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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 Senthil Kumar). 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).

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 1




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 Section:

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 Section:

Industry: IT

Supplier
Company Type:

Show me the Solution (Adding a Company : Solution)

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 3




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 Section:

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 Section:

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




The MX-Contact Tutorial Creating and Maintaining your Database

|:L; Inbox - Microsoft Outlook

© File Edit

: Snew - |

Companies Option in
Shortcuts Menu

Shortcuts = |

=1 Inbox

i» ME-Contact Home

85 Companies

anNtacts

Personal Contacts

bl

Groups
Opportunities

Users

Teams

Reports

Personal Calendar
Calendar
Appointments
Journals

Tasks

o E
[l &

e GHEBHBOCEREE R

Personal Tasks
E-mail

Documents

SEdTCr FOTaeTs

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

= L L) WOE <] F Y | ENE LSRR R PRLE AT S Cojgg ) wimmunw IS - e
B0 | @Back @ (A& |9 | B | Messages =
@] shortcuts JioaNewniem New~ | (3 83 28 B 31 14 8 53 Recer
RA=21 .

3. Ablank Company Form will open. It will show the General section.
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The MX-Contact Tutorial

Creating and Maintaining your Database

- ) s
(o) d -
ca
Company Insert Format Text Developer

Untitled - Company

vl =L =

&7, (8] SinssignTask || f@= B () Privat 7]
S el JETN- I g ) 1

Save & Print  New New

Audit || E-mail Meeting Call Business Picture Categorize Follow Spelling || Contact

® x

Close % Delete Letter Document + £ Map Card Up~ & CheckNames | - Notes
Adtions Mx-Contact Communicate Options Proofing | OneMote

Company: H Business j ‘

shortjother Name: [ Business Fax |

Primary User: - ﬂ
Primary Group: - J

Address...
Business j

Mailing Address v

Notes WGruups ] Companizs ] Conkacts ] Lists \ Usets \ Appaintments ] Tasks } Journals } Documents \ E-Mail } Corwversations | Oppartunities ] Pru]ec%ucts ] Orders ] Transactions \ Attributes } Create Sales Plan ] Events ] Campaigns »

E-mal j ‘

‘Wb page address: ‘

Mail Server:

New Company Form
(General section)

¥

N

Microsaft Qutiook]

4. In the New Company form, add the details for the company Compag 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.compag.com.usa
© ExchangeWise (Pty) Ltd www.exchangewise.com Page 6




The MX-Contact Tutorial Creating and Maintaining your Database

Ho® a9 )5 Compaq Corporation (Seattle) - Company

Company Insert Format Text Developer

HJ%WE&NEW' @ l:_j \E;Ea 8: gﬁ \) jjx:;g:::k _Z’

% Send

2 Privat &ni
Dﬁ 5 Private y En #
i Address Book o

@

Save & Print  New MNew General| Profile  Audit EmaM Meeting CaH Business Picture Categorize Fu\low Spelling  Contact
Close X Delete Letter Document - DM Gad - . By CheckNames | ™" | oges
Adtions MX-Contact Show Communicate Optmns Proofing || OneNote
Company: ‘Cumpaq Corporation (Seattle) Business ﬂ ‘+1 (208) 555-6257
Short{Other Mame: |compag Corporation (Seattie) Business Fax j [+1 (208 5855174
Primary User: - ﬂ
Primary Graup: - ﬂ
Address.., 722 da Yinci Boulevard, Kirkland 98034 E-mail j | |
Busingss j Ueh page address: |www‘comgag‘com‘usa |

Maling Address 7 Mail Server: ‘

Hotes WGroups \ Companies \ Contacts \ Lists \ Users } Appointments ] Tasks \ Jourmals \ Docurnents ] E-Mal } Conversations \ Oppartunties \ Prajects } Products \ Orders } Transactions ] Attributes } Create Sales Plan ] Events \ Campaigns JL

Products linked ta this Company

-

¥

5. Enter the details for the Profile Section:

Industry: IT

Company Type: Supplier

© ExchangeWise (Pty) Ltd www.exchangewise.com
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Creating and Maintaining your Database

rﬁn FEES SN
]

Company | Inset  FomatTet  Developer

™ B &g | &

amasafammacatiasiSastte) - Company
Profile Button

&7 43 Assign Task @ . B2 &) Private ABC | )
le \i)gwmpage == [} Address Book \”/ Ei.

Save & Print  New General
Close X Delete Letter Document ~
Actions MX-Contact
Company: |compag Corporation (Seatie)

Legal{Commercial Name: ‘Cumpaq Corporation (Seattle)

Company Registration No: ‘

¥aT[Tax Regitration Ho: [

E-mail Meeting Call Business Picture Categorize Follow Spelling  Contact
- Map &0 Up+ S Check Names s Notes
Communicate Options Proofing | OneNote

Compay 10 A89EA17F-BL7E+750-9CEC-865E2AP737E
Group ID:

0

Custamer Ho: ‘
Industry: ‘IT j Cateqories:
Tertitary Code: ‘ j
Company Type: ‘Suppher‘ j
Company Stabus: ‘ j
Turnover: ’70
o Employees: 0
6. Click Save and Close.
B

|'KE=-:I lg o e W
G |

Company

Insert

Format Text Dreveloper

rnﬂq &= U]

Actions

Take me to the next Exercise (A

General | Profile | Audit
Show

dding a Second Company : Exercise)

© ExchangeWise (Pty) Ltd
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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 section:

Company Name:

Unlimited Technologies, Inc.

Web site URL:

www.unlimitedtech.com.usa

Complete the following information on the Profile section:

Industry:

IT

Company Type:

Competitor

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

© ExchangeWise (Pty) Ltd
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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 section:

Company Name:

Unlimited Technologies, Inc.

Web site URL:

www.unlimitedtech.com.usa

Complete the following information on the Profile section:

Industry: IT
Company Type: Competitor
Basic Steps:

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

© ExchangeWise (Pty) Ltd
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The MX-Contact Tutorial

2.

3.

Il; Inbox - Microsoft Outlook

: File Edit
Companies Option in
Shortcuts Menu

ONtaCls

Personal Contacts

Groups
Opportunities

Users

Teams

Reports

Personal Calendar
Calendar
Appointments
Journals

Tasks

Personal Tasks

E-mail

Documents

NEPErEEEHEHEGEEER B E

28dTClT TOTaeETS

Click on the New Item (Company) button on the MX-Contact Toolbar.

AN R L WO < g F Y | A Inpry Do MW pRJ RS ET Cogge ¢ Wrmmnarsa =E % L

Q_':;’ (@ Back ) @EL} ) Efi Messages > E
al Shcurtcuts* ew~ | (3} 8 FH F & o3 S8 33 | Recer

na=:l 2 |||=7| | T —

A blank Company Form will open:

© ExchangeWise (Pty) Ltd
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Creating and Maintaining your Database

‘/61 H ) 4
5

¥ Untitled - Company

Company Insert Format Text Developer

u i % Save & New ~
8 Send -
Save & =

Close % Delete
Adions

=E RN FE

Print  New New Audit E-mail Meeting Call
Letter Document ~ © gy Map Cad -
My-Contact Communicate

DaEserr 258

Business Picture Categorize Follow

=] (&) Private r“’
= [t} Address Book % Eﬁ'

spelling | Contact

Up~ B Check Names

Options Proofing | OneMote

Company:

Business j [

Short/Gther Hame:

Business Fax |

el

\
\
Primary User: ‘
\

Primary Group:

]

Address...
Business j

Wailing Address ¥

Notes ‘Groups ] Companies \ Cantacts } Lists ] Users \ Appointments } Tasks ] Jourmals \ Daocuments \ E-Mail \ Canversations | Oppartunities ] Pru]ecNucts \ Orders } Transactions \ Attributes ] Create Sales Plan \ Events ] Campaigns 4

E-mal j ‘

‘Web page address: ‘

Mail Server: ‘

New Company Form
(General section)

B

[¥id

{Iicrosoft Outlook |

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

Complete the following information on the General section:

Company Name:

Unlimited Technologies, Inc.

Web site URL:

www.unlimitedtech.com.usa

© ExchangeWise (Pty) Ltd
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‘.6 HY a5

Company Insert Format Text Developer

e R R
New

Unlimited Technologies, Inc. - Company

OB S B v~V

] Web Page

- X

% Send v
ave & Print  Mew Audit E-mail Meeting Call Business Picture Categorize Follow pelling  Contact
Close X Delete Letter Document - - Map Gard - = Upr B CheckNames | T Notes
Actions MX-Contact Communicate Options Proofing || OneNote
G [Liimied Technologies, Inc. Business ﬂ [
ShartfOther Name: |Unhm\led Technologies, Inc. Business Fax ﬂ |

Brimary User: - ﬂ
Primary Group: - ﬂ

Address. .
Business j

Maiing Address v

Hotes WGroups \ Campanies \ Contacts \ Lists \ Usars ] Appairkments \ Tasks ] Journals ] Documents ] E-Mail } ConvevsaNpartumtles ] Projects \ Products } Orders } Transactions \ Attributes ] Create Sales Plan \ Events } Campaigns JL

E-mail j ‘

“ieh page address: ‘www‘unl\m\tedtech.cum.usa

Mail Server: |

New Company Form
(General Section)

a

4

5. Enter the details for the Profile section:

Industry:

IT

Company Type:

Competitor

© ExchangeWise (Pty) Ltd
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6.

NCEEESaL
L

jic. - Company

Company Insert Format Text Developer PrOﬂIe Button

Ik Save & New - @ ﬁ?j r;:‘@ 3; .‘ . ?ﬁ:’ Eﬁ Liz!:a:

ﬂ] Send ~
Save & Print  New New GeneralgP Business Picture Categorize Follow
Close X Delete Letter Document Card - - Up~ B Chedk
Actions MX-Contact Communicate Options
et |uinlmited Technologies, Inc. iy 8 |322FE002-9B6E-4014-A736- 376956994914
Legal/Commercial Mame: |Un\im\ted Technologies, Inc. Group I0; |

Company Registration o |

VAT Tax Registration Mo |

Custamer Mo |

Company Form

Incustry; I <] Categaries O catemory 1 (Profile Section)
Territory Code: | j E Eategorv ;
ategory
Camparyy Type: |C0mpetit0r| j
Compary Status: | j

Turnover: 0
Na Employess: 1

Click Save and Close.

41

;- A
(On)\ld 9 U & #
i |

: Company Insert Format Text Developer

rnﬂq 8| 1]

General | Profile | Audit

Actions MX-Contact Show

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 www.exchangewise.com Page 14




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 section:

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 section:

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

[~ Microsoft Outlook

: File Edit ¥iew | Contacts Option
g in Shortouts
‘e new ~ | 5|

Con

2la

B3] L

- tact F
L P/E
6 ¢i 5 M-Con
8= G 85 Groups rt P/E 1
B B og  Opportuniti Bet P/E
4= By == ppRortunities P/E 13
8 By (85 Users £ 11.01
i O =] Teams 11.01.0
= O 1

8 pr %) Reports b1

B2 T3 ﬁ Personal Calendar 1

82| Tr .01.01
4= O ﬁ Calendar .Con
s O ﬁ Appointments Conta
I ntact |
ad O éﬂ Journals tact B
8| P [ Tasks act B/
:2 E .ﬂ Personal Tasks IEPiE.::
a3 P2 E-mail 110
— w) Documents ntact f
84 R sin M
@l Cacke im RAY Cantact DF 11 01 0

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

%6 @eack @ AT 9 &
ShnrtcutV Mew~ | {a} 84 ﬂ & 13 G& | Regent

| Contacts < ||E Contacts -

3. A blank Contact Form opens:
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Creating and Maintaining your Database

d - M Ligtitled - Contact - 88X
Contact | Inset  FormatText  Developer General Button @
gy save & ew - @ ﬁ‘;_j Tj—w k FassignTask | [g= = (5] Private P:y ‘ﬁ‘,
@sm- r:‘ i lg]Web Page DD il Address Book
ave & Print  New New Audit E-mail Meeting Call Business Picture Categorize FoHow Spelling Cuntm
Close X Delete Letter Document | © pMap 8 Check Names - Notes
Adtions M-Contact Communicate Optmns Proofing || OneMote
Busingss j ‘
povCoa | =@ b il
Jab Title: ’ﬁ Business Fax j ‘
Primary User: ’—L‘ ﬂ Mobils j ‘
Primary Group: ’ﬁ ﬂ kype Name: ‘
Address... E-mal j ‘
Business J Yileb Page Addvess: ‘ ‘
taling Address Wa Server: ‘
NUtES Graups ] Companies ] Corkacts ] Users Appointments \ Tasks \ Journals ] Dacurnents } Emwmt\es \ Prajects \ Products } Attributes ] Orders ] Events } Campaidns ] Contracts \ Incidents ] Issues } Registered Products ]
AN B
Contact Form =
(General Section)
v

Job Title):

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

Hd9®aee)s Jim Bothwell - Contact -9 X
Contact Insert Format Text Developer ‘!’)
g save &t New + @ [ H E/‘j H \) 2 Assign Task @ . B (3] Private % ‘E?.
= i ]
.&imd' 5@ dWeb Page [} Address Book el
Save & Print  New New E-mail Meeting Ca\l Business Picture Cateqnnze Fanw Spelling | Contact
Close X Delete Letter Document~ & Map Gd - . p By Checcames | - | otes
Adians MY-Cantact Communicate Oplmni Proofing || OneNote
Full Mame. . i Bothwell Business j ‘
Primary Company: ME Consulants -] @] Home ]
Job Title: Consultant A Business Fax j ‘
Primary User: -] @] pobie | [+1 (780) 5820008
Primary Group: - ﬂ Skype Name: ‘
Address. . Exmai j ‘|hnthwe\|@hntmaﬂ‘tnm‘usa |
Busriess Y| Web Page Address: ‘ |
Maling Address M Server: [
NU[ES Groups ] Compames Contacts ] Users Appmntments Tasks \ Journals \ Documents ] E-Mal \ Cppartunities \ Prajects ] Products \ Attributes \ Orders \ Events \ Campaigns \ Contracts \ Incidents \ Issues ] Reqgistered Products ]
i
i
=
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The MX-Contact Tutorial Creating and Maintaining your Database

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

- 7 | T
(On) i A g ntact
0h Profile Button

Contact Insert Format Text Developer

Save & Mew ~ = i = ( s Assign Task = - |
I.‘.ﬁ" = @ @4] Siv] 8= B gﬂ A\ 2 48] |
%Send' gﬂWeb Page
Save & Print New Mew Genera B udit E-mail Meeting Call Business Picture Ca
Close X Delete Letter Document = = £ Map Card s
Actions MX-Contact Communicate
Full Mame: |Jim Bothuwell Compary 1D |
File As: |Bottwell, Jim = Group ID: |
Contact Type: [ Ed| Contact ID: |9FA45320-02ED-4103-B40E-A7DOCSCFF
Contack Skatus: | ﬂ Territory Code: | j
IMailing Lisk: r Mo Mail: r Eirthday:
Mo E-Mail Linking: r Marital Status: | |
Spouse™'s Mame: |
Anniversary:
Children™'s Mames: |
Cateqories: D Category 1 Interests:

O Category 2
[0 Category3

Profile
section of
Contact Form

6. Click Save and Close

41

k.

&3 | [ ]

General | Profile | Audit

MX-Contact Show

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 section:

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 section:

Interests:

Golf, Tennis

Show me the Solution (Adding a Contact with Company Information : Solution)

© ExchangeWise (Pty) Ltd
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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 section:

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 section:

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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[~ Microsoft Outlook

: File Edit ¥iew | Contacts Option
g in Shortouts
‘e new ~ | 5|

Con

2la

B3] L

- tact F
L P/E
6 ¢i 5 M-Con
8= G 85 Groups rt P/E 1
B B og  Opportuniti Bet P/E
4= By == ppRortunities P/E 13
8 By (85 Users £ 11.01
i O =] Teams 11.01.0
= O 1

8 pr %) Reports b1

B2 T3 ﬁ Personal Calendar 1

82| Tr .01.01
4= O ﬁ Calendar .Con
s O ﬁ Appointments Conta
I ntact |
ad O éﬂ Journals tact B
8| P [ Tasks act B/
:2 E .ﬂ Personal Tasks IEPiE.::
a3 P2 E-mail 110
— w) Documents ntact f
84 R sin M
@l Cacke im RAY Cantact DF 11 01 0

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

%6 @eack @ AT 9 &
ShnrtcutV Mew~ | {a} 84 ﬂ & 13 G& | Regent

| Contacts < ||E Contacts -

3. A blank Contact Form will de displayed:
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Creating and Maintaining your Database

M) ¢+ Liztitled - Contact -2 X
Contact | Insert  FormatText  Developer General Button @
p ae 3 ETTETh. 00 8 i Y g
oY) 5end - Sl 15 | 2 (] Web Page [t Address Book
Save & Print  New New Audit E-mail Meeting Call Business Picture Catequnze FoHuw peng Conta:t
Close X Delete Letter Document > D Map Card 8 Chedc Names Nates
Adions MX-Contact Communicate Optlnns Proofing || OneNote
i — ll R jl

Primary Company:

Job Title: ,ﬁ Business Fax
Primary User: ,—L‘ﬂ Mobile
Primary Group: ,ﬁﬂ Skype Name:
Address... el
business ¥ ‘ileh Page Address:
Maiing Address v Mail Server:

Notes IGruups \ Camparnies \ Cankacts \ Users Appointments \ Tasks \ Journals \ Daocuments ]

=l

M

=l

=

|
E-thai | Dagortunites | Projects | Praducts | Attributes | Orders | Events | Campaigns | Cantracts | Incidents | Issues | Registered Products |
N

] » &0

Contact Form
(General Section)

Kl

4. Enter the details for Barney Anderson on the General Tab:
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Creating and Maintaining your Database

LRSSk

Contact | Insert

e Pl -

Lﬂ]smd =

[ ]

Save & Print  New New ile Audit

Close X Delete Letter Document -
Adions Mx-Contact how

Full Name. . Barney Anderson Business
vy Compary, s =#] e
Job Title: 1T Manager -
Frimary User: ’—L‘ﬂ Mobile

Primary Group:

Address. . 305 14th Ave. Suite B, Seattle 9126 E-mal
Business ﬂ
Mai Server:

Maiing Address ¥

General Button

Format Text Developer o

E-mail Meeting Call

Business Fax

] St

Yeh Page Address:

3 AssignTask | (=] [ B 3 private % ‘ﬁ‘,
J ]

o] Web Page == Ul Address Book Sog
Business Picture Categorize Follow Spelling | Contact

T Map s - Upr By CheckNames - Notes
Communicate Options Proofing | OneNote

Barney Anderson - Contact -

MIPEEETT

ol

M

=l

j ‘bameya@grem\erfoadscam‘usa

|t gremierfongs. com. s

Hotes ‘Gruups ] Companias \ Conkacts ] Users \ Appoirtments } Tasks } Journals \ Documents \ E-Mail \ Cpportunities ] Projects ] Products ] Atributes \ Orders ] Events \ Campaigns } Contracts \ Incidents ] Issues ] Registered Products ]

Contact Form
(General Section)

] » &0

4

5. Enter the details for Barney Anderson on the Profile Tab:
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|'/ﬁ'.'-3 H- i, ¥
e

Contact Insert Format Text

8

Developer

o ||e

% Save & New ~

iﬂ] Send ~
Save & Print  New New Genera
Close X Delete Letter Document~
Actions M¥-Contact
Full Hame: |Barney Anderson
File &s:

|Anderson, Barney j
Contact Type: | j
=

Contact Status: |

Mailing List: I Mo Mail; I
Ma E-Mail Linking: ™
Categaries: D Categary 1

O Categary2
[0 Categary3

Jerzon - Contact

2 3] B

Business Picture Categor

Profile Button

&7 = 43 Assign Task
) Eay Q
& i \t) | Web Page

Audit E-mail Meeting Call

- @ Map Card - -
Communicate 0

Comnpany 10 |

Group ID: |

etz W01 |E144198A-DB2C-4F4E-B37B-ED3D L FEED

Tettitory Cade: | j

Birthday:

Matital Status: | j

Spouse™'s Mame: |

Anniversary:

Children™s MNarnes: |

Interests:
Contact Form O Soccer
(Profile Section)

6. Click Save and Close (Don't close as yet)

lﬂ of r___,l‘ "~ F -

Contact

—
I E!ﬂ
il

- Insert

Format Text

Developer

MX-Contact

8| [ ]

General | Profile | Audit

Show

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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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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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).To open
doubleclickonBar ney An drecordioCoiltacts page.

49 Contacts -

| Click here to enable Instant Search
A E X j“iEI &ﬂji}] 2 RN Loak For!

[1 | % |Full Name File Az Company E-mail Buziness Phane Business Fax Home Phone:

‘Batney Anderson Anderson, Barney  Premier Foods ‘barneyag@premiert... +1 (206 555-8411 41 (206) 555-6687 1
W Gillian Meyer Weer, Gilan "Fremier Faods “OiENMRrergerto.., 1 (206) 555-6411  +1 (206) S55.6667

=] Jackson Daniel Draniel, Jacksan vekivesia@omaAmgom

L= Jim Buothweel Bothvell, Jim JMB Consultants hathweelliEhotmail Oy,

E| SEMTHIL KUMAR T.... M. SENTHIL KUMA,.. thmseieEhgmai Double click on this record to open the

E| Tom Jerry Jerry, Tom ‘Barney Anderson’ Contact Form

2. Click on the Companies Tab:
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|'/E!. .\" H ki " ¥
! Ej |
Contact Insert Format Text Developer
Ii Iy save & New ~ @ fiw j
_'ﬂ. Send ~ SLMJ
Save & Print  Mew Mew |General| Profile  Audit
Close X Delete Letter Document =
Actions M¥-Contact Show
Full Mame,.. | |Barnev Anderson Business

Prirary Comparny: |F‘remier Foods j ﬁ Harme

Job Title: |IT Manager ﬂ Business Fax

Primary Lser: | jﬁ Mahile

Primary Group: | j ﬁ Skype Name:
E-mail

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

Business ¥

Mailing Address W

Mail Server:

Mokes ] Groups

‘W'eb Page Address:

Barney Anderson

_sjﬂ _9% % 424 Assign Task

gﬂWeb Page
E-mail Meeting Call
- £ Map
Communicate

w| [+1 (208 5558411
hdl

¥ | [+1 (z06) 555-6687
hd|
|

bl |I:-arneyja@gremierfc-nds.com.usa

| iy, pirermnierfoods . com.usa

ontacts | Users | Appointments | Tasks | Journals | Documents | E-Mail | Oppartunities | Projects | Produ

Companies I

_1 Lj u;_,’! uﬁ

SE Y @ D

Business Phane Business Fax

[ | Comparny

Companies Tab in contact
Form

3. Click on New (Company) button inside the Companies tab.

Industry Company Type

( En = L F )T Barney Anderson
Contact Insert Format Text Developer
Hﬁia\re&New' ﬁ? ’IE‘ AsmgnTask 8= |
: : i) J \j > ‘
& send ~ o Web Page
Save & Print  Mew Mew General| Profile  Audit E-mail Meeting Call Business Pic
Close X Delete Letter Document * e £ Map Card
Adtions MX-Contact Show Communicate
Full Mame. .. |Barney Anderson Business ﬂ |+1 {206) 555-5411

Home

Primary Company: |F‘remier Foods j ﬂ

Iob Title: |IT IManager j Business Fax

Primary Liser: | jﬂ Mobile

Prirnaty Grolps | ﬂ E Skype Mame:
E-mail

Address.., I ]305 L4th Ave, Suite B, Seattle 35128

New Button inside the Wb Page Address:

Companies tab

Mail Server:

[ ]

MIEECE
hd|
|

v |barnexa@gremierf‘oods.com.usa

| iy, premistfaods, com.Uusa

Tes ] Groupsl Companies ]Iontacts ] Users ] Appointrments ] Tasks ] Journals | Documents ] E-Mail ] Oppaortunities ] Projects ] Products | Attribu

n;_.'au;l'ﬁ ﬂ"‘iljj (@:ﬁ

Business Phone Business Fax

Industry

Company Type Company

www.exchangewise.com
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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):

L ) -
!Qg = r ¥ Premier Foods - B X
- Contact Insert Format Text Developer ‘Q)
Save & New ~ ; 8] Generall 87, [82] o = . ] €l
H =R | ST it IO NEVR S g En)
% Send - Profile qﬂ [l &5
Save & Print  MNew New E-mail Meeting Call Business Picture Categorize Follow Spelling ||| Contact
Close # Delete Letter Document~ | || () Audit - Card - - up~ B - Notes
Adtions MX-Contact Show Communicate Options Proofing | OneMote
Companiy: [Prervier Foods] Business ﬂ |+1 {208) 555-8411
ShortjOther Mame: | Business Fax ﬂ ‘+1 (206) 555-6657

Primary User; | ﬂﬂ
Frimary Group: | ﬂﬂ

Address, ., 305 14th Ave, Suite B, Seattl 98128 E-rail ﬂ | |

Business ﬂ ‘web page address: |www.gremierfoads.com.usa |

Mailing Address W Mail Server: ‘

Notes WGroups ] Companies ] Contacts ] Lists } Users ] Appointments } Tasks ] Journals } Documents ] E-Mail ] Conversations } Opportunities | Projects } Products ] Crders } T L4

| » [EFI

Company Form
Opened From Contact.
The available details
regarding the company
are populated in
corresponding fields

4

5. Complete the details for Premier Foods on the Profile Tab:
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ffﬁ’-! H2 6+ % )= Premier Food - = X
Contact Insert Format Text Developer ‘ Proﬂle Button
|6 General # |8

ave & Mew ~ 2 e e . 7 —
) e G € G SRS NN TR Al T

(-3

Save & Print  New Mew E-mail Meeting Call Business Picture Categorize Follow Spelling | ||Contact
Close X Delete Letter Document ~ > 1 Card v v Up~ - Motes
Actions Mx-Contact Communicate Options Proofing || OneMote
GEEE |Premier Fonds Gty e |oDEzASC2-C109-446-8425-F1 7CES1 5863
LegaliCommercial Mame: | Group ID: |
Company Registration No: |
VAT Tax Registration Mo: |
Customer Mo: |
Industry: |Hotel;’Restaurant j Cateqaries: O Category !
Territory Code: | j [ Category2
[0 Category3
Company Type: |PrDsDect j
Company Status: | j

Turnover: 0

Mo Employees: | 0

Company Form
from Contact
(Profile section)

6. Click Save and Close from the Company Form.
!.ft!% H 0D e v -
: Company Insert Format Text Developer

e NS i

Save and Close button | General PProfilell Audit

MX-Contact

Actions Show

7.  You should see the company listed in the Companies Tab:
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|/|:|1 9629 )+ Barney Andersan -2 X
~ Contact Insert Format Text Developer '@
Iy save & New - ot = &y (62, assionTask | [g= | (&) Private ABG | Eni
e @ G (B0 B E e 0 % g
.ﬁsend' AdWED Page [Li} Address Book =2
Save & Print  New New General| Profile  Audit E-mail Meeting Call Business Picture Categorize Follow Spelling  Contact
Close X Delete Letter Document ~ - pMap Car Up~ B CheckNames = - Notes
Actions MX-Contact Show Communicate Options Proofing | OneNote
Full Hame. ., Barney Anderson Business BT
Primary Compary: Prerier Foods A ﬂ Hame: ﬂ |
Job Title: IT Manager M Business Fax ﬂ |+1 (206) 555-6687
Primary Lser: = ﬂ Mok ﬂl
Primary Group: = ﬂ Skype Hame; |
Address... 305 14th Ave, Suite B, Seattle 95128 E-mail ﬂ 1 foods. com.usa
Business ¥ Address: | premiertoncs.com. usa
Maling Address ¥ COmpameS Tab g |
Notes | Groups | Companies |Fontacts | Users | Appointments | Tasks | Joumals | Documents | E-Mal | Cpportunities | Projects | Products | Attributes | Orders | Everts | Campaigns | Contracts | Incidents | Tssues | Registersd Products |
O&&a HEEE @ 8 Lock far: G, k/ ME-Contact -
[ | Company Business Phane Business Fax sty Company Type Company Status Turnover| Employees
Premier Foods +1 (206) 555-6411
Company Record listed in
the Companies tab of
Contact Form
1 ltems View Rights: ALL | CRED 2 MH-Grid Version: 11.1.1

8. Click Save and Close from the Contact Form.

41

- @

(Ca | 3 @ @
b |

Contact Insert Format Text Developer

Save&NEW' d=h h [ ag [_El [_c]

General | Profile | Audit

Show

MX-Contact

Actions

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

[ Inbox - Microsoft Qutlook

© File Edit

(B | @ Back &
)

. 1 Companies Option in
‘3 New ~ hﬁ Shorteuts Menu

F;

| =
[L1F

4
25
25

hortcuts = 5 New Item | N

&

nbox
M¥-Contact Home

Companies

-ﬁ_

L

»
T T—

Contacts

Personal Contacts
Groups
Opportunities
Users

Teams

Repaorts

Personal Calendar
Calendar
Appointments
Journals

Tasks

Personal Tasks
E-mail

Documents

b e e SEHEEBEBQOQEEEEEEBIE

SEdTEN FaTdeTs

b

2.  Open the Company Premier Foods. To open the record double clickonPr e mi e r
record in Companies page.
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& Companies -

| Click here to enable Instant Search

LEXx B48 24

94

Look For:

Campany /

Buziness Phane Buziness Fax Incustry

Company Type

Click on the Contacts Tab:

,l:!n,ﬂ‘?U*’ s

&)
| Contadt | Inset  FormatTet  Developer

Double click on Comapnies record to open it

Premier Foods -7 X

> Il save & New ~ @ qw dj r“ﬂ E‘ - [j 3:9, ﬁ': % £ Assign Task @ (&) Private ABG “7]}
4, send - =) (g Web Page G Address Book "4 o0
Save & Print  New Profile Audit | E-mail Mezting Call Business Picure Categorize Follow Spelling | Contact
Close X Delete Letter Document ~ v DMap Card Up~ B Check Names - Notes
Adions M¥-Contact how c Options Proofing || OneNote |
Company: [premier Foods Business BT

Short(Other Name: [
e
e

Primary User:

Primary Group:

Business Fax

j [+1 ¢z06) ss5-6687

Address, .

305 14th Ave, Suite B, Seattle 98128

E-mail

¥/ | bemeyagpenmierfoods.com.uss |

Business Y

Iz

Maling Address

h nane address: [ |

Contacts tab in Companies Form |

niotes | Groups | Companies| Contacts fuists | Users | ARRGintments | Tasks | Journals | Documents | E-Mal | Contversadons | Cppartuniies | Frajects | Fraducts | Orders | Transactions | attributes | Create Sales Flan | Events | Campaigns <[ »
BN PN = AEE @ 9 Look for: 5, #/ Mx-Contact -
01| % |Full ame Flle As Company E-mal Business Phone | Businesss Fax Home Phone otk Phone

=

LLtens | ¥iew Richts: ALL | creD 7 [ Versn: 11,01

Click on New (Contact) button inside the Contacts tab to add the contact:
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Premier Foods

S (] By By} e

.'/6:-3 HH9 U3« % )5
e

Contact Insert Format Text Developer

G 3 )

(@] Web Page <
Save & Print  Mew MNew General| Profile  Audit E-mail Meeting Call Eusir
Close % Delete Letter Document ™ - BrMap cal
Actions MX-Contact Show Communicate
Company: |Premier Foads Business ¥ | [+1 (z08) S55-8411
ShorkfOther Mame: | Business Fax ﬂ |+1 (208) 555-6657
Primary Uset: | ﬂﬂ
Primary Group: | jﬂ

address... 305 14th Awe, Suite B, Seattle 93128 E-mnail ﬂ |barneva@germierfoods.cnm.usa

Web page address: |

New Button in Contacts Mai Server: |
tab of Companies Form o e

maaE B8 dEE @ Q
% |Full Mame File L= Company

E Mew §=EN I EEST Anderson, Barney  {Premier Foods

Business Phone Buziness Fax F

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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s i illian Meyer - Contas -
e A Gillan Meyer - Contact ? x
et _
~ Contact | Insert  FormatTest  Developer @
| i i Save & New - @ @j 2 a2 [j [j %] % 13 Assign Task @ B (3] Private % “?)
| T él - '. N i
ﬂ] Send ~ ﬁ@ i (d Web Page DD L Address Book e
Save & Print  New New General| Profile  Audit E-mail Meeting Call Business Picture Categorize Follow Spelling | Contact
Close X Delete Letter Document ™ - Map - - Up~ S Check Names - Hotes
Actions M¥-Contact Show Communicate Options Proofing | OneNote.
Full Mae... ilan eyer Bushess MITETEER
Frimary Company: Premier Foods A ﬂ Home j ‘
Job Title: VP - Information Systems v Business Fax j ‘H (206) 555-6687
Prinary User: <] &| moie =
Primary Group: = ﬂ Skype Name: ‘
Addhess... 305 14th dve. Sute B, Seattle 96126 E-mal j ‘g\I\ianm@pr&m\erfnnds.mm‘usa |
Busiiess Y| Web Page Address: ‘ |
Maling Address v Ml Server:
Hotes | Groups | Companies | Contacts | Users | appointments | Tasks | Journals | Documents | E-al | Opporturities | projects | Products | Attrbutes | rders | Events | Campaigns | Contracts | Incidents | ssues | Regstored Produts |
2]
.
New Contact Form Opened I
From Company Form
v

6. Click Save and Close from the Contact Form.

41

|'fﬁﬂ lg o e+ v
T

Contact Insert

Format Text

Developer

Actions

5] Save & Mew - Idﬁl @_,ﬁ 'ZEEI

85| |

General | Profile | Audit

MX-Contact Show

7. You should now see 2 contacts in the Contacts Tab:
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‘@3 9 06av s

Premier Foods

Contact Insert Format Text Developer

Ez::&vmew' @ [[:j i [j B E/‘j q \) ) Assign Task % ED 15} Priva

q.!] Web Page [ Addi
Save & Print  New Mew General| Profile  Audit E-mail Meeting Cal\ Business Picture Categorlze Fallow
Close 7< Delete Letter Document * Card v v Up~ g./ Chet
Adions MX-Contact Show Communicate Options
Cempany: |Premier Foods Business j |+1 (z08) 5558411
Shart/Other Name: | Business Fax j |+1 (206) 555-6687
Primary User: | jﬂ
Pirnary Graup: | jﬂ
Address... 305 L4th Ave, Suite B, Seatte 95123 E-mail j |barne ya@permierfoods.com.usa

Business j

Mailing Address v

ieb page address: |

Contacts tab %srver: [

Motes ] Groups ] Companiel Contacts fisks ] Users } Bppointments } Tasks } Journals ] Documents } E-Mail ] Conversations | Oppartunities } Projects } Products } Orders ] Transacti

I35 86 8

Look Far:

0| % |Full Mame File Az

Eiam:':-' Anderso Anderson, Barney  {Premier Foods

= Gillian Meyer Mever, Gilian Premiet Foods gilianmg@premierfo... +1 (2061555-8411  +1 (206) 555-6687

Comparty

Business Phone Business Fax Home Phone Mabile Phong

Two Contacts are displayed in Contacts tab

8. Click Save and Close on the Company Form.

I

Company

Delete
Actions

& F -

Insert Farmat Text Developer

5] Save & Mew - Lﬂj E"E_ﬁ
| =]

8=} Q[ ]

General | Profile | Audit

Save and Close button

MX-Contact Show

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.

Associatir_1g Premier Foods
Company:

Relationship: Client
Associated Contact: |Jim Bothwell
Relationship: Consultant

Basic Steps:

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

[~ Inbox - Microsoft Outlook

: File Edit ¥ 1
- Companies Option in
P ol New - @ Shorteuts Menu Iy
(0 | @ Back @ = - It
i &l Mshorteuts ~ s New Item | Nalv - | (3}
nbox [
Ma <«
M¥-Contact Home
F 2 ||
Companies |
H Contacts r
= Personal Contacts
Mail =
Groups
EIN o} rtuniti T
pportunities
= i
9; Users
Teams
Reports

H

Journals

H

2 &5 Tasks
Personal Tasks
E-mail
Dacuments

&
Ve SEHEEHGOEEEEE BJER &

Persanal Calendar
Calendar

Appointments

2EalcrT TOTaeETrs

2.  Open the Company Premier Foods. To open the record double clickonPr e mi er
record in Companies page.
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& Companies -

|Click here to enable Instant Search

NEX 24E dEE 8|4

Look for:

Campany / Buziness Phone

Buziness Fax Inclustry

Company Type

ki =

Click on the Contacts Tab

Double click on Comapnies record to open it

dovav)s Premier Foods -8Xx
)
‘ Contact I Insert Format Text Developer @
g save & New - @ iy . [j % ] %’ % 43 Assign Task @ (5] Private ABG ‘!71}
@Smd B = ;5@ dWeb Page G4 Address Book Q// e
Save & Print  New Profile Audit | E-mail Meeting Cal\ Business Picture Categorize FHHUW Spelling | Contact
Close X Delete i e ad v - By CheckNames | - | Notes
Actions Mx-Contact how Communicate Dp(mns Proofing | OneNote
Company: [Frenier Faods Business Al [+1 (2ue) sss-e411
Short/Other Name: I Business Fax j I” (206) 555 6667
Primary User:

T
—T

Primary Group:

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

E-mail

j ‘bamaya@gmarmds‘mm‘usa ‘

Business 7|

jeh nane acess [

Maling Address W

Contacts tab in Companies Form

Nates | Groups | Companies| Conacts |Lists | Users | Appointments | Tasks | Joumals | Documents | E-Mal | Conwersations |

Opportunities | Projects | Products | Orders | Transactions | Attributes | Create Sales Plan | Everts | Campaions <[ »
NE&saB2HE AZE @8 Look for: b/ M-Cortact -
B | % Full Name / File As Company E-mal BusinessPhone  Business Fax Home Phons Miokile Phone
e
1Ttems Vigw Rights: ALL | CRED ‘7 ‘MX'GHd Version: 11.1.1

Click on View Associations:
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|D H""f__}}.?v

Contact Insert Format Text Developer
I i izy Save & New - Qﬂ ﬁ;'_.j EI E
% Send - = |
Save & Print Mew Mew Profile  Auc
Close >< Delete Letter Drocument =
Actions MX-Contact Show
Compary: |F‘remier Foods Business
ShartfOther Mame: | Business
Primaty User: | jﬂ
Primary Group: | ﬂﬂ
Address. .. | 305 14th Awve, Suite B, Seattle 95125 E-rnail
Web pat
View Contacts tab I ]
Association Mail Sers

"'iLlé-l e s RGN

Company

ists ] Users ] Appoinkments ] Tasks ] Jdaur

(3 | % | Full Mame ¢ i

= Gillian Meyer MWeyer, Gillian Premier Foods gillianmigp

an, Barney Premier Foods

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

|D [ I L N

Contact Insert Format Text Developer

%SEVEB&NEW' L@ﬂ E‘

.1% Send ~

g T B

Save & Print Mew Mew General| Profile  Audit E-mail Meeting
Close #% Delete Letter Document~ | ||| |
Actions MX-Contact Show Co
Company: |Premier Foods Business | |+1
Shortfother Mame: | Business Fax w4

Primary Lser: | jﬂ
Primaty Group: | jﬂ

Address. .. | 305 14th Ave. Suite B, Seattle 98125 E-mail -

Business ﬂ ‘Web page address:

Mailing Address [v Contacts Tah Mail Server:

1T

Mokes ] Groups ] Companiests ] Users ] Appoinkrments ] Tasks ] Journals ] Documents ] E-M.

MEm=E B4 dEHE @9
[ | Company Company Relation... Contact Contact Relations... |E-mail

(e Premier Foods Gillian Meyer

| Company to Contacts Association Mode Display
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6. Click on New (Association) button

o IR L 1 =
(O | LI
i
= Contact Insert Format Text Developer
%Save&New' Qﬂ [[F'_.j |:|:|:| l [_\=| [_“:]
% send - = 'EEE}J |
Save & Print Mew MNeaw Profile  Audit
Close X Delete Letter Document -
Actions M¥-Contact Show
Company: |premier Foods Business

ShortfOther Mame:
Primary User:

Primaty Group:

Address. .. |

Business Fax

= =

=&

‘305 14th Ave, Suite B, Seattle 98128

New {Association)

Eroups ] Companies

E-mail

Contacts Tab

Web page addr

Mail Server:

Lists ] sers ] Appoinkrents ] Tasks ] Journals ] |

HeanaaBBHEH dEE @ 8

Company
e

{El - Premier Foods

Company Relation... | Contact

Gillian Mevyer

Contact Relations... |E-mail

7. A Company to Contact Association Form will open. Click on the Search (Contacts)
button on the Association Form:
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W9 e w5 Premier Foods - Company to Contact Association

Company to Contact Association Insert Format Text Developer

gl save & ew ~ fiw, ED’:L _3'_'__, =l | £3) Assign Task = ] %) Private
HJ %Send ™ @ j Iﬁm jJ % % qﬂ Web Page "’j dlg (LA Address Book y

Save & Print  New New E-mail Meeting Call Business Picture Categorize Follow Spelling
Close X Delete Letter Document ~ - DMap Card - - Up+ S CheckNames -
Actions MX-Contact Communicate Options Proafing
Campary: |Premier i J g Conkark: |
s 8; | j isa |
o | of: [Fromie Foots Search Contact
Aok System r Aot System Bl.lttOI'I
Customer Contact 1 Suppliet Cantact 1
Acct System r Aect System
Customer Contact 2 Supplier Contack 2
Mates: MNotes:
General Motes: =
i)
rY
v

8. Contacts folder will be opened in New window. Highlight Jim Bothwell in it. Click on Link
and Close button
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&4 Microsoft Outlock
EEiIe Edit View Tools Acdions Help

6 New @ @ [ searchaddressbooks  + | @) =
i@ @ H 9 A g

|\ @] BdNewltem  Newr Recent i=AN= ARz AR AN =R
Link and Close
&4 Contacts -
A button
|CI|ck here to
REr=2 i B EEE @ e Laok far;
a . a .
ama Link and Close § ;o Link | Highlight the record !
[ % [Full hame File: Az Campany you want to Link 253 Phone Business Fax Hc
&9  Barney ALk and Close jderson, Barney  Premier Foods — J Barmeya BFT PTT206) 555-8411  +1 (206) 555-RET
&_'I Gillian heyer 'Meyer,GiIIian Premier Foods gilianmi@premierfo... +1 (208 355-8411  +1 (2087 353-6687
Jacksaon Daniel Dariel, Jackson wekivesiad@gmall.com

.. Jim Bothweel Batheeell, Jim JMB '1:1l:||'|:5:l.l|t::1|'|1:5::. | all.c...
SENTHIL KUMAR T.... ‘M., SENTHIL KUMA... thmseief@omail com

E_'I Tom Jerry Jerry, Tom

9. Enter the Association details:
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ID e =

Premier Foods / Jim Bothwell

Contact Insert Format Text Creveloper
%Save&New' @ [L:,'_,j E] _ii_ \) AsmgnTask @ = ‘
& send ~ . - i) :,g] Web Page L=
Save & Print Mew MNew E-mail Meeting CaII Business Picture Categorize Foll
Close % Delete Letter Document > Card - - Up
Actions MX-Contact Communlcate Options
Comparty: |Premier Foods J g Cankact: |Jim Bothwel J
is ai |Client ﬂ is & |C0nsultant j
of: |Jim Bothwel of: |Premier Foods
r Acck Syskem Acck Sysktem
Customer Conkact 1 Supplier Conkact 1
Acck Syskem Acck System
Customer Conkack 2 Supplier Conkact 2
Motes: Motes:
General Motes: =
x|
Y
-
10. Click Save and Close on the Association Form.
o B R R S
( E' =
Contact Insert Format Text Developer

I !‘E Save & Mew -

s

Save and Close button

)

E-mail

Meeting

I
ATl

pe

Communicate

11. You should see 3 contacts associated (linked) to Premier Foods:
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41

I.”t_!% (5 BT N

Contact Insert Format Text Developer
Boaner | b ) T | [ 0 ()| 5
5l send - . - Sl - L
Save & Print MNew MNew General| Profile  Audit E-mail Meetin
Close #X Delete Letter Document~
Actions MX-Contact Show C
Companty: |premier Foods Business ﬂ |:
ShortfOther Mame: | Business Fax ﬂ |:

Prirary User: | ﬂﬂ
Prirary Group: | ﬂﬂ

Address, .. | 305 14th Ave. Suite B, Seattle 95128 E-rnail ﬂ

Business ﬂ WWeb page address:

B

Mailing Address ~ Mail Server:

Mokes ] Graups ] Companies  —onkacts lLists ] Users ] Appoinkments ] Tasks ] Journals ] Documents ] E-I

MEa=BEdEH dEE @4
0 | Company Company Relation... |Contact Contact Relations... |E-mail
i Premier Foods Barney Anderson

{iE Premier Foods Gillian Meyer

12. Click Save and Close on the Company Form
|'KE=-:I lg o e+ v v
e

Company Insert Format Text Dreveloper

Actions MX-Contact Show

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:
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2.

3.

[~ Microsoft Outlook

© File Edit View
P New - | i | A
(26| @ Back @

Contacts Option
in Shortcuts
Menu

Can
.EI w“] mMx-Contact Home

Al
u- {8 Companies
=l C tact F
&G P/E
8dc : ¥-Con
8 Ci 85 Groups ct P/E 1
L P — ot P/E
ag p{ 88 Opportunities BrE 11
G B @5 Users 101
840 11.014

G| Teams

FERe s |
@3 P %) Reports 1
LERE :ﬁ Personal Calendar 1
8/ Tn 01,01
85 O ﬁ Calendar %-Con
LERS ﬁ Appointments Conta
80 ntact |
9 O @i Journals Lot P
B P1 [ Tasks tact P/
ﬂ_:TIP = ct P/E 1
5 p ] Personal Tasks E 114
a5 Pf 3 E-mail E11.0
8 In ) Documents ntact |
adr sin M
A=l Facke im KAV Ceedback OF 11 04 04

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

96 | @k @ @[] 9 &

Shorteuts = W Mew=  {a} 83 ﬂ & i3 S8 |Recent

| Contacts

< || 85 Contacts -

Enter the details for Johnny Walker (Note: type in Account Manager under Job Title):
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I/u,, d9 0 e+ Johnny Walker - Contact ¢
o =
- Contact Insert Format Text Developer @
o 163 T (Bl B B QY DI B YR Y 0
u = - }
i Send ~ Siv] [ Profile il @ = ) =
Save & Print  New Mew § E-mail Meeting Call Business Picture Categorize Follow Spelling || Contact
Close X Delete Letter Document~ ||| () Audit - Card - - Up~ - MNaotes
Adions M¥-Contact Show Communicate Options Proofing || OneNote

Full Warme. . ‘Johnny Walker Business ﬂ |+1 (750) 382-0809
Primary Compary: ‘ jﬂ Home ﬂ “
-

Job Title: ‘Account Manager J Business Fax ﬂ |
Primary User; ‘ j ﬂ Mabile ﬂ |
Primaty Group: ‘ j ﬂ Skype Name: |
Address... E-mail ﬂ |]'ohnny.wa\ker@comgag.cum‘usa |
Busingss j Wehb Page Address: | |
Maiing Address v Mail Server: |
Notes ]Groups I Campanies ] Contacks ] Users I Appoinkments ] Tasks } Journals I Dacurments } E-Mail ] Opportunities ] Projects ] Products I Attributes ] Orders ] Events } Can 4
i
FY
v

4. Click on the Companies Tab.
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I/E,J [ R L R Johnny Walker - Contact - o X
Contact Insert Format Text Developer @
% Save & New @ ﬁ‘]:j 'IEI 8] General %‘j ’__| % 53 @ B Y & ABG |E_}?'.
E = - / =4 )
&l Send Silv] [ Profile i @ == (5 v &
Save & Print  Mew MNew . E-mail Meeting Call Business Picture Categorize Follow Spelling  Contact
Close X Delete Letter Document = [ Audit - O Card - A Up~ a‘/ - Nates
Actions MX-Contact Show Communicate Options Proofing | OneMote

Full Marme. . | 3ohnmy walker Business j |+1 (780) 382-0808
Primary Company: | jﬂ Home ﬂ |
-

Job Title: |Acc0unt Manager J Eusiness Fax j |

Primary User: | j ﬂ Mobile j |

Primary Group: | j ﬂ Skype Mame: |
address... E-mai j |]'Dhnnyj.walker@Eomgag.com.usa ‘
Business ﬂ Web Page Address! | ‘

Maling Address ¥ f Companies Tab Mail Server: |

Notes ] Groups ICUmPEWES kontacts } Users ] Appointments ] Tasks ] Journals } Documents ] E-Mail ] Oppottunities ] Projects } Products ] Attributes ] Orders } Events } Can 4|}

=A== LE] k| ﬁ = RNE IR Loak for: &, ke Mi-Contact -

[ | Company Buziness Phone Business Fax Incustry Company Type Company Status Turnaver Employe

d 3]

0 Tkems {0 seconds) ‘fiew Rights: ALL | CRED 4 Mi-Grid Version: 11.1.1

5. Click on Add Links button.
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[f“ﬂ [ I BT S B Johnny Walker - Contact
i
= Contact Insert Format Text Developer
%Sa\re & Mew ~ L@ [L;'Jj 85 General l_%] q % 5% @ ﬂ
&l send - T (I Profile SEEEE @
Save & Print  MNew Mew . E-mail Meeting Call Business F
Close X Delete Letter Document = (] Audit - & Card
Actions MX-Contact Show Communicate

Full Mame. .. | |Johnnv W alker Business ﬂ +1 (7800 352-050
Primary Compary' | ﬂ ﬂ Home ﬂ Ii
Ioh Title: |F\ccount Manager ﬂ Business Fax ﬂ Ii
Primary User: | ﬂﬂ Mahile ﬂ ||7
Primary Group: | j ﬂ Skype Marme: Ii

Address... | E-mail ﬂ johnny.walker @cc

: -l YWeh Page Address:
Add Links Button Mail Server:

Mokes ] oups  Companiss lCDntacts ] Users ] Appointments ] Tasks ] Journals ] Documents ] E-Mail ] Opportunities ] P

L

] Ej"\iﬂé &iﬁéj = BN Look Far:
[ | company Buziness Phane Business Fax Incustry [0}

6. Companies Folder will be opened in New window. Search for and highlight Compaq
Corporation. Click Link and Close.

[83 Microsoft Outlook

; File Edit View Tools Actions Help

D@3 New - @ @ [ Search address books - | @
! (@ Back @) H | = @ _

__a 8= Mew Itemn = Mew ~ Recent

41

1

== AT

54 Companie
| Click here to enablgfls

1 LEfl éﬂ ﬁ éﬂ =) '*i;l Highlight the record you

wiant to link

Link and Close batton I

Business Fax

LE Unlimited Technologies, Inc.

7.  You should now see Compaq Corporation linked to Johnny Walker in the Companies
Tab:
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[ L I Johnny Walker

Contact Insert Format Text Developer

e Q) O | B Bl Q8 ) (3]

Save & Print  MNew New . E-mail Meeting Call Business Picture Categorize
Close >< Delete Letter Document ~ (7 Audit v & Card - b
Actions M¥-Contact Show Communicate Options
Full Marme. .. ‘ |Johniny Walker Businiess | [+1 (7a0) 382-0808
Primary Company; |Cu:urn|:uaq Corparation {Seattle) j ﬂ Hame j |
Job Title: |.¢\ccount Manager j Business Fax ﬂ |
Primary Lser: | jﬂ Mabile ﬂ |
Primary Group: | j ﬂ Skype Name: |
Address. . E-mail ﬂ |10hnn\f.walker@cnmpaq.com.usa
BUsiness ﬂ YWeb Page Address: |

Mailing Address [v

NEs=EEHE AEE @9 Lock for;

04 (Company Buziness Phone Buziness Fax Industry Company Type ©

" Companies Tab Mail Server: |

Motes ] Groups ontacks ] Users 1 Appointments ] Tasks ] Journals ] Documenkts ] E-Mail ] Opportunities ] Projects ] Products ]

Supplier

Company is Linked to this Contact through Add Link Button

8. Click Save and Close on the Contact Form.

41

|'fﬁﬂ lg o e+ v
T

Contact Insert Format Text Developer

5] Save & Mew - Idﬁl @_,ﬁ 'ZEEI

FElIR

General | Profile | Audit

Actions MX-Contact Show

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:

[~} Microsoft Qutlook

© File Edit View
Plas New ~ | dn | [

Contacts Option
in Shorteuts
Menu

o w) Mx-Contact Home

Al

8= o B Companies
g3 d tact F
@3 ¢ P/E
E=L X-Con
85 Ci 85 Groups ct P/E1
(83 By __ o ot P/E
= 8] Opportunities BJE 11
83 By [85] Users 11.01
&Jo = Teams —
FERe L
5 Pl % Reports 1
LRt :ﬁ Personal Calendar 1
(25 Tr 01,01
F=Ne) ﬁ Calendar N_Con
84 O appointments Conta
85 O ntact F
B30 @i Journals tact P
[G5 P & Tasks tact P/
83 P - ct F/E 1
a2 p =] Personal Tasks JE 114
[@3 P 3] E-mail E11.0
§d In “) Documents iact §
8= R sin M
@ =l Facte im AW Camtact DF 11 01 01

2. Open the Contact Gillian Meyer. To Open the record, double click on Gi | | i an

record.
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i Contacts -

| Click here to enable Instant Search

NMEX BdE d@EE @ &) Double click on the

1 | % |Full Mame File &z

record you want to open

LB Jim Botheeeell Botheevell, Jim Premier Foods jhatheeeelli@hotmail ...

'E Johnny Walker Wialker, Johnry Compadg Corporatio... johnny swalkeri@eao...
LE| SEMTHIL KUMAR T.... i, SEMTHIL HILMA, .. tkmzeie@@gmail.com
= Tam Jerry Jerry, Tam

3. Click on the Contacts Tab and Click on View Associations button.

.r’f-_-h F ¥ = illi W
!. m% il X Gillian Meye

Contact Insert Format Text Developer

kg Save & New - L@ﬂ @j ETE[ &= General ij % |\i

5% send - (I Profile
Save & Print  Mew Mew i E-mail Meeting ¢
Close X Delete Letter Document - (7] Audit
Actions MX-Contact Show Communicat

Full Mame. .. | |Gillian Meyer Business
Primary Company' |F‘remier Foods ﬂ ﬂ Harme
Job Title: |'-.-'F‘ - Information Syskems ﬂ Business Fax
Primary User: | jﬂ Mabile
Primary Group: | j ﬂ Skype Mame:

[ | 305 14th Ave. Suite B, Seattle 95125 E-mail

high Page Address:

Business ™

Mailing &ddress [+

Contacts tab | Server:

Maokes ] Groups ] Campanies zers ] Appoinkments ] Tasks ] Journals ] Documents | E-

O | % Full Mame File &= Company E-rmail Bu

4. Click on New (Association) button.
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3

S S
| Egh \'| lﬂ —

4l

Gillian Meyer

Contact Insert Format Text Developer

ig] save & New ~ ) ED:L 8- General| &7, (82| |
% Send - @ Ej Iﬁuﬁj :' Profile jJ gﬁ k&)

I

Save & Print Mew MNew E-mail Meeting Call
Close X Delete Letter Document = ] Audit -
Actions MX-Contact Show Communicate
Full Mame. .. | |Gi||ian Meser Business ﬂ
Primary Campany': |Premier Foods ﬂ ﬂ Haome ﬂ
Job Title: |'-.-'F' - Information Systems ﬂ Business Fax ﬂ
Primary User: | jﬂ Mobile ﬂ
Primary Group; | ﬂ ﬂ Skype Mame:
Address. . | 305 14th Ave. Suite B, Seattle 95128 E-mail ﬂ |
= - | web Page Address: |
New (Association) button I ] S

"; 1
Foups ] Companies ‘Contacts ]users ] Appointrents ] Tasks ] Journals ] Dacuments ] E-Mail

lenciating Cont... |Associating Relati... | Associsted Contact | Associsted Relati. ..
Mew |

5. An Association Form will open. Click on the (Associated Contacts) Search button on the
Association Form:
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!'fﬁg H i 0 a« ¥ =

Barney Anderson

Contact Insert Format Text Developer
@Sa\re&New' @ [!F.'_,j ’IE| %‘j r‘ % &9 Assign Task
% Send ~ ' - ﬁﬂﬂ SEEE ' 1,21 Web Page
Save & Print  New Mew General| Profile  Audit E-mail Meeting Call E
Close # Delete Letter Document~ | || | + .y Map
Actions MX-Contact Show Communicate
Full Mame... ‘ |Barney Anderson Busingss ﬂ |+1 (206) 555-8411

Primary Company:

|Premier Foods

j ﬂ Haome ﬂ |

Job Title:

| |1 (208) 5556687

Primaty User: |

Primary Group: |

Address, ..

Busingss ¥

Mailing Address v

|IT Manager j Business Fax
j ﬂ Mokl ﬂ |
j ﬂ Skype Name: |
‘ 305 14th Ave, Suite B, Seattle 95125 E-mail j |harneva@uemierfonds.com.usa
Web Page Address: |www.gremierl‘nods.com.usa

Mail Server: |

Mokes ] Groups

| Campanies

) 5 amp dea ]| 5

ontacts ] Lsers ] Appoinkments ] Tasks ] Journals ] Documents ] E-Mail ] Opportunities ] Projects ] Produ

el LR

[ (Ccompany

Busines=z Phone Buziness Fax Incuztry Company Type

Companies Tab in contact
Form

6. A Contacts Search Window will open. Highlight Barney Anderson. Click Link and Close

button.

_i 85 Mew Item

Mew -

- | 6| =3 | AR | e

Recent

54 Contacts -

Link and Close batton

Highlight the Contact you

want to Associate

= Gilian Meyer

Campany

Anderzon, Barney Premier Foods

Meyer, Gillian Premier Foods dilianmi@pretnierfo. .

Daniel, Jackzon

| 83 Jackzan Daniel

7. Enter the Association details:

vzkivesiagdgmail.com
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[/C!:: H9 04+ )+ Gillian Meyer / Barney Andersan - =X
L
Contadt Insert Format Text Developer 7]
g save & New - @ @ FIL %] % % 43 Assign Task @ B & % |E_‘?|'
i send - | Sk o] Web Page . . Y (¥} o
Save & Print  New MNew E-mail Meeting Call Business Picture Categorize Follow Spelling || Contact
Close X Delete Letter Document ~ ~  rMap Card - - Up~ & - Notes
Adions MX-Contact Communicate Options Proofing || OneNote
Associating Contact: |Gi\|ian Mever J #ssociabed Contact: |Barne Atk J
BEl |Manager of j BEl |Rep0rts to ﬂ
ofi |Barney finderson ofi |G\IIian Meyer
Motes: Motes:
General Notes: EE
v
Click Save and Close on the Association Form.
o = c
( Eg [ s B 3
- Contact Insert Format Text Developer
s £ 8
| Sl
ew E-mail Mes
ment -
You should now see Barney linked to Gillian in the Contacts Tab:
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r

.E = I

41

Gillian Meye

Contact Insert Format Text Developer

igY save & New ~ @ [[Fj E;EI@ 8] General J % l\

5% send ~ "7l Profile
Save & Print  Mew Mew i E-mail Meeting
Close #% Delete Letter Document ~ _l Audit
Actions MX-Contact Show Communicat
Full Mame. .. | |Gi||ian Meyer Business
Prirnary Campanty: |F'ren'|ier Foods ﬂ ﬂ Haorne:
Ioh Title: |'u'F' - Infarmation Syskerms ﬂ Business Fax
Primary |ser: | ﬂﬁ Mohile
Primary Group; | j ﬂ Skype Mame;
; E-mail
oddress. .. 305 14th Ave, Suite B, Seattle 98123
Busiess ﬂ Wieb Page Address:
Mailing Address [+ Mail Server:

Mokes ] Groups ] Companies  ‘Contacts lgsers ] Appoinktments ] Tasks ] Journals | Documents | E-

ijnl;_.’:lnl;_-.'lﬁ j"idﬁ &Ei] [-’3 @
(1 | &=z=ociating Cort... |Associsting Relsti... | Associsted Cortact | Associated Relati. .
liéilli:an hdeyer Manager of Barney Anderson  {Reparts to

Contact is Associated with another contact

10. Click Save and Close on the Contact Form.

|E lg o

Contact Insert Format Text Developer

= s

41

= (.

General | Profile | Audit

ctions MX-Contact Show

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:

[~ Inbox - Microsoft Outlook

: File Edit

Companies Option in
Shorteuts Menu

‘ BiNew - |
! 6t | (@) Back

——
T

(=)
il

E

(I
1l i

VE &L SEEES

(ghalal s

- M¥-Contact Home

Companies

Contacts
Personal Contacts
Groups
Opportunities
Users

Teams

Reports

Personal Calendar
Calendar
Appointments
Journals

Tasks

Personal Tasks
E-mail

Documents

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

CErSEarcm FoTaeTs
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& Companies -

|Click here to enable Instant Search

IJEX j‘ﬂl@ E@ﬁlﬂ @ Q Look far:

0 |Company ¢ Business Phane Business Fax Incluztry Campany Type

Double click on Comapnies record to open it

3. Click on the Companies Tab. Click on View Association button.

41

|Ei".l H-‘?[_')J#
Nyt

Contact Insert Format Text Developer

= %SHE&N&W' | B
.%5&1:1 B @ @ r;ﬂ@
Mew

Save & Print  Mew Profile  Audit
Close 'X Delete Letter Document - |
Actions M¥-Contact Show
Comparry: IF'remier Foods Business
ShortfOther Mame: I Business Fax

Primaty ser: I ;Iﬂ
Primary Group: I jﬂ

address. .. | 305 14th Ave, Suite B, Seattle 95125 E-mail

Business :I Web page adc

Mailing Address v

=G E dAEE @) a)
View Assorighions |Elusiness Phone |Elusiness Fax

| I —

Mail Server:

Companies Tab

Maotes | Groups ontacks | Lisks | Users | Appaintments | Tasks | Journals

View Association
button

4. Click on New (Association) button.
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|'fE-g3; H 7O e v v
" iad

Contact Insert Format Text Developer

WS @) G

Save & Print Mew Mew General| Profile
Close >< Delete Letter Document =
Actions MX-Contact Show
Camparty: |F‘remier Foods Bu:
ShortfCther Mame: | Biu:

Primary User: | jﬂ
Primary Group: | jﬂ

address. .. | 305 14th Ave, Suite B, Seattle 95125 E-r

Business ﬂ e

Mailing Address Mew Association Button
ups Companies lCDntacts ] Lists ] Users ] Sppoinkrnents ] Tasks ]

e SHE AHEHE @) &

[ Laz=pcisting Comp...| Associsting Relsti.. | Associsted Comp... | Associsted Rel

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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'ﬁn WO e )+ Premier Foods - Company to Company Association

Company to Company Association Insert Format Text Developer

B @8 % S T Dl vl
P

Save & Print  Mew New E-mail Meeting Call Business Picture Categorize Follow
Close & Delete Letter Document * - Iy Map Card - - Up~ f, check Names
Actions ME-Contact Communicate Options Pre
Assaciating Comparty: |Premier Btk J Assaciated Comparty: |
is a; || j is & |
Search Button

of: | of: |Premier Foods
Notes: Motes:
General Mokes: =

i)

F

hd

6. A Companies Search Window will open. Highlight Unlimited Technologies and Click Link
and Close button.

P 85 MewItem | Mew ~ | Recent - | EF | =3 | 4 | g | |

Link and Close hutton I

84 Companies -

|Click here to enable ant Search

. . —| want to associate
[ | Company - Business Phone

H Compang Corporation (Seattle) +1 (2067 555-82_5 1 [205) 555-2174 T
G Premier Foods +1 [206) 555-54 +1 [(206) 555-6657

n?';-, Link Highlight the Company yvou I
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7. Enter the Association details:

.'/E-E_;-;\‘-I B9 0+ 9 ) Premier Foods / Unlimited Technologies, Inc.
L

Contact Insert Format Text Developer

Y save & New - (i, IIE‘_‘ _3'_'5, [ - L3 Assign Task a= = (2] Priva
&l Send - @ j Sl [ gﬂ % (@] Web Page 7/45 = [l Addi

Save & Print  Mew Mew E-mail Meeting Call Business Picture Categorize Follow

Close X Deleta Letter Document ~ = Iy Map Card - - Up~ 8, Chee
Actions MX-Contact Communicate Cptions
Assodiating Compary: |Premier Foods J Associated Company: |Unlimited Technologies, Inc. J
i5 3; |Customer j i & |Supplier ﬂ
of: |Unlimited Technolagies, Inc, of: |Premier Foods
Mokes: [otes: |
General Motes: =
i
rFY
-

8. Click Save and Close on the Association Form. You should now see Unlimited linked to
Premier Foods:
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41

Contact Insert Format Text Developer

o S G €Y G

Save & Print MNew Mew

I B &

Profile Audit E-mail Mee

Close #% Delete Letter Document ™
Actions ME-Contact Show
company |F'remier Foods Busingss ﬂ
ShortfOther Name: | Business Fax ﬂ

Primary User: | jﬂ
Primary Group: | jﬂ

address. .. | 305 14th Ave, Suite B, Seattle 95125 E-mail ﬂ

Business ﬂ Wb page address:

Mailing Address v Mail Server:

Maotes ] iGroups  Companies ]Cu:untau:ts ] Lisks ] Users ] Appainkrents ] Tasks ] Journals | Documents
DEFa=HEYE 86 @ 4

[ | &zsocisting Comp... Associsting Relati... |Associsted Comp... | Associated Relati...
F'r'EerniEer' F ooz Custamet Urlimited Technol... {Supplisr

Company Associated to another company

9. Click Save and Close on the Company Form
!.ft!% H 0D e v -
: Company Insert Format Text Dreveloper

rnﬂq &= U]

General | Profile | Audit

MX-Contact Show

Actions

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
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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 i 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 i Prospect

Basic Steps:

1. Open the Contact Barney Anderson.

2. Click on the Appointments Tab.
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e

General| Profile  Audit

A, ¢ s
[ m? ) H -
Contact Insert Format Text Developer
%Saue&New' @ EI‘ j :IE|
% send - . i)
Save & Print  Mew MNew
Clase X Delete Letter Document
Actions MX-Contact
Full Mame. .. | |Barney Anderson

Primary Company |F'remier Foods

ﬂ ﬂ Hame

Job Title: |IT Manager

Primary User: |

ﬂ ﬂ Mobile

Primary Group: |

ﬂﬂ Skype Name:

address. ., | 305 14th Ave, Suite B, Seattle 98128

Business

Mailing Address v

Motes ] Groups ] Companies ] Contacts ] Lsers

NEaX E28H @ &

E-mail Meeting Call

*

Show Communici
Business | [+1 (20855

hd
| [+1 (20855
hd

—

E-mail ﬂ IE ya@pi

Wb Page Address: VAL, DFEMIE

—

Business Fax

Mail Server:

acks ] Journals ] Dacuments ] E-Mail ] Opportuniti

Appointments

(1 8 Subject Location Start

3. Click on New (Appointment) button.

I il Categories

Appointments Tab
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_— _— o
|'fmﬂ \ H - - - v T
! ﬁ 1
- Contact Insert Format Text Developer
I i Save & New = ; j = = s
% dve 2w @ ﬂ.,:_‘ | E_: ag' [—\=|.| [—\=|.| _jﬂ
% Send - S d
Save & Print MNew Mew General| Profile  Audit E-mail
Close #X Delete Letter Document =
Actions MX-Contact Show
Full Mame. .. | |Barne',.f Anderson Business

Primary Company': |F'remier Foods

j ﬂ Harne

Job Title: |IT Manager

Hl

Business Fax

Primary User:

= #

Maobile

Primary Group:

Skype Mame:

R

address. .. 305 14th Awe. Suite B, Seattls 98123

Business Y]
New Appointment button

E-rnail

Web Page Address:

Mail Server:

] Companies ] Conkacks ] Users Appoinkments ]Tasks ] Journals ] Documents ]

n;”.JX j"iLEI = Q

Subject Location Start End Categorie
4.  New Appointment Form will be opened.
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oNEIC e e )5 Untitled - Appointment X
I -3@‘
Appointment Insert Format Text Developer
l ?_ a% m Links ¢ |Bamey Anderst * |5 e~ & @J' E@Appoimme@ a B oy . ¥ Recurrence (5 ‘EF'
o= x Status - |G- @Scheduling Q TimeZones ¥ 5l
Save & Irwite . 4 |15 minutes  *|g Spelling | Meeting
Close Attendees o ™ #378 % [IMX-Contaet 85 Categorize ~ § - Notes
Adtions MX-Contact Show Options T3 || Proofing | OneNote
Subject | |
Location: ‘305 14th Ave, Suite B, Seattle, 98128, United States of America / +1 [206) 5558411 v |
Starttime: | Sun 5/28/2011 v/ [130am v | Clai day event
Endtine: | Sun 52872011 v| [200 am v|
i)
ry
v
5. Enter the Appointment Details:
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(D HY e+ )+ Discuss hardware requirements with Barney - Appointment - =2 X
& —
| Appointment | Insert Format Text Developer
l ?_ % E Links : Bamey Andersi ~ [ &a G QJ' E@Appoiﬂtme@ a B buy . ¥ Recurrence (3 ‘E?'
= x Status : - |- @Schedu\ing e Time Zones ¥ E o
Save & Invite = 15 minutes - Eo i Spelling || Meeting
Close Aftendees 5~ &3 H %G [ Mx-Contact o Categorize » § - Notes
Actions MX-Contact Show Options M| Proofing | CneNote
Subject: |Discuss hardware requirements with Barney |
Location: |Theirofﬂces v|
Starttime: | Tue 5/81/201L | 10:00 M | ClAN day event
Endtime: | Tue 581/201L v| ooam v
i
| FY
v

6. The values for Regarding and Category can be selected from MX-Contact Ribbon add in
which is available at the top of the Appointment tab.

-

o\ 9 U & 9 | = Discuss hardware requirer
W

| Appointment | Insert Format Text Developer

b &8 @
ﬁl:r:ex

Close Attendees 8 -
Actions

Links
Status

Subject:

Location: |Th eir offices

MX -Contact Ribbon
Start time: | Tue 5/31/2011 v | [10:00 4 Addin

End time: | Tue 5/31/2011 v | [11:00 AN

Regarding Field:
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Insert Farmat Text Developer
Links : | Barney Anderst - lj aﬂ,* & &U* ﬁﬁ.ppuintmentl a H Busy
|Status - |2 9 Scheduling

w e

cﬁ Sa H Regarding *

Regarding/Category 5 Category ¥
Options menu

Demonstration - Basic

Demonstration - Customised

- _ Introductory Meeting i
Regarding Optiens

menl. The selected Meeting - Mot Seen
Walue is displayed with Present/Review Proposal
a Tick Mark I

Presentation

Training

Category Field:

Links : Barney Anderst = Lj &.* a&, QLJT [ﬁﬁ.ppnin’smen’:] E B Busy
Status < |I§‘q @ Scheduling
téi o [T M¥-Contact

Regarding/Category
Ciptions menu

A 15 minutes

Regarding #

: | Category b
i =

Relationship - Customer

Sales - Customer

Category Options

Menu. The selected
values is displayed
with Tick Mark

dles - SUSpE

Service/Support - Customer

7. Click Save and Close on the Appointment.

o 9 5 oa = Discuss hardwat

|':/t!2'.l
R |

Appointment Insert Format Text Developer

E Links : Barney Anders: ~ Lﬁ ag." a:. au
‘Status ] - ﬁ'

Save and Close hutton

8. You should see the appointment displayed in the Appointments Tab:
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CANCEENEESL B
Contact Insert Format Text Developer

i save & New - fiw = 5
%knd ¥ @ j EE'M
Mew

Save & Print  New General| Profile  Audit E-mail Meeting Call
Close 'XDE'EtE Letter Document = \d
Actions MX-Contact Show Communica
Full Name. .. ||Barnev Andersan Business ﬂ +1 (206) 555
Primary Company: |F'remier Foods j ﬂ Haome ﬂ
Job Title: [T Manager v|  Business Fax ﬂ +1(208) 55

Primary User: | jﬂ Mahile ﬂ Ii
Primary &roup: | jﬂ Skype Mare: Ii

Bddress. . ‘ 305 14th Ave. Suite B, Seattle 95128 E-mai ﬂ barneyaEprs

Business ¥

Mailing Address W

I DFETTET

—

asks ] Journals ] Documents ] E-Mail ] Opportunitie

Appointment tabh

Motes ] Graups ] Companies ] Contacts ] |sers

DE=:XB4E @9

0| A |Subject Lacation Start End Categaries

[Zli:s:l wat .. | Theit offices Tug 503172011 11... _

Appointment is displayed in Appointment tab

9. Click Save and Close on the Contact.

41

- ]

(O = H @+ @
il

- Contact Insert Format Text Developer

8| [ ]

General | Profile | Audit

wctions MX-Contact Show

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
purchases over the next few months. They are buying

Memo: 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 calls, etc.

Complete the following information on the Journal:

Subject: Discuss hardware requirements with Barney

Entry Type: Meeting

Discussed their overall infrastructure and likely
purchases over the next few months. They are buying

Memo: 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 Appointment Form from Appointment folder in Folder List. If the Folder List is
not displayed section Go >> Folder List from MX-Contact menu.
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) Microsaft Qutlook

Efile Edit View Go Tools Adions ME-Contact Help

fNew - | & | M8 @ | @ Gearchaddresshooks - @l_i ‘@Back © 9 A @ Q  outloakiik-C
E.@ @E’ad‘( '5)-.) P lj ) ﬁﬁ
(@] shorteuts~ T Newltem | New~ | {3} 84 (& & SH | Recert - &= A g | & s
Folder List « | 2] Appointments -
All Folders & |Click here to enable Instant Search
All Qutlook It v — =

g utiooK [tems [J ﬁ x j ﬂ llé [g Q
=] (@' Personal Folders = g = ;

% Calendar O Subject Location Start End Cater

184 Contacts

{8 Deleted Items (2}

L/ Drafts [ \
[ box (1184)

@ Journal

L g Junk E-mail [535]
[# [ M¥-Contact J

Double Click onthe
record you want to open

| Mates

@ Cutbox

% RSS Feeds

=7 Sent ltems

7 Tasks Appointment
# [ search Fold Folder

3 5 Mx-Contact P/ETTH
@ Deleted Items

Change the Status to Completed. The Status field is available in MX-Contact Ribbon
Add-in, in the top of the Appointment form

Ty = =2 B oa - = Discuss hardware requirements with B:
T

Appointment Insert Format Text Developer

= % E Links : Barney Anderse = [ &. - 2. al.! = ﬁhppointment
= }( Status | N~ Scheduling
= =

Close Attendees Iﬁ_nl ME-Contact
Actions Active
Closed Change the
Subject: | Discuss hardware require il Completed Status to
Completed
Location: |Their offices eferred
In Progress
Start time: | Tue 5/31/2011 WIS ETL [ ] All day event
Cpen
End time: | Tue 5/51/2011 N

© ExchangeWise (Pty) Ltd

www.exchangewise.com Page 79




The MX-Contact Tutorial Interactions

3. Click on the Create a Linked Journal button in MX-Contact Ribbon Add in.

Ifﬁg d 9 O 2 v )5

Appointment Insert Format Text Developer

l i % m Links : Barney Anderst = [ﬁ &}v &, 3@* ﬁﬁ.ppnintmtnt =

Discuss hardware requirements with Bar

= " status : Completed - |5 - §5cheduling
Save & Invite J
= -
Close Attendees P& 7 ',‘2 ﬁ @a [T MX-Contact
Actions [ MX-Contact | Show
Subject: |Discuss hardware requiren Create a Linked Journal
Location: |Their offices iy MX-Contact Ribbon Add-In

Press F1 for more help.

Start time: |Tue 5/31/2011 WETImO0 AR “F[[TAITday event

End time: | Tue 5/31/2011 v | |11:00 AM v |

4. The following prompt will appear:

? ) Set Journal Fields From Sppointment?

Yes Mo |

5. Click on Yes.
6. A Journal Entry Form will open. The Journal fields will be set from the relevant appointment
fields.
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[/EE,D A9t ae )+ Discuss hardware requirements with Barney - Journal = ¢
! i
ke Journal Insert Format Text Developer
. Links : Bamey Anderse [ &~ G g - E q B ] i a8 @' g
Lz Forward = |
@ ? Status : Completed = [~ & B 1l = ‘% ﬂ
Save & ~ General| M¥-Contact | Start  Pause || Categorize Private | Address Check || Spelling
Close )(Delete éi < ﬁ L—@Q Timer  Timer i Book Mames ¥
Actions M¥-Contact Show Timer Options Names Proofing
Subject: |D\scuss hardware requirements with Barney |
Entry type: |M“t‘”9 v| Company: | Premier Foods |
Sterttime: |Tue 5812011 v| [0 v =
Duration: |Lhour v|
&
rF
Journal Form opened From ]
L Appointment. Values are
Discuss hardware lated F A int t
requirements ... populated From Appointmen
Form.
hd
7. Enter the details of the meeting on the Journal:
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0;) A9 0+ ¢ 5 Discuss hardware requirements with Barney - Journal - =X
S | Joum?| Insert Format Text Developer @

Links :|Bamey Anderst ™ [ &g v G G4~ ﬁ\
- & L=

@ <} Forward [j

Status : Completed

64 MA MY Y

Save &l )( Delete General MX-Contact | Start  Pause | Categorize Private | Address Check | Spelling
Close ng \3 m Lg'é Timer  Timer i Book MNames ¥
Actions M¥-Contact Show Timer Options Names Proofing
Subjed: ‘Discuss hardware requirements with Barney |

Entry type: ‘Meeting

A | Company: | Premier Foods

Starttime: | Tue 5812011 v| [oosm  w] =
Duration: ‘lhour y|
i)
ry
Discuss hardware
requirements ..
Discussed their overall infrastructure and likely 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.
v

8. Click Save and Close on the Journal Form.
A998 5 = Discuss hardw
Journal | Insert Format Text Developer
Links : Barney Anderst = [ &s~ & G-
9. Click Save and Close on the Appointment Form.

-

On)\ H 9 U & %
L a

| Appointment l Insert Format Text

Discuss hardware re

Developer

Links

Status : Completed

: |Barney Anderst * |55 &~ 8 EU'

- [

Save and Close button
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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 T Prospect

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

© ExchangeWise (Pty) Ltd

www.exchangewise.com

Page 84



The MX-Contact Tutorial Interactions

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 T Prospect

Basic Steps:

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

v, Microsoft Qutlook

EEiIe Edit View Go Tools Adions MX-Contact Help
‘@I New - | | [} | @ Searchaddresshooks  ~ | (@)
O @ec @ B EH|Y @2

Recent Drop down

R Barney Anderson
Folder List « || 8d Contacts - |Compag Corporation (Seattle)
Gillian Mewver
i & | Click here to enable IIInc. Unlimited Technalogies
2] All Outlook Ttems ToEx = g':';r“n?eﬁ‘r an;léesr
L7 Drafts [3] & ;
[ Inbox [1134) 0| % |Ful Mame File Az Campany
7] e Barney Anderson  Anderson, Barney  Premier Foods
5 Journal ﬂ
= . s - e oy | Al e W [ PRI, Flamimimn M e el
2. Click on the Open Recent Item button.
[iv) Microsaft Outlook
i File Edit View Go Tools Actions MX-Contact Help Open Recent ftemcon

i @INew -+ | @ | [ | @ Searchaddvessbooks  + @‘_' ‘@Bawe) H 4 @ @ outookiy

Eéi @Back @ 4 ._-I ‘) "j-f-

i Shortcuts * (8 Newltem | New~ | (3} 85 7 & Ml Recent Barney Andersan =1 | 0| | d
Folder List « || 84 Contacts - Open Recent ltem)
All Folders 2 |Click here to enable Instant Search
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3.  Once the Contact form has opened, click on the Tasks Tab.

(Op) 9 O+ & )7
g

Contact Insert Format Text Developer

Bemearen | o € T (8OO0 B By

Save & Frint MNew MNew General| Profile Audit E-mail Meeting
Close #% Delete Letter Document~
Actions M¥-Contact Show Caor
Full Mame. .. | |Barne';.-' Anderson Eusiness ﬂ +11
Frimary Companty': |F‘remier Foods j ﬂ Hame ﬂ
Iob Title: |IT Manager ﬂ Business Fax ﬂ +11
Primary User: | jﬂ Mabila ﬂ
Primary Group: | ﬂ E Skype Mame:
address. .. | 305 14th Ave, Suite B, Seattle 93123 E-mail ﬂ barr
EuEEss ﬂ \Web Page Address: i,
Mailing &ddress v Mail Server:

Mokes ] Groups ] Companies ] Conkacks ] Users ] Appoinkments ournals ] Docurments ] E-Mail ] op

_’.ILjn;?.JX j"'\idﬁ (=) (13

0| *  Subject Statuz|Due Date

Y% Camplete Categaries

Tasks Tab in Contact Form

4. Click on New (Task) button

Mailing Address v | Mail Server:

Maotes ] Groups ] Campanies ] Cantacts ] sers ] .ﬁ.ppnintments. ournals ] [acuy

X BHdEH @9

ubject Status | Due Date % Complete

Mew {Task) hutton in Task tab

5. Enter the Task Details:
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(Ca HC s s Fax proposal to Barney - Task -8 X
_‘ Taslﬂ Insert Format Text Developer @

6.

W X

Delete

Status :

links: Bamey Anders( 5 8y~ @. 8-
e

Task | Details MX-Contact | Assign Send Status  Mark

@% ) & 4 e

O 2 HYAV

% Replyto All
Recurrence  Skip

Save & . Categorize Follow Private | Spelling
lose A H 1 Task  Report Complete | - Forward Occurrence up~ -
Actions M¥-Contact Show Manage Task Options || Proofing
Due in 4 days.
Subject: |Fax proposal to Barney ‘
Startdater | None | status | Not starteg v
Duedste: | Thub/2/2011 | prority Nomal | s Complete: 0% |4
DRemmder: | ‘ ‘ one ‘ Owner: |Sentm\Kumav ‘
&
a

New Task Form opened
From Contact Form

The Regarding and Category Fields are available in MX-Contact Ribbon Add in.

Regarding:

Links

i Barney Andersi E ﬂ-;.' &. ;ﬂu'

D0

Status T EZ S
. : . 5
(ﬁ Fi ﬁ Regarding » I Demonstration - Basic
Mx-Conta Category * Demaonstration - Customised L

X Propog Regarding Options Menu.
The Selected Value is

ne digplayed with Tick Mark

u 6,220

Category:

Discuss Requirements

Discuss Status

Introductory Meeting

Meeting - Mot Seen

' Present/Review Proposal

Presentation

Training
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Links :|Barney Anderst = [ &s~ & G~ - jﬁ EI *\':3
¥ f

Status - |§'q
Task |Details MX-Contact | Assign
Task

Regarding ¥
Category *

Category Options Menu.
prop{ The selected Value is
displayed with Tick Mark

Relationship - Customer

Sales - Customer

ﬂ Sales - Prospect

Sales - Suspect

e LS Service/Support - Customer
16/2/2011 | priority: |Normal 7[5 Complete: [0% o

7. Click Save and Close on the Task.

41

-] &) it
IJ-KE!E'-' | ¢ o @
ed

Task Insert Format Text Developer

x Links : Barney Andersi ~ ﬁ ag.' ﬂ. Eu' |_"
%

Status ~ ﬁ'
Save B | Delete

Save and Close button
ns g

8. You should see the task displayed in the Tasks Tab:
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!-’t-g% H9 06 e+ - Bar
= Contact Insert Format Text Developer

oo @ € 3 |BEO0O B
%Send' ﬁﬁ.ﬂ = ] _4a \)

Save & Print  Mew MNew General| Profile  Audit E-mail Meeting Call

Close X Delete Letter Document ~ - A

Actions MX-Contact Show Communicate

Full Mame. .. | |Barney Anderson Business +1 (208) 555~

Primaty Company:

=] 2]

|IT Manager ﬂ

|Premier Foods

Jaoh Title:

Harme

Business Fax

W

+1

T
=
&

=
]
o
@

KRERENEE

Primary Lser: | ﬂﬁ Mahile
Primary Group: | ﬂﬂ Skype Mame:
Address, .. | 305 14th Ave. Suite B, Seattle 95128 E-mail ﬂ barneya@prer
Business Y| Task Tab . premiet

Mailing Address [v

W

Mokes ] Groups ] Companies ] Cantacts ] Users ] Appainkrients Journals ] Documents ] E-Mail ] Cppaortunities

NEaX B4dEH @ 4
ot

Statuz | Due Date % Complete | Categories

Subject

Task Created From Contacts Form

9. Click Save and Close on the Contact

™ A

Contact

L~
(Ela
Liad

Insert Format Text Developer

General| Profile  Audit

ment =

MX-Contact Show

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)
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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:

i~ Microsoft Outlook
! File Edit View Go Tools Action
,E_Qlﬂew - @ @ [ Search address
%6 @Bk © A [H 9 &g
Ei oo

I “3,] M¥-Contact Home

II Companies
=

Contacts

= Mew Item | Mew =

All

oA

8= Personal Contacts

G| Groups Companies
Option in

= &= Opportunl  Shorteuts
8 Users menu
& Teams
#) Reports

H ﬁ Personal Calendar

I Sl _

3. Open Premier Foods. To open the record double clickonPr e mi e r s Reaml.d 6

_ 5] Companies -

| Click here to enable Instant Search

MEX S48 dEZE & ¥
3 [(Company Buszinesz Phone Business Fax Ir
EiE| Compag Corporation [Seattle) +1 (206) 555-5257 +1 (2067 555-5174 IT

i

LE Unlimited Technologies, Inc.

+1 (2087 S55-2411 +1 (206 555-6637

Double click on the record you want to open

4. Click on the Documents Tab:
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.'/t!_ ™ H ) 5
)
> Contact

gy save &

50 send -

>< Delete

Actions

Save &
Close

Company':
ShortfCOther Mame:
Primary ser:

Primary Group:

1=l

==

Address... 305 14th Ave, Suite B, Seattle 28128

Business

Mailing Address

&

v

Business Fax

E-mail
web page address:

Mail Server:

Premier Foods

§ a7 =
Insert Format Text Creveloper
= v === = &7 =] L2 Assi =
Mew @ fiw j R 8= . [j [_‘_‘=‘| = 2 L % 2 Assign Task a=
] ] Web Page '
Print MNew Mew General| Profile  Audit E-mail Meeting Call Business
Letter Dorument - - > Map Card
MX-Contact Show Communicate
|Premier Foods Business - |+1 (Z06) 555-5411

| [+1 (z06) ss5-e6e7

- |barnexa@xrmierf\:ods.com.us&

Motes ] Qroups ] Companies ] Contacks ] Lists ] Users ] Appointments ] Tasks ] Juumalsl Documents E—Mail ] Conversations ] Dpportunities ] Pr

0 5 sm X

HdE @ &

O Ikems

5.

[1| 8 Document Mame

Click on New (Document) button.

BUSINESS v

Mailing Address

v

Documernt Type

Document Sub Type

Documents Tab in
Companies Form

YWEL Pays auul S,

Mail Server:

L
—

MNotes ] Groups ] Companies ] Conkacks ] Lisks ] sers ] Appoinkrients ] Tasks ] Journals E-Ma

B

e

= A= R=EIRE AN

Dacumel =]

Document Type

New {Documents) button in Documents tab

Docur
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6. Click on Attach Document button in MX-Contact Ribbon Add in.

= LA Untitled

Discussion Insert Options Format Text

P
it |
= Developer
I‘;

_J =5 & | i Links : Premier Foods ~ ﬁ &.' & QJ' B
j i Status @ M ﬁ"
Post

dAv@E G

MX-Contact

Times New Ror = 112 = | A 47| ] &

SIS

=
=
=
Save and

£l
f Close

Clipboard ™

Paste

Send Basic Text &) Indude

¥ fg
Options| Spelling

Proofing

Document Name: |

Document, Type: ‘ Document Sub-Type:

|

Categaries.., |

Link Document

Attach Document button.

New Document

] » [

4

7. Navigate to the file your desktop.
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8.
9.

&9 safari

Primaty User:

&P BSNL Broadband

= Premier

The MX-Contact Tutorial Interactions
() 9 0+ % )°
Contact Insert Format Text Developer
I i IFEEECE:| Select Document
gl - .
Save & % send Loak. in: @ Desktop j BF B3
Clase K Delete - w0 = J
RS 2 [ Snaglt & B Functional Specifications | = | v |
# B snaglt Studic & @Emailtemplate‘dnt [~ X
Company: My Recent &) Opera Free Download Manager OpEons 4
ShortjOther Name: Docugents b/ FastStane Capture [57)5horkout bo Screen Shats Include .
SO Dl oo Eiteiac

Primary Graup: Deskiop A Micrasaft Duthoak (My-Contact Disabled)
| M- Contact
I g;{;‘"ﬁz‘; Selectthe File to be
4 Attached
Address, .. TS g Google Chrome
D5
Business [Shragavan
m 44 3 Open button
Mailing Address My Computer 5
Rotes 1 Groups ] =
— File name: |P|emiar Foods Costing. xls j
a
M My Metwork, Files of type: |Documants (i j
[ 8 |Documen Places

™ Dpen as read-only

0 ltems

Click on the Open button.

The spreadsheet file will be attached to the Document item.

41

IIE'E H9 06 2 9

Premier Foods Costing.xls.xlsx

. Discussion Insert Options Format Text Developer
‘!:J j f I i Links : Premier Foods - Lj &" &, gu" i) Times Mew Ron
_ n EE]| Status - (- |B I Ul
Paost Paste Save and q Show
3 b =
~ J Close éﬂ ;Z] ﬁ .L_EIQ - |a"?' é'“z
Send || Clipboard ™= ME-Contact Eas
Document Marme: |Premier Foods Costing. xls. xlsx

Document Type: |

[

Document Sub-Type:

—

Categories... ]

Link Document

i%]Pns:n‘liler Foods Costing.xls.xlsx (8 KB}

Attach Document |

Mew Docurnent

The Selected document is attached
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10. Click Save and Close on the Document Form.

fa
2N 5

Status
Post Paste

-
N =

,r"-'-_- 2} [ = 1

!. EE =l 5 a ¥ Premier Fooc
; Discussion Insert Options Format Text Developer
4 ] = Links : Premier Foods - L_? &g.* & gd'

-

send | Clioboard = Save and Close button
en Ipooar al

11. You should now see the document displayed in the Documents Tab:

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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