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contactLINK introduction training course

	
	Introductions
	

	
	Contacts
	organisations and individuals

	
	Screen layout
	Menus and toolbars

List and detail screens

	
	Finding a contact
	Using Find (binoculars), first letter find, jump buttons

	
	Contact records (theory)
	Organisations and individuals and workers

	
	Adding a new contact
	Adding a new organisation and adding a worker

	
	Adding details – phone, address etc
	Include general mailings, preferred method of mailing and sharing

	
	Categories, [User defined fields,] Locations
	

	
	Contact level
	Inactive workers etc

	
	Actions
	

	
	Actions
	Add ‘done’, ‘to do’ and record sending an email

	
	Actions screen
	Own and all actions

	
	Action reporting
	From contact screen vs action screen

	
	Mailouts and simple reports
	

	
	Selection
	Select, Tag and View all

	
	Contact details report
	(sharing)

	
	Mailing labels and letters
	(preferred method of mailing) (batch actions)

	
	Category Specific mailing
	

	
	Events
	

	
	Add a new event
	Set up, fees, refreshments, status

	
	Add attendees
	

	
	
	

	
	Housekeeping (optional)
	

	
	Merging duplicate contacts
	


And after the course ...
Our support line is open and FREE
Mon to Fri - 9 to 5
01364 649290
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01364 649290
February 2010

contactLINK@ITsorted.org.uk
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