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The GoldMine Opening Screen

oldMine’
Sales & Marketing.

GoldMine® Sales & Marketing with GoldSync ©
Yergion 5.70.11111 November 2001

Serial Mumber;

Copyright © 1989 - 2001 FrontRange Solutions Inc. Al rights reserved.

After double clicking on the GoldMine Icon on the Desktop, the above Opening Screen
will appear. To enter GoldMine you will need to type in your Username and Password,

should you have one? Your Systems Administrator will set these up.
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Introduction

GoldMine's contact screen consists of five components and the Contact Record: -

Main Menu Toolbar icons

Title Bar

Phonel: 01924507260

Phone2: 07984883857 Type: PCMble

Phone3: 08081443344 Type: Free
Fax: 01924507281 Del:

- E-mail: info@caltech.co.uk

1 \Web Site: http: Hwe. caltech.co uk

Company: Caltech 1T Lid
Contact: Phil Callaghan
| Depariment: Last: Callaghan
Job Title: Managing Director Prefix: tr
Sowrce: GoldMine

Address 1: Units 20-21 Business & Technology Centre
Address 2 Grange Rd
Address 3: Batley
Town/City: WAKEFIELD

County: West Yorkshire P'Code: 'WF17 GER
Countsy:

Status: Staff
Industiy: Software Suppliers
Interest: NAA

Acc Manager. N/A
Support;

ity Y L Contacts\ B

, Technical Director
| Project Director
! Basic Level Trainersd

Dianre Laycock
i Teccy's Only

Freephone

Date & Clock notification

Contact

Record

Units 20/21 Business & Technology Centre

£ 7
¢ Grange Road, Batley
& WF17 6ER
Tel: 01924 507280 Fax: 01924 507281

INVERTOR B PEOPLE . B
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Menu's & Commands

The Main Menu offers the first level of commands, which define all the features available
to that User.

Where appropriate, a menu option may have sub-menus; a right - pointing arrow will
indicate these.

If a menu is 'greyed out', that function cannot be used by that User. This can be for three
reasons: -

1. That option does not apply to the current selection

2. Another option must be activated before you can select the 'greyed out' option

3. Security restrictions based on your User name or User group prevents you accessing

that option. The User with Master Rights is the only person who can set security
options.

22 GoldMine Sales & Marketi

- B} vev Lo

“Greyed out” options

. Units 20/21 Business & Technology Centre ey D
¢ ‘} Grange Road, Batley / UM
%-:,@ WF17 6ER mi}"fﬁ
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Toolbar Icons

These enable you to access the main options quickly.

When the mouse cursor is over the icon, a description of its function will be displayed on
the Status Line and in a bubble over the icon.

InfoCenter

Toolbars are fully configurable, subject to having the necessary rights. It is better to start
with a toolbar that only shows the most commonly performed tasks. They can be
displayed in large or small format.

oy Units 20/21 Business & Technology Centre .. 6
# QM
¢ Grange Road, Batley 36
\ WF17 6ER L4}
INVENTOR IN PEOPLE Tel: 01924 507280 Fax: 01924 507281 BREKSTERES ¥ERM
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Managing Contact Records
Lookup

This is the most important task to learn - you must be able to find the details of your
contacts quickly and efficiently.

oldMine Sales & Marketing
E@E&c : k §_ cheduie

|Find contact |

There are several different methods of searching for a record, depending on where the
information is held within the database.

Indexed Fields

To search via an indexed field, either:

e Select Lookup and then the field by which you wish to search.

e Double - click on the contact record's label, i.e. the word Contact.

GoldMine Sales & Marketi .
e E— The fields listed are termed

as Indexed fields, and they
can all be double clicked on
to sort or search by.
Company

Contact

Last

City

County/State
Postcode/Zip

Country

Phonel

Key1-5

- Units 20/21 Business & Technology Centre

S ¢ s st

&L& Y Grange Road, Batley QM

{‘i*_s,;.g WF17 6ER
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Detail Record

Phil Callaghan

Phonel: 01924507280 Type:
Phone2: Type:
Phaned: . Type:

Fax: 01924507281 Del:
| E-mail: info{@caktech.co.uk.

- | Web Site: hitp:/Awww.caltech.co.uk

2! Company: Caltech 1T Ltd

; Contact: Phil Callaghan
Department; Last: Callaghan

Job Title: Managing Directar Prefix: Mr
Source; GoldMine

Address 1: Units 20-21 Business & Technology Centre

Address 2: Grange Rd . Status:
Address 3: Batley fndustry;
Town/City: WAKEFIELD Interest: N/A
County: West Yorkshire P'Code: WF17 EER | Acc Manager. N/&
Country: Support: N V\
These are the five
key fields.
. Units 20/21 Business & Technology Centre . 8
g}’ Y Grange Road, Batley / Q%’%
N WF17 6ER L4014
INVEXTOR IN PEOPLE Tel: 01924 507280 Fax: 01924 507281 HeGHRIEVED Siknd
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LookUp Tables

These allow you to select certain data from predefined 'pick - lists'.

The LookUp facility makes it faster to input routine data and ensures that the data is
entered in a consistent way. There are three types of LookUp Tables: Text Table,
Calendar, and Clock.

Text Tables.

These can be accessed for most field values.

Click on the arrow at the end of the selected field. This will display a list of lookup table
entries that can be selected. (F2 or right clicking in the field will also displays this list).
Highlight the required choice and click on the Select button in the Window view, or
double click on the chosen entry.

Zoles Manager
— : . ~ | Ceoelay
Phil Callaghan Bfomey  CSystemcAndbst

n Compary: Caltech1.T. Ltd
‘ Contact: Phil Callaghan

Source: AVG

Address: Units 20-2) Business &

ISR

Selecting Lookup
Window will

display the screen
on the left.

Click here to activate list

Selecting New enables you to
add entries to the list.

Delete enables you to delete
from the list.

Selecting Edit can amend
existing entries.

Choosing Select allows you to
choose the required option.

strator

1 Attomei

| Book keeper
Corsultant

{ Dentist

Dresign Consultant
Director

1 District Marager

- | Engineer

1 Exec. Vice President
Genegral MGR
Giowp LT, Director

; L
Headmaster . §e§aﬂ§ i

Loan Officer

—~iness & Technology Centre

¥y o Grange Road, Batley QM
(N WF17 6ER ‘(ﬁg,m
ENVESTOR IX PEOPLE Tel: 01924 507280 Fax: 01924 507281 By i

E-mail: info@caltech.co.uk Web: www.caltech.co.uk
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Drop - Down Lists

Throughout GoldMine there are various boxes containing Drop-Down lists. The down
arrow at the end of the field box identifies these.

@ Conlact Lnslmg

sz:i Ziama i

Sont Ekdef Compan_l,l v »

‘ Company
3!6 Colurn. Contact

Country
Phonel
Sales Focus
Account
industry
Interest
Pmduct

To select an item from these lists, first click on the down arrow. Use the cursors or your
mouse to select the required item.

-~ Units 20/21 Business & Technology Centre . 10
¢y Grange Road, Batley / UM
‘é‘h "g WF17 6ER - m;ma(;

SVESTOR X PEOPLE Tel: 01924 507280 Fax: 01924 507281 HECHSIERED iR

E-mail: info@caltech.co.uk Web: www.caltech.co.uk
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Identifying Your Contact

Whenever you search a Contact Listing window is displayed. This shows three columns
of information:

e Company Name
e (Contact Name
e Any Primary field or user-defined field by changing the 3™ Column Field.

3 Cuntact Lisling

The required contact
record will appear with a
ring around it. When the
record you require has

this ring, press Enter.

Terence
GlenM

ark

Johny
i‘m

Philip

01709-885628
01509770333
07713164143
01246-452225
0113 2361776
([114-236-6434

Enter here 0 c ‘- i
the first . gwi{%a&exgrompam z % .
letters of the ~
name of the
entry you Ealdbec!"lnkenors Ltd. T Bernard
want to Calder M asonty Nichola
Calderdale & Kisklees Tech
Search fOI‘. Caledonian Plastics Ltd. John
Caledonian Plywood Company Jaohn
Call Centre Si t Ltd M
Eeh T T BTt ] — Lists every Contact &
Arth 3-630692 M
Nick. raziezn | COMpany you put in your

database.

This list will change as
you type, providing the
correct data has been

| entered into the database.

Find Value - The actual item being searched for, E.g. Company Name or Contact Name
or the Phone Number.

Sort Order- This determines the field on which GoldMine will search. This can be
changed at any time. E.g. Contact, Company, Phone 1

3" Column - This determines which field will be displayed in the 3 Column.

Primary Contacts - This allows you to search for contacts in the Primary Contact area of
the database.

Additional Contacts - This allows you to find a contact record with an Additional
Contact that matches the contact name entered.

Syne 3" Column w/Sort - This changes the 3 column to display sort criteria specified
in the Sort Order box.

Syne Contact Window - This automatically selects whichever record has been
highlighted in the Contact Listing window.

P~ Units 20/21 Business & Technology Centre 11
' Grange Road, Batley QM
‘N WF17 6ER Y Sk

—— Tel: 01924 507280 Fax: 01924 507281

E-mail: info@caltech.co.uk Web: www.caltech.co.uk

SM/EUTR/00/01
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Entering a New Primary Contact Record.
**NB** It is important to note that all data must be entered in proper case. This helps
with formatting to Word links and also makes searching for contacts easier.

#2 GoldMine Sales & Marketing

nd Contact .

. - Selecting this will produce the box as shown
Mew Contact to an Ewsting Lomy

- below.
Chatt, Compary and

Add & New Cortact to an Esisting Ot

To add a new contact record to your database, File>>New Record.

Ensure that the International Format box is ticked.

Create Duplicate Record - This option copies information into the new record from the
last views contact record.

View in New Window - This option will result in two contact records on the screen. The
last one viewed, and the new one.

Add a Hew Beo
' Enter here the name of
the New Company.

Click OK or press Enter
when you are happy.

Ent
Primary Contact for the
Company.

0 1 924 50728 1 nﬂ;gt}\%:av?mﬂ
www.caltech.co.uk

SM/EUTR/00/0]
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Duplicate Checking - Specify the level of duplicate checking required by placing a
check mark by the relevant option: Phone Number, E-mail, Contact Name, Company

Name.

INVERTOR IX PEOPLE

SM/EUTR/00/01

Units 20/21 Business & Technology Centre
Grange Road, Batley
WF17 6ER
Tel: 01924 507280 Fax: 01924 507281
E-mail: info@caltech.co.uk Web: www.caltech.co.uk
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Adding Primary Information to the Contact Record.
Once you have created a new record following the steps mentioned over the page,

GoldMine will prompt you to continue to enter data on the contact record by highlighting
the Dept field.

« Phil Callaghan

P = Company: Caltech .T. Ltd

Depending satact: Phil Callaghan
: Last; Callaghan

on hOW' your : Manging Director Dear:. Phil
GoldMine Source: AVG Asst: Mr
has been set Address: Urits 20-21 Business & Technology Centre
up, there : Grange Fid

' . Batley
may notbea City: Wakefield
Dept title County: West Yorkshire P'Code: WF17 GER

~ Country: Merge:
present. S s :

Continue through each field in the primary area of the contact record by pressing the tab
key or by using the mouse.

A field can be edited in one of two ways:
e Left click to the right of the label on the field you wish to add/update.
e Right click over the field you wish to add/update and select Edit Field Name.

EdiCouny

Lackup Caunty
Sotbeloty

GoldMine automatically saves your entries as soon as you tab to the next field or press
Enter.

o Units 20/21 Business & Technology Centre 14
¢ Y Grange Road, Batley oM
(N WF17 6ER Y 3l

INVESTOR I PEOPLE Tel: 01924 507280 Fax: 01924 507281 B G ER Y
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Entering Additional Contacts
When you create a record, the name entered in the primary half of the contact record is

referred to as the primary contact - your main contact.

As your relationship with the contact develops, it is likely that you will begin to meet
others from that same organisation, and you will want to record these names.

The Contacts tab will allow you to store basic information about additional contacts,
such as name, address, phone number, etc. Activities can be scheduled to the additional
contact, and the contact can be identified for a mail shot by the use of the Merge Code

field.

To add additional contact, right click under the Contacts tab and select New.

Contact

’ Selectine New will bring un the box shown below.

4 Contact at Caltech L. T Ltd

Slummany % Fielde & Hotes
e

s Enntacts'\; Details % ¢
: FRelerare

tookin
Send Eoma
Dt *

Eind :
Dutpest 1o *

New

 Delete.
B

Enter here any free
form notes
regarding the

fvﬁ‘
&

e
Qe

N

INVERTOR IN PEQILE

SM/EUTR/00/01

When you're finished, click OK or press Enter.
Edit will allow you to amend an entry already listed.

1. In the Name field enter
the full name of the contact,
as you would address them
on the envelope.

The Ref. Field is displayed
on the contact tab, so
information about the
additional contact would be
useful here.

The Address fields can be
left blank if the address is
the same as the primary
contact.

2. The Dear field can
contain how you would
address the person in the
letter, e.g. Mike or Mr.
Smith

3. The Mail Merge/Codes
field allows you to enter a
user-defined code against
the record in order to
identify the record letter for
mass selling purposes.

Units 20/21 Business & Technology Centre O 15
Grange Road, Batley Km
Tel: 01924 507280 Fax: 01924 507281 ABTERED YR

E-mail: info@caltech.co.uk Web: www.caltech.co.uk
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Contact Tabs

These can be found at the bottom of the Record Window. They are selected via the
mouse or keyboard and contain information relating to the current contact record
displayed.

«5 Phil Callaghan

| g Company: Catech i T Lid Phone £u
Contact: Phil Cabaghan

Phonez: 01924 507280 Ext:

: Last: Callaghan Phone3 01924 507282 Bt

Title: Manging Director Dear: Phil Fax: 01924 507231 Ext:
Souce BT st M E-mait: info@caltech co.uk

Yeleh Site ww oaltech oo uk
Addiess. Uniis 20-21 Business & Technology Centie =

 Grange fid Sales Focus
: Balley Inchisty:
City: Waksfisld Irvetest:
County: West Yorkshire  PCode: WF17 6ER Product:
Cousrty: Setge: Suppon
Summan ' Bt HE  Coniaiay Dot SBae S\ Foasng X Hink NGl s ]
Comments: Last Contact: 25/08/00 5:00sm
Prev Result: | need your idea of the week by tormosow Last Attempt:
Nest Step: Holiday
Last Update: 05/09/00 SUE
Next Action: 26/08/00 Appointmant: 27/07/00 Creation: 20/03/98 PHIL
Call Back: 14/01/00 Forecast: Record: 332 of 4675

There are 13 altogether but additional ones can be added by your systems administrator.
There are four additional contact tabs that can be accessed by clicking on the Spin
Buttons.

| summary\ Fields \ Notes \Contacts Detais \ Pefera

Units 20/21 Business & Technology Centre

N
¥ Grange Road, Batley
\ WF17 6ER
e o Tel: 01924 507280 Fax: 01924 507281

E-mail: info@caltech.co.uk Web: www.caltech.co.uk
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The Contact Tabs have specific functions.

Summary (CTRL+S) - Shows who created the record and when, the total number of
records in the database, the last and next scheduled activities.

Fields (CTRL+N) - User defined fields tailored for your organisation. Fields can be
logically grouped into Views.

Notes (CTRL+N) - Miscellaneous company information shown with the User name,
along with date and time reference.

Contacts (CTRL+C) - Limited information relating to other contacts at the company.

Details (CTRL+O) - Definable field information for many similar record entries, e.g.
Hobbies.

Referrals (CTRL+R) - Links or relationships to other contact records, allowing you to
jump to the referred contact directly.

Pending (CTRL+P) - Displays a list of all activities scheduled for the contact.
History (CTRL+L) - Shows all of the completed activities for the contact.
Links (CTRL+L) - Any Windows file that you choose to attach to the record.
Members (CTRL+M) - Displays membership of specific Contact Groups.

Tracks (CTRL+T) - Shows whether an Automated Process or Track has been attached
to a record.

Oppys (CTRL+Y) - Displays any Opportunities associated with the record.

Projects (CTRL+J) - Displays any projects associated with the record.

Units 20/21 Business & Technology Centre

Sy
\*;_—L&L Y Grange Road, Batley
A\ WF17 6ER
NVESTOR (% PEOPLE Tel: 01924 507280 Fax: 01924 507281

E-mail: info@caltech.co.uk Web: www.caltech.co.uk

SM/EUTR/A0/01
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Managing Contact Records.

Summary Information.
As soon as a User completes or schedules an activity or updates the record, this tab is
updated in GoldMine.

The only fields that are updateable are: -
e Comments

e Previous Result

e Next Step

Summary\ Fiekl %\ Naowe \Dowsch s Derale kﬁéﬁ;ﬁ&i?mg%ﬁn@& Lok Rouy {i v% 3

Comments: Last Contact: 24/06/00 10:54am
Prev Result Last Attempt: )
Next Step: ]
Last Update: 24/08/00 PHIL
Mext Action: Appointment: 15/09/00 Creation: 11/05/00 SUE
Call Back: 06/09/00 Forecast: 24/06/00 Record: 4493 of 4678

If a User is to update the latter two fields, GoldMine will
overwrite whatever has been written when a new activity
has occurred on the record.

- Units 20/21 Business & Technology Centre e 18
ef %‘% Grange Road, Batley / QM
A WFI76eR ~|¥Y 1

SO TN PO Tel: 01924 507280 Fax: 01924 507281 et pan

E-mail: info@caltech.co.uk Web: www.caltech.co.uk

SM/EUTR/00/0]



Caltech 1.T Ltd

“making I.T make sense”
Entering Notes
Free form notes are kept under the Notes tab.

Sumanyy Fieids * Notes “\(Contactsy Deisl \ Rofens\ Pendig \ Hisow % Liks AN «]»
=% SUE “* August 4, 2000 at 4:48pm

> PHIL = March 20, 1999 at 2:53pm

To insert a note: - Edit>>Insert Note or click on the icon shown below and then enter
your text. **NB** Use of the Notes tab should be carefully controlled. Notes concerning

Insert Note icon

O E& G T e
activities should be entered into the activity notes area when creating or completing the
activity.

. Units 20/21 Business & Technology Centre
§3’ %'gs Grange Road, Batley
A WF17 6ER ¥ 2
XVESTOR IN PEOPLE Tel: 01924 507280 Fax: 01924 507281 hGE R Yot

E-mail: info@caltech.co.uk Web: www.caltech.co.uk
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Scheduling Activities.
Different Activity Types.

GoldMine allows you to schedule a variety of activity types against a contact.

The types of activity available are: -

e Call - A planned outgoing telephone call to be made in the future. Unscheduled
outgoing and incoming calls can also be recorded.

e Next Action - Scheduled manual tasks, such as checking to see if something has been
done.

e Appointment - Planned date - specific meetings with contacts or meetings between
members of your own organisation.

¢ Literature Requests - An activity that logs particular documents or brochures to be
sent to the contact.

o Forecasted Sale - The anticipated close date of a pending sale with one of your
contacts.

e Other Action - Miscellaneous activities that fall outside the other activity categories
defined in this list.

e Event - Date specific activities for one or more days, such as exhibitions or
conferences.

e To-Do - Priority ranked activities that do not have a date and appear on a separate To-
Do list. They are not linked by default to the record.

An activity is always associated with a User, it does not have to be directly associated
with a contact.

When linked via a network, you can co-ordinate with other users' calendars creating a

singe integrated scheduling solution. These activities can be used to delegate work, plan

personal calendars, and establish routine operations.
Gol

To schedule an activity,
select Schedule and the
type of activity required.

. Units 20/21 Business & Technology Centre 20
‘.:,? hY Grange Road, Batley / QM
“'w%,«.g WF17 6ER Y. 25:;;
INVESTOR IN PEOPLE Tel: 01924 507280 Fax: 01924 507281 ik )

E-mail: info@caltech.co.uk Web: www.caltech.co.uk

SM/EUTR/00/01



Caltech L.T Ltd

“making 1.T make sense”

When scheduling an activity, an activity details box will appear. The example shown
below is the Schedule a call box: -

Schedule a Call

The contact name of the
open record will appear
here.

Detal | Users | Besouross | Availabls Time

Clicking on the arrow give
you a drop down box with
suggested entries for the
fields.

Uppottunty / Proect
)

Contact - Name of the person to whom the activity is related. This field will default to
the primary contact, by clicking on the arrow a drop down box will appear with a list of
the additional contacts.

Code - Job code or identifier that categorises the activity.

Colour - Allows the user to allocate a colour against the activity's purpose. E.g. Red
could be for an urgent activity, blue for a none urgent activity.

Reference - A description of the activity, e.g. Return Call. A lookup table is available for
each activity type.

Notes- Displays additional detailed information associated with the activity. Useful to
remind a user to take certain things to a meeting or for putting in brief details about the
reason for calling, etc.

Primary User - Defaults to the currently logged in user name. Scheduling activities to
other users can be achieved by clicking on the drop down list and selecting the required
user name.

Date - The calendar date on which the activity should be completed. A lookup table is
available to help select a date, by pressing F4.

Time - The time that the activity is to be completed. A lookup table is available to help
select a time. Click on the arrow.
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Duration - The anticipated length of time for this activity to be completed in hours and
minutes.

Alarm - The alarm toggle allows you to set an alarm for the activity.
Other Options

T Pivate ¥ E_in;igl
[ RSYP I Noli

Private - An activity can be made private, preventing all other users (except Systems
Administrator) from seeing the detail of the activity.

RSVP - When scheduling for other people, the RSVP can be set. This is so that when the
activity has been completed or deleted a message is sent to the creator letting them know.

Notify - Sends an e-mail message to any users for whom the activity is scheduled or
when a scheduled activity is changed.

Link - This allows you to create an activity not linked to any contact record. If you wish
to create an unlinked activity, uncheck this box.

Once all required details are completed, press Schedule.
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Calendar LookUp Table

The Calendar Lookup can be access from the Date field when scheduling an activity.

Oopodunity / Proect

To activate this lookup, right click in the selected field, or click on the arrow. Pressing F2
will also do the same.

Today's date will automatically be highlighted. Using the Month and Year buttons helps
you jump between months and years. The Today button always brings you back to the
present date.

Weekends are 'greyed out' to show that they are weekends, but they can still be selected.

Double clicking on the specified date or clicking on the Select button, selects the required
date.

Units 20/21 Business & Technology Centre

‘;‘5'&‘ ) ‘% Grange Road, Batley / -/ QM|
g WF17 6ER .
o e P Tel: 01924 507280 Fax: 01924 507281 s s

E-mail: infof@caltech.co.uk Web: www.caltech.co.uk

SM/EUTR/00/01



Caltech 1.T Ltd

“making I.T make sense”
Clock LookUp Table
The Clock can be accessed from the Time field when scheduling an activity
To activate and use this lookup, right click or press the F2
Key in the selected field, or click on the arrow.
Select the correct time by clicking around the perimeter.
The clock is split into 15-minute time segments.
You only ever position the hour hand.

Specify a.m. or p.m.

Select OK when the correct time is displayed.

Units 20/21 Business & Technology Centre
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Scheduling To — Dos

Date or time does not govern To-Dos, and they are not linked to a contact record by

default.

They are useful for helping you manage your time more effectively.
To schedule a To-Do.

Select Schedule>>To-Do from the main menu.

Enter a description for the To-Do and any applicable Notes.

Enter a Priority from 1-9 and a Code

Click OK.

Shedule a To-do

Units 20/21 Business & Technology Centre

{f&' Yy Grange Road, Batley
A WF17 6ER
VS TR P PEORLE Tel: 01924 507280 Fax: 01924 507281

E-mail: info@caltech.co.uk Web: www.caltech.co.uk

SM/EUTRA0/01

A

Cisnaer
RECRTTIEN Fipn

25



Caltech L.T Ltd

“making I.T make sense”

Scheduling Directly onto the Calendar.

You can schedule directly onto the calendar. This is easiest when you are in the Day,
Week or Planner views, because you can highlight the exact time for the activity.
However, an activity can be scheduled from any calendar view apart from the Pegboard.

To schedule an Activity.
Ensure that the correct contact record is active.
Ensure that you are viewing the correct date.

Left mouse click and hold down the button. Drag from the required start time to the
required end time of the activity.

Calendar - Sep 7, 2000
[ M GoldMine automatically
defaults to scheduling an
appointment.

Enter the remaining
' 6 27 2t required data and select
""" e Schedule.

Opportunty /Propst.
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Completing Activities

It is very important to complete activities in order to indicate that the action has been
carried out. Activities remain Pending on the Calendar until they are completed.

The simplest method is to remember that whenever you can see a scheduled activity, you
can complete it.

To Complete a Scheduled Activity.

Highlight the activity to be completed. Right mouse click and select Complete.

This should then bring up the
standard Completion Box as shown
below.

‘ Go {QE}a

Uwis}
Activiies |
Qpﬁw -k

E)aieta
B

{if Complete a Mext Action

Any notes to do with
the completion of the
activity can then be
added here.

When complete, press
OK.
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Contact - Name of the main contact or additional contact, if selected.
User - Name of the user who carried out the activity. This field defaults to your user
name.
Activity - This field carries over the Activity Type selected when it was scheduled.
Reference - The Reference field caries over the Reference entered when it was
scheduled.

Code - This field defaults to the code entered when it was scheduled.

Result - Assigns the activity's completion code. This code is useful for segmenting
activities for reports.

Date - The date the activity was carried out. This field defaults to the current date.
Duration - Use this field to enter the amount of time spent on the activity.

Notes - Stores the details of specific activities. This area will prove useful when browsing
through the history of previous activities.

Successful/Unsuccessful - Used predominantly for calls and sales to show whether
verbal contact was made with the intended person.

Sale Amount - Use to enter amount of sale (record as a Closed Sale or a Lost Sale).
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Completing an Unscheduled Activity.

Find the correct contact record.

This will bring up the
standard completion box

for you to fill in, as
before.

Select the correct activity
—— | type from the bottom radio
; SETmn -] | buttons

430p | PHIL
1200 | PHIL

; Retun Cal
|

Click on OK.

Enter the details of the activity in the completion window the same way as you would for
a scheduled activity.

Units 20/21 Business & Technology Centre
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Viewing Completed Activities.

The History tab shows everything that has happened with a particular contact record.
GoldMine automatically updates the tab with the history of the completed activities,
merger form documents, referrals etc.

| Summary \_Filds N Notes \Costscts\ Detalb \Befers

B [ [rowis [Fowi[Aoerce

L Jdu12.88  DAVID - Foim . | Fax Cover Sheet 1
| { DAVID | Fom ] . Fax Cover Sheet 1
PHIL “Fom  PRN  Blank Letter [Phi]
PHIL i Form i | Fax Cover Sheet
S PHIL : Form { Fax Cover Sheet
PHIL Foim | Fax Cover Sheet 2

5 HFHIL FRH BLeeds Tach Letter [Fill

- 'Histo;y ‘\‘ Links "’9}%1

Zoom allows you to zoom into the
particular activity to see all
available information.
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Sending a letter within GoldMine.

Before you begin, ensure that you have the correct contact record open in GoldMine.

hil Callaghan

Company: Caltech IT Ltd Phonel: 01524507260 Type:
Contact: Phil Callaghan Phone2: Type:
hyuiytuio: Last: Callaghan ‘| Phone3: Type:
Job Title: Director Prefix: Mr Fax: 01924 507281 Del?
Source: N/ E-mail: info@caltech.co.uk
: : A : e Web Site: http: //www.caltech.co.uk
Address 1: Units 20-21 Business & Technology Centre I ; ;i
Addiess 2 Grange Rd | Status:
Address 3: Batley Industry:
Town/City: WAKEFIELD Interest:
County: West Yorkshire P'Code: WF17 6ER Product:
Country: Support:

| Histop > Links \Tontacts \ Detak \Belen
et - e LH ‘ e :
e des ! .
Confidentiality Agreement - Emp . i R [public}
GQuote Template : | i May2,01  {public)
.1 Quote Template : ‘May2,01  [public)
Guote Template iMay2,01 | (public)
| Quote Template |May2,01 | [public)
Confidentiality Agreement - Emp Jun 11,01 i fpublic}

From the GoldMine menu bar select ‘Contact’ and then select ‘Write’ from the drop
down list. From the second drop down list select ‘Customise Templates’. This will open
the ‘Document Management Centre’.
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£ Document Management Cent
:«:e;:i[oublic] , 3
| Document Top ... =
1B Letes Memos ardFaves 3
138 Spreadsheets

£ Envelopes
=] Labels

~-{2] Lelter: Blank Letter

Médmo: Sample Blank Memo
Fak
Letters| Memos and Faxes
[ faxjheader inc loga
-~ [} Geteral letter inc logo
-+ [ Blahk Letter [UK]

-~ [ Letler Head

[ PBA Letter ‘
Dol O\

Select the appropriate user under which you created your template.

This will then display a list of all templates created under that user name.

Document Templates

Defaults Do - - 0

Letter: Blank Letter [ Template Filename blank2. dot
-~ Memo: Sample Blark Memo [ Sort Order

- B Fax 5 { [ App Identifier

= Letters, Memos and Faxes S [} DDE Command

RoLE T

- [ fax header inc logo

s General letter inc lago
- Blank Letter [UK]

[ Letter Head

-~ [ PBA Letter

- Quote letter

. Units 20/21 Business & Technology Centre :
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If there is more than one contact for the company, the ‘Select Contact’ box will appear.
From the drop down box select the person to whom you wish to send the letter.

 Please 3&@2 the contact you ish to

Phil Callaghan _

n TS
Adam Schofield

Chiis D awson
David T aylor
“1Dean Hall
Dianne Laycock
Greg Andre

Keith Cockerham
Mike Armitage :
Ralph Moncrieff-Ross e
SusanMagrath e
System Admiristrator

Once you
have
selected the
correct
contact,
click ‘OK’

GoldMine will then automatically launch Word and your template will appear on screen.

5% Document?2 - Microsoft Word

N July 10, 2001

- Phil Callaghan
CaltechIT Lid
Units 20-21 Business & Technology Centre
N Grange Rd

” Batley

- WAKEFIELD
West Yorkshire
WF17 6ER

w Dear Phil,

- [Eanter text of letter hiere]

Yours sincerely,

Units 20/21 Business & Technology Centre

N
¢ Grange Road, Batley
My oF WF17 6ER

Tel: 01924 507280 Fax: 01924 507281

INVESTOR I PEGPLE

Enter your letter as required.

E-mail: info@caltech.co.uk Web: www.caltech.co.uk

SM/EUTR/00/01



Caltech 1.T Ltd

“making 1.T make sense”
To save your document, select GoldMine from the Menu bar and select ‘Save as
GoldMine Linked Document’ from the drop down list.

goldmine_advancedl.doc - Microsoft Word

|

The ‘Save As’ screen will appear, enabling you to locate the correct directory to save
your document to.

ALWAYS save to the Server where GoldMine in located.

A GoldMine old
inked Dacuments
- Stackeheck

éoldrﬁiﬁe}dvaﬁced lyv‘cio::

type: Nword Document (*.doc)

Once you have located the corre/ct directory, give the file
an appropriate name and click on ‘Save’.

Select the correct ‘Linked
Documents’ directory.

Units 20/21 Business & Technology Centre

Y
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The document will now have been saved and stored under the ‘Links’ tab in GoldMine.
Double clicking on the link will automatically launch the document.
il Callagh

Phone1: 01924507280 Type:

PhoneZ: Type:

Phone3: Type:
Fax: 01924 507281 Del?:

, E-mail: info@caltech.co.uk

| Web Site: hitp:/Awww.caltech.co.uk

iz Company: Caltech 1T Lid
Contact: Phil Callaghan
Last: Callaghan
Job Title: Director Prefix: Mr
Source: N/&

Address 1; Units 20-21 Business & Technology Centre

Address 2. Grange Rd Status:
Address 3 Batley Industry:
Town/City: WAKEFIELD Interest:
County: West Yorkshire P'Code: WF17 BER Product:
Country; Suppart:

Pending % Histony ' Links %‘gﬁmtacisw‘%& Dietals ‘g?iafena?s’%,&}éem&emgﬁmy& E‘Em‘maf

[Gocwet =~~~ flwe @ f® 0 Pee  (Gwe 0 '
aeneral fax header I N (EEE 2
| Corfidentiality Agreement - Emp Mar 29,01 | (public)
1{ Quote Template May 2,01 [public)
Quote Template May 2,01  {public) =
Quote Template May 2, 01 {public]
Quote Template May 2, 01 {public)
| Confidentiality Agreement - Emp Jun11. 01 [public] :j

A fécdrd w111 alsg be"kept under the ‘HiSfdry’ tab,showmgwhom it was sent b)'ft ahd
when.

Phonel: 01924507280 Type
Contact: Phil Callaghan 1 Phone2: Type:
hyuigtuio: Last: Callaghan 1 Phone3 Type:
Job Title: Director Prefix. Mr Fax: 01324 507281 Def?:
Source: N/& - E-mail. infol@caltech.co.uk
= L : : samimzas | wieb Sike: httpr/Aweew. caltech co.uk
Address 1: Units 20-21 Business & Technology Centre e e A
Addiess 22 Grange Bd ~ Status:
Address 3: Batley . Industry:
Town/City: WAKEFIELD Interest:
County: West Yorkshire P'Code: WF17 BER Product:
Corntry: ' Support;

| E-malln

; - Farm ; ter (Phil Callaghan)

\ 4 cirn 3 b ankian]
Jui 10,01 E-maitIn : o o
10,00 KEITH Other

= Units 20/21 Business & Technology Centre
1 R Grange Road, Batley
A\ WF17 6ER
N Tel: 01924 507280 Fax: 01924 507281
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Sending an e-mail through GoldMine

Before sending e-mail you must ensure that the correct contact record is open with
GoldMine.

From the Main menu bar select the ‘Send Internet E-mail’ icon.

4% GoldMine Sales & Marketing

Upon selecting this, the following ‘Create E-mail’ screen will appear.

Croate E.mad R TR

Selecting the tick
el box, ensure that
the e-mail will be
linked to the
contact record.

san Magath

1Bus Magrath
Busziness Development
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To attach a document to e-mail

""'Ereae E-mail

Click on the ‘Attach Files’ icon. This will bring up the ‘Open’ dialog box, from which
you can find the required documents to attach.

Entire Network
Shortcut to cmg oh www. elateral.com
Shortcut to images an www. frantrange. co.uk.
Shartcut to partnering on www. frantrange. co.uk
Shortcut to prezs an wwew. frontrange. co.uk, = Once you have

] Students found the correct
documents, highlight
them and click on
‘Open’.
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Once you have attached the documents, clicking on the ‘Attachments’ tab in the ‘Create
an E-mail’ screen will show you similar to that below.

@ Create F ~ail

Documents selected as
attachments will show here.

Once you have selected the correct documents and are ready to send the e-mail, you can

Your e-mail will now be sent to the specified address.
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