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Course:
ACT! 6 Introduction

Duration:
1 day

Objectives:
This course is designed to give delegates a thorough grounding into the use of their ACT! database.  It covers the entering of contact data, as well as the day-to-day use of the information. 


Where appropriate, this course can cover the setting up to the database also.

Pre-Requisites:
Delegates should be familiar with the Microsoft Windows environment and basic word processing techniques.  

Topics:
· Getting Started with ACT! 

· The Menus

· The Toolbar

· The Status Bar

· Working with ACT! 

· Moving around the Database

· The Contact Screens

· Viewing Records

· Adding Contacts

· Deleting Contacts

· Customising Layouts

· Using Replace

· Searching & Sorting

· Contact List

· Using Lookups

· Simple Lookups

· Lookup By Example

· Keyword Searches

· Creating Groups and Sub-groups

· Group Membership

· Membership Rules

· Working with Notes

· Using your History

· Sales Opportunities

· Managing your Day 

· Scheduling a Phone Call

· Scheduling a Meeting

· Scheduling a To-Do

· Using the Timer

· Task List

· Using Calendars

· Synchronising your calendar with Outlook

· Letters and Faxes 

· Word Processing

· Sending Mailshots

· Using E-Mail

· Reports 

· Activity Reports

· Sales Reports

· Other Reports

· Customising the database 

· Customising User Fields

· ACT! Housekeeping 

· Defining Users

· Compressing the database

· Backups
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