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Sample Features in a



Main Menu

All systems will 
open with an 
attractive Main 
Menu that 
incorporates your 
Organization’s 
color scheme and 
logo.

This helps users 
navigate to the 
various system 
components and 
exit from the 
program.



Custom Contact Screens

Custom buttons can 
be added to help 
add/delete contacts, 
add new contacts in 
the same organiza-
tion, or copy a 
contact’s name and 
address to the 
clipboard so you can 
paste his/her 
information into any 
other Windows 
program.

The Comments 
field can be 
used to store 
general 
comments and 
notes about 
the contact.  

All screens are customized with the fields and attributes that are 
important to you.  For example, this client needed to track standard 
contact information as well as ‘code’ each contact with various attributes 
such as Constituency, Interests, Affiliations, and List Sources.

The Date Entered, Date Changed, and User Name can be entered 
automatically.



Activity/Notes Log
An Activity/Notes Log can be used to store structured activity and notes.  
This information can easily be queried by Activity Code or Date Range in 
order to provide useful management reports.

Custom 
Activity Codes 
can be entered 
here.

Your username 
will be inserted 
automatically  
here.

The current date will be inserted 
automatically, but you can enter your 
own date if desired.



Automatic Email

An Email button can be built 
to automatically launch your 
email program and address a 
new message to the recipient.



Copy Name and Address

A big time saving tool is having 
the ability to copy a contact’s 
name and address to the 
clipboard so you can paste 
his/her information into another  
Windows program for a 
addressing a letter or envelope.



Multiple Contacts Within Orgs

Clicking the EDIT button next to the 
Organization name on the Contact 
screen displays Organization 
information.  This screen is used to 
store the main address and phone 
number for an Organization, which 
could be different than the Contact’s 
information.  This screen also lists all 
Contacts related or linked to the 
Organization. 

Quite often, you will need to track multiple Contacts within the
same Organization.  Therefore, the Organization field could be 
more dynamic by displaying a drop-down list with all the
unique Organization names entered into the system.  A user can select an Organization from the list or 
start typing a name.  When typing, the system automatically fills in the name as it finds matches.  



Easy to Print Reports
Although Softek can create custom reports for any new system, we like to 
encourage our clients to participate in the report creation process, if desired.  With 
a little training and guidance, users can create their own custom reports.  Our 
Report Menus are designed to show all reports created by either Softek or you.  



Custom Report Interfaces
Custom Report interfaces can also be created based on the types of items you 
print most often.  For example, the interface below was designed for a client that 
always printed labels or lists, but for various categories of contacts.  This screen 
allows a user to select multiple categories and other coding fields, then print.



Custom Query/Export
Custom Query and Export interfaces can also be created to help users with little 
Access or database experience find and extract information.  

Step 1:  Select the 
Field, Comparison, 
and Enter Selection 
Criteria.

Step 2:  Add the 
criteria to the area 
below.  You can also 
delete criteria if you 
make a mistake.

Step 3:  Display the 
records.



Query Results/Group Email
The Query results will appear on its own tab.  After reviewing the results, users 
can easily click back on the first tab if they need to adjust the criteria.

A record count 
appears.

This will automatically launch your email program 
and address a new message to the entire group.



Export Query Results
This Export screen allows users to select any combination of fields and the file 
format to export.  

Users can select 
the file format 
(Excel, Ascii, 
Word Mail Merge, 
etc.)

Users can select their own combination of fields 
depending on the purpose of the export.



More
This was just a sample of some time-saving Contact Management features that 
can be built into any custom system.

Softek would be glad to demonstrate additional systems or provide ideas for 
custom features that would help better organize, manage, and process your 
information technology needs.

Please call or email if you would like to schedule a free initial consultation to meet 
our staff and learn more about our services.  
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