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This document is to be used to train technicians and end-users in supporting customers in using the
Custom Tables feature of Act!. It includes a description of the new feature, when it will be available,
which customers will be able to use it, support boundaries for technicians, and instructions on how

to set up Custom Tables and use them.

Prerequisites

In order to complete the exercises successfully, the each technician will require access to the

Custom Tables feature. Therefore they will require ONE of the following environments:
e Act! Premium v20 for Web installed locally and the Custom Tables beta version installed.

e Act! Premium v20.1 for Web installed locally.

Exercises

Throughout the training material consistent and relevant examples of Custom Tables will be
showcased. Specifically these examples will focus on creating Custom Tables to record Support
Contracts and Support Tickets. It is recommended that as go through the workbook you follow
these examples thoroughly and perform the same steps to create them in your own database. The

exercises at the end of each section will simply summarise the steps already covered.

Summary of Custom Tables
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One of the more common feature requests in Act! is the ability to create new customized sections of
the program. The existing sections in the navigation stackbar are obviously extremely useful, but
customers also want a way to create their own sections, and have the information in these link to
existing entities such as the Contacts section or Companies section. This higher level of
customization has been missing from Act! to date, but as of version 20.1 it has been added in under

the feature called Custom Tables.

Using this feature the customer will be able to easily create as many additional sections as they like,
each with their own tables, fields and layouts, and all without requiring any specialist development
knowledge or skills. Some examples of this in use could be an estate agent that creates a table of
the various properties they are selling with as many different customized fields as they want, then
they could link these properties to any contacts that are interested in them, or a support team could
create sections for customer contracts and support tickets, once again easily linking these with the

individual contact records they relate to.

It is possible to add a Custom Table as a new option in the navigation stackbar, as well as adding
the information as tabs in the Contacts, Groups, Companies and Opportunities sections. Custom

Tables can be used within both the desktop and web versions of Act!.

Why Custom Tables?

This initiative came about for number of reasons:

1. Our customers were hitting limitations with the current Act! product, when they needed to

manage data outside of what the existing Act! entities deal with.

2. We commonly lose customers whose businesses have grown or changed, where they need a

more flexible and bespoke solution from their CRM.

3. Frequently customers would try to customize areas such as Contacts or Opportunities to
store data which these aren’t really designed to manage. This would lead to some interesting

support calls as customers realized the limitations of working this way.

4, Custom tables have always been possible via our SDK, but the requirement for developer

knowledge puts this out of the reach of most customers and ACCs.

5. There have also been 3rd party custom table solutions available for many years, but
customers don’t always trust (or want to pay more for) a solution which we can’t support

them with.
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6. Customers and ACCs have long desired a custom tables solution with a simple Ul, which is

supported by us!

What Problem does this Solve?

Custom Tables let customers make Act! truly specific to their industry or work practices. They can
create new tables integrated into their existing Act! data, allowing them to manage different types of

data such as:
o Projects
. Contracts

o Support Tickets

. Property

o Vehicles

o Software licenses
o Loans

Our sales team are commonly asked whether Act! can store data in areas such as these, and now
the answer in most cases is yes! Using Custom Tables, customers and ACCs can now build very
tailored vertical solutions, keeping track of all of the data they need to manage in their business in

one place.

What Industries does this Work For?

Whilst there are no limits to the custom tables and fields you can create, we’ll be introducing 10 — 12
‘industry templates’ with Act! v20.1, allowing customers in specific industries to get a fully
customized database within just a few minutes. A list of these will be finalized soon, but is likely to

include the following industries:

o Support (managing contracts and tickets)
o Insurance (managing policies and claims)
o Real Estate (managing property, contracts, tenants, landlords etc.)
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o Mortgage (managing mortgages...)

o Wealth Management (managing loans, investments, policies etc.)

When will this feature become available?

Custom Tables is a new feature that will be added into Act! v20.1 expected currently at the end of

February. It will form the major focus of that release.

Managing Tables

NOTE: Only Administrators and Managers have access to Manage Custom Tables shown below.

Other users simply do not get the option.

Once you have either installed the beta version (if using Act! v20), or else you have installed Act!

v20.1, a new Custom Tables menu will be displayed within the program:

Reports Tools Emarketing Help || Custem Tables
AN v £

Call Meeting | Te-Do Mote

-

E-mail

=
<

History

To begin working with this feature, you will first need to create a custom table.

NOTE: At the end of the creation process or when editing an existing table the database will lock. It
is therefore best practice to make sure all other users log out of the database when working with

Custom Tables.

Creating a Table

Click Custom Tables > Manage Custom Tables.
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Help | Custom Tables

| Manage Customn Tables

Data Import 3
|| Manage Templates

| i ke & A

{GFr Reload Schema
ed
Apply Theme 3
— What's new
About

Under Table Management, click Create Table.

o Manage Custom Tables - O x

Table Management Table Details

Create Table Load Table: M

Edit Table

Delets Table
Duplicate Table
Manage Parent Tables
Impaort Schema
Expaort Schema

Field Management
Create Field
Edit Field
Delete Field
Cascading Dropdowns
Field Security

Additional Customization
Design Layouts
Edit Script
Edit Default Columns

Last edited by N/A on 01/01/0001 00:00:00. Close

Enter a Table Name which is the name the table will be given within SQL. Optionally, you may enter
a different Display Name which is the name that will actually be displayed within the Act! program.

Note that the Display Name can be changed later, however the Table Name cannot.

NOTE: As the Table Name will be listed in SQL it follows those naming conventions, i.e. it cannot
contain any spaces, it must be less than 32 characters etc. otherwise you will receive an error
message when you try to proceed. The Display Name however does not need to follow these

conventions.
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You can also choose a Logo for the custom table at this point which will be displayed next to the
table name in the navigation bar once the table has been created. To make use of this, you will need

to browse to your own appropriate image file.

Manage Table X

Manage Table

Table Mame SupportContracts

Display Mame  |Suppart Contracts

Logo f Browse Reset

Under Additional Settings, select all of the areas where you would like the custom table to display.

These options can be amended later if ever needed.

Show in Navbar

Show as a Contact tab

[] show as a Group tab

Show as a Company tab

[] show as an Cpportunity tab

Mext = Cancel

Click Next.

Select the Act! entities the table will link to. In most cases Contacts and Companies are sufficient,

but note that this selection CANNOT be changed later.

NOTE: When choosing your entities, you must make sure these match the Additional Settings that
you chose in the screenshot above. For example, if you had ticked Show as a Group tab above,

then you would need to make sure so select Link to Groups in the screenshot below.
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Manage Table

Table Links

Table Links

Please specify the standard Act entities that this table will be linked to.
Link To Contacts

Link To Companies

[] Link Ta Groups

[] Link To Opportunities

Mote:
In most cases, only linking the table to contacts and companies will be suffident.
Once the table is saved, you will not be able to modify these link settings.

< Back

Next >

Cancel

Click Next to confirm, and Next again to create the table.

NOTE: As advised in the final screen, the database will be locked upon the creation of the table.

10
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Manage Table X

Confirm Chanoes

All necessary information aboutthe table has been collected. Please press the "Next” button to lock the
databse and edit this table.

< Back Mext = Cancel

The table can take a few minutes to create, and as advised it is best not to interrupt this process.

11 Back to Top



tablesZiact!

Manage Table X

Processing Table Changes

Thetable is now being updated. Please do not interrupt this process otherwise your database may be left
in a locked state.

Please Wait
|Updating table...

Once the table has been completed successfully, you will receive a confirmation message. Click

Finish to continue.
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Manage Table X

The table was updated successfully, Your database is now unlocked,

To dose this wizard, dick Finish

Setting Default Columns

After creating the new table, a prompt asking to set default columns will be display.

i - B
Custom Tables R —

iy After adding a new custom table, we recommend defining the default
WY columns that will be displayed for all users, Do you wish to do this now?

l Yes l ’ Mo

Here you can select the columns that will be displayed to all users. This list can be accessed again

by clicking Edit Default Columns on the main Manage Custom Tables dialog.
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22 Manage Custom Tables -0

Table Management Table Details
Create Table Load Table: |Support Contracts M
Edit Table
Delete Table Field Name 4 | Field Type
Duplicate Table
Duplicate Table Create Date DateTime
Manage Parent Tables Edit Date DateTime
Import Schema End Date Date
Export Schema Last Edited By Character

] Private YesNo
Field Management
|

Create Field Record Manager Character
Edit Field Start Date Date
Delete Field

Cascading Dropdowns
Field Security

Additional Customization
Design Layouts
Edit Script
I Edit Default Columns I

Last edited by Steven Jackson on 18/01/2018 12:16:58. Close

If you choose to edit the columns you will see the following screen.
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Customize Columns x
[ Preserve column filters in List view!
Record Type: | Custom Table A B
W
Create Date (CustomTable) b
Edit Date (CustomTable)
Last Edited By {(CustomTable)
Private (CustomTahle)
»l
Record Manager (CustomTable)
[

Mote: Adding several non-custom table fields may slow down the retrieval of records. Apply Cancel

Whenever a new table is created it comes with the standard fields that you can see in the
screenshot above. These fields only exist in the Custom Tables section of Act! (ie. if you navigate to

Tools > Define Fields you will not see the Custom Tables fields listed).

It is possible to create your own custom fields as well use fields from other entities in the Act!
program (Contacts, Companies, Groups and Opportunities). Creating fields will be discussed later in

the training.

To define the columns, firstly you need to select the Record Type that you wish to add.
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Customize Columns X

[] Preserve column filters in List view

Available Fields Selected Fields
Record Type: | Custom Table v Ers
Fields pre—— 4
Create Date | Group
Edit Date (CLI Company
End Date (Cu| opportunity

i

Private (CustomTable)

2| F Al

Record Manager (CustomTable)
Start Date (CustomTable)

Mote: Adding several non-custom table fields may slow down the refrieval of records., Apply —_—

As you can seg, it is possible to not only add your own Custom Table fields, but you can also pull

information from the other Act! entities as well. You can use fields from multiple entities if you wish.

Once you have chosen the Record Type, simply click the fields you wish to show and use the Arrow
icons to move them across. In this example we have added some custom table fields (we will cover

how to create custom fields later in the training) as well as the Contact field from the Contact section

as well.
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Customize Columns
[] Preserve column filters in List view

Selected Fields

I |
Start Date (CustomTable)
End Date (CustomTable) L 2

Available Fields

Record Type: | Custom Table v

Fields

Create Date (CustomTable)
Edit Date (CustomTable)

Private (CustomTable)

4
4
Record Creator (CustomTable) i
Record Manager (CustomTable) K4

Mote: Adding several non-custom table fields may slow down the refrieval of records., Apply —_—

Click Apply to finish this process.

Now that the Custom Table has been created and the default columns have been added, it will
already appear within the areas of the program you chose in the Additional Settings as discussed

above. For example, if you selected the Show in Navbar option, you will now be able to select your

Custom Table from the navigation stackbar.
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Contacts
Groups
Companies
Calendar
Task List
History List

O Opportunities

Act! Insight

Act! emarketing
Act! Connect

i Reports
Search

- Welcome

Support Contracts

Also if you chose any of the tab based Additional Options such as Show in Contact tab, you will

now see the Custom Table has been added as a tab in the areas that you have selected.

Clicking on your new Custom Table in the stackbar or clicking any tabs you have added will now

show the default columns that you have set.

Support Contracts W RBZARESQ

< (@ Add DC Delete Bl Group lil @] Quick Filter lil [ Customize Colurnns
B Surnmary i B Export E'II Print Query | All Records -

Contact Start Date End Date

[ T
Support Contracts

Contacts

Groups

If this step was not taken, the Custom Table will appear blank.
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Once you have created a Custom Table, you may wish to edit it or even delete it. We will discuss

how to perform edits, which elements within the table can be edited, and how to delete tables

below.

Click Custom Tables > Manage Custom Tables, then from the Load Table dropdown, select an

existing table.

Table Management
Create Table
Edit Table
Deletes Table
Duplicate Table
Manage Parent Tables
Impart Schema
Expart Schema

Field Management
Create Field
Edit Field
Delets Field
Cascading Dropdowns
Field Security

Design Layouts
Edit Script
Edit Default Columns

Manage Custom Tables

Table Details

Load Table: [Support Contracts

Additional Customization

Field Name
Create Date
Edit Date
Last Edited By
Private

Record Manager

Last edited by Steven Jackson on 17/01/2018 12:04:02,

a | Field Type
DateTime
DateTime
Character
YesMo

Character

Close
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— Table Management

Create Table

[ Edit Table

Delete Table

Duplicate Table
Manage Parent Tables
Import Schema
Expaort Schema

— Field Management
Create Field

Edit Field

Delete Field

Cascading Dropdowns
Field Security

— Additional Customization

Design Layouts
Edit Script
Edit Default Columns

Manage Custom Tables - o
— Table Details
Load Table: [Suppart Contracts v|

Field Name 4 | Field Type
Create Date DateTime
Edit Date DateTime
Last Edited By Character
Private YesMo

Record Creator Character
Record Manager Character

Last edited by Steven Jackson on 17/01/2018 12:04:02,

20
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As you can see from the screenshot below, you are able to edit the Display Name, the Logo, and

the Additional Settings.

Manage Table X
Manage Table
Table Mame
Display Mame  |Support Contracts
Logo f Browse Reset
Show in Navbar
Show as a Contact tab
Show as a Company tab
'''''''''''''''' Next> 1  Cancel

Remember though that the availability of the Additional Settings is very much linked to the next
screen which shows the linked entities. The reason the Show as a Group tab and Show as an
Opportunity tab are unavailable in the example above is because we did not select Groups or
Opportunities as linked entities when we created the Custom Table. You can see this by going to

the next screen.
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Manage Table

Table Links

Link To Caontacts
Link To Companies
Link To Groups

Link To Oppartunities

< Back Mext = Cancel

As mentioned earlier in the training, when you initially create your Custom Table and choose the

linked entities, these cannot later be edited.

To save any changes you have made, click Next until you reach the end of the wizard, then click
Finish.

Deleting Tables

It is possible to delete any Custom Tables you have made. Deleting a Custom Table will delete it
from all areas of the program (i.e. it will be removed from the navigation stackbar and if it has been
added as tabs in any Act! entities these tabs will be removed as well) and any information you have

saved within the Custom Table will be deleted as well.

To delete a Custom Table, click Custom Tables > Manage Custom Tables, then from the Load

Table dropdown, select an existing table
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o Manage Custom Tables - ox

— Table Management — — Table Details

Create Table
Edit Table

Delete Table Field Name 4 | Field Type
Duplicate Table Create Date DateTime
Manage Parent Tables Edit Date DateTime
Import Schema Last Edited By Character
Export Schema Private fesho

Record Creator Character
Record Manager Character

Load Table: [Suppart Contracts v|

— Field Management
Create Field

Edit Field

Delete Field

Cascading Dropdowns
Field Security

— Additional Customization

Design Layouts
Edit Script
Edit Default Columns

Last edited by Steven Jackson on 17/01/2018 12:04:02. Close

Click Delete Table.

=) Manage Custom Tables -ox

— Table Management — — Table Details

Create Table

Load Table: |.ﬂ'u"|c:u1i1erTr11|I v|
Edit Table

Delete Table I Field Name & | Field Type
Duplicate Table Create Date DateTime
Manage Parent Tables Edit Date DateTime
Import Schema Last Edited By Character
Export Schema Private YesNo
 Record Creator E
Record Manager Character

— Field Management
Create Field

Edit Field

Delets Field

Cascading Dropdowns
Field Security

— Additional Customization ——
Design Layouts

Edit Script

Edit Default Columns

Last edited by Steven Jackson on 17/01/2018 15:25:15, Close
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Click Yes to the following message.

-
Custom Tables

% Deleting a table will remove all fields and data related to that table from
W' your database. Before proceeding, please ensure you have a recent
backup. Do you really wish to lock the database and delete the table:

AnctherTry?

o

The database will Lock as the Custom Table is deleted. This process can take a few minutes. Once

completed, the following message will display.

CustomTableslog ﬁ

Exercise

Create a Custom Table called Support Contracts. Make sure it can be viewed in the navbar, as

well as the Contacts and Companies sections. Link the table to the Contacts and Companies

sections.
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Managing Fields

Once you have created your custom table, it is possible to create additional fields to display within
the table. As an example, if you have created a Custom Table for Support Contracts, you may
require fields such as Contract Level, Contract Start Date, Contract End Date etc. We will look at the

process of adding and amending custom fields now.

Creating Fields

To begin, click Custom Tables > Manage Custom Tables, then select your table from the Load

Table dropdown.

Under Field Management on the left, click Create Field.

u! Manage Custom Tables -0 x
Table Management Table Details
Create Table Load Table: |Support Contracts v
Edit Table
Delete Table Field Name & | Field Type
plic
Duplicate Table Create Date DateTime
Manage Parent Tables Edit Date DateTime
Impart Schema Last Edited By Character
Expart Schema Private ‘esMo
| RecorsCresto
Field Management
Record Manager Character
Create Field
Edit Field
Delets Field
Cascading Dropdowns
Field Security
Additional Customization
Design Layouts
Edit Script
Edit Default Columns
Last edited by Steven Jackson on 17/01/2018 15:25:15. Close

Enter a Field Name, and select a Field Type to match the data you wish to store. These types are

the same as those found under the normal Define Fields section of Act!.

NOTE: Unlike the Define Fields section, once you have chosen a Field Type and created the field,

this cannot be changed later.
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Manage Fields

Manage Felds
|Jse this wizard to create or edit a custom table field,

Basic Settings
Field Mame Start Date

Field Type Character b

AnnualEvent a

Character
Additional Se Currency

+| Allow blank
e Han ‘Date'l'lme

[] Generate hig Dedmal
Email -

[] uze dropdowr TET

Manage dropdown lists

Mext = Cancel

Check any Additional Settings that apply. The options available in the Additional Settings are

dependent on the Field Type you have selected, exactly the same as the normal Define Fields

section of Actl. Once you have chosen the appropriate Additional Settings, click Next.

26
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Manage Fields X

Manage Felds
IJse this wizard to create or edit a custom table field.

Basic Settings
Field Mame Start Date

Field Type Date hd

Additional Settings

iZenerate history on field change!

Mext = Cancel

Further options in the creation wizard will once again depend on the Field Type that has been

chosen. For example, if you have chosen a Character field, the next screen will look like this:
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Manage Fields X

Reld Length Settings

Value Settings

Default Value

Field Length S0 2

-

sequential Field Settings
Sequential Field O

Cancel

As you can see, you have options to specify a Default Value for the field if required, and set the

Field Length. Ignore the Sequential Field Settings for now as this will be covered later.

Alternatively, if you have chosen a Date field, the next screen you see will be the final confirmation

screen.
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Manage Fields X

Confirm Chanoes

All necessary information aboutthe field has been collected. Please press the "Mext”button to lock the
databse and edit this field.

< Back Mext = Cancel

Click Next then Finish.
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Manage Fields X

The field was updated successfully, Your database is now unlodked.

To close this wizard, dick Finish

Editing Fields

Once you have created custom fields, you can perform some edits on them, much the same as with

the normal Define Fields section of Act!.

NOTE: You can only edit custom fields that you have created. The standard default fields that are

always created with each new table cannot be edited.

To edit a custom field, click Custom Tables > Manage Custom Tables, then select a table from

the Load Table dropdown.
Click the field you would like to edit.

Click Edit Field on the left to edit the field’s properties.
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22 Manage Custom Tables - 8 x
Table Management Table Details

Create Table Load Table: |Support Contracts -

Edit Table

Delete Table Field Name 4 | Figld Type

Duplicate Table

Duplicate Table Create Date DateTime

Manage Parent Tables Edit Date DateTime

Import Schema Last Edited By Character

Export Schema Private ‘Yesho
Record Creator Character

Field Management
Record Manager Character

Start Date

Create Field

Delete Field

Cascading Dropdowns
Field Security

Additional Customization
Design Layouts
Edit Script
Edit Default Columns

Last edited by Steven Jackson on 17/01/2018 15:25:15. Close

As mentioned previously you cannot amend the Field Type, however the rest of the options you
have selected such as the Field Name, the Additional Settings or the Default Value and Field Length

can all be successfully amended.

Deleting Fields

As well as the ability to edit custom fields, you can also delete them should you need to. As you

would expect, deleting a field in this manner will delete all of the information within that field.

NOTE: You can only delete custom fields that you have created. The standard default fields that
are always created with each new table cannot be deleted. If you attempt to delete these fields, you

will receive the below error:

F "
CustomTablesLog ﬁ
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To delete a custom field, click Custom Tables > Manage Custom Tables, then select a table from

the Load Table dropdown.
Click the field you would like to delete.

Click Delete Field to remove the field from your database.

o Manage Custom Tables
Table Management Table Details
Create Table Load Table: |Support Contracts -
Edit Table
Delete Table Field Name 4 | Field Type
Duplicate Table
Duplicate Table Create Date DateTime
Manage Parent Tables Edit Date DateTime
Import Schema Last Edited By Character
Export Schema Private Veaha
) Record Creator Character
Field Management
) Record Manager Character
Create Feld Start Date Date
Edit Figld Test Field

Delete Field

Cascading Dropdowns
Field Security

Additional Customization
Design Layouts
Edit Script
Edit Default Columns

Last edited by Steven Jackson on 18/01/2018 10:28:49,

Close

You will receive a warning advising that the database will be locked and the selected filed deleted.

F ~
Custom Tables l-"*_]

| Do you wish to lock the database and delete the field: Test Field?

=)

Click Yes to proceed. This can take a few seconds to complete successfully at which point you will

receive the following message.
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CustomTablesleg I&

Iol Field deleted successfully,

Click OK.

Exercise

Create 2 new fields for your Support Contracts Custom Table. Call these fields Star Date and End

Date, and make sure they are set as Date fields.

Amend the Default Columns (see the Managing Tables section) to show the Contact name, the

Start Date, and the End Date.

Creating Layouts

After you have created a Custom Table, in order to actually make use of it you must create a layout.
This layout will be used if you have added the Custom Table to the navigation bar, and also if you

have added it as a tab. it is possible to create multiple layouts if you wish.

As the process for creating a layout differs slightly between the desktop and web version of Act!, we

will cover each process separately below.
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Creating a Layout (Desktop Client)

To begin, click Custom Tables > Manage Custom Tables, then select a table from the Load Table

dropdown.

Under Additional Customization on the left, click Design Layouts.

o Manage Custom Tables - 8 x
Table Management Table Details
Create Table Load Table: |Support Contracts -
Edit Table
Delete Table Field Name a | Field Type
Duplicate Table
Duplicate Table Create Date DateTime
Manage Parent Tables Edit Date DateTime
Import Schema Last Edited By Character
Export Schema Frivate Yesho
|
Field Management
) Record Manager Character
Create Field Start Date Date
Edit Figld
Delete Field
Cascading Dropdowns
Field Security
Additional Customization
Design Layouts
Edit Script
Edit Default Columns
Last edited by Steven Jackson on 18/01/2018 10:35:01. Close

Click Create Layout.
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ol Design Layouts X

Create Layout Layout Name Default Layout i
Edit Layout

Set as default

Duplicate Layout

Delete Layout

Close

At the top of the Design Layout view, enter a Layout Name.

ol Design Layout X

Layout MName | Support Contracts Show Properties Window

* Please indude at least 1 lnk feld in the byout (such as Contacts, Comparves, efic)

By default there may already be certain fields showing in the Design Layout view. When creating
your table, towards the end of the wizard you were asked to select entities to link the table to. In
order to correctly link your Custom Tables to an Act! record (such as a Contact), you must provide a
linking field. In the example we have been using throughout this training, we could create Support

Contract records in our Custom table, then link these to individual Contact records in Act!.

In our earlier example, we chose to link our Support Contracts Custom Table to the Contacts and
Companies sections of Act!. Therefore, when we go to create a layout, the program has already

added the Contact field and Company field for us to be used as linking fields.
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o Design Layout - O x

Layout Mame | Support Contracts Show Properties Window

* Please indude at least 1ink fald in the Byout (such as Contacts, Companies, etc)

Steven Jackson

CH TechONE

The fields show values to demonstrate the information that will be displayed once you finish creating

the layout.

To add your custom fields, click and drag them from the Properties Window over to the Design
Layout view (if you cannot see the Properties Window then click on the Show Properties Window

next to the Layout Name field).

= Rl .
File o - 0 X
Layout Name | Support Contracts Show Properties Window
* Please indude at least 1 link Feld in the layout (sudh as Contacts, Comparies, efc)
I
o x
Steven Jackson
CH TechOMNE -
o | = ;
M stzrtDate
Lookup: All Contacts All Dates: 0 Activities - 0 Calls, umEenngs, U 16-00 5, U CUSTON ACTVITES
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The Layout Designer is designed to be quite intuitive. As you drag fields across, the Layout Designer
will highlight in pale blue (as can be seen in the screenshot above) where the field will be placed
when you release the mouse button. In this way you can easily drag fields into a list, you can add
them as columns, you can place new fields between existing ones on your layout or a combination
of the above until you are happy with the design. If you want to remove a field, you can click on it

then press the delete key on your keyboard.

As a quick example of just dragging and dropping the various fields, we have created 2 custom
fields called Start Date and End Date, then dragged these onto the layout so they appear side by

side beneath the Contacts and Companies fields (remember these are our linking fields).

o Design Layout

Layout Mame | Support Contracts Show Properties Window

* Please indude at least 1 lnk feld in the byout (sudh as Contacts, Companies, ef)

Steven Jackson

CH TechONE

oK Cancel

Click OK to save the layout.
37 Back to Top



tablesZact!

Note that only the default layout will be displayed to users. If multiple layouts are created, select a

layout and click Set as default to display this for all users.

o Design Layouts - 0O x
Layout Management Available Layouts
Create Layout Layout MName Default Layout -
Eitlaioy g Contecs
SEt as dEfaLllt Test LayDut D
Duplicate Layout

Delete Layout

Close

Creating a Layout (Web Client)

As previously mentioned, the process for creating a layout within the web client is different to the

desktop version so we will cover this below.

Begin by clicking Custom Tables > Manage Custom Tables. Note that this is the ONLY option

available in the Custom Tables menu in the web version of Act!.

Write Reports  Tools  Actl emarketing Custom Tables
Mamage Custom Tables

Select a table from the Load Table dropdown.
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,
Bl Manage Custn e Coad = O

(@ localhost/APFW/T4AControls/ManageTables.aspx
Manage Custom Tables ~
Table Detzils -~
Table Management ~
1 Load Table:
| Create Tabla |SUF‘PDRTCONTRACTS E

Edit Table

Delete Table

Manage Parent Tables

Impart Schema Field Name
Create Date

Feld Management ~ Edit Date DateTime

» End Date Date

Creats Fie =

Edit Field Last Edited By Character

Delete Field Private YesMo
Record Creator Character

Additional Customizaticn ~ Record Manager Character
Start Date Date

Design Layouts

Under Additional Customization, click Design Layouts.

Manage Custom Tables - Google Chrome

o . . — a— o
0] localhost/APFW/T4AControls/ManageTables.aspx
Manage Custom Tables ~
Table Details ~
Table Management ~
Load Table:

Creats Tabls SUPPORTCONTRACTS §|
Edit Table
Delete Table
Manage Parent Tables
Import Schema Field Mame Field Type

Create Date DateTime
Field Management ~ Edit Date DateTime

eld End Date Date

Ec-l?? It-_?ellzr:llE Last Editad By Character
Delete Fisld Private YesMo

Record Creator Character
Additional Customization ~ Record Manager Character

Start Date Date
Design Layouts

-
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Click Download Layout Editor.

- —
[ Parent Tables - Google Chrome E@u
@ localhost/APFW/T4ACantrols/Layoutlist.aspx?Edit=1&TableName=SUPPORTCONTRACTS&FieldName=Create%20Date
Manage Custom Tables ~
Configure Parent Tables (» Configured Parent Tables -~
Sat fc Default
I Download Layout Editcrl Layout Name Default Layout
eete Layou Support Contracts True -
Test Layout False
-
e— = —

A file will download named CustomTables_LayoutEditor.zip. Unzip the file to a new folder, and run

the CustomTables_LayoutDesigner.exe.

NOTE: You MUST unzip the file to a new folder. If you just double-click the zip file and try running

the .exe file, it will not work.
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o Custom Table Layout Editor — || O || x

Database Connection

Please enter the database connection information below

Web Service

Web Service address:

The Web Service address can be found in the E-mail Integration section of the E-mail Preferences dialog
in Act! Premium for Web,

Database

Act! Premium for Web Database

User name: Password

Mext = Cancel

Enter the Web Service address, along with the Database name, User name and Password. The
Web Service Address can be found from Tools > Preference > Email, then selecting the click here

link under E-mail Integration.

41 Back to Top



tablesZact!

ol Custom Table Layout Editor | =l x|

Database Connection

Please enter the database connection information below

Web Service

Web Service address:

http: //NCL-10000007 1/APFW

The Web Service address can be found in the E-mail Integration section of the E-mail Preferences dialog
in Act! Premium for Web,

Database

Act! Premium for Web Database

TablesTest

User name: Password

Steven Jackson

< Back Mext = | | Cancel

Click Next, then select a Custom Table.
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o Custom Table Layout Editor — || O || x

Select Table

Select custom table: [SUPPORTCOMTRACTS R

Mext >

Click Next again. The Design Layout process now works just as it does from the Act! desktop

client.

After creating or editing a layout, click Save Layout under the Layout Management screen to pass

these changes to the web client.
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o Custom Table Layout Editor — || O || x

Layout Management Available Layouts
Create Layout Layout Mame Default Layout 2.
Edit Lavout Support Contracts v
Duplicate Layout Test Layout

< Back Finish

Keep the downloaded CustomTables_LayoutDesigner.exe file if you wish to quickly create or edit

layout files in the future.

Exercise

Create a layout for your Support Contracts Custom Table. Make sure to add the Contacts,

Companies, Start Date and End Date fields. Set the layout as Default.

Create a second layout using the Web version of Act!.
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Working with Custom Tables

Now that we have created a Custom Table, set the default columns and created a Layout, we can
now begin to actually use the Custom Table. By showing an example of this in use we will begin to

see how powerful this new feature really is.

Adding Values

To begin, we will enter a contact record and open up our Support Contracts tab, then we need to
click the Add button. Note that an additional custom field called Serial Number has been created,

added to our columns, and added to the layout as well.

Activities | Opportunities | History | Motes I Documents | Groups/Companies I Secondary Contacts I Relationships | Social Updates I Web Info I Personal Info I Contact Access
User Fields | Marketing Results | Support Contracts |

L3 |@ Add [ Delete Gy Group (N G Quick Filter (N A& Summary | E’ Export [EH Customize Columns
E,l Print
Contact Serial Mumber Start Date End Date

After clicking Add this is where we can see the Layout that we created earlier and this allows us to

actually add values into our Custom Table.
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o Add Record - SupportContracts x
Contacts Steven Jackson
Companies CH TechOME
Serial Mumber | ACTO01
StartDate | 18/01/2018 - | End Date 18/01/2013 -
OK Cancel

In the example above, the Contacts and Companies fields were already completed; they were
pulled automatically from the Contact record. This will happen provided that the Contact record is

linked to a Company, otherwise only the Contact field will automatically populate.

Once we have entered appropriate values we can click OK which will add this line to the Support

Contracts tab for this individual Contact record.
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Business Card Address |
Contact |Ste1.ren Jackson |B Address 1 |13 East 54th St. |
Company |CH TechONE |B Address 2 |Suite 300 |

< |

1 | 3

Activities I Opportunities | History I MNotes

Documents I Groups/Companies | Secondary Contacts I Relationships I Sodial Updates |

Web Info | Personal Info

Contact Access

[aam, |

»

LT (@ Add [ Delete Bh Group Iil Cuick Filter Iil B Customize Columns
H:EE' Surmmary Iil ﬁ’ Export EI‘ Print
Contact Serial Mumber Start Date End Date

We can now fill in this tab for other Contact records too.

Business Card Address |
Contact |Allisnn Mikola |D Address 1 |13 East S54th St. |
Company |CH TechONE |D Address 2 |Suite 300 |

1 | 1 [ 3

History I Motes | Documents | Groups/Companies I Secondary Contacts | Relationships | Social Updates |

Contact Access

Activiies | Opportunities
Web Info I Personal Info

o, |

»

LT (@ Add [ Delete By Group Iil Cuick Filter Iil E= Customize Columns
AiE Summary Iil B Export EI‘ Print
Contact Serial Murnber Start Date End Date

If we now take a look at the Company record for CH TechONE (remember when we created this
Custom Table we chose to show it as a tab in Companies and chose to link the Companies entity

to it), we can see that both contracts from the above screenshots are listed in that tab.
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Business Card Address |£

Company | CH TechONE | Address 1 |13 East 54th st. | M

Phone |(212) 555-2485 [.]  Address2 | | B
4 | 1 [ k

Contacts | Activities | Opportunities | History | Motes I Documents I Web Info | Billing and Shipping | Company Profile |

£ (@ Add [ % Delete Bl Group Iil Quick Filter Iil EH Customize Columns
F@ Summary Iil B Export EI‘ Print

Contact Serial Mumber Start Date End Date

Allison Mikola ACT002 18/01/2018 18/01/2019

Finally, if we go to the Support Contracts section in the navigation stackbar (remember that when
creating the Custom Table we made sure to show it in the stackbar) we can see all of the values we

have added in here as well.

»

= ) :

E-mail

(4m)

Back

\

Meeting

®@
To-Do

g

Note

@

History

-

.‘ .

Call

act!

Support Contracts x b 3 M M H M B ! P8 E’ 2 & 9 Basic Contact Layout - 1024x768

@ Add |_—; Delete Eh Group Iil Quick Filter Iil E:EE' Summary Iil [EH Customize Columns

ﬁ Export E,l Print Query | All Records
Contact Serial Number Start Date End Date

Dylan Mguyen ACTO0S 03/01/2018 03/01/2019
Steven Jackson ACTOO1 18/01/2018 18/01/2019

""""" Liz Cittmeier ACTO04 08/11/2017 08/11/2018
Support Contracts Allison Mikola ACTD02 18/01/2018 18/01/2019

New

<

Contacts

Groups

# Companies

This works much like the History List in Act! in that it lists all of the Support Contracts that have
been added across the whole database. The list can be Sorted by clicking on any of the column

headers.

Custom Tables Functionality

When using Custom Tables as a tab or as an option in the navigation stackbar, there are a number

of buttons that run along the top of the view.
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3

Hv @ »

E-mail

( _,/Jn
To-Do

\

Meeting

g

Note

@

History

.‘ N

Call

T (=)

act. Bac_k T
Support Contracts U Z W R S - Al 6cic Contact Layout - 1024x768 j_
[@ Add [ Delete | B Group Iil [@l Quick Filter Iil E& Summary Iil [ Customize Columns

I? Export E,l Print Query | All Records
Contact Serial Number Start Date End Date

Dylan Mguyen ACTO0S 03/01/2018 03/01/2019
Steven Jackson ACTO01 18/01/2018 18/01/2019

vvvvvvvvv Liz Dittmeier ACTO04 08/11/2017 08/11/2018
Support Contracts Allison Mikala ACTO0Z 18/01/2018 18/01/2013

o

Contacts

Groups

# Companies

We will discuss the functionality of the simple buttons now, then cover the more complex buttons

further below.

This button refreshes the Custom Tables view. You may need to use this if

you add values into Contact tabs and they don’t immediately appear.

This button allows you to add values into your Custom Table. After clicking
Add, you will be presented with the Layout you created earlier allowing you

to add the required values.

[ Delete This button allows you to delete records from your Custom Table. After

clicking the button you will be prompted to confirm that you wish to delete

the selected records.

7] Customize Columns | This button allows you to customize the columns you wish to display within

your Custom Table.

This button allows you to export the listed data as either an Excel file or a
.CSV file.

= Print This button allows you to print the listed data.

This dropdown allows you to narrow the listed data by running a query

(think of this like a saved lookup). We will look at creating queries later in

the training.

Group
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The Group icon allows you to quickly and easily group together similar entries in your Custom
Table. Clicking the icon switches this function on.

ET E}J Add |__;'¢ Delete Bh Group Ijl [E] Quick Filter Iil E:EE' Summary Iil

Query | All Records /

Contact Serial Mumber Start Date

Dylan Mguyen ACTO0S 03012018
Steven Jackson ACTO01 13/01/2018
Liz Dittmeier ACTODS 03/11f2017
Allison Mikola ACTODZ 13/01/2018

To group your records together, simply drag and drop one of your column headers into the new

space highlighted above. In this case we will group by Start Date.

£ | (@ Add [ Delete | Bh Group Ijl @ Quick Filter IEI A Summary IEI

Query | All Records

StartDate

Contact Serial Mumber
Start Date: 08/11/2017
Start Date: 12/12/2017
Start Date: 03/01/2018
Steven Jackson ACTOD1
Allizon Mikola ACTOODZ

As you can see, each record is now grouped by their Start Date. Clicking on the Arrow to the left of

the start dates expands group and you can then see the individual records within it as per the

bottom record on the screenshot.

If you want to add further filters to the group, you can drag and drop other column headers into the
group section as well. So if we imagine we want to group by Start Date then by Serial Number, we

can drag and drop the Serial Number column next to Start Date.
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LT @ Add |__;'¢ Delete Bl Group Ijl @ Quick Filter Iil H:EE' Summary Iil

Query | All Records

StartDate & {L
Serial Number &

Contact 1 Serial Mumber
(%) start Date: 08/11/2017
(%) start Date: 12/12/2017
(%) start Date: 03/01/2018
Steven Jackson ACTOD1
Allison Mikola ACTODZ

The results are as follows.

's 3 E}, Add |__;,'¢ Delete B Group Ijl @ Cuick Filter Iil H:EE' Summary Iil

Query | All Records

StartDate &
Serial Mumber &

Contact End Date

(%) Start Date: 08/11/2017
(> Start Date: 12/12/2017
(> Start Date: 03/01/2018
() Serial Number: ACT0OO1
(%) Serial Number: ACT0OD2

As you can see, two filters are showing in the group. Once you click the Arrow to expand results for

the first filter (Start Date) you then get another Arrow to expand for the second filter (Serial Number).

NOTE: If you click the Group icon to switch it off, you will lose any groups you have set up.

Switching the feature back on will mean you have to create your group again.

Quick Filter

Turning on the Quick Filter feature allows you to type in values to narrow down your Custom Table
records. You can think of this as similar to the Look For feature in the Contacts section, except that
Quick Filter will search multiple columns at the same idea. For example, if we switch the feature on

and perform a search for 2018 we get the following results.
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o [@ Add [ Delete Eh Group |- | I@ Quick Filter | -I B summary | ‘ [ Customnize Celumns

E;" Export E,l Print Query | All Records v

X |2018 v Find Clear
Contact Serial Mumber Start Date End Date
Lfs2/208
Dylan Nguyen ACTO05 03/01/2018 03f01/2019
Steven Jackson ACTOO1 18/01/2018 18/01/2019
Liz Dittmeier ACTO04 08/11/2017 03/11/2018
Allison Mikola ACTO02 18/01/2018 18/01/2019

As you can see, performing this search has found results in multiple columns and highlights the

results found.

Quick Filter will only show records that match the search performed. So for example, if we search

just for Steven we will get far fewer results.

ﬁ Export El’ Print Query | All Records

¥ | Steven i Find Clear
Contact Serial Mumber Start Date End Date
Steven Jackson ACTO01 18/01/2018 18/01/2019

Clicking the Clear button will return you to your full list.

Exercise

Create a new field called Serial Number for your Support Contracts Custom Table. Make sure this

is a Character field.

Add values into your Custom Table against 5 different Contacts. At least 2 of these should have the

same Start Date.

Practice using the Group and Quick Filter functions.
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Relating Custom Tables and Fields

Now that we have covered the basic functionality of Custom Tables, we are going to progress into
the more complex features available. One such feature is the ability to relate Custom Tables and
Fields to one another. The idea is that you can create multiple Custom Tables and have the records

within them associate with each other.

For example, if you work in a support environment you could create a Custom Table to store your
customers Support Contracts. Then you could create a second Custom Table that contains Support
Tickets from your customers. Finally, you could relate these tables together so that all of the

Support Tickets for an individual appears underneath their Support Contract.

In this example, the Support Tickets would be in the child table, and Support Contracts exist in the

parent table. We will perform an example of how this works below.

NOTE: For this example, we have created a very simple second Custom Table called Support

Tickets. It has the custom fields Date and Notes.

Relating Custom Tables

To begin creating a relationship, click Custom Tables > Manage Custom Tables, then from the
Load Table dropdown, select the table which will be the CHILD table.
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o Manage Custom Tables - O x
Table Management Table Details
Create Table Load Table: |Support Tickets -
Edit Table
Delete Table Field Name 4 | Field Type
Duplicate Table
Duplicate Table Create Date DateTime
Manage Parent Tables Date Date
Impart Schema Edit Date DateTime
Export Schema Last Edited By Character
) Motes Memo
Field Management )
] Private YesMo
Edit Field Record Manager Character
Delete Fisld
Cascading Dropdowns
Field Security
Additional Customization
Design Layouts
Edit Script
Edit Default Columns
Last edited by Steven Jackson on 19/01/2018 08:43:33. Close

Click Create Field, and create a new character field in this table with at least 36 characters. This will
be used to link the child and parent tables together. It is usually best to give this field the same

name as the parent table.
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Manage Fields

Manage Felds
|Jse this wizard to create or edit a custom table field,

Basic Settings

Field Mame Support Contracts

Field Type Character

Additional Settings
allowe blank values
[] Generate history on field change

[ ] uze dropdown list

Manage dropdown lists

Mext = Cancel

Once the field has been created, following the steps we have discussed earlier in the training, add

this newly created field to the CHILD table layout. This is a very important step and must not be

skipped.

Once completed, ensure the CHILD table is still selected in the Load Table dropdown. Then under

Table Management, click Manage Parent Tables.
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— Additional Customization ——
Design Layouts

Edit Script

Edit Default Columns

22 Manage Custom Tables -0

— Table Management — Table Details
Create Table Load Table: |Support Tickets -
Edit Table
Delete Table Field Name & |Field Type
Duplicate Table
Duplicate Table Create Date DateTime
Manage Parent Tables I Date Date
Import Schema Edit Date DateTime
Export Schema Last Edited By Character

) Motes Memo
— Field Management )

] Private YesMo

Create Field Record Creator
Edit Field Record Manager Character
Delete Field Suppart Contracts Character
Cascading Dropdowns
Field Security

Last edited by Steven Jackson on 19/01/2018 08:53:28. Close
Click Add Parent Link.

o Manage Parent Tables - O X
— Configure Parent Tables — ~ Configured Parent Tables
Add Parent Link Parent Table | Field Mame
Edit Parent Link
Delete Parent Link

Cloze
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Select the PARENT Table from the dropdown and click Next.

Link Editor X

Parent Table Settings

Select Parent Table

SUPPORTCOMNTRALCTS P

Mext = Cancel

Select the Link Field you just created, and click Next until the end of the wizard. You can then click

Finish to create the relationship.
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Link Editor X
Table Links
Select Link Field
‘Support Contracts P
The Link field must be a character field with a length of at least 38 characters.
This Link field is used to store the unique IDs of records from the parent table and must not be modified
manually,
« Back Mext = Cancel
Link Editor X

Manage Parent Links

You have successfully edited the parent link.

To dose this wizard, dick Finish
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Once the relationship is created, a new field will be available in the layout editor for the PARENT
table. This appears in the standard format ChildTableName Records (so in our example this would
be SupportTickets Records). Once added to the layout, this will display a list of all linked child

records. We will go through an example of how this works in practice below.

Working with Related Tables

In the example above we looked at how to relate two Custom Tables together, Support Contracts
(the PARENT table) and Support Tickets (the CHILD table). Now that this relationship is in place,

we need to see how this relationship actually works in the program.

As an example, let’s take a look at a Contact record who has a Support Contract.

. S
Business Card Address Status E
Contact [steven Jackson |-]  Address 1 [13 East 54th st. | 10/status E
Company ‘CH TechQNE |E] Address 2 |Suite 300 ‘ Referred By [

1| n | 3

Activities I Cppor tunities I History I Motes | anﬁeﬂh—l—iﬂuﬁlﬁoﬁi panies | Secondary Contacts | Relationships | Sodial Updates | Web Info | Personal Info |
Support Tickets

Contact Access | User Fields | Marketing Results” Support Contracts |

< | [@Add  [gDelete | Gy Group N (@] Quick Filter Izl [ Customize Columns
E:EnSummar}r IEI ﬁExport Eﬂprint
Contact Serial Mumber Start Date End Date

If we now double-click on the Support Contract record, it will open up like so.
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Contacts

Companies

Serial Mumber

Start Date

SupportTickets records

Edit Record - SupportContracts - O x
Steven Jackson
CH TechOME
ACTOO1
18/01/20138 ~ | End Date 18/01/2019 -

< | [@Add [ Delete | Eg Group IZI Quick Filter IZI | B Customize Columns
E:En Summary IEI Bf Export El’ Print

Contact Date Motes

Record Count: 0 @ Support Tickets

OK

Notice that there is now a large section for the linked Support Tickets table. However as it stands

there are no records listed. This is because the individual contact we are looking at does not have

any records in the Support Tickets Custom Table. Let’s look at adding some records now.

To do this, we're going to click on the Support Tickets tab in the Contact record, then click the Add

button.
Business Card Address Status E
Contact [Steven Jackson | -] address 1 [13 East 54th st. | 1o/status E
Company ‘CH TechONE |E] Address 2 |Suite 300 ‘ Referred By [
1| n | 3
Activities I Oppor tunities I History I MNotes I Documents I Groups/Coj j v Contacts I Relationships I Social Updates I Web Info I Personal Info |

Contact Access I User Fields I Marketing Results I Support Contracts| Suppert Tickets

Contact

L3 I @Add I [ Delete &y Group (N Quick Filter || ‘ = Customize Columns |
B Summary IZI [Ef Export k= Print

Date 4 T Motes
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As you can see in the example below, we are using a very simple layout for this Custom Table. We

have the Date field, the Notes field, and crucially, we also have the Support Contracts field.

Remember when we linked the tables together we had to create a new field for the child table. This
field needed to have the same name as the parent table, and then needed to be added to the layout.

This was a crucial step as it allows us to link the records now.

We will complete the Date and Notes fields with some dummy information.

a! Edit Record - SupportTickets x
Contacts Steven Jackson
Companies CH TechONE
Date 13/12/2017 v MNotes Could not open Database.

Support Confracts

oK

Now in order to link this Support Ticket to the Support Contract, click on the ellipsis on the end of
the Support Contracts field.

61 Back to Top



tablesZact!

o Edit Record - SupportTickets - O x
Contacts Steven Jackson
Companies CH TechOME
Date 13/12/2017 * | Motes Could not open Database.
Support Contracts
Ok

This will show you Support Contract records linked to the same Contact. Whilst you can change
the dropdown to find other Support Contracts from other Act! records if necessary, in the majority of

cases this should not be necessary.

ol Link To Parent x
Show records linked to the same: | Contacts - Customize Columns
Contact Serial Mumber Start Date End Date
Steven Jskson oo wo0i/ms S0/
Ok Cancel

Once you click OK you will be able to see the linked record listed.
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o Edit Record - SupportTickets - O x
Contacts Steven Jackson
Companies CH TechOME
Date 13/12/2017 - | Notes Could not open Database.

Support Contracts | Linked SUPPORTCONTRACTS Record

0K Cancel

Click OK again to complete the process.

If we now go back to the Support Contracts tab on the Contact record, and then double-click on it

to open it up fully, we will now see the Support Ticket is listed.
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o Edit Record - SupportContracts - O x
Contacts Steven Jackson
Companies CH TechOME
Serial Mumber ACTOO1
Start Date 18012018 = | End Date 18/01/2019 -

< | [@Add [ Delete | Eg Group IZI (@ Quick Filter IZI | B Customize Columns
EE Summary - B Export E Print

Contact Date Motes

SupportTickets records

Record Count: 1 (3 Support Tickets

OK

If you then double-click on the Support Ticket itself you can also open that up fully to view or even
edit the details.
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o Edit Record - SupportTickets
Contacts Steven Jackson
Companies CH TechOME
Date 13/12/2017 v | Motes Could not open Database.

Support Contracts | Linked SUPPORTCONTRACTS Record

OK

Exercise

Create a new Custom Table called Support Tickets. Make sure it has 2 custom fields called Date

and Notes. Create a Layout for the Custom Table and setup the Default Columns.

Create a Relationship between your 2 Custom Tables. Ensure the Support Contracts Custom
Table is the PARENT and the Support Tickets Custom Table is the CHILD.

Add new Support Tickets against the 5 Contacts you worked with previously. Make sure you add

several Support Tickets against one Contact record.

Using the Support Contracts option in the Navbar, open your Support Contracts and see if the

linked Support Tickets appear.
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Managing and Sending Templates

When creating Custom Tables, all of the data added exists only within that area of the program. For
instance, if you create any fields for your Custom Tables you cannot see these in the standard Tools
> Define Fields section of Act!, nor can you add them to the standard
Contact/Company/Group/Opportunity layout, you must add them to your Custom Tables layouts
only. Because of this, you are not able to mail merge these fields using the normal methods through

the Write menu.

To overcome this, the Custom Tables feature has its own ability to create and send mail merge
templates that do make use of the data stored in custom fields. In this section of the training we will

see how to both create a template and use it in a mail merge.

NOTE: This functionality currently works in the Act! desktop client only.

Creating Templates

To begin, click Custom Tables > Manage Templates. This may take a few minutes to set up the

designer if this is the first time you have used it.

You will be prompted to open an existing template. Again if this is the first time you have used the

editor then you will not have any templates available. In this case click Cancel.
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-

gt Open — - — M
P am

l'\..../'”'\..)v| . <« TablesTest-database files » Templates - | ¢f| | Search Templates P

—— - —
Organize - Mew folder =+ [ @
. -~
%% Dropbox (Swiftpz + Mame Date modified Type

=) Recent Places
Mo items match your search,
- Libraries
@ Docurnents
J’ Music
[ Pictures
B videos

m

M Com puter
&, Local Disk (C)

?j Metwork

- [ 4

] |

File name: ~  |Actd Template Files (“adtpl)  ~ |

oo ] [ e |

The template editor has been designed to look as much like Microsoft Word as possible in order to
make sure new users find it easy to work with. However it is important to note that this editor is

completely bespoke and comes with the Custom Templates feature, it does not require any Office
integration in order to work.

o Template Editor = oo x
File Home Insert Page Layout References Review View
{ﬁ. Calibri || 11 - A A e 3= §E W= E E qr &9 o @ View Merged Data
[l B I UUS S X X, = == = — ) show All Field Codes
Paste N B Styles | &= Insert
L]% A - |£ v 4 =- 2 ty: AB Merge Field 8] show All Field Results
+
L -
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You can create your mail merge template just as you would normally, entering static text and images

as needed. if you wish to add a mail merge field, click the Insert Mail Merge Field button.

Template Editor

[= D R 4
File Home Insert Page Layout References Review View
b4 Calibri 11 ‘A A Aa - == i 2= = q ‘%’ a E [® View Merged Data
[ B I UUS S X X, S = E E @) show All Field Codes
e L% A - li N E‘E)\ = 2 Sty:les is Mef—;seegem 8] show All Field Results
+
L

o/

Insert Merge Field X

Record Type I LI
Field Name: |CPportunity
Support Contracts
Support Tickets

Select the required table from the Record Type dropdown to view all fields in that table. As can be

seen in the screenshot above, you can pull information from the Contact section, the Opportunities
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section, and any Custom Tables that you have created (in this case Support Contracts and

Support Tickets).

Select the required field and press Insert to add it to the document, exactly as you will have seen

when editing normal mail merge templates.

By adding text, images and mail merge fields you can now fully complete your template. A simple
example is given below, note the two mail merge fields that have been added, one from the

Contacts section, another from the Support Tickets Custom Table.

agl Template Editor =o-ox
File Home Insert Page Layout References Review View
p1 - = = iew
LE p-4 Calibri i ~A fa- | I E W EE=Eq & | ® ? View Merged Data
0 — el 5] show All Field Codes

Paste -
Lé Paste Special B I

(=)
(=}

Us & X X, A-E- B

i
]
il
Ml
.

=. B - Styiles o Insert

Merge Field ‘-"Fﬂ Show All Field Results

adl

]

Hi { MERGEFIELD "CONTACT:SALUTATION" }, this is just a quick notification to let you know that your
Support Contract is due to expire on { MERGEFIELD "SUPPORT CONTRACTS:END DATE" }.

Your account manager will be in touch in the next week to discuss your renewal.
Thanks for being a part of the Act! family!

Yours,

Steven Jackson
Act! Trainer

Once the template is ready, click File > Save and give the template a meaningful name.

Close the Template Editor.

Individual Merge to Email/Word

Now that you have created a template, you will want to use it to perform a mail merge. Mail merges
can be performed using either Microsoft Word or Microsoft Outlook, and they can be performed

using one record or using multiple records. We will go through examples of this below.
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To perform a mail merge, right click on a Custom Table record that you wish to merge and choose
Merge To. You can do this wherever the Custom Table record appears (so for example, you could

do this within a Contact tab, or when using a Custom Table in your navigation stackbar).

Business Card Address
Contact Steven Jackson D Address 1 13 East 54th St.
Company CH TechONE D Address 2 Suite 300

1| 1]

Activities | Opportunities | History | Motes | Documents I Groups/Companies | Secondary Contacts | Relationships | Social Updats
Support Tickets

Contact Access I User Fields I Marketing Resultsl Support Contracts

© | [@Add [xDelete  GyGroup Ml | @ QuickFitter [l |
A Summary IEI Ef Export k= Print

Contact Serial Mumber Start Date End Dy

& GoTo 3

[# Edit 3
Copy To Linked Records

:.-J Reassign Linked Records

mm| Word

If we choose Email, the next prompt is to choose the template that we wish to use.
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re Open

> T |

- . « TablesTest-database files » Templates ~ | ¥ || Search Templates o
W/

i Favorites
B Desktop
4. Downloads

;
= Recent Places

1 Libraries
@ Documents

J? Music

[ Pictures

B videos

M Com puter

% Dropbox (Swiftpz

&L, Local Disk (C)

I Organize - Mew folder

Mame Date modified Type

m

|| Test Template.adtpl 19/01/2018 10:25 A4TPL File

=~ 0 @

- 4|

T I

File name: |

- ’Template Files v]

| Open |v| | Cancel |

Once you choose your template and click Open, Outlook will then launch an email using the

selected template.

NOTE: You may get the below warning in Outlook, make sure to click Allow to this message.

Microsoft Outlook

9

A program is trying to access e-mail address information
stored in Qutlook, If this is unexpected, click Deny and
verify your antivirus software is up-to-date.

For more information about e-mail safety and how you
might be able to avoid getting this warning, click Help.

Dgllnw access for (1 minute

Mlow | | Dpeny | | Hep

An example of a merged email can be seen below.
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-

Untitled - Message (HTML) =

Insert Options Format Text Review 7 Tell me what you want to do...
ks P — ]l a® ile = > .
D Calibri 111 - A A = v i= - .E' 5&: :?\l @J Attach File I -’
. ot o 05 Attach Item - ! Off
aste B I U 3. - === = a= ress Chec ) ice
- ¥ - & - Book MNames Q’Slgnature' + Add-ins
Clipboard = Basic Text ] MNames Include Tags N Add-ins
Ta... steven @CHTechOME. email
=1
Cec..
Send
Subject

Hi Steven, this is just a quick notification to let you know that your Support Contract is due to expire on 18/01/2019.
Your account manager will be in touch in the next week to discuss your renewal.
Thanks for being a part of the Act! family!

Yours,

Steven Jackson
Act! Trainer

As you can see, the mail merge fields have been completed correctly. As this Custom table is linked

to the Contact section of Act!, the mail merge process has also been able to pull through the email
address of the linked Contact into the To field.

Choosing the option to mail merge to Word is a very similar process. Once again right click on a
Custom Table record that you wish to merge and choose Merge To.
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Business Card Address
Contact Steven Jackson [] Address 1 13 East 54th St.
Company CH TechONE [] Address 2 Suite 300

4 | i

Activities | Opportunities | History | Notes ompanies | Secondary Contacts | Relationships | Sodal Updats
Contact Access | User Fields | Marketing Results | Support Contracts | support Tickets

& | [@Add [;Delete | GyGroup [ | @ QuickFiter [ |
ﬁ:ED Summary Iil E’ Export E':I Print

Contact Serial Mumber Start Date End Da

& GoTo 3

[# Edit b
Copy To Linked Records

X%, Reassign Linked Records »

m@ Word

If we choose the option for Word this time, then once again we are asked to select a template that

we wish to use.
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re Open - " . >3 m

- A : i E— |
l'\.../'”'\.../'l \/|_,, L TaEIesTest-da_tabaseﬂlis b Templates - | + | | Search Templates Je
I Organize Mew folder =« [l @
B Mame Date modified Type
B Desktop || Test Termnplate.adtpl 19/01/2018 10:25 A4TPL File
4. Downloads

% Dropbox (Swiftpe

;
= Recent Places

m

1 Libraries
@ Documents
J’ Music
[ Pictures
B videos —

1M Computer
E Local Disk (C) = 4 | il b

File name: | - ’Template Files v]

| Open |v| | Cancel |

Once you choose your template and click Open, Word will then launch using the selected template.

Documentl [Compatibility Mode] - Word

Insert Design Layout References Mailings Review View Add-ins Q Tell me... Steven Jackson ,Q_.Share
= ibri 'y e e T A Find ~
- - - | A = w I— v a— =3= &
Mo |Caliri U C[A A Aa- B is-is - Si =22 BT aasbcenc| AsBbcede AaBbC AaBbCel L g o
- | fac Replace
Paste - 2 aly . L EeEE== = i i =
: & B I U -abkex x v - A =S=== = TMormal | TNoSpac.. Headingl Heading2 |= [y Select~
Clipboard = Font ] Paragraph ] Styles ] Editing -
Hi Stewven, this is just a quick notification to let you know that your Support Contract is due to expire on
18/01/2019.
Your account manager will be in touch in the next week to discuss your renewal.
Thanks for being a part of the Act! family!
Yours,
Steven Jackson
Act! Trainer
Pagelofl Slwords [[® B B - 1 +  100%
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Merging Multiple records to Email/Word

As well as merging to individual records using the Custom Tables feature, you can also merge
multiple records at the same time. We will demonstrate merging to multiple records using Email and
Word below.

Firstly, you must highlight all of the records that you want to merge. This is typically done by using

the Custom Table option in the navigation stackbar so that you have a list of records that you can

merge.
Support Contracts © | [@Add [3Delete | FaGroup I | © QuickFiter I |
B Export EI‘ Print Query | All Records A

Contact Serial Mumber Start Date
Diylan Mguyen ACTOO05 03/01/2015
Steven Jackson ACTOO01 18/01/2018
Liz Dittmeier ACTOD4 08/11/2017

Support Contracts Allison Mikola ACTO02 13/01/2018

Contacts

To highlight the records, use the CTRL or SHIFT keys on your keyboard (you can of course create a
Group or use the Quick Filter to help narrow down your list). Once you have the desired records

highlighted, right click on them and choose the option Merge To.

Contact Serial Mumber Start Date

Sean Duffy ACTO03 12/12/2017
Dylan Mguyen 03/01/2018

Steven Jadkson i 18/01/2018

Liz Dittmeier & 08/11/2017
Allison Mikala 18/01/2018
» /01

J5 Reassign Linked Records »

Copy To Linked Records

m@ Word

If we choose the option for Email, we will then be prompted to choose the template as previously,

but after that we will see a new screen.
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Perform Merge X

Email Subject

Please enter the email subject

(Separate multiple email addresses with comma or semi-colon)

CC Addresses

[ ] cC addresses on the initial email only

BCC Addresses

[TTrRrr addrecass nn the inital email anle

Mext = Cancel

Enter a Subject for the mail merge.

As part of this process, an individual email will be sent to each of the Contacts separately, exactly
the same as with the normal Act! Mail merge feature. The options you can see on the screen above
are if you also want to copy in additional email addresses (such as the account manager for

example).
Once you click Next, Outlook will then send out all of the emails automatically.

Once the process is complete you will receive a confirmation message.
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Perform Merge X

Merge complete

Please press Finish to dose this wizard,

Finish Cancel

If instead of choosing to merge as an Email we choose the option for Word instead, we will once
again be prompted to choose a template. As soon as you have chosen a template however, an
instance of Word will then open for each Record highlighted. So for example, if | have three

records highlighted and perform the merge to Word, three documents will be opened.

o.. wJ Documentl [Compatibility Mod... w3 Document2 [Compatibility Mod... w3 Document3 [Compatibility Mod...
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Exercise

Create a simple Template that advises customers their Support Contract is about to expire. Make

sure to include the End Date from your Support Contracts Custom Table as a mail merge field.

Test sending your template to individual contacts via email and Word, then test sending your

template to multiple contacts via email and Word.

78 Back to Top



tablesZlact!

Importing Data

As with many other parts of Act!, it is possible to import data from a Microsoft Excel spreadsheet or

CSV file directly into your Custom Tables. This can obviously save the customer a lot of time,

particularly when they first start using Act!. The recommended method of using this feature is to

import information into your Custom Tables for existing records

(Contacts/Groups/Companies/Opportunities) in Act!l. So for example, if you wanted to import a list of

old Support Tickets for your Contacts into your Custom Table, you would need to already have

those Contact records created in Act!.

In the example below, we will examine how to import a spreadsheet and include information on

duplicate checking. As always, we would strongly recommend backing up a database before

performing an import.

NOTE: This functionality currently works in the Act! desktop client only.

The example below will use the following simple spreadsheet.

Ca ~ I Cannot mail merge.
A ] C
1 |Contact Date MNotes
2 |William Cadbury 01/08/2017 Cannot open database.
3 |lonathan Jenkins 03/09/2017 Interested in using AEM.
4 |William Cadbury 17/08/2017 How to Export to Excel.
5 |lonathan Jenkins 12/12/2017 How to Creat a Group.
& |Herman Getter 15/09/2017 Forgotten password.
7 |Chris Burn 26/08/2017 How to create a new User.,
& |Meagan Ryan 20/11/2017 |Car1m:|t mail merge. l
0

To begin, click Custom Tables > Data Import > Import From Spreadsheet.
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Emarketing Helg | Custom Tables
@ Iii'%] Manage Custom Tables
ﬂen;ti ng TI:I:DD Data Import 3 Import from spreadsheet
[E] Manage Templates Migrate from contacts
(G» Reload Schema
rag All | Loockup S4le Apply Theme N Opt
| FPhaone What's new Address 1 Addressf?
Cadbury 012145 About
n Jenkins
Cadbury 012745 Tdabted e Emdmrr=FreborBee=RS=-Bel 2, By
nJenkins (214) 555-2215 Crwner 2256 Circle Lane  Suite 4

You will be prompted to select the spreadsheet file that you wish to import. Click the ellipsis icon,

browse to your spreadsheet and click Next.
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o Import Data -0

Select source file

Please select the spreadsheet file which will be imported in the database:

Mext = Cancel

Select the table from the dropdown where you want to import the records to. Click Next.
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ol Import Data X

Destination Entity

Select the table where the data will be imported to:

‘Support Tickets i-

Mext = Cancel

If the spreadsheet contains fields which can be used to link the records to an Act! entity such as
Contacts, Groups, Companies or Opportunities, select and map them. In this example we want to
import Support Tickets and have them match against existing Contact records which has been

highlighted below, but note too the other entity options at the bottom of the window.
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o Import Data - 0ox

Map Entity Felds

Please select the fields which will be used to link the newly created records to Contacts, Groups, Companies, or
Opportunities. If no matches are found, the records will be linked to your own Contact recard.

Contacts
Impart Field Act! Field
»  |[CEEES - ||contact -
¢ | A >
Companies
Groups

Opportunities

< Back Mext = Cancel

If no mappings are defined, the records will be imported under the currently logged in user’s
contact record. This is why it is important to make sure the Contact records you wish to import
information against are already created in the database (as mentioned at the start of this section of
the training). Ideally you will want to map several Act! fields at this point to make sure that the
imported data links to the correct existing records. In this example we will only map one field,

Contact, and see if there are any problems.
Click Next.

Map the Import Field fields to the Custom Table Fields. If you wish to duplicate check the records
that will be imported, you can enable duplicate checking on the required fields by checking the

Duplicate Check column. Click Next once fields you wish to import are mapped.

83 Back to Top



tablesZlact!

In the example below, we have a Contact column that is not mapped at this stage. This is because
our Custom Table itself does not have a Contact field. This field has only been included on the
spreadsheet to make sure that the records link to the correct Contacts once they have been

imported (see above screenshot).

o Import Data X
Map Custom Table Felds
Impart Field Table Field Duplicate Chedk
Contact | ﬂ |:|
Date |Date - 1
Motes antes - |:|
<Back || MNext> ' = Cancel

From the dropdown select the action that will be taken if a duplicate is found.
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ol Import Data - o

Duplicate Check Settings

When a duplicate is found, perform the following action:

Owerwrite -

Cwverwrite if field is blank
Do not overwrite

< Back Mext = Cancel

Press Next twice to import the records in the database.
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ol Import Data - o

Confirmation

Required data for the import has been collected. Please press Next to being imparting the data.

Cancel

Once the import completes, you will see the following screen.
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Importing data. ..

Import Data

19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:
19/01/2018 14:15:45:

Mo duplicate found. Creating new record
Linking Contacts

|Ipdating mapped fields...

Processing Row: (5/3)

Mo duplicate found. Creating new record
Linking Contacts

|Updating mapped fields...

Processing Row: (56/3)

Mo duplicate found. Creating new record
Linking Contacts

|Updating mapped fields...

Processing Row: (7/3)

Mo duplicate found. Creating new record
Linking Contacts

Updating mapped fields...

Processing Row: (3/3)

Mo duplicate found. Creating new record
Linking Contacts

|Updating mapped fields...

Import completed. Please press Mext to continue.

Mext =

Click Next to see the final confirmation screen, then click Finish.

The records will now have been imported into your Custom Table. As we can see below, the new

records have been added to the Support Tickets Custom Table.
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o @Add |__;'¢De|ete Gl Group IZI @ Quick Filter IZI EESummar}r IZI ‘ EH Customize Celumns
B Export E,I Print Query | All Records v
Contact Date Motes
Herman Getter 15/09/2017 Forgotten password.
Sean Duffy 15012018 Forgot Password.
Dr. Brian Bayne, M.D. 18/10/2017 Meeded help defining fields.
Steven Jackson 03fo1/2018 Forgot password.
Steven Jackson 22{12§2017 How to take a backup.
Steven Jackson 13/12/2017 Could not open Database.
William Cadbury 17/08/2017 How to Export to Excel.
Chris Burn 26/08/2017 How to create a new User,
Meagan Ryan 20112017 Cannot mail merge.
Jonathan Jenkins 03092017 Interested in using AEM.
John Guild 15/11/2017 How to use Custom Tables.
Mark Scott 19/01/2018 How to take a backup.
William Cadbury 01/08/2017 Cannot open database.

Earlier in this section we mentioned that when importing the spreadsheet, we wanted to import the
records against existing contacts in Act!. As you can see in the first column, this has occurred
successfully. However if you recall, we only chose one field to base this mapping on, the Contact

field and this could cause us problems.

If we open up one of Jonathan Jenkins records, note the Contacts listed at the top of the record.

o Edit Record - SupportTickets -0 x
Contacts Jonathan Jenking, Jonathan Jenking
Companies
Date 12{12{2017 -+ MNotes How to Creat a Group.
Support Confracts

OK
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We have two Contact records in Act! that are called Jonathan Jenkins, and as we only matched on
that one field, BOTH contacts have been linked to this Support Ticket record. That is why it is

recommended to match on as many fields as possible.

Exercise

Import the spreadsheet entitled Tickets Import into the Support Tickets Custom Table in your

database.

NOTE: You will want to replace the contact names in the spreadsheet with names of the contacts

you have been working on in your database.
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Migrating Data

Instead of importing data in, it may be the case that customers have been recording information in
normal Act! fields that they want to move to a custom table. Perhaps for example the customer has
created additional fields to record the customer’s serial number, but now they have a dedicated
table for it and they wish to transfer the data to the Custom Table instead. This section will examine

how to do this.

In the examples below, we will be moving data from the Test Serial Number, Test Start Date and

Test End Date fields into the Support Contracts Custom Table.

Contact Bill Craig || TestSerial Number |ACT006
Company KKQS Radio (.| Teststart Date 10/10/2017 -
Title Operations Manager - Test End Date 10/10/2018 -

NOTE: This functionality currently works in the Act! desktop client only.

To begin, browse to the Contact record that contains data you would like to migrate to a Custom

Table, or create a lookup to perform this function for multiple records.

‘A

[[] Edit Mode | [[] TagMode Tag All Untag All | Lookup Selected  Omit Selected

L (8 Company Contact Phane Extension Title Address 1
KKOS Radio Bill Craig (480) B55-2146 Operations Manage 1020 5. Amelia Rd

Dunder Miffline Inc Mark Scott T16-2845-6500 Branch Manager 617 Main 5t

Click Custom Tables > Data Import > Migrate from Contacts
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Emarketing Help | Custom Tables

|$l

"

W Manage Custom Tables -
(! g’/l 29 )
leeting | To-Do E Data Import » |BE Import from spreadsheet

m ] Manage Templates Migrate from contacts

(G Reload Schema

ag All | Lookup Sele Apply Theme N

Phone What's new Address 1 Address 2
ns Manage 1020 5. Amelia Rd  Suite 200

About

B \znager 617 Main St Suite 100

Select the table where the records will be imported to from the list of Custom Tables. Using the

radio button, select the Contacts in the database that will be used to perform the import, then click

Next.

Migrate to Contacts x

Custom Table Selection

Select the table where the data will be imported to:

‘Support Contracts P

Migrate data from:

i@ Current Contact Lookup
i) Current Contact

™ All Contacts

Mext = Cancel
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Map the required Act! Fields to the Custom Table Fields. Press Next twiceto begin the import

process.
Migrate to Contacts x
Map Contact Relds
Map Contact Fields
Act! Field Custom Table Fields
Test Serial Mumber w || Serial Mumber -
Test Start Date * | Start Date -
Test End Date * |End Date -
< Back Mext = Cancel

At the end of the wizard click Finish.

For each Contact, a new Custom Table record will be created and linked to that Contact. If we
check the Support Contracts custom table, we can see the two new results at the bottom of the list

and they have been linked to their Contact records correctly as well.

L3 [@ Add [ Delete Bl Group lil Quick Filter lil B Summary l:l B Export El Print

Query | All Records -
Contact Serial Number 4 | Start Date End Date
Steven Jackson ACTOO1 18/01/2018 18/01/2019
allison Mikala ACTOO2 18/01/2018 18/01/2013
Sean Duffy ACTO03 12/122017 12/12/2018
Liz Dittmeier ACTO04 08/11/2017 08/11/2018
Dylan Mguyen ACTO0S 03/01/2018 03/01/2019

ACTO06 10/10/2017 10/10/2018
ACTOO7 08/11/2017 08/11/2018
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NOTE: The data in the original Act! fields has NOT been deleted. Once the customer has moved all
of the data successfully, they might consider deleting those original fields since they will no longer

need them (after taking a backup).

Exercise

Create 3 new standard fields in your Act! database, and call them Serial Number, Start Date and
End Date. Make sure the first is a Character field, and the other two are Date fields. Populate these

fields for contacts that you have not been working on so far.

Use the Migrate process to pull the data for those contacts into your Support Contract Custom

Table.
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Sequential Fields

This very useful feature of Custom Tables allows you to automatically populate a field with the next
number in a sequence when creating a record. This functionality is also known as auto-numbering.
In the example we have been using, this would be very helpful in automatically assigning a Support
Ticket reference. Any new or existing Character type field can be made into a Sequential Field. In the

example below, we will look at creating a new Sequential Field.

Creating Sequential Fields

To begin, click Custom Table