Cornerstone Solutions

To change User name due to a name change...
If you have a name change (e.g. a new last name due to marriage), follow these instructions. ..

1. Login to the ACT! database using your old name...
2. Then from the menu select File, Administration, Define Users...
3. Click on Add User
4. In the User name: box, enter the name “Temp”.
5. Change Security level: to Administrator.
6. Click OK
7 . Clle on ASSlgn NOW- X3 These users do not have My Records', and will not appear in any :‘g};diiﬁfﬂy“?l.:2'2::::;??’;f&lﬂeﬁs-;fz\ﬂl{i::::.ﬁ,smemns, fauesindlienoits
uszer lists. “T'ou can assign each a My Record now [double-click. N . s
. on each user o select each user and press the 'Assian Mow' Create using { h
8 . Type the name “Temp” ln the button), or the user will be prampted when they first login, Company: :}
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9 : : Address: I Select
Record” Information dialog. —
; | I
9. Click OK o —
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10. Answer Yes to indicate that Gt Y e | [ e T ]
the My Record information is Courty
correct.

11. Click File, Close

12. Click File, click on the number 1 near the bottom of the menu (this opens the database that

you were just in).
Enter your user name for this database:
13. Enter the user name of Temp (no password). [rerd |
Enter pour password for this database:
14. Click OK ! !
[ Bemember passward
15. Now let’s change your old name to your new name. Click File, [ o [ ot [ e ]

Administration, Define Users... (If you can’t click Define Users,
you forget to make the Temp logon an Administrator in step 5 above).

16. Click on your old name and change it to your new name.
17. Click OK
18. Click File, Close

19. Once again, click File, then click on the number 1 near the bottom of the menu.

Login to Cornerstone.dbf

. 20. Backspace over the “Temp” name at the logon prompt and enter
your new name in the user name area.

. Click OK

Enter your user name for this database:

|Temp| <—Enter your new name here. |

Enter pour password for this database:

] Remember passward
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22. Now let’s remove the “Temp” name. From the menu select File,
Administration, Define Users...

23. From the names at the left, click on “Temp”.
24. Click Delete User.

25. Click on the Delete records option, then click OK. (7his is the only
time that the Delete Records option should ever be selected. In all
other cases you should select Reassign so that you do not loose
contacts in the database.)

26. Answer Yes to “Are your sure...”
27. Click OK to close the Define Users dialog.

All notes and activities will now be assigned to your new name.

Delete User [ ]
You are about to delete the user Temp from this
database. To maintain records belonging to Temp,
please reassign them to another uger.
& Dlsle records

" Beassign to ancther user

Select from existing users:
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