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Creating Company Records, Supplemental Guide

Objective:
After this lesson, the learner will be able to:

= Define a company record in Act!

= Create a company record in Act! from an existing contact in Act!

= Add contacts to existing company records
Conditions for Success:

= Act! v 2010+ has been installed

= You can lookup contacts in the database

= You know how to enter new contacts into Act!
= You know how to use the contact list view

Company Record Definition

A company is a record type that lets you track multiple contacts within an actual
company and division structure

In an account management environment...

You work with multiple people at IBM. In Act!, you create a unique contact record for
each person you communicate with at IBM. The challenge is the sales manager or
account manager wants to know with one click, *“What’s going on at IBM ?”. The
company record solves this problem by allowing you to link all the contacts at IBM
together.

We'll show you how Act! helps you manage this process and allow you to continue to
manage the relationships.

After the company record is created, we can show you how you can easily see the
results of all your interactions at a company.

Act! works along these principles

1. You meet a new contact at a new organization
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2. You meet a second contact at the same organization
3. Act! believes you will start creating company records

Case #1

acl!

@ certified consultant

You have entered two contacts at the same organization (Burpelson Think Tank) and
you want to make a company record and link them together. Here is the first record in

figure 1.

{@ ACT! by Sage Premium - act10demo_lessons

: File Edit ‘“iew Lookup Contacts Groups

‘4 4 380f196 D Bl |5C0ntacts‘ng0ntactList L HES &&anEw™ g & 52 @

Companies

: Contact Detai

Schedule ‘Write Reports

Tools

Accounting Link  Help

e aeo % CRMADDONTAPI

| [ View Groups/Companies... _

a Company [Burpelsan Think Tank ’ [Z]
e Contact 1Lionel Mandrake l E]
. Salutation 1Lionel I
@ Title {VP Operations Europe v I
Groups Department l v I
mone s [ e
Mobile I .
Fax |202-569-3415
ID/Status iProspect
Referred By l

Address 17 g stw ]
| |
l |

City lWashington v ]

State DC v

Country |United States v

Web Site Iwww.burgelson.com |

E-mail !mandrake@burgelson. com I

Task List | Notes |{ History'’| Activities | Opportunities | Groups/Companies | Secondary Contacts | Documents | Contact Info | User Fields | Home Address | Accounting Link | Waranty Card | Fie
Dates: {AII Dates v | Types: | all v !f?’ Select Users wfy @ ﬁ@ Options ~
Opportunity Date | Time | Result | Regarding & Details | [@1 |5 | Record Manager | Group/Company
List 5/20/2007 3:58 PM New Opportunity  New Opportunity - ACT! Sales Cycle Presentation 0% Chris Huffman
5/20/2007 3:58 PM Opportunity Lost New Opportunity $4,000.00 Closed - Lost Chris Huffman
Friday, June 20, 2008 12:00:00 &M
5/20/2007 3:.55 PM New Opportunity  New Opportunity - ACT! Sales Cycle Needs Assessment Chris Huffman
Dashboard 5%
T 5/20/2007 353 PM New Opportunity l;vlgav Opportunity - ACT! Sales Cycle Commitment to Buy Chris Huffman
A %
- 5/20/2007 353 PM Opportunity 'Won  New Opportunity $2,000.00 Closed - Won Chris Huffman
E-mail Friday, November 30, 2007 12:00:00 &AM
@ 5/20/2007 352 PM New Opportunity  /28/2007 - ACT! Sales Cycle Sales Fulfillment 100% Chris Huffman
5/20/2007 352 PM Opportunity Won  /28/2007 $24,000.00 Closed - Won Chiis Huffman
Internet Sunday, May 20, 2007 12:00:00 AM
Services 6/25/2006 511 PM New Opportunity ~ New Opportunity - Sales Cycle Initial Communication 10% Chris Huffman
Lookup: All Contacts
Figure 1
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{® ACT! by Sage Premium - act10demo_lessons

: File Edit
14 4 380196 D Bl | & contacts

View Lookup Contacts Groups

7 Contact Detail

{54 New Company

__C_ompanies-‘l Schedule Write Reports  Tools  AccountingLink  Help
1

BREmIg IR NOG©ECO ‘@ CRMADDONTAPI

} View Groups/Companies... _

=2

3 Company Burpelson
. " |
Contact Lionel M.
il ontac ionel Man -
Salutation Lionel
Title VP Operati To Create a New Company, Click on Companies ->
Department |: Create Company from Contact
Phone 202-569-3
Mobile
Fax 202-569-3
=
ID/Status Prospect b Site 1www.burgelson.com l
Referred B nail drake@burpelson. E
5 2 :l Create Company from Contact | lman < =i I
e— e Move Company... ! " " . o
| Notes | Activities | Oppd ‘ ontacts | Documents | Contact Info | User Fields | Home Address | Accounting Link | Warranty Card | F € »
e~ — Company Membership » = :
Dates: |All Dates [ j iy Select Users oy @ ﬁ@ Options ~
Opportunity Date | Time | Result | Regarding & Details I [[lﬁ ‘ ' Record Manager | Group/Company
List 5/20/2007 3:58 PM New Opportunity  New Opportunity - ACT! Sales Cycle Presentation 0% Chris Huffman
5/20/2007 3:58 PM Opportunity Lost New Opportunity $4,000.00 Closed - Lost Chris Huffman
Friday, June 20, 2008 12:00:00 &M
5/20/2007 3:55 PM New Opportunity  New Opportunity - ACT! Sales Cycle Needs Assessment Chris Huffman
Dashboard 5%
s 5/20/2007 353 PM New Opportunity  New Opportunity - ACT! Sales Cycle Commitment to Buy Chris Huffman
A 100%
- 5/20/2007 353 PM Opportunity 'Won  New Opportunity $2,000.00 Closed - Won Chris Huffman
E-mail Friday, November 30, 2007 12:00:00 &M
5/20/2007 3:52 PM New Opportunity  /28/2007 - ACT! Sales Cycle Sales Fulfilment 100% Chris Huffman
5/20/2007 352 PM Opportunity Won  /28/2007 $24,000.00 Closed - Won Chris Huffman
Internet Sunday, May 20, 2007 12:00:00 AM
Services 6/25/2006 511 PM New Opportunity ~ New Opportunity - Sales Cycle Initial Communication 10% Chris Huffman
Lookup: All Contacts
Figure 2

Figure 2 demonstrates you to create a new company record from an existing contact.
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: File Edit View Lookup Contacts Groups Companies Schedule ‘Write Reports Tools  AccountingLink  Help

=N 1 | — =)

2&@ Danies L Llo Croun [)

i | [} 3 B Sy O 52 [ @ CRMADDONIMPORT

[ View Groups/Companies... _

1 - ACT! creates the
company record

Hierarchy

Company
Phone

Fax

| Burpelson Think Tank

I

Burpelson Think Tank
(202) s69-3400  [..]
(202) 5693415 |[...]

Address |17 Q S5t MW

Divisions:

L
[

I— Boomer's Artwors

f— +—CH olding

— Swing Software
— T-Bone's Steakhouse
[#—Verge Records
Dashboard —wiliams Consulting
—Willis Enterprises
—Yellow Jersey Bikes

DA

E-mail

@

Internet
Services

|~ I— Brandee's Bakery .
S| B ’ ! , Web Site | ywww.burpelson.com State A -
s s okl i automatically fills

Toll-Free

Y

2 - ACT!

in the address
information

v .
ReferredBy Country United States v

I— Freemont Corp 5
Ticker
Calendar |— Making Technology Ca E
|— Mercury Production Management
!._' —MPA Contacts | Notes | History | Activities | Opportunities | Documents || Addresses | Company Info || Bidding | Projects |
Task List [#— Mutthound Enterprises .
Parsh AddfRemove Contacts. .. Options ~
— Parsley Group
— River Rat Tours Contact Company | Phone | Extension E-mail Title
ODDE_YttunitY — Sewing Room;The Lionel Mandrake Burpelson Think Tank 202-569-3400 mandrake@burpelson.com  ¥P Operations Ex
is!

3 - ACT! links Lionel to this company
record

Figure 3

Figure 3 demonstrates the results. Three things occur:

1. Act! creates a company record
2. Act! brings up the company name and address information
3. Act! links the first contact to this record
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{@ ACT! by Sage Premium - act10demo_lessons

: File Edit View Lookup Contacts Groups Companies Schedule ‘Write Reports Tools  AccountingLink  Help

(014 4 380f196 D Bl ‘SCOntacts‘ngOntactList L HEe && s B 3 B 2 E e G “# CRMADDONTAPI

7 Contact Detail ] View Groups/Companies... _

a Company ]Burpelson Think Tank| [E] Address ll? Q St NW [

e Contact Lionel Mandrake I Q l
Salutation [Lionel l
@ Title VP Operations Europe
Coups Department
= Phone 2025653400 . Now, there is a hyperlink to
i Mobile company record
Fax 202-569-3415
ID/Status |Prospect v | Web Site 1www.burgelson.com l
Referred By I vl E-mail [mandrake@burgelson.com I

| Nates | History | Activities | Opportunities | Groups/Companies | Secandary Contacts || Documents || Contact Info | User Fields | Home Address | Accounting Link | Waranty Card | F ¢ >

Dates: {AII Dates v | Types: | all v I"f‘:’ Select Users wfy @ i@ Options ~
Opportunity Date | Time | Result | Regarding & Details | [[lﬁ . ' Record Manager | Group/Company
List 10/20/2008 11:44 AM Contact Linked Linked to company Burpelson Think Tank Chris Huffman
5/20/2007 3:58 PM New Opportunity  New Opportunity - ACT! Sales Cycle Presentation 0% Chris Huffman
5/20/2007 3:58 PM Opportunity Lost New Opportunity $4,000.00 Closed - Lost Chris Huffman
Dashboard Friday, June 20, 2008 12:00:00 &M
5/20/2007 3:55 PM New Opportunity BI ;w Opportunity - ACT! Sales Cycle Needs Assessment Chris Huffman
— %
E %
2l 5/20/2007 353 PM Opportunity Won  New Opportunity $2,000.00 Closed - Won Chris Huffman
E-mail Friday, November 30, 2007 12:00:00 &AM
5/20/2007 353 PM New Opportunity I1~I E?EIN Opportunity - ACT! Sales Cycle Commitment to Buy Chris Huffman
%
5/20/2007 352 PM New Opportunity  /28/2007 - ACT! Sales Cycle Sales Fulfilment 100% Chris Huffman
Internet 5/20/2007 352 PM Opportunity Won  /28/2007 $24,000.00 Closed - Won Chris Huffman
Services Sunday, May 20, 2007 12:00:00 AM
511 PM New Opportunity  New Opportunity - Sales Cycle Initial Communication 10% Chris Huffman
Layout v l

Lookup: All Contacts

Figure 4
Click on Lionel’s name, it will bring you back to the contact record (Figure 4)
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Going forward when you meet additional contacts @ Burpelson Think Tank, lookup Lionel
@ Burpelson Think Tank. Then press Contact -> Duplicate Contact. This ensures the
next contact you meet there is linked properly.

File Edit Miew Lookup | Contacts I Schedule  Write Reports Tools Emarketing Help || Mo Mew Data |
- & Mew Contact Ins @ ==
act! @ Duplicate Contact - il M?;n ‘ B ‘ H?
Belate Contact... 9 e o e

Contacts $€ Delete Contact =Dt | 4 10f3 b B |E & & [F @ [0 @ [sasic Contact Layuut'
Lookup Synchrenize Contacts with Outleck L Address ’

Contact Field: Synchrenjze Centacts with Google ke l:l Address 1 | 17Q 5t NW | (

I"':"'FrtE"“t Edit Contact Access » Tank l:| Address 2 | |

Contains: EF  NewNote. Cirl+N  Lrope City | Washington [v]

| # MNew History.. C=H || statez oc (20011103 |

Mare Options... ] Attach L :Ilzl xl:l Country |Ur|'rted States E
————— —o"nx. .’ . W'\v J‘l ““W "d N m.’-m—a\
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{3 ACT! by Sage Premium - act10demo_lessons

: File Edt Wiew Lookup Contacts Groups Companies Schedule ‘Write Reports Tools  AccountingLink  Help

(14 4 390196 B Bl |8C0ntacts|@C0ntactList L Hs &&aRn s B zH Ne e @ CRMADDONTAPI
View Groups/Companies... .

7 Contact Detail

Link To Company

a Company iBurpeIson Think Tank

Contact [Merkin Muffley View
Contacts T

Salutation {Merkin I Companies List vl
@ Title IPresident Include Divisions

Groups

Department I v | Find:

202-569-3400 |Burpelsan Think Tank

Phone

Company /| Company Description Al
i ) CI iCk the Browse BoXx , a nd Ace Pet Store Franchises Franchise 1
ACT! Wi ' | fi n d an existi n g Ace Pet Store Franchises Franchise 2
G Arcadia Ave. Florist 2
com pa ny record Best Lender Financing 3
Black Forest Baking
Tas| Notes | Fistory | Activities | Opportunities | Groups/Companies | S EiConesis Aty - Accounting Link [ W, Card|[F ¢ »
Brandee's Bakery AL | JiEnty Ca ”
Dates: {AII Dates v | Types: | all Brushy's Golfing World Options ~
. Date Time | Result Reaga sonl itk panager Group/Company
PR |lss20r2000 I 359 PM New Opportunity l New Qi -0 oamet Lo fiman ‘
¢ CH Gourmet Imports
5/20/2007 359 PM Opportunity Lost lgl ae!ﬁ‘ CH Holding ffman
CH TechONE
Dashboard CH TechONE - Administration
—_ < v
4 CH TechONE - Sales v
E-mail l oK ] [ Cancel ] 4
@ a 4ol
Internet 2) Click OK to
Services

complete the process

Layout v '

Lookup: All Contacts

Figure 5

When other records at the same company exist, you can click the browse box and link
Merkin to Burpelson Think Tank as shown in Figure 5.
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Case #2
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You have many contacts you want to link together to a single contact record at once.
Rather than doing this one record at a time, Act! can help you link existing contacts to
Press F11 to see the contact list view.

existing company records.

From the Contact List, you can highlight multiple people at once as shown in Figure 6.

{@ ACT! by Sage Premium - act10demo_lessons

: File Edit ‘iew Lookup Contacts Groups ‘-_C_ompanies l Schedule Write Reports Tools  AccountingLink  Help

‘K4

3701196 B Bl & Contacts| (2

e

MNew Company

B @w B (752 9 & @ @ @ CRMADDONIMPORT a2 7

st [ View Groups/Companies... _
Look for: | Delete Edit Mode [[] Tag Mode Tag Al Untag Al  Lookup Selected  Omit Selected Options ~
& 2 Company [Cont{ @, ok | Address 1 | Address 2 | City | State |ZIP Codi &
Cortacks - BestLender Financing bBenr e s Manager 490U Fayment Way “Lurrency I [ S bUTSY
Bick's Longhorns Jordz MSRIL Two Cavaly Row Marfa TX 79843
% Bick's Longhorns Lesleg@e record Two Cavalry Row Marfa ™ 79843
Black Forest Baking Kristi ) ager Grafenburger Allee 1 Mnchen 9865
Groups Bodega's Bodacious B Mitch @ Attach X its 915 Highway One Bodega Bay Ca 94923
Bodega's Bodacious B Mela\l Link to Company. .. ~+ 915 Highway One Bodega Bay Ca 94923
Boomers Artwors Jane Unlink From Company... er Whitley Bay North Tyneside NEBS 8F
Boomers Artworx Rich: o ) Pre _—
Boomer's Artwors Emily Ve ke dRlekds . shR
Buomor'sAriwiors.  Betifl) Update Lioked Conta sh In this case, you can go to the contact list
Shobeshaun  L2TH oex =l view, select multiple contacts; then click on
randee's Bakery Mach e i i 2] er BT, -
£ Brock, Lathers and Fre Dr. D, ST Eate L OMDAMATTOm D ic S Link to Company .
x Brushy's Golfing World Paul| Move Company. . fGol
Taskint Burger, Inc Mark: : f
A | Company Membership »
I Burley Internet Commui Josht
Burpelson Think Tank James Bond 202-569-3400 17 0 St NwW YWashington
Opportunity Burpelson Think Tank Lionel Mandrake 202-563-3400 VP Operations Europ 17 @ St NW Washington pc 200111
List Burpelson Think Tank Merkin Muffley 202-563-3400 President 17 0 St Nw Washington [o] ¢ 2001111
Burpelson Think Tank Buck Turgidson 202-569-3400 WP Operations USA ‘W ashington
=] Cadbury William Cadbury 01214514444 Founder Cadbury Trebor Bas: PO Box 12, Bournvil Birmingham B30 2LU
Dashboard Captains of Industry (713) 661-5095 PO Box 270514 Houston % 7727700
Captains of Industry  UR Powerful (713) 661-5095 President PO Box 270514 Houston X 727
CH Gourmet Coffee Cecilia Carter [212) 555-4444 Public Relations Mai 13 East 54th St. New Yark NY 10008
CH Gowrmet Coffee  Fred Fenderline 0208 746534 President 50c Rothbury Tce  Walker London EC412F
CH Gourmet Imports ~ Jane Chan (212) 555-4447 Business Developme 13 East 54th St. New York NY 10008
CH TechONE Ernst Anderson [212) 555-2485 Vice President of US 13 East 54th St. New Yark NY 10008
Ttk CH TechONE Betty Browser (212) 555-2485 Sales Representativ 13 East 54th St. New York NY 10008
Services CH TechONE Chris Huffman (212) 555-2485 CED 13 East 54th St. New York NY 10008
- Allison Mikola [212) 555-2485 Sales Representativ 13 East 54th St. New York NY 10008
Melissa Pearce [212) 555-2485 Assistant 13 East 54th St. New York NY 10008
Juliette Rosseux [212) 555-2485 CFO 13 East 54th St. New Yark NY 10008 v
| >
Lookup: All Contacts
Figure 6
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View

‘ Companies v ‘

[hclude Divisions

Find:

All Companies - 24 company(s], 11 division[s

| >

You need to select the
company manually;
then, press OK

— Brushy's Golfing W0

— Freemont Corp

— Making Technology Co

— Mercury Production Management

—MPA v

l oK ” Cancel ]

Figure 7

Once you press OK, Act! will show you contacts with a hyperlink symbol on the company
name (Burpelson Think Tank) as shown in figure 8.
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Additional References:

¢ | Help [
WA 0 Help Topics
l @) How To Use Help
e
Feature Tours » Activities
il Online Manuals > Customization
—[ Getting Started Wizard... Dashboards
[ % ACT! Update... Dashboard Designer
Service and Support 9 Finding Information in ACT!
[ X Groups and Companies
Reqgister ACT!..,
{ Handheld Link Installation
About ACT!

I

a 2001-1103 Mail Merge
IUnited States vl Opportunity Tracking
Outlook Integration

Synchronizing

Importing Contacts

Sharing a Database

s_“ Documents H Addresses H Company IJ v SR —

The Act! User’s Guide
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hedule  ‘Write

f@w B @ bg Q 2 B @ crva

| ACT! New User Quick Start Guide

Reports  Tools  Accounting Link

o |

0 Help Topics
@) How To Use Help

Feature Tours

Groups/

) ——

Hierarc Online Manuals >
ACT! Quick Reference Card Getting Started Wizard. ..
fomea ACT! User's Guid :
. ! User's Guide : —

e - l}_ _ L €@ AcT! Update...

Service and Support >
Fax (202)569-3415 .. [

> Reqister ACT!...
Toll-Free | ][3 City [
) About ACT!

Web Site Iwww.burnelson.com ] State ~—]
ID/Status lProspect v] ZIP Code 2001-1103
Nafauund D I = 1 ST . i o o 4 |

http://support.act.com - Answer ID 13884
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