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General Note: The F1 Key -- Use It!

Whenever you press the '/ Key, GoldMine will display a Help screen
that references the window in GoldMine that currently has focus. In
other words, if your Calendar has a blue bar at the top (meaning it
currently has focus), pressing F'/ will open a Help window with infor-
mation specifically about using your Calendar.



| Perform a Lookup to Find a Contact Record

GoldMine s ability to quickly locate and display a
contact record based on practically ANY field of
information is powerful, to say the least.

The key to quickly locating any contact record is to double-click on the
most appropriate field LABEL (not the data field).

If you have only the contact’s name, double-click on the Contact field
label (entered first name, last name) or Last ficld label (entered last name
only). If you have only a company name, double-click on the Company
label.
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Some GoldMine users don’t realize they can also perform lookups by
double-clicking on the City, State and Zip field labels; the Phonel field

label; and any of the five Key {7 ield labels.
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GoldMine has several helpful features within the Contact Search Center
to add flexibility when you’re performing a Lookup. For example, below
we created a Search using Filters* for every record where the Com-
pany begins with “a,” then clicked the Find button to have GoldMine
display all the matches.
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Below are the menu options available in the Contact Search Center.
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1. You can perform Lookups using Simple Search (described on the previous page);
Search using Filters (described above); Search based on History, Calendar or
Details... (the Group Building Wizard*); or Search using SQL Queries... (think of
SQL Queries as very powerful Filters).

2. You can Save the search criteria for later use and/or build a group on the fly.
3. You can View saved searches to see all previously built Filters Groups or SQL
Queries.

4. You can Drill down search results on the current Filter by defining additional
criteria.

5. You can Optimize the search filter by selecting a sort order or setting start and
end limits.

6. You can Qutput search results to a Printer, Word, Excel or the Windows Clip-
board.

7. You can have GoldMine automatically display the record of the contact you’ve
got highlighted in the search results window (this one is very handy).

8. You can shrink or expand the Contact Search Center window.

9. You can select search display Preferences.

10. You can add columns of your choice to the search results display (we added
City to the one above).

*For more on Filters see page 55, for more on Groups see page 45.
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| Create a New Record for Joe Hudson

Adding new records is good for the soul AND the
bottom line, but make sure the contact doesn t
already exist!

File Edit %

| s &

Click on the Create New Record icon.

Fill out the information in the New Company and Contact dialog box.

=
Remember to use 7ab to move =
Company

forward one field and Shift-Tab | Fwewsse

to move back one field. Of e e
course, you can click into any o [ [ nensdrans )
field with the left mouse button. EmlAdess

||oeh@cnet. com

Wb Site
[wn. ablemaichine com

Some tips; don’t use punctuation R
’ {

¥ Phone number [~ Contact name
I E-mail addiess [~ Lompany name:

when filling in the phone number, | | josoees
GoldMine will take care of all
phone number formatting. Also,
try to get E-mail information whenever possible. E-mail is, without doubt,
the most convenient, cost-effective way to communicate. Checking the
International Format box allows you to enter a phone number with
letters, commas, spaces, etc. without having GoldMine perform any auto-
formatting. Tip: try whenever possible to avoid using middle initials, pre-
fixes or nicknames when entering the contact’s name.

I~ View in new window

" Duplicate Checking

Cancel

GoldMine offers you the option of checking for Duplicate Records on any
combination of the Phone number,
E-mail address, Contact name and
Company name fields.

I- Duplizate Checking
¥ Phone number [ Contact name
¥ E-mail address [ Company name
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Once you’ve filled in all the fields you can, click OK and fill in the rest of
the contact record with any available information.



| Check My Calendar

The Calendar is the “traditional” place to view all
scheduled activities.

Click on the Calendar icon. &y % b

You may view your calendar in Day, Week, Month, Year, Planner or
Outline mode.

|. Day [ Wfﬁk I. Mu:unthl . Yearl el F'Iannerl 2 Outline

Use the left/right arrows to jump back or ahead. v L
For example, the forward arrow will take you ahead one week if you’re
in Week view, one month if you’re in Month view, etc. The button in
the middle will always take you to today’s date. The icon to the right

allows youto go to adate you specify. [EEET
To view more detail of any scheduled activity, right- |- EZZD; .
click on the activity and select Edit. e

= User(s)...
Activities scheduled without an assigned time P
are displayed in the white area at the bottom

(Week view), or to the right (Day view), of your Calendar.
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