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contactLINK - System Administrators’ training
	
	TOPICS
	Notes
	Factsheet available?

	
	Look up lists / drop down lists

Adding new ones
Managing categories
Managing categories: using Tag and Batch
	Categories (and groupings)

Action and Event categories

Action Types (add rarely)

Event types
	Yes

	
	Merging duplicates

Merging two organisations

Merging two individuals

Merging two workers
	
	Yes

	
	User-Defined fields
What’s available?

Adding new fields

Removing an existing field
	Note: User Defined fields currently missing from data check report
	

	
	Optional Personal data for individuals
	
	

	
	Data check form

Editing the instructions

Your company details and logo

Hiding selected categories

Adding description to groupings
	Note: User Defined fields currently missing
	Yes

	
	Options screen

View menu
	
	

	
	Letter and label templates

Add new ones (copy existing)
	Fields exported/available
	Yes

	
	System Users and System Organisations
Adding a new system user

Removing a system user

User permissions

User features

Editing your company details and logo
Resetting a password
	
	Yes

	
	Backing up contactLINK
	Why and what to backup
	

	
	Importing new data
	Just the concept
	Yes

	
	Installing contactLINK on new/updated machines
	MS Access, service packs, shortcut and local files

2007 and VISTA issues
	No

Yes

	
	Review any other topics

e.g. Locations, Selection, Events, Contact level, Sharing etc
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