Data Check/Validation Form

This form helps you keep your data up to date.

You can print out all the relevant details you hold on one or more contacts (organisations and/or individuals), post it to them, have them check their details and send any changes back to you.

How to set it up

Your logo and company details

· ‘Admin’ menu

· Choose ‘System Organisations’

From here you can use the LOGO tab and the Company Details tab

Changing your logo

See the instructions on the LOGO tab screen.

You will need your logo in bitmap (.BMP) format for this. Again see instructions for getting it into this format if necessary.

· Open your logo in a painting package such as Paint

· Select it (try Ctrl+A)

· Click on ‘Edit’ menu

· Choose ‘Copy’

· Return to contactLINK

· Click in the screen logo box

· Paste using the keyboard shortcut Ctrl+V

· When done click ‘OK’

The Introductory text

· ‘Admin’ menu

· Choose ‘Options’

· In the ‘System wide settings’ box (far left – bottom box), select ‘Data Validation Report’

· Edit the text as required

· When done click ‘OK’

Which categories get included?

You can choose which categories get shown/hidden on the data check form.

· ‘Admin’ menu

· Choose ‘Lookup lists and other settings’

You can specify a complete Category grouping to be hidden or individual Major Categories, or even individual Minor Categories.

· Select ‘Category – Groupings’, ‘Category – Major’, or ‘Category – Minor’

· Use the tick box to show/hide

· When done click ‘OK’

How to use it

For a single contact

· Move to the relevant contact

· Click on ‘MAILOUTS / REPORTS’ menu

· Choose ‘DATA CHECK FORM …’

· Choose ‘Current CONTACT’

For a set of contacts

· Select the contacts using the Select and Tag options

· Click on ‘MAILOUTS / REPORTS’ menu

· Choose ‘DATA CHECK FORM …’

· Choose ‘current SELECTION’

And then …

· Click on ‘Next >’

· Click on ‘Next >’

· Click on ‘Preview’

