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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

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.
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E ( ’ “iew Groupz/Companies... ]
(=] Company iBurpeIson Think Tank. |E] Address |1? QS NW |
&b
Contact Lionel Mandrake
Conkacts . |E] | |
{Eo Salutation |Lianel | | |
“ Title i\-'P Cperations Europe v| City iWashington vl
Groups Department | w | State !DC v.l
l=-IE Phone eoz-ses-3a00 [ ][E) Emt | | ZIP Code |2001-1103 |
Companies Mobile | I Country EUnited States vl
F—— Fax |202-569-3415 |
ID/Status iProspe-:t - vl Web Site !www.burgelson.com |
Calendar : == - -
= Referred By v| E-mail imandrake@burpelson.com |
"
£
ekt | History | ctiviies | Opportuniies | Groups/Companies | Secondry Contacts | Documents | Contact Info | User Felds | Home Address | Accounting Lk | Warranty Cord | F ¢ >
7| * | Types: i Al |2 select Users oy [ ) Options -
Opportunity  ||Date Time Rlesult |Fiegarding & Dtails (B} [£0 [RecordManagsr | Group/Company
List: R/20/2007 258 PM Mew Opportunity  Mew Opportunity - ACT! S ales Cycle Presentation 0% Chriz Huffman
L= R/20/2007 358 P Opporturity Lozt New Opportunity $4.000.00 Closed - Lost Chriz Huffman
||3| Friday, June 20, 2008 12:00:00 Ak
B/20/2007 255 P MHew Opportunity  Mew Opportunity - ACT! Sales Cycle Meeds Aszessment Chriz Huffran
Dashboard R
R/20/2007 353 P Mew Opportunity Mew Opportunity - ACT! Sales Cycle Commitment to Buy Chriz Huffman
T ok a0z
’ 5/20/2007 HB3IPM Oppartunity *Won  Mew Oppartunity $2,000.00 Closed - Wan Chriz Huffran
E-mail Friday, Movember 30, 2007 12:00:00 AM
@ B/20/2007 352 P Mew Opportunity  /28/2007 - ACT! Sales Cycle Sales Fulfilment 100% Chriz Huffman
R/20/2007 352 P Opportunity 'won /28,2007 $24 000,00 Clozed - 'won Chriz Huffman
Tk Sunday, May 20, 2007 12:00:00 Ak
Services E/25/2006 511 PM Mew Opportunity  Mew Opportunity - Sales Cycle Initial Communication 10% Chriz Huffran
Lookup: &l Contacts
Figure 1
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14 4 3801196 B DI |£':,C0ntacts S Mew Compary ] B E = R 2 o 7 ) [2 & crRMaDDONTAPI

jon

[ “iew Groupz/Companies... ]

(=] Company IBurpeIson . |
@ Contact |Liane! Mary
Conkacts — B S| o
Ig‘ Salutation |Lianel i SN
v '] Title [wp Operat R comeany To Create a New Company, Click on Companies ->
Groups Departrient l— [ attach Create Company from Contact
‘=.' pligis m Link ko Campany. ..
s | inlirk Frarm Cormpar
— Wiews Linked Eields. .
Fax 5202-569-3
ID/Status iProspe-:t : !www.burgelson.com
Referred By | I - wail Imandrake@burpelson.com
—| Create Company from Contact
~ i —= { [¥ Saliys . b == = == = 1 -
| Motes | History o Activities || Oppe jontacts | Documents | Contact Info | User Fields | Home Address | Accounting Link || Warranty Card | F 4 *
B — Compary Membership | = T
T ‘Huﬂ Select Users w07 ) Options -
Opportunity | [Date. Time Rlesult |Fiegarding & Dtails (B} [£0 [RecordManagsr | Group/Company
List: R/20/2007 258 PM Mew Opportunity  Mew Opportunity - ACT! S ales Cycle Presentation 0% Chriz Huffman
1 R/20/2007 358 P Opporturity Lozt New Opportunity $4.000.00 Closed - Lost Chriz Huffman
p;| Friday, June 20, 2008 12:00:00 Ak
B/20/2007 255 P MHew Opportunity  Mew Opportunity - ACT! Sales Cycle Meeds Aszessment Chriz Huffran
Dashboard R
E R/20/2007 353 P Mew Opportunity Mew Opportunity - ACT! Sales Cycle Commitment to Buy Chriz Huffman
Ep 100%
’ 5/20/2007 HB3IPM Oppartunity *Won  Mew Oppartunity $2,000.00 Closed - Wan Chriz Huffran
E-mail Friday, Movember 30, 2007 12:00:00 AM
@ B/20/2007 352 P Mew Opportunity  /28/2007 - ACT! Sales Cycle Sales Fulfilment 100% Chriz Huffman
R/20/2007 352 P Opportunity 'won /28,2007 $24 000,00 Clozed - 'won Chriz Huffman
Tk Sunday, May 20, 2007 12:00:00 Ak
Services E/25/2006 511 PM Mew Opportunity  Mew Opportunity - Sales Cycle Initial Communication 10% Chriz Huffran
Lookup: &l Contacts
Figure 2

Figure 2 demonstrates you to create a new company record from an existing contact.
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1 - ACT! creates the
company record

Hierarchy |Burpelson Thirk Tank v|

[En— hink Tank | Address [17 Q St W ! Divistons:
T w I —
Fax [ozyses-a415 |[..] [ ]

-
3
-
-1}
=
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=]
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=
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=
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=
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Groups |— Boomer's dutwor Toll-Free | [ city Washingtan vl 2 - ACT!
o —Brandse's Békew Web Site |www burgelson com | State o N i o .
) ;  — Brushy's Golfing Wworld s autﬂmatlca”y fills
Companies | 'Q 21P Code Mi il aild
n ea ress

m -[J— CH Holding Referred By | Country |United States bl

information

— Freemont Corp Ticker |—|
— Making Technology Co L
— Mercury Production M anagement
B MPA Contacts INotes | Histary | Activities | Opportunities | Documents | Addresses | Company Info | Bidding || Projects |
#— Mutthaund Enterprises )
Add/Remove Contacts... Options =
— Parzley Group
— FRiver Fiat Tours Contact | Company Phone | Etension | E-mail Title

Cpporkunity — Sewing Room:The Lionel M andrake Burpelson Think Tank
LIz — Swing Software
I— T-Bone's Steakhouse
=] #—"erge Records
Dashboard —williar: Conzulting

3 - ACT! links Lionel to this company
record

—*filliz Enterprises

[t L ellow Jersey Bikes

Internet
Services

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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[ “iew Groupz/Companies... ]

(=] Company |Bur|;elson Think Tank] |E] Address |1? QS NW |
Coﬁ‘:ts Contact iLioneI Mandrake _l E] | |
Ig‘ Salutation !Lionel J | |
“ Title i\-‘P Cperations Europe ' City iWashington vl
Groups Department ,7
] Phone 202-563-3400 |, Now, there is a hyperlink to
Mobile | company record |
Fax |2nz-569-3415

|
|
ID/Status iProspe-:t W | Web site !www. burpelsan, com
| v | E-miail Imandrake@burgelson LCOM

Referred By

Dates: |All Dates | Types: | Al V!E-, Select Users w07 ) Options ~
Opportunity | [Date. Time Rlesut |Fiegarding & Dtails (B} [£0 [RecordManagsr | Group/Company
List: 1042042008 11:44 A Contact Linked Linked to company Burpelzon Think Tank Chriz Huffman
1 | R/20/2007 358 P Mew Opportunity Mew Opportunity - ACT! Sales Cycle Prezentation 0% Chriz Huffman
=] R/20/2007 358 P Opportunity Lozt New Opportunity $4,000.00 Clozed - Lost Chriz Huffman
el Friday, June 20, 2008 12:00:00 Ak
B/20/2007 355 P MHew Oppartunity  Mew Opportunity - ACT! Sales Cycle Meeds Azzessment Chriz Huffran
= 25%
e R/20/2007 353 P Opportunity 'won New Opportunity $2,000.00 Closed - ‘Won Chriz Huffman
e Friday, Movemnber 30, 2007 12:00:00 Ak
B/20/2007 >53 P MHew Oppartunity [‘IJES\I Opparturity - ACT! Sales Cycle Commitment bo Buy Chriz Huffran
E4
@ R/20/2007 352 PM Mew Opportunity /2872007 - ACT! Sales Cycle Sales Fulfillment 1002 Chriz Huffman
Internet 5/2042007 352 P Opportunity Wwon /2872007 $24,000.00 Clozed - 'won Chriz Huffman
Services Sunday, May 20, 2007 12:00:00 Ak
e — 511 P MHew Opportunity  Mew Opportunity - Sales Cycle Initial Communication 10% Chriz Huffrnan
ayout L Il
Lookup: &l Contacts
Figure 4

Click on Lionel’s name, it will bring you back to the contact record (Figure 4)
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Black Forest Baking
Boomer's Artwore

Opportunities | Groups/Companies

Brandee's Bakery

Tasl . 4
Dates: |AII Dates

i~ | Types: | all Brushy's Golfing Y orld

@

Internet
Services

Layout

Link To Compan
a Company |Burpelson Think Tank. JE pany
Contact |Merkin TuFfley D Wiew
Conkacts _ .
Salutation |Merkin | Companies List it |
@ Title |President Include Divisions
bbb Department | w | Find:
""" Phone . |Burpelson Think T ank
c Compary 7 | Company Description |
1) Click the Browse BOX, and : Ao Pet Stare Franchizes Franchise 1
ACT! wi" ﬁnd an existing Ace P.et Store Frénchlses Franchize 2
C Arcadia Ave. Florist 3
cnmpa ny record Best Lender Financing 7

Accounting Link | Warranty Card ||_F S

Options -
anager | Group/Company
ffman
fiman

i Date | Time | Result | Rega
Opparkunity
List B/20/20007 359 PM Mew Opportunity  Mew § | o Bourmnet Coffes
5/20/2007 359 PM Opportunity Lost N ChBeumetimborts
- profuniy Lost - 221 | CH Holding
CH TechONE
Dashboard CH TechONE - Administration
_v- CH TechOME - Sales o
E-mail ok 1 [ Cancel

2) Click OK to

complete the process

Lookup: &l 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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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
existing company records. Press F11 to see the contact list view.

From the Contact List, you can highlight multiple people at once as shown in Figure 6.
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14 4 3701196 b Pl [J contacts i Mew Company |12 E = B @ o2 B @& @& @ cewaooonmeort [H 3 7
4 Back [ Q ontact Lis | iz ’ ‘iew Groups/Companies... ]
o Look for: | ] Edit Mode [] Tag Mode Tag Al Untag Al Lookup Selecked  Omit Selected Cptions =
: . m— | !

: = ampany ant, “reate Lookup | ress ress | Clity tate o
@ = C C Address 1 Address 2 | Ci 5 ZIP Cod
R Best Lender Financing Benr 'z Manager 4800 Fayment Way ] Lurmency I [ BUTAS

Bick's Longhorms Jordz =ert Lompany Hote.., | T Cavaly Fow Marfa TH 79942
éEo Bick's Longhoms Lesls Rt Campani Bleta Twa Cawvalry Row Marfa TR 73843
ay Black Forest Baking  Kristi [m__ it ; \ager Grafenburger Allee 1 Mnchen 9365
Groups Bodega's Bodacious B Mitck = = e arts 915 Highway One Bodeqga Bay CA 94923
| Bodega's Bodacious B Mela| Link ko Campansy. .. - 915 Highway One Bodeqga Bay CA 94923
_-J: B oomers Arbwors Jane Unlink Fram Company... 1er Whitley B ap Marth Tynezide MEER 8F
Campanies Boomers Artwors Rich, Freg
i ; Wiews Linked Fields, ..
— Boomer's Ao Emily =R
Boomers Atwors - Bettic T HReEE oA =kr4 In this case, you can go to the contact list
Brandee's Bakery Liz D I I ) . age = = =
Galendat : | Creake Contact from Compan =1 view, select multiple contacts; then click on
- Brandes's Bakery tack : ) er Lt -
=]} Brock, Lathers and Fre Dr. O =R R R VIR TR e fic 5 Li I'Ik to Co mpa nv .
wri Brushy's Golfing World Paul Mowve Company f Gl
Task, Lisk B 0 Mark :
HIDEL e G Company Membership 3
i Burley Internet Commun Josht.o—...2, )

20011

WP Operations Eurap 17 0 St Mw'

Oppartunity Burpelzon Think Tank Lionel Mandrake 202-563-3400 ‘wéazhington 2001111
S Burpelzon Think Tank Merkin b uffleyp 202-569-3400 Prezident 17 05t Mw Washington DC 2001111
E| ; WP Operatio ngtan 200111
'-J_ Cadbury ‘william Cadbury 214514444 Founder Cadbury Trebor Baz: PO Box 12, Bownedl Bimingham B30 2LU
Dashboard Captains of [ndustry (7131 661-5095 PO Box 270514 Hauston TH FT2TEO
5 Captainz of Industry  UR Powerful [71.3]1 6E1-5035 President PO Box 270514 Houston T FE2TE
1 CH Gowmet Coffee Cecilia Carter [212) 555-4444 Public Relations ta 13 Eazt 5dth St Mew ok MY 10008
E-mail CH Gowmnet Coffe=  Fred Fenderline 0202 746534 President B0c Rothbury Tee Walker Londan EC412F
CH Gourmet Importz— Jane Chan [212] BE5-4447 Business Developme 13 E ast Sdth St Mew rork. MY 10008
@ CH TechOME Emzt Anderson [212) B55-2485 ‘ice Pregident of UE 13 East Bdth St Mew rork MY 10008
e CH TechOME Betty Browser [212] 5552485 Sales Representativ 13 East Sdth St MHew vork MY 10002
SR CH TechOME Chris Huffman [212] 555-2485 CEO 13 East 5dth 5t. Mew Yark NY' 10008
CH TarhOkE Allizon Mikola [212) B55-2485 Sales Fepresentativ 13 Eazt Bdth St Mew r'ork MY 10008
! hOrME Melizza Pearce [212] 5552485 Azgistant 13 East Btk St MHew vork MY 10002
LH TechOME Juliette Rozseus [212)] 5552485 CFO 13 East Bdth St Mew ‘rork. MY 10008 %
| ¥
Lookup: All Contacts
Figure B
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Link To Company @

i

| Comparies b |

Find:

All Companies - 24 campary(z], 11 division(z

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

Burpelzon Think T ank
r— CH Holding
— Freemaont Corp

5

— taking Technalogy Ca
— ercury Production Management

i MPA, v

5

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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