Overview

ACT! Screen Differences
ACT! runs in a Windows environment. As such, it has a similar look and feel to
other Windows applications. Notice the visual similarities and differences in the
look of ACT! compared to older versions.

¢/ Tab controls have moved from the bottom of the layout to the middle of
the layout and there are a few changes.

i View contacts that belong to a Group or
Total # of Contacts in the Database. Company by dicking on this pop-up button.

%% ACT! by Sage Premium for Workgroups 2006 - ACTBDemo E||E|E|

Menu Bar —rFil=  Edt View [Lookup Cortacts Groups  Scheduls  Write  Reports  Tooks  Help

Toolbar 4=14 4« 290f130 » M |_C!} contacts| @3 contact st (2 B 8 @ & (@ M B =] e 7

@ Back @ @ _ontact Detail View Name || View Groups/Companies...
® Company |CH Gourmet Gifts |E] Address | 13 East 54th St. |
= . Contact Chiris HuFf
Navigation Bar f—contacts ontac cone itz [ | |
Click on Salutation |Chr\s ! | !
these icons Title |CEO v | City |New York v |
to switch A Department |Administration vi State Ny |
between ] T ) [T
the difforent g Phone [z1zysss17s8 [ ] Ewt | | ZIP Code [ 10003 .
views in || comparies Mabile [(212) 555-4784 ] Country [united states v
ACT!. E Fax [(212) 555-5855 -]
ID/Status |Employee Ev3 | Web Site |www.chgnurmetgifts.com |
Calendar ! !
Referred By | ~ | E-mail |chris@chgourmetgifts.com |

(P

:.N.o-tes.:“H-istoly | Activities | Dpportu.niti.qs' .G[.DUDS!'.C.D.I'HD jess | Secondary Cortacts | Ijocumer{t‘s 1 Contactlnfo-g User Fields EH'gmg Address |

Task List
E User 1 | \ ‘ User 6 / |
Dpportunity teee | il Tabs ‘ |
B User 3 | Click on these tabs to view ‘ |
= | additional information.
= User 4 | ‘ |
L._\I -
E-mail User 5 | \ User10 | |
e
e
Inkernet
5
Layout Button)| ="
Switch to a different I‘TL&WT\
layout with this

pop-up button. I

¢/ The button that controls which layout is used moved from the bottom
right side of the screen to the bottom left.

Layout ‘_Ffft"; R::ﬁ:" ™ [ Cortact Leyot 2000__] <No Group |
v/ The Group lookup button moved from the Moved to top right...
bottom of the view to the top of the layout o —|

window.
..from lower right.

¢ Title bar displays the name of the program, <No Group:> |
(e.g.,, ACT! by Sage Premium for Workgroups 2006) and the currently
open database name.
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ACT!

Mini Yiew Bar

The Navigation Bar is still on
the left (or up from the bottom
right if you are upgrading from
version 4 or earlier.)

J_Perzonal | atfontacts | Status |

The name of the current view (Contact F@ gaptin SontactsL) NN
Detail, Contact List, Group List, etc.) & Fie Edt Contact Lockup
is now displayed below the menu line okup Contacts Grofps <

instead of in the title bar. v M@ Contads &
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Changing the Navigation Bar Menu
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The Navigation bar displays at the left of the ACT! window. You can
easily customize the Navigation bar to display any or all of the available
icons to help you navigate through ACT!. By right-clicking on the
Navigation bar, you can quickly switch between

¢/ Large and small icons,

v/ aStandard Menu of only the basic icons,
¢ an Expanded Menu displaying all icons, or
v

a Classic Menu that most closely mimics previous versions of
ACT!, (but does not display the Company icons).

You can also easily customize the display to display only the icons you
use on a daily basis.

Procedure:  To change the icons on the Navigation bar menu

1.  Right-click anywhere on A shortcut menu :r"'“\, Company
the Navigation bar. appears with choices Contact
Contacte nntac
related to the % Large Icons

Small Icons

Navigation bar. '

G|| v | Standard Menu
Expanded Menu
Classic Menu

d
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e Customize...

=

2.  Click Expanded Menu  The icons displayed vary depending upon the
or Classic Menu option selected.
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Overview

Click Customize... to
add or remove icons to
your liking.

Drag an icon from the
dialog and drop it on the
Navigation bar where it
should display.

To remove an icon, drag
it from the Navigation
bar and drop it in the
center of the Customize
dialog box.

If your screen size is small, you may not be able to see all of the
Navigation bar icons on the left side of your window. You can

have ACT! display smaller icons and text so that they all display
at the left. Point anywhere on the Navigation bar and right-click.

Click Small Icons.
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Customize Classic Menu local
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Mini-Exercise: Admiring the View Bar

Step

What to do

How to do it/Comments

1.

Practice switching among the different
Navigation bar options.

Try customizing the bar by dragging
icons on and off the Navigation bar.

Return the Navigation bar to the Standard
Menu with its default display of icons.

Right-click anywhere on the Navigation
bar and select a menu option.

Right-click anywhere on the Navigation
bar and select Customize... Drag icons
to your liking.

Remember, to remove an icon from the
Navigation bar, drag it from the bar, and
drop it in the center of the Customize
dialog box.

Right-click and select Standard Menu.
If you customized the display, you can
right-click, select Customize... and click
Reset, Close
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