contact Address) - Crystal Report

! Fle Edit Wew Insert Format  Tools  Acktioms Form  Lavout  Help
i |l Save and Close | % lPostReply | F i3 [ | ] o 0 [ 23 X | & - & - & | I@!

Properties Query Builder

Report Mame/Desc: |C0mpany Report with Contacts for Export (Conkact Address)

Repart Type: |Crystal Repart j Sub-Type: |C0mpany j
Cutpuk/Prink To: |Disk File: j Paper Size: |.q4 (9 j
File Farmat: |Excel .0 Tabular {300 j

File Path/Marme: |C:'|,Pr0gram Files\M=Contact) Companies_with_Related_Contacts{Contact_Address).xls

Primary Folder: |C0mpanies j Refresh

I Default Repott For the Folder Keep Group  Repeat

Together Header

Sork By: 1 | j Group By: 1) | ﬂ r r
2 | = o [ 1 | = =
2 = 3 | | = =
Filker: |

Count 0

Benis Rt | Companies_with_Related_Contacts_for_Export{Contact_Addresses).rpt (21 KE)

<<Companies_with_Related_Contacts_for_Export(Contact_Addresses). rptz>

2. Set your filter on each folder using the Query Builder. Click on the Query Builder Tab.
First add the condition for Company Type = Supplier. The Companies folder will be the
default on this report. Select the field mxCompanyType from the Field dropdown. Leave
the Operator set to "=", and select Supplier from the Value dropdown. Click on the Add
button to add the first condition of the query.
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3.

# Company Report with Contacts for Export (Contact Address) - Crystal Report

! File Edt WView Insert  Format  Tools  Actions

EBX

Form  Lavout  Help

|5 Save and Close | ‘f‘,lPost Reply | b b F= Bir= MR | i X | = - A | @ !
Properties | Guery Builder
Folder: |Companies j
AndfOr Mot % Field Operator alue !
and w| T 1] Ey- =] | =] =
Add And | Mot | ( | Field | Operator | Walue | )| |
= ‘Supplier

{Companies. mxCompanyTypet

Delete

Folder: |Companies ﬂ

Filter: |{Companies.meompanyType}- = "Supplist’

Then add your condition for "Golfers" on the Contacts folder. Select the Contacts Folder
from the Folder drop down list. Use the Field Picklist to select mxInterests. Select Golf in
the Value field. Click on the Add button to add the second condition of the query.

# Company Report with Contacts for Export {Contact Address) - Crystal Report

Insert  Format Tools  Actions Form  Layout  Help

i Flle  Edit  Wiew

el save and cinse | #PostReply | Ca 3 [ o I M X e - v -n @

Propetties | Quety Builder

Folder: |C0ntacts j
And/Or Mot % Field Operator ‘alue !
ad | T T Ey- =] | =] =™

add And |Not |( |Field |Operator |Value |) |
‘Supplist’

{Companies . mxCompany Ty pe-

m {Conkacts, mxInkerests}

'Golf!

Folder: |C0mpanies ﬂ
Filter: |-{C0mpanies.meompanyType} ="Supplier' And {Contacts. mxInterests; = 'Golf*
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4. Click back onto the Properties Tab:

#® Company Report with Contacts for Export [Contact Address) - Crystal Report : |§|PE|

I Fle Edt Wew Insert Format Toolks  Actions  Form  Layout  Help
i | save And Close | ¥ lpostReply | ca o3 | S oo 0|2y X - 'A°|'@!

Properties Query Builder

Report Mame/Desct |Company Report with Conkacts For Export (Contack Address)

Report Type: |Crysta| Report: ﬂ Sub-Type: |C0mpany ﬂ
Output/Print To: |isk File | Paper Siee: | (9 =]
File Format: [Exccel 8.0 Tabular £30) =l

File Path/Mame: |C:'|,Pr0gram Files\ Mz ContactEEYCompanies_with_Related _Contacts{Contact_Address).xls

Primary Folder: |C0mpanies ﬂ Refresh

[~ Default Report For the Folder Keep Group  Repeat

Together  Header

Sort By: 1| v| GroupBy: 1y | T ~ r
2| =l 2 | - r
» | = 3 | | = =
Filker: |companiss. mxCompany Type} = ‘Customer' And 'Golf' In {Contacts. madntersstsh

Counk 1} Mail Merge: v Template: |MXConta-:t_MaiIMerge_ExceI_Data.htrn j
Breais Rt Companies_with_Related_Contacts_w_Contact_addr_For_Export,rpk (13 KB)

Make sure the Output/Print To field is set to Disk File.

Make sure that File Format is set to Excel 8.0 (XLS) for the format.
Check the Mail Merge checkbox.

Select the template MXContact_MailMerge_Excel_Data.htm.

© © N o O

Click Execute Report.

10. Microsoft Word will launch automatically when the template that you selected opens.
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I} Document! - Microsoft Word

: File Edit Wiew Insert Format  Tools  Table  ‘Window Help
A = s = W W e A W REEG W, R~ | !Ed_q_Normal(Web) v TimesMewRoman - 12 - | B I U |§
of |2 8 5 et wodFid- | 2 3 82 ALK 41 b W20 o

E-l-l-|-2-|-3-|-4-|-5-|-5-|-?-|-3-|-9-|-1u-|-11-|-12-|-13-|-14-|-15-|-1s-|-1?-|-1s-|-19-|-2u-

A
soLGd

Dear «FirstMames

The first tee-off time will be 7.00 a.m.
It will be a fin-filled event with plenty of prizes for both the best and the worst golf
S0 be sure to join us — please respond as soon as possible if vou're interested.

Best regards

Susan Jones

11. Click on the Merge to Email icon.

T Document1| - Microsoft Word

! Fle Edit Yew Insert Format Tools  Table Window Help
A A WS NN AW e = W AEENF S RN N | !Ez‘gNormal(Web)vTimesNewRomanv12v|Bj
_lj | E 2 2| Insert Word Field + | 52 2 L I I S W%|%’|cj.é ]

The first tee-off time will be 7:00 am.

12. Select the EmaillAddress field and enter a Subject for your e-mails.
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Merge to E-mail

Message opkions

To; | Emaill Address

Subject line: |GDIF Dray

Mail Format: | HTML

Send records

@ al

) Current record

[ Ok ] [ Cancel

13. Click on OK. All contacts in this mail merge file will be merged with the document and
automatically sent. Check your Sent Items to see that this has happened.

14. Close the document without saving.
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