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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

Custom Contact Screens

contact information as well as ‘code’ each contact with various attributes

such as Constituency, Interests, Affiliations, and List Sources.
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This area cah be used to type general comments about the contact. Paragraphs and paragraphs of infarmation can be entered here, For more
structured notes or to log specific activity, pou can use the Activity/Motes Log.

The Activity/Motes Log tracks date-oriented notes and comments.  With a more structured format, you can easzily query all the activity in a particular
date range and print useful statistical reports.
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The Date Entered, Date Changed, and User Name can be entered
automatically.

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.



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.
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E -mail |I|Ear@ssitraining.mm

An Email button can be built
to automatically launch your
email program and address a
new message to the recipient.
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Automatic Emall
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£33 This message has naot been sent.

Ta,..
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Subject:

llear@ssitraining, com

Sarmple Email Message

It takes less than 15 minutes to build an email button <
to launch your email editor and address a message to
the recipient |




Copy Name and Address

Copy Mame and
Addrezs to Clipboard

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.

Contact Info Copied x|

The Following walues were copied
to the clipboard and can be pasted
inko other applications:

s, Lynn M, Lear

Director, Consulting and Application Development
Softek Services, Inc,

8221 Old Courthouse Road

Suite 207

Vienna, WA 22182
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June 3, 2001

Ms. Lynn M. Lear

Director, Consulting and Application Development
moftek Services, Ine.

5221 Old Courthouse Foad

Suite 207

Vienna VA 22183
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Dear Mz Lear:
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Multiple Contacts Within Orgs

Quite often, you will need to track multiple Contacts within the = Centast  [Ms. =JjLyrn M [Lear | =]
same Organization. Therefore, the Organization field could be = Broco g sd fepiesion Developmen

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.
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Informatlon. Thls Screen aISO ||StS a” organization. Double-clicking on a contact will automatically take you to the Contact's information.
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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.

E3 Available Reports to Print,/Preview O] |

Reports Menu

Predefined Reports I Query Reports I

Daralions & Prt Provion
Itvdex Card Dot Matrix] for a Specific Mame

Labels (5161] far Anniverzan £ Prirt Immediatehy [EapiEs; |1
Labels (5161] for Bithdays

Labels (Dot Matriy) for a Specific Name Cloze | Brint |

Mate: "When making reports, please include a description.

To add a description, right-click on the report name in the
Databaze window and select Properties. Tupe in a
dezcription and click OF.




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.
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AMY of the following counties
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Calvert [T Include <-Deleted
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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.
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Set Search Criterion | view Search Results I Expart Selected Fields I

Step 1: Select Field, Comparizon, and Write S election Criteria

Field Comparison Criteria
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Show records that meet the following criteria:

» Iﬂ [State] |z Equal To Virginia

Step 3 Dizplay Records |

Clear All Criteria |

X
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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.

B Advanced Search

| Set Search Criterion  Yiew Search Results I Expart Selected Fields |
Prefis | Firsthame [ Ml [LastName | Suffie [ Title | Organization [ Streett
s, Lyrn M. Lear Cirector, Consulting and Appll Softek Services, Inc. 3221 Uld Con
bdr. Charlie b artinez Senior Developer Softek Services, Inc. 3221 0ld Con
<] | i
Send Group Email | Recard Count: 2
I

\

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

I

A record count
appears.




Export Query Results

This Export screen allows users to select any combination of fields and the file

format to export.

E Advanced Search

Selzct Fields to Expart

| 5et Search Criterion | view Search Resuks  Export Selected Fields I

(rganization

Street]

Street2

Streetd
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Erport Format |M icrozoft Excel | |

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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