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CHAPTER

Welcome to
Maximizer

Introducing Maximizer

In this chapter...

“Grow Your Business with Maximizer” on page 2
“Administrator” on page 5

“Maximizer Companion Applications” on page 6
“Maximizer System Requirements” on page 8

“Where to Go from Here...” on page 9
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Grow Your Business with Maximizer

Key Benefits of Maximizer

Maximizer is a contact manager designed to help individuals, home
offices, and small businesses succeed by helping them maximize their
time, create satisfied customers, and increase sales.

With Maximizer, users can easily manage and profile customers and
prospects, track every sale from lead to close and maintain long-
lasting relationships well after the initial sale has been made.
Maximizer is a solution that incorporates contact management with
sales opportunity management, scheduling, communication,
Outlook integration, Palm® synchronization, Accounting Link
Designed for use with QuickBooks®, a company library, and e-
commerce.

e Manage customers better than your competitors by recording
details of every relationship

e Effectively track prospects to close more sales

e Schedule your time and others

e Manage an unlimited number of contacts

¢ Integrate with Microsoft Outlook’s email and calendar

e Manage your business and free up valuable time with automatic
reporting and analysis

¢ Send personal letters and announcements linked to your
contact's record with mail-merged letters, faxes, and emails

Day-to-day Contact Management with Maximizer

Contact Management

¢ Manage an unlimited number of contacts

e Record and view a complete history of all customer interactions,
including faxes, emails, and calls

e Tailor to your own needs by creating unlimited user-defined
fields

e Ensure accurate customer information through mandatory user-
defined fields and duplicate record checking

e Create and save your own custom views and layouts
e Save and retrieve favorite lists of Address Book entries



Opportunity Management

Calendars and Scheduling
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Manage a pipeline of opportunities from lead to close

Easily forecast revenue and cash flow using one of the many
standard reports

Quickly schedule appointments, activities, and tasks related to
contacts

View and print graphical calendars
Integrate with the Microsoft Outlook calendar

Schedule pop-up alarms and create prioritized task lists for
yourself and others

Use the Peg Board to check other users’ whereabouts

Word Processing, Fax, and Email

Marketing

Create letters, faxes, memos, emails, stored under each contact
for easy reference

Mail-merge contact information using built-in or custom
templates for letters, faxes, and email

Create documents using the built-in Maximizer Word Processor,
or use Microsoft Word or Corel WordPerfect

Fax your customers

Send email messages instantly using a VIM- or MAPI-compliant
email client

Share documents, collateral, marketing projects in the central
Company library

Profile customers using your unique user-defined fields to
identify trends and similarities

Monitor market information to achieve and maintain a
competitive advantage

Create targeted and personalized announcements by letter, fax,
or email, linked to your contacts' records
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eCommerce Integration

Reporting and Analysis

Database and Administration

Use a wizard-driven tool to help you build your website every
step of the way—no programming, technical expertise, or design
skills required

Build a web store that supports real-time credit card transaction
processing

Capture customer information with your own web forms using
the Web Inquiry Form wizard

Provide your customers with peace of mind by automatically
encrypting all credit card transactions with SSL transaction
security

Generate website traffic with automatic search engine
registration

Use advanced reporting to view consolidated activity and history
information for each account

Create, view, and print pre-formatted and custom reports,
including revenue forecasts, sales pipeline analysis, account
activity, customer profiles, and more

Enhance your reports with charts, numerical calculations, and
full-color graphics

Add new users to an Address Book
Add new user-defined fields at any time

Generate weekly activity reports for a particular group or
contact

Coordinate group activities and information with security
groups

Import data from other programs, including ACT!, GoldMine,
and Outlook

Import data from a wide variety of databases, including ASCII,
dBASE, Access, and XML

Back up and restore Address Books

Palm, BlackBerry, and Windows Mobile Access

Easily access and update your Maximizer CRM information using
a Palm OS, BlackBerry, Pocket PC, or Smartphone device



Administrator

Chapter 1 5
Welcome to Maximizer

In addition to Maximizer, Administrator is a separate component
used for managing administrative tasks. Typically, this component is
handled by a technically proficient staff member to configure and
manage the entire Maximizer application. For example,
Administrator is used to create and manage Maximizer users, apply
licensing, and create new Address Books.

You can also do tasks that are common to both Maximizer and
Administrator such as backing up data, importing and exporting
data, and producing reports.

Administrator can be accessed from the Maximizer program menu
(Start > Programs > Maximizer > Administrator) or from the File
menu in Maximizer (File > Administrator).
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Maximizer Companion Applications

There’s more to Maximizer than just the main modules. See the
following descriptions of our Maximizer companion applications.

ecBuilder

ecBuilder is an online store. Refer to the ecBuilder online manual and
help installed with the application. You can access the online manual
from the Start menu. ecBuilder is a separate installation available
from the Maximizer CD.

MaxAlarm

MaxAlarm is a Maximizer companion application that automatically
monitors appointments for one or more people in any number of
Address Books. MaxAlarm automatically starts when you start your
computer, and you can leave it running with or without running
Maximizer and still be notified of appointments. You'll know if
MaxAlarm is running because its icon appears in your Windows
System Tray, which is in the lower right corner of your screen.

MaxAlarm is easy to use. Simply add one or more Address Books to
MaxAlarm, minimize it, and then forget about it—until the Alarm
dialog box pops up to remind you of an appointment. With
MaxAlarm's Review feature, you can review today's appointments
without opening an Address Book in Maximizer.

MaxFinder

MaxFinder, also a Maximizer companion application, lets you browse
or search for entries in a Maximizer Address Book. As with
MaxAlarm, MaxFinder automatically starts when you start your
computer, and its icon resides in your Windows System Tray.

MaxFinder provides a fast alternative for quick lookups and even
allows you to record phone calls, time activities, or write notes for
any entry in your Address Book without opening a Maximizer
Address Book.



Maximizer Form Designer

MaxLink/MaxMobile

Chapter 1 7
Welcome to Maximizer

Maximizer Form Designer allows you to create custom dialog boxes
(forms). When adding or modifying Address Book entries, you can
then select the form you want to use. To access Maximizer Form
Designer from Maximizer’s Tools menu, you must choose the
Maximizer Form Designer option during a custom installation.

For more information, refer to the online manual installed with
Maximizer (Help menu > Maximizer Form Designer Guide). You can
also refer to the Maximizer Form Designer’s online help for
assistance.

Combined with Maximizer, MaxLink for the Palm® OS, or MaxMobile
for the Windows Mobile™ OS form a powerful suite of tools offering
you all of the contact management features of Maximizer with the
portability and convenience of a handheld device.

Whether at work or on the road, you always have access to current
information about your clients or customers—names, addresses,
appointments, tasks, and notes. Simply use either application to
synchronize record additions, changes, and deletions between the
two products. When data is synchronized regularly, performance
speed is optimal because only records that have been modified are
read during the process.
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Maximizer System Requirements

@ Visit our website at
www.maximizer.com for the
most up-to-date product
compatibility information.

System Requirements

Minimum Processor Speed
Available RAM
Available hard disk space

Minimum video resolution

Operating system

Email system

Internet browser

The hardware and software requirements for each type of Maximizer
installation are listed in the following tables. Please refer to the
Maximizer website at www.maximizer.com for updated information.

Note that these are the minimum system requirements for
Maximizer, and your operating system may have higher
requirements for some components, such as processor speed and
RAM. Refer to your operating system documentation for OS-specific
requirements.

600 MHz (minimum); 800 MHz (minimum for Windows Vista)
1.6 GHz or faster processor (recommended)

512 MB (minimum); 1 GB (minimum for Windows Vista)
1 GB (recommended); 2 GB (recommended for Windows Vista)

1 GB (minimum)
2 GB or more (recommended)

SVGA (800x600) or higher-resolution video adapter and monitor

Microsoft Windows 2000, XP?, Vista®, or 2003 (updated to their latest
service packs)

32-bit MAPI- or VIM-compliant

Microsoft Internet Explorer 6.0 or 7.0

a. Windows XP Home is not supported in a networked environment.
b. Windows Vista Home Basic/Premium are not supported in a networked environment. Also, please visit
our website for incompatibility issues related to Windows Vista.
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Where to Go from Here...

Explore Maximizer in a safe training ground

The Maximizer Training Guide is designed to introduce you to the
fundamentals of using Maximizer. Using the example of Escona
Estate Wines—a fictitious vintner in the Sonoma Valley—you can
follow tutorials that take you through real-world examples of how to
use the various components of Maximizer. Daily tasks in marketing,
sales, and administration give you the springboard you need as a
novice user to start you on your way to being a Maximizer expert.

To order the Maximizer Training Guide, contact your nearest
Maximizer office. When you order the training guide, you receive a
CD demonstrating online step-by-step instructions for all tutorial
exercises in the guide, as well as a printed manual to follow along
with.
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CHAPTER

Finding Information

Access Maximizer CRM Help and User Guides

In this chapter...

“Overview"” on page 12

“Press F1 for Help” on page 13

“Opening the Help Table of Contents” on page 14
“Reading the Maximizer Guides Online” on page 15

“Exploring Maximizer with the Sample Address Books” on page 16
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Overview

Maximizer Help is your comprehensive guide to working with the
Maximizer modules. As you work with Maximizer, you probably
already know what business task you want to accomplish—such as
sending a fax to many recipients, building and publishing your online
catalog, and recording your contact management information.
Maximizer’'s help and guides have the answers you're looking for.

The types of documentation you can expect to find to help you with
Maximizer include:

¢ F1 Help - context-sensitive help for all windows and dialog
boxes.

¢ Contents Help - online step-by-step instructions with a table of
contents, an index, and search.

¢ Online manuals - on-screen versions of the printed
documentation that you can read using Adobe Acrobat Reader.

Whether you're looking for help using a particular dialog box or
looking for instructions on how to perform an activity, you can
always find what you're looking for in the Help. Maximizer Help
provides not only step-by-step instructions for each module, but also
detailed descriptions of every control in every dialog box and
window. See “Press F1 for Help” on page 13 and “Opening the Help
Table of Contents” on page 14.

Each Maximizer module has its own Help. To find out how to use a
module, select Contents from the module’s Help menu or press F1 in
any window or dialog box.

In addition to the Maximizer User’s Guide (this book), Maximizer also
includes online documentation in Adobe PDF format. You can read
the PDFs using Adobe Acrobat or Acrobat Reader, which you can
download from the Adobe website (www.adobe.com). See “Reading
the Maximizer Guides Online” on page 15.
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Press F1 for Help

If you come across a window or dialog box you don’t know how to
use, press the F1 key to see brief descriptions of the window or dialog
box options. Frequently, F1 Help topics have convenient links to
related step-by-step instructions.

From the F1 Help window you can search the module’s F1 Help for
information on other windows, dialog boxes, or features—simply
enter a keyword.

[ Maximizer CRM

cE 5 @

Hide Pt Options
Calendar (week)
Enter a keyword and dick LISt Type in the keyword to find: :[he Calenfar window’s weekly view displays a calendar of your
. f t . for the week. You can add a new
Topics to .search or topics -’ |Calendarw|nduw appointment, update an appointment, or delete a range of
containing the keyword. appointments.

List Topics To quickly navigate from one week to the next in the daily calendar

view, use the calendar arrow buttons located in the upper-left

Select Topic to display. section of the window. You can alse navigate from day to day and

. . . month to month using these buticns when in the daily or menthly
“Shortcuts” like this one link you Access ight
gnts it calendar views.
directly to more information about ecess Rights o user Bl g )
' A Click here to find out how to change the Calendar view
what you're doing. Add Windows User Name for Maxmizer Ud ; ) .
‘Add/Modfy Appointment - Appoirtment Tab To assist you with scheduling, color bars indicate the atiendees
Add/Modfy Plan Appointment and booked resources/iocations for the appointment. Note that this
Basic Information (Case for) includes each of the users and resources/iocations you have
Calendar day) selected for your Calendar window (these users and resource are
Calendar fone morth) shown in the Calendar Users section).
Calendar (weelk) ,(-3\
Calendar fweekly list) N
Calendar/Hotlst
i ini Emai Windaw » To pop tp & list of commands for managing appeintments and
Topics containing your search Estimate pop L 3 I = 4ing 266 =
A . T G ] E tasks, click your right mouse button.
keyword are displayed in this list: - | Generdl
Hotlist Task w You can visw your weskly Calendsr time period in & 24-hour
Hotlist Window clock formst by sslscting the [HH:-mm-ss] or [H:mm:ss] Time
Invoice Style in the Cantrol Pansl > Regional Settings = Time tab.
Loggin
Myg‘?\‘u?k Day m To change the holidays that displsy in Maximizer, sslect
Opportunities Window Holiday Editor from Administrator's Utilities menu.
Properties for Group w Tasks can bs resssigned to other ussrs in the Hotlist window
Purchase Order iF they have given you "full access” in their Preferences =
Schedule Action Plan For Address Book ent Calsndar/Hotlist tab. Calendsr appointments can also be
Schedule_an_Action_Plan reassigned in the Hotlist window (choose Edit > Reassign
ge‘a;:h fTr:'Kﬂwg‘EdngEITse Articles whils 3n sppaintment is selscted)
clution Information 3 Billing
Status
System Defauits
Users and Resources Color Legend -
. . « i f
Click this button to open the

selected topic. You can also open a —_— il
topic by double-clicking it.
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Opening the Help Table of Contents

Look for Help topics using
the Contents, Index, or.
Search tabs.

You can look up Help topics the same way you would in a book—the
table of contents lists the topics in a logical order, and the index lets
you look up topics by keyword. Maximizer Help also lets you perform
a search for any word or words in any topic.

> To open the Help Contents for a module

e In any module, select Help > Contents.

>» To print one topic

e Select the topic in the Contents and click Print.

» To print multiple topics

n Select a book in the Contents.
E Click Print.
ﬂ Select Print the selected heading and all subtopics.

» Search for topics by any word or words

¢ Inthe Search tab, type the word or words you are looking for
and click List Topics. Help lists the matching topics and ranks
them by how close the topics match your search parameters.

Look up keywords here.
|

Hde

=4 f‘ perform common tasks in
Changing Calendar Views | Help.

@mva o ==& yse the toolbar to
2

> Preferances > Calendar/Hotlist tab. Incomplate
i in your Hotlisttask list.

¥ To change the Calendar IR

® Select Daily, [T, [T List, Monthly, or
o cick the associted buton on the [ br.

 Use the armow buttons in the upper-iaht section of the window to move from

Drag this bar left or right
to move the divider.



Reading the Maximizer Guides Online

Use the toolbar to
navigate—turn the
page, change the
magnification, search
for text in the
manual, and more.

Click on a heading in
the table of contents
to open the page you

want.

Click on a referenced
topic page number to
go directly to the
topic.
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A typical installation of Maximizer includes manuals that you can
read online using Adobe Acrobat or Acrobat Reader. Having the
Maximizer manuals in this format offers the advantage of full-text
search, as well as hyperlinks on the table of contents, index, and any

cross-references.

>

Install Adobe Acrobat Reader

* You need Adobe Acrobat Reader to open the online manuals.
You can download the free Reader from the Adobe website
(www.adobe.com).

To access the online guides

*  From the Help menu, select the guide you would like to use.

—or —

*  From the Start menu, select Programs > Maximizer >
Documentation and Help > Maximizer Documentation.

If you want to increase the size of the text, you can easily adjust the
magnification. Open the View menu, and select Zoom To.

WisUse - Adobe AcrobatPrfessonal

File

Edit View Document Comments Forms Tools

Advanced Window Help

Eg B ceromerier- Glopes gmmw Bsecr e Pgne [B]rome- 9awuwm

B

EEEERDEE BES

Bookmarks x

Maximizer
Toolbars and
Toolbar Butions

] Keeping Track of
Your Prospects
and Customers

5] Using Teritory
Management

] Keeping Notes on
Your Address
Book Entries

] Recording
Addtional
Information vith
UserDefined
Fields L

5] Creating a List of |
Entries with a
Search

=[] Fracking Your
Appointments and
Hotlist Tasks

D Control
Calendar and
Hotlist Task
Preferences

[] Calendar
Window

[] Add a New
Appointment to
Your Calendar

] Use Action

] View Activties

] Check Your
Coaworkers
Status with the
Peg Board

[E] Check the Time _

©®

El = 2

Hotlist Window
O
e

Find 4k

“The Hotllst s 2 timaless "to-do” Istof tasks and faminders. Tasks L
Include calling and wiiting to customers. Us2 the Hotlistwindow to E}
fecord actions and follow-up on personal actvites, such as

‘Address Bok entries.For cxample, you can usa the Hotlist to
schedule 2 phons call o  Contact who Is out of town for a wesk.
When the week Is up, the Hotlist il emind you to call again.

Because the Hotlist Is  controlling window,all your following

Information about the person or organization with which you are
dealing. You can quicky handle all your communications—from
Phons cals o amall—and record the rasuls directy from the Hotlist.
“Th Hotllst window Is also assoctated with the Customer Senvice

complete. To learn more about the c

> Touse the Hotlist window

I Cick the Hotlist 1con or choose Hotlist from the Window

L select the Show Appointments option to have your
appolntments appear In your It with your tasks.

To add a new task, select Edit > Add Task.

1f2 task I associatad with an Address Book entry,select the

‘You can view or modify an existing task by double-clicking the

Solect a predefined Activity from the drop-down st (lck
nsid the text box o access)or enter an actty.

Tomarka task as personl,select the corresponding option
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The pages appear on the screen as they would if they were printed—
all of the graphics and text appear the same as in the printed
manual. You can “turn the page” by using the previous and next
arrows or pressing the Page Up or Page Down keys.

Exploring Maximizer with the Sample Address Books

In a typical installation of Maximizer, the Maximizer setup program
creates several complete sample Address Books, one of which is
named “Escona Tutorial”. This Address Book is designed to be used
as an environment in which you can learn how to use Maximizer. You
can supplement your learning experience through the use of the
Maximizer Training Guide and CD.

Using the example of Escona Estate Wines, a fictitious vintner in
California’s Sonoma Valley, the Escona Address Book provides
realistic examples of how Maximizer might be used to improve your
customer relationship management.

The Escona Address Book includes detailed data related to all areas
of Maximizer including the following:

e List of Address Book entries (Companies, Individuals, and
Contacts)

e Sample sales opportunities
e Appointments and Hotlist tasks

e Sample Company Library files
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“Third-party Components Installed with Maximizer CRM” on page 18
“Windows Login Account Rights Required for Installation” on page 20
"Upgrading from a Previous Version of Maximizer” on page 20
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“Installing ecBuilder Pro Lite” on page 27

“Installing MaxLink for Palm OS” on page 27

“Adding and Removing Maximizer CRM Components” on page 28
“Installing Licenses” on page 29

“"Updating Maximizer Installations with Live Update” on page 31
“Where to Go from Here...” on page 33



18 | Maximizer CRM 10
User's Guide

Third-party Components Installed with Maximizer CRM

The Maximizer CRM installation includes the following third-party
products:

e Microsoft SQL Server Express Database Engine
e Microsoft .NET Framework

e  Crystal Reports Viewer

e  Microsoft Data Access Components (MDAC)

The type of Maximizer installation determines which of these
components are installed.

Microsoft SQL Server Express Database Engine

SQL Server Express is the database engine Maximizer uses to read
and write data from the Address Book.

Upgrading an existing Pervasive or Btrieve Address Book requires the
Pervasive.SQL database engine, which must be installed from your
Pervasive.SQL CD if necessary.

Microsoft SQL Server Management Studio Express

Microsoft SQL Server Management Studio is a tool you use to
manage your database. The setup is found in the following location:

MaxCRM\3RDPARTY\SQLExpr

Crystal Reports

Maximizer CRM includes a report reader for Crystal Reports. You
must install the full version of Crystal Reports to create reports for
Maximizer, but you can view Crystal Reports in Maximizer without
installing the full version. These reports are accessible through the
Reports menu in Maximizer.

The Maximizer CRM Server installation creates the following folder,
which contains shared reports:

e _.\All Users\Application Data\Maximizer\SvrShare\Reports\
<Address Book name>

All folders and reports within this folder are accessible from the
Reports > Crystal Reports menu in Maximizer. Maximizer installs
a set of standard reports, but you can also create your own
custom, shared reports and save them in this folder.

The Maximizer CRM installations also creates the following local
folder for your personal reports:

e ..\My Documents\MaximizerReports
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This local folder is the default location for personal report templates,
which can be created from the Reports > Crystal Reports > Personal
Custom Report menu in Maximizer. Users must belong to the Crystal
Reports Users security group to use this function.
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Windows Login Account Rights Required for Installation

Upgrading from a

@ ALWAYS back up the Address
Book before upgrading
Maximizer. For instructions on
backing up, refer to the User's
Guide for your previous version
of the software. If you have
customized the dictionary, also
back those files up separately
before upgrading.

To install Maximizer, you must be logged into Windows using an
account with Windows Administrator privileges. During installation,
you may be required to reboot the computer, and then you must log
into Windows using an account with Windows Administrator
privileges again so the installation can continue.

Previous Version of Maximizer

If you are currently running an earlier version of Maximizer and want
to upgrade, it is strongly recommended that you install the new
version without manually uninstalling the previous version.

When you install the new version, the setup will prompt you to
uninstall the old version automatically. This method does not
overwrite your Maximizer settings. Window layout, colors, fonts, and
other Maximizer settings are carried over to the new version.

» To upgrade to the new version of Maximizer

n Back up your Maximizer Address Book. Refer to the instructions
in the User’'s Guide for your previous version of the software.

ﬂ If you have customized the dictionary, also back those files up
separately before upgrading. For instructions, refer to “Backing
up the Dictionary and Holiday Files” on page 239.

E Uninstall Maximizer components such as MaxLink for Palm OS,
on your computer.

n Install the new version of Maximizer, as described in this chapter.

E Upgrade your Maximizer Address Book database to the new
version, as described in “Upgrading or Converting an Address
Book” on page 42.



@ Uninstalling Maximizer does
not uninstall your Address
Book data. However, you
should always back up your
Address Book before
uninstalling.
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If the automatic uninstall is unsuccessful, you can use the following
steps to uninstall Maximizer manually.

» To uninstall Maximizer

n Click Start > Settings > Control Panel > Add/Remove
Programs. In Windows Vista, click Start > Control Panel >
Programs and Features.

E In the list of currently installed programs, select Maximizer
CRM.

ﬂ Click Change/Remove. In Windows Vista, select Uninstall/
Change.

n Click Yes to confirm.

The Remove Programs From Your Computer dialog box displays
the uninstall progress.

E If the Remove Shared File? dialog box opens, click No To All.
E When the uninstall is complete, click OK to close the dialog box.
Reboot the computer.
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Installing Maximizer CRM

@Yo_u must be logged into An installation wizard steps you through the process of installing the
Windows as an administrator software on the computer. The instructions in this section
to install Maximizer. After . . L. . .
installation, it prompts you to complement the wizard to provide additional information.

restart the computer, and then
you must log in as an
administrator again to
complete the installation.

To install Maximizer

Close all programs running on the computer.
Insert the Maximizer CRM CD in the CD-ROM drive.

@ If the setup doesn't start
automatically, you can start it
manually by running setup.exe
from the Max folder of the CD
(e.g., \Max\setup.exe).

The setup starts automatically.
Select Install Maximizer CRM.

The InstallShield Wizard starts.

Read the license agreement, and click Yes to continue.

Enter your Product Serial Number, First name, and Last

name into the required fields, and click Next.
Read the Release Notes, and click Next.

>

1]

(2]

3]

n Click Next to begin the installation.
5]

6]

B

@ Do not change any default Click Next to install Maximizer components to the default

share names, file names, file location

locations, folder names, or )

folder locations after installing —or-—

Maximizer. If you want to use

names and locations other Click Browse, select a destination folder, and click Next.

than the defaults, change
them during the installation.

Maximizer CRM 10 Entrepreneur Edition ==l

Choose Destination Lacation Maximizer"
Entrepreneur CRN

Setup will install Maximizer CRM 10 Entrieprenew Edition in the following folder.

Select folder whers setup will install files

Tovinstall to this folder, click Mext. To install to a different folder, click Browse and select
another folder.

Destination Foldar

C:%Program Files'M aximizer', Browse

<Back Cacel |
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E Click Next to use the default folder for shared configuration
information.

—or —

Click Browse, select a local shared folder, and click Next.

Maximizer CRM 10 Entrepreneur Edition ==
Application Data Folder Maximi
aximizer
Entrepreneur RV

tawimizer CRM 10 Entreprenaur Edition requires a folder for storing local Address Books and
configuration information

IMPORTANT MOTE:

Pleass ensure you select a destination folder with both read and wite permissions for all users
of Maximizer CRM 10 Entrepreneur Edition

Destination Falder

C:\ProgramD atabM aximizer Browse...

¢Back [ Hews Cancel ‘

By default, Maximizer setup creates the folder ...\All
Users\Application Data\Maximizer, and it creates a shared
subfolder called AddrBks.

nmSeIect a setup type, and click Next.

Maximizer CRM 10 Entrepreneur Edition ==
Setup Type _
Seestthe sctup e 0 st MHXINLZR%!T
Enfrepreneur

Click the typs of setup you prefer, then click Next.

Program will e installed with the most comman options. Recommended for
most users.

" Custom “ou may select the options you want to install. Recommended for advanced
users,

<Back Hext > Cacel |

Typical installs a default set of software, such as drivers. It also
installs a default set of Maximizer applications. Maximizer
recommends that you select the Typical installation, unless you
have a specific reason not to.

Custom enables you to select specific Maximizer modules to
install. Select this option only if you have a specific reason to
alter the default Maximizer installation provided by the Typical
installation. If you would like to install additional components,
such as Form Designer, click the + to expand the selection.
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nnlf you have Microsoft Outlook or Microsoft Word installed on
this computer, the wizard prompts you to integrate either or
both of those applications with Maximizer. Select which
applications to integrate, and click Next.

Maximizer CRM 10 Entrepreneur Edition ==
Microsoft Office Integration Maximizer"
Entrepreneur CRN

Setup has detected that you have Microsoft Dffice installed. Please select the fallawing
Miciosat Office spplications that you wauld ke to intearate with Masimizer CAM 10
Entreprencur Ediion:

v icrosoft Dutiook (D stectad)
Fis installs an Addn tgolbar int Microsaft utlook, This toalbar allows pou to save
Dutlook contacts and email messages t 8 Mavimizer Addiess Baok, to open Maimizer
Adldress Baok entries from Outlook and send email to Masimizer Address Book enies.

¥ Miciasft Word [Detected)
This adds a button ta the Maximizer custom toolbar for launching Microsaft Word, and
adds a set of Maximizer buttons to the toolbar in Microsoft Word to ingert merge fields,
pexform mai-merges, and link your word processor fles ta Maximizer documents.

= Microsoft Outlook Add-n is not the same as Outlook synchronization. Outlook

synchronization is alwaps available as an option in Maximizer under File > Preferences »
Outlack Synchrorization

<Back [ Hew Cancel |

nﬂ(This step applies to Typical installations only.) Select
which sample Address Books to install. and click Next. Note that
the EsconaTutorial Address Book is required for the Maximizer
Training Guides.

Maximizer CRM 10 Entrepreneur Edition ==l
Select Sample Data Ma P -
Ximizer
Entrepreneur CRN

Select the sample data pou want to install, clear the sample data you do not want to install

Escona Tutarial

General
Financial
High Tech

Select Al Clear &l
<Back HNewt > Cacel |
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nE(This step applies to Custom Installations only.) Select
which features to install, and click Next.

Maximizer CRM 10 Entrepreneur Edition ==
Select Features P
Select the features setup wil instal. Maximizer
Entrepreneur RV

Select the features you want to install, and deselact the features pou do not vant to install

i Description
Manimizer Modules
& Databsse Comporents
Manimizer Companion Applications
Microsoft Office Integration

] Corel WardPerfect Dffice Intsaration
Masimizer Onine Documentation
Masimizer Sample Diata

Core system fles

936.09 ME of space required on the C diive
8488.83 ME of space available on the C dive

< Back Next> Cancel ‘

nﬂ(This step applies to the Corel WordPerfect Office
Integration option only.) If the setup cannot locate Corel
WordPerfect Office on the computer, it prompts you to provide
the path to these files and folders. Click Browse to select the
correct paths, and click Next.

Maximizer CRM 10 Entrepreneur Edition ==l
WardPerfect Installation Folders Maximi ,
aximizer
Entrepreneur CRM

Satup was unable to determing the following folders for Corel WordPertect Templates and
Assistants. If pou have Corel WordPerfect .1 o higher installed, please enter the required
paths below, othenwise unsalect the feature:

Main progiam executable file:

[ Browse...

Macro folder:

|E'\F‘mgram Filesh\Mawimizerwordperfect\Macros Brgwse...

Template folder:

|C:\Pragram Files\M aximizer\wordperfectiTemplates Browse.

< Back Cancel ‘

nESeIect any of the following options, and then click Next:

Create Maximizer desktop shortcut—This option creates an
icon on the Windows desktop that runs Maximizer when you
double-click it.

Create Maximizer Start Menu shortcut—Creates a shortcut
to Maximizer on the Windows Start menu.
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nﬂ Review the installation settings, and click Next to begin

installing.
Maximizer CRM 10 Entrepreneur Edition ==
Start Copying Files Maximizer"

Review settings before copying files.

Entrepreneur GRIV

Setup has enough information to start capying the pragram fss. If you want to review or
change any seltings, click Back, If pou are satisfied with the setings, click Nex! to begin
copying files.

Curntent Settings

Program Installation Folder
C:4Program FilesMaximizer'

| »

Application Data Folder
C:\ProgramDataMainizer

awimizer Modules:
Install Maximizer Main Application: ‘Yes
Inistall Administrator: ‘Ves

< Back Cancel ‘

The wizard displays an installation progress indicator.

When the installation is complete, you are prompted to restart
your computer.

nCIick Finish to close the wizard and restart the computer.

HEAfter the computer restarts, log into Windows using an
administrator account. This step is required to complete the
installation.
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Installing ecBuilder Pro Lite

@ To upgrade to the full version
of ecBuilder, contact your
nearest Maximizer office.

@ Your Maximizer software
comes with a product serial
number for ecBuilder Pro Lite.
Enter this number when you
reach the product registration
screen.

ecBuilder is a wizard-based website creation program, complete with
an online catalog, credit card ordering, and encrypted security.
Orders and inquiries generated by the catalog site are automatically
integrated with Maximizer’s OrderDesk window.

In addition to the software used for creating your online catalog, the
ecBuilder installation includes sample catalogs and detailed online
documentation.

» To install ecBuilder Pro Lite

n Close all programs running on the computer.

E Insert the Maximizer CD in the computer’s CD-ROM drive.
E The setup starts automatically.

n Select Install ecBuilder Pro 6.0 Lite.

E Click Next, and follow the on-screen instructions to complete
the installation.

Installing MaxLink for Palm OS

MaxLink for Palm OS (MaxLink), the tool for synchronizing your data
with your Palm operating system device, is available from the
Maximizer website as a download.

The MaxLink installation includes a Getting Started guide to get you
started, as well as a detailed manual with step-by-step instructions on
using MaxLink. These manuals are in PDF format.

» To install MaxLink for Palm OS

n Close all programs running on the computer.

E Browse to the location of your MaxLink Setup files. These are the
files you download from the Maximizer website.

E Double-click the Autorun.exe and follow the on-screen
instructions to complete the installation.
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Installing MaxMobile

Refer to your MaxMobile documentation for specific instructions on
installing MaxMobile.

Adding and Removing Maximizer CRM Components

@ Expand the branches to add or
remove sub-components.

Maximizer enables you to add and remove specific components of
the software without having to reinstall Maximizer itself.

» To add or remove Maximizer CRM components

n Close all programs running on the computer.
E Insert the Maximizer CD in the computer’s CD-ROM drive.

E On the Setup CD Autorun screen, select Install Maximizer
CRM.

If the setup doesn’t start automatically, you can start it manually
by running setup.exe from the Max folder of the CD (e.g.,
\Max\setup.exe).

ﬂ Select Modify, and click Next.

Checkboxes are automatically selected for any currently installed
components.

E Select the checkbox beside any components to add.
E Clear the checkbox beside any components to remove.

If a component is already installed, and you want to keep it, do
not clear the checkbox beside that component.

Click Next.

Maximizer begins the update.



Installing Licenses

Installing a License
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When you purchase licenses from Maximizer Software, you receive a
Product License Number (PLN), which includes licenses for a specified
number of users. Maximizer comes with a default single-user license.
Because Maximizer licenses are stackable, any additional licenses
applied to Maximizer will be added to your current license count. For
example, if you have the default single-user license and want to
upgrade to eight licenses, you need a new PLN for seven users only,
and you can apply it in addition to the original single-user PLN.

Note that the MASTER user account is always enabled, and it
consumes a license only if you are logged into Maximizer using the
MASTER user account.

After you install Maximizer or purchase additional licenses, you must
install the PLN(s).

» To install a product license number (PLN)

n Run Administrator.

ﬂ Select Utilities > Install Multi-User License.
B Enter the PLN.

ﬂ Click Install License.

Maximizer Multi-user License ==l

Install New License

Please enter your Product License Number for your multi-user license. If you do not have this information,
contact your Maximizer Business Partner or nearest Maximizer office.

Product License Number:

| T
ety vespen |

Applied Licenses

License Product [ user count | e

< m

b
Total number of applied Maximizer Windows Access license(s): 0 Close

E Repeat steps 3 and 4 to install any additional licenses.
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E Click Close.
Administrator closes automatically.

The next step is to apply the PLN(s) to the Address Books.

Applying a License

After you have installed a PLN, you must apply it to the Maximizer
Address Book(s).

» To apply a product license humber (PLN)

n After installing the license as described above, start
Administrator.

E Open and close each Address Book that you are applying licenses
to.

The license has now been applied to the Address Book(s).
Viewing Applied and In-use Licenses

» To view the number of applied and in-use licenses

¢ In Administrator, select Reports > Current Users.
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Updating Maximizer Installations with Live Update

@ Press F1 in the Live Update
dialog box for information
about each of the settings.

The Live Update Wizard connects to the Maximizer Live Update
Server and downloads any available updates for your local Maximizer

installation.

31

Company 1...n

Workstation 1. n

q\ q\

Maximizer ™

A
3

Maximizer

Software

Live Update

Sarver

1 |

l:,l C_!_,I l:,l

Maximizer
Contact Manager 1 .. n

93 3

—
——

™™

Stand-slone WOKStations e
download and Install
updates

workstations download
and Install updates

Maximizer Live Update Server, consisting
\1_) of Maximizer Live Update Server Update
Manager and web server
™\ Maximizer Live Update Service, includes
\Q the Live Update Workstation Wizard — applies

0 Maximizer installations

By default, Live Update is enabled, automatic notifications are
enabled, and the interval to check for updates is set to 1 day. You can

modify these preferences as required in Administrator.

» To configure Live Update preferences

n Start Administrator (Start > Programs > Maximizer >
Administrator) and log into the Address Book.

E Select File > Preferences.

E On the System Options tab, click Live Update.

ﬂ Update any of the preferences as desired, and click OK.

Live Update ==l
Live Update options

IV Enable gutomatic Maximizer Live Update notification

Interval to check for updates:

14 5' days
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@ Live Update options in
Administrator are accessible
through the Live Update
button on the System Options
tab in File > Preferences.

» To start the Live Update Wizard

¢ If the Enable automatic Maximizer Live Update
notification option is selected in the Live Update options in
Administrator, a message box (shown below) notifies you when
new updates are available. Click OK to start the Live Update
Wizard.

* In Administrator or Maximizer, select Help > Maximizer Live
Update.

» To download software updates from the server

n Start the Live Update Wizard as described above.

Maximizer Software Inc. Live Update
A\ Welcome to the Live Update Wizard
E This wizard helps you download updates for your Maximizer
/ Software Inc. products
i [ :%\
-
To begin, click Next.

E Click Next.

The Live Update Wizard connects to the Live Update Server to
check for any available updates.

ﬂ Select the update(s) to download.
ﬂ Click Next to download the selected updates.
E Click Finish to close the wizard.

The downloaded executable file should launch immediately to
start the installation.
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Where to Go from Here...

e Create a new Address Book or upgrade an existing Address Book
to the latest version of Maximizer, as described in chapter 4
“Creating or Upgrading an Address Book” on page 35.

e Create login accounts for Maximizer users and assign users to
security groups, as described in chapter 5 “ Setting up
Users and Groups” on page 45.

e Configure Address Book preferences, including duplicate
Address Book entry handling, user-defined fields, and key fields,
as described in chapter 6 “Configuring an Address Book” on
page 65.

e  For more information on converting a database, please refer to
chapter 12 “Managing Address Book Data” on page 233.



34 | Maximizer CRM 10
User's Guide



CHAPTER

Greating or Upgrading
an Address Book

In this chapter...

“What is Administrator?” on page 36

“Creating a New Address Book” on page 37
“Connecting to an Address Book” on page 39
“Maximizer System Login Accounts” on page 40
“Changing the MASTER User Password” on page 41
“Upgrading or Converting an Address Book” on page 42
“Importing Vertical Templates” on page 43
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What is Administrator?

@ The default MASTER user
password is “control”, unless
it has already been changed to
another password in any
Maximizer Address Book.

Administrator is the administrative center of Maximizer. Use it to
* manage users and security groups,

e create and configure Address Books, and

¢ manage Maximizer application settings.

Once Administrator is running, you can open any Address Book and
perform administrative tasks. There will be no database conflicts if
you open an Address Book while it is in use by another user.
(However, you should ensure all users have logged out before
backing up or restoring the Address Book.) Also, changes to the
user’s settings require the corresponding logged-in user to log into
the Address Book again before the settings will take effect.

» To start Administrator

e C(Click Start > Programs > Maximizer CRM > Administrator.

» To open an Address Book in Administrator

n Start Administrator.
E Select an Address Book, and click Open.

Open Address Book
Avallable Address Books:

Escona Promotions.

Open
Cancel

Remove

[l

Location of Address Book:

SQL Server:WV-RD-JWEIZ\MAXIMIZER
DSN:MAS_EsconaTutorial -

E Type the Password, and click OK.
Login ==

Login credentials

Address Book: | Escona Tutorial
User ID: [MASTER
Password: ||

The selected Address Book opens in Administrator.
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Creating a New Address Book

@ Sample Address Books are

installed with Maximizer and
demonstrate how a company
would use Maximizer. Do not
use the sample Address Book

for your own data.

@ For information about
transferring Address Book
information, refer to

“Importing Address Book Data

from MXI or XML Files” on
page 248 and “Transferring
Entries between Address
Books" on page 269.

Once you have familiarized yourself with Maximizer by using a
sample Address Book, such as Escona Tutorial, your first
administrative task is to set up a new Address Book.

Administrator makes it easy to create your Address Book in a few
steps, and even enables you to create it using some of the settings
from an existing Address Book, such as preferences, templates, user-
defined fields, and macros.

Once you've created the Address Book, set up user accounts and
configure security and preferences. If you need to add entries from
another Address Book, Maximizer can transfer those entries to the
new Address Book. Any user can transfer Address Book information,
provided that they have sufficient security privileges in their account.

Checklist: Setting up a New Address Book

@ These steps highlight the
major tasks involved in

creating a new Address Book.

Use this list to help you set up a new Maximizer Address Book.
Perform these steps in the order shown here.

n Create the new Address Book. For detailed information, refer
to “Creating a New Address Book” on page 38.

E Change the MASTER user password. For instructions, refer to
“Changing the MASTER User Password” on page 41.

E Enable security for an Address Book. This applies only if
there are multiple users in your Address Book. To enable
security, select the Enable security option on the System
Options tab in Administrator preferences.

ﬂ Add users to the Address Book. \When you create a new
Address Book, it contains only the MASTER user account. Create
an account for each Maximizer user.

Note that if you are not running Maximizer in a multi-user
environment, you do not need to add user accounts or set up
user and group security.

E Set up security for users and security groups. You may
want some users to have more access to your Address Book data
than other users. Administrator lets you restrict access to specific
users and groups of users. For information about users and
security groups, refer to “ Setting up Users and Groups” on
page 45.
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E Test the Address Book. In Maximizer, log into the new Address
Book with one or more of the new user accounts, or as the
MASTER user if you did not create any new user accounts.

Creating a New Address Book

Use Administrator or Maximizer to create new Address Books.

®he location of this folder may Maximizer Address Book files are stored in the
be different if you specified a ..\Documents and Settings\All Users\Application Data\Maximizer\
different folder during the .
Maximizer installation. AddrBks folder. If other users should be able to access these files, you

must grant those users access permissions to the folder.

After the new Address Book is created and added to the list of
Address Books in Maximizer, each networked computer receives the
updated Address Book list when logging in.

» To create a new Address Book

n Select File > New Address Book.

New Address Book ==

New Address Book name

Address Book name:

E Type the name of the new Address Book in the Address Book
name field, and click OK.

E Click OK.

Maximizer prompts you to copy defaults from an existing
Address Book to the new Address Book.

Copy Defaults to Mew Address Book =)

Do you wish to copy preferences, templates, user-defined
fields and macros to your new Address Book?

Copy files from: <

ﬂ Click Yes to copy the default settings, or click No to create a
blank Address Book.

Maximizer creates the new Address Book.
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Connecting to an Address Book

Maximizer allows you to connect to any Address Book on a computer
running SQL Server Express.

» To connect to an Address Book

n From Administrator or Maximizer, select File > Connect to
Address Book.

E In the Connect to Address Book dialog box, select the

computer that hosts the Address Book to which you would like
to connect.

E Choose an Address Book from the Available Address Books
list and click Open.

Connect to Address Book

Available Address Books:

EsconaPromotions

EsconaTutorial

General Cancel

ﬂ When you are connected to the Address Book, you are prompted

with a message saying the connection was successful. Click OK to
close the message dialog box.

Once the connection to an Address Book is established, it
appears in the Open Address Book window. You can use the

Remove button in the Open Address Book dialog to remove it
from the available Address Book list.
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Maximizer System Login Accounts

When you create a new Maximizer Address Book, the following login
accounts are created automatically:

e MASTER is required to log into the Administrator module of
Maximizer.

e COMPANY is used for the company calendar, which displays
company events in the Maximizer calendar. Company calendar
events are created under the COMPANY user account. This user
account provides read-only access of its calendar to all users.

When you create a new Maximizer Address Book, the MASTER user
account is created automatically. This account is required to log into
the Administrator module of Maximizer and to perform
administrative tasks.

It is important to leave the MASTER user account enabled and with
its default settings. Maximizer requires this account to function
correctly. Note that the MASTER user account consumes a license
only if you are logged into Maximizer with the MASTER user account.

It is important to change the password for this system login account
from its default immediately after creating an Address Book. For
instructions on changing the account password, refer to “Changing
the MASTER User Password” on page 41.
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Changing the MASTER User Password

@ If the MASTER password for an
existing Address Book has
been changed, and then you
create a new Address Book,
the new Address Book will
have the same password as
the existing Address Book, and
not “control”.

The default password for the MASTER user is control. For security
reasons, you should change this password immediately after creating
a new Address Book.

» To change the MASTER user password

n Run Administrator and log into the Address Book as MASTER.
E Select File > Users.
E Select MASTER from the user list.

Add... Delete

5] Users ==
User list

[User D7 [Display Mame  [FirstMame  [LastMame  [Fhane #1 [Exension [Emal dddiess [ Windows fccess
BHOLLY  Bilie Holly Bl Holly 5551 7750 Bhol@marimizer« Enabled

CDAMCER  Celine Dancer Celine: Dancer (555 7750 cdancer@marimize Enabled
COMPANY  COMPANY Compary Disabled
DBROWM  Daniel Brown Dariel Brown (555 7750 dbrown@masimizer Enabled
EMAILUSER EMAILUSER EMAILUSER Enabled

J Jon Boweser Jon Bowser (555 7750 ibovsen@marimize Enabled

J Joe Napol Joe Napoli (5551 7750 inapoli@masinizer. Enabled

LGARCIA  Lucy Garcia Lucy Garcia [555) 7750 lgarcia@manimizer. Erabled

= e s —

MBERTOLLI Mark Bertolli ark Beartolli (555 7750 mbertoli@mazimize Enabled
MCORELL  MiandaCorel  Mianda  Corel (5551 7750 meorell@nasimizer Enabled
MGRAHAM  Matt Graham tatt Graham (555 7750 maraham@mazimiz Enabled
WEBUSER  WEBLSER WEBLISER Enabled
WwhwWHITE “wlonda Yehite “wlonda ‘white: (555 7750 wmishite@mazimizer Enabled

rgChart | Passnord... | Preferences | [ propertes

Close

n Click Password.

E In the Old password field, type control (or the current
password if you have changed the MASTER password before).

E In the New password and Confirm password fields, type the
new MASTER user password, and click OK.

Password ==
Change user login password
g gin p: ,—ng

Cancel |

User ID:

Old passward:

New password:

Confirm password:

The MASTER user password has now been changed.
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Upgrading or Converting an Address Book

@® ALwAYS back up the Address You can also upgrade an Address Book by opening it in

Book before upgrading. For
instructions on backing up,
refer to “Backing up and
Restoring Address Book Data”
on page 234. For older
databases, refer to the User's
Guide for your previous version
of the software. If you have
customized the dictionary and
holidays, also back those files
up separately before
upgrading.

@ If you are upgrading

Maximizer Pervasive
databases, do not uninstall
Pervasive until you have
successfully upgraded all of
the Pervasive databases.

@ Note that the Browse button is

used locate Maximizer files
that are in a Pervasive (Btrieve)
database format. It is not
applicable to a SQL Server
Address Book.

Administrator or Maximizer. Administrator also has a built-in utility
to convert existing Maximizer databases from older versions to the
current version, and to convert Maximizer Pervasive databases to
Maximizer SQL databases.

If you are upgrading Maximizer from a previous version and you
have old reports in the Crystal Reports file structure for Maximizer,
the old reports are archived in a folder named after the Address
Book with a .BAK file extension, where your other report files for
Maximizer are stored (e.g., ...\My Documents\MaximizerReports
folder). You can copy the reports to any of your working folders to
access the reports from Maximizer.

After upgrading a database, you should always perform an Address
Book validation and recovery. For further information, refer to
“Verifying and Recovering Address Book Data” on page 240.

» To upgrade a Maximizer Address Book

n Ensure Maximizer is closed before proceeding with the upgrade.

E If you have an Address Book open in Administrator, select File >
Close Address Book.

E Select Utilities > Upgrade Maximizer Address Book.
ﬂ Select Yes when prompted to continue.

E If the Address Book does not appear in the list, click the Browse
button to browse to the location of your Pervasive (Btrieve)
Address Book files and click OK. Then, enter an Address Book
name and click OK.

E Select the Address Book from the available Address Book list,
and click Open.

Open Address Book ==

Available Address Books:

Escona Tutorial

General Cancel
Browse

Location of Address Book:
DSN:MAS_EsconaPromotions

The upgrade process begins.
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Importing Vertical Templates

Maximizer provides vertical templates for several industries. You can
import any of these vertical templates into your Address Book. A
vertical template creates industry-specific user-defined fields, action
plans, search catalogs, column setups, document templates, etc. in
your Maximizer Address Book.

» To import a vertical template

n Log into the Address Book in Administrator or Maximizer.
You must be logged in as MASTER to import a vertical template.

E Select File > Import > Vertical Templates > [industry].

The Import [industry] Vertical Template dialog box opens,
displaying the items included in the template.

B Click Import.
Items in the list are highlighted as the import process advances.

When the import process is complete, an Import Summary
displays the number of items imported with the vertical
template.

Import High Tech Vertical Template

Import template

The High Tech vertical template is comprised of the 5
following: Close

User-defined fields a
Drop-down table items
Column setups

Column setup fields

Saved searches

Search conditions

Key Field lists

Key Fields

Action Plan templates
Action templates

Document templates
Company Library documents
Macros -

]
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CHAPTER

Setting up
Users and Groups

In this chapter...

“Adding a User to an Address Book” on page 46
“Changing a User’s Password” on page 49

“User and Group Security” on page 50

“Security Groups” on page 56

“Record Ownership” on page 61

“User Preferences” on page 63
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Adding a User to an Address Book

@ If you are using Maximizer in a
single-user environment and
do not want to use user
security, simply use the
MASTER user account.

@ The user’s name and contact
information can be inserted as
merge fields in the word
processor.

@The Users dialog box is
available in both Maximizer
and Administrator, where
users can view other users'
information and modify their
own.

Log in as the MASTER user in Administrator to perform setup or
administrative tasks. The default password for MASTER is “control”,
but it may be different if it has already been changed in any Address
Book. To use Maximizer, you should create a personal user ID for
yourself.

Before a user can log into Maximizer, you must assign that person a
Maximizer user ID. All security in Maximizer is based on user IDs and
the rights you assign to them. You should also assign a user Display
Name, which easily identifies the user throughout Maximizer. When
you fill in the First name and Last name fields in the Add User dialog
box, the Display name field is completed automatically to include the
user’s first and last name together. You can change this display
name.

Use the User Properties dialog box to enter a user’s name and contact
information, assign user-defined fields, specify access rights, and add
a user to security groups. Note that you can also add users to security
groups using the Security Groups tab.

» To add a new user to the Address Book

n Select File > Users.

The Users dialog box opens.

H ciick Add.
7] Users =
User list
[User D+ [DisplayMame [FirstMame [ LastMame  [Fhone #1 [Estension | Emai Address | Windows ficcess |
CDANCER  Celine Dancer  Caline Dancer (655 7750 cdancer@marimize Ensbled
COMPANY  COMPANY Company Disabled
DBROWN  DarielBrown  Daniel Brown 1655) 7750 dbromn(@marimizer Ensbled
EMAILUSER EMAILUSER EMAILISER Enabled
JBOWSER  JonBowser  Jon Bowser  [655) 7750 bonser@masimize Ensbled
JHAFOLI  Joe Napol Joe Nagol (555 7750 napali@masinizer. Enabled
LGARCIA  LucyGarsia  Luey Garcia 1655) 7750 Iparcia@masimizer. Ensbled
MASTER  Loulones Lou Jones (555 7750 onest@maimize.« Enabled
MBERTOLL! Mark Betoll Mtk Betoli 1555) 7750 mbenali@masimize Enabled
MCORELL  MisndsCorel  Mrands  Corel 1655) 7750 moorel@maimizer Ensbled
MGRAHAM  Matt Groham  Matt Groham  (558) 7750 mgraham@masimiz Enabled
WEBUSER  WEBUSER WEBUSER Ensbled
WondaWhite  Wonda White (8557750 white@masimizer Enabled
2dd. Delete orgchart | Passuord... | preferences | propertes |
Cose

The Copy Selected User’s Settings dialog box opens.
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start with the default settings.

Copy Selected User's Properties

Properties
Would you like to copy the properties from
the selected user? If yes, please select the
appropriate checkboxes below.

¥ User-Defined Fields
[V Access Settings
¥ Groups

¥ preferences

Cancel

The Add User dialog box opens.

Fill in the information for this user in the General tab.
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The User ID and Last name fields are the only required fields, and
the User ID is needed to log into the Address Book.

Save time by filling in only the User ID, First name, and Last

name fields, and let the user fill out the rest of the information.

The Display name field fills in automatically with the user's first
and last names. You can change the display name.

Add User

General | User-Defined Fields | Access Rights | Securty Groups |
Name and postion

User ID: Mr/Ms:  First name Intial

s

Last name: Salutation

[ [

Digplay name: Position:

ﬂﬁ\

Dear < »:

Reportsto

Company and main address

[ El

Phone numbers and phone extensions

Compary: [Escona Estate Wines

Dept,: [Sales Division: [US - West

1: [/555) 7750988 [

2: |(555) 7750900 fax

Address 1: ‘1344 Eastside Road

z| \

Addrgss 2. [

City/Town: ‘Pe«a\uma St/Co/Proy: |CA

Zip/Postcode: [34354 Courtry; [USA

Intemet information
Email;

Website: ‘mu-/mw escona.com

‘] |

Security

@ Public " Private

Module Login

Windows Access Enabled

4 T D

Carcdl | \

E In the User-Defined Fields tab, select the values of any user-
defined fields, as appropriate.

You can set up these custom fields in the File > Set Up User-

Defined Fields dialog box. Refer to “Setting up User-Defined
Fields for an Address Book” on page 72 for more information.
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E Click the Access Rights tab.
Click the Modify User Access Settings button.

Add User ==

| Securty Groups |

Pemmissions Privileges

[ Read | Insert | Modiy | Delete Allow Global Edit

Address Book Allow private entries
User-defined fields

User defined field setup
Notes

Documerts

Mailing Addrass
Company Library
OrderDesk
Opportunities
User/Group sstup
Accourting

Action Plan Library

Allow transfer

Allow import

Allow export

Allow sync contacts with extemal clients
(] Modify/delete cther owners’ notes

[[] Modify other users’ private ertries

[ Modify cther users’ general information
Users roles

Sales Manager
Sales Representative

ERERERREREERE
EROREORRORER
BEO0O00000O0008O0

Modify User Access Settings

oK Cancel Apply

E Modify any of these settings as appropriate.

For an explanation of the relationship between user access
rights, user access settings, and group access settings, refer to
“User and Group Security” on page 50.

For an explanation of each of the access settings, refer to “User
Access Rights and User/Group Access Settings” on page 51.

E Click OK to close the Access Settings dialog box.

nmln the Security Groups tab, select any security groups to which
the user should belong.

(To add groups, use the File > Security Groups dialog box.)

EBERciick ok.

The default user password is maximizer. Ensure that you or the
user create a new password from the Users dialog box.

The new User ID and its associated information now appear in
the User list.



Chapter5 | 49
Setting up Users and Groups

Changing a User's Password

The following procedure explains how to change user passwords in
Administrator. However, users can also change their own passwords
through the File > Users dialog box in Maximizer.

> To set and change a user’s password through

Administrator

n In Administrator or Maximizer, select File > Users.
The Users dialog box opens.

E Select the user whose password you wish to change, and click

Password.
] Users =)
User list

[UseriD + [DisplayMame [ Fist Hame [ Last Mame | Phone #1[Etension | Email fdress

L o il oy L e
CDANCER  Celne Dancer  Ceine Dancer (559 7750
COMPANY  COMPANY Company Disabled
DBROWN  DarielBrown  Disniel Brown 1655) 7750 dhiown{@masinizs! Ensbled
EMAILUSER EMAILUSER EMAILLISER Enctled
JBOWSER  Jon Bowser ___Jon Bowser (5597750 owser@masinize Enabled
JNAPOLI  Joe Hapoi . Hapol 555) 7750 napol@mssimizer. Ensbled
LGARCIA  Lusy Garcia oy Gacia (5557750 parcis@masinizer. Ensbled
MASTER  Loudanes Lou Janes 1555) 7750 ones@masimizes.c Enabled
MEERTOLL MakBerioli  Mark Beroh (5597750 mbertoliGmainize Enabled
MCORELL  MiandaCorel  Mianda  Corel 555) 7750 moorel@marinizer Ensbled
MGRAHAM  MattGrsham  Matt Graham (555 7750 maisham@nssiniz Ensbled
WEBUSER  WEBUSER WEBLSER Encbled
WWHTE  WondaWhie  Wonda  Whie 15551 7750 mhiet@mainizer Enabled

add... Delete E g Chart | Passmord... | Preferences | properties |
Close

The Password dialog box opens.

@The default password for a E Type the new password, then retype it on the next line to
new user is “maximizer”. confirm it.

n Click OK to accept the change of password and close the dialog
box.

Password E@

Change user login password
g gin p ,—ng

User ID: [BHOLLY

Old password: |

New password: | ===

Confirm password:
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User and Group Security

As the Administrator, you can restrict each user’s access rights to
types of entries, essentially providing per-module security. User
access rights are accessible through File > User > [User ID] >
Properties > Access Rights. These user access rights consist of the
access settings (security settings) of the user account as well as the
access settings of any security groups the user is a member of. For
example, if the Opportunity Delete permission is not granted in the
user’s access settings, but is granted in the access settings of a group
the user is a member of, then the user is granted Delete permissions
to Opportunity entries.

Each checkbox contains one of the following potential values:

Checkbox State = Access Setting Access Right
™ Granted Granted
| Not Granted Not Granted
Black = Denied n/a

Grey = Disabled

The following table illustrates user access rights derived from user
and group access settings.

User Access Setting + Group Access Setting =  User Access Right
O + O = 0
O + M = M
M + O = M
O + ] = O
(x] + ([l = O
%} + = 0
+ %} = 0
+ = O
M | M

If the user belongs to more than one group, the conflict illustrated
below results in the user not being granted the access right.

User or Group User or Group User or Group User
Access Setting + Access Setting + Access Setting = Access Right

O + M + O
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User Access Rights and User/Group Access Settings

@ If a Read permission is denied
(X), then the Insert, Modify,
and Delete permissions are
automatically disabled. A user
cannot have Insert, Modify, or
Delete permissions without
having Read permission.

Permissions

Permissions
Address Book
User-defined fields

User-defined field
setup

Notes

Documents

Mailing Address
Company Library
OrderDesk
Opportunities

User/Group setup

Accounting

Action Plan Library

The following tables describe each of the user access rights and user
or group access settings.

Controls the selected user's or group's right to
view, add, change, or remove.. ..

Entries in the Address Book window
Values in user-defined fields

User-defined field definitions

Entries in the Notes following window
Users must have the Delete checkbox selected to
be able to use the File > Purge > Notes function.

Entries in the Documents following window
Users must have the Delete checkbox selected to
be able to use the File > Purge > Documents
function.

Mailing addresses of Address Book entries
Files and folders in the Company Library
Entries in the OrderDesk window

Entries in the Opportunities window

Users and Security Groups

o [f the user does not have any User/Group
Setup rights, other users' or groups'
properties are not accessible.

o If the user has read rights only, the related
tabs are visible, but information cannot be
modified.

¢ Insert, Modify, and Delete rights provide the
corresponding access rights to all user and
group properties.

Accounting Link transactions

Note that the Delete permission is disabled
because Accounting Link transactions cannot be
deleted through Maximizer.

Action plans in the Action Plan Library
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Privileges

Privilege

Allow Global Edit

Allow private entries

Allow transfer

Allow import

Allow export

Allow Sync Contacts
with External Clients

Modify/delete other
owners’ notes

Modify other users’
private entries

Grants authorization to ...

Perform global edits of Address Book entries in
Maximizer (Edit > Global Edit). Consider
advising users with this privilege to back up the
Address Book before making significant
changes with Global Edit.

Add Address Book entries that are not visible to
other users. The user can use the Owner, Full
Access, or Read Access fields to create private
entries or restrict entries to a group.

Transfer Address Book entries between
Maximizer Address Books. If you do not select
this option, the menu items for transferring are
disabled.

Import Address Book entries between
Maximizer Address Books. If you do not select
this option, the menu items for importing are
disabled.

Export Address Book entries between
Maximizer Address Books. If you do not select
this option, the menu items for exporting are
disabled.This option also applies to the security
right to export information to Excel.

Synchronize Address Book entries and notes
using Outlook Synchronization or MaxMobile
synchronization. However, users can still
synchronize calendar appointments or Hotlist
tasks without this access right.

Change and delete other users’ notes. However,
to be able to view other users’ private notes, the
user must have the “Modify other users’ private
entries” privilege enabled.

View and modify entries marked as private that
belong to other users.

If a user has this privilege enabled, the user
has full read and modify access to all entries,
regardless of the entry’s Full Access, Read
Access, or Owner settings. This security
privilege is very powerful and should be
granted with caution.



Privilege

Modify other users’
general information

User's Roles

User Role

Sales Manager

Sales Representative
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Grants authorization to ...

Change information in the General and User-
Defined Fields tabs of the User Properties dialog
box for another user.

Modifying a user’s general information, such as
Last Name, First Name, Company, and Phone
Number, does not have to be restricted to the
MASTER user. In many cases, an administrative
assistant or a receptionist can be granted the
rights to modify user’s general information
without compromising the security of
Maximizer. This privilege allows the user to
have access to all Maximizer users’ general
information without giving them full security
rights to the Address Book.

Grants authorizationto ...

Belong to the Account Manager field. Sales
Managers can also re-assign the Account
Manager field to a different user.

Similar to the Sales Manager role, Sales
Representatives can be assigned to the Account
Manager field. A Sales Representative can
assign the Account Manager field to anyone
else, but only if the Account Manager field was
assigned to him/herself or blank and not
assigned to another user.
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Modifying User Access Settings

For an explanation of the relationship between user access rights,
user access settings, and group access settings, refer to “User and
Group Security” on page 50.

For an explanation of each of the access settings, refer to “User
Access Rights and User/Group Access Settings” on page 51.

» To modify access settings of an existing user

n Select File > Users.

E Select the User ID.

E Click Properties.

n Click the Access Rights tab.

Properties for Billie Holly ==
General | User-Defined Fields  Access Riahts | Securty Groups |
Pemissions Privileges
[ Read | Insert | Modiy | Delete Allow Global Edit
Address Book O Allow private entries
User-defined filds Allow transfer
Userdefined field setup O Allow import
Notes O O Allow export
Documents O Allow sync contacts with extemal clients
Maling Address O [] Modify/delete other owners' notes
Compary Library O O [ Modfy other users’ private entries
OrderDesk O [[] Modify other users’ general information
Opportunities O User's roles
User/Group sstup O O
Rz 0 Sales Manager
‘Action Plan Library Sales Representative
fiiocify User Access Setiings E
ok | oo | ey |

E Click the Modify User Access Settings button.
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E Modify any of these settings as appropriate.

Mailing Address
Company Library
OrderDesk
Opportunities
User/Group setup
Accounting

Action Plan Library

RRRIRERRIRRIEEE 2
&
4

RRORRRRIRRIEEIR
RRORRORRORER

REOO0O00000080

Permissions Privileges
Insert | Modify | Delete Allow Global Edit
Address Book Allow private entries
User-defined fields Allow transfer
User-defined field setup Allow import
Notes Allow expart
Documents Allow sync contacts with external dients

[] Madify/delete other owners' notes
[ Modify ather users' private entries
[7] Madify other users' general information

User's roles

Sales Manager
Sales Representative

Cancel

. Click OK to close the Access Settings dialog box.

E Click Apply to save the changes.
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Security Groups

@ It is important to note that
groups have access settings,
but they do not have access
rights that users do.

A security group is a group of users, usually belonging to a functional
group such as a Finance department, who have access to entries
related to their group and have specific security Access Settings. A
user may be a member of more than one security group.

The Group dialog box is shown below.

Meodify Group - Accounting ==l

General | Members |
Group name and ID

[T [ ccounting] 1D: [AcCTNG

Access Settings
Permissions Privileges

ead | Insert | Modfy | Delete | | [] Alow Global Edit -
[ Alow private ertries

[ Alow transfer

[ Alow import

[ Mlow export

[ Alow sync corttacts with extemal clierts
[ Modiy/delets other owners’ notes

-
o

Address Book
Userdsfined fislds
Userdefined field setup
Notes

Documents
Maiing Address
Company Library
OrderDesk
Opportunities
User/Group setup
Accourting

Action Plan Library

]

4 i v

User's roles

[ Salss Manager
[J Sales Represertative

o o 3
o o
o o
OEOOCO0000000

0K Cancel

Group Name and ID

Every security group has a name and an ID that identify the group.
Changing the name has no effect on the group functionality.
However, you cannot change the group ID. If you ever need to
recreate these security groups, it is imperative that you use the
correct security group IDs (the group name is irrelevant).

Group Access Settings

A security group has Access Settings that affect the level of access its
members have within the Address Book. It is important to note that
granting an Access Setting to a group does not necessarily mean that
all members of the group will have that Access Right. The level of
access each individual user has to the Address Book is controlled by
the Access Settings of the user account and the Access Settings of any
groups the user belongs to. For more information about user and
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group Access Settings, refer to “User and Group Security” on
page 50.

Group Members

You can add or remove users from the group in the Members tab of
the Group dialog box.

You can also add or remove a user from any groups on the Security
Groups tab of the User dialog box.

Default Security Groups in all New Address Books

Every new Address Book contains several security groups, described
in the following table. Only the MASTER user belongs to these
groups by default, but you can add additional users to each group.

Security Group
Name Group ID | Enables group members to...

Accounting ACCTNG | Restrict accounting transaction notes
to members of this group. If an
Accounting Link user is not a
member of the Accounting security
group, notes for any accounting
transactions created by that user are
Public. However, notes for
transactions created by members of
the Accounting group are restricted
to members of that group.

@ For more information about Crystal Reports R_CRU Generate new reports from the
;Z%”g:gfggr‘%z '.?Slget?]é"ug‘?;_stal Users Reports > Crystal Reports > Personal
related preferences on each of the > Custom Report menu in
tabs.” on page 63. Maximizer. Note that the user must

also have the Custom Reports access
right enabled to be able to generate

reports.



58 | Maximizer CRM 10
User's Guide

Creating a New Security Group

@ The File > Security Groups
menu item is also available in
Maximizer if the logged-in user
has Insert rights for User/
Group setup.

For an explanation of the relationship between user access rights,
user access settings, and group access settings, refer to “User and
Group Security” on page 50.

For an explanation of each of the access settings, refer to “User
Access Rights and User/Group Access Settings” on page 51.

» To create a new security group and assign members

n Select File > Security Groups.

A click Add.
Security Groups
Security Groups
|
[ Name |
Accounting o=
=p| Crystal Reports Users
Properties
Close

E Enter a Group Name.

n Enter a unique Group ID (up to 9 characters). The first character
of the Group ID must be a letter.
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E Assign Access Settings to the group.

Access Settings for the group affect the Access Rights of all users
who are members of the group.

Add Group ==l
General | Members |
Group name and 1D E
Name: [ 1D:
Access Setings
Permissions Privieges
Read | Insert | Mody | Delete | | ] Alow Giobal Edt -

Address Book O O O [ Alow private entries B
User-defined fields O O O O [ Alow transfer L
Userdefinedfield setup [ O O O [ Alow import 3
Notes O O O O [ Alow export L
Documents O O O O [] Allow syne contacts with extemal clients
Mailing Address O O O O [] Modfy/delete other owners’ notes il
Company Lorary O 0 0 0 |
OrderDesk (] (] O O 5

Opportunies O O O O ors roles
User/Group setup O O O O Sales Manager

Accourt O O O [®

m“;: P:gg Lbray g g o il [ Sales Representative

[ ok | conca
E Click the Members tab.

@To remove a user, select the From the Available Users list, select a user to add to the
user from the Members list, security group, and click Add. Repeat to add additional users.
and click Remove.

Add Group ==l
General  Members | E
Available users Members
Name [ Kdds || [Mame
Celine Dancer Bilie Holly

= COMPANY Add Al > =+ Dariel Brown
Joe Napoi
EMAILUSER Add embers of other Groups. . oe et
Jon Bowser

Lou Janes
Lucy Garcia

Mark Bertoli o <Bewe |
LT I
Mianda Corel =

WEBUSER Remove Members of other Groups...

Wonda Whie
Modify Access Settings
View User Access Riahts

oK | Cancel Apply
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B Click OK to close the Add Group dialog box.

The security group has now been created.

Modifying Group Access Settings

For an explanation of the relationship between user access rights,
user access settings, and group access settings, refer to “User and
Group Security” on page 50.

For an explanation of each of the access settings, refer to “User
Access Rights and User/Group Access Settings” on page 51.

» To modify access settings of an existing group

n Select File > Security Groups.

E Select the group name.

E Click Properties.

n Select the appropriate settings for the group, and click OK.
E Click Apply to save the changes.
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Record Ownership

In Maximizer, many entries have an Owner field, or Full Access and
Read Access fields. These fields control who can view or edit the
entry. Users can access their own private records, all publicly owned
records, and private records owned by their group. For example, the
user “Alice” of the “Finance” group can view all of her own records,
all records owned by the “Finance” group, and all Public records. See
the example below as an example.

8 Note for Dolton, James ==
[ W= [¥ | 4 Actions =

Appaintment Created A
Sales Status Report

With:

For All Occasions
Jennifer Andrews
James Dolton

ABC Wine Shop Inc.
Moshe Pate

m

Appointment details:
Date:  Recurring weekly every Friday
from September 28, 2007 until September 28, 2010
From:  3:00 PM [Pacific Daylight Time]
Untl:  4:30 PM [Pacific Daylight Time]

Priority:
Location:
Meeting Room
Properties Details
Date: [September 27, 2007 Ful sccess: [[sales] =]
Tme: [58 | | Readaccess: =

Creator: |Lou Jones -

Sometimes it's important to allow users to have private entries
because some entries aren’t meant to be shared with your entire
organization. In Maximizer, it's possible to specify Full Access and
Read Access to specific users or groups for each entry in the Address
Book. In addition to Address Book entries, you can specify ownership
of notes, documents, and other types of entries.

When a user creates a new Address Book entry, he or she can
designate access for that entry. Full Access or Read Access can be
granted to a specific user, a group, or it can be Public.
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To be able to use the Owner, Full Access, or Read Access fields, the
user must have the “Allow private entries” access right enabled.

Field

Owner

Full Access

Read Access

Value

Public

User

Group

Public

User

Group

Public
User

Group

Description

All users can view and modify the entry,
regardless of their user or group security
settings.

Only the specified user can view or modify the
entry.

Only members of the specified group can view
or modify the entry, regardless of their user or
group security settings.

All users can modify the entry, regardless of
their user or group security settings.

Note that the Read Access field becomes
disabled if Full Access is set to Public.

Only the specified user can modify the entry.

Only members of the specified group can
modify the entry, regardless of their user or
group security settings.

All users can view the entry.
Only the specified user can view the entry.

Only members of the specified group can view
the entry.
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The Address Book administrator is responsible for setting up initial
user preferences in Administrator. However, users can change many
of their user preferences in Maximizer.

» To set Address Book user preferences

n Select File > Users, select a user, and click Preferences.

5] Users ==
User list

[User D7 [Display Mame  [FirstMame  [LastMame  [Fhane #1 [Exension [Emal dddiess [ Windows fccess

BHOLLY Bl Holy Bille Holp {855 7750 bholy@masimizer.« Endbled

CDAMCER  Celine Dancer Celine: Dancer (555 7750 cdancer@marimize Enabled

COMPANY  COMPANY Company Disabled

DBROWM  Daniel Brown Dariel Brown (555 7750 dbrown@masimizer Enabled

EMAILUSER EMAILUISER EMAILUSER Encbled

JBOWSER  Jon Bowser Jon Bowser (555 7750 ibovsen@marimize Enabled

JHAFOLL  Joe Napol Joe Napol (855 7750 inapoli@masinizer. Enabled

LGARCIA  Lucy Garcia Lucy Garcia [555) 7750 lgarcia@manimizer. Erabled

- ou lones oncs nes@madimizer d Enabled |

MBERTOLLI Mark Bertolli ark Beartolli (555 7750 mbertoli@mazimize Enabled

MCORELL  MiandaCorel  Mianda  Corel (855 7750 meorel@maimizer Enabled

MGRAHAM  Matt Graham tatt Graham (555 7750 maraham@mazimiz Enabled

WEBUSER  WEBUSER WEBUSER Encbled

WwhwWHITE “wlonda Yehite “wlonda ‘white: (555 7750 wmishite@mazimizer Enabled

add... Delete rgChart | Passnord... | Preferences | [ propertes
Close

E Set the user-related preferences on each of the tabs.

Preferences - Billie Holly ==
Lsbels |  Repots | Fax | Ouflook Synchromization | Overview Page |

loggng | Fomat | Calendar/Motist | Diaing |  Transfer |  Envelopes |
Documents Oppartunities Labels Envelopes Timers
" None " None " None " None " None
@ Hotes! @ Notes &' Notes * Notes @ Notes
" Journal " Journal " Journal " Journal " Journal
" Both " Both " Both  Both " Both

Scheduled tasks — |~ Completed tasks

" Mone " None

& Notes * Notes

" Journal " Journal

" Both " Both

Bhone calls Email

€ None ¥ View resuilt table on hang-up € None

% Notes and phone log & Notes
" Journal " Journal
" Both " Both

oK Cancel
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CHAPTER

Gonfiguring an
Address Book

In this chapter...

“Address Book Preferences” on page 66

“Preventing Duplicate Address Book Entries” on page 68
“Setting up User-Defined Fields for an Address Book” on page 72
“Creating Key Fields Lists” on page 81

“Recording Holidays in the Holiday Editor” on page 84
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Address Book Preferences

@ Users can also set Diagnostic
preferences in Maximizer.
Refer to “Using Log Files for
Diagnosis” on page 277 for more
information.

@The MASTER user is responsible
for devising and implementing
ratings schemes and completion
reasons in Administrator.

You can set Address Book preferences by selecting File > Preferences
in Administrator. The following table outlines the settings available
on each tab of the Preferences dialog box. For more information

about any of these preferences, go to File > Preferences, select a tab,

and press F1.

On this tab...

Address Book

Diagnostic

Key Fields

Location/Resource

Mandatory Fields

Opportunity

System Fields

System Options

You can set the following preferences...

values available in the Category field for
Address Book entries

fields to check for duplication of Address
Book entries (refer to “Preventing Duplicate
Address Book Entries” on page 68 for more
information)

log file settings for Maximizer modules

key user-defined fields available on the Basic
Information tab of Address Book entries and
opportunities (refer to “Creating Key Fields
Lists” on page 81 for more information)

locations available for appointments
resources available for appointments

mandatory or optional data entry
requirements for basic fields in Address Book
entries and opportunities

opportunity stages and probabilities of close
opportunity confidence ratings

opportunity completion reasons

add, modify, and delete values of system
fields note/document categories and
products/services

Address Book name

Address Book ID

system-assigned Address Book entry IDs and
opportunity IDs

TAPI phone number format

user-defined field creation in Form Designer
Overview page caption

Live Update options
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» To set Address Book preferences

n Select File > Preferences.

E Set the Address Book preferences on each of the tabs.

Address Book name: |STERERITIIE]

Address Book |D: |772238169
Caption text displayed

Preferences
Diagnostic | Address Book | Mandatory Fields
System Options | SystemFidlds |  Locations/Resources | KeyFields | Opportuniy
System defaults

for Overview Page: |My Work Day
Masximum rumber of

entries to retrieve: A =

[ System to assign Address Book entries’ [ Dentification field values
[ System to assign Opportunities’ ID field valuss

¥ Disable creation of Maximizer Form Designer user-defined fields
[ Enable ssourity

[¥ TAPIformat Address Book entry phone numbers Live Update:

=]
|
|

oK Cancel

67

If you apply a user password for an Address Book, all Address Books
on the server hosting the Address Book will use the same password. It

is not possible to have different passwords for different Address

Books for the same user on the same computer.
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Preventing Duplicate Address Book Entries

@ For information about
preventing duplicates when
importing data, refer to the
sections about importing in
chapter 12 “Managing
Address Book Data” on page
233.

When more than one Address Book entry exists for the same person
or organization, the entries are considered duplicates. These
duplicates may occur when users create a new Address Book entry
without determining whether an entry already exists for the person
or organization. They can also occur when entries are created
automatically by operations such as importing. Duplicate entries are
undesirable because information related to the person or
organization becomes fragmented. You can prevent most duplicate
entries by using Maximizer’s duplicate Address Book entry checking
options.

You can configure duplicate checking in Administrator (File >
Preferences > Address Book tab).

Preferences ==
System Options | SystemFields | Locations/Resources | KeyFields | Opportuniy |
Diagnostic Address Book | Mandatory Fields |
Values for Category field's selection st
Value Type
alyst (system) - Add
olleague system)
‘ompetitor (system) 3
onsultant (zystem)
ustomer (zystem)
Dealer system)
Distributor (system)
llma rasctar hY2
Duplicate Address Book entry checking
¥ (Chgek for duplicates when adding Address Book entries
Duplicate check list: | Duplicate Check List 1 2
Fields to match for the selected list
15t field to match Full Name/Company Name
2nd field to match Company Name For Individual
3rd field to match City/Town
I™ Alow partial match
Duglicates may be entered by: [Lou Jones |
oK Carcdl |

Administrator enables you to prevent most duplicate Address Book
entries by specifying up to three combinations of fields that must be
unique to each entry. If a user attempts to create a new Address
Book entry, and the values of any of those field combinations match
an existing entry, Maximizer does not allow the duplicate entry to be
created.

A combination of fields that must be unique to each entry is called a
“duplicate check list”. You can create up to three duplicate check
lists, using up to three fields in each list.



@The "Full Name/Company
Name" matching field checks
the Full Name of Individual or
Contact entries and checks the
Company field of Company
entries. The “Company for
Individual” matching field
checks the Company field of
Individual entries.
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Maximizer considers an entry to be a duplicate if the values of all
fields from List 1, or all fields from List 2, or all fields from List 3
match an existing entry.

List 1 OR List 2 OR List 3
1st Field 1st Field 1st Field
AND AND AND
2nd Field 2nd Field 2nd Field
AND AND AND
3rd Field 3rd Field 3rd Field

The default duplicate check lists, described below, effectively prevent
most duplicate entries:

Duplicate Check List 1:

Duplicate Check List 2:

. Full Name/Company Name
. All Phone Numbers
. None

w N =

. Full Name/Company Name
. Zip/Postal
. None

w N =

Duplicate Check List 3: 1. None

N

. None

3. None

When a user creates a new Address Book entry in Maximizer, and
Maximizer detects it as a potential duplicate Address Book entry, the
user is presented with the following list of options:

Merge with selected entry: The newly created or modified
Address Book entry merges with, and overwrites, the existing
(selected) entry.

Edit selected entry: The existing (selected) Address Book entry
opens, allowing it to be edited by the user. Any information
entered in the newly created entry that was detected as a
duplicate must be re-entered.

Add the new entry: This option adds the new entry. It is
available only under certain circumstances. If a user or group has
permission to create duplicate entries (“Duplicates may be
entered by” field in the Address Book tab), he or she has the
option to create duplicate entries. This option is also available if
partial matching is enabled and Maximizer finds a partial match.
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Partial Matching

Partial matching identifies an entry as a possible duplicate even if not
all fields in any of the duplicate check lists are the same in both the
new entry and an existing entry.

With partial matching, the order of the fields (1st, 2nd, 3rd) in the
duplicate check lists is important, as described in the following
scenarios:

@ If the first field only is defined .
in the list (the second and third
fields are set to None), partial
matching doesn’t apply
because matching one field is
a complete match.

If the first and second fields only are defined in the list (the third
field is set to None), an entry is considered a possible duplicate if
only the first field matches.

e If all three fields are defined in the list, an entry is considered a
possible duplicate if only the first field matches, or if both the
first and second field match.

If the first field doesn’t match, an entry is never considered a possible
match, even if the second and/or third field matches.

Maximizer displays the list of possible duplicates in order of number
of fields matched.

List 1 OR List 2 OR List 3
1st Field 1st Field 1st Field
OR OR OR

1st & 2nd Field 1st & 2nd Field 1st & 2nd Field

@ If the Address Book has been
upgraded from a previous

By default, partial matching is disabled. To turn partial matching on,

version of Maximizer, and
duplicate checking was
enabled, partial matching is
enabled after upgrading the
Address Book to the new
version.

select the “Allow partial match” checkbox.

The "Allow partial match” checkbox applies to all Duplicate Check
Lists. You cannot allow partial matches for some lists and not for
others.

Partial matching is relevant only if no exact matches exist. If all the
fields in any of the duplicate check lists match an existing entry, it is
considered a duplicate entry, and partial matching does not apply.
However, if Maximizer finds no exact matches, it returns a list of
entries matching any of the fields from the duplicate check lists.

Permission to Create Duplicate Entries

If some users or groups require the ability to create duplicate Address
Book entries, you can select a user or group from the “Duplicates
may be entered by” drop-down list. If more than one user requires
this ability, add those users to a new security group and then select
that group from this drop-down list. In Maximizer's Duplicate
Address Book Entry Found dialog box, the user(s) can then choose
the "Add the new entry" option.
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Configuring Duplicate Address Book Entry Checking

> To configure duplicate Address Book entry checking

n In Administrator, select File > Preferences.
E Click the Address Book tab.

ﬂ Select the Check for duplicates when adding Address Book
entries checkbox.

n From the Duplicate check list field, select one of the Duplicate
Check Lists.

E In the Fields to match for the selected list box, select the
first, second, and third field to match. (You can select up to three
fields, but selecting all three fields is not required.)

E Repeat the previous two steps to configure any of the other
Duplicate Check Lists.

To enable partial matching, select the Allow partial match
checkbox.

B If you want any users or groups to be able to create duplicate
entries, select the name of the user or group from the
Duplicates may be entered by drop-down list.

E Click Apply, and then click OK.

Preferences ==
System Options | SystemFields | Locations/Resources | KeyFields | Opportuniy |
Diagnostic Address Book | Mandatory Fields
Values for Category field's selection list
Value Type
alyst (system) - Add
olleague (system)
ompetitar (system) 3
onsultant (zystem)
ustomer (zystem)
Dealer (system)
Distributor (system)
llma rasctar hY2
Duplicate Address Book entry checking
Check for duplicates when adding Address Book entries
Duplicate check list: | Duplicate Check List 1 2 n
Fields to match for the selected list
15t field to match Full Name/Company Name
2nd field to match E Company Name For Individual
3rd field to match CityfTown
I Allow partial match
Duglicates may be entered by: [Lou Jones E |
= —
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Setting up User-Defined Fields for an Address Book

@ User-defined fields can be
created and modified in both
Administrator and Maximizer
(if users have the necessary
rights) using the File > Set Up
User-Defined Fields menu
item.

Although the information you can record in Maximizer covers the
basics, you probably want to record additional information, such as
budgets, income, interests, number of employees, or other data. You
can record this information in Maximizer with user-defined fields,
which are custom fields for storing information in any of the
following categories:

Address Book entries: Available in the Address Book window

Opportunities: Available in the Opportunities window of
Maximizer

User accounts: Available in the user properties dialog box

Once you have created a user-defined field, users can enter data in
that field.

Types of User-Defined Fields

@ Encrypted user-defined fields
cannot be transferred,
imported, or exported. They
are also not searchable.

There are four different types of user-defined fields. Each type has
different properties and uses.

Table user-defined fields enable you to select a value or
values from a list. This type of field is very useful for multiple
choice or multiple value fields. If you create a table user-defined
field with the “single value only” attribute, no more than one
value can be selected from the list, which is particularly useful
for fields where it wouldn't make sense to select more than one
value.

Date user-defined fields can store a specific date or an
annually recurring date.

Alphanumeric user-defined fields record any alphanumeric
text (letters and numbers) up to a maximum number of
characters that you specify. Alphanumeric fields can be
encrypted for security protection. Note that you cannot disable
or enable encryption once you have created the field.

Numeric user-defined fields record any numeric value you
wish to keep for the Address Book entries. If you specify a
number of decimal places for the user-defined field, you can use
this field type for monetary amounts.
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User Access Rights for User-Defined Fields

As the Address Book administrator, you are responsible for creating
user-defined fields in Administrator for Maximizer users. However,
you can give any user the ability to create, change, or delete user-
defined fields in Maximizer by enabling the following access rights in
Administrator (File > Users > [user] > Properties > Access Rights):

e The User-defined fields access right enables the user to assign
values to user-defined fields, but not create fields.

¢ The User-defined field setup access right enables the user to
create new user-defined fields.

For information about assigning user access rights, refer to “User and
Group Security” on page 50.

You can also restrict user access to a specific user-defined field. The
user-defined field properties has options for Full Access (read and
write) and Read Access (read-only) permissions.

Add User-Defined Field ==
Folder Name: [ <Escona Tutorial>
Field Name: |\
Type Field may be added to
Table - [¥ Companies
¥ Individuals
¥ Contacts
Attributes
I Single value orly =
r [T
r ™ Mandatory
[~ Setto hidden
Full access: [Public | [Public =]
Creation Detals Full Access and
e Reguested by: [Lou Jones | | +af——— Read Access
Description: i permissions.
Spelling ‘ oK | Cancel |

The Full Access and Read Access fields contain a drop-down list of
users, groups, and Public. Select which user(s) the Full Access or Read
Access permission applies to:

¢ Public assigns the user-defined field access permission to all
users

e [user] assigns the user-defined field access permission to an
individual user

¢ [security group] assigns the user-defined field access
permission to all members of a security group
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About the Set Up User-Defined Fields Dialog Box

User-defined fields are created and modified through the Set Up
User-Defined Fields dialog box, which is available from the File menu
in both Maximizer and Administrator.

Set Up User-Defined Fields ==l
Address Book | Opportunities | Users |
Name Type Requested by Add Folder
[EE ] <Escona Tutorial>
14 *UseAlternateForm  Alphanumeric
) Sales Folder
2 Marketing Folder
2 Customer Service Folder
) Partner (Retail-Reselle... Folder
2 Customer Profile Folder
) Discount Levels Folder
2 Wine Preferences Folder
2 Wines of Interest Folder Joe Napoli
] Escona Roles Table
| Customer Interests  Table
] Partner Interests Table
*Mandatory Fields [V Tree View

The dialog box contains tabs for each category of user-defined field.
The user-defined field structure can also be multi-tiered with
multiple levels of user-defined field folders, each of which may
contain other folders or user-defined fields. The folder structure may
contain a maximum of three folder levels.

Mandatory User-Defined Fields and System Fields

@Key fields are specified on the Some user-defined fields are displayed in bold or with an asterisk:
Key Fields preferences tab in . . . .
Administrator. (File > ¢ Mandatory user-defined fields are denoted with an asterisk
Preferences > Key Fields) displayed after the field type.

e System fields are shown in bold, black text.

Sort order

There are two methods of changing the order of fields and folders:

e Drag and drop: You can use the mouse to drag and drop fields
or folders to a different position in the list. Dragging it onto a
field places it immediately below that field. Dragging onto a
folder places it at the top of the list inside that folder. Holding
the mouse on a folder for about a second expands the folder,
and then you can continue dragging the item to a specific
position in that folder.

e Move Up and Move Down buttons: Click the Move Up and
Move Down buttons to move a field or folder up or down in the
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list. These buttons only move items within their current folder
level. You cannot use them to move items in or out of folders.

Creating a New Folder for User-Defined Fields

Use the Set Up User-Defined Fields dialog box to create new user-
defined fields and folders for use with Address Book entries,
opportunities, and user accounts. This dialog box is available from
the File menu in both Administrator and Maximizer, although users
can create user-defined fields in Maximizer only if the User-defined
field setup access right is granted in their user account.

You can group similar user-defined fields into folders and sub-folders
to a maximum folder depth of 3 levels. Grouping user-defined fields
into folders is particularly useful if you have a large number of user-
defined fields. Grouping them makes them easier to find and reduces
the amount of scrolling needed to find the one you’'re looking for.

» To create a new folder

n Open the Set Up User-Defined Fields dialog box (File > Set Up
User-Defined Fields).

E Select the tab for the category of user-defined field to create.

E To create a top-level folder, select the Address Book name at the
top of the list.

—or —

To create a folder within an existing folder, select the existing
folder.

3 click the Add Folder button.

Set Up User-Defined Fields ==l
Address Book | Opportunities | Users | E
Name Type Requested by ;‘ I Add Folder
= " Rdd Fieid
[1#] *UseAlternateForm  Alphanumeric
> Sales Folder
2 Marketing Folder
2 Customer Service Folder
2 Partner (Retail-Reselle... Folder
2 Customer Profile Folder
2 Discount Levels Folder
2 Wine Preferences Folder
2 Wines of Interest Folder Joe Napoli 4
f Escona Roles Table Close
{f Customer Interests  Table =
f Partner Interests Table

*Mandatory Fields ¥ Tree View
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@ User-defined field and folder E Enter a name for the new folder, and click OK.
names cannot contain forward
slash or backward slash ‘Add New Folder =

characters (/\).

Parent folder: | <Escona Tutorial >
Folder name: ||

[ Setto hidden

Concel
@ If you set the folder to hidden, The new folder now appears in the Set Up User-Defined Fields
it is not displayed on the User- i
Defined Fields tab when the dialog box.
(szgg\llegggén fields option is E If necessary, move the new folder to a different position in the

list.

Creating a New User-Defined Field

Create user-defined fields for Address Book entries, opportunities,
and user accounts in the Set Up User-Defined Fields dialog box. This
dialog box is available from the File menu in both Administrator and
Maximizer, although users can create user-defined fields in
Maximizer only if the User-defined field setup access right is
granted in their user account.

» To create a new user-defined field

n Open the Set Up User-Defined Fields dialog box (File > Set Up
User-Defined Fields).

E Select the tab for the category of user-defined field to create.

E Select an existing folder, inside which to create a new field.

Select a user-defined field. The new field will be created at the
same level as the selected user-defined field.
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3 click the Add Field button.

Set Up User-Defined Fields E

Address Book | Opportuniies | Users

/]
Hame Type Requested by n Add Folder

[EEa] <Escona Tutorial>
[1#] *UsealternateForm 3 phanumeric

==

> Sales older
2 Marketing Folder
2 Customer Service Folder
2 Partner (Retail-Reselle... Folder
2 Customer Profile Folder
2 Discount Levels Folder
2 Wine Preferences Folder
2 Wines of Interest Folder Joe Napoli 4

EH Escona Roles Table Close

8 Customer Interests  Table

8 Partner Interests Table

*Mandatory Fields W Tree View
@ User-defined field and folder E In the Field Name field, type a name for the user-defined field.
names cannot contain forward
slash or backward slash (6 Specify the properties of the user-defined field.

characters (/\).
For detailed information about each of the property fields, click
inside the dialog box and press F1.

Click OK.

You have now created a user-defined field.

Add User-Defined Field ==l
Folder Name: | <Escona Tutorial -
FidName:  [Escons Pmmnﬁﬂmaign
Type Field may be added to

T — ¥ Companies

W Individuals

W contacts
Attributes
I™ single value only [T
r =

r ™ Mandatory
I Set to hidden E
[ =

Full access: |Miranda Corell | Readaccess: [Public k|

Creation Detals

[ Lou Jones Reguested by: [Lou Jones -
Descrigtion: [ Tis field is to track each promotional campaign for customers. -
5pelling ‘ oK | Cancel |

B You can move the new field to a different position in the list if
necessary.
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Adding Items to a Table User-Defined Field

Table user-defined fields contain a list of similar items from which a
user may select one or more items. As part of the process of creating
a new user-defined field of this type, you should add the items to the
table. However, while using the user-defined field in Maximizer,
users may find a need to add an item to the list. A user can add items
to a table user-defined field on-the-fly if the user account has
sufficient privileges. Both procedures are explained below.

» To add items to a Table user-defined field

n In the Set Up User-Defined Fields dialog box, select the table-
type user-defined field, and click the Items button.

—or —

Double-click the table user-defined field.

Set Up User-Defined Fields ==

Address Book | Opportunities | Users |

Name [Type | Requested by | Acd Folder |
B <Escona Tutorial> - AddFeld
[14] *UseAlternateForm  Alphanumeric
2 Sales Folder Properties
S i R— | 2
First Contacted Da... Date Delete
Annual Sales Numeric n =
Last Visit Date L
2 Marketing Folder 1
2 Customer Service Folder
£ Partner (Retail-Reselle... Folder M
2 Customer Profile Folder Close
2 Discount Levels Folder =
2 Wine Preferences Folder Saye As...
2 Wines of Interest Folder Joe Napoli
£ Escona Roles Table
5 | FA Custamar Intaracts Tahla j

*Mandatory Fields ¥ Tree View
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A i1 the set Up Items dialog box, click Add.

Set Up ltems ==l
Ttems list
Name: [ Primary Interest E Add...
Ttem value Requested by
Modify...

As an agent/distributor
Corporate gift or occasion =
Personal gift or occasion =
To sellin a restaurant/bar Properties

Move Down

E Type a name for the item.

@ If you set the item to hidden, ﬂ In the Requested by field, select the name of the user who
the user can hide it from the requested the item creation.
Available values list by
deselecting the Show hidden .
items option. The user must E Click OK.
also ensure that the item is not
selected in the list. If it is, the Add ltem =
item will still be displayed. Ttem detais
Creator: |Lou Jones
Requested by: |Lou Jones j

I~ Set to hidden

E Repeat these steps to add any additional items to the Table user-
defined field.

Transferring User-Defined Fields between Address Books

» To transfer user-defined fields between Address
Books

@ Encrypted user-defined fields
cannot be transferred between
Address Books.

n In Maximizer, select File > Transfer > User-Defined Fields.

E In the Transfer User-Defined Fields dialog box, select the user-
defined fields to transfer.
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Click the Transfer button.

Transfer User-Defined Fields ==

Details:

*UseAlternateForm
Anniversary
Birthdate

Catalog Distribution

s

Customer Profile\Have Internet Access
Customer Profile\Industry

Customer Profile\Region i

n To copy the data into a target Address Book that is accessible
from the computer, select the Direct Address Book access
transfer method. Accessible Address Books are listed in
Available target Address Books.

—or —

If the target Address Book is not listed, select the Email transfer
method. The data is compressed into a .MET file and attached to
an email message.

E If you selected Direct Address Book access, select the target
Address Book, click OK, and log on to the Address Book.
Maximizer transfers the user-defined fields and notifies you
when the transfer is complete.

If you selected Email, click OK. Maximizer creates an email

message with the user-defined fields attached in a .MET file.
Type an email address in the To field, and click Send.

Transfer ==l

Transfer method

................... &

= Birect Address Book actess

Cancel
" Email

Direct Address Book access
Available target Address Books:

Location of target Address Book:

DSN:MAS_EsconaPromotions
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Creating Key Fields Lists

@ Assigning a user-defined field
to a Key Fields list does not
remove it from the User-
Defined Fields tab. Those fields
appear in both tabs.

Key Fields are important user-defined fields that are highlighted on
the Basic Information tab in Maximizer Address Book entries and
opportunities, making them more readily accessible. Which user-
defined fields appear as Key Fields is up to you. You might select
mandatory user-defined fields as Key Fields, so users don’t miss them
when creating a new record. You might also select frequently used
user-defined fields, making it easier for users to quickly enter these
values. And you might select user-defined fields important to a
particular group of users because different Key Field lists can be
defined for a specific user or group, or for all users.

Specifying Key Fields by Entry Type

When you create a Key Fields list in Maximizer, you can specify up to
eight user-defined fields for each entry type. The entry types are
described in the table below.

The user-defined fields available for each entry type correspond to
the related type of user-defined field and the related Maximizer
entries. For example, within a Key Fields list, the Opportunity Key
Fields entry type may contain only opportunity user-defined fields,
and these Key Fields will be available only in the Opportunity dialog
box in Maximizer.

There are three types of Address Book entry key fields: Companies,
Individuals, and Contacts. Only user-defined fields for the type of
Address Book entry (Company, Individual, or Contact) are available
for each Key Fields entry type. For example, only user-defined fields
that are available for Contact Address Book entries will be available
for Contact Key Fields entry types.

Type of Visible in
Key Fields Entry Type | User-Defined Field Maximizer Entry Type
Company Address Book entry Companies
user-defined fields for
Companies
Individual Address Book entry Individuals
user-defined fields for
Individuals
Contact Address Book entry Contacts
user-defined fields for
Contacts
Opportunity Opportunity user- Opportunities

defined fields
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Restricting Key Fields to Specific Users

The Key Fields in the Basic Information tab of Maximizer entries are
visible only to the user(s) that the Key Field list is assigned to.
However, other users may still be able to access the field through the
User-Defined Fields tab, depending on which users or groups the
user-defined field is assigned to. Assigning a user-defined field to a
Key Fields list does not determine who can access the user-defined
field. It only determines who can access the field from the Key Fields
list. Users can see all the Key Fields from public Key Field lists,
personal Key Fields lists, and Key Fields lists for any security groups a
user belongs to.

Creating a Key Fields List

Create Key Fields lists in Administrator, as described in the following
procedure.

» To create a Key Fields List

n In Administrator, select File > Preferences.

E Select the Key Fields tab.

Preferences ==
Diagnostic | Address Book | Mandat s |
System Options | SystemFields |  Locations/Resources Key Fields ppotunity |
Avalable Key Fields Lists
Name | Requested By | Owner | Agd.. >
General Opportunities Public
Key Fields (converted) Public
oK Carcdl | \

E Click Add to open the Add Key Fields dialog box.

n In the List name field, create a name for the Key Fields list.



@ The Assigned To field
determines which users will
see these fields in their Key
Fields list in Maximizer.
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E From the Assigned to drop-down list, select a user or security
group to assign the Key Field list to, or leave it as Public.

From the Entry types drop-down list, select the type of
Maximizer entry to assign Key Fields to.

The fields for that module appear in the Available Fields list.

Add up to eight user-defined fields to the Key Fields list by
selecting each field and clicking Add.

Repeat steps 6 and 7 to add Key Fields for other modules.

Click OK to save the list.

Add Key Fields ==
Creation details
List name: | West Coast Sales
Description: [ This Key Fields list contains the user-defined fields used by West Coast Sales. -
Creator: [Lou Jones Requested by: [Bilie Holy -
[eael (Vicst Coast 52 -
Key Fields
Entry types: [Company (8 assigned fields) E |
Ayailable fields Assign up to 8 fields
= 1 Customer Profie ‘ Primary Interest
Annual Sales
[13] Employees First Contacted Date
[ First Contacted Da Last Visit
Subscription
f Have Internet Access l:l et By B
£ Preferred Language Contract Number
HH Region Region -
4 size of Client [
8 Industry L
H Contact How?
5 Retal Wine Cost o
Key Fields are important user-defined fields highlighted on the Basic Information tab for Address Book
entries and opportunities. In each defined list, you can specify up to 8 user-define r each entry
type.
Speling | oK Cancel
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Recording Holidays in the Holiday Editor

The Holiday Editor is a utility you can use to add or edit holidays in
the Maximizer calendar. By default, the Holiday Editor contains many
North American holidays. The holidays listed in the Holiday Editor
also appear in the Calendar window in Maximizer. You can use
Administrator to modify or delete existing holidays, or add new
holidays.

If you wish to add personal holidays or events to your calendar, such
as “Alice's birthday”, you must create a yearly recurring appointment
using the Calendar window in Maximizer.

The Holiday Editor's data file—Mxzhol.nam—is inserted in the
Maximizer program folder when you install Maximizer. In this
location, you use Administrator’s Holiday Editor to manage one set
of holidays for your installation of Maximizer.

» To add a holiday to your calendar

n In Administrator, select Utilities > Holiday Editor.
H ciick Add.

E Enter the details of the new holiday.

n Click OK to close the Add Holiday dialog box.

Heliday Editor - Current Address Book == Add Holiday ==
Holiday details Holiday details
Year: | 2008 Year: | 2008 [~ Every year
Update. .. Cancel

Month: |5 Month: | 10
GoTo...

Day: |11 Day: |02
Delete

Text: | Mother's Day Text: |Isabella's Birthday|

Delete Al
<<prevns gose

» To share your holidays with another Maximizer
workstation

e  Copy the Mxzhol.nam file from your Maximizer program folder
to the program folder on the other computer.

Note that this replaces any existing holidays on the destination
computer with your own.
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In this chapter...

“Setting Up Maximizer to Use Email” on page 86
“Configuring Microsoft Outlook Synchronization” on page 89
“Using Fax Software with Maximizer” on page 94

“Enabling TAPI with Maximizer” on page 97

“Phone Masks” on page 102
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Setting Up Maximizer to Use Email

The Email window in Maximizer provides you with the ability to send
and receive email within Maximizer. The Email window works with
your existing email system so that you can take advantage of some of
the benefits of sending and receiving email. Maximizer allows email
file attachments and supports the vCard standard for virtual business
cards. You can send files, mail-merge documents, and vCards quickly
and easily.

Maximizer’s Email window works much the same as any Extended
MAPI email application, but has additional functionality that enables
you to easily integrate your Address Book entries with your email.

Supported Email Clients

To use these features, you must already have a Messaging
Application Programming Interface (MAPI) or VIM (Vendor
Independent Messaging) email client. Email clients that should work
with Maximizer when properly configured include those listed
below:

e Lotus cc:Mail

e Lotus Mail

e Lotus Notes

¢ Microsoft Exchange Sever

e Microsoft Outlook/Microsoft Outlook Express
* Novell GroupWise

e Novell GroupWise 7

Please see the Maximizer website at www.maximizer.com for the
latest version information of compatible email programs.

Configuring Maximizer for GroupWise and Lotus cc:Mail/Mail

If you are using Novell GroupWise, Lotus cc:Mail (MAPI), or Lotus
Mail (MAPI), select the corresponding option in Maximizer's
Advanced Email Preferences (File > Preferences > Email tab). If you do
not select the correct option, a program fault error will occur when
using the Email window. For Lotus cc:Mail and Lotus Mail, you also
must have the “Override Extended MAPI” option selected in the
File > Preferences > Email tab.
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Configuring Maximizer for Microsoft Exchange

If you are using a version of Microsoft Exchange prior to 5.0 and you
have the “Read messages using email service provider's editor”
option selected in Email Preferences, the Reply, Reply All, Forward,
Previous and Next buttons will not work when you open a message
in the Maximizer Email window. Upgrading to Microsoft Exchange
5.0 or higher fixes this problem.

Configuring Maximizer for Microsoft Outlook Express

Because Outlook Express is a Simple MAPI program, the Maximizer
Email window shows the contents of the Outlook Express Inbox only.
To use Outlook Express with Maximizer, you must configure settings
in both Maximizer and Outlook Express, as described in the following
procedures.

» Step 1: To Configure Maximizer for Outlook Express
6.x

n Start Maximizer. If necessary, open the Address Book you use.
E Select File > Preferences.

E Select the Email tab.

n Enable the Override extended MAPI option.

E Click Advanced.

E Select Other email system and click OK.

Click OK to close the Preferences window.

E Close Maximizer.

» Step 2: To Configure Outlook Express 6.x for
Maximizer

n Start Outlook Express.
E Select Tools > Options.

E On the General tab, click the Make Default button beside This
application is NOT the default Mail handler.

If the button is unavailable, and the option says This
application is the default Mail handler, then you can
proceed to the next step because Outlook Express is already the
default Mail handler.
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ﬂ Click Apply, and then click OK.

Windows may prompt you to restart your computer.

Maximizer is now integrated with Outlook Express.

Configuring Maximizer for Microsoft Outlook

@Maximizer cannot use Microsoft Outlook is an Extended MAPI program, which means the

Extended MAPI with the Maximizer Email window will display the Outlook folders.
Internet Mail Only installation

type. Ensure the installation

t is C t - T
v}\'/%l?ﬁéroﬁ:fora o » To use Outlook with Maximizer

n In Maximizer, select File > Preferences.
E Select the Email tab.

E Find the Override Extended MAPI option and verify this
setting is disabled (the checkbox should be cleared).

ﬂ Click Apply, and then click OK.
E Exit Maximizer.

E Restart Maximizer.

When you select the Email window (Window > Email), it displays
Outlook folders such as Inbox, Outbox, Sent Items, Deleted Items,
and your personal folders.

For more information on configuring Maximizer for Outlook
Synchronization, refer to “Configuring Microsoft Outlook
Synchronization” on page 89 and the Maximizer and Administrator
online help (Help > Contents) and F1 Help.
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Configuring Microsoft Outlook Synchronization

@ Outlook Synchronization
works with Microsoft Outlook
only, not Microsoft Outlook
Express.

@ For information on how
Maximizer and Outlook fields
are mapped to each other in
Outlook Synchronization, refer
to "Field Mapping” on
page 253.

@ The same preferences are
available through File >
Preferences > Outlook
Synchronization in Maximizer.

Outlook Synchronization mirrors select appointments, tasks, and
Address Book entries between Maximizer and Microsoft Outlook to
ensure the entries exist in both programs and that they both contain
the same information.

Outlook Synchronization settings are configured on a per-user basis,
and each Maximizer user has one set of configuration settings,
regardless of machine name or Windows username. Typically, users
configure their own Outlook Synchronization settings through File >
Preferences in Maximizer. However, you can also configure their
settings through Administrator’s user preferences.

Outlook Synchronization preferences enable you to select which
entries will be synchronized:

e  For appointments and tasks, only entries scheduled within the
specified date ranges will synchronize, with the exception of
recurring appointments and tasks, as described in the following
section. These settings apply to appointments and tasks in both
Maximizer and Outlook.

e For Maximizer Address Book entries, only the entries belonging
to the selected Favorite List will synchronize with Outlook. Those
entries will be assigned to the specified Outlook category.

e For Outlook contacts, only the contacts assigned to the specified
category will synchronize with Maximizer. Those entries will be
assigned to the selected Favorite List in Maximizer.

®  Products/Services and Categories are synchronized to Outlook if
you are using Microsoft Outlook Synchronization. Attendees,
resources, and any notes you add to an appointment are also
synchronized. These items appear as part of the appointment
dialog box in Outlook.

Outlook Synchronization preferences also enable you to specify how
often to synchronize and how to handle conflicts when the same
entry has been modified in both Outlook and Maximizer.

Maximizer can synchronize only with Outlook profiles on the same
machine. When configuring a user’s Outlook Synchronization
settings through Administrator, you must manually enter the
Outlook profile name, but it cannot be verified until the Outlook
Synchronization process runs on the user’s machine. If you don’t
know the Outlook profile name, leave the field blank and the user
can select it through Maximizer’s user preferences. When Outlook
Synchronization runs, it checks that the configuration has a valid
Outlook profile name. If not, Outlook Synchronization logs the error.



90 | Maximizer CRM 10
User's Guide

Appointment and Task Synchronization

Recurring Appointments

Recurring Tasks

When Outlook Synchronization is configured, it can synchronize
select appointments and tasks between the Maximizer Address Book
and Microsoft Outlook. Only those appointments and tasks
scheduled within the specified date ranges will synchronize, with the
following exceptions:

e if an instance of a recurring appointment occurs within the
specified date range, all instances of the recurring appointment
will be synchronized

e if atask is scheduled prior to the specified date range, but the
“Carry forward unfinished tasks” option is selected, the task will
be synchronized

You can also specify whether to synchronize private appointments
and/or tasks.

Recurring appointments in Microsoft Outlook synchronize to
Maximizer as recurring appointments unless they have no end date.
If the recurring appointment has no end date, only the first
occurrence synchronizes with Maximizer, not the recurrences. To
synchronize recurring appointments with Maximizer, always provide
an end date.

Note that while it is possible to modify the Private property of a
single instance of a private appointment in Maximizer, this property
can be changed only for the entire series of recurring appointments
in Outlook. Therefore, if you change the Private property of a single
instance of a recurring appointment in Maximizer, this change will
not be synchronized to Outlook.

If you synchronize a recurring task from Outlook, and then mark the
task as complete in Maximizer, Maximizer cannot create the next
instance of the recurring task. You should mark the task as complete
in Outlook, which will create the next instance of the task, and then
re-synchronize with Maximizer.

If you synchronize a recurring task from Outlook, and then delete

the task in Maximizer, all instances of the recurring tasks are deleted.
If you want to delete a single instance of a recurring task, you should
delete the task in Outlook and then re-synchronize with Maximizer.
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Group Appointments

When using Outlook Synchronization, group appointments in
Maximizer synchronize to Outlook for the current user only.
However, the synchronized appointment in Outlook includes all the
locations, resources, and attendees information in the appointment
notes.

Synchronization from Outlook to Your PDA

In addition to synchronizing Maximizer data with Outlook, you can
synchronize information from Outlook to your PDA. There are
several selections of available software to perform this
synchronization. Please consult with your PDA manufacturer or
supplier for more information.

Configuring Outlook Synchronization

» To configure Outlook Synchronization

n In Administrator, select File > Users.
E Select the User ID and click Preferences.
E Click the Outlook Synchronization tab.

Preferences - Billie Holly ==
loggng | Fomat | CalendarMotit | Diling |  Transfer |  Envelopes |
lebes | Repots | Fax Outlook Synchronization | Overview Page |

Synchronization frequency Confiict resolution

& Synchronization gvery: 1 |Houris) & Madmizer CRM overides

" Synchronization daity at: [ 12324 " Outlook overides

" Never {manual synchronization)
Options
Outlook profile
¥ Synchronize appointments from: [5 j Dayle) befors today
to: ’2_ ’m atertoday
[ Include pivale appointments
:‘ ~=![Dayl) =] beforetoday
o ]27 e
I Include prvate tasks

I Camy forward unfinished tasks

¥ Synchronize Address Book entries Phone Mapping..
Synchrorize Aderess Book enties from Favorte Lit O - |
Synchronize Cortacts from Outlock Category: [Maxdmizer

¥ Synchronize tagks from:

[k | conee Apply
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@ For detailed information about
Outlook Synchronization
preferences, click inside the
dialog box, and press F1.

@ The Synchronize Address Book
entries checkbox is disabled if
the user does not have the
"Allow Sync Contacts with
External Clients” access right.

n In the Synchronization frequency group box, specify how
often Maximizer should synchronize with Outlook.

If you select Never (manual synchronization), the user must

synchronize manually by clicking the Synchronize with Outlook

toolbar button or selecting Tools > Synchronize with Outlook
from the menu bar in Maximizer.

E In the Conflict resolution group box, select the desired
method of handling entries that have been changed in both
Maximizer and Outlook since the last synchronization.

E In the Outlook profile field, enter the name of the user’s
Outlook profile. This information must be obtained from the
user’s computer.

To synchronize appointments, select the Synchronize
appointments checkbox and specify the date range of
appointments to synchronize.

Private appointments will not be synchronized unless the
Include private appointments checkbox is also selected.

E To synchronize tasks, select the Synchronize tasks checkbox
and specify the date range of tasks to synchronize.

Private tasks will not be synchronized unless the Include
private tasks checkbox is also selected.

To also synchronize incomplete tasks that are scheduled prior to
the specified date range, select the Carry forward unfinished
tasks checkbox.

E To synchronize Maximizer Address Book entries and Outlook
contacts, select the Synchronize Address Book entries
checkbox. Note that this option is used to synchronize a personal
Contacts Address Book list. For information on selecting the
Outlook address list for integration with Maximizer, see the
Maximizer CRM User’s Guide.

ano specify the mapping between Outlook phone number fields
and Maximizer phone number fields, click the Phone Mapping
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button, select the Maximizer phone number field to map to each
Outlook phone number field, and click OK.

Phone Mapping

B3
Outiook Maximizer
Telex -
Primary Main
Pager Pager

Other

Mobile cell

Home Home

car

Business2

Business Direct

BusinessFax | Fax

Assistant

Do not map all Outlook phone number fields. Maximizer
supports only four phone numbers for each Address Book entry.
If an Outlook contact has more than four phone numbers, and
more than four types are mapped between Outlook and
Maximizer, not all the Outlook phone numbers can be
synchronized with Maximizer.

nnln the Synchronize Address Book entries from Favorite
List drop-down list, select the Maximizer Favorite List to
synchronize.

nﬂln the Synchronize Contacts from Outlook Category
drop-down list, select the Outlook category to synchronize.

EBE)ciick ok.
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Using Fax Software with Maximizer

@ Visit the Maximizer website at
www.maximizer.com to obtain
an updated list of supported
fax applications.

You can set up Maximizer for faxing anytime after you have installed
the fax modem and fax application.

To fax any document with Microsoft Fax or WinFax Pro, simply select
the fax driver in place of a printer when you print the document. The
Maximizer Word Processor also supports merging directly to faxing
software, which enables you to perform broadcast faxing.

For information about setting up Microsoft Fax, refer to your
Windows operating system documentation.

Third-party Faxing Configuration

In order for third-party fax drivers to function with Maximizer, the
following properties must be configured correctly:

e correct registry settings for the FAXDDE key
o fax application path

FAXDDE Registry Key Settings

The FAXDDE registry key of the Maximizer Word Processor
(Maximizer Editor) must have the following keys filled in:

e Application
e Fax Driver
e Topic
The following table shows the FAXDDE values for WinFax.

Value Name Value Data
Application FAXMNG32
Fax Driver WinFax
Topic TRANSMIT

Maximizer uses the WinFax FAXDDE values as the default
configuration. If you are using a fax driver other than WinFax, refer
to the fax documentation for the corresponding FAXDDE values and
update the values in the registry.
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» To update the FAXDDE registry keys

n In Administrator, select File > Users.

E In the Users dialog box, click Preferences. (You can select any
user.)

E Click the Fax tab.

n In the DDE settings fields at the bottom of the tab, enter the
FAXDDE values for your fax driver.

Preferences - Billie Holly ==
Logging | Fommat | Calendar/Hotist | E Envelopes Labels |
Reports Fax | Email | Outiook Synchi | Printing to HTML | Overview Page |
Margins Show measurements in Orientation
[ too & @
125 r (o
125
Printer settings
[Volueiays 2015 on IP_10.0.1.80 =]

DDE settings n

Application: | FGEEA Fax Driver: | WinFax Topic: [ TRANSMIT
Company: Fhone Number:

oK Cancel | ‘

E Click Apply, and then click OK and Close to exit the User Setup
dialog box.

The FAXDDE values have now been updated in the registry.
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Setting the Fax Application Path

To ensure the correct path to WinFax Control Center
(FAXMNG32.EXE) can be found by Maximizer, you must add the full
path of the FAXMNG32.EXE to PATH environment variable.

» To set the WinFax Application Path

EB dentify the path for FAXMING32.EXE.
For example:

“C:\Program Files\Symantec\WinFax”

E In the Windows Control Panel, double-click the System icon to
open the System Properties dialog box.

B Select the Advanced tab, and click Environment Variable.

ﬂ Locate the PATH variable (in the System Variable section) and
add the full path you identified in step 1 to the existing value.

E Close the dialog box and restart the computer.
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Enabling TAPI with Maximizer

@ You can configure your modem
for TAPI through the Windows
Control Panel (Control Panel >
Phone and Modem Options >
Advanced tab).

@ For more information, refer to
your TAPI system and
Windows documentation.

Maximizer can use TAPI (Telephony Application Programming
Interface) to detect incoming phone numbers (using Caller ID) and to
log the phone conversation for the matching Address Book entry.

The following requirements must be met to use TAPI with Maximizer:

* Your telephone system must be TAPI-enabled.
*  Your computer’'s modem must be compatible with TAPI.
*  You must install your TAPI driver on your computer.

e Maximizer must be configured for TAPI, as described in this
section.

Requirements for Caller ID

Specific requirements are essential to implement Caller ID detection:
e Caller ID service from the local telephone company
e TAPl-compliant hardware that is Caller-ID capable

e A TAPI component (such as an .INF file driver) for your Caller-ID
enabled TAPI hardware (e.g., UniModemV)

*  Microsoft TAPI software components

Even if you meet these requirements, caller ID may not operate
properly, especially if your local telephone company uses a different
standard for caller ID than your TAPI driver. Contact your local phone
company to obtain more information regarding your caller ID
standard and compare it to the standard used by the TAPI driver.

Reasons why caller ID may not work

If you use a TAPl-enabled modem (as opposed to a PBX, H.323, or
other TAPI hardware), and your telephone company provide MESG-
format caller ID information (rather than SDM, another common
format), caller ID call detection is unlikely to work.

Microsoft's UniModemV TAPI driver and MODEM.INF file, provided
with most TAPI modems, do not support MESG caller ID format,
which means your modem (and Maximizer) may never receive caller
ID information from TAPI. If your modem manufacturer provides its
own TAPI modem or PBX driver and the appropriate INF file, or you
are able to obtain SDM-format caller ID, you might have more
success.
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Phone Number Matching with TAPI

When Maximizer uses TAPI to detect an incoming phone call, it
matches the phone call to a Maximizer Address Book entry and logs
the call as a note for the entry. Depending on your TAPI
configuration in Maximizer, it uses either the “Smart Phone Number
Matching” or “Exact Phone Number Matching” algorithm to
determine which Address Book entry matches the incoming phone
number.

Smart Phone Number Matching

By default, Maximizer uses the Smart Phone Number Matching
algorithm to determine which Address Book entry matches the
incoming call.

When a call comes in, Smart Phone Number Matching looks for all
Address Book entries with phone numbers ending with the incoming
phone number string and displays those Address Book entries in a list
so you can select the correct entry.

For example, if the incoming phone number string is four digits,
Maximizer displays a list of all Address Book entries ending in those
four digits.

Smart Phone Number Matching matches the digits from right to left.
The number of matched digits required for matching is equal to the
shorter length of the two phone numbers.

The following table illustrates Smart Phone Number Matching for
four-digit and seven-digit incoming phone numbers.

Does the incoming Does the incoming
four-digit phone seven-digit phone
Address Book entry number (2314) number (732-2314)
phone number match? match?
9-604-732-2314 Yes Yes
1-604-732-2314 Yes Yes
403-732-2314 Yes Yes
732-2314 Yes Yes
497-2314 Yes No
2314 Yes Yes
3514 No No

14 Yes Yes
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Exact Phone Number Matching

If you select the “Enable exact number matching” checkbox in the
TAPI preferences in Maximizer, it uses the Exact Phone Number
Matching algorithm instead of Smart Phone Number Matching.

Exact Phone Number Matching considers an Address Book entry to
match the incoming call only if both numbers contain exactly the
same phone number with the specified number of digits.

By default, Exact Number Matching requires both phone numbers to
be seven digits, but you can change the required number of digits.

The advantage of Exact Phone Number Matching is that when
Maximizer finds an Address Book entry that matches exactly, you do
not need to select it from a list of possible matches, as you do with
Smart Phone Number Matching.

The following table illustrates Exact Phone Number Matching for
four-digit and seven-digit incoming phone numbers.

Does the incoming Does the incoming
four-digit phone seven-digit phone
Address Book entry number (2314) number (732-2314)
phone number match? match?
9-604-732-2314 No No
1-604-732-2314 No No
403-732-2314 No No
732-2314 No Yes
497-2314 No No
2314 Yes No
3514 No No
14 No No

For instructions on enabling and configuring Exact Phone Number
Matching, refer to “Configuring Maximizer to Use TAPI” on
page 100.
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Configuring Maximizer to Use TAPI

@ To configure TAPI from
Maximizer, select File >
Preferences, and click the
Dialing tab.

Before you can configure Maximizer to use TAPI, you must have a
TAPI-enabled telephone system, and your computer’s modem must
be configured to use TAPI. You can configure your modem for TAPI
through the Windows Control Panel (Control Panel > Phone and
Modem Options > Advanced tab). For more information, refer to
your TAPI system and Windows documentation.

» To configure Maximizer to use TAPI

n In Administrator, select File > Users.

E Select the user for whom to enable TAPI, and click Preferences.
E] ciick the Dialing tab.

n In the Method group box, select the TAPI option

E Click Properties.

E Fill in your location information, and click OK twice to return to
the Maximizer Dialing Preferences.

Location Infermation ==l
Before you can make any phane or modem connections, Windows needs
the following information about your current location.

Wihat country fregion are you in now?

| canada |

Wihat area code (or city code) are you in now?
804

If you need to specify a carrier code, what is it?

If you dial @ number to access an gutside line, whatis it?
E]

The phene system at this location uses:

# Tonedialing " Pulse dising

Click Device.

E Select your TAPI device name from the Line drop-down list, and
click OK.

Device ==

Connect using this line and address

[ R A5 PPPOE Lin=0000 -

Address: [address 0 ~|

E Select the Detect incoming calls option.
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nmSelect the Enable exact number matching option, if desired.

nnlf you enabled exact number matching, enter the number of
phone number digits to match exactly in the Match # of digits
box, or leave the default setting of 7.

Preferences - Billie Holly ==
Repots | Fax | Emal | Outlook Synchronization | Printingto HTML | Overview Page |
logging | Fomat | Calendar/Hotist Dialing | Envelopes Labels
Method TAPT

e Properties Device... [~ Detectincoming calls E
£ Modem
& FRPE [¥ Enable exact number matching ~ Match # of digits: | 7

Long distance settings Modem strings Dialing
[T —
Phone number prefix and suffix Modem settings
o =] e =] [comz ™ -]
1 :‘

oK Cancel | Aoply ‘

nECIick OK to close the Preferences dialog box.

nBRepeat this procedure to enable incoming call detection for
any other Maximizer users.
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Phone Masks

@® Exercise caution when working The registry entry (HKEY_CURRENT_USER\Software\Maximizer
in the Windows Registry. Software\Maximizer\Modules\AMGR\INTL\Phone Mask) overrides the
default format of a phone number with the phone mask provided as
a value. The mask uses # to indicate digits and can include any other
characters (e.g., +-,).

@ If the Phone Mask registry key The mask formats from right to left. For example, if the phone mask
ﬁ()::;‘gtts;"szgﬁim““ create value is ##H#-####, but a user enters a 10-digit phone number (e.g.,
g ' 1234567890), the result would be formatted as 123456-7890. If the
value has fewer digits than the mask allows, the extra (left-most)
placeholders are not used.

Examples
Phone Mask Digits | Value Typed in Display
Not specified 7 1234567 123-4567
(default) 10 1234567890 123456-7890
— 7 1234567 123-4567
10 1234567890 123456-7890
[ — 7 1234567 123-4567
10 1234567890 (123) 456-7890
IRprTm— 1234567 123-4567
10 1234567890 +1 (123) 456-7890
Hit B 15 123456789012345 123 45 5678-012345

The Phone Mask value affects the display of phone numbers in
Maximizer program dialog boxes and window lists. The Phone Mask
value is read during program startup.
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What is Maximizer CRM?

Maximizer CRM is a complete software solution that brings together
elements of contact management, eCommerce, and other related
applications to meet the sales challenges of modern businesses.

Managing your company’s lists of Companies, Individuals
(people not associated with a Company), and Contacts (people
associated with a Company or Individual).

Keeping track of your scheduled appointments and tasks.
Sending letters, faxes, or emails to one or many recipients.

Managing incoming orders and inquiries from your online
catalog—payment, refunds, shipping, and reporting.

Organizing and accessing your sales and marketing literature in
a shared library.

Generating reports from any of the lists—Address Book entries,
opportunities, Hotlist tasks, and additional information you
keep on your entries.
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The main Maximizer window is the Address Book window, which lists
the Companies, Individuals, and Contacts in your Maximizer database
(Address Book). The following list provides a brief description of each
main window accessible from Maximizer.

The My Work Day view is an area where everyone in your company
using Maximizer can see Hotlist tasks and appointments.

The Address Book window contains all the information about your
prospects, customers, business and professional associates, or any
other group of people you deal with on a regular basis. It links you to
related information about each Address Book entry, such as
Contacts, Hotlist tasks, opportunities, documents, user-defined fields,
and orders and inquiries.

The Opportunities window helps you and your colleagues manage
complex sales that involve the participation of more than one person
in the buying decision.

Use the Opportunities following window to view the opportunities
associated with the entries selected in the Address Book window.

The Hotlist is a to-do list of tasks and reminders that are usually
timeless. The Hotlist is where you record actions and follow-up
activities related to your interactions with Companies, Individuals,
and Contacts. For example, you can use the Hotlist to schedule a
phone call to a Contact who is out of town for a week. When the
week is up, the Hotlist will remind you to call again.

The Calendar window allows you to schedule, print, and view your
appointments with Maximizer users or Address Book entries. Because
the calendar works with the Peg Board feature, you can make sure
that when you have an appointment, others can see when you're
busy or out of the office. If you need to be reminded of an
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Email

A

—

Contacts

5

Notes

B

User-Defined Fields

r"h-

=

Personal

2

Documents

=

appointment, Maximizer can sound an alarm in advance of the
appointment or task.

The Email window provides you with the ability to send, receive, and
preview email within Maximizer using your existing email system.
Maximizer allows email file attachments and supports the vCard
standard for virtual business cards. You can send files, mail-merge
documents, and vCards quickly and easily. Additionally, you can
transfer data files by email.

The Contacts window displays the current Contacts for the Company
or Individual selected in the Address Book, Hotlist, or Opportunities
window. You can use this window to add, update, or delete a
Contact.

The Notes window records your Address Book activities and displays
only those notes that belong to the selected Address Book entry or
opportunity.

The User-Defined Fields window displays the custom fields for the
selected Address Book entry or opportunity. You assign values to
these fields, and, if your system administrator has given you the
access rights, you can add, change, or delete user-defined fields.

The Personal window contains the Journal and Expenses windows,
which provide a location to keep notes and financial records that are
not associated with Address Book entries.

The Documents window displays the document entries for the
selected Address Book entry or opportunity. You can add new
documents, as well as files not created in Maximizer, modify a
document, or delete a document.
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The Company Library is used to store vital sales and marketing
information for everyone to access. The Company Library allows you
to preview and open any note and many types of files in the preview
pane.

When you receive orders or inquiries from your website, you can
manage them using the OrderDesk window for tracking and post-
order fulfillment. You can use the same OrderDesk window to enter
a new order, capture a payment for an order, pre-authorize a
payment for an order, complete a pre-authorized payment for an
order, and refund a payment for orders that come to you by
telephone, mail, or other methods. OrderDesk allows you to track
the status of your inquiries and orders, whether your customers have
received a response or had their order fulfilled.

Use the Address Book OrderDesk following window to view the
orders and inquiries associated with the entries selected in the
Address Book and Opportunities windows.

You can access this window if you have the Accounting Link
Designed for use with QuickBooks® add-on component installed.
This window contains all your invoices, estimates, and purchase
orders for your Address Book entries. You can create these items in
Maximizer and the transactions are automatically shared with your
QuickBooks software.

For information on using Accounting Link, see the online manual.

You can control what windows are displayed and how they’'re laid
out. The Window > Window Settings > Window Layout menu
provides three Maximizer window views—Classic, Outlook Style, and
Custom.

e Classic displays the following windows below the controlling
(main) windows. This setting is Maximizer’s default window
layout.

¢ Outlook Style is somewhat similar to Microsoft Outlook’s
display. The controlling windows form the left pane while the
following windows occupy the top-right and bottom-right
panes.
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e Custom allows you to control what windows are displayed. For
example, use this option if you only want the Address Book and
Calendar windows open, without their following windows open.
Open the windows you want using the Window menu or the
icons on the icon bar, and then tile the windows using the
Window > Window Management > Tile feature. Of course, you
can manually size any window.

You can also control such things as the colors, fonts, and grid lines in
your windows. The Window > Window Settings > Set Color and
Window > Window Settings > Set Font menu items allow you to do
so.
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Opening an Address Book

@ The default password for new
users and for the users in the
sample Address Books is
“maximizer”.

Address Books can be opened in Administrator or Maximizer. There
are no conflicts if you open an Address Book while it is being used by
other users.

» To open an Address Book

n Select File > Open Address Book.

Open Address Book

Available Address Books:

Location of Address Book:

5QL Server: 98765
DSN:MAS_EsconaTutorial -

E Select the Address Book to open. The Login dialog box
appears.

ﬂ Type your password and click OK. The name of the Address
Book appears in the application title bar.

» To log into the current Address Book as another
user

n Select File > Login or double-click in the Users section of the
Maximizer status bar at the bottom of the window. The Login
dialog box appears.

E Enter a user ID and password.
El ciick ok
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My Work Day View

The My Work Day view is an area where everyone in your company
using Maximizer can see Hotlist tasks and appointments.

Adjust the My Work Day View

You can adjust the My Work Day view to suit your own preferences.

» To adjust the My Work Day view

B9 Wioizer RV Escans Tutorll~ [y Viark DT
&) Fie Edt View Serch Acion: Web

Priority. Due Date.

Low october 1, 2007

October 3, 2007

o
g
H
0opooooooooooo o @

I

bress 1 forHeto User: NAPOLL Tuesday January 52008 pram

Use the icons to access the main windows in Maximizer.

Use the Quick Access section to perform common tasks. The
Recent Entries section displays the most recently used Address
Book entries. Click on an entry to make it current.

Use the Print Activities button to print tasks, appointments,
and activities for the day.

To switch to another calendar day in the My Work Day view, click
the Calendar button.
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Main Address Book Window

Address Book Window

@ You can view a Contact in the
main Address Book window by
selecting a Contact and
choosing View [Contact] in
Address Book from the Search
or shortcut menu. You can also
select multiple Contacts and
select the corresponding menu
option from the Search or
shortcut menus to view the
entries in the Address Book
window.

Maximizer is a list-based module, which means that all of the
information it accesses is displayed in rows and columns. Lists make it
easy to see many entries at once and customize your views.

Typically, most of your activities are done in the Address Book

Tutorial] - ies]] o @ )
68 Fle Edt View Sewrch Actons Weh Iooks eports Window Help [zl
New v [ |3 v 8 - 2| Ohppointment Task (Email (@ letter o Note @Phone | lEdtor | £ 0% % || 8 50 [#]
= z ot [-Dutat addresssook ver ]| 03] [
ales -
e a Prone uroer e S Sate Dsparmen  Owaen
IE) omortntes
0% 6012000 anran ca 2
3 o 608 60t-2000 > =
604 cot-s000 o
604 cot-s000 ca
) canaar - 00 6012000 ca
B erai (604)601-8000 e

(604)601-8000
(604)601-8000
(604)601-8000
(604)601-8000
(604)601-8000
(604)601-8000
(604)601-8000
(604)601-8000
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(6046013000
(604)601-8000
(604)601-8000
(604)601-8000
(6046018000
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» To work with the Address Book window

n There are menu options for all tasks you can perform in the
Address Book window and toolbar buttons are available for
common tasks.

E Maximizer wizards are available to help you through tasks such
as creating appointments, Hotlist tasks, and web forms.

E The status indicator shows you when the module is busy when
doing tasks such as searches.

n Icons representing Companies, Individuals, and Contacts
differentiate the types of entries.

E Tabbed following windows display information and attached
entries for the selected entry in the main window.
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E The view bars in a window or following window contain a view
filter and buttons for common tasks and the column setup. You
can also use the arrow buttons to move from one entry to the
next.

The status bar displays help on the item your mouse pointer is
over, and shows the current user, the date, and the time.

As you work with Maximizer, you'll learn to use the many time-
saving features. To open one of the Maximizer windows, click an icon
in the icon bar or select an item from the Window menu. If you're
not sure what a button or icon does, hold your mouse pointer over it
to see a “tooltip”"—a short description. The status bar also helps you
with descriptions of buttons, icons, and menu commands.

Toolbars and the Quick Access section of the window give you quick
access to frequently used menu commands. You can display only the
toolbars you want or even create your own custom toolbars.

Some functionality is common to both Maximizer and Administrator.
For example, adding user-defined fields and adding users can be
done in both programs. You can also refer to the Maximizer and
Administrator Help for more information.

Select Address Book Entries

There are different ways to select Address Book entries.

» To select Address Book entries

e Toselect an Address Book entry, click on the gray box to the left
of the entry. To select multiple entries, click on the entries one at
a time while holding down the Control key down. Or, select an
entry and while holding the Shift key down, select another
entry. This selects all entries in between the two you initially
selected. To select all entries in the current view, click the gray
box in the upper-left corner of the Address Book window.

Golurms: | Dt Address Book v ]| %) &
Click this box to select all "
T ! —» ame 4 Phane Number
entries in the current view. L1 =) ABC Wine Shop inc s
|5 Aggassi Cold Beer & Wine Store (604) 601-8000
|5 Albert's Steak House (604) 601-8000
|5 All The Best Spirits (604) 601-8000
3% Amelia Liquors South (604) 601-8000
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You can adjust the icon bar properties and also choose the state of
the icon bar’s visibility.

» To adjust the icon bar

n Select Toolbars from the View menu, or right-click in the
toolbar area and select Customize from the shortcut menu. The
Toolbars dialog box appears.

ﬂ Select Icon Bar and click Properties.

B Set your defaults in the General group box:

¢ Select the Visible option to display the icon bar in the
Maximizer window.

¢ Select the Display tooltips option to show information
about each icon when you pass the mouse pointer over it.

e C(lick Color to change the background color of the icon bar.
ﬂ Set the icon size to Small or Large.

E Set the location of the icon bar. The Floating option allows you
to place the icon bar anywhere inside the Maximizer window.
The Docked option places the icon bar on a border of the
Maximizer window.

E Select the icons you want to be displayed. Use the Move Up and
Move Down buttons to position the icons.

Click Edit on the Quick Access tab to add or remove commonly
performed tasks displayed in the Quick Access section. To hide
the section, deselect the Show Quick Access list option.
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B Set the number of entries to be displayed in the Recent Entries
section. To hide the section, deselect the Show Recent Entries
list option.

Icon Bar Properties ==
General Icon size
¥ visible r. € smal
[ Display tocltips Cancel
* Large
Location

(@ Floaﬁﬂ @ Dockedatleft ( Docked at right
" Dockedonton (" Docked at bottom

lcons | Quick Access \.

Set button order

Move Up

Move Down

Recent entries list

Number of entries to be displayed |5 = E

¥ Show Recent Entries list
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Customizing Maximizer Toolbars and Toolbar Buttons

@ To change the properties of an
existing custom toolbar or
toolbar button, select View >
Toolbars, select the custom
toolbar and click Customize.
You can then select a specific

button to modify its properties.

From a Maximizer custom toolbar you can perform specific actions
such as launching another application or performing a specific search
that was saved in your search catalog.

» To create or modify a custom toolbar

n Select View > Toolbars from the menu.

—or —

Right-click in any frame containing a toolbar and select
Customize from the shortcut menu.

The Toolbars dialog box appears.

E To create a new custom toolbar, click Add.

—or —

To add a button to an existing Custom toolbar, select the
existing custom toolbar, and then click Customize.

Toolbars

Toolbar list:

Name

Size

[ visible | Placement

Advanced Tools

Formatting
Icon Bar
Standard
Status Bar
Status Indicator
View

Standard
Standard
Standard
Large

Standard
Standard
Standard
Standard

No
No
Yes
Yes
Yes
Yes
No
Yes

Docked
Docked
Docked
Docked at Left
Docked
Docked
Docked

In Window

Cancel
Properties
Add...
Customize. ..

Delete

e §

The Customize Toolbar dialog box opens.

Kl click Add.

Customize Toolbar

Toolbar buttons

Button properties

¥l Move button left or right

=

The Add Toolbar Button dialog box appears.
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ﬂ Under This new button will perform the following action,
select one of the following options, and then click Next.

Add Toelbar Button ==l

This new button will perform the following action

& irowes  webste)
€ QOpen = documert oran application

€ Statt 5 usersfined field for an Address Book entry

o

" Draw a graph from a defined graph catalog

€ Retrieve a search catalogin: | Address Book

Next > Cancel

e Browse a website

To add a button to browse a specific website or website
document (usually beginning with http:// or www), select this
option.

e Open a document or an application

To add a button to start an application such as a word
processor, spreadsheet, graphics program, or to open a
specific document or file, select this option.

¢ Start a user-defined field for an Address Book entry

This option enables you to set up a relationship between an
alphanumeric user-defined field and a toolbar button. When
the toolbar button is clicked, the value of the specified UDF is
treated as the fully qualified name of a document or an
application that is to be started (opened).

e Run a Maximizer macro

To add a button to run a Maximizer macro, select this option.
This option is grayed out if no macros are present in the
current Address Book.

¢ Draw a graph from a defined graph catalog

To add a button to run a graph that has been saved in the
graph catalog, select this option. The option is grayed out if
no graphs have been saved in the catalog.

¢ Retrieve a search catalog in [window]

To add a button to perform a search that has been saved in
the search catalog, select this option. Also choose the
window to which the search pertains from the drop-down
list. For example, if you have created a search catalog entry
for searching in the Opportunities window, select
Opportunity.
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E If you have chosen to Browse a website or Open a document
or an application, click Next, and type the path of the
document/application or web address (URL). Or, click Browse to
locate the document/application or URL to run. If you would like
an application to open a specific file, make sure that the
application path is enclosed in double quotes and put a space
after the path of the application. Then click Next.

Toolbar Button Properties ==

General

Intemet URL: | =

Tootip: |

Status bar help: |

< Back Next > Cacel |

For example, to launch WordPad and open the file Notes.txt, in
the Document/Application text box type the following:

“C:\ProgramFiles\Accessories\WordPad.exe” C:\Notes.txt

To load a new instance of an already running program, click the
Load new instance checkbox.

E If you have chosen to Start a user-defined field for an
Address Book entry, Run a Maximizer macro, or Draw a
graph from a defined graph catalog, click Next, and select it
from the drop-down list. Then click Next.

Toolbar Button Properties ==

General

Userdefined il -

Tootip: ["UseAtemateFom

Status bar help ‘Slarts the user-defined fields “UseAttemate Form’ for the,

Description: (Indicate whether entry uses altemate form.

< Back Next > Cancel |

The lists contain all user-defined fields, macros, and graphs in the
current Address Book.
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If you have chosen to Retrieve a search catalog, select the
search catalog from the drop-down list in the Toolbar Button
Properties dialog box, click Next, and then edit the Tooltip and
Status Bar Help text if you wish. Then click Next.

Teolbar Button Properties ==l

General
R e 1V Bl Do not solicit by Email only

Description: |4l av

Toottip ‘Dn not solicit by Email only

Status bar help: [Retrieve a ssarch catalog: Do not soict by Email only

< Back Next > Cancel |

E Select the type of button you would like to display in the
toolbar, and then click Finish or Next depending on the option
you chose.

Toolbar Button Icon ==

Select the type of icon to display on this toolbar button
€ Defautt forthis type of button

&+ Btandard Wmdmizer biition] E

" Bxtemal image file {bitmap)

< Back Next > Cacel |

If you choose to display the default button, Maximizer will select
the button automatically and you may go on to step 11.

E If you choose to use a Standard Maximizer button, select one
of the available buttons.

Standard Maximizer Button ==l
® 8 ¢/ O Bl 55 = ¥

< Back Finish Cancel
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nmlf you choose to use an External image file (bitmap), locate

the image using the Browse button.

External Image File

Flename: |

Cancel

< Back Finish

==

EBERciick Finish.

nﬂlf desired, change the position of the new button on the

toolbar using the arrows.

Customize Toolbar

Toolbar buttons

wE

] ® Move button left or right

Delete

El

Button properties

Retrieve a search catalog: [Do not solicit by Email only

Tooltip: [ Do not solcit by Email orly

Status bar help: | Retrieve a search catalog: Do not salidit by Email orly

Retrieve a catalog in: [address Book

nBCIick OK and then click OK again to close the Toolbars dialog

box.
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Keeping Track of Your Prospects and Customers

Maximizer’'s focus is on Address Book entries—Companies,
Individuals, and Contacts.

The Address Book window gives you the ability to manage your daily
activities with companies, and the people who work for them. In
addition to the basic Address Book information, including addresses,
phone numbers, and email addresses, you can record other
important information, such as relationships between companies or
extra details, like the business type.

As you work with the Address Book entries in your Maximizer
Address Book, you can keep notes on your activities, so you can
always have a history of your activities with your customers.

Company and Individual

type Address Book A Company represents a
entries contain Contacts company or organization. . .
(people associated with C An Individual is a person
a Company or ompany not affiliated with any
Individual). You can company or organization.
attach notes, user- | individual
defined fields, and ndividua
documents to Address
Book entries.
Contacts
Contacts

User-defined

fields

User-defined

fields

Documents

Add Address Book Entries to Your Address Book

Typically, “Company” entries represent a corporate entity you would
like included in your Address Book. “Individuals” represent a person
who is not affiliated with a company or organization. “Contacts” are
entries that are always associated with a Company or Individual.
“Address Book entries” refers to all Companies, Individuals, and
Contacts in your Address Book window.

If you need to add people to your Address Book, add them as
Individuals or as Contacts of an Individual or Company. If you need to
delete a Contact, its associated notes and documents are
automatically transferred to the “parent” Company or Individual,
which ensures you maintain a record of all interactions with a
company, even during changes.



@ Note that depending on the

type of entry you are creating
determines its available Key
Fields.

@ Mandatory user-defined fields

and Key Fields are set up in
Administrator.

@ You have the option of

opening Address Book entries
in view mode or edit mode.
This setting is controlled in the
Address Book window
Preferences dialog box (click
the Preferences button). You
can also control this setting in
the System Defaults
preferences tab.

@ If you are in view mode in the

Address Book entry dialog box,
you can click the Copy button
to quickly copy the text to your
clipboard so you can paste it
into other documents.

>
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To add an Address Book entry

To add an Address Book entry, click the arrow button next to
the New button on the toolbar and select one of the options.
You can also right-click in the Address Book window and choose
an option from the Add menu.

To add a Contact for an entry, select the Company or Individual
to which the Contact will belong. In the Contacts window, press
Insert or right-click and select Add Contact. Alternatively, you
can press the New button or right-click in the Address Book
window to add a new Contact.

Enter the name, the mailing address details, website, phone
numbers, and email addresses as required. Phone number and
email address description types are entered in the field on the
left of the number or address.

To enter an alternate address for the entry, click Address. To
use an alternate address as the default address, select it in the
Mailing Address dialog box and click the Select button.

Select the Key Fields module and specify a value for the Key
Fields. These are common used fields that are specific to your
company.

Up to eight key fields can be specified for the various Address
Book entry types and opportunities. Key fields are set up in
Administrator—they will not appear in Maximizer unless they
have been specified. For more information on key fields, see
“Creating Key Fields Lists” on page 81.

Enter the Address Book entry details (Company Details,
Individual Details, or Contact Details) such as the Address
Book entry Category. Click inside the field on the right and then
click the ellipsis button for access to the possible field values.

You can click the Print button to print an Address Book entry
report.

You can click the Favorite List button to see which Favorite Lists
to which the entry is assigned. This button also provides you with
a way to quickly remove the entry from a Favorite list or add the
entry to a Favorite List.

You can click the Properties button for access to information
such as the creation date and Address Book entry identification
number.

You can perform common tasks associated with the Address
Book entry by clicking the Actions button.
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@ To view an Address Book
entry's properties, select the
entry, right-click, and select
Properties.

g 1 ¥

Addhess Baok Entry

L Company

Hew Company and New Contact...

58 Individual

E You can click the Preferences button to set the default for
opening an Address Book entry to View or Edit mode. You can
also set your preference for the mailing address format.

nmCIick the User-Defined Fields tab and fill in any associated
user-defined fields. Make sure you select the field and then click
inside the field on the right to access the possible values for the
field.

Selecting the Show Blank Fields option shows all fields in the
Address Book, not just those with values defined for the Address
Book entry.

All The Best Spirits ==
& oy u}jFalvorrte List v [, | &/Actions + [s] Preferences g
- . e i \ \
8 - G| Edt Basic Infornation | User-Defined Filds | Acivies |
Name and address Other information
oy IR =] || Phomenumbes
5] Wizin ~ |04y 6078000
ept. -
= Fax ~ 604y 6018001
Divisian: ol sl
Address 1. [T755 E Putnam Ave e

Address 2 Address Email addresses / Websits .. |

Ciy/Town: [Riverside St/Prov:[CT Main  + [lescona@maxmizer.com
Bmal2 L
Zp/Fostal:[06278 Courtry:[USA =)
Emald L
Website:  [www masimizer com
Key Fields for: [General Customer E | | company details
Category Distributof er
Primary Interest As an agent/distributor Account Manager Mark Ber
Last Visit Ful access Public
annual Sales Read access Public
Retail Wine Cost
Region US - Northeast.
Industry Wine-Retai
Size of Client

First Contacted Date

“Denotes required fisld 0K Cancel
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Create a Default Address Book Entry

@ Default entries are user-
specific so each user in the
Address Book can have
different default entries.

@ If you are logged in as the
MASTER user, you can edit
multiple default entries at
once. Select View > Default
Entries for All Users, then
select the entries you would
like to edit, and select Edit >
Global Edit.

Creating a default entry provides you with some fields that are
already filled in when you create a new Address Book entry. Default
entries are useful if you often enter many fields in common, such as
the same city or country. Each user in an Address Book can have a
unique default entry.

> To create a default Address Book entry

n In the Address Book window, select Default Entry from the Edit
menu. The Default Entry dialog box appears.

E Fill in the fields to include as default information.

B Click the User-Defined Fields tab to include specific fields in
the default entry.

n When you are finished, click OK.

Default Entry for Joe Napoli ==
& ExCopy (EFavoritelist v ), | ¢/ Actions = [ Preferences
Edt Basic Information | User-Defined Fields | BHU\ES |
Name and address Other information
Mi/Ms:  Frstname:  Middig name: Last pame: Phene numbers
- [ |Defautt Entry Main j
Pasiion: | Salut..| Fa =l
cal B
Dept.: | Diision:| ® k=
Company: | R
o Email addresses / Website . |
ress 1 0y
Address 2; | Emal2 o
City/Town: | Si/Prov: | Emal3 |
Zip/Postal: | Courtry: | Website:
2] —
Category
Account Manager Joe Napoali
Full access Public
Read access Public
ﬂ oK Cancel | ‘

Now, when you create a new Company or Individual, the entry
screen appears with the default fields already filled in. The default
entry affects all the new Address Book entries you create. When you
no longer want to use default information, you should delete the

default entry.
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Change Several Address Book Entries with Global Edit

@ For detailed information, see
F1 Help. Also refer to
Maximizer Help for
information on applying global
edits to user-defined fields.

You can update a number of Address Book entries at the same time
with the Global Edit command. For example, you may want to add a
FAX Phone extension to several entries. Global Edit is a very powerful
feature, so you might consider making a backup of your Address
Book before making significant changes using Global Edit.

» To perform a global edit

n In the Address Book window or Contacts window, select the
entries you want to modify.

E Select Global Edit from the Edit menu. The Global Edit dialog
box appears.

Apply your edits to the Basic Information or User-Defined Fields
tabs. Changes made to these tabs are applied in the same way as
when you are entering an Address Book entry. The changes are
applied to all Address Book entries included in the global edit. If
you don't select any entries, the edits are applied to all your
entries in the current list.

Global Edit ==

Edt Basic Information | User-Defined Fields | Note | Giobal Edit Rules |

Name and address Cther information

Mi/Ms:  Fistname:  Middig name: Last pame: Phene numbers
el \ |  — —
Position: | Salut - d|
Dept.: | Diyision:| =l
. L2 I
OMPay- ‘ -
Email addresses / Websits
Address 1: | —
Address 2: | o
Gty Town: | st/Prov: | =l
Zip/Postal: | Courtry: | Websts:
Details

Category
Account Manager
Full access

Read access
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B Click the Note tab and add a description for the global edit. This
adds a note to each of the affected entries. You can also specify
the Access Rights for the default note and a Category
(categories are created in Administrator preferences).

Global Edit ==

Edt Basic Information | User-Defined Fields Note | Global Edit Rules |
Add this note to the Notes window

Details

Full access: [[Sales] -

Read aceess: [Public -
Cetegory: -

3 cClick the Global Edit Rules tab.

E Under Mailing Rules, set the mailing address options.

All options in this tab have three possible states selected, not
selected, and selected with a gray background.

¢ The Receives Mail Sent to Company or Individual option
applies to Contacts. Select it if you want to send mailings to
the associated Contacts when sending mail to the Company
or Individual.

¢ The Use Address Book Entry’s Name in Mailing Address
option lists the Address Book entry name as well as the
Contact name (if applicable) in the mailing address.

@These options apply to table E Select the appropriate item in the User-Defined Field Rules
B?eilrnde?:{ﬁlqglddil%dlfalﬁéﬁﬁ EhS:r’ group box. The options in this group box apply only to table
Edit Basic Information tab user-defined fields. To replace the current user-defined field
(Details list). values with a new list, select Replace Table Field Values. To add

new table user-defined field values to existing values, select Add
Table Field Values. Note, however, that if the table user-defined
field is “single-value only”, the Add Table Field values option

does not apply. The new value always replaces the existing one.

Select the appropriate item in the Update Options group box.
This option applies only if you have entries selected in your
Address Book window.
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B Click OK to perform the global edit. You are prompted with a
message to verify that you want to continue with the operation.

Global Edit ==
Edit Basic Information | User-Defined Fieds | Note  Giobal Edt Rules | n

Maiing rules

[ Receives mail sent to Company or Individual

[¥ Use Address Book entry’s name in mailing address

*User-Defined Fields nules Update options
(+ Add table field values E (o
" Replace table field values (+ Al Address Book entries in list

“Applies to Insert/Modify action onfy

View and Address Book Entries

After entering your search criteria and clicking OK, the entries that

match the text you entered are displayed in the Address Book
window.

> To view and modify Address Book entries

n To view the details of a Address Book entry, click on the entry to
open it.

E To select multiple entries, click on the entries one at a time. To
select all entries in the current view, click the gray box in the
upper-left corner of the Address Book window.

. . Columns: | *Default Address Book View = @@

Cllclg th!s bml( to select all . = Phone Number

entries in a list. b= ABC Wine Shopnc. (604) 601-8000
= Aggassi Cold Beer & Wine Store (604) 601-8000
|5 Alberts Steak House (604) 601-8000
|5 Al The Best Spirits (604) 601-8000
3% Amelia Liguors South (604) 601-8000
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Use Column Setups to Organize Lists

Maximizer provides a selection of column setups you can use for the
the Address Book and Opportunities windows. You can also create
your own column setups. This allows you to display different fields in
various combinations.

» To create a column setup

n Select Column Setup from the View menu or click the Column
Setup button on the View bar.

ﬂ In the Column Setup dialog box, click Add. The Defined View
Properties dialog box opens.

E Type a Name in the Details of View group box.

n Select an option from the Full Access drop-down list.

If you leave Public selected, all users can modify or delete the
column setup. If you select a group or user, only members of that
group or that particular user can perform these actions.

E Select an option from the Read Access drop-down list.

If you leave Public selected, all users can see and use the column
setup. If you select a group or user, only members of that group
or that particular user can see and use the column setup.

E Click a column header in the Columns in View group box.

Click the Properties button to modify the column title or width.
In the Column Properties dialog box, modify the title and/or
width and click OK.

E Click the plus symbol to expand a fields folder and select a field
in the Available Fields list.

E Click Add to add it to the current column. Fields in the current
column appear in display order in the Selected Fields list.

EB{change the name of the field label in the Field Label field if
necessary. Optionally, you can select field separator characters
from the drop-down list such as commas, spaces, blanks, or
dashes to conserve space and place multiple fields on the same
line.
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nnRepeat steps 6-9 for each field to add to the column setup.
nECIick OK to save the column setup.

» To use a column setup

e Retrieve a column setup for use with the current window by
selecting View > Column Setups, selecting the column setup
view, and clicking Use Now.

Record Relationships with Related Entries

@ Press F1 in the Related Entries
window for more information
on related entries.

In the course of business, it's common to have people and companies
who are somehow related or connected to each other. For example,
one of your contacts might be another’s accountant. Maximizer
allows you to record these types of relationships in the Related
Entries window.

» To relate to entries

n Select the two entries you wish to relate to each other and select
Edit > Relate Entries.

—or —

Drag an entry and drop it on to another entry. In the resulting
dialog box, select Relate the source entry to the target
entry.

E Specify the nature of the connection between the two entries.
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ﬂ Each entry appears in the other’s Related Entries window.

Name &
& Fairview Wines & Spirts
5 Farmera Co,
) Ferrari Carano Vineyards
* Fine Wines & Spis e
* Firewater & Wine
% Florham Park Liguors.
% Fonter Liquor & Beverag
* For AllOccasions
=) - Foster Wine.
) Fremont Fresh arket & Wine
) Full Crcle Managemen Ltd
& Galuccid Estate Vineyard
* Gamet Liawors
1 George Town Package Stre
* Gold River Dist
&) Grape Expectations
(&) Grapes & Grans
% Great Pacific Group

[ ey —r——

=)

Phone Number
(60¢) 6018000
(60¢) 6018000
(60¢) 6018000
(60¢) 6018000
(60¢) 6018000
(60¢) 6018000
(60¢) 6018000

Sa0 000

000

FERTS000
(60¢) 6018000
(60¢) 6018000
(604)601-6000
(60¢) 601-8000
(60¢) 6018000
(60¢) 6018000
(60¢) 6018000

ot Address cxy Sae  Department  Divison
cscona@maximzercom  Hudson w A
cscone@narmizercon  Los Angeles CA
cscona@maimzercom  Healdsburg e
escona@maximzercom  Boton A
cscom@naximzercom  ForamPare N

Buffalo NY 5
cocne@ne12 ) Prag and Drop in Address Book ==

escona@maximizer.co

escona@naximzerco] - Source entries: | Foster Wine oKk

escona@maxinizer co

coeom@roinze ] Targetentry: |George Town Package Stre Cancel

‘escona@maxinizer.
escona@maxinizer co
escona@maxinizer co

Select the action you want to perform

(= Helate the source entries to the target entry;

" Combine the source entries and the target entry into a single entry
" Move the source entries to the target entry

Related Entry Description

The Address Book entry

These Address Book entries are linked

isrelated to

| George Town Package Stre

2 o

[ Foster wine

Details of linked Address Book entries

Relationship type: |Distributor |
George Town Package 5t is one of Foster Wine's E
distributors.

[~ These entries are alsa related in reverse order

==

Cancel

@ Contacts |4 Opportunities |i- Related Entries
Columns: [ *Defoult Relsted Entries View [ 34
Name & Postion  Relationship Type  Phone 1
=+ |~ George Town Package ¢ Mutievel (Downline) (604} 601-8000
4 »

Any Address Book entry can be related to another. All notes, user-
defined fields, and documents associated with a related entry are
then linked to the relationship. If an Address Book entry has entries
related to it, these are displayed in the Related Entries window.

» To unlink Address Book entries

e Occasionally, relationships that you set up between two Address
Book entries will change, and you will want to remove the
relationship. You can “unlink” two entries by selecting one of
the related entries in the Related Entries window and selecting
Edit > Unlink Selected Entries.
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Convert Individuals to Companies and Contacts to Individuals

If you originally created an entry as an Individual and now decide the
entry would be more appropriate as a Company with Contacts, you
can convert the entry.

In the conversion, Maximizer copies the entire contents of the
Individual to a new Company entry—all data is converted, including
the Individual’s Contacts. The original Individual is automatically
deleted in the process.

Additionally, you can convert Contacts to Individuals. You are asked
to confirm if you want the new Individual to inherit the Contact’s
address. All data is transferred to the new Individual entry and the
original Contact is automatically deleted.

Any number of Contacts or Individuals can be converted at once.

» To convert Address Book entries

e To convert Individuals to Companies, select the Individuals you
want to convert and select Edit > Convert Individuals to
Companies. To convert Contacts to Individuals, select the
Contacts you want to convert and select Edit > Convert
Contacts to Individuals.



Chapter8 | 131

Working with Maximizer

Keeping Notes on Your Address Book Entries

@ By default, notes are logged
for all of the main activities
you can perform in Maximizer.
Logging can be adjusted on
the File > Preferences >
Logging tab.

Notes are used to record activities associated with Address Book
entries and opportunities. The Notes window is a following window,
which means it displays notes only for the selected Address Book
entry or opportunity.

Use the Notes window to jot down “manual” notes—your ideas and
impressions about a customer or an opportunity. You can enter
manual notes for short company profiles or summaries of contracts
and business agreements.

You have the ability to create a default note for the Address Book,
Opportunities, and Journal windows. The default note for each
window can be different and is specific to the current user. The text
automatically appears as part of the note body when you create a
new note. The note owner and category can also have default values.

Other note types are automatically created by Maximizer, providing
a history of all your email, phone calls, letters, timed notes,
opportunities, appointments, tasks, and transferred Address Book
entries. The note type descriptions are as follows:

e Email - created in the Address Book window when you send an
email to one or more Address Book entries.

e History - created in the Opportunities window when
opportunities are added or changed.

¢ Mail-outs - created when you print documents, labels,
envelopes, or letters using the Maximizer Word Processor's
merge feature.

e Manual - added manually to the Notes window.

e Opportunity - created in the Address Book window when
opportunities are added or changed. Opportunity notes can be
printed or searched only from the Address Book window.

¢ Phone calls - created when you dial a phone number, or log a
received call.

e Tasks - created when appointments or Hotlist tasks are
scheduled, modified, deleted, or completed. For Hotlist task
notes, the current owner of the Hotlist task is included in the
note, even when a task is reassigned. For appointment notes,
details of the appointment are included when the appointment
is scheduled and when an attendee list is modified, an additional
note is logged.

e Timed - created when you use the Timer.

¢ Transfer log - created when you transfer entries between
Address Books.



132

Maximizer CRM 10
User's Guide

>

To work with the Notes window

Use the Filter to narrow the entries to a specific note type (e.g.,
“Email”). Choosing <Custom...> enables you to search for notes
that contain certain text, notes that were created by a particular
user or accessible by a particular user or group, notes in a specific
date range, and/or a combination of note types.

Use the up and down arrows to view the notes for the previous
or next Address Book entry.

Use Show All to display all notes for a selected Address Book
entry. This includes notes belonging to the selected Company/
Individual and all associated Contacts. If this checkbox is not
enabled, only those notes belonging to the Company/Individual
or the selected Contact are displayed.

Double-click an entry to view the entire note. To add a note,
right-click in the Notes window or press the Insert key.

You can perform common tasks by clicking the Actions button
in the Notes dialog box. You can also spell check your note text.

5 Wotes |[= user-Defined Fieiss |{&) Documents | Address Book OrderDesk |

Fiters [ <> - || B ¥ showat
Date Time E Text Creator Ful Access Read Access
July 13, 12:35 PN Apj Created Joz Fublic Public B

-

Mesting regarding fall launch Napoli
June 29, 2007 nn PM Task  Appointment Created Ceine  Public Public
Plan Marketing Strategy Dancer 1
June 28, 2007 330PM Task i Created =
) Add Note for ABC Wine Shop Inc. &=

Plan Advertising Campai
June 22, 2007 1025AM Task  Scheduled Simple Servi
22,2007 to start on Jun
June 7, 2007 4:38 PN Opportun Opportunty for: ABC Wi
Sales Objective: Sell Esi

RS ! Actons ~

Date: [October 11, 2007 =
Tme: [426°M e |
Creator: [Joe Napol = Cotegory: | =

Select Search > Notes to find any note you want and select Reports >
Notes to produce a Notes report. Simply select the types of notes you
want in your search or report.



@You can also add a note by
copying text to the Windows
Clipboard, right-clicking in the
Notes window, and choosing
Paste Link.

@ The Category field is available
for only manual notes.

>
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To add a note

In a controlling window, drag an entry to the Notes window or
to the Note button on the Standard toolbar.

—or —

From the Notes window, while your entry is selected, right-click
and select Add Note.

Double-click a blank note cell.
In the Add Note dialog box, type your note.

Use the Menu Bar at the top of the note for various tasks.

See the mouse-over text or F1 Help for a description of each
button. For example, you can check the spelling in your note
using the Maximizer Spell Checker. Click the Spelling button to
initiate the process.

Adjust the Date, Time, Creator, Full access, Read access, and
Category, if necessary. Categories are created in the System
Fields tab of the Administrator preferences.

Press F1 for detailed assistance.

Click OK.

¥ Add Note for ABC Wine Shop Inc. E =
BV B R |+ Actions -

Getin touch with Bily Holly regarding ABC Wine Shop Inc. This prospect would make an excellent distributor

on our west coast. E

Properties Details
oo [orm i [l e Ee ]
N e e e L
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» To add a default note

n In the Address Book, Opportunities, or Journal windows,
select Default Note from the Edit menu.

E Enter the body text, and if necessary select a user or group for
the Full Access and/or Read Access fields. You can also select a
note category (these are set up on the System Fields tab in the
Administrator preferences).

This information appears as part of the note each time a note for
an Address Book entry, an opportunity, or a journal entry is
created. Note that the default note can be different for each
type of entry.

B Use the Menu Bar at the top of the note for various tasks.

See the mouse-over text or F1 Help for a description of each
button. For example, you can check the spelling in your note
using the Maximizer Spell Checker. Click the Spelling button to
initiate the process.

n Click OK to save the default note for each window.

8 Default Note ==

v %-Djjﬂ
2

The new customer strateay should be applied to il opportunities.

Properties Details
Creator: [Ioe Napal Full access: |Public -
Category: -
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Working with User-Defined Fields

User-defined fields for Address Book entries and opportunities are
available in the User-Defined Fields following window. Which
category of user-defined field is visible in the following window
depends on which of the main windows is active. For example, when
viewing the Address Book window, the User-Defined Fields following
window contains only user-defined fields that pertain to Address
Book entries, as shown in the following graphic.

9 Witimizer CRM [Eccona Tutors z Wine Shop T (=38
(g Fle Edit View Seorch Actions Web Toos Reports Window Help _[=x
New [ | 68 - '@ | ©Appointment 2/Task BLeter rNote Phone | [ Editor | §F 0% & P [#]
2 Columns: [-Dufauk Addres Book vew v i8] (B
Sales .
= Hae o Prone Numter erai acdress cay Stte Oepartment  Dwsion
B osorune ' 2
= = 5 ABC uine Shop ke (6045012000 B Soks
o 5 AggessCo Besr S Ve Sre (6046016000 a
Aets Ste (6045018000 it
5 AlThe BestSprs (5045012000 o
£ Ameta Liuers South 045012000 e
(5045012000 A
©00)501-2000 N
(6045018000 ©
(5045012000 L
©00)501-200 oA
(045012000 o1
(500)501.2000 escona@maxinizer.con A
() Assents Pasta (045018000 escona@naxinizercon  SanDego A
5 Astor ines & Sprts (045012000 escona@raxinizercon  ew York w
o Ates Foad e ©00)501-2000 Samfranceco Ca
& Senedue aTodo ) Bacchus Wie Market & Tastng Room  (50¢)601-8000 San Do N
Recent Entries, (5005012000 Sebyvite o
&5 Forvew vines  spris ©04)501-2000 New York ™
(5045012000 ca
©00)501-2000 w
(6045018000
(5045012000 o
©04)501-2000 m Berkan
8 Contacis |{% Opporunties | Relatea Enres | ® totes | & oocunents & ]
ol [ oo cormerven 1| |8 )| 681 5] el o]] BIE Y ok ek ) Showhdn e
Hare and Phone Numbers o Company and Adress Feid Vale(s)
- (504) 6012000 ‘006 west 10
(04)501-2001 Vancouver 6C.283 5v5
e
6% Customer Senice:
@£ Partner (Retail-Reseller Info
6 Customer Profile
& £ Discount Levels
A5 vine shep 65 WinePrferences
(604)601-6001 Vancouver,8C.2R3 Y5 ) Wines of Interest
{8 Customer Interests
 Partner nterests
‘ sila | b
ress L for Help User:INAPOLT Monday January 7, 2008 w8 oM

You can also access user-defined fields for Address Book entries and
opportunities from the User-Defined Fields tab of the dialog box for
each Address Book entry or opportunity. The folders and field names
appear in a list on the left, and the field values on the right. The
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following graphic shows the User-Defined Fields tab of an Address
Book entry.

Grape Expectations
& BxCopy [EFavoritelist v B, | [4'Actions = [ Preferences g

==
Edt Basic Information  User-Defined Fields | Activies |
Delete

Field Value(s)
B & vservchncarcks |
=3 Fields for Grape Expectations
“UseAlternateForm
£ sales
- f Marketing
- f Customer Service
- f Partner (Retal-Reseller) Info
- Customer Profile
- f Discount Levels
£ wine Preferences
£ wines of Interest
[l Customer Interests
[l Partner Interests

[V Show blank fields
[ Show hidden fields
[¥ New Contact inherits user-defined fislds

“Denotes required field

oK Cancel ‘ |

User-defined fields that pertain to user accounts are available from
File > Users > Properties > User-Defined Fields.

Keep the following points in mind when working with user-defined
fields:

By default, user-defined fields are displayed in tree view, where
fields are nested within folders. You can also display the fields in
an alphabetical list, without their folder structure. You can set
your default user-defined field view by selecting File >
Preferences, and setting the View User-defined fields in
tree view option on the System Defaults tab.

When you select the Show blank fields option on the User-
Defined Fields tab, all user-defined fields in the Address Book are
displayed, not only the fields with existing values. Double-
clicking on a field in the window allows you to add or modify a
user-defined field value.

When you select the Show hidden fields option on the User-
Defined Fields tab, fields and folders that are set to hidden
appear shaded. When you deselect this option, the fields and
folders are completely hidden.

Mandatory fields are denoted with an asterisk displayed after
the field name and type. This is not the same as having an
asterisk included as part of the field name. System-defined fields
are shown in bold, black text.

The kind of Address Book information to which user-defined
fields apply—Address Book entries, opportunities, or users—
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controls the window in which the user-defined field is available.
For example, if you create an opportunity user-defined field, it
will be available in the User-Defined Fields following window
only when the Opportunities window is the controlling window.

If a Contact is associated with an entry, the Company and
Contact user-defined fields are shown in separate folders.

Your selection of user-defined fields is usually set up by your
system administrator using Administrator. However, any user
can be given the rights to create, change, or delete user-defined
fields in Maximizer. If you have not been given the ability to set
up user-defined fields, you can only assign values to existing
fields.
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Creating a List of Entries with a Search

@ A search retrieves any entries
that match the search criteria
and that you have the rights to
view.

Many of the actions you can perform with Address Book entries and
opportunities apply to the entire list of entries in the active window.
For instance, when you print a report from the Address Book
window, you are generally given a choice between printing the
selected entry (or entries) or printing the entire list. When you
perform a mail merge, for instance, you generally use the entire
current list.

Maximizer's search features let you search any field for the data you
specify and modify your current list with the matching entries. If you
wanted to create a list of Address Book entries in Washington State,
for example, you would search the State/Province field for entries
with “WA" in that field.

Search for Entries by a Field

@ Encrypted user-defined fields
are not searchable.

Maximizer makes it easy to search by some of the basic fields, such as
Last Name, Company, City/Town, or Email for Address Book entries or
by Status or Revenue for opportunities. The Search menu varies
depending on what window is selected.

> To search entries by a field

n From one of the main windows such as the Address Book or
Opportunities window, select the field you are searching for
from the Search menu. Select Other to see additional fields by
which to search your Address Book entries.

£ STnawdaaT =—r
U File Edt View (Seach] Actons Web Took: Reports Window Help =
New ~ [ | 4 Undose 2| QEml (Lot ot @ehone | Edtor | 69 % % || o @
e Houfaot Addres Book vew
Sal
2 i g Sae  Deparent  Owson
e 8C Sales.
2 s
- cr
@ "
= ua
{2 cake “
B e o
& co .
@ o

Check ‘Name' Column for Duplica
i piic p a on

E In the Search By [field] dialog box, specify the search criteria.

You can select one of three options for updating the current list
with your search results:

e Add search results to list searches the entire Address Book
and adds the matching entries to your list.
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e Narrow list searches your current list and reduces it to the
matching entries.

e Replace list with search results searches your Address
Book and replaces your current list with the matching entries.

E If applicable, specify the Range of the items to search.

@ If you change the maximum n Specify the Maximum entries to be returned in your search.
entries field to a value less

than the system default value This number is important to note because it affects what is
the value will remain as your displayed in your list after your search.

default value for subsequent

searches. If you change this Search by Gty o =

field to a value more than the

fafl wl =]
system default value, it will S Range
return to the System default Find matching Modify current Address Book entries list
value for subsequent searches. ¥ Cnmpameﬂ O ek sexch resnils to st

The default values for the ¥ Individuals @ T

number of entries returned in a et

@ Replace list with search resuits

| =

search is set in Administrator.

Perform an Advanced Search by All Fields

®inthe Address Book window, Maximizer’s Search by All Fields feature is useful when you need to
you can click Repeat Al Fields search by fields that aren’t listed in the Search menu or when you
to repeat the last search. Once . .
a search is saved in the want to search by more than one field. In the Search by All Fields
catalog, you can access the dialog box, you can build complex search arguments and even save

?;ﬁtt{gﬁ"ghzagggﬁ%hsﬁémés your search in the catalog for later use.
Use the Search by All Fields feature to find user-defined fields or a
combination of user-defined fields and other fields to produce a

custom list of Address Book entries and opportunities.
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» To search by all fields

n In the Address Book window, select Search > All Fields.
E In the Search by All Fields dialog box, click Add.

Search by All Fields ==l

Match entries using the following fields

Add... ‘
Search condition Find matching Modify current entries list
" Must match al ¥ Companies " Add search resuilts to list
& Match one or more W Individuals ¢ Narrowlist
W Contacts @& Replace list with search results

Maximum entries: | 1000 - LastSeardl| Catalog | oK Cancel ‘

E In the Select Fields for Search dialog box, select one or more
fields and click OK.

Select Fields for Search ==

Available fields: Selected fields for this search:

Field [ Basic Fields\Category m
E-f Basic Fields -
1A Account Manager ‘ ‘

188 Accounting Link Type
14 Address Line1

14 Address Line 2

] ol Cateony

Ol city

14 Company
14 Country
[JE Creation Date
14 creator
14 Department
14 Division
114 Emsil Address -
1[4 Email Address 2 - 4 r

[V show hidden fields

Desaription:
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n For each field you selected in the previous step, select or specify
values in the dialog box that is provided.

@ Select the Search for no value If applicable, indicate under Search conditions whether to
checkbox to search for entries return entries that match all values, or that match one or more
where no value is assigned to
the selected field. values.

Select Table Field Values for Search ==

Field Name: | Category

Available values: Values to be searched for:

[ Analyst Distributor -
Colleague
Competitor
Consultant
Customer
Dealer

| Distributor

oyestor
 Account
dia

'i

o
Partner
Relative
Reseller
Reviewer
Supplier
Vendor

¥ Show hidden items I~ Search for no value
(.
“
selectal [ ox Cancel

E Specify the remaining search criteria in the Search by All Fields

dialog box.

@To retrieve all Address Book To build a list of entries that excludes a certain group, as in a list
entries that do not have email of all Address Book entries except those in a certain state or
addresses, do a search by all .
fields, choose the email field, province, use the Not Equal button.
leave the search range blank, . . .
and then click the Not Equal E In the Modify current entries list group box, select one of the
button. options.

¢ Add search results to list displays the entries that match
your search criteria, without removing any currently
displayed entries from the list.

¢ Narrow list searches only selected entries (or all currently
displayed entries if none are selected), and removes any
entries that do not match your search criteria.

¢ Replace list with search results removes all entries
currently displayed in the list and replaces them with entries
that match your search criteria.

@® use Last Search and Catalog Select or type the Maximum entries you would like to be
for previously defined returned.

searches.
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B Click OK to start the search.

Search by All Fields ==l
Match entries using the following ficlds
Etate / Province ='CA'
Add... Change... Remoye | Motegual |
Search condition E Find matching Madify current entries list
* Mystmatch ol ¥ Companies " add search results to st E
% Match one or mare ¥ Individuals € Marrow list
¥ Contacts {* Replace list with search results
Maximum entries: mn - Last Search Catalog M
0
J

» To save your search to the search catalog

n Enter your search criteria in the Search by All Fields dialog box.
A ciick catalog and click Add.

@See F1 Help for detailed Specify the saved search properties and click OK.
information on saved search
properties. Saved Search Properties ==

Details of saved search

Mame: [ Distributors in Califormia

Description: | Retrieves all Address Book entries that have B

distributors in California

I Prompt for values when search is retrieved

Eull access: | Joe Napoli -
N

selng || ox cancel |

The search is added to the search catalog. To retrieve a saved search,
click Catalog, select the search, and then click Retrieve.
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Use the Undo Search and Last Catalog Searches Menu Items

You can quickly undo a search or perform a recent search in the
Address Book or Opportunities windows.

» To undo a search

e After performing a search, select Search > Undo Search. This
replaces the current list with the entries from the previous list.

» To retrieve a previous catalog search

e Select Search > Last Catalog Searches and select a previous
search. This retrieves the list of entries associated with the
previous catalog search.

Create a Favorite List from a Search

After you've performed a search, you can create a Favorite List so it
can be easily accessed. Favorite Lists are available in the Address
Book window.

» To create a Favorite List of entries

n Search for the entries you want saved in the Favorite List.
E Select View > Favorite Lists and then click Add.

E In the Favorite List Properties dialog box, enter a Name and
Description for the list.

ﬂ Select an option from the Full Access drop-down list.

If you leave Public selected, all users can modify or delete the
Favorite List. If you select a group or user, only members of that
group or that particular user can perform these actions.

E Select an option from the Read Access drop-down list.

If you leave Public selected, all users can see and retrieve the
Favorite List. If you select a group or user, only members of that
group or that particular user can see and retrieve the Favorite
List.

E If you are creating a Favorite List for Address Book entries and
want this Favorite List to appear each time you open Maximizer,
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select the Retrieve this list when an Address Book is
opened option in the Favorite List dialog box.

Once this option is selected, the setting overrides the Ask at
program startup which Address Book list to view option on
the System Defaults tab.

» To retrieve saved Favorite Lists

e Toretrieve the list, select View > Favorite Lists and select the
list you want to view. You can also use the View > Recent
Favorite Lists to retrieve Favorite Lists you've recently accessed.

» To add entries or remove entries in a Favorite List

n In the Address Book window, select the entries to appear in
your updated list.

ﬂ Select Add to Favorite List or Remove From Favorite List
from the View menu.

B In the Favorite Lists dialog box, select the Favorite List you are
updating.

n Select Selected entries, Current entries, or All entries.

E Click OK to confirm that you want to update the list.

Maximizer replaces the selected Favorite List with the entries in
the current list.

Select and Display Entries in a List

After you've performed a search, you will most likely want to
perform some action on the entries or a subset of the entries. There
are a couple of ways to quickly select and display entries in a list.
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» To select all entries in a list

e Click the gray button on the top left of the corner of a main
window such as the Address Book window, as shown below.

Calumns: | *Default Address Book View - d2 @
Clltds this ':;‘JX to Seletclt_at" — P s Phons Numbar
entries in the current list. L], ABC Wine Shopinc e
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# Amelia Liguors South (804) 601-3000
B Masmizer CRVI Escoa Tutoral] - Addvess Book 163 Dsplayed 163 Compamiesl] B
U8 Fle Edt View Seach Actins Wep Tooks Repors Window Help _J=]x
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» To display only selected entries

e If you have selected several Address Book entries in your current
list, select Edit > Make Selected List Current to remove the
deselected entries from the current list and only display the
selected entries.
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Tracking Your Appointments and Hotlist Tasks

@To learn more about the Hotlist The Hotlist is a timeless “to-do” list of tasks and reminders. Tasks

window, press F1. For
assistance adding a Hotlist
task, select the Wizards button
on the Standard toolbar and
run the Add Hotlist Task
wizard.

Hotlist Window

@ Tasks can be reassigned to

another user. When a Hotlist
task is added or reassigned, a
note is created in the Notes
window. This note includes the
name of the person to which
the Hotlist task is assigned.

@ To create or modify column

setups for the Hotlist window,
click the Column Setup button
on the View bar. For more
information, refer to “Use
Column Setups to Organize
Lists” on page 127.

include calling and writing to customers. Use the Hotlist window to
record actions and follow-up on personal activities, such as
producing expense reports, or those related to your interactions with
Address Book entries. For example, you can use the Hotlist to
schedule a phone call to a Contact who is out of town for a week.
When the week is up, the Hotlist will remind you to call again.

Because the Hotlist is a controlling window, all your following
windows update with it providing you with instant access to all
information about the person or organization with which you are
dealing. You can quickly handle all your communications—from
phone calls to email—and record the results directly from the Hotlist.

» To use the Hotlist window

n Click the Hotlist icon or select Hotlist from the Window menu.

E Select the Show Appointments option to have your
appointments appear in your list with your tasks.

E Use the view Filter to select the date range you want to show.
n To add a new task, select Edit > Add Task.

If a task is associated with an Address Book entry, select the
entry in the Address Book window and drag it to the Hotlist icon.

You can view or modify an existing task by double-clicking the
task.

E Select a predefined Activity from the drop-down list (click
inside the text box to access) or enter an activity.
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E A task can be personal or associated with an Address Book entry.
To mark a task as personal, select the corresponding option.
Otherwise, the task is created for the current Address Book entry

#9 Maximizer CRM [Escona Tutorial] - [My Hotlist 46 Tasks [46 uncompleted]]
Search Actions Web Tools Reports Window Help -
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Control Calendar and Hotlist Task Preferences

@ Hotlist and calendar
preferences can also be
controlled in Administrator
using the user preferences
Calendar/Hotlist tab.

@ Appointments can be
reassigned through the Hotlist
window.

Use the Calendar/Hotlist preferences tab to change your Hotlist task
and calendar preferences. Most of the options on this tab apply to
the calendar.

» To set calendar and task preferences
n Select File > Preferences and click the Calendar/Hotlist tab.

E Set your calendar and hotlist default options. For detailed
information on each option, press F1.

Preferences - loe Napoli ==
Envelopes | Labels | Reports | Fx | Emal
Oullook Synchronization | Prntingto HTML | Diagnostic | Ovenview Page
System Defaus | Llogging | Fomat  CalendavMotist | Dialing |  Transfer

Defauit settings Options
Mlarmlead tme: [ 10 [mnteg =] | | | lanore conflct checking

I Ignere all dlarms and potifications
Defaultinterval: [39

x| minutes ¥ Add or madify multi-user appointment

[¥ et alarm on when adding an appointment
Defauityen: [eeky =]

1st day of monthly
view: |Sunday =
Working hours from: [g:o0am ]

Access to Calendar

I Do not display holidays
¥ Carry forward unfinished activities
¥ Show non-ark days in weekly view

I Suppress follow-up activity prompt

Email appointment notification: [always +

Work days

Full access: [ wonda White

I™ 1. Sunday
¥ 2. Monday

L Ll

Read access: [all users

¥ 3. Tuesday
W 4. Wednesday

Access to Hotlist

Full access: [\Wonda White <] || ¥ 5 Thusday
W &. Friday
Read access: | All users = I 7. Saturday
oK Cancel | |

You can control which users can view or modify your tasks and
appointments using the Full Access and Read Access options.
For example, if you want a user or group to be able to view your
tasks and appointments, select the name from the Read Access
drop-down list. The selected user or members of the group can
then view your tasks and appointments by selecting your user
name from their Hotlist window View bar. If you want them to
be able to add or modify your existing tasks and appointments,
use the Full Access option.

The Full Access option also controls your ability to reassign tasks
and appointments to other users, as you can only assign tasks
and appointments to other users if they have given you
permission.



Calendar Window

@ The daily view shows your day
in half-hour intervals—use the
Calendar/Hotlist preferences
tab to change this interval
length.

@ If the appointment is assigned
to multiple Address Book
entries, all the entries are
displayed in the pop-up
window.

@ A scroll bar appears when all
the appointments don't fit in
the day cell.
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The Calendar window is where you schedule meetings and
appointments. You can view, add, update, and delete appointments.

The following views are available in the Calendar window: Daily,
Weekly, Weekly List, and Monthly. All views allow you to see your
appointments at a glance.

To assist you with scheduling, color bars/icons indicate the attendees
and booked resources and locations for the appointment. You can
display the appointments for other users if they have given you
access to their calendars. Calendar access is set on the Calendar/
Hotlist tab in preferences.

Use the Utilities > Holiday Editor in Administrator to set up the
holidays that are displayed in the Calendar window. These holidays
can be changed. For further information, see “Recording Holidays in
the Holiday Editor” on page 84.

» To view appointments in the Calendar window

n In the Calendar window, click the associated button to choose
your calendar view—Daily, Weekly, Weekly List, Monthly, or
Today.

ﬂ In the monthly view, holding your mouse pointer over a day
displays all the appointment details for that day in a pop-up
window. You can then hold your mouse over a particular
appointment to view the appointment details. Or, you can click
on the appointment in the pop-up window to open it.

In the weekly, weekly list, and daily views, holding your mouse
over an appointment displays the appointment details. Double-
clicking on an appointment opens it.

In the weekly list view, all the appointments for a day are listed
in an easy-to-view format. Appointment details such as start/end
time and location are displayed.

E Open another user’s calendar by selecting the user’s name from
the Users drop-down list. Both the selected user’s appointments
and your own appointments are displayed. You can also view the
booked time for meeting locations and resources by choosing
the corresponding value in the list.

n To quickly navigate from one day to the next in the daily
calendar view, use the arrow buttons located in the upper-left
section of the window. You can also navigate from week to
week and month to month using these buttons when in the
weekly/weekly list or monthly calendar views.
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@ If a scheduling conflict with a
user or a resource/location
occurs, Maximizer prompts
you with a message.

4 July 9, 2007 )

Use the arrow buttons in the upper-right section of the window
to move from one year (monthly view) or month (daily and
weekly/weekly list view) to the next. Click on a month or day to
show it in the main portion of the Calendar window.

The day’s Hotlist tasks are listed in the Hotlist Tasks section. Click
a Hotlist task to view the details of the task.

You can view another user’s appointment by adding the user to
the Calendar Users list and selecting the checkbox beside the
user’'s name. Use the Check All and Uncheck All options to
quickly select or deselect all users in your Calendar Users list. Use
the Edit List option to add users and resources to the calendar,
and to set icon colors for these users and resources.

Use these buttons to hide the associated section of the Calendar
window.
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Add a New Appointment to Your Calendar

@ If the appointment is assigned
to multiple Address Book
entries, the text " (with
multiple Address Book
entries)” is displayed in the
Name column of the Hotlist
task.

You can easily schedule an appointment with Address Book entries,
other users, or yourself. The Add Appointment dialog box gathers all
the information for the appointment—the date and time, the
description, and even who will be in attendance.

When scheduling appointments, you can set an alarm in advance of
the appointment, mark yourself out of the Peg Board, set the
priority, and even send an email to the selected users, the associated
Address Book entries, and yourself.

You can schedule appointments from any controlling window, or
from the Calendar window. If you add an appointment from a
controlling window, the appointment is linked by default to the
current entry. If you add an appointment from the Calendar window,
it is by default created as a personal appointment.

Appointments can be viewed in the Hotlist window provided you
select the Show Appointments option on the Hotlist’s View bar (if
you are using the Outlook Style window layout, you may need to
drag the following windows a little to the right). Calendar
appointments can be reassigned to other users through the Hotlist
window.

Other users can view your appointments, or even schedule them, if
you have given them access using your Preferences > Calendar/Hotlist
tab. When an appointment is marked as private, even those with
access to your calendar cannot see the appointment details.

» To schedule an appointment

n In a controlling window, select an entry if you would like to
schedule the appointment with a specific Address Book entry
and do one of the following:

¢ Right-click and select Schedule > Meeting.
¢ Click the Appointment button on the toolbar.

¢ Drag the entry from the controlling window to the
Calendar window or the Calendar Icon.

—or —

In the Calendar window, select a date and do one of the
following:

¢ Right-click and select Add Appointment.
e C(Click the Appointment button on the toolbar.
e From the Edit menu, select Add Appointment.
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E In the Add Appointment dialog box, fill in the details of the

appointment. For more information, see “Using the Add/Modify
Appointment Dialog Box" on this page.

Kl ciick ok.

Using the Add/Modify Appointment Dialog Box

@ If a scheduling conflict with a
user or a resource/location
occurs, Maximizer prompts
you with a message.

This dialog box contains a toolbar and three tabs: Appointment,

Users, and Address Book Entries.

Add Appointment ==
¥ | [EScheduling []Options 4 ¥Recurring [Jlcon v | & 4/~ [~ Completed
Appaintment | Users | Adcress Book Entres |
Appointment with: ABC Wine Shop Inc X, Remove link
Subject: ‘Maating j
Appoiniment defails Attendees and response
Location: | | Name Response
Resourceds); | ug ABC Wine Shop Inc. o
Joe Napol ceple
Priority: [~ Pivate W Alam
Date: [January 10, 2008
From: [1:00 PM Until: [1:30PM
Products/Services: |
Categores: | [V Notify other ussrs

Using the Toolbar

The toolbar allows you to set appointment options and perform tasks
such as checking spelling and finding free meeting times.

Click the Scheduling button to open the Find Free time dialog
box, where you can find free time slots for locations, resources,
and users who have allowed you access to their calendars.

To set lead times for alarms, click the Options button. (To
control the default setting for alarms, select File > Preferences >
Calendar\Hotlist.)
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If you want the appointment to change your Peg Board status,
click the Options button and select the Sign Out of Peg Board
checkbox.

Appointment Options. ==

Options

parmlesd tme: [10 [minute(s) v
Reminder lead tine: |6 hous) -

I Sign out of Peg Board

To schedule a recurring appointment, click the Recurring
button. See F1 Help for more information.

Click the View in Address Book button to view selected
Address Book entries in the Address Book window.

Click the Icon button to select an icon to display with the
message in the Calendar and Hotlist windows.

In the Modify dialog box, the Actions menu is available if you
select an Address Book entry in the attendee list. If you select a
user, this menu is disabled.

Select the Completed checkbox to mark the appointment as
completed.

Using the Appointment Tab

Use this tab to fill in appointment details and view information
about the appointment.

When you add an appointment from a controlling window, it is
by default linked to the current entry. Information about the
entry is displayed in the information bar. If the current entry is
an opportunity, the entry is displayed as a link in the saved
appointment. When you open the appointment, you can click
the link to view the entry in the associated controlling window.

When you add an appointment from the Calendar windowy, it is
by default created as a personal appointment. You can,
however, link the appointment to the current entry or assign
entries to it in the Add/Modify Appointment dialog box.

When creating an appointment, you can unlink the current entry
from the appointment by clicking Remove link.

Add Appointment ==
¥ | [EScheduling [&]Options + ¥Recurring [Jlcon | & 14/~ [~ Completed

Appoirtment. | Users | Address Book Entries |

Opportunity for BridgeHead Winery, Bryce Dana Duran; Objective: Aoquire as distributor X Remove link
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@ For more information on
displaying products/services
and categories, see Maximizer
Help.

If the appointment you are creating is linked to an opportunity,
the assigned Contact is added to the Assigned Attendees list
on the Address Book Entries tab. If you click Remove link, the
Contact is removed from this list.

When an appointment is not linked to an opportunity, and no
Address Book entries are assigned to it, the appointment is
designated a personal appointment.

Select a location for the appointment and specify the needed
resources. These values are set in Administrator. Use the
Scheduling button to look for free times.

To set a priority for this appointment, set a value in the Priority
drop-down list.

To keep the appointment details private, select the Private
Appointment checkbox. When this option is selected, even
those with access to your calendar cannot see the appointment
details. The appointment appears in the calendar with the
activity displayed as “Private Activity”.

To set an alarm, select the Alarm checkbox.

You can display products/services and categories related to the
appointment by selecting values from the Products/Services
and Categories boxes.

The Attendees and response list displays meeting invitees and
their responses (blank if no response, Accepted, Tentative, or
Declined).

To notify invitees about the meeting and allow them to accept
or decline, select the Notify Other Users checkbox.

You can add a note to the appointment in the text box in the
lower part of the dialog box.

Using the Users Tab

Use this tab to select users to attend the meeting.

Available users are displayed on the Users tab by group (all
users, departments, disabled users, divisions, security groups). If
you don’t want to display users by group, deselect the Display
Users by Groups option. (Select File > Preferences > System
Defaults.) If you don’t want to display a specific group, deselect
it on the System Defaults tab.

To add a user to the Assigned Attendees list, select the user
and click the right arrow button. To add all the users in a group
to this list, select the group and click the right arrow button. To
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remove a user from the list, select the user and click the left
arrow button.

Add Appointment ==l
%% | EfScheduling [Options 4 ¥Recurring [Jlcon v | [& 14/~ [~ Completed
Appointment  Users | Address Book Entries |

Avalable users: Assigned attendees

All Users Name Phene

2 Bilie Holly % Bryce Dana Duran - Connoiseur  (604) 601-8000

& Celine Dancer b Jo= Napol 555) 7750982

2 Daniel Brown

& Joe Napoli

2 Jon Bowser

& Loulones

& Lucy Garcia

& Mark Bertolli

2 Matt Greham

s

& Miranda Corell J

2 Wonda White

Departments
Divisions
Groups

Using the Address Book Entries Tab

Use this tab to search for Address Book entries and assign them to an
appointment. Also use this tab to unassign the current Address Book
entry from the appointment.

e Search for entries by Last Name or by Company. Select an
entry in the search results list and click the right arrow to add the
entry to the Assigned Attendees list.

e Toremove an Address Book entry from the Assigned
Attendees list, select it and click the left arrow.

e Ifthe appointment is linked to a case or opportunity, you cannot
remove the assigned Contact from the Assigned Attendees
list.
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Use Action Plans to Create Appointments and Hotlist Tasks

You can create Action Plan templates, which can later be scheduled
to create appointments and Hotlist tasks for Address Book entries.
Action Plans can apply directly to the Address Book entry or to an
opportunity for an Address Book entry. You can also schedule Action
Plans to create personal appointments and Hotlist tasks.

» To create an Action Plan template

n Select File > Action Plan Library.

A click Add.
Action Plan Library ==
Action plan templates:
Manage Leads List Add...
Performance Review Plan
ple Sales Plan -
Simple Service Plan By
Modify...
Delete
Desaription of selected template
Deseription: [Use when a strategy would be overkil - contains al the main steps
Activity | From start date Assigned to
2 & Make initial contact with customer an... 0 day(s) After Current User
| Analyze requirements and develop p... 1 day(s) After Current User
| & Arrange time to present proposal 3 day(s) After Current User
11L)4% Present proposal - date and time ne... 6 day(s) After Current User, Joe N...
Template access
Full access: [Public Read access: [Fublic

E In the Add Plan Template dialog box, enter the template
name and description.

ﬂ Click Add and select Appointment or Task to add an activity in
the template.

E Enter the Appointment or Hotlist task details and click OK. You
will now see the activity listed as part of the template.

Repeat steps 4 and 5 for each activity you are adding to the
template.

E If you wish to modify the start date of an activity, change the
information in the Schedule activity fields.

Click the ellipsis button beside the Assigned to field to assign
an activity to another user. By default, the current user is the
assigned user.



@ Click the Properties button to
view creation details of the
plan such as the Action Plan ID
number and creation date. The
Properties button is also
accessible when you are
modifying an Action Plan
template.

@ Each time an Action Plan is
scheduled for an Address Book
entry, a note is logged in the
Notes window.

B Select the Personal activity option to mark this task as not
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associated with an Address Book entry.
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E Select a user or group name in the Full Access and Read Access

fields to make this Action Plan template accessible to only a

particular user or group.

Modify Plan Template ==l

Template name: ‘ Simple Sales Plan E

Description: [ Jse when a strategy would be overkil - contains all the main steps

Template activities
Add >> | ‘ |

Activity | From start date | Assigned to |
2| Make initial contact with customer an... 0 day(s) After Current User
2| Analyze requirements and develop pr... 1 day(s) After Current User
2| Arrange time to present proposal 3 day(s) After Current User
)

1,4 Present proposal - date and time nee... & day(s) After

R ] = | E
7

Current User, Joe Na...

Assigned to: |

-
Template access E
Full access:  |Public ~| Readaccess: |Public

Speling | propertes | oK

ancel |

» To schedule an Action Plan for an Address Book

entry

To schedule an Action Plan associated with an Address Book

entry, select an entry in the Address Book or Opportunities
window, right-click and select Schedule > Action Plan or
Schedule an Action Plan. The Action Plan is scheduled for the

associated Address Book entry.

Select an Action Plan from the Plan template drop-down list.

Optionally, you can modify the Plan name and Description.

The Save As button allows you to save a modified Action Plan as

a different template.

Enter a start date in the Start plan on field. You can click inside
the field and then click the ellipsis button to choose a date from

a popup calendar.

Click Advanced to toggle between the advanced and simplified

view of the dialog box.

Enter the Action Plan details.

The Replace current user with option allows you to assign

another user to all appointments and tasks included in the

Action Plan. Similarly, you can assign a specific appointment or
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task to another user when the appointment or task is created or
modified. The Skip non-work days option excludes days you
have marked as non-work days in your Calendar preferences
from the Action Plan.

E Click More to add a new appointment or task to the Action Plan.
You can also modify or delete a selected appointment or task in
the Action Plan using the More button.

Schedule Action Plan for BridgeHead Winery ==l
Action Plan details

Plan template: [Simple Service Plan E =]

Descrption: [Use on its own or with an existing Service workfow to follow up on
resolved cases. The start date is the resolution date.

*Plan game: | Simple Service Plan Save As...
Startplan on: | October 11, 2007 E n Advanced >>

Action Plan activities

Activity | start date | Assigned to
=] Confirm that solution notes are com... October 15, 2007 Joe Napol
2| Contact Channel Manager to plan P... October 15, 2007 Joe Napoli

154/ Conduct lunch and learn for CS8S st...October 16, 2007 Celine Dancer, Joe ...

“Denotes required field E vore >> | oK Cancel

» To schedule a personal Action Plan

e To schedule a personal Action Plan, right-click and select
Schedule > Action Plan or Schedule an Action Plan without
an entry selected. The appointments and tasks associated with
the Action Plan are automatically created as personal.



View Activities

@When an Action Plan is
scheduled in the Address Book
window, it does not appear on
the Activities tab in the
Opportunity window. If
scheduled in the Opportunities
window, it does appear in the
Ac:)dress Book entry’s Activities
tab.

@ The Details button allows you
to view the details for a
selected Action Plan such as
the description or properties.
The Schedule button allows
you to schedule a new Action
Plan for the current Address
Book entry.

Chapter 8
Working with Maximizer

159

You can view activities scheduled for Address Book entries from the
Address Book window. You can also view activities specific to an
Address Book’s opportunities in the related window.

>

To view activities for Address Book entries

Open the related Address Book entry.
Click the Activities tab.

By default, all activities are displayed in the Activities tab. You
can choose to view only Action Plan activities or filter the list to
view only those Action Plan activities related to a specific date
range, module, and/or user.

Further filtering can be done for the activities list by using the
Filter drop-down and User drop-down lists, the Custom Filter
button, and also the Show Appointments option.

Click the Refresh button to update the list of activities when
you add an activity to an Action Plan.

Click More to add, modify, or delete an activity in a selected
Action Plan.

You can also view a list of all your activities by choosing View >
Activities [for Address Book entry]. The activities shown in
this dialog box are related specifically to Address Book entries,
unless you have no Address Book entries in your current list, in
which case the list displays personal activities.

ABC Wine Shop Inc. (555
& BxCopy ) Favorite List v [, | @/ Actions v_[23 Preferences g

View Basic Infommation | User-Defined Fields ~ Activies |

Activities for this entry

Fiter: [Aldates  ~] @@B [Arues 7]

Action Plan options
‘AII Appointments and Tasks

j Schedule
IEI More >>

F ¥ Show completed activities [¥ Show appointmerts
Tasks and Appointments | Date s | Tme | User [P
I&)  Meeting regarding spring launch January 15,2007 200PM  Joe Napoli, .
[X)&* Meeting regarding summer launch May 18, 2007 3:30AM  Joe Napoli,..
[&)& Meeting regarding fall launch September 14,2007 3:30AM  Joe Napoli,..
(& Call about shipment September 29, 2007 11:00AM Dariel Brow... HI

oK Cancel
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» To view activities related to opportunities
n Open the related opportunity.
A Click the Activities tab.

E Follow the steps listed in the previous heading procedure to
filter your activities list or make changes to an Action Plan.

Check Your Co-workers Status with the Peg Board

In a medium to large office, it's not always obvious when people are
in, out, or busy with an appointment. The Peg Board works with
Maximizer’'s calendar to show you each user’s current status.

» To view the Peg Board

n Select View > Peg Board.

E The status indicators denote if a user is busy or not. When a user
creates an appointment, the Sign out of Peg Board option
must be selected so the Peg Board is updated.

E To override the calendar status, click on the User Status button
to manually set a user’s status.

n You can see other users’ busy periods if they have allowed you to
view their calendars (File > Preferences > Calendar/Hotlist tab). If
a user has allowed others to view their calendar, you can click
the Appointment button to view the details of the user’s
appointment.

Peg Board ==

User list:
[ [status [user [1con | Remarks [ame [ Address Book Entry | User Status

E 3 I Bille Hol
= v Appointment n
‘eline Dancer ntil 130 vl

@In  COMPANY

Refresh
@ Out Daniel Brown
@l JosNapo Close

@In Jon Bowser
@In  Loudones

@In  Lucy Garcia
@In  Mark Bettoli
@In Matt Graham
@In  Mirands Corell
@In WondalWhie
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Check the Time in Other Cities Using the World Clock

The World Clock is a utility that allows you to view the time in various
locations around the world. You determine which locations are
displayed. It's great if you have international dealings of any kind—
from the occasional phone call to regular contact with your
international clients.

You can set the time for up to six remote locations around the world
by adjusting the dials shown in the Clock frame in the World Clock
window.

» To use the World Clock

n Select Tools > World Clock.
ﬂ To select a time zone, right-click on one of clocks.

B To view time zone information, click in the corresponding area
of the world map.

ﬂ The shaded area indicates night time. Right-click to turn the
Show night option on or off.

E Click on any time zone in the world map to view the time in the
large clock.

World Clock =)
Times around the world

Daylight Savings
T
d et

s

v

Tk

Wancouver

(GMT-03:00) Brasilia
(GMT-03:00) Greenland

(GMT-03:00) Montevideo
(GMT-03:30) Newfoundland
(

GMT-03:00) Buenos Aires, Georgetown e Times

Cancel
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Using Organizational Charts

You can easily see the hierarchical structure of a Company or an
Individual entry using organizational charts. Maximizer users can also
be viewed within an organizational chart. Using drag and drop, you
can change the structure of the chart as well.

» To view an organizational chart for a Company or
Individual

n In the Address Book window, select the Address Book entry for
which you would like to view the organizational chart.
E From the View menu, select Organizational Chart.

The organizational chart appears displaying the entry’s
associated Contacts in a hierarchical format.

¢ To view the organizational chart for the previous or next
entry in the Address Book list, use the Previous entry and
Next entry buttons.

e Use the Print button to print the organizational chart.

¢ You can choose not to show the details such as a Contact’s
position by not selecting the Show details checkbox.

¢ To fit the entire organizational chart into the dialog box,
choose the Fit to page option.

2] Organizational Chart for ABC Wine Shop Inc. o o
i | [ [# | [FActions = | [ Showdetails [~ Fitin window

ABC Wine Shop Inc.
1006 West 10th
Vancouver BC 2R3 5Y5
Canada

|5 Phone: [T
Email: escona@maxii 1] Organizational Chart for ABC Wine Shap Inc. o e =
Web: i

C:tegm:wwmax' iy | @ [@ | Actions v | [ Show details [ Fitin window
Account Manager:

= ABC Wine Shop Inc.
1008 West 10th
Vancouver BC 2R3 5Y5
Canada

5 Phone: (604} 601-8000

= Ed Johnson
Bosition: Buyer
1006 West 10t

£, Vancouver BC 2R3 55
e Email: escona@maximizer.com

Bhone: {604) 601-6000
Email: escona@maximizer.com

Bo
oD < 2EE

James Dolton
Position:  Genaral ilanager
123 Wain Street

£ Pittsburgh PA 87654
usA

Day fianager
1006 West 10th 1008 West 10th
£ Vancouver BC 2R3 5YE 5, Vancouver BC 2R3 5vS

Phone: (604) 601-8000 Canada

Email: escona@maximizer.com

Email: escona@maximizer.com

If a user does not have
rights to view a particular Close
Address Book entry, |
Private Entry displays in
place of the entry details.
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» To view an organizational chart for Maximizer Users

n From any Maximizer window, select Users from the File menu.

E Click Org Chart.

@Disabl_ed users are shown in The organizational chart appears displaying all Maximizer users
organizational charts. in a hierarchical format.
o e e = e s
[SNCRCRRE: [ Show details [~ Fit in window

Usa
(538 775.6884
@maximizer.com|

UsA
538y 775.6677

Bhone: 558 775.6867
Emait

Bhone:
Email:_dbrown

Usa 24854 USA.
555 77516983 558 775.6678|

A 94954 USA w

24854 USA
5857 77516668

5857 7756858
@maximizer.con|

» To modify an organizational chart

There are two ways to modify the structure of an organization chart
as follows:

e Drag and drop a Contact on to the Contact you want the first
Contact to report to. For example, if you would like Billie
Holly to report to Joe Napoli, you'd drag her entry on to Joe's
(these are the Escona sample Address Book users). Click OK to
confirm the reporting change.

—or —

e Change the Reports to field on the Contact’s Basic
Information tab.
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Sharing Your Files in the Company Library

@You can search for files in the
Company Library by using the
search commands on the
Search menu when the
window is active. The Search
Next command allows you to
repeat a previous search. The
Search button allows you to
search for a filename.

You know the value of keeping an organized database of your
marketing materials and other company collateral. Brochures, price
lists, photos, magazine reviews—all of these materials should be easy
to find when you need them. The Company Library provides shared
access to a central library of these materials with the security offered
by the Maximizer environment.

The Company Library window is divided into two panes: the left
pane is a tree view, which displays the folders and files in your
library; the right pane is a preview area, in which you see a preview
of certain file types or type text notes.

» To share files in the Company Library

n Use the toolbar for common tasks, like Open File, Save Note,
Close Note, Find, and Preview.

E The area in the left side of the window lists your folders and files
in a tree view—much like Windows Explorer.

E The area in the right side of the window displays a preview of
most file types. You can also view and edit notes here.

Deselect the Preview checkbox to display an icon rather than a
preview.

ﬂ Use the shortcut menu to perform common tasks in the window
such as adding, deleting, or renaming files.

¢ Save files on your computer or a network location by right-
clicking on the file and choosing Save As.

¢ Email your document by right-clicking on the file and
choosing Email Document or Email Document to
[current entry]. You can email multiple documents at one
time by clicking on the documents while holding the Ctrl or
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Shift key down and then choosing Email Selected
Documents from the shortcut menu.

& Masimizer CRM [Escons Tutorisl - [Company Library] R
@ Fle Eat Viw Seuch Acton Web Tons_Reprts Window_tilp n el

ent (2JTosk (DEmail [ Leeer WrNote @ Phone | [H)Edtor | §F 45 K

@
ESCONA ESTATE WINERY

cted Dogument. Change of Address/Phone Number:
Email Selected Document to Wines Ave Us

B, Properties

Emil

ame:
New Address:
Postal Code
New Phone Number:
Cell Number:

New Emergency Contact:
Name:
Phone Number

After filling out the form go to File > Send to > Mail Recipient and send the
form to: escona@maximizer.com

Press £ for Help User INAPOLT Thureday October1l, 2007 1350

The Company Library can store many different file types. Provided
that your system administrator has given you access to the Company
Library, you can add files, folders, and notes as either private or
public entries. If you use another word processor—such as Microsoft
Word or Corel WordPerfect—for your correspondence, you can even
open a document from the Company Library, merge it with one or
more Address Book entries, and print or send it as an email.

The easiest way to add an item to the Company Library is to right-
click on the folder where you wish to place the new item, and select
Add from the shortcut menu. You then choose which type of item to
add to the folder:

¢ Document - select this item to add a file. The file doesn’t have
to be a document, but the preview only works for documents.

¢ Note -select this item to add a text-only document that you can
write and edit in the preview pane.

e Folder - select this item to add a new folder.

You can either create a new file using the associated application, or
you can browse for an existing file on your hard disk drive or
network. If you browse for a file, you can choose to either “link” or
“embed” the file in the Company Library. Embedding is usually a
better choice, as a link is only a “shortcut” to the original file, which
may get moved, renamed, or may not be accessible to all Maximizer
users.
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Most file types are supported in the Company Library if you have the
associated application installed on your computer. These include the
following file types:

e .DOC and .RTF files — Microsoft Word

e XLS files — Microsoft Excel

e _PPT files — Microsoft PowerPoint

e _HTMand .HTML

e .BMP files — bitmaps

e _TXT files — text and Company Library notes

e PG, .GIF and .TIF files — graphic files

e .PDF files — Adobe Portable Document Format files
e .MXD files - Maximizer Documents

e .MSG files — Outlook Email Messages
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Making Entries in Your Journal

@ If you always want a journal
entry to appear at the top of
the list in the Journal window,
type or select a date that is a
few years in the future.

The Journal window provides you with a location to keep personal
records. Journal entries can be business activities, reference notes,
and personal ideas. These entries are similar to notes, except they are
not attached to an Address Book entry.

You can add journal entries up to 9,216 characters in length. By
default, journal entries are stamped with today’s date. You can
change the date stamp if you want to add an entry for a past or
future time period.

You can automatically log your Address Book activities as journal
entries, and search most Maximizer note types from the Journal
window, if you choose the Journal or Both options on the

File > Users > [user ID] > Preferences > Logging tab.

» To use the Journal window

n Select Window > Journal.
E Right-click and select Add Journal Note.

E Filter your journal entries by selecting one of the following items
from the view filter—List All, Today, Yesterday, This Week,
or This Month.

ﬂ To search for a note by date range or text, click the
corresponding search icon.

7 Journal |TE Expenses
Fiter: | st Al BNEEY
Date ¥ Tme  Type  Text
o Oclober 11,2007  7:42PM Manual mz&awmp&ny—wmm&tmgnm
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Monitoring Income and Expenses

@ Expense/income entries cannot
be imported from another
Address Book.

Use the Expenses window to record your income and expense items

in separate accounts.

To use the Expenses window

Select Window > Expenses.

Right-click in the window and select Add Account.Type a Name
and Description for the entry.

You can mark the entry as Public to let others see the entry.

>

1]

2]

E Choose to make it an Expense or Income.
4

5|

Then open the account, choose the day to which the expense or
income applies (the current day is the default), enter the dollar
amount and choose to add, subtract, or replace the amount.

October

Account
= Income

Total Income $0.00
Expenses
Total Expenses $0.00
Total Net Income $0.00

$0.00

$0.00
50.00

Account

Type

¥ Expense

New Income/Expense Account

Seaurity

" Public

¢ Income E @ Private

MName:

Account - ExpenseAccount ==

Amount per day

Daily summary:
October 4, 2007 $0.00 .
October 5, 2007 $0.00
October &, 2007 $0.00 o
October 7, 2007 $0.00
October 8, 2007 $0.00
October §, 2007 $0.00
October 10, 2007 $0.00
October 11, 2007 $0.00

ﬂ Amount:

Subtract |

Details of account

Desaription:

Type: © Income

Replace

¥ Expense

Security: ¢ public @ priyate

oK Cancel
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Creating Web Inquiry Forms for Your Website

@When using a direct insert, you Maximizer can help you create an inquiry form to collect pertinent
must first set up a virtual information from your website visitors. The collected information is
directory. Note that Maximizer . e . .
must also be installed on the emailed to the specified email addresses as an .MTI or . XML file and
designated web server. then imported directly into Maximizer as Address Book entries by

double-clicking on the file. You can also use a direct import (direct
insert) of information.

Open the Web Inquiry Form Wizard by selecting Web > Create Web
Form. Follow the instructions on each of the wizard pages.

Welcome to the Web Inquiry Form Wizard ==l
Use the Web Inquiry Form wizard
-_ This wizard will tsks you throtih the process of cresting a to create “data collection” forms

web form to callect your customers’ omation. The i
collscted information wil be smaied to ths st administetor for your website.
10 be drectly imporied o Mazaizer.

NOTE: To use this feature, you must have access to a web
server with HTML fils reading and CGl exscution
pemissions. Consutt your Intemet Service Provider (ISP) or
system administrator for more information on the hosting of

these files.
Server and File Options ==l
Form templates
The web fomm seftings can be
form template for future ediing T receive data from the web fom, you can choese to receive emails generated by CGl. These files can
create aweb fombasedonal  then be imported into a database. Or, you can choose to insert data directly into the cument database
template from the web fom
When using a direct insert, you must first set up a witual directory. Note that Madmizer must also be
installed on the designated web server.
c CByemsl
B B e Servertype Fils genersted by CGI
9] % Windows o] el
Mail server
SMTP Mail Server for
oulgaing email
“You are almost finished. Before your web form is generated, use the Browse button to choose a folderin
which to save the files.
[ARImIZeT] These files then must be copied to @ web server where you must have HTMLfile reading and CGI

————|  exeoution permissions. Consuf your Intemet Sevice Provider (ISP) or system administrator for more
information on the hosting of these files.

Wb fom e
Location of genersted
HTML and CGlfes: | Browse
Filename: myform Ftm
Preview WWeb Fom
AL < Back Next > Cancel |

Use Maximizer’s Web Inquiry Form wizard for the following tasks:

e Save the web form settings as a template for future editing, so
you can customize the form as the need arises.

e Select the Maximizer fields, including user-defined fields, you
want to appear on the form. Information entered in the form’s
Last Name field, for example, is inserted into the Last Name field
when importing information into Maximizer. If you have chosen
a table user-defined field, a drop-down list is automatically
created so customers can select available choices.
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e Change displayed field names. For example, if you want to
include in the form an existing Maximizer user-defined field
called “GIC Heard About”, you can choose to display a helpful
label such as “How did you hear about our GIC program?”.

¢ Designate mandatory fields, in addition to the last name and
email address fields. If information is not entered in these
mandatory fields, the customer will be notified via a Failure
page.

e Create rules to manage when collected information is emailed
to the website administrator (or whatever other email addresses
you specify).

e Use HTML to customize the look of the areas above and below
the web form; the look of the form itself cannot be customized.

e Use HTML to customize the Success page and the areas above
and below the Failure page.

¢ Preview the web form and return to the respective wizard
screens to make the required adjustments.

Maximizer Web Form Requirements

If you are creating forms using the Web Inquiry Form wizard in
Maximizer, you must consider some mandatory circumstances
regarding your Internet Service Provider (ISP). First, your ISP must
support HTML file readings and CGI execute permissions. Second, if
your ISP is running a UNIX server, you must ensure the ISP installs the
following Perl modules:

e (Gl
e  Net::SMTP
e  MIME::Base64

Third, you may have to ask your ISP to install the “winqcgi.pl” file
into a folder that has execute permissions.

You may also have to modify the generated web form HTML page to
target the winqcgi.pl file installed by the ISP. To do so, modify the
following line:

<FORM action="winqcgi.p!” method="post” name="mtiform">
to

<FORM action="/cgi-bin/winqcgi.pl” method="post”
name="mtiform">
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Maximizer CRM Gadgets

@ To remove a gadget from
Windows Sidebar, point to the
gadget and click the Close
button that appears at the top
in the upper-right corner.

If your computer uses Microsoft Windows Vista™, you can add the
Address Book gadget to Windows Sidebar. You add the gadget from
the Gadget Gallery, where all installed gadgets reside.

» To add a Maximizer CRM Gadget to Windows Sidebar

n Click the plus sign at the top of Windows Sidebar to open the
Gadget Gallery.

E Double-click the Maximizer CRM gadget you want to add. The
gadget is now docked to Windows Sidebar.
» To log into a Maximizer CRM Gadget

n Point to the gadget and click the Options button that appears
second from the top in the upper-right corner. Or right-click in
the gadget and select Options. The Settings page opens.

Address Book:

Escona Tutorial -
Login Name:

Password:

Remember password

This gadget retrieves entries from
the selected Maximizer Address
Book. After login, perform a search
to view entries.

E Select an Address Book, enter your Login Name and Password,
and then click OK.



172 | Maximizer CRM 10
User's Guide

Work with the Address Book Gadget

@ In the detail view, click the Up
and Down arrows to move
from entry to entry. Click the
horizontal arrow to return to
the entry list.

Use the Address Book gadget to quickly search for and view Address
Book entries and contact information.

To search for Address Book entries, enter search text and click the
drop-down arrow to select a search category (last name, first name,
company, or phone number). The entries that match the search
criteria are displayed.

L3 ABC Wine Shop!

|abe -0

Click an entry to display details such as email addresses and phone
numbers. Click an email address to send an email to a customer. To
view all contacts related to the entry, click View Contacts.

+- -
I3 ABC WineS...
Email:

escona@maximize...

Phone:

# (604) 601-8001
B (504) 601-8000
2 (604) 601 8002

S8 view Contacts

Drag the Address Book gadget from Windows Sidebar to display
both the list and details in the gadget window.

When the gadget window is expanded, you can click any column
header in the entry list to sort by the information in that column.

To view an entry in Maximizer, select the entry and click the
View entry in Maximizer icon.

- - -
Name + Company

i, Ed JohnsonA...
(CIABC Wine ShepIne.  ABC Wine Shop Inc -‘i‘_‘; . -
2 Ed Johnson ABC Wine Shop Inc iew,eptryin Maimizes
2 James Dolton ABC Wine Shop Inc

2 Martha Torres ABC Wine Shop Inc| | Phone:
B (604) 601-5001

Bl (604) 6015000
B (604) 601 8002

abc x 8 yiew Contacts
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Keeping in Touch with Your Customers

@ For more information on using
the Maximizer Word Processor
and the Documents window,
see the Maximizer Help.

Maximizer makes it easy to maintain good communication with your
customers. You can send email, letters, and faxes to any of your
Address Book entries. When you want to make a phone call,
Maximizer will show you the number to dial, or if you have a modem,
Maximizer can dial the number for you. Any communications—via
mail, the Internet, or telephone—can be logged and tracked in
Maximizer.

The Email window works with many popular email service provider
applications, such as Microsoft Outlook and others. This means that if
you already use one of these service providers, you have access to the
powerful email features in Maximizer.

You can make a phone call from Maximizer by selecting the Address
Book entry you want to phone and clicking the Phone button in the
toolbar. As you make the call, Maximizer lets you keep notes on your
conversation as it's happening.

With the Documents window, you can keep any documents or files
you send to the Address Book entry, or store any file that is somehow
related to your activities with the Address Book entry.

If you prefer to use another word processor, Maximizer integrates
with both Microsoft Word and Corel WordPerfect.
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Working with Documents and Templates

To create documents and templates, you can use the Maximizer
Word Processor, which is always installed as part of Maximizer. You
also have the option of using Microsoft Word or Corel WordPerfect
as your word processor.

Use the Maximizer Word Processor

The Maximizer Word Processor is a separate application with a
toolbar and menus that are similar to other commonly used word

processors.
@ 7o run a spell check, with the > To create a document
document or template open in
:ﬂsc’\g%ﬁ'zﬂs\lgfgfﬁgctff;%r{ n Launch the Maximizer Word Processor in one of the following
the page, and then select ways:
Tools > Spell Check or click the .
Spell Check button on the e Drag an Address Book entry to the Documents window.
toolbar. ) .
e C(Click the Editor button or the Letter button on the Standard
toolbar.
¢ Select an Address Book entry and click the Letter button.
To write a fax, select Write a Fax from the Actions menu.
® Press F8.
¢ Select Tools > Maximizer Word Processor.
e Select Actions > Write a Letter, Write a Fax, or Write a
Document.
®he word processor includes A sclect File > New if you want to create the document based on
fax, invoice, letter, and memo one of the word processor’s templates. Enter the document's
templates. You can customize .
these templates or create your name now or enter it when you save the document.

own custom templates. For
more information on
templates, refer to” About
Templates and Documents” on
page 176.

Use the toolbars for common tasks and formatting text and
paragraphs.

If your template has merge fields, the information for the
selected Address Book entry—like the address—is inserted in
place of the merge fields.
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E When you are finished, select File > Save As and enter a name
for the document. You can also specify the owner of the
document, select a document category, and choose whether to

save it as a template. If you've already specified the name, select
File > Save.

In this sample letter, the template includes merge fields
and markers to show where to type the body of the letter.

About Templates and Documents

&' Document for

Spelling

Create Mew Document | )
Document detais
Mame: |unnned M| Maximizer Word Processor - [Letter] [ )
& File Edit View Format Paragraph Tools Document Window Help =& =
Ouner: [public =] - ”
el &R ¥ Bo|g@eH E
Category: -
ategory: | El Times New Roman <[z ~Bru|= 5 @ =
i [l I il I 12 I I3 14 L I5 3
y = = = = = = = = = = = 3
e {Insert company or personal lettethead, or type your name and address} =
Create as this type of fie {Today's date?}
" Template
@ D t for S N
SRS {Mr Ms?}{First Name?} {Last N
{Position?}
Use this template as the basis for new fik: gg"mpm"; n
*Fax Form {Division?}
* Fax Memo .
* Invaice {Address_Line 17}
=etter {Address_Line 27}
*Memo ity? ince? {Zin / 7
e e {City };IEStatejm\me } {Zip_/ Postal Code?}
* Purchase Order {Country?}
Desaription: Re: {Subject of Letter}
‘ {Salutation?}
{Body of Letter} Save As o=
soeling | [ ox Cancel 5
a Document details L 1>
For Help, press FL Name: | B
Owner: [public K|
Category: | |
Desaription:
Save as this type of fle
" Template

Cancel

Understanding how templates and documents are used and how
they communicate with each other is the key to working efficiently
with this correspondence system.

Templates

A template is a standard design meant to be used repeatedly to
create new documents. Templates are generally designed to be used
with a company’s stationery, including default page margins,
standard fonts, and merge fields.
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For example, a template might be used for the following:

* Create form letters for bulk mailings to clients and prospects.
e Provide a default structure for letters and faxes.

*  Provide a consistent company image.

You can create a template in the Maximizer Word Processor by
designing a document then selecting “Template” when you save
your work. When you next create a new document, you can use your
saved template as the basis for the document. You can also
customize existing templates to suit your needs.

Documents

A Maximizer Word Processor document is always specific to an
Address Book entry or opportunity. Typically, documents are created
from one of the templates created with the word processor. A
document can be a letter, a fax, a flyer, or anything you write with
the word processor and send by mail, fax, or email.

Location of Templates and Documents

When you use the Maximizer Word Processor to save your templates
and documents, they are automatically stored in the database, not
the Address Book folder. Therefore, they can be viewed only through
the Maximizer Word Processor and not Windows Explorer or another
file management tool.
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Use Microsoft Word or Corel WordPerfect

@ Dynamic links are created in
the Word document only if the
the Link checkbox is selected
in the Insert Merge Field dialog
box. For more information on
inserting merge fields, refer to
“Use Merge Fields in a
Document Template” on
page 179.

You can use Word or WordPerfect as your word processor. Both
applications are fully integrated with Maximizer.

Ensure Word or WordPerfect is installed prior to installing
Maximizer. Maximizer adds a button to the Maximizer custom
toolbar for launching your word processor, and adds a set of
Maximizer buttons to the toolbar in the word processor itself.

If you want to use the template files associated with WordPerfect or
Microsoft Word, when installing Maximizer, select the Custom
installation option. In the features dialog box, choose the related
option.

Maximizer Macro Security Setting

While some of your personal macros may require a “medium”
security setting to run, Maximizer macros can operate in Word with a
“high” security setting. To adjust your macro security setting, go to
Tools > Macro > Security and make your selection in the Security
Level tab.

After installing Maximizer, and the first time you open Word, you
will be prompted to trust the Maximizer macros. Simply select the
" Always trust macros from this source” option and click the Enable
Macros button; the dialog box will not appear again.

Security Warning x|
C:\Program FilesiMicrosoft Office\Office 10\STARTUPiMaxwing?.dot

contains macros by Details
Maximizer Software Inc. i

Macros may contain viruses. It is akways safe to disable macros, but if the:
macros ars legitimate, you might |ase some funcionalty.

The security level is set to High. Therefore, you cannot enable macros
From sources that you do nok trust,

2

Disable Macros | Enable Macros More Info

Unlinking Merge Fields in Word

You can insert merge fields from Maximizer into a Word document
by using the embedded Maximizer toolbar. The links between the
Maximizer fields and the corresponding fields in the Word document
are dynamic, which means that the field values in the document
change depending on which Address Book entry is selected.
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If you don’t want the document’s merged values to change when a
different Address Book entry is selected, you can break the merge
field links by performing the following procedure.

» To keep fields from changing when a different
Address Book entry is selected

n Highlight the entire Word document by selecting Edit > Select
All.

E Press Ctrl+Shift+F9.

Use Merge Fields in a Document Template

@ Ensure the start and end of the
merge field reside on a single
line. The start of a merge field
is denoted by the left brace ({)
character and the end of a
merge field is denoted by the
right brace (}) character.

Merge fields are simply place-holders in your document that can be
replaced by basic Address Book entry or user-defined field
information when you perform a merge. For example, in the body of
a letter, you can insert a merge field for a Contact’s name:

{First Name?}

When you perform the merge, the name of each recipient will
display in place of the merge field. If the entry doesn’t have an
assigned value for the chosen merge field, the field does not display.

Merge fields are not restricted to Address Book entry information—
you can insert merge fields for your own user information,
opportunities, and OrderDesk information as well.

Note that you can create document templates with merge fields from
Maximizer in Microsoft Word or Corel Word Perfect. Follow the steps
listed below using the Maximizer toolbar embedded in the word
processor to insert the merge fields. In the steps listed below, we are
using the Maximizer Word Processor.

Hold your mouse over a button to view its

SHmEe e <_description. The merge field button is on the first

button on the left of the toolbar.

» To insert a merge field

n With a document open in the Maximizer Word Processor, place
your cursor where you want to insert a merge field.

E Select Merge Field from the Maximizer Word Processor Tools
menu, or click the Merge Field button on the toolbar.

B In the Insert Merge Field dialog box, select the type of merge
field you would like to insert.

ﬂ Select a merge field from the list and click the Insert button. The
selected merge field is inserted in the template.
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E Select the Blank if Not Used checkbox if you prefer. During a
mail-merge, this option leaves a blank space if there is no
information available for a field. (By default, if there is no
information in the field, the Maximizer Word Processor simply
omits the field and leaves no space; it also adjusts the position of
the other merge fields accordingly.)

E Repeat steps 3-5 for each merge field you want to add.
When you are finished, click Close.

M Maximizer Word Processor - [* Fax Meme] [ ==
S file Edit View Format Paragraph Tools Document Window E NE
el &Yy Bo FHeE Q
Times New Fioman (N e ==
[l I 1 | 2 4 | |5 13 |z |
> i e B
Escona E

Type of merge field to insert
1344 Eastside Ro|
phone (555) 775.f | {* Address Book entry

Wi " Opportunity

n Fax I

This is a [Total Page

" Orderdesk entry

" User information

Available merge fields:

Date : October 12, 2007
Subject: [Subject of Fax]

Account_Manager
Address_Line_1
Address_Line_2
Annual Sales

[m

To: Cynthia Kent. Assenti S Pasta
Fax: (604) 601-8001

Customer Interests

Customer Profile\Contact How?

Customer Profiie\Employees

Customer Profile\First Contacted Date

Customer Profile\Have Internet Access S

Bty et ™ Gankif not used —
“ | » f

Pgl/1 Ln.17 Col.23

From: Joe Napoli, Escona Estate Win
Fax: [Your Fax Number]|
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Insert a File into the Documents Window

@ If you want workstations other
than your own to access a
linked file, make sure that the
file resides in a location they
can access. When inserting the
file, specify the full UNC path.
For example: \\[server
name]\Documents
folder\maximizer.doc.

You can bring into Maximizer files that you created in other
application such as Microsoft Word, Microsoft Excel, Microsoft Paint,
and Adobe Acrobat, to list a few.

n In a controlling window, click the entry to which to add the file.
E Select Insert File from the Edit or shortcut menu.

E Enter a Name and Owner of the file. Select your user name in
the Owner field if you don’t want to share the file with other
users. If you want to link the file, select the Link checkbox.

ﬂ Click Browse to browse to the file you want to insert. Select the
file and click Open.

The file is inserted in the Documents window.

You can also insert files that have been copied to the Windows
Clipboard (e.g., from Windows Explorer) by right-clicking in the
Documents window and selecting Paste Link.
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Broadcasting Documents Using Mail Merge

If you wish to send a letter, an email, or a fax to many recipients, the
Maximizer Word Processor’s mail merge is the tool to use. The merge
feature allows you to send a single document to multiple Address
Book or Contact entries via fax, email, or regular mail. This type of
merge is called a “broadcast” merge.

Because the word processor has merge fields for your Address Book
information, you can create a document with a merge field in place
of a specific name. These merge fields are replaced with the
recipient’s information when you perform the merge and send the
document.

» To send a mail merge

n To send a document in a broadcast merge, you first create a list
of Address Book entries that should receive your merged
document. You can create a list by searching for the appropriate
entries or simply selecting entries in your current list.

ﬂ In the Maximizer Word Processor, select File > Merge > to
Printer, to Email, or to Microsoft Fax. You can also send a mail
merge from Microsoft Word or WordPerfect using the
Maximizer toolbar embedded in the word processor to insert the
merge fields.

M Maximizer Word Processor - [* Fax Memo] (== ==
Si(File| Edit View Format Paragraph Tools Document Window Help _|[&][x

D0 Mew..  CuleN B & [ ® o | Q
ﬁggpenm Ctri+0 s zu|=

Close
_LE I seve Ctrl+S 2 l % = =: =

Save As... E -

scona Estate Wines -
Import... 1344 Eastside Road, Petaluma, CA, 54954

phone (555) 775-0982 fax (555) 775-0900

=

Send E-mail... Fax Memorandum

& Print.. Ctrl+P
[& Print Preview

(| Merge to Printer... E

Page Setup... to E-mail...

his is a [Total Pages]-page fax transmission.

‘
Bt to Microsoft Fax...

To: {First_Name?} {Last_Name?}. {Company}
Fax: {Fax_Number} Phone : {Phone_1}

From : {My First Name?} {My Last Name?}, {My Company?}
Fax: [Your Fax Number] Phene : {My Phone 17}

[Body of Memo]® &

Pg1/1 Lnl Coll
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ﬂ Specify your merge options. Depending on what window you
have active, the available merge entries vary. Click OK to
continue with the merge.

n Select Print or Send to merge the document with the first entry
in your selected list of entries, or select Send All or Print All to
merge the document with all of your selected entries. Click the
Skip button to go on to the next entry.

Merge Options Co=sl

Merge template with selected

o e oK Send | sip | sendal| gancel | Merged with Address Book st

Cancel

" Contact window entries
£ n

e
L8 E | Priot Skip Print All | Cancel | Merged with Address Book list

Print options
@ cyrrent entry only
" Al entries

I Obserye receives mail

Format
(& Rich text as attachment

(" ASCII fext as attachment
¢ ASCIT text as body content
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Sending and Receiving Email

@ Both Maximizer and
Administrator are used to
control email preferences.
Select File > Preferences to
open the Preferences dialog
box.

Use the Email window

@ To send emails to Address
Book entries or users when
scheduling appointments, see
“Add a New Appointment to
Your Calendar” on page 151.

@ See “Send Email Options” on
page 186 for information on
setting these options.

You can use Maximizer’s Email window to send and receive email
email using your existing email system. You can also email Address
Book entries directly from Maximizer’s main windows.

By default, the Send Email dialog box opens when you compose,
reply to, or forward email messages from Maximizer. However, if you
disable the “Always display the Send Email options before
composing email” option in preferences, this dialog box opens only if
you use File > Send Email. Otherwise, the Compose Email Message
dialog box opens directly, and default preferences for sending the
email are used.

To send emails to Address Book entries or users when scheduling
appointments, see “Add a New Appointment to Your Calendar” on
page 151."

The Email window works much the same as any standard email
application, but has additional functionality that enables you to
easily integrate your Address Book entries with your email. Using
drag and drop you can quickly associate an email message with an
existing entry in your Address Book or create a new entry in a few
simple steps. You can also create appointments and Hotlist tasks by
dragging an email message to the Calendar window or the
associated icon (Calendar or Hotlist icon).

» To send an email

n Click the Compose button in the Email window. The Send Email
dialog box opens.

Send Email (==l
Send email options
[v save copy to entry's documents
¥ Log to notes

¥ Incude message body in nate

Logging Detai...
Cancel

E If necessary, adjust the Send Email options. Click OK. The
Compose Email Message dialog box opens.
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B Compose your email message. Select the Compose in HTML
checkbox if you want to use HTML formatting.

n To attach a file, click Add under File Attachments.

E Use the To, Cc, and Bcc buttons to select the recipients of the
email. If you are sending out an email to a single recipient, you
have the option of choosing a Maximizer Address Book entry or
an Outlook contact.

E Click Send.

You can preview email in the Email window just as you would in
other email applications. To adjust the size of the preview window,
move the upper preview border up and down.

» To use the email preview pane

n In the Maximizer Email window, select View > Preview or select
the Preview checkbox in the view bar of the Email window. By
default, the preview pane is turned on.

E Adjust the size of the preview window by moving the upper
review border up and down.

# Maximizer CRM [Escona Tutorial] - [Email [The Wine Specialist]] [o& ==
0 File Edit View Search Actions Web Tools Reports Window Help mEE
| Conew (3| 88+ 5 | Ofpponiment % Task (JEmal 7]Lcte ENote @Phone | ] Edtor | £ 0% ‘ | ] ‘ ‘n

* |

@ omormtes

3 PP 8 The Wine Speciaist 10P [ From Subject

2| €8 avressmoni ||| =P Malbor - Joe Napel - £ Joe Napol Remineer o reviexw the Ahout the Winery March 15, 2008 3340 S

ol Calendar 2 Joe Napol Escona Price List March 15,2006 3:30:2

9| st Crlacts D dortial | Esconaronaions Worch 152005525

E [t caener Delted s ) Fooapol St Promotons ot o Werch 15,2008 3254

¥ & g £ Joz Napali Partner Westing - Through the Grape Vine March 15, 2008 326:C |
g |[@em = Do eecmarronns

= || &8 company Lirary ., Joe Napoli Escona Price List Warch 15,2008 328:¢ ]
|| porsns o Sublect:  Pieminder t review the Abatthe Winery.doc:

o T Sentltems From:  Joe Napol <jnapoli escona@maimizer.com>

2 || B oo Spam Mal To ot o

= ick Access: Taske Atachments: [ mage00lt [ imagel02gt  [finage003png [ imegeD04ipg

Make a Cal
Reseive aCal

Schedule aesting
Schedule a To-do

coon BT

Recent Entries.
9 The ine Specialst
& Kert, Cyrtria
(2 wines are Us
5 Bridgeesd Winery
£ Mekse, Vicky Lor

QOurwinery is located just to the North of San Francisco. In fact, on a clear day from the
southern part of our property, you can make out the city in the distance. Itis a view that has
made many a property developer drool, over the years. If you stop when the sunis shining,
we'll set you up one of our romance baskets and perch you up there for the afternoon

The view has attracted many young couples and was
the reason my great, great grandmather, the widow
Isabella Escona, settled here when the land was
cheap and plentiful. At the time, she simply thought that
itwould be a nice place to call home following the
untimely death of her husband - the rolling hills would
remind her of her childhood in Morthemn Italy, she
thought. =l

& wwerow (I O el ol 8] 5] T st umesd oy mm.mmnw,m. L —
o

Fress F1 for Help User: JNAPOLI [Wednesday March 15, 2008 40PN
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Send an Email to One or More Address Book Entries

@ See “To send an email” on
page 184 for more detail on
composing email messages.

@ If you want to save a generic
note to each Address Book
entry, enter the text in the
“Note Text for Each Entry”
box.

Send Email Options

@ To learn more about Send
Email options, see Maximizer
Help.

You can quickly write an email message to one or more Address Book
entries from any of the main Maximizer windows: Address Book or
Opportunities. You can also log the email message to selected
Address Book entries.

» To send an email to one or more selected entries

n To send an email to one selected entry, click the Email button.
To send the email to multiple Address Book entries, select File >
Send Email. The Send Email dialog box opens.

E If necessary, adjust the Send Email options. Click OK. The Compose
Email Message dialog box opens.

B Compose the email and click Send.

In the Send Email dialog box, you can specify how the email will be
sent and set logging options. Here are some points to keep in mind:

¢ If you want to send the email to more than 1,000 entries at a
time, you must either select the Separately option or select the
entries in groups of 999 or less.

e The Log to notes and Include message body options are
unavailable if email logging options are disabled in the
Preferences dialog box.

¢ Select Logging Details to open a dialog box in which you can
view and adjust the logging details for the email recipients, and
remove or assign entries for email logging.
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If you select email logging options, but no Address Book entries

=

| Log toNote | Save Document

" Al entries
" Donotuse the list

% One email message

I~ Save copy to entry's documents

¥ Log to notes

¥ Indude message body in note

Logging Details...

[~ Additional entries assigned for logging also receive email

Remove | { Assign More <<}

[ )
are assigned for logging, when you close the Send Email dialog
box, a message appears asking you to assign entries.
Send Email Logging Details
Entries assigned for email logging
Name | Email
West Wood Wine & Liquor escona@maximizer.com
Send Email ==
Email address options Send email options Recipient type
To whom in your current list Should the message be sent to
do you want to address this each entry separately or as one F 1o
email message? message with multiple recipients? -
@+ Current entry only (o] e
 Bec

Search

oK Cancel
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Integrating Maximizer and Outlook

@ Outlook integration works
with Outlook XP, 2003, or
higher. It does not work with
Outlook Express.

@ Outlook integration is not the
same as Outlook
synchronization. For
information about Outlook
Synchronization, refer to
“Synchronizing Address Book
Entries with Microsoft
Outlook” on page 199.

@ If you are using Word as your
email editor, the Maximizer
Addresses button may not be
available in the New email
message window. For more
information, go to page 195.

If Outlook integration is installed and configured, you can use it to
save Microsoft Outlook contacts and email messages to a Maximizer
Address Book, to open Maximizer Address Book entries from
Outlook, and to send email to Maximizer Address Book entries.

A typical installation of Maximizer installs Outlook integration by
default if the necessary version of Microsoft Outlook is installed on
the machine. The following installation screen determines whether
Outlook integration is installed.

Maximizer CRM 10 Entrepreneur Edition ==l
Micrasoft Dffice Integration Maximizer"
Ximizer

Entrepreneur CRN

Setup has detected that you have Microsoft Dffice installed. Please select the follawing
Miciosaft Office spplications that you wauld ke to intearate with Masimizer CAM 10
Entreprenew Edit

THis installs an Add I toolbar into Microsoft Dutlogk. This toolbar allows you te save
Dutlack contacts and email messages ta & Matimizer Addiess Baok, to open Marimizer
Address Baok enties from Outlook and send email to Masimizer Address Book entics.

¥ Miciosaft Word [Detected)
This adds a button ko the Maximizer custom toolbar for launching Microsaft Word, and
adds @ set of Maximizer buttons to the toolbar in Microsoft Word to insert merge fields,
perform mai-merges, and link your word processor fles ta Maximizer documents.

= Microsoft Outlook Add-n is not the same as Outlook synchronization. Outlook

synchronization s alwaps available as an option in Maximizer under File > Preferences »
Outlack Synchrarization

<Back [ Hew Cancel

Outlook integration installs the following toolbars in Outlook.

Outlook
Toolbar Window Buttons

& 3 QU Mail (Inbox and | ¢ Save Contact to Maximizer
other incoming '« Save Email to Contact in Maximizer

email folders.) ¢ View Contact in Maximizer

Fg 1y B New email e Send Email and Save to Contact in
message Maximizer

e Maximizer Addresses

el - R B Contacts e Save Contact to Maximizer

e Save Email to Contact in Maximizer
(disabled)
e View Contact in Maximizer

& 1@ B Contact e Save Contact to Maximizer
information ¢ View Contact in Maximizer



@ If you are set up for
synchronization with Outlook,
creating a Contact through the
buttons in Outlook, the
Contact is added to the
Favorite List and synchronized
from that point forward.

Chapter9 | 189
Communicating with Your Customers

If you don’t see the Outlook integration buttons on the Outlook
toolbar, select View > Toolbars, and make sure “Maximizer Add-In" is
checked.

Before you can use Outlook integration, you must specify which
Address Book to save the contacts and email messages to, as
described below.

Specify a Maximizer Address Book for Outlook Integration

@ Only one Address Book can be
integrated with Outlook at a
time.

Each Windows user can integrate Outlook with only one Maximizer
Address Book on a single machine.

If you use Maximizer on more than one machine, you must specify
the Address Book for integration on each machine, and if you want,
you can specify a different Address Book for integration on each
machine.

If multiple users log into the same machine using different Windows
login accounts, each user must specify the Address Book for
integration in Maximizer on that machine.

» To specify an Address Book for integration

n In Maximizer, select File > Preferences and click the Other
Options button on the System Defaults tab.

E Click Address Book.

E Select the Address Book to integrate with Outlook, and click
Open.

n Enter your User ID and Password in the Login dialog box.

If your Maximizer password changes, or if you ever need to
change the User ID you use for Outlook integration with
Maximizer, open the Other System Options dialog box, click the
Login button, and change your login credentials.
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E Click OK to close the Login dialog box, and click OK again to
close the Other System Options dialog box.

Other System Options

Adsress Book name: [ E5cona Turid Open Address Book x|
Companion application options Available Address Books: E
[V Automatically start Maxalarm when computer is started

Open

Commercial Real Estate
¥ Automatically start MaxEinder when computer is started Escona Tutorial

Auto-Capitalization and Auto-Completion B
[¥ Enable Auto-Capitalization for Address Book entry basic fields
¥ Enable Auto-Completion for Address Book entry basic fields
Outiook Integration Options E
Address Book: | Escona Tutoria Ml

Location of Address Book:

E Login... DSN:MAS_EsconaTutorial

¥ Confirm when creating Contact

User ID: | MA!

¥ Confirm when saving email

Defauit Cantact type:  [Company/Contact ~|
* | conc |

Select the Outlook Address List to Integrate with Maximizer

Outlook integration with Maximizer only works with address lists in
the Outlook Address Book (such as Contacts), and only with one
address list at a time. It doesn’t work with the global address list or
other address lists.

If Outlook is set to use the global address list or another address list,
which might be the case if your organization uses Microsoft
Exchange, you will see an error message when you try to save an
Outlook contact to Maximizer. If you see such an error message, use
the procedure below to select an Outlook address list.

» To select an Outlook address list

n In Outlook, select Tools > Address Book from the menu.
E In the Address Book dialog box, select Tools > Options.

E Open the Show this address list first drop-down list, and
select one of the items under Outlook Address Book. Typically,
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there is only one item in this list, called Contacts. In that case,
select Contacts.

L} Address Book [E=8[E=8 5

Eile Edit View Tools
ERERI

Type Name or Select from List: Show Names from the:

Contacts t]

Outiook Address Bock
Contacts
Contacts
Global Address List
All Address Lists
All Contacts
All Groups
All Users
Maxmail Account on Exchange
Public Folders

n Click OK, and then close the dialog box in Outlook.

Create Address Book Entries from Microsoft Outlook

@® You must have the Address When you have Outlook integration installed and configured, you
Book Insert access right to be can create Maximizer Address Book entries from Outlook contacts or
able to create Maximizer . . L. .,

Address Book entries from email messages, even if Maximizer isn't open.
Outlook.

If you are also using Outlook Synchronization for Address Book
entries, as described on page 199, Outlook integration adds the
newly created Address Book entries to the synchronized Favorite List
in Maximizer and category in Outlook, so they will get synchronized
in the future.

Set Preferences for Creating Entries

When you create an entry, by default a Save Contact to Maximizer
dialog box opens in which you can view and edit the information
that will be used to create the entry.

If you want to always use the Maximizer defaults for creating
Address Book entries, you can disable the dialog box as follows:

n In Maximizer, select File Preferences and click the Other
Options button on the System Defaults tab.

E Deselect the Confirm when creating Contact checkbox.

Another preference you can set on this tab is whether entries are
created from Outlook as Company/Contact or as Individual entries.
The default setting is Company/Contact. If you want Address Book
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entries to be created by default as Individuals, select Individual from
the Default Contact drop-down list.

Create an Address Book Entry from an Outlook Contact

» To save an Outlook contact to Maximizer

n In Outlook, select the contact.
g-'.l Save Contact to Maximizer
M  button in Microsoft Outlook

E Click the Save Contact to Maximizer button. The Save Contact
to Maximizer dialog box opens.

51 Save Contact to Maximizer ==

& Company/Contact

" Contact for an existing Company/Individual

" Individual
Name and Address Other information
MiMs:  Firstname Middlg name: “Last name: Phene numbers
[ [ [ [rgonaut wins & Lic Main
“Company: | Fax 604) 601-8001 [
Dept: | cell i
Division: | [
Address 1: [712 E Coffax Ave
Address 2: Email addresses / ebsite
CityfTown: [Penve StiProv: [CO Email
ZiplPostal: [30203 Country; [USA Email 2
Email 3
\riebsite

* Denotes required field

E If necessary, change the Address Book entry type.

If you select the Contact for an existing Company/individual
option, click Search to find and select the Address Book entry
for which you want to create a contact. Click OK.

50 Maximizer Addresses ==
Search for Entry
Ic
Lesthome:  [pece Search

" Company: —

I lgnore leads

Entries svailable for assignment from search results

Name | Email
Emma Beck escona@maximizer.com
‘ i v
oK Cancel
.

ﬂ Edit the information in the available fields as required.
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E Click OK to save the changes.

If you deselected the Confirm when creating Contact checkbox, as
described in “Set Preferences for Creating Entries” on page 191,
Maximizer creates entries as follows:

¢ If Individual is selected in the Default Contact Type drop-
down list, Maximizer creates an Individual Address Book entry.

¢ |f Company/Contact is selected in the Default Contact Type
drop-down list, Maximizer creates a Company/Contact Address
Book entry. If the Outlook contact information doesn’t include a
company name, you are prompted to provide one in the Save
Contact to Maximizer dialog box.

Create a Maximizer Address Book Entry from an Outlook Email Message

You can also create a Maximizer Address Book entry from an
Outlook email message. The entry is created from the email sender
(From address).

» To save an Outlook email sender to Maximizer

save Sender As Contact to B in outlook, select the email message.

M Microsoft Outlook
ﬂ Click the Save Sender As Contact to Maximizer button. The

Save Contact to Maximizer dialog box opens.

E If necessary, change the Address Book entry type.

If you select the Contact for an existing Company/Individual
option, click Search to find and select the Address Book entry
for which you want to create a contact.

n Edit the information in the available fields as required.

E Click OK to save the changes.

If you deselected the Confirm when creating Contact checkbox, as
described in “Set Preferences for Creating Entries” on page 191,
Maximizer creates Address Book entries as follows:

¢ If Individual is selected in the Default Contact Type drop-
down list, Maximizer creates an Individual Address Book
entry.

¢ |f Company/Contact is selected in the Default Contact
Type drop-down list, you are prompted to supply a Company
name in the Save Contact to Maximizer dialog box.
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View Maximizer Address Book Entries from Outlook

Gy

View Contact in Maximizer
button in Microsoft
Outlook

Use the View Contact in Maximizer button in Outlook to view the
related Address Book entry in Maximizer. If Maximizer is not running
or a different Address Book is open, clicking this button starts
Maximizer and opens the related Address Book.

Clicking this button with an email message selected takes you to the
Address Book entry related to the message sender.

Clicking this button with an Outlook contact selected takes you to
the Address Book entry related to that contact.

Which Maximizer Address Book entry is associated with the Outlook
contact depends on how the association was created:

e If you are using Outlook Synchronization, and the Outlook
contact is synchronized with Maximizer, the View Contact in
Maximizer button takes you to the synchronized Address Book
entry.

e If the Maximizer Address Book entry was created from Outlook
using the Save Sender as Contact in Maximizer button, the View
Contact in Maximizer button takes you to the Maximizer Address
Book entry that was created previously.

e  Otherwise, Outlook Integration uses email addresses to associate
Outlook contacts with Maximizer Address Book entries, so if
more than one Maximizer Address Book entry has the same
email address as the selected contact, all matching Address Book
entries are highlighted in Maximizer. It matches based on Email
1, 2, or 3 in the Maximizer Address Book entry.

» To view a Maximizer Address Book entry from
Outlook

n In a mail or contacts window in Outlook, select an email message
or contact.

ﬂ Click the View Contact in Maximizer button.

The Address Book window in Maximizer opens. The related entry
is highlighted in the list.

Use Outlook to Send an Email to an Address Book Entry

You can use Outlook to send an email message to a Maximizer
Address Book entry, even if that Address Book entry does not have a
related contact record in Outlook.

Please note that this method may not be available if you are using
Word as your email editor. To determine if Word is your email editor,
select Tools > Options from the menu in Outlook, and click the Mail



!

Maximizer Addresses
button in new Outlook
email message
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Format tab. If the “Use Microsoft Office Word to edit e-mail
messages” checkbox is selected, the Maximizer Addresses button
may not be available in the new email message dialog box.

>

6

To use Outlook to send an email message to a
Maximizer Address Book entry

In Outlook, open a new email message.
Click the Maximizer Addresses button.

The Maximizer Addresses dialog box opens.

5 Maximizer Addresses ==
Search for Entry
oK
@ 4
T — Search
CCompary Cancel
I lgnore leads
Entries available for assignment from search results
Name Email [

“\i E\j E\i

]
g
H

Select Last Name or Company and enter the full or partial last
name or company name to search for.

Click Search.

The names and primary email addresses of the matching Address
Book entries appear in the “Entries available for assignment
from search results” list.

Select the Address Book entry from the list, and click the To, Cc,
or Bec button.

You can select multiple entries by holding down the Ctrl key or
Shift key.

Repeat these steps to add any additional Address Book entries,
as needed.

Click OK.

The Maximizer Addresses dialog box closes, and the selected
email addresses appear in the new mail message dialog box.
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Save Outlook Email Messages as Documents in Maximizer

When Outlook integration is installed and configured, you can save
Outlook email messages to Maximizer Address Book entries, even if
Maximizer isn"t open. You can save email messages you have already
received, or you can save email messages when you send them.

If there are no Address Book entries associated with the email, you
either create an entry yourself or let Maximizer create it for you,
depending on your preference settings. The email is then saved to
this entry’s documents. If the email address doesn’t have a record in
Outlook contacts, Maximizer creates a corresponding Outlook
contact.

If you are using Outlook Synchronization for Address Book entries, as
described on page 199, Outlook integration also adds the newly
created Address Book entries to the synchronized Favorite List in
Maximizer and category in Outlook, so they will get synchronized in
the future.

Set Preferences for Saving Emails

When you save an email to Maximizer as a document, by default a
Save Email to Maximizer Addresses dialog box opens in which you
can view and adjust the entries to which the email will be saved.

If you want to use the Maximizer defaults for creating Address Book
entries, you can disable the dialog box as follows:

n In Maximizer, select File Preferences and click the Other
Options button on the System Defaults tab.

E Deselect the Confirm when saving email checkbox.

Save a Received Email Message to a Maximizer Address Book Entry’s Documents

8

Save Email to Contact in
Maximizer button

You can save an email message you received in Outlook to the
Documents window of one or more Address Book entries in
Maximizer.

» To save an email message to Address Book entries
in Maximizer

n In Outlook, select the email message to save.

E Click the Save Email to Contact in Maximizer button.



@ Click View to view an entry in
Maximizer.
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The Save Email to Maximizer Addresses dialog box opens. Any
Address Book entries associated with the sender’s email address
are displayed in the Entries assigned for email save list. If no
such entries exist, this list is empty.

5 Save Email to Maximizer Addresses ==
Entries assigned for Email Save
Name | Email [
ABC Wine Shop Inc escona@maximizer com
Andy 5 Market imizer com |
Hillers Maricet escona@maximizer com
Add
Assign ather entries
Search for Entry
T Lesthame: [ Search
& Company: |
[ lgnore leads
Entries available for assignment from search results
Name | Email - Assign
Heidelberg escana@maxmizer.com
Heritage Wine & Liquor escar com View, |
Hertage Wine & Liquor escana@maxmizer.com
Hertage Wine & Liquor escana@maxmizer.com
Hillers Markeet escana@maxmizer.com
escona@maxmizer.com
Horizon Beverage Compary _escona@maxmizercom =
« il v
aK Cancel

B If necessary, click Add to create an Address Book entry to save
the email to. The Save Contact to Maximizer dialog box opens.
Enter and edit information as required and click OK.

n To remove an entry from the Entries assigned for email save
list, select the entry and click Remove.

E To save the email to other Address Book entries:

e Search for the entries by Company or Last Name and click
Search.

e Select the entries from the Entries available for
assignment from search results list and click Assign. The
entries are moved to the Entries assigned for email save list.

3 ciick ok.
The email is saved as a document to the assigned entries.

If you deselected the Confirm when saving email checkbox in the
Other Systems dialog box, Maximizer saves the document only to the
Address Book entries that contain the sender’s email address.
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Send an Email Message and Save it to a Maximizer Address Book Entry’s Documents

— Send Email and Save to
'_E Contact in Maximizer
button

@ See the previous section for
details on how to work with
the Save Email to Maximizer
Addresses dialog box.

You can save an email message you send from Outlook to the
Documents window of one or more Address Book entries in
Maximizer.

» To send an email message and save it to an Address
Book entry in Maximizer

n Open the Compose dialog box in Outlook.

E Compose the email message.

Click the Send Email and Save to Contact in Maximizer
button.

If the Confirm when saving email checkbox is selected, as described
on page 196, you can adjust the entries the email will be saved to in
the Save Email to Maximizer Addresses dialog box. If no Address
Book entries are associated with a recipient’s email address, you may
need to create one.

If you disabled the Confirm when creating Email option, the
Maximizer defaults for saving emails will be used. That is, the email is
saved as a document only to the recipient’s Address Book entries in
Maximizer. If the email message has multiple recipients, it may save
the email message to more than one recipients’ Address Book entry
in Maximizer, based on the following criteria:

¢ If one of the Address Book entries is a company or individual,
and one or more of the entries is a contact for that company or
individual, Maximizer adds the document to the contacts only.

¢ If any of the companies or individuals are not related to the
contacts in the email message, Maximizer also adds the
document to those companies or individuals.
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Synchronizing Address Book Entries with Microsoft Outlook

@Outlook Synchronization Outlook Synchronization mirrors select appointments, tasks, and
works with Microsoft Outlook Address Book entries between Maximizer and Microsoft Outlook to
only, not Microsoft Outlook . .. .
Express. ensure the entries exist in both programs and that they both contain

the same information.

Outlook Synchronization settings are configured on a per-user basis,
and each Maximizer user has one set of configuration settings,
regardless of machine name or Windows username.

Outlook Synchronization preferences enable you to select which
entries will be synchronized:

e  For appointments and tasks, only entries scheduled within the
specified date ranges will synchronize, with the exception of
recurring appointments and tasks, as described in the following
section. These settings apply to appointments and tasks in both
Maximizer and Outlook.

e  For Maximizer Address Book entries, only the entries belonging
to the selected Favorite List will synchronize with Outlook. Those
entries will be assigned to the specified Outlook category.

e For Outlook contacts, only the contacts assigned to the specified
category will synchronize with Maximizer. Those entries will be
assigned to the selected Favorite List in Maximizer.

®  Products/Services and Categories are synchronized to Outlook if
you are using Microsoft Outlook Synchronization. Attendees,
resources, and any notes you add to an appointment are also
synchronized. These items appear as part of the appointment
dialog box in Outlook.

Outlook Synchronization preferences also enable you to specify how
often to synchronize and how to handle conflicts when the same
entry has been modified in both Outlook and Maximizer.

Appointment and Task Synchronization

When Outlook Synchronization is configured, it can synchronize
select appointments and tasks between the Maximizer Address Book
and Microsoft Outlook. Only those appointments and tasks
scheduled within the specified date ranges will synchronize, with the
following exceptions:

e If an instance of a recurring appointment occurs within the
specified date range, all instances of the recurring appointment
will be synchronized.

e If atask is scheduled prior to the specified date range, but the
“Carry forward unfinished tasks” option is selected, the task will
be synchronized.
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You can also specify whether to synchronize private appointments
and/or tasks.

Recurring Appointments

Recurring Tasks

Group Appointments

Recurring appointments in Microsoft Outlook synchronize to
Maximizer as recurring appointments unless they have no end date.
If the recurring appointment has no end date, only the first
occurrence synchronizes with Maximizer, not the recurrences. To
synchronize recurring appointments with Maximizer, always provide
an end date.

Note that while it is possible to modify the Private property of a
single instance of a private appointment in Maximizer, this property
can be changed only for the entire series of recurring appointments
in Outlook. Therefore, if you change the Private property of a single
instance of a recurring appointment in Maximizer, this change will
not be synchronized to Outlook.

If you synchronize a recurring task from Outlook, and then mark the
task as complete in Maximizer, Maximizer cannot create the next
instance of the recurring task. You should mark the task as complete
in Outlook, which will create the next instance of the task, and then
re-synchronize with Maximizer.

If you synchronize a recurring task from Outlook, and then delete

the task in Maximizer, all instances of the recurring tasks are deleted.
If you want to delete a single instance of a recurring task, you should
delete the task in Outlook and then re-synchronize with Maximizer.

When using Outlook Synchronization, group appointments in
Maximizer synchronize to Outlook for the current user only.
However, the synchronized appointment in Outlook includes all the
locations, resources, and attendees information in the appointment
notes.

Prepare Your Outlook Address Book

Each Outlook contact that you want to synchronize, must be
assigned to a category. Contacts are then synchronized with
Maximizer.
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» To assign a category to an Outlook contact

n In Outlook, open the Address Book list you selected in the
procedure described on page 190. (For example, if you selected
the Contacts address list, open Contacts, as shown here.)

E From the Edit menu, select Select All.
E From the Edit menu, select Categories.

ﬂ Click the Master Category List and add a new category called
Maximizer.

E In the Available categories list, select the checkbox beside the
Maximizer category and click OK.

All selected Outlook contacts are now assigned to the Maximizer
category.

Prepare Your Maximizer Address Book

In Maximizer, you must create a Favorite List that specifies which
Address Book entries are to be synchronized with Outlook.

» To prepare your Maximizer Address Book

n In Maximizer, select Favorite Lists from the View menu.
H ciick Add.

B Enter a name for your Outlook synchronization Favorite List and
click OK.

n Close the Favorite List dialog box.

Configure Outlook Synchronization

@ For detailed information about
Outlook Synchronization
preferences, click inside the
dialog box, and press F1.

» To configure Outlook Synchronization

n Select File > Preferences.
E Click the Outlook Synchronization tab.

ﬂ In the Synchronization frequency group box, specify how
often Maximizer should synchronize with Outlook.

If you select Never (manual synchronization), the user must

synchronize manually by clicking the Synchronize with Outlook

toolbar button or selecting Tools > Synchronize with Outlook
from the menu bar in Maximizer.
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ﬂ In the Conflict resolution group box, select the desired
method of handling entries that have been changed in both
Maximizer and Outlook since the last synchronization.

E In the Outlook profile field, enter the name of the user’s
Outlook profile. This information must be obtained from the
user’s computer.

E To synchronize appointments, select the Synchronize
appointments checkbox and specify the date range of
appointments to synchronize.

Private appointments will not be synchronized unless the
Include private appointments checkbox is also selected.

To synchronize tasks, select the Synchronize tasks checkbox
and specify the date range of tasks to synchronize.

Private tasks will not be synchronized unless the Include
private tasks checkbox is also selected.

To also synchronize incomplete tasks that are scheduled prior to
the specified date range, select the Carry forward unfinished
tasks checkbox.

B To synchronize Maximizer Address Book entries and Outlook
contacts, select the Synchronize Address Book entries
checkbox.

E To specify the mapping between Outlook and Maximizer phone
number fields, click the Phone Mapping button, and select the
Maximizer phone number field to map to each Outlook phone
number field. If necessary, use the Move Up and Move Down
buttons to prioritize the fields in the phone mapping list.

Click OK.

Maximizer supports only four phone numbers for an Address
Book entry, so when you synchronize from Outlook to
Maximizer, only four Outlook phone numbers are synchronized.
For information on the process that determines which phone
numbers are synchronized, see “How Phone Numbers are
Synchronized from Outlook” on page 203.

nmln the Synchronize Address Book entries from Favorite
List drop-down list, select the Maximizer Favorite List to
synchronize.

nnln the Synchronize Contacts from Outlook Category
drop-down list, select the Outlook category to synchronize.

EBFciick ok.
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How Phone Numbers are Synchronized from Outlook

@ Only mapped phone numbers In an Outlook to Maximizer synchronization, Maximizer first
are synchronized. tries to synchronize mapped phone numbers whose descriptions
exist in the default Address Book entry. Maximizer then tries to
synchronize mapped phone numbers that appear highest in the
phone mapping list.

In the following examples, the phone number descriptions in the
default entry are Main, Fax, and Cell, and the mapped phone
numbers are as shown below:

Phone numbsrs Phone Mapping =
A e
Fax T Outlook Manimizer
Cell t,i ’— Telex e Q
t,i Primar Main
= Pagery Pager 4
Other
Mobile Cell
Home Home
Car
Business2 5
Business Direct
BusinessFax Fax
Assistant
@ Because the fourth phone Example 1
number description is empty in .
the default entry, Maximizer If Outlook values exist for all mapped phone numbers, the
fills it with the Pager phone following phone numbers would be included in the
number description. (Main is h ized entrv:
higher in the phone mapping synchronized entry:
list, but it's already been
SynChromzed') n::n‘;ne szﬂ\sw 601-8000
Fax j (604) 601-8001
Cell s [
P - [EEEmEER |
@ As in the previous example, Example 2
Maximizer uses Pager for the .
fourth phone number If Outlook values exist for all mapped phone numbers except
description. In a later pass, Fax, the following phone numbers would be included in the

Maximizer determines that
there isn't an Outlook value for
Fax, so it replaces the Fax

synchronized entry.

phone number description ==
with Home (the highest, not Main - [f604 601 5000
yet synchronized phone S""‘"e 1= ‘E:’: ii;j;“
; . . - [Pz [
lr;g{;ber in the phone mapping 7 FEirrom s
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Synchronize Your Maximizer Address Book with Outlook

After you've prepared Maximizer and Outlook for synchronization,
the process is simple.

» To synchronize your Maximizer Address Book with
Outlook

n Click the Synchronize with Outlook button on the Maximizer
toolbar.

Depending on how many Outlook contacts you are
synchronizing, the processing time will vary. A message box
appears when the synchronization is complete.

E In Maximizer, open the Address Book window.
ﬂ From the View menu, select Favorite Lists.

n Select the Favorite List you configured for synchronization with
Outlook and click Retrieve.
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Keeping a Record of Your Telephone Calls

@ You can put a caller on hold by
clicking the Hold button. To
resume a call, click the Release
button.

With Maximizer, you can quickly dial an Address Book entry, make a
series of phone calls, receive calls, and record incoming and outgoing
phone call activities in the Phone Log.

Use the Previous and Next buttons in the Phone dialog box to work
through the current Address Book entry list.

Users can transfer incoming calls to any other phone extension in the
phone company’s system. If a note is logged for the phone call
transfer (logging must be enabled for phone calls in File >
Preferences), the logged note includes the transfer information.

If you are using TAPI, follow these steps to take incoming calls. See
“Set Up Automatic Dialing” on page 208 for more information on
setting up TAPI.

» To phone a Company, Individual, or Contact

n Click the Phone button on the toolbar and click Incoming.

Right-click on an Address Book entry and select Phone > Make a
Call. Alternatively, you could select Actions > Make a Call.

E Select or type a Subject for your phone call.

ﬂ Select the number to dial in the Select a phone number to
dial section of the dialog box.

ﬂ Select a phone number format from the Dial as field.

These formats are set up in Dialing preferences tab (File >
Preferences > Dialing tab).

B cii« pial.
22 Phone ==

Subject: | Conference cal E =~

Name: | ABC Wine Shop Tnc.

[l

Incoming
Select phane number to dial Dial
Main =+ 1(504) 501-8000
Fax  2(604) 601-8001
cell © 3(504) 5018002
Pager ( 4(144) 564-7778

Mext

Close
Dial gs: | 1604 601-8000 n | =

i
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@ In order for the Phone notes
dialog box to appear
automatically, logging must be
enabled for Phone Calls in
preferences (File >
Preferences > Logging tab).

@ To later view the details of
calls you made, access the

Phone Log from the View
menu.

E In the Phone Call dialog box, choose a response. For example, if

the call was answered, choose Answered.

Phone Call ==l
Lift receiver and dial Cancel
Maﬂ 601-8000"

Canswered I Message | MNo Answer ‘ Busy

After clicking a response, the Phone dialog box appears. Record

notes on your call as you talk.

E Click Hang Up when you are finished, and then click Close.

‘3 00:45 - Phone [= 5 ==

Subject: | Discuss Spring/Summer Product Line Agreement v pyano gy

Name: | Duran, Bryce for appartunity with BridgeHead Winery T

pem— o Reget
M says BridgeHead is very interested in the new Hold
Spring{summer praduct ineup and is eager to proceed with
the order. She wil finalize the details with the CEO and get Transfer
back to us carly next week.
Cancel
_ speling

Optionally, you can record the result of the outgoing call in the
Phone Call Result dialog box. Click OK to close the dialog box.

Phone Call Result

Results:

Arranged meeting
Away from desk
Away from office
Busy

Call back i

Closed Modfy...
Discussed opportunities

In & meeting




@ In order for the Phone notes
dialog box to appear
automatically, logging must be
enabled for Phone Calls in
preferences (File >
Preferences > Logging tab).
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» To receive a call

n Click the Phone button on the toolbar and click the Incoming
button in the Phone dialog box.

—or —

Right-click on an Address Book entry and select Phone >
Receive a Call. Alternatively, you could select Actions >
Receive a Call.

E Select or type a Subject for your phone call.

E Record notes on your call as you talk.

ﬂ Click the Hang Up button when you are finished.

E Optionally, you can record the result of the outgoing call in the
Phone Call Result dialog box.

» To transfer a call

n When you have an incoming call that you'd like to transfer, click
the Transfer button in the Phone dialog box.

E Select a user in the Display name list or enter a valid extension
for your company’s phone system. Note that a phone extension
doesn’t have to be associated with a user in the current Address
Book.

E Click OK to complete the transfer.
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Set Up Automatic Dialing

@ If your modem can dial out in
other applications, then you
can use your modem in
Maximizer.

@ For a list of each control and
how to fill in the field, press F1
while in the Dialing tab.

If you have a modem installed in your computer, you can configure
Maximizer to dial the phone for you when you make a phone call
using the Phone feature in Maximizer. Before Maximizer can use
your modem, you must first make sure that your modem functions
correctly with your computer system, then configure your modem
using the Preferences dialog box in Maximizer.

Your modem preferences tell Maximizer where your computer’s
modem is connected and how it performs. Some of these settings are
more critical than others. For example, if you set up your port
incorrectly, your modem will not work at all; but if you set up your
baud rate incorrectly, the modem will operate, but perhaps at a
slower speed.

TAPI lets you use your Telephony Application Programming Interface
modem to identify and direct signals received by your
communications port to the appropriate application.

» To configure your modem in Maximizer

n Select File > Preferences.
E In the Dialing tab, select Modem or TAPI.

E If you selected TAPI, click the Properties button to configure
the dialing properties for the modem, and click the Device
button to configure the Device properties for the modem.

If you selected Modem, fill in the remaining fields.

3 click ok.
Your modem is now ready for use in Maximizer.

For more information on setting up dialing preferences, including
documentation on using TAPI, refer to “Enabling TAPI with
Maximizer” on page 97.
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Organize Your Sales with Opportunity Management

In this chapter...

“Using Opportunities” on page 210

"Configuring Opportunity Preferences” on page 211
“Entering a Default Opportunity” on page 212

“Pursuing a Sales Opportunity” on page 213

“Modifying Opportunities with a Global Edit” on page 215
“Viewing the Opportunity Pipeline Report” on page 216
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Using Opportunities

Keep the following points in mind when working with the
Opportunities window:

Use the view bar buttons for common opportunity tasks.

Use the view filter to show all opportunities, or current
opportunities.

Double-click an opportunity to view or modify it.

You can view the Address Book entries associated with a single
opportunity or multiple opportunities by clicking the View in
Address Book button in the View bar or by choosing the option
from the shortcut menu.

The following windows show additional information for the
selected opportunity.

Maximizer automatically creates notes to record opportunity
activity.

[ Wisiizer CRM [Escons Totoral - [Opporturtes 1 Diplyed] [ESEn ]
5 Fle et View Search Actions Reports_ Window _Help -la]x
New [ @~ 8 - B | ©epc BLetter @ Note @Phone | [jEdtor | §F % X o g [#]
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Configuring Opportunity Preferences

Configure opportunity stages, probabilities of close, confidence
ratings, and completion reasons in Administrator. These settings
determine the values in the Stage, Confidence rating, Probability,
and Reason (Completion details) fields of the Opportunity dialog
box:

e Stage indicates the level of progress of the opportunity and
determines the Probability of close.

¢ Confidence rating indicates the salesperson’s opinion of the
likelihood of closing the sale.

e Completion reason appears on the Status tab of the
Opportunity dialog box. It specifies details about why an
opportunity was won, lost, abandoned, or suspended.

» To configure opportunity preferences

n In Administrator, select File > Preferences.

E Click the Opportunity tab.

Preferences ==
Diagnostic | Address Book | Mandatory Fields |
System Options | SystemFields |  Locations/Resources | Key Fields Opportunity
Stage and probabiity of dose
Stage From  To
Contract Sig 100 100 P8 Add
Negotiation 8 99 =
Customer's Review 65 73 |-
Presentation 50 84 T Modify...
Proposal Development 0 %
Analyze Requirements I
Qualify Interests 16 FE Delete
Confidence rating
Cold
ot Add...
Warm
Completion reasons
Reason Type
Away on Business Suspend A Add
Next Finandial Quarter Suspend =
Temporary Delay Suspend E
Vacation Suspend
Abandon Abandon
Not Enough Profit Abandon
Late with Quote Loss
oK Cancel | ‘

E Add, Modify, or Delete the field values as required.
ﬂ Click OK to save your changes.
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Entering a Default Opportunity

@ Default entries are user-
specific so each user in the
Address Book can have
different default entries.

If you frequently assign or enter the same opportunity values and
want to save time by having those values pre-entered each time you
create an opportunity, you can define default field values in the

Default Entry for opportunities.

» To define defaults for opportunities

n Open the Opportunities window.
E Select Edit > Default Entry.

B Enter the default values for any fields that you want to have pre-

defined values when an opportunity is created.

Default Entry

& 9 | B, gd'Actions v {& | Probability: | 0%

Basic Information | User-Defined Fields |

Company/Individual: | Contact =
Opportunity description
Objective: |

Products/Senvices: | E Categoges:

Description:

Opportunity Analysis
Stage: | Not Started

| Confidence rating: [Wam -

Opportunity details

Next action

Revenue $0.00
Cost $0.00
Leader joe Naj

[ ok | conca Apply

n Click OK to save the Default Entry.
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Pursuing a Sales Opportunity

@ You can view associated
Contact details while an
opportunity is selected in the
Contacts following window.

@ For information on selecting
products/services and
categories, see Maximizer
Help.

You enter new opportunities by selecting an Address Book entry in
the Address Book window and adding the new opportunity in the

213

Opportunities window. All opportunities have an associated Address

Book entry.

» To add an opportunity

n Select the Address Book entry to which you want to add an
opportunity.

3 Indiduals]] [ESEREE
U§ Fle Edt View Seach Actions Web Tools Reports Window Help —1=]¥]

New ~ 3 | @ - 8 - 'R | O /10 Ftere Bore Bonone | s 7 % & | H 5

Sales

15 wvorcony
Ao ok
.

T | ———]
=] B H P serbukiis O showhien o
Vo)

FLfor el [User JNAPOL uesday January 8 2006 5300

E Drag and drop the Address Book entry or Contact to the
Opportunities icon.

—or —

Select Add Opportunity from the Edit menu.

Click Insert.

A new opportunity dialog box opens.

E Enter the opportunity Objective. The objective should describe

the goal of this opportunity.
ﬂ Select the applicable Products/Services and Categories.

E Enter the Description of the opportunity.
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@ If you have opportunity data
you are upgrading from a
previous version of Maximizer,
ratings are transferred to the
Stage field.

@ Mandatory opportunity fields
are denoted by an asterisk.

Select the Stage of the opportunity.

For example, if you feel confident the opportunity is a good
investment of your time, you may select a value such as “Initiate
Contact”. The stage coincides with the Probability bar. Note that
stages are set up in Administrator in the Opportunity
preferences tab.

You can also enter the Confidence rating. This field is similar to
the Stage field, however, it is not linked to the probability of
close and is set based on the sales representative’s feeling about
the opportunity.

Select a Key Fields list and then select the appropriate Key
Fields for the opportunity.

Key Fields are important user-defined fields specific to
opportunities and are defined by your administrator in the
Administrator’s Key Fields preferences tab. An unlimited number
of Key Fields lists can be set up using up to 8 opportunity user-
defined fields for each list.

Enter the opportunity’s details such as the Revenue (potential
revenue). You can change this amount later, if necessary.

Choose the user that should work on this opportunity.

anou can perform common tasks by clicking the Actions >>

button from any of the opportunity dialog box tabs. Work
through the remaining tabs, entering the opportunity’s details
including the user-defined fields and status.

Edlgar Bros. =5
& ¥ | B Padions ~ & | Probability: [ 0%

Basic Information | iser-Defined Fields | Status |

Company/Individual: [Edgar Bros Contact: | =l
Opportunity description

Objective: |

Products/Senvices: |

Description: P

Opportunity Analysis
Stage: | Not Started E ~|  Corfidence rating: |Warm -

| |Opportunity details
Status In Progress
Start date E January 8, 2008
Close date

Mext action

Revenue $0.00

Cost $0.00

Key Fields for; |General Opportunties
Store size
Wine Preference
Number of Retai Lines
Number of Distributors

Leader

Concel | ooy

“Denotes required field
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Modifying Opportunities with a Global Edit

You can update a number of opportunities at the same time with the
Global Edit command. For example, you may want to change the
start date of several opportunities. This is a very powerful feature, so
you might consider making a backup of your Address Book before
making significant changes using Global Edit.

» To perform a global edit

n In the Opportunities window, select the entries you want to
modify.

E Select Global Edit from the Edit menu. The Global Edit dialog
box appears.

E Apply your edits to the various different opportunity tabs.
Changes made to these tabs are applied in the same way as
when you are entering a new opportunity although not all fields
and buttons are available. The changes are applied to all
opportunities included in the global edit. If you don't select any
opportunities, the edits are applied to all your opportunities in
the current list.

Global Edit ==l
& ¥ | B adions ~ & | Probability: |
Basic Information | User Defined Fields | Status | Note | Giobal Edt Rules | E

Contact =
Opportunity description
Objective: |

Products/Services \ Categories:

Description:

Opportunity Analysis

Stage: | | Confidence mting: -

Opportunity details
Status

Start date

Close date

Mext action

Revenue

Cost

Leader

oK Cancel

n Click OK to apply the global edits.
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Viewing the Opportunity Pipeline Report

With a single click, you can view the current opportunities in the
pipeline. The Opportunity Pipeline Report can also be modified—it is

a Crystal Report.

» To view the opportunities in the pipeline

n In the Opportunities window, click the Display Opportunity

Pipeline Report button.

E You are prompted for which entries to include in the report.

Make your selection and click OK.

The report graphically displays all opportunities you have

included in the report grouped by opportunity stage.

=1 ¥ 1 Y [

Display Opportunity Pipeline Report
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@ To create or modify Crystal
Reports, you must have the full
program installed.
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» To modify the Opportunity Pipeline report

n Copy the Opportunity Pipeline report file from the MaData6
folder in your Maximizer program folder to your Crystal Reports
working folder. You should make a backup copy of the original
report file just in case you need to use the file again.

E Open Crystal Reports and make your changes.

E Save your new Opportunity Pipeline report in the MaData6
folder where you have installed Maximizer - (e.g., ...\Program
Files\Maximizer\MaData6).

For more information on reporting in Maximizer, refer to “Reporting
and Graphing” on page 219.
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CHAPTER

Reporting and
Graphing

Report and Make Graphs on the Progress
of Your Business

In this chapter...

“Crystal Reports” on page 220
“Printing Reports from Maximizer” on page 221
“Exporting Entries to Microsoft Excel” on page 223

“Graphing and Charting with Maximizer” on page 224
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Crystal Reports

The Crystal Reports viewer is installed automatically with Maximizer
and is accessible from the Reports menu. To create or modify reports,
you must have the full Crystal Reports program installed.

Maximizer installs a set of standard Sales reports, but you can also
create your own custom reports and save them in the
MaximizerReports folder (in My Documents) where they can be
accessed from the Reports menu.

Create and Access Personal Reports

@ In order to launch Crystal
Reports from the Crystal
Reports > Personal > Custom
Report menu, you must be part
of the Crystal Report Users
security group. See “Security
Groups” on page 56 for more
information.

Maximizer installations create the local folder ..\My
Documents\MaximizerReports. This local folder is the default
location for your personal report templates.

The File > Print > Custom Reports command enables you to create
new report templates, edit existing report templates, and to view
reports using existing report templates. The Custom Reports
command is also available from the Reports > Crystal Reports >
Personal menu.

» To create and access a personal Crystal Report from
Maximizer

n Create a custom report by choosing Create a new custom
report template from the Custom Report dialog box (Crystal
Reports > Personal > Custom Report).

E You are prompted to enter a report name. By default, the
report is saved in ...\My Documents\MaximizerReports.

B Save As ==
Saven: [ ), MaximizerReports x| e@EcrEr
L= Name Date modif... Type Size
Rec;flms MyReport pt
.

Desktop

Joe Napoli

- H
Computer

A
=1 —
Netwok  File pame F.c] | Save
Saveastpe:  |Report filesf"1pt) | Cancel




@ You are prompted with a login
screen when previewing a new
report or modifying an existing
report. Enter your Maximizer
user name and password.

@ If you create your own folder,
it appears as one of the
submenu items under Crystal
Reports > Personal.
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E Create the report in Crystal Reports and save the report file in
the MaximizerReports folder on your local drive.

Falders % | [Name -
] Desktop Hew Text Docume..
-4 My Documents
PR 1 iz Fipots|
- L My eBaoks
{3 My Pictures

543 My Computer

ﬂ Select Reports > Crystal Reports > Refresh.

E To access a custom report, choose the report from
Crystal Reports > Personal. Alternatively, you can select
Personal > Custom Report from the Reports > Crystal Reports
submenu and choose the View a report using an existing
report template option in the Custom Report dialog box. If
you'd like to edit the report template, choose Edit an existing
report template.

Custom Repert ==

What would you like to do?
OK
= Ereate a new custom report tempiate:
i} E Cancel

¢ Editan existing report template

" View areport using an existing report template

Printing Reports from Maximizer

Column reports are a fast way to print Maximizer information as it
appears in your current list, while a Detailed report lets you print
more detailed information. Other reports, such as the Notes and
Name/Address/Telephone reports, allow you to print specific
information about your Address Book entries and opportunities.

You can print your calendar appointments as a Calendar Book or
Appointment Calendar. You can print a Personal Organizer from the
Address Book, Contacts, Related Entries or Hotlist window.

You can print reports from the Reports or File > Print menus. The
Reports menu gives you access to every type of Maximizer report,
irrespective of the window that is open. For example, if you're in the
Address Book window, and want to print an opportunity report,
select Reports > Opportunities > [type of report]. The Opportunities
window automatically opens and the report extracts information
from the current opportunities list. The File > Print menu item prints
reports strictly related to the window that’s currently open.
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The

Reports menu allows you to print reports on the following

Maximizer information:

Address Book entries
Contacts
User-defined fields
Notes

Opportunities
Documents

Hotlist

Calendar

OrderDesk

Journal entries
Expenses

Related entries
Activities

Phone log

following is a summary of some of Maximizer's reports:

Column Report - displays the same information you see
displayed in a controlling window, such as names and addresses
or opportunity information.

Detailed Report - includes mailing address information,
appointments, Hotlist tasks, user-defined fields, Contacts,
document summaries, and notes for an Address Book entry or
opportunity.

User-Defined Field Report - lists the user-defined fields
attached to each of your Address Book entries.

Forecast Analysis — provides a summary of the probability of a
successful close, the potential sales revenue, and the weighted
amount associated with each active opportunity in the
opportunity file.

Analysis Reports-Detail - lists the opportunities by status with
a revenue total.

Analysis Reports-Summary - reports the number of
opportunities by status with total revenue.

While all Maximizer reports can be sent to a printer, you can
additionally generate .RTF (Rich Text Format), .PDF files (Portable
Document Format) for most reports in Maximizer. You can also
preview most Maximizer reports.
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Exporting Entries to Microsoft Excel

@ Microsoft Excel must be
installed to be able to export
entries to Excel.

@You must have the “Allow
export” Access Right enabled
in your user account to be able
to export entries to Excel.

Maximizer enables you to quickly and easily export selected entries
to a Microsoft Excel spreadsheet from the Address Book or
Opportunities controlling windows, or the Contacts, Opportunities,
or Related Entries following windows.

Maximizer exports the currently selected entries for the active
controlling or following window using the columns displayed in that
window. If no entries are selected, it exports all displayed entries.

If the column setup includes multiple fields in a single column, each
field is displayed in a separate column in Excel, with each column
named after the Maximizer field name. For example, if the column
setup includes a column named “Details”, which contains the fields
"Contact Name”, “Next Action”, and “Last Modified Date”, the Excel
spreadsheet would contain three columns named “Contact Name”,
"Next Action”, and “Last Modified Date".

If the column setup includes a table user-defined field, multiple table
items are combined into a single cell in Excel. For example, if the
column setup includes a column for the “Partner Interests” table
user-defined field, and the “General Information”, “Press Releases”,
and “Technical Bulletins” table items are selected, the Excel
spreadsheet would include a column named “Partner Interests”
containing “General Information, Press Releases, Technical Bulletins”
in a single cell.

Note that reports exported to Excel are not dynamic, meaning they
will not automatically update when changes to the exported entries
are made. To update an exported report, repeat the export process.

» To export to Excel

n Select the window to export entries from.
ﬂ Create a list of entries or select specific entries to export.
B Select a column setup to use for the export.

ﬂ Click the Export to Excel button on the toolbar.

Right-click in the window and select Export to Excel.

Select Tools > Export to Excel.
Excel opens and displays the selected entries.

E To keep the report, save it to your computer with a unique file
name.
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Graphing and Charting with Maximizer

Creating a good presentation is about having good information and
presenting it well. When you need to create attractive and
meaningful graphs or charts for your presentation, and you need
them quickly, Maximizer can do the job.

Maximizer gives you the ability to track your customers and find out
who they are. Gathering relevant customer information is a key
component of successful marketing and ecommerce initiatives. With
the creation of meaningful graphs and charts on your Address Book
data, you benefit from complete, detailed intelligence to evaluate
the performance of your business.

Primary Interest in Escona Wines Opportunities by Status

No. of Entries

[l As an agent/distributor

Corporate gift or occas I In Progress
Personal gift or occasic
. Lost
To sellin a restaurantlk

Il Suspended

Won

When you graph your entries, you generate the graph using the
entries listed in the Address Book or Opportunities window. For
example, if your Address Book window currently lists all Address
Book entries between A and M, only those entries will be graphed.

Once your list contains the entries you're trying to graph, click the
Graphing button or choose Graphing from the Tools menu to begin
the process of constructing your graph. You can graph any table or
date field in your Address Book, such as City/Town, State/County/
Province, Opportunity Status, to name only a few, and any table or
date user-defined field.

Maximizer creates graphs and charts for all kinds of purposes. You
can print your completed graph from Maximizer or save it as a high-
quality image file that you can use in documents and presentations.

If you often create the same type of graph, you can save a graph
template to a catalog, which you can retrieve at any time. You can
even add a custom button to your Maximizer toolbar that instantly
creates a graph from one of your saved templates.

The Chart wizard walks you through the steps of creating a graph or
chart. You can then edit the final product to make it look attractive.
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Graph Your Address Book Entries or Opportunities

Generating a graph from your current list of entries is a simple
process.

» To create a graph

n Create the desired list of entries in the Address Book or
Opportunities window, and then click the Graphing button.
Alternatively, you can select Tools > Graphing.

E Choose the fields and values you're graphing. For example, you
could graph Address Book entries by the City/Town or State/
County/Province field. Defining the values lets you narrow the
range or selection of values to graph.

Use the Chart wizard to choose the graph type, style, and
layout.

Edit your graph in the Graphing window. You can change the
appearance of your graph and edit the data. From this window,
you can also save your graph as an image file.

SelectFeld and Values forGraph =

Feld Values to be graphed for:

[ Account Manager
Category

Chart Wizard

Selectachatyps: 2D & 3D
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>
1l Address Book Entries by Country e )
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@ Press F1 in the Select Field and

Values for Graph dialog box to
learn more about making your
selection.

@ Each range you provide

becomes an item on the X-axis
of your graph. If you defined
your ranges for the
“Anniversary of Business”
user-defined field as January-
June and July-December, you
would have two columns in a
bar graph (or two wedges in a
pie graph).

Select the Field and Values for Your Graph

When you click the Graphing button, Maximizer prompts you to
choose a field to graph. Your choice of fields depends on the type of
entries you are graphing. If the Address Book window is active when
you begin graphing, you choose from Address Book entry and user-
defined fields, such as Company, City, or State. If the Opportunities
window is the active window, you choose from opportunity fields
and user-defined fields, as in the Status or Objective. You can graph
any Address Book entry or opportunity field. Some field types require
that you specify a range to graph, as in a range of amounts for
“Annual Sales”.

Select Fild and ValuesforGraph &5 This example shows the

Values to be graphed for:

Country Address Book entry
field with all possible values
selected for graphing.

€ Numeric @ Aphabetical

Maximizer lets you choose a range
of values to graph for the field you
select. For a table field, such as City/
Town, you simply select the table
items you want to include in the
graph. Other field types—
alphanumeric, numeric, or date
fields—require you to enter a range.

‘Select Fild nd Valuss for Graph =

¥ 0o not graph enties wihd.

=
. sotater
For example, if you select b= G

“Anniversary of Business”, you
would have to provide the date
ranges to include in the graph. This
allows you to include only the area
of interest.

Click the Range button to specify a range
(or ranges) of values for non-table fields.

Finally, choose numeric or alphabetical as the sort order:

¢ Numeric displays charted values in numeric order, from lowest
to highest. For example, if you choose a bar chart to graph the
values of the City/Town field, the city/town (value) assigned to
the least number of Address Book entries is shown on the left of
the chart while the city/town assigned to the most number of
entries is shown on the right. The legend will list the cities/towns
in numeric order.
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¢ Alphabetical displays charted values in alphabetical order, from
A to Z. For example, if you choose a bar chart to graph the values
of the City/Town field, any city (value) that starts with A is shown
on the left of the chart while any city/town starting with Z is
shown on the right of the chart. The legend will list the cities in
alphabetical order.

Define the Appearance of Your Graph

After you choose the field and values for your graph, the Chart
wizard opens so you can define the characteristics of your graph. The
Chart wizard has four tabs for defining your graph appearance:

¢ Gallery - choose flat (2D) or perspective (3D), and the chart type
(Area, Bar, Pie, etc.).

e Style - choose the style based on the chart type you chose in the
Gallery tab.

¢ Layout - specify the title, footnote, and legend settings.

e Axes - label your graph’s axes.

Chart Wizard

S

Cluster B

Gartt
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Selectachattype: 20 & |
Area Bar Line Step Combi Chart Wizard T 1
o
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Help Corcel | cBack et | [

Chart Wizard

CER

Sty

Enter desied layout settings:

T e |
Chart Title:
[CEnties By County
Chart Wizerd
e |t | e
Category )
PP —— oty
Vale (1)
Wb of Evies
—
b= Depth 2)

Seconday (¥2)

Help Cancel <Back.

These are only the basic characteristics of your graph—after the
graph is generated, you can make additional changes to its

appearance and even edit the graph data.
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Use Title and Footnote Merge Fields

When you save a graph to the Graph Catalog, you can insert title
(header) and footnote (footer) merge fields that display information
such as the current date and time, the total number of entries, and
other information.

For example, inserting “date” in the title of the graph and then
saving the graph to the catalog as a template tells Maximizer to
display the current day’s date the next time you generate the graph.

The following fields are available for footers and headers:
¢ [count] The total number of entries graphed.

¢ [date] The date the graph is generated.

¢ [login] The user ID of the logged-in user.

¢ [time] The time the graph is generated.

e [user] The name of the user specified in the Users dialog box in
Maximizer.

» To insert a title or footnote merge field

n Start a new graph.
ﬂ In the Chart wizard, select the Layout tab.

B Enter any fields you want to appear in the Chart Title and
Chart Footnote fields. Remember to surround the field with
square brackets, [like this].

n Finish creating your graph and save it to the Graph Catalog.

The first time you create the graph, the field name will display,
not the value (i.e., [user] instead of “Bob Smith”). The next time
you generate the graph, the value will display correctly.
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Add “Zip" to Your Graph

@ Press F1 in the Graphing
window to find out more ways
to edit your graph.

@You can also right-click inside
the graph to display a pop-up
menu.

At first, your completed graph may not look like much—by default, it
has a plain gray background and the graph'’s colors are chosen for
you. You can easily add your own touches to your graph by editing it
in the Graphing window.

il Primary Iterest in scona Wines

= [E]Es
Primary Interest in Escona Wines

No. of Entries

M Asan

Corporate gift or d

il Primary Iterest in scona Wines

o [E]Es
Il Personal gift or od Primary Interest in Escona Wines

To sell in a restau

No. of Entries

No. of Entries

I As an agentdistributor

I Corporate gift or occasion
Personal gift o oceasion
To sellin a restaurantibar

Hold donn Ctr key and use your mouse to rotate a 30

o | e

Before and after—the graph
as generated by Maximizer
(above) and the graph after
some editing (right).

To perform other
Hold down Crr key

You can select and edit each element in the graph, such as the title,
legend, or even the bars in a graph. The background, for example,
can be a solid color of your choice, a gradient, or a “wallpaper”
image. Simply select and double-click the element that you want to
edit to display a setting dialog box.

A background color can make a plain graph look attractive. To
change the background properties, double-click within the area of
the graph (but not on the graph itself) so that “selection handles”
appear around the graph as shown below. The Format Plot dialog
box lets you make many changes to your graph.

il Primary Iterest in scona Wines

= [EEs)

Primary Interest in Escona Wines

. .
No. of Entries

N W Asan

Corporate gift or occasion

. .
Ml Personal gift or occasion

To sell in a restaurant/bar

No. of Entries

To perform othe
Hold donr
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@ Click the Help button in the
Format Plot dialog box for help
using any of the settings.

You can use this same procedure to change many of the graph
elements. Try single-clicking different elements to see which ones
show the selection handles; if selection handles appear, you can
double-click it to edit that element.

Use Your Graph in Other Applications

If you are making a presentation, you will probably want to use your
graph in handouts or in an on-screen presentation. You can save
your graph as an image file that you can use in other applications,
such as word processors, spreadsheets, presentation software, and
more.

Primary Interest in Escona Wines

No. of Entries

I As an agentidistributor

[ Corporate gift or occasion
Personal gift or occasion
To sell in a restaurantibar

Primary Interest

presentation software

When you save your graph, you have a choice of two image file
types: Windows Metafile or Windows Bitmap. If you think you'll have
to resize the image when you insert it into your document or
presentation, you might want to use the Windows Metafile format,
as it is “scalable”—you can resize it without getting any jagged
edges.
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Reuse Your Graph Settings

@ Ensure that access rights to the
saved search are adequate. If
users do not have read access
to the search, they will not be
able to generate the graph. For
detailed information on saved
search properties, see F1 Help.

If you find yourself often creating the same type of graph, save
yourself some time by saving the graph settings as a graph template
in the Graph Catalog. After you generate the graph, use the Catalog
button to save your graph template.

Graphs for Address Book entries and opportunities are stored in
separate catalogs; the available catalog depends on whether the
Address Book or Opportunities window is selected.

» To use the graph catalog

n In the Graphing window, click the Catalog button to open the
graph catalog.

E Click the Add button to add your graph to the catalog.

B Type a descriptive name and choose Public as the Owner to
make the template available to all users.

n If you have a search saved in the search catalog, select it in the
search list to have Maximizer perform the search before
generating the graph.

Graph Catalog for Address Book

Sayed graphs:

Business Pariners - By Level
Supplers

=

Retrieve

Properties

Delete

Close
Saved Graph Properties ==

Name, owner and description

Mame: [ Suppliers Ouner: | Joe Napoli ~|

scription:
Description:

Name of saved search to execute prior to displaying araph
Search: | <None> |

Speling ‘ oK

Cancel ‘

Once your graph template is saved to the Graph Catalog, you can use
the template when you next create a graph.
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“Backing up and Restoring Address Book Data” on page 234
"Verifying and Recovering Address Book Data” on page 240
“Exporting Data from Maximizer” on page 242

“Importing Address Book Data from MXI or XML Files” on page 248
“Importing Data from Other File Formats” on page 251

“Field Mapping” on page 253

“Transferring Entries between Address Books” on page 269
“Purging Outdated Notes and Documents” on page 275

“System Reports” on page 279
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Backing up and Restoring Address Book Data

This section explains how to back up and restore Maximizer Address
Book database files, which contain the majority of your Maximizer
data, including Address Book entries, opportunities, etc. However, if
your Address Book uses a custom dictionary or holidays, you must
back up those files separately. Instructions for backing up dictionary
and holiday files are on page 239.

Backing up an Address Book

Regular Backup

@ The extension of the backup
file is .bak.

There are two types of backup procedures available:

e Regular Backup. This backup procedure requires the Address
Book to be closed. Regular backup can be performed only in
Maximizer.

¢ Quick Backup. This backup procedure is performed on an open
Address Book. You can perform a Quick Backup from either or
Maximizer. If security is enabled, you will need access to the
MASTER user password.

A regular backup is saved by default to the folder containing the SQL
database files for the Address Book. If you don’t want to save the
backup to this location, you can browse to another one.

» To perform a Regular Backup

n To verify currently logged in users, open the Address Book in
Administrator and select Reports > Current Users. Ensure that no
users are logged into the Address Book you want to back up.

E In Administrator, close the Address Book and select Utilities >
Back Up Address Book.

E Select the Address Book to back up, and click OK.

Back Up Address Book ==l

Available Address Books:

Escona Sales

Escona Tutorial Cancel
General

Location of Address Book:
DSN:MAS_EsconaPromotions
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ﬂ Enter the MASTER user password, and click OK.

Login ==
Login credentials

Address Book: | Escona Promotions
User ID: [MASTER
Password:

The Backup / Restore Details dialog box opens.

Backup / Restore Details ==

[ Cancel
Browse...

E Select the backup folder:

@® The default location is where ¢ If you want to save the backup to the default location, leave

the SQL database files for the i f
Atddress Book are stored. the Backup Location field blank.

¢ If you want to save the backup file to a different folder, click
Browse. Select a folder for the backup file and click OK.

Maximizer starts backing up the files. Depending on the size of
the Address Book, the backup could take several minutes or
several hours. A message box confirms that the backup is
complete. The backup file name is displayed.

Maximizer CRM ==

@& The database EsconaPromotions has been backed up to
V' E\Archives\EsconaPromations.bak on your database server.

3 ciick ok.

Quick Backup

The advantage of using Quick Backup is that you can perform
frequent backups of any open Address Book.

If you choose to save the backup to the default location, Quick
Backup creates a subfolder named Backup in the same folder as the
Address Book files.

The backup file name includes the current date as an identifier. For
example, the following backup file was created from a Quick Backup
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performed on March 23, 2007. (The backup was saved to the
following default location).

C:\ProgramData\Maximizer\AddrBks\EsconaTutorial\Backup\EsconaT
utorial_20070323_01.BAK

The “_01" is added to the file name to differentiate between

backups from the same day, so a second backup on the same day
would be saved as follows:

C:\ProgramData\Maximizer\AddrBks\EsconaTutorial\Backup\EsconaT
utorial_20070323_02.BAK

Quick Backup also lets you determine how many backups are kept. If
you were to set Quick Backup to retain only five backups, then when
you create the sixth backup, Quick Backup deletes the oldest backup.

» To perform a Quick Backup

n Open the Address Book to back up.
ﬂ Select File > Quick Backup.

Quick Backup Address Book ==
MASTER user password
S
Cancel
Backup Options
Backup Location: | E:\Archives Browse...

¥ Retainlast [§ — backups

NOTE: To restore your Address Book data, use the Maximizer Administrator module. Select
Start > Programs > Maximizer > Administrator to open Maximizer's Administrator
module. Then, choose the ‘Utilities > Restore Address Book...' command.

E Enter the MASTER user password.
If this box is disabled, continue to the next step.
n Select the backup folder:

If you want to save the backup file to the default location
(Address Book folder), leave the Backup Location field blank.

If you want to save the backup file to a different location, click
Browse. Select a folder in the Browse for Folder dialog box and
click OK. The location is displayed in the Backup Location field.

E Specify the number of previous backups to retain.
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E Click OK to begin backing up.

When the Quick Backup is complete, a message box confirms
that the backup was successful. The backup file name and
location are displayed.

Maximizer CRM ==

OB The database EsconaTutorial has been backed up to

W' E\Archives\EsconaTutorial_20080110_01 bak on your database server.

Click OK.

Restoring an Address Book from a Backup

If you lose or damage your Address Book, you can restore it to a
previously backed up version. When you perform a restore, existing
Address Book data is replaced with backup Address Book data.

» To restore an Address Book

n To determine if users are logged in, open the Address Book in
Administrator and select Reports > Current Users. Ensure that
the Address Book you want to restore is not currently open by a
user.

E In Administrator, close the Address Book and select Utilities >
Restore Address Book.

E Select the Address Book to restore.
A ciick ok.

Restore Address Book
Available Address Books:

Escona Fromotons
Escona Sales.
Cancel

Escona Tutorial
General

Location of Address Book:
DSN:MAS_EsconaSales
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E Enter the MASTER user password, and click OK.

Login x|
Login credentials

Address Book: | Escona Promations
User ID: [MASTER
Password:

The Backup / Restore Details dialog box opens.

Backup / Restore Details

Backup Location:

[ Cancel

Browse...

i)

E Click Browse, select the backup file you want to restore, and
click Open. The full path of the backup file is displayed in the
Backup Location field.

Backup / Restore Details ==
Backup Location: oK
| Ex\archives\EscanaPromations.bak Cancel
Click OK.

Maximizer restores the Address Book from the selected backup
file. A message box confirms that the restore was successful.

Masxirmizer CRM

i

i The database EsconaPromations has been restored from
V' EMArchives\EsconaPromotions.bak on your database server.
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Backing up the Dictionary and Holiday Files

@ By default, the Maximizer
program folder is C:\Program
Files\Maximizer. If Maximizer
was installed in a different
folder, then change the path
accordingly.

The Maximizer dictionary and holiday files are not backed up as part
of the Address Book backup procedure(s) described previously.
Therefore, if you have customized the dictionary or holidays, you
need to back up those files separately, especially before upgrading or
re-installing Maximizer.

To back up the dictionary and holiday files, copy them from the
following location and paste them to another location, preferably
the same location where your Address Book is backed up.

The user dictionary file is unique to each Maximizer workstation, so
you will need to back up this file for each workstation.

User Dictionary File Location:
...\Program Files\Maximizer\MaData6\Userdict.lex

Holiday File Location:
...\Program Files\Maximizer\MaData6\Mxzhol.nam
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Verifying and Recovering Address Book Data

@ You can verify and recover only

one Address Book at a time.

Address Book verification enables you to quickly identify and resolve
invalid and orphan items in your Address Book. You should always
run Address Book Verification and Recovery after upgrading or
restoring an Address Book. Also, if database views have not been
created for any user-defined fields and are needed for generating
reports, use Address Book Verification and Recovery to create the
missing database views.

Address Book Verification and Recovery identifies the following

Address Book items.

Address Book Item

Orphan Contacts

Orphan alternate
addresses

Orphan notes

Opportunity records
with invalid
Start_Date field
value

Notes with
undefined Entity
Type

Broken Company
Library links

Orphan Company
Library links

Orphan Company
Library documents

Invalid Opportunity
records

Invalid Address book
records

Invalid Document
records

Description

Contacts that are not associated with a
Company record.

Addresses that are not associated with an
Address Book record.

Notes that are not associated with an Address
Book entry or opportunity.

Opportunities whose start date does not match
the earliest Sales Step start date.

Notes that do not have an entity type value
(Address Book entry, opportunity, or user)
assigned to the record

Company Library links that try to connect to a
missing document (link exists but the document
is missing).

Company Library links that link to a missing
Company Library folder (document exists, link
exists, but the Company Library folder is
missing).

Company Library documents not listed in the
Company Library folders (document exists but
the link is missing).

Opportunities whose start date does not match
the earliest Sales Step start date.

Company records containing personal
information about an Individual or Contact.

Documents whose Owner field contains invalid
characters or values.



@ To see recovered entries, you
must log in as MASTER or have
rights to open other users’
entries.

@ If you select Verify Only and
Maximizer detects invalid
records, it prompts you to
recover them.

Address Book Item

Misplaced
Document records

User-defined fields
that do not have
associated database
views

Invalid Table UDF
Item records

Invalid/orphan Table
UDF values

Orphan Link Records

When you choose to *
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Description

Documents whose Owner field contains an
incorrect value.

User-defined fields for which a database view
has not been created.

Table user-defined field items that have the
wrong type (Company, Individual, Contact, etc.).

Table user-defined field values that reference
non-existent table items.

Opportunities that do not have a related
Address Book entry.

"recover” the Address Book, Maximizer

transfers recovered Address Book entries into a single entry called
“Recovered on [date of recovery]”, and it transfers recovered
Company Library documents into a single folder called “Recovered
on [date of recovery]”. You can then view the recovered entries and
either delete or move them as needed.

» To verify an Address Book

n In Administrator, open the Address Book.

E Select File > Address Book Verification.

E Choose either the Verify Only or Verify and Recover option,

and click OK.

Verification Options ==
Verification Options
(% Verify only
" Verify and recover

Maximizer runs the Address Book verification process, as well as
the recovery process if you selected the second option. When it is
complete, you see the Address Book Verification and Recovery
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Information dialog box, which contains a summary of each
verification performed and the results of the verification.

Address Bock Verification and Recovery Information ==l

Checking the database for orphan Contacts: -
Discovered 0 lost/invalid record(s).
Recovered/corrected 0 record(s).

Checking the database for orphan alternate addresses:
Discovered 0 lost/invalid record(s).
Recovered/corrected 0 record(s).

m

Checking the database for orphan notes:
Discovered 5 lost/invalid record(s).
Recovered/corrected 5 record(s).

Checking the database for Opportunity records with invaiid Start_Date field value:
Discovered 0 lost/invalid record(s).
Recovered/corrected 0 record(s).

Checking the database for Notes with undefined Entity Type:
Discovered 0 lost/invalid record(s).
Recovered/corrected 0 record(s).

Checking the database for Orphaned Link Records:
Discovered 0 lost/invalid record(s).
Recovered/corrected O record(s). -

n If you selected the Verify and Recover option, open the
Address Book in Maximizer, and view the Recovered on [date]
Address Book entry. You can then delete or move the recovered
entries.

Exporting Data from Maximizer

You can export Address Book entries from Maximizer only, not
Administrator.

Exporting Address Book Entries

XML Format

@ The unique ID is exported with
each Company or Individual,
but unique IDs for contacts are
not exported.

@ These options are available for
XML export only, not CSV or
tab-delimited exports.

Exporting Address Book entries creates a text file or XML file
containing information from the current Address Book. It exports
any Companies and Individuals selected in the Address Book list. If no
Address Book entries are selected, it exports all Companies and
Individuals currently displayed in the list.

By default, exporting Address Book entries in XML format exports
name, address, phone number, email address, and company details
information from the Basic Information tab of the selected
Companies and Individuals (or all entries in the list if none are
selected). You can easily import this file into another Address Book.

You can optionally export the following additional information:

¢ Include contacts exports the contacts associated with the
exported Address Book entries.
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Include Opportunities exports Opportunities associated with
the exported Address Book entries.

Include UDFs exports all Address Book user-defined fields
associated with the exported Address Book entries, along with
their attributes, and in the case of table user-defined fields, any
items they contain. Keep in mind that exporting user-defined
fields increases the length of time required for the export
process, and not selecting this option improves speed.

Include notes exports notes associated with the exported
Address Book entries, including date and time, owner, creator,
type, and text fields.

Include documents exports documents associated with the
exported Address Book entries, including date and time,
document type, document name, creator, owner, as well as the
document data itself.

Support non-English characters converts the contents of the
exported XML file to Unicode format, which is required for
languages using more than one byte per character, such as
Chinese. If you don't select this checkbox, characters will be
exported in ASCIl format.

To export Address Book entries in XML format

n In Maximizer, open the Address Book window.

ﬂ Select the Companies and Individuals to export. If you don't

select any entries, Maximizer will export all entries currently
displayed in the Address Book list.

ﬂ Select File > Export Address Book entries.

The Export Address Book Entries dialog box opens.

Export Address Book Entries ==

Specify export file

File pame: | Browse...

cormer: [T Y [

Export options
r

[V Include contacts
-

¥ Indude UDFs

¥ Indude notes
[¥ Incude documents

¥ Support non-English characters

n From the Format drop-down list, select XML.
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E Click the Browse button.

B save As ==
Savein [ )] Archives I - ¢ @ E-

p Name ’ Date modified Type Size

= i
Hec;;/;\am This folder is empty.

Desktop
e
&

Joe Napoli

i

st B
W

L

Network
g 8
File name: [ ~] Save
Save as type [MX1 {2 | Cancel
E Specify the destination location and File name for the exported
file.
In the Save as type drop-down list, select either MXI or XML.
E Click Save.
Export Address Book Entries ==l

Spedfy export fle

File niame: | E:\Archives INCRM_Contacts.xml Browse..,.

Format: [xmL Bl
Export options
r
[V Include contacts
-

¥ Incude UDFs E

[¥ Include notes
¥ Incude docupents
¥ Support non-Engiish characters

E Select any of the Export options, as needed. Each of the
options is described before this procedure.

EXciick ok.

Maximizer exports the Address Book entries and additional data
as selected in the options to the specified file.
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Comma-Separated Values or Tab-Delimited Format

@ User-defined fields that Exporting to comma-separated values (CSV) format creates a file with
contain more than one item a .CSV extension, which is readable by spreadsheets such as Microsoft
are not supported in a CSV or
tab-delimited export. Use XML Excel and many other programs.

export instead. Exporting to tab-delimited format creates a text (.txt) file with tabs

separating each field value. This file is readable by any program that
supports .txt files.

Exporting to these formats exports selected Companies and
Individuals in the Address Book, but you do not have the option of
exporting Contacts.

Unlike XML Format, exporting to CSV and tab-delimited format
enables you to specify individual fields to export, including Address
Book user-defined fields.

You can also export Notes associated with the Companies or
Individuals. You have the option of exporting all notes or most
recent notes.

Selecting Fields for Export

@You cannot export encrypted When exporting to CSV or tab-delimited format, you must select
user-defined fields. which fields to export, and in which order. The Select Fields for
Export dialog box has two columns: the left column lists the Address
Book entry basic fields, user-defined fields, and two fields for notes;
the right column is initially blank. Select the fields to export from the
left column and add them to the right column.

The order of fields in the right column is the order in which they will
be exported. If you need to change the order of any fields, select
each one and click Remove to delete it from the list; then, in the right
column, select the field after which you want to place another field.
Fields added to the right column appear directly below the field
currently selected in the right column.

Once you have established the order of export fields as you would
like it, you can click the Catalog button to save the export list for
future exports. In the Export Catalog dialog box, click Add to create a
new saved export list, or click Save to overwrite an existing export
list. The Retrieve button opens an existing export list.
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» To export Address Book entries in CSV or Tab-
delimited format

n In Maximizer, open the Address Book window.
E Select File > Export > Address Book entries.

The Export Address Book Entries dialog box opens.

Export Address Book Entries ==

Specify export file

File pame: |

Eormat: |Comma Separated Value (") ~ ﬂQOS text

Export options

¥ Include field names as first record in export fle

o

EUC I B |

E From the Format drop-down list, select Comma Separated
Value or tab-delimited.

ﬂ Click the Browse button.

B Save As ==
Saven: [ || Archives I - & B~
R Name ’ Date modified Type Size
s
. N ftems match your search,
Deskiop
Joe Napol
Computer
[ W
-
e 7|
‘4 m E 7 »
File: name: [cRM_Contacts csvl ~] Save
Save as type: ) | Cancel

E Specify the destination location and File name for the exported
file.

E Verify that the format you selected previously appears in the
Save as type field.
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Click Save.

Export Address Book Entries ==l
Spedify export file
File niame: | E:\Archives INCRM _Contacts.csv
Format: [Comma Separated Value () ~| | B0S fext] 8
Export options

¥ Indude field names as first record in export file E

<

15 Y B Y

E Select the DOS text checkbox to export data that is in DOS
standard ASCII.

If the data is in ANSI ASCIl (Windows default), do not select the
checkbox.

E If you want the field names to be exported as the first record in
the exported file, similar to a headings row, select the Include
field names as first record in export file checkbox.

EB%click ok.

The Select Fields for Export dialog box opens.

Select Fields for Export ==
Ayalable Maximizer ficlds: Order of export fields to d.CSV:
*UseAlternateForm - Account Manager

city

< Empty Field > Address Line 1
Annual Sales Address Line 2
Category

(=

Company / Individual Name Compan

o s | [ —
Customer Profile\Contact How?

Customer Profie\Employees < pemove

Customer Profile\First Contacted Date —

Customer Profile\Have Internet Access
Customer Profile\Industry

Customer Profile\Preferred Language
Customer Profile Region

Customer Profile\Retail Wine Cost
Customer Profile\Size of Client
Department

Discount Levels\Percentage RED
Discount LevelsPercentage ROSE
Discount Levels Percentage SPARKLING

Discount Levels\Percentage WHITE

iision II

a I, E
Export ol | caglog |

@ For more information about nnFrom the Available Maximizer fields list, select the fields to

using the Select Fields for . . L.
Export dialog box, refer to the export by selecting each field and clicking Add.

section before this procedure. —or—

Click Catalog to retrieve a previously saved export list.

nECIick Export to begin the export process.
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Importing Address Book Data from MXI or XML Files

You can use Administrator or Maximizer to import Address Book
entries and other data from MXI (Maximizer XML Interface) or XML
Files.

After importing Address Book entries into Maximizer, you can
identify the imported records by selecting View > Favorite Lists in
the Address Book window. A list of imported Address Book entries is
stored in a favorite list named according to the file format and
import date and time.

Importing MXI or XML Files Using Advanced Import

@ Always back up the Address
Book before importing.

@ For detailed information about
any of the fields in this dialog
box, press F1 while the dialog
box is active.

For more control over importing MXI files, or to import XML files, use
the Advanced Import method described below, which enables you to
specify a number of preferences about how to import the file.

» To import from an MXI or XML file

n Open the Address Book to import into.
E Select File > Import > Advanced Import.

E For the File name field, click Browse and locate the .xml or .mxi
file to import.

Once you have selected the file to import, Maximizer fills in the
Log File field automatically.

n Specify any import options in the other group boxes, or just use
the default values.
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E Click OK to begin the import.

Select XML or MXI import file

Advanced Import ==

Address Book entry update options
Clrerat ﬂ
(" Use Identification field to match entries
{+ Use Name field to match entries

" Use this uger-defined field to match entries:

Contact update options
" Always insert
(" Use Identification field to match entries
(+ Use Name field to match entries

" Use this user-defined field to match entries:

Client ID generation
@ Follow system setting
" Always system generated

" Use yalues from the impart file

File name: | E:\Archives II\CRM_Contacts, xml E Browse...

Maximizer imports the data and then displays the number of

records inserted, updated, and failed for each record type.

E Click OK to close the message box.

249
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Unattended Import of MXI or XML Files

An alternative to Advanced Import is an unattended import, which
you can initiate by double-clicking the MXI or XML file or by passing
parameters to the Maxwin executable (MaxWin.exe) through a
command-line interface. When using unattended import, you may
choose to specify some of the import preferences within the MXI or
XML file itself.

Importing MXI or XML Files by Double-Clicking

» To import an MXI or XML file by double-clicking

n Locate the MXI file on the computer.
E Double-click the file.
E Select the Address Book to import into, and click Open.

n Enter your User ID and Password in the Login dialog box, and
click OK.

Maximizer imports the data, and then displays a message
identifying the number of records inserted, updated, and failed
for each record type.

B ciick ok.

Maximizer displays a message with the name of the Favorite List,
which lists the imported Address Book entries.

E Click OK to view the Favorite List.

Importing MXI or XML Files from the Command Line

@ The command-line syntax
shown here uses sample
parameter values.

To import an MXI or XML file from a command line, call Maxwin.exe
with the following command-line syntax:

Maxwin.exe /DATABASE "EsconaTutorial" /USERID "JNAPOLI"
/PASSWORD "maximizer" FILE="d:\ABentries051013.mxi"

Keep the following points in mind:

®  Only one space is allowed after the DATABASE, USERID, and
PASSWORD keywords.

e Values must be surrounded by double quotation marks.

e The equal sign (=) after the FILE keywords must NOT have space
before or after it.

e The FILE parameter must be the last parameter.
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Importing Data from Other File Formats

You can use Administrator to import Address Book information from
other sources, such as ACT!, GoldMine, or Outlook.

After importing Address Book entries into Maximizer, you can
identify the imported records by selecting View > Favorite Lists in
the Address Book window. A list of imported Address Book entries is
stored in a favorite list named according to the file format and
import date and time.

Administrator provides the following methods of importing data.
The best import method depends on the type of data you are
importing.

¢ Address Book Entries: This method imports entries from a CSV
(comma-separated values) or tab-delimited text file that is
created when you export from Maximizer or another
application. Outlook, for example, can export its address book to
a text file. When you import from a text file, you must choose to
import all the entries as Companies/Individuals or as Contacts, or
you can do a two-tier import to import Companies/Individuals
first and then import the associated Contacts. For more
information, refer to “Two-Tier Import” on page 254.

e ACT! or GoldMine Database: Importing an ACT! or GoldMine
database is straightforward because Maximizer can detect the
ACT! or GoldMine database version and map the fields
automatically. Refer to “Importing Data from ACT! and
GoldMine” on page 259.

e  Other Contact Manager Database: This option enables you to
import a variety of data file formats, including Organizer,
Clipper, dBASE, FoxBase, and FoxPro, among others. For more
information, refer to “Importing from Other Contact Managers”
on page 256.
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Use the following tables to determine which import method to use.

Import Method(s)
File Type (File > Import > ...)
ACT! 1.x, 2.x, 3., 4.x, 2000, 6.x ACT! 6.0 or 2004 or earlier
(*.dbf)
ACT! 2005-2008 or ACT! Premium | ACT! 2005-2008 and ACT!
for Workgroups 2005-2008 Premium for Workgroups 2005-
2008
GoldMine 2.x, 3.x, 4., 5.x, 6.x GoldMine 6.5 or earlier
(*.dbf)
GoldMine 6.7 Corporate Edition GoldMine 6.7 Corporate Edition
Organizer 1.x (*.org) Other Contact Manager Database
Delimited (*.txt, *.prn) Other Contact Manager Database
Comma Delimited (*.csv) Address Book Entries

Tab Delimited (*.txt)

Clipper Summer '87 (*.dbf) Other Contact Manager Database
Clipper 5.x (*.dbf) Other Contact Manager Database
dBase lll, I+, 1V (*.dbf) Address Book Entries

dBase V (*.dbf) Other Contact Manager Database
Visual dBase 5.x (*.dbf) Other Contact Manager Database
FoxBase/FoxBASE+ (*.dbf) Other Contact Manager Database
FoxPro 1.x, 2.x (*.dbf) Other Contact Manager Database

Visual FoxPro 3.x (*.dbf) Other Contact Manager Database



Field Mapping

@ When you import from a
recognized database type,
such as GoldMine or ACT!,
Maximizer automatically maps
the fields for you.
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When importing some types of data files, you need to map (create an
association between) the fields in the source file and the fields in
Maximizer. Keep in mind that different applications name their fields
differently. For example, the field for a company name is called
“Company” in Outlook and “Company or Individual” in Maximizer.

When you are importing a file type that requires you to map fields, a
dialog box similar to the following opens.

Select Fields for Import

==
Ayailable Maximizer fields: Order of import: Fields from file
- CRM_Contacts.csv:
1 First Name
< Skip Field > 2. Last Name
Account Manager L 3. E-mail Address
Address Line 1 3 4. Mobile Phone
Address Line 2 5. Personal Web Page
Annual Sales Add -> 5. Business Street
Category 7. Business City
City <-Remove 8. Business Postal Code
Company 9. Business State
Country 10. Business Country
Customer Interests 11. Business Web Page
Customer Profile\Contact How? 12. Business Phone
Customer Profile\Employees 13, Company
Customer Profile First Contacted Date 14, Job Title
Customer Profile\Have Internet Access
Customer Profile\Industry
Customer Profile\Preferred Language
Customer Profile Region
Customer Profile\Retail Wine Cost
Customer Profile\Size of Client
Department
Discount Levels\Percentage RED 2
I~ Convert to name case [~ Do notimport first record; itis a header Cancel ‘ Catslog ‘

For each field in the source file (shown in the far right column), select
one of the available Maximizer fields and, click Add to map the
fields. Select a corresponding Maximizer field for every field in the
source file. If there is no corresponding field, select <Skip Field>
from the list of Maximizer fields. When you have finished mapping
the fields, the Order of Import (middle column) displays the
corresponding Maximizer field beside each field in the Fields from
File column, as illustrated below.

Select Fields for Import

(=]
Ayailable Maximizer fields: Order of Import Fields from file
N Field Number 6: CRM_Contacts.csv:

*UseAlternateForm - Account Manager 1. First Name

< Skip Field = Address Line 1 2. Last Name

Annual Sales i Address Line 2 3. E-mail Address
Categor - City 4, Mobile Phone
Conpan 5. ersonl Web Page
Customer Profie)Cantact How? aid> | (ST |5, buness Street
Customer Profile\Employees 7. Business City
Customer Profile\First Contacted Date <-Remove 8. Business Postal Code
Customer Profile\Have Internet Access 9. Business State
Customer Profile\Industry 10. Business Country
Customer Profile\Preferred Language 11. Business Web Page
Customer Profile\Region 12. Business Phone
Customer Profile\Retail Wine Cost 13. Company

Customer Profile\Size of Client 14, Job Title
Department

Discount Levels\Percentage RED

Discount Levels\Percentage ROSE

Discount Levels\Percentage SPARKLING
Discount Levels\Percentage WHITE
Division
E-mail Address
E-mail Address 2 b

I~ Convert to name case [~ Do notimport first record; itis a header Import Cancel Catslog
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Two-Tier Import

@ If you import a Company
record, and an existing
Company record in the
database has an identical
“Company” field, then the
records are considered
duplicates, and Maximizer will
not import the duplicate
Company record. However,
Maximizer will import
duplicate Individual and
Contact records.

@ Always back up the Address
Book before importing.

@ User-defined fields containing
more than one available item
are not supported in a CSV
(comma-separated values)
import. Use the Advanced
Import feature or MTI
(Maximizer Transfer Interface)
as an alternative.

Many contact management programs keep two types of address
book entries:

e Companies

e Contacts for Companies

Maximizer keeps its Address Book entries organized in a similar way:
e Companies/Individuals

e Contacts (associated with a Company or Individual)

The Import Address Book Entries function enables you to perform a
two-tier import. In a two-tier import, you first import Company
entries as Companies/Individuals Address Book entries, and then you
import the people as Contacts.

Two-tier importing is only applicable to comma-separated value files,
tab-delimited files, dBase llI, I+, or IV, or XML files using the File >
Import > Address Book Entries command.

» To import Address Book entries (two-tier import)

n From the File menu, select Import > Address Book Entries.
The Import Address Book Entries dialog box opens.
E Click Browse and locate the file to import.

E Select the Companies / Individuals option to import all records
in the source file as Company or Individual Address Book entries.

(After you complete this procedure, repeat it a second time to
import the Contacts. If you choose not to do a two-tier import,
just select either Companies / Individuals or Contacts.)

ﬂ Click OK.

Import Address Book Entries ==
Select import file
File name: || E Browse...
Format: [Comma Separated Value (7)) x| I postext
Type of mport Error handing n
& Companies { Individuals & Display each error
¢ Contacts ¢ Wirite errors to file :l Cancel

The Select Fields for Import dialog box opens.
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E In the Available Maximizer fields column, select the field that
best corresponds to the first field in the Fields from file
<filename> column, and click Add.

Repeat this step until you have mapped all the fields from the
source file to Maximizer fields.

@_To exclude a field from being For example, if the first field in the right column is First Name,
imported into Maximizer, add select First Name from the Available Maximizer fields.
<Skip Field> to the middle

column for that field position. The fields listed in the Available Maximizer Fields column is

slightly different, depending on whether you selected

Companies/ Individuals or Contacts as the Type of Import in step
3.

E To convert text that is in capital letters (uppercase) into mixed
case, select the Convert to name case option.

Many comma-delimited data files use the first line as a column
header. To exclude the first line from being imported, select the
Do not import first record; it is a header option.

@You can save the field E Click Import.
mapping for reuse by clicking
the Catalog button.

Select Fields for Import ==

Avalable Maximizer fields: Order of Import Fields from file
= Field Number 13: CRM_Contacts.csv:

Phone 3 Description = ‘Account Manager 1. First Name
Phone 3 Extension Address Line 1 2. Last Name
Phone 4 Address Line 2 3. E-mail Address
Phone 4 Description Category 4, Mabile Phone
Phone 4 Extension = 3 |ty 5. Personal Web Page
Reparts To Country 6. Business Street
Sales\Annual Sales E-mail Address 7. Business City
Sales\First Contacted Date <-Remove | |FirstName 3. Business Postal Code
Sales| ast Visit Full Name 3. Business State
Sales\Primary Interest Phone 1 10, Business Country
Securi Position 11, Business Web Page
Web Site Salutation 12, Business Phone
Wine Preferences\Cabernet Sauvignon = 13, Company
Wine Preferences\Chablis 14, Job Title
Wine Preferences|Chardonnay
Wine Preferences\Chianti
Wine Preferences\Fume Blanc
Wine PreferencesMeriot
Wine Preferences\Pinot Blanc
Wine Preferences |Pi
\Wine Preferences\sh 7
Wine Preferences|Sp ine

I~ Convert to name case [~ Do not import first record; it is 2 header Import | Cancel | Catalog |

The data from the source file now imports into Maximizer.

E Repeat this procedure a second time to import the second tier,
except select Contacts instead of Companies / Individuals as
the Type of Import in step 3.
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Importing from Other Contact Managers

@ Always back up the Address
Book before importing.

The instructions below describe importing data from a contact
manager other than ACT! or GoldMine. For information about
importing from ACT! or GoldMine, refer to page 259.

» To Import Contacts from another type of contact
management database

n From the File menu, select Import > Other Contact Manager
Database.

The Import Databases dialog box opens.

E From the List files of type drop-down list, select the file format
of the database you are importing.

B Locate the file you are importing. If the file is a network file, click
the Network button or use the Drives drop-down list to access
the network drive.

n In the Import Options group box, select the options you want
to include. Depending on the type of database you are
importing, some of these options may not be available.

E If you are importing a character delimited text file, you must
specify a Date Format.

To do so, click the Date Format button, select the date format
used in the source file, and click OK.

E If you are importing a .txt or .prn file, you must also specify the
character used as the field Delimiter in the import file.

Click the Delimiter button, select the delimiter type, and click
OK.
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In the Duplicate handling group box, select one of the options
to specify what Maximizer should do when it encounters
duplicate Address Book entries, and click OK.

Import Databases

Fisams: Directories:
& o [ ok |
[CRM Cortacts csv e\archives ii =
: =% =1
) 5 Archives I
List files of typs: Drives:
[csv resv) | [ = e New volume =] Network.
Import options Duplicate handing
F i:‘ﬂ = Wf’;’ Date Format. E ' 1.Do not checkfor dupicates
v t _—
SR ELE " 2 Combine Address Book entries with
[ Make saltation the same name
¥ Receive mai " 3 Reject duplicate records

The Select Fields for Import dialog box opens.

E In the Contact fields or Address Book entries fields lists,
select the field that best corresponds to the first field in the
Fields from file <filename> column, and click Add. Repeat

this step until you have mapped all the fields from the source file
to Maximizer fields.

@_To exclude a field from being For example, if the first field in the right column is First Name,
imported into Maximizer, add select First Name from the Contact fields or Address Book entries
<Skip Field> to the middle . .
column for that field position. fields list.

Use Contact fields to create Contacts for Companies or
Individuals.

Use Address Book entries fields to create Company or
Individual Address Book entries.
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E Click Import to begin the import process.

Select Fields for Import
Contact fields

Finot Giis [Contact]
Pinct Noir [Cortact]
Finat Noir [Cortact]
Port blend [Contact]

Prefemed Language [Con,
Frice List Distribution [Cor
Primary Interest [Contact]
Froduct [ 1

Proma ls act] T

Finct Blanc [Contact]  »

E Order of mport:

impot | Field Number 14

Fislds from file
CRM_Contacts.csv:

First Name [Cortadt]

Cancel Last Name [Contact]

Email 1 Desc. [Contact]
l:l Fhone 2 [Cortiact]
< Skip Field > [Cliert]
Address Line 1 [Client]
<-Remove | |Cty [Client]

Zp/Fostal Code [Cliert]
State/Province [Clisrt]

7. First Name

2. Last Name

3. Email Address

4. Mobie Phene

5. Personial Web Page
6. Business Street

7. Business Ciy

8. Business Fostal Code
9. Business Stats

Courtry [Clirt] 10. Business Courry
i Web Ste [Cliert] 11. Business Web Page
Addreme Book erares feids I Rw; P Phene 1 [Ciiert] 12. Eusiness Phone
a Company./Crganization [Clier |13. Compary
Caret [Client] = Pusixm Coniaci] 14. Job Tile
Collatersl [Ciert] Soe

Cortiact How? [Client]
Contract Expiry [Clisnt]
Cortract Expiry [Cliert]
Contract Number [Client]
Cortract Number [Cliert]

Save

Customer Interests [Client ~

Once Maximizer imports the data from the import file, the
Conversion Completed or Import Completed message box
displays the number of fields read, imported, skipped, failed,
merged and the number of records with associated import
warnings.

The Error Log appears next displaying the location of the import
error message file. If you want to view this file, make a note of
where it is located. Unless the import utility reports that all
records were imported successfully, carefully review the
ERRORLOG.TXT file to identify and resolve import problems.
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Importing Data from ACT! and GoldMine

@ Duplicate Contacts are created
on the second Import of the same
ACT! or GoldMine database.

This section describes the procedure for importing data from ACT! or

GoldMine, as well as the field mapping for data imported into
Maximizer.

Importing Contacts from ACT! 6.0, 2004, or Earlier, or from GoldMine 6.5 or Earlier

@ Always back up your
Maximizer Address Book
before importing data.

@When importing GoldMine
Contacts, GoldMine must be
installed on the same machine
as Maximizer; the Borland
database engine is required
during the import.

>

To import contacts from ACT! 6.0, 2004, or earlier, or
from GoldMine 6.5 or earlier

From the File menu, select Import > ACT! 6.0 or 2004 or
earlier.

Select Import > GoldMine 6.5 or earlier.

The Import Databases dialog box opens. The file type is selected
for you automatically.

Locate the file you are importing. If the file is a network file, click
the Network button or use the Drives field drop-down list to
access the folder.

In the Import Options group box, select the Log Errors to File
option if you want to log any errors that occur during the import
process to a text file.

All other options in the Import Options group box are handled
automatically by Maximizer.

Specify how you want duplicate records handled, and click OK.

If duplicate records are found in the data, the option you select
here determines whether or not duplicate records are combined.
They will be added to the Address Book.

Maximizer requires that each Address Book entry be assigned a
unique Address Book entry ID. If the import record contains an
Address Book entry ID that is the same as an existing Maximizer
Address Book entry or Contact, the Address Book entry ID of the
imported entry is automatically changed when that entry is
added to Maximizer and this action is recorded in the import
error message file.

Click OK to begin the Import process.

During the import process, a status indicator appears on the
screen. Click Cancel if you want to halt the import process.
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@ The Errorlog.txt file appears in
the same folder as the import
file. Unless the import utility
reports that all records were
imported successfully, carefully
review the ERRORLOG.TXT file
to identify and resolve import
problems.

E Once the data is imported, the Conversion Completed or Import
Completed message box displays the number of fields read,
imported, skipped, failed, or merged, and the number of records
with associated import warnings. Click OK to close the message
box.

Importing from ACT! 2005-2008 or ACT! Premium for Workgroups 2005-2008

@ Always back up your
Maximizer Address Book
before importing data.

Because ACT! 2005-2008 and ACT! 2005-2008 Premium for
Workgroups run on their own SQL instance, the following steps must
be performed to import data from them.

» To import from ACT! 2005-2008 or ACT! Premium for
Workgroups 2005-2008

n Back up your ACT! database in ACT!.

The Backup is typically saved to C:\Documents and Settings\<User
Name>\My Documents\ACT\ACT for Win 7\Databases\

E In the Backup folder, there should be a zip file. Open this zip file
and extract the .BAK file that contains the name of your ACT!
database in the filename.

ﬂ The extracted file is a SQL backup. Restore this backup to a
normal SQL 2000 (or greater) server.

See your SQL Server documentation for details on how to restore
backups.

n Once the backup is restored, create a DSN to point to the
database on the SQL Server. For instructions on creating a DSN,
refer to the procedure below.

E Start Administrator.
E Open the Address Book to import the data into.

Select File > Import > ACT! 2005-2008 and ACT! Premium
for Workgroups 2005-2008.

E’ Click OK on the message box.

E Click the Machine Data Source tab, select the DSN you created
in step 4, and click OK.

You will be prompted for your sa password.
nmEnter the sa password, and click OK.

Maximizer begins importing the data.
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» To create a DSN to point to the database on the SQL
Server

n Open Control Panel > Administrative Tools > Data Sources
(ODBC).

E Click the System DSN tab, and click the Add button.
ﬂ Select SQL Server, and click Finish.

n Give a meaningful name and description, select the SQL server
where you placed the restored backup, and click Next.

I sciect the With SQL Server authentication option, fill in the
Login ID as sa, enter the sa password, and click Next.

E Select Change the default database to, select the restored
ACT! database from the drop-down list, and click Next.

Click Finish.

B Click the Test Data Source button to make sure the DSN was
configured correctly.

E Click OK and then OK again to save the DSN.
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Importing from GoldMine 6.7 Corporate Edition (or Earlier) SQL Databases

» To import from a GoldMine 6.7 Corporate Edition
(or earlier) SQL database

@ Always back up your n Start Administrator.
Maximizer Address Book
before importing data. A sclect File > Import > GoldMine 6.7 Corporate Edition or
earlier.

E Click OK on the message box.

n Click the Machine Data Source tab, select the GoldMine DSN,
and click OK.

You will be prompted for your sa password.
E Enter the sa password, and click OK.

Maximizer begins importing the data.

Setting User Passwords and Properties After Import

Note that if a user name contains spaces, the spaces are replaced
with underscores, and the user names are shortened to 9 characters if
necessary. After importing data, you can set each user’s password,
preferences, and properties manually.

» To set user passwords, preferences, and properties

after import

n In Administrator, select File > Users.

E Select the user’s User ID, and click the Password, Preferences,
or Properties button.



ACT! Data Conversion

Chapter 12 | 263
Managing Address Book Data

The following table describes field mapping between ACT! and Maximizer. Before importing data
into Maximizer, export the data from ACT! to a DBF file and use the DBF file for the import.

ACT! 2000 (5.0), 6.0,
2004, 2005, 2006,
2007, or 2008

Company

Contact

Title

Department

Phone
Fax
Mobile
Alt Phone
Ticker
ID/Status

Maximizer

Company

First Name & Last
Name

Position

Department,
Position

Phone 1
Phone 2
Phone 4

UDF Ticker Symbol
UDF ID/Status

Imported?

Yes

Yes

Yes
Yes

Yes
Yes
Yes
No

Yes
Yes

Comments

ACT! Contacts are imported as Contacts in
Maximizer and the basic information about
each Contact such as email address are
imported into the Basic Info tab in the
Address Book entry dialog box. If any of the
information associated with the Contact
cannot be mapped to a Maximizer field in
this tab, the information is imported as
user-defined fields. In ACT!, First and Last
Name belong to the same single field. The
correct names may not be properly
imported into Maximizer. For example, a
Contact ‘Toni Spooner (female)’ in ACT! is
imported into Maximizer as “Toni
Spooner” in the First name field and
“(female)” in the Last name field.

In Maximizer, Department is populated
with the Department information of the
first Contact and the rest in the Position
field separated by comma.

Adds FAX to Extension field in Maximizer.

Adds CELL to Extension field in Maximizer.

Adds UDF to Company.
Adds UDF to Company.
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ACT! 2000 (5.0), 6.0,

2004, 2005, 2006,
2007, or 2008

Address

Address

City

State

Zip

Country

Referred By
Web Site
E-mail Address

Last Result

Assistant
Asst. Title
Asst. Phone

User fields for
Contacts and
Companies

(ACT! 2005-2008 &
ACT! 2005-2008
Premium only)

Maximizer CRM 10

Maximizer

Address

Division

City/Town

St/Co/Prov

Zip/Postcode

Country

UDF Referred By
Website
Email

Creates Table UDF
named “Result”

Creates UDFs for
Contacts and
Companies with the
same name as in the
source database

Imported?

Yes

Yes

Yes

Yes

Yes

Yes
Yes
Yes

Yes

No
No
No
Yes

Comments

First address line in ACT! is imported as
Address 1in Maximizer. Second line goes to
Address 2. Address comes from one of the
Contacts for this Company and if there is no
address, it may end up empty. Alternate
addresses are added to Maximizer from
different Contacts of the Company and
alternate addresses are named by that
Contact. The same address is not added but
renamed by the other Contact. For some
Contacts, the appropriate alternate address
may not be selected.

Division in Maximizer may be populated by
the address line in ACT!.

Imported correctly to main and alternate
addresses.

Imported correctly to main and alternate
addresses.

Imported correctly to main and alternate
addresses.

Imported correctly to main and alternate
addresses.

Adds UDF to Company.
Imported into the Company’s website field.
Imported into the Contact’s email field.

Adds Company Table UDF with
corresponding items selected for each
Contact.

These fields can be renamed and can be
changed to different field types. Any fields
that are of MEMO type or are more than
120 Characters are converted to Notes in
Maximizer.



ACT! 2000 (5.0), 6.0,
2004, 2005, 2006,
2007, or 2008

User 1...User 15
(ACT! 2000 (5.0), 6.0,
or 2004 only)

Users

Notes

Schedule Call
Schedule To-do

Schedule Meeting
Notes Attachments
Document

Groups

Sales/
Opportunities

History

(ACT! 2005-2008 &
ACT! 2005-2008
Premium only)

Maximizer

Creates UDFs named
"Details Field 1”...
“Details Field 15"

Users

Notes

Hotlist Task

Appointments
Notes Attachments
Document

Groups

Opportunities

Notes

Imported?

Yes

Yes

Yes

Yes

Yes
No
No
No
No

Yes
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Comments

Adds UDFs to Company. Some UDFs that
belong to some different Contacts in ACT!
may be lost.

ACT! users are imported into Maximizer as
users. Passwords are set to “maximizer” if
the import was done using a DBF file. Users
are displayed in the Administrator’s Users
dialog box which may be accessed by
selecting File > Users.

If a user name contains spaces, the spaces
are replaced with underscores, and the user
names are shortened to 9 characters if
necessary.

By default, passwords for users are set to
“maximizer”. Passwords can be changed
manually for each imported user.

The Duration information of a task in ACT!
is imported as “Prior to task” in Maximizer.
The Company name of some conflicting
tasks may not be preserved.

Recurring appointments are not imported.

Each entry from the History tab in ACT!
becomes a Note in Maximizer.

265
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GoldMine Data Conversion

The following table describes field mapping between GoldMine and Maximizer.

Note that Action, Call, and Appointment notes in GoldMine 6.0 may be in HTML format. When you
import these notes into Maximizer, they contain HTML tags.

GoldMine
5.x, 6.0, & 6.5, & 6.7

Company

Contact
First Name Initial
Last Name

Title

Dept

Asst
Source

Address

City

State

Zip

Country

Phone 1-3

Fax

Maximizer

Company

First Name Initial
Last Name

Position

Dept.

Assistant (UDF)
Contact type (UDF)
Address1 & Address2

City/ Town

St/Co/Prov

Zip

Country

Phone 1-3
Phone 4

Imported?

Yes
Yes

Yes

Yes

Yes
Yes
Yes

Yes

Yes

Yes

Yes

Yes

Yes

Comments

GoldMine’s Contact field contains (First
Name) (Initial) (Last Name) separated by
spaces. In Maximizer, appropriate fields are
populated accordingly.

In Maximizer, Dept. is populated with the
department of the main Company’s
Contact.

Adds UDF to Contact record.
Adds UDF to Contact record.

Address from the main Contact becomes
the main Company address. The first line in
the Address field from GoldMine goes to
Address1 in Maximizer. The second line
goes to Address2. The third line from
GoldMine is NOT imported.

Alternate Addresses in Maximizer are
created from the addresses of the Contact
from the Contacts tab in GoldMine.
Appropriate Alternate Addresses are
selected for imported Contacts.

Imported correctly to main and alternate
addresses.

Imported correctly to main and alternate
addresses.

Imported correctly to main and alternate
addresses.

Imported correctly to main and alternate
addresses.

Appropriate extensions are imported.

Adds FAX to Extension field in Maximizer.



GoldMine
5.X, 6.0, & 6.5, & 6.7

E-mail

Web Site
Contact Type
Business
Interest
Accnt Mngr
Open

Summary

Role

Status
Account Type
Account Size
No. of Users
Key Interest
Competitor
Platform

Notes

Documents

Users

Details

Maximizer

Email

Website
Contact Type
Business
Interest
Accnt Mngr
Open

Note

User role
Purchase Status
Account Type
Account Size
Users

Key Interest
Competitor
Platform

Note

Document

Users

Notes

Imported?

Yes

Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes

Yes

No
Yes

Yes
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Comments

Email address of the main Contact is
imported.

Email addresses of Contacts from the
Contacts tab in GoldMine are also
imported.

Imported to main Contact record.
Adds UDF to Contact record.
Adds UDF to Contact record.
Adds UDF to Contact record.
Adds UDF to Contact record.
Adds UDF to Contact record.

A note containing details from the
Summary tab is created for the Company.

Appropriate UDFs are created in Maximizer
and populated with proper values.

A note is created for the Contact in
Maximizer and contains all the notes from
the Notes tab in GoldMine.

GoldMine's users are imported into
Maximizer as users. Users are displayed in
the Administrator’s Users dialog box, which
is accessible through the File > Users menu.
If spaces are included in a user name, the
spaces are replaced with underscores, and
the user names are shortened to 9
characters if necessary.

By default, passwords for users are set to
“maximizer”. Passwords can be changed
manually for each imported user.

For every detail, a note is created. Details
are referred to as Profiles in the notes.
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GoldMine

5.x, 6.0, & 6.5, & 6.7 | Maximizer Imported? | Comments

Pending Hotlist Task Yes Each entry from the Pending tab in
GoldMine is imported as Hotlist task in
Maximizer.

Calendar Hotlist Tasks Yes Calls and Activities from GoldMine's
Calendar are imported as Hotlist tasks in
Maximizer.

Referrals Notes Yes A note is created for every Referral.
Referrals are called References.

History Notes Yes Each entry from the History tab in
GoldMine becomes a Note in Maximizer.

Members No

Tracks No

Links No

Opptys No

Projects No

Partner Notes Yes Limited information is imported.

Field Mapping for Outlook
The following table describes the field mapping that is used in
Outlook Synchronization.

@ For more information on
Outlook Synchronization, refer

to " Configuring Microsoft Microsoft Outlook Maximizer

Outlook Synchronization” on

page 89. Appointments
Subject Subject
Start and End time date Date
Start time Start time
End time End time
Reminder Alarm time
Toggle alarm Toggle alarm
Importance Priority
Private Private
Location Location
Note (text box) Note (text box)

Tasks



Microsoft Outlook

Due date
Alarm time
Subject

End time
Reminder set
Priority
Private
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Maximizer

Date
Time
Activity
End time
Alarm set
Priority
Private

Transferring Entries between Address Books

@ Encrypted user-defined fields Importing refers to copying data from an external database into a

cannot be transferred or
exported to another Address

Maximizer Address Book. However, transferring refers to copying

Book. data between Maximizer Address Books. Transferring data is ideal
for merging Address Books together and sharing entries and setups.

Entries cannot be transferred using Administrator. You must use

Maximizer.

Transfer rights can be set on a per-user basis, although some field

transfer options apply to all users.

What Happens During a Transfer?

Once you start a transfer, Maximizer uses the following rules to
determine which records to copy from the source Address Book into

the target Address Book:

¢ Address Book entry IDs: If an Address Book entry ID number
from the source Address Book does not exist in the target
Address Book, the Address Book entry is inserted into the target

Address Book.

@ Note that each Address Book ¢ Address Book entry names: If the Address Book entry ID
entry has a unique ID. number from the source exists in the target Address Book,
Maximizer compares the source and target Address Book entry

names.

If the names are different, Maximizer changes the ID number in
the target Address Book and inserts the entry as a new Address

Book entry.

If the Address Book entry names are the same, they are
considered to be duplicate entries. In this case, Maximizer
merges duplicate Address Book entries in the target Address

Book.
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¢ Date and Time: Maximizer also checks the date and time of the
record. It will not overwrite data in the target Address Book that
has been modified more recently than the data in the source
Address Book.

Transfer Address Book Entries

@ For more information about
transferring other information
such as column setups, see the
online help.

@ To see if you have transfer and
export rights, go to File >
Users (select your user ID) >
Properties > Access Rights.

By default, when you transfer Companies or Individuals, the
following are included: all associated Contacts, user-defined fields,
notes, files, appointments, Hotlist tasks, and opportunities.
Encrypted user-defined fields cannot be transferred.

» To transfer Address Book entries

n In the Address Book window in Maximizer, select the entries to
transfer.

E Select File > Transfer > Address Book Entries.

ﬂ Select Direct Address Book Access or Email as the transfer
method.

n If you have chosen to transfer your Address Book entries using
Direct Address Book access, select the target Address Book
before clicking OK.

Transfer ==l

_ &
ddress Book access:

Cancel
Direct Address Book access

Available target Address Books:

" Email

Escona Sales
Escona Tutorial
General

Location of target Address Book:

A login dialog box appears.

E Type your User ID and Password to log into the target Address

Book, and click OK.

The Transfer Address Book Entries dialog box appears.
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E Select the Transfer options.

For example, you can choose whether to include user-defined
fields, documents, notes, appointments, Hotlist tasks, and
opportunities.

Enter a Message to log to notes to be logged for each Address
Book entry affected by the transfer in the source Address Book,
if necessary.

E’ To set the advanced options, click the Advanced button.
See the F1 help for more information on each available option.
E Click OK to begin the transfer.

When the transfer is complete, the Transfer Summary displays
the results of the transfer.

If you chose to email the data, Maximizer prepares the transfer
file (with an .MET extension) as an email file attachment and
displays the Compose Mail Message dialog box.

nm(Applies to Email transfer only.) Enter the email address
where you would like the transfer sent. See the Maximizer
online help topic, Receiving Maximizer Data by Email, for
detailed instructions on receiving a transfer by email.

Transfer Address Book Entries ==
Transfer options = 3
I tndude e defed ks =1
[¥ Include documents Cancel
¥ Indude potes E
Advanced...

¥ Include appointments
¥ Include hotist tasks
-

¥ Include opporturities

Source Address Book log aptions

Message to log to notes : ﬂ

Target Address Book log options
¥ Log transfer resuits to notes

Transfer Summary Reports and Logging

Each time you transfer Address Book entries, Maximizer displays a
transfer summary report. The report indicates the number of data
items inserted, modified, bypassed, and deleted. It also displays the
transfer setting used and other related information. You can print
this report for your records.

As well, for each Address Book entry updated in the target Address

Book, Maximizer can optionally add a note. The note summarizes the
fields that have been added, changed, and deleted. This feature can
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also be used if you want to find the data that has been added or
modified. After a transfer, simply do a search by notes.

Adjusting Address Book Transfer Settings

@ Only the MASTER user can
modify protection on fields.

You can set the options for transferring information between the
open Address Book and other Address Books. Some of these are
system options, which apply to all users; others are user-specific
options, which apply to the selected user only.

Regardless of a user's transfer settings, encrypted user-defined fields
cannot be transferred or exported to another Address Book.

» To adjust transfer settings for one user or all users

n Select File > Users.

E Select a user, and click Preferences.

ﬂ Click the Transfer tab.

n In the Protect fields from update list, double-click any fields
you don't want included in the transfer.
e System field transfer options apply to all users.

¢ User specific field options apply to the selected user only.

E In the Transfer options group box, set your transfer
preferences.

E In the Advanced options group box, set your advanced
transfer preferences, which are described below:

e The Overwrite duplicates option overwrites the target
Address Book entry with source Address Book entry
information when duplicate records are found.

¢ The Use record modify flag option sets a flag to "on"
when an Address Book entry is added or modified. Maximizer
uses it as an internal check to determine if the Address Book
entry has been modified since the last transfer.

¢ The Reset record modify flag option resets the record
modify flag back to null (not modified) for each transferred
record.

If you don't want Maximizer to add a note for every Address
Book entry that is added or updated in the target Address Book,
clear the Log transfer results to notes checkbox.

EJ click oK to finish.
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Converting Embedded Documents to Linked Documents

@® note that a converted Address Maximizer has a built-in utility in Administrator for converting
E4°0°0k05,'\268)ca“"°t exceed 4 GB embedded documents to linked documents. This allows you to

manage the size of your Address Book.

If necessary, you can move your linked documents from one location
to another.

» To convert embedded documents to linked
documents

n In Administrator, select File > Document Administration >
Convert Embedded Documents.

Document Conversion ==

Document Conversion

You may reduce your database size by converting embedded docments to linked
documents stored in a local or network shared folder. Note: the converted
database size cannot exceed the limit of 4000 MB.

¥ Eonvert embedded Documents

- o =
[ Convert Documents if larger than: | [

I™ Convert Documents if older than: ! j Day(s

[ Shrink database when completed

Link Folder: | ]

Nate: It is strongly recommended that you use a full UNC path
- .9. \\[server name]\Documents folder\maximizer.doc - for
sharing documents with multiple warkstations.

Current database size: 14 MB.
Approximate database size with current settings: 14 MB, Recalaate

E Select the Convert embedded documents option.

E Specify the document size and age limits. If these values are left
as zeros, all embedded documents regardless of size/age are
converted to linked documents.

n Optionally, select the Shrink database when completed
option. This reduces the size of the Address Book once the
conversion is complete. If you haven’t chosen to convert your
embedded documents, this reduces the size of the Address Book
by removing any unused space.

E Specify the folder in which linked documents will be stored in
the Link Folder field.

You should use the full UNC path as the location. For example,
enter \[computer name]\Linked Documents\. To ensure the
correct UNC path is used, browse to computer and folder where
the linked documents are to be stored.
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E Click the Recalculate button after revising the conversion
settings to estimate the size of the Address Book with the
revised settings.

» To modify the location of linked documents

n In Administrator, select File > Document Administration >
Move Linked Documents.

Modify Lecation of Linked Decuments ==
Move Linked Documents
From folder: | Browse...
To folder: | Bromse...

E Specify the folder where the linked documents were previously
stored in the From folder.

E Specify the new folder where the linked documents will be
stored in the To folder.

You should use the full UNC path for both folders.
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Purging Outdated Notes and Documents

After a long period of activity, you may want to delete outdated
notes and documents using Administrator’s purge feature.

When you purge notes, you must specify the note types to delete.

Note Type

Accounting

Email

History

Mail-out

Manual

Opportunity

Other

Phone calls

Tasks

Timed notes

Transfer log

Creation Method

Created by Accounting Link Designed for use with
QuickBooks. Applicable only if Accounting Link is
installed.

Notes created in the Address Book window when
you send an email to one or more Address Book
entries.

Created when opportunities are added or changed.
History notes can be printed or searched only from
these windows.

Created when users print labels, envelopes, or letters
using the Maximizer Word Processor's merge

feature. Mail-out notes are also created when users
send an email to more than one Address Book entry.

Added manually to the Notes window.

Created in the Address Book window when
opportunities are added or changed. Opportunity
notes can be printed or searched only from the
Address Book window.

Third-party or custom notes created by the
administrator.

Created when you dial a phone number, or log a
received call.

Created when appointments or Hotlist tasks are
scheduled or completed.

Created when the Timer is used while writing a note.

Notes logged when Address Book entries are
transferred between Address Books.

The purge command deletes all notes, with the exception of other
user’s private notes (unless the user purging the notes has rights to
delete other users’ notes), in the specified date range for all Address
Book entries in the open Address Book. You should back up the
Address Book before purging notes.
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>» To purge notes

n In Administrator, open the Address Book you want to clean up.
E Select File > Purge > Notes.
E Specify a date range.

Maximizer deletes notes dated between the specified dates.

n Select the type(s) of notes to delete, and click OK.

» To purge documents

n In Administrator, open the Address Book you want to clean up.
E Select File > Purge > Documents.
E Specify a date range.

Maximizer deletes documents dated between the specified
dates.

n If you want to purge private documents belonging to other
users, select the Delete other users’ private documents
option.

E Click OK.
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Using Log Files for Diagnosis

One of the most powerful tools in diagnosing a Maximizer
installation is the automated logging feature. Maximizer supports
logging for a number of server and client components.

You can control the amount of detail that is logged for various
modules. The range of logging levels is 0 through 7:

e 0=logging disabled
e 1 =least detailed
e 7 =most detailed

You can also control the frequency in which the log files are purged
and if the information is sent to the Windows event log.

Logs are written into the default folder “\Program
Files\Maximizer\Logs”. You can define logging preferences in
Administrator and Maximizer. These preferences control the
following registry keys.

Component | Registry Key Log File
Maximizer HKEY_LOCAL_MACHINE\SOFTWARE\ | AMGR_yyyymmdd.log
(AMGR) Maximizer Software\Maximizer\

Modules\AMGR
Administrator HKEY_LOCAL_MACHINE\SOFTWARE\ | ADMN_yyyymmdd.log
(ADMN) Maximizer Software\Maximizer\

Modules\ADMN

» To set logging preference values

n In Administrator or Maximizer, select File > Preferences.
E Select the Diagnostic tab.

ﬂ If you want logs for all modules saved in one specific location,
specify a default folder where your log files will be saved. If you
don't specify a location in this field or a location per module,
logs are saved in the Logs folder where Maximizer is installed
(e.g., Program Files\Maximizer\Logs).

n Select a module from the Preferences for this module drop-
down list.

E If you want logs related to a module saved in a specific location,
specify a folder in the Module log folder field.

E Select a logging detail level from the Maximizer log level
drop-down list.

Set your other logging preference values such as the frequency
logs are purged. By default, logs are purged after 5 days.
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B Repeat the previous steps to configure logging for any other
module(s).

E] ciick ok.

Preferences - Lou Jones ==
Labels | Reports |  Fx | Emal | Outlook Synchrenization
System Defautts | Loggng | Fomat | Calendar/Hotist | Dialing | Trensfer |  Envelopes
MaxMobile Settings | Prirting to HTML Diagnostic Overview Pags

‘Windows folders for Maximizer logging and cument Maximizer installed location

Log folder: | E’ J

Installed folder: [C:\Program Files\Maximizer'

Modus level preferences
Freferences for this medule: [Maxmizer (AMGR) -
Module log folder: \
Masdmizerlog level: [0 - Disabled -

I~ Tuncate Maxmizer log
¥ Pugelogfiesafter |5 days
[~ Wite to the Windows evert log

NOTE: All the above settings apply only to the local machine where this application is
accessed

aK Cancel

Maximizer Email Service Log Files

The Maximizer Email Service log files store the following codes:
e 1 =Initialization or database connection problem
e 2= Not used

e 3 = Exception (other error code)

Samples and explanations of both Maximizer Email Service log
files are included below.
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® HTML reports can be opened The Reports menu in Administrator enables you to quickly create a
easily in Microsoft Excel, number of reports about the open Address Book, as described below.
where you can edit the data as
required.

Report Information Reported
User ID List e Total number of users in the Address Book

User-Defined Fields

e Total number of security groups in the
Address Book

For each user in the Address Book:

e User ID

¢ Display Name

e First and Last Name

e Phone number

e Email Address

e Maximizer Login Enabled/Disabled status
e User's Roles (Access Rights)

For each security group in the Address Book:
e Group Name

e Group ID

e Group members

e Folder (if applicable) and field name

¢ Type of entry the field is applicable to
(Company, Individual, Contact,
Opportunity, or User)

e Full Access and Read Access

¢ Type (Table, Date, Alphanumeric,
Numeric)

e Creator

¢ Requested by

e Description

e Attributes

e Items in Table user-defined fields

e Usage count (only if Show Usage Count
checkbox selected in Print Report dialog
box)
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Report Information Reported

Address Book Summary | Total number of each of the following types
of entries in the current Address Book:

® Users
e Security groups
e Companies and Individuals

e Lowest, highest, average, and total
number of contacts per Company and
Individual

e Opportunities (total and per status)

e User-defined fields (total and per type)

¢ User-defined field entries (total and per
type)

* Notes

e Documents

@This report displays on-screen Current Users ¢ Number of licenses in use

rather than printing. To print the .
report, press Alt and Print Screen For each user currently logged into the

to capture the report window to Address Book:
the Windows clipboard, and then

paste it into a word processor or * Username
graphics program . e Computer name

e Date and time logged in

e Maximizer module connected
Licenses installed:

® Product license number (PLN)

e Computer name

e Product

e User count

e Description

e Total number of applied licenses
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“MxzDir.cfg File” on page 282
“Maximizer File Types” on page 284
“Maximizer XML Interface (MXI)” on page 285
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MxzDir.cfg File

The MxzDir.cfg file contains various global settings, which apply to all Address Books on the server,
and Address Book-specific settings. The settings listed are for reference only. Maximizer performs
all configuration during the installation. Each of the settings is described below.

Table 1

Setting

DB_SERVER
DB_SYS_TYPE
USE_UNIFIED_LOGIN

ENCRYPTION_TYPE

BTI_PATH

COMMON_WORKSPACES

Install Path

Maximizer Server Setup

Maximizer Server

Server Path UNC

Global Settings in MxzDir.cfg File

Description

Name of the database server.
The type of database.

This entry enables or disables the “Trusted Connection” login security.
0 = disabled
1 = enabled

The type of encryption:
0 = standard

1 = no encryption

2 = BLOWFISH40

Defines the UNC location of the “Maximizer\Address Books" folder on
the Maximizer Main Server. The “Address Books” folder is usually
shared as “EAddress Books”, so that in a typical installation the UNC
path would be “\\<servername>\ EAddress Books".

Defines the Maximizer Address Books that are to appear in the Address
Books list when you are opening an Address Book. The Address Book
names should be separated by a comma, as in “COMMON_
WORKSPACES=Address Book1,Address Book2,Address Book3". Each
Address Book listed here should have a corresponding section in the
MxzDir.cfg file. For example “Address Book1” would have a “[Address
Book1]" section.

The local path of the Maximizer program folder on the Maximizer
Application Server.

The Maximizer series number installed on the Maximizer Application
Server. This value is set by the installation program.

This entry is the network machine name of the Maximizer Server.

Refers to the UNC path of the “Maximizer\ ServerShared” folder. The
"ServerShared” folder is shared as “MaximizerServer” during a
Maximizer installation. For example, a typical installation would have
the entry “Server Path UNC=\\<servername>\ MaximizerServer".
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Table 2 Address Book Settings in MxzDir.cfg File

Setting

DB_SYS_TYPE
DB_SERVER

DB_NAME

DB_USERFRIENDLY_NAME
SERVICE_WORKSPACE_PATH

Description

The type of database used for the Maximizer Address Book.

The network machine name of the computer that hosts the Maximizer
configuration file (MxzDir.cfg).

The actual name of the Maximizer database. It can be different from
the display name.

Path to the Address Book.
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Maximizer File Types

The following table lists the extensions of file types created in the
registry during the Maximizer installation.

Extension

.MDE

.MEC
.MET

.MXD
.MXI
MTI

Application

MaxWin.exe

ecMecim.exe

MaxWin.exe

MaxWord.ter
MaxWin.exe

MaxWin.exe

Comment

Maximizer Data Exchange file used by
email transfer (prior to version 7 — now
.MET)

OrderDesk'’s order data file

Maximizer Email Transfer files (version
7 and higher)

Maximizer Document extension
Maximizer XML format data file

Maximizer Transfer Interface (CSV
format data file — elaborate or skip CSV
altogether; manual says EDI, flags, etc.)

The following table lists the extensions of file types used by
Maximizer. These file types have no association in the registry.

Extension

.ETF

Application

MaxWord.ter

Comment

Template files used by MaxWord

The following table lists the extensions of file types created in the
registry during the ecBuilder installation.

Extension

.MBD

Application

ecBuild.exe

Comment

ecBuilder project data file
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Maximizer XML Interface (MXI)

Maximizer enables you to import Address Book entries from
Maximizer or other applications using XML. If the records were
exported from Maximizer in MXI (Maximizer XML Interface) or XML
format, you can import them back into Maximizer directly. However,
to import records from other applications in XML format, you must
ensure that the XML file conforms to the Maximizer XML schema.
The Maximizer XML schema file is named MXISchema.xsd and is
installed with Maximizer in the ..\Program Files\Maximizer directory.
The schema describes the XML elements and attributes used to
identify records and fields for importing data into Maximizer.

After you have converted your data to XML format and it has been
validated against the MXISchema.xsd, you can use the Advanced
Import feature available in both Maximizer and Administrator to
import this data into an Address Book.

The following pages provide detailed information about the
Maximizer XML schema elements and attributes. The names of and
relationships between the elements correspond to the Maximizer
Address Book fields, with a few exceptions. Several elements are
named “Detail...”. These elements correspond to user-defined fields:

e DetailDef = definition of a user-defined field

¢ DetailDate = date user-defined field

e DetailNumber = numeric user-defined field

¢ DetailString = alphanumeric user-defined field

e DetailList = single-value table user-defined field

¢ DetailListMulti = multiple-value table user-defined field

The following sections outline the tree-structure hierarchy of
Maximizer XML elements. The first section outlines just the top-level
elements, and the following sections outline the elements below the
top-level. Mandatory elements are shown in bold, and are
mandatory only if their parent element is used.

For further details about the properties of each of the elements,
refer to “Element Details” on page 294.
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Top-Level Elements

The <AllData> element is the root element, which contains the
following elements, which contain all other elements. For specific
information about each of the elements, refer to the appropriate
section on the following pages.

<AllData>

<ImportOptions>

See next section on this page.
</ImportOptions>
<DetailDef>

Refer to page 289 for sub-elements.
</DetailDef>
<Individual>

Refer to page 290 for sub-elements.
</Individual>
<Company>

Refer to page 291 for sub-elements.
</Company>

</AllData>

<ImportOptions> Elements

The <ImportOptions> element and its sub-elements describe how
Address Book entries should be imported.

<ImportOptions>
<ClientldGeneration></ClientldGeneration>
<LogFile></LogFile>
<Loglevel></LogLevel>
<ClientOptions>
<MatchMode></MatchMode>
<MatchDetail></MatchDetail>
</ClientOptions>
<ContactOptions>
<MatchMode></MatchMode>
<MatchDetail></MatchDetail>
</ContactOptions>
</ImportOptions>

The following table describes the values of each of the
<ImportOptions> elements.
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The valid values for each element are listed in the Value column. The Equivalent Field column
identifies the field in the import dialog boxes that sets the same import option.

Element Name

Valid Values

ClientldGeneration Setting

LogFile

LogLevel

ClientOptions
ContactOptions

System

File

n/a

n/a

Equivalent Field(s)
in Maximizer

Follow system setting

Always system
generated

Use values from the
import file

Log File
n/a

Errors
Info
Trace
n/a

n/a

Description

If the imported Address Book entry
contains a Client ID, it uses the Client ID
of the imported entry.

If the imported Address Book entry does
not contain a Client ID, and the “System
to assign Address Book entries’
IDentification field values” setting is
turned ON, it creates a new Client ID for
the imported Address Book entry.

If the imported Address Book entry does
not contain a Client ID, and the “System
to assign Address Book entries’
IDentification field values” setting is
turned OFF, the Address Book entry will
fail to import.

Creates a new Client ID for each
imported Address Book entry.

Uses the Client IDs of the Address Book
entries being imported.

Path and filename where the log file
should be saved (e.g., c:\folder\file.log).

Do not log (leaving this element value
blank has same result).

Log errors only.
Log record additions and field changes.
Record all details (very large log file size).

Client Options apply to Company and
Individual Address Book entries; Contact
Options apply to Contact Address Book
entries. Client Options and Contact
Options are defined in the nested
<MatchMode> and <MatchDetail>
elements.
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Element Name

MatchMode

MatchDetail

Maximizer CRM 10

Valid Values

Alwayslnsert

Name

Detail

Equivalent Field(s)
in Maximizer

Address Book entry
update options/
Contact update options:
Always insert

Address Book entry
update options/
Contact update options:
Use IDentification field
to match entries

Address Book entry
update options/
Contact update options:
Use Name field to match
entries

Address Book entry
update options/
Contact update options:
Use this user-defined
field to match entries

Address Book entry
update options/
Contact update options:
Use this user-defined
field to match entries

Description

Inserts all Company, Individual, and
Contact records from the import file and
does not match imported records to
existing records. Duplicate entries may
result.

Uses Address Book identification values
as the criteria for matching records. For
Company and Individual records, this
option uses the Client ID field to match
entries. For Contact records, this option
uses the Client ID and Contact Number
fields to match entries.

Company records will use the Company
field, and Individual and Contact records
will use the Last Name field as the criteria
for matching records.

Specifies an alphanumeric user-defined
field to use as the criterion for matching
records. Only Address Book entry user-
defined fields that apply to the
applicable record type appear in this list.

Name of the alphanumeric user-defined
field to use to match entries when
MatchMode is set to Detail.



<DetailDef> Elements

Attribute
Name

Type

Cases

Companies

Individuals

Contacts

DateAnnual

RetainYear

Hotlist

Length

Data
Type
string

string

string

string

string

string

string

string

integer

integer

Valid
Values
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The <DetailDef> element and its sub-elements describe the user-
defined field definitions. If the user-defined field includes a
description, it appears in the <Description> element. If it is a table
user-defined field, the table items each appear in the <Listltem>
elements.

<DetailDef Name="" Type="">
<Description></Description>
<Listltem></Listltem>
</DetailDef>

Much of the information about the user-defined field is stored in the
element’s attributes, which are described in the following table.

Description

Name of the user-defined field.

Multiple Indicates the type of user-defined field:

Single
Date
String

Number

No
Yes

No
Yes

No
Yes

No
Yes
Yes

Yes

1

e Multiple = Table user-defined field that allows selection of
multiple items.

¢ Single = Table user-defined field that allows selection of single
item only.

e Date = Date user-defined field.
e String = Alphanumeric user-defined field.
e Number = Numeric user-defined field.

This attribute also applies to the <Detail> elements within other
elements.
The maximum length of the Type attribute is 80 characters.

Indicates whether the user-defined field can be assigned to Cases.

Indicates whether the user-defined field can be assigned to Company,
Individual, or Contact Address Book entries.

Applies to Date user-defined fields only.
Yes = Annually recurring event.

Applies to Annually Recurring Date user-defined fields only.
Yes = Retain year in annually recurring dates.

Applies to Date user-defined fields only.
1 = Create Hotlist task.

Applies to Alphanumeric user-defined fields only. Indicates the
maximum length of the field value.
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<Individual> Elements

The <Individual> element describes an Address Book entry for an
Individual. Mandatory sub-elements are shown in bold.

<Individual>
<ContactNo></ContactNo>
<FirstName></FirstName>
<LastName></LastName>
<Initial></Initial>
<MrMs></MrMs>
<Title></Title>
<Salutation></Salutation>
<Phone>
<Number></Number>
<Extension></Extension>
<Description></Description>
</Phone>
<Email>
<Address></Address>
<Description></Description>
</Email>
<Department></Department>
<Division></Division>
<ReportsTo></ReportsTo>
<AssignedTo></AssignedTo>
<Category></Category>
<DoNotSolicitBy></DoNotSolicitBy>
<Website></Website>
<Created></Created>
<LastModified></LastModified>
<SalesLead></SalesLead>
<Address>
Refer to “<Address> Elements” on page 293.
</Address>
<DetailDate Name=""></DetailDate>
<DetailNumber Name=""></DetailNumber>
<DetailString Name=""></DetailString>
<DetailList Name=""></DetaillList>
<DetailListMulti Name="">
<Value></Value>
</DetailListMulti>
<Note>
Refer to “<Note> Elements” on page 293.
</Note>
<Document>
Refer to “<Document> Elements” on page 293.
</Document>
<ld></Id>
<Firm></Firm>
<Contact>
Refer to “<Contact> Elements” on page 292.
</Contact>
</Individual>
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<Company> Elements

The <Company> element describes an Address Book entry for a
Company. Mandatory sub-elements are shown in bold.

<Company>
<ld></Id>
<Name></Name>
<Department></Department>
<Division></Division>
<Phone>
<Number></Number>
<Extension></Extension>
<Description></Description>
</Phone>
<Email>
<Address></Address>
<Description></Description>
</Email>
<Website></Website>
<AssignedTo></AssignedTo>
<Category></Category>
<DoNotSolicitBy></DoNotSolicitBy>
<Created></Created>
<LastModified></LastModified>
<SalesLead></SalesLead>
<Address>
Refer to “<Address> Elements” on page 293.
</Address>
<DetailDate Name=
<DetailNumber Name=""></DetailNumber>
<DetailString Name=""></DetailString>
<DetailList Name=""></DetaillList>
<DetailListMulti Name="">
<Value></Value>
</DetailListMulti>
<Note>
Refer to “<Note> Elements” on page 293.
</Note>
<Document>
Refer to “<Document> Elements” on page 293.
</Document>
<Contact>
Refer to “<Contact> Elements” on page 292.
</Contact>
</Company>

mn

></DetailDate>
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<Contact> Elements

The <Contact> element describes an Address Book entry for a
Contact. This element is nested within the <Individual> and
<Company> elements. Mandatory sub-elements are shown in bold.

<Contact>
<ContactNo></ContactNo>
<FirstName></FirstName>
<LastName></LastName>
<Initial></Initial>
<MrMs></MrMs>
<Title></Title>
<Salutation></Salutation>
<Phone>
<Number></Number>
<Extension></Extension>
<Description></Description>
</Phone>
<Email>
<Address></Address>
<Description></Description>
</Email>
<Department></Department>
<Division></Division>
<ReportsTo></ReportsTo>
<AssignedTo></AssignedTo>
<Category></Category>
<DoNotSolicitBy></DoNotSolicitBy>
<Website></Website>
<Created></Created>
<LastModified></LastModified>
<SalesLead></SalesLead>
<Address>
Refer to “<Address> Elements” on page 293.
</Address>
<DetailDate Name=
<DetailNumber Name=""></DetailNumber>
<DetailString Name=""></DetailString>
<DetailList Name=""></DetailList>
<DetailListMulti Name="">
<Value></Value>
</DetailListMulti>
<Note>

mn

></DetailDate>

Refer to “<Note> Elements” on page 293.
</Note>
<Document>
Refer to “<Document> Elements” on page 293.
</Document>
</Contact>
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The <Contact> element describes the address of an Address Book
entry. This element is nested within the <Individual>, <Company>,
and <Contact> elements.

<Address>
<Description></Description>
<AddressLine1></AddressLine1>
<AddressLine2></AddressLine2>
<City></City>
<StateProvince></StateProvince>
<Country></Country>
<ZipCode></ZipCode>

</Address>

The <Note> element describes any notes for Address Book entries.
This element is nested within the <Individual>, <Company>,
<Contact>, and <Case> elements. Mandatory sub-elements are
shown in bold. The body of the note is stored in the <Text> element.

<Note>
<Date></Date>
<Creator></Creator>
<Owner></Owner>
<Type></Type>
<Text></Text>

</Note>

The <Document> element describes any Documents for Address Book
entries. This element is nested within the <Individual>, <Company>,
<Contact>, and <Case> elements. Mandatory sub-elements are
shown in bold. The body of the document is stored in the <DocData>
element.

<Document>
<Documentld></Documentld>
<Name></Name>
<Date></Date>
<Creator></Creator>
<Owner></Owner>
<Extension></Extension>
<DocData></DocData>

</Document>
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Element Details

The following table lists all the elements in the Maximizer XML schema in alphabetical order and
describes the following properties of each:

Element Name: The name of the XML element. An element name may be listed more than
once if it has different properties depending on its parent element. Most of the element names
correspond to Maximizer field names.

Parent Element(s): The name of the XML element(s) within which the element is nested. If an
element with the same name and same properties may exist within more than one parent
element, all parent elements are listed.

Min. Occur.: The minimum number of times the element must occur within its parent element.
A value of 1 indicates that the element is mandatory, and a value of 0 indicates it is not.

Max. Occur.: The maximum number of times the element may occur within its parent element.
The infinity symbol indicates that the maximum occurrences are unbounded (unlimited).

Data Type: The type of data that may be stored in the element.

Max. Length: The maximum length of the element contents. If this value is blank, there is no
maximum length.

Min. Max. Max.

Element Name Parent Element(s) Occur. Occur. Data Type Length
Address? Email 1 1 string 120
Address? Individual 0 1 none®

Company

Contact
AddressLine1 Address 0 1 string 80
AddressLine2 Address 0 1 string 80
AllData none 1 1 none®
Category? Individual 0 1 string

Company

Contact
City Address 0 1 string 80
ClientldGeneration ImportOptions 0 1 string
ClientOptions ImportOptions 0 1 none®
Company AllData 0 unlimited | none®
Contact Individual 0 unlimited none®

Company
ContactNo? Individual 0 1 integer

Contact
ContactOptions ImportOptions 1 noneP
Country Address 1 string 80



Element Name

Created

Creator

Date

Department

Description?

Description?

Description?

DetailDate

DetailDef
DetailList

DetailListMulti

DetailNumber

DetailString

Division

Parent Element(s)

Individual
Company
Contact

Note
Document

Note
Document

Individual
Company
Contact

Phone
Email

Address
DetailDef

Individual
Company
Contact

AllData

Individual
Company
Contact

Individual
Company
Contact

Individual
Company
Contact

Individual
Company
Contact

Individual
Contact
Company

Min.
Occur.

Max.
Occur.

unlimited

unlimited

unlimited

unlimited

unlimited

unlimited
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Data Type

dateTime

string

dateTime

string

string

string

string

date

noneP

string

none

double

string

string

Max.
Length

80

80

22

80

80

120

80
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Min. Max. Max.
Element Name Parent Element(s) Occur. Occur. Data Type Length
DocData Document 0 1 string
Document Individual 0 unlimited  none®
Company
Contact
Documentld Document 0 1 integer
DoNotSolicitBy Individual 0 1 string
Company
Contact
Email Individual 0 3 none®
Company
Contact
Extension Phone 0 1 string 22
Document
Firm Individual 0 1 string 80
FirstName Individual 0 1 string 80
Contact
Id Individual 1 1 string 23
Company
ImportOptions AllData 0 1 none®
Individual AllData 0 unlimited none®
Initial Individual 0 1 string 80
Contact
KnowledgeBaseArticle AllData 0 unlimited  none®
LastModified Individual 0 1 dateTime
Company
Contact
LastName Individual 1 1 string 80
Contact
LeadHandling ImportOptions 0 1 string
Listltem DetailDef 0 unlimited  string 80
LogFile ImportOptions 0 1 string
LogLevel ImportOptions 0 1 integer
MatchDetail ClientOptions 0 1 string
ContactOptions
MatchMode ClientOptions 1 1 string

ContactOptions



Element Name

MrMs

Name

Note

Number

Owner

Phone

ReportsTo

SalesLead

Salutation

StateProvince
Text
Title?

Type

Value
Website

ZipCode

Parent Element(s)
Individual
Contact

Company
Document

Individual
Company
Contact

Phone

Note
Document

Individual
Company
Contact

Individual
Contact

Individual
Company
Contact

Individual
Contact

Address
Note

Individual
Contact

Note

DetailListMulti

Individual
Company
Contact

Address

Min.
Occur.

o

0

Max.
Occur.

unlimited

unlimited
1

1
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Data Type
string

string

none

string

string

noneP

string

boolean

string

string
string

string
string
string

string

string

Max.
Length

80

80

22
80

80

80

80

80
80
80

120

80

a. This element is listed more than once because of differing properties depending on which element is

the parent element.

b. This element cannot contain a value; it can only contain other elements.
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Overview

This chapter is a technical reference for using Crystal Reports with
Maximizer data. For more how-to information about generating and
storing Crystal Reports for Maximizer, refer to “Crystal Reports” on
page 220. For information on Maximizer SQL views and tables, refer
to the Customization Suite documentation.

Data Population for the Current Window

@ For more information on user
access rights for creating
Crystal Reports, see the
Maximizer CRM
Administrator's Guide.

When you create a new report template or edit an existing report
template, the default table/view for the report is based on the
current Maximizer window. You are connected to the
MAS_[Address Book name] for Microsoft SQL data source by
default. If you want to link to additional tables, you must do so in the
Database Expert dialog box in Crystal Reports. See “Linking” on
page 303 for more information.

Following is a list of each controlling window and its associated
default table and file names used for Crystal Reports.

Controlling Window Views for Microsoft SQL
Address Book AMGR _Client
Opportunity Opp_View

Hotlist AMGR_Hotlist

If you are not in the controlling window that corresponds with the
type of report you choose, you are limited to running the report on
all entries in the Address Book rather than a selected or current entry
list.

Print Crystal Report [ %]
Generate report usin
s
" Selected entries n the current [st | e Tryatal Report 5]

" All entriss in the current lisk
................................. Generate report using

€ Selected entriesin te current list

Cancel
. All entries in the current liss

= Enire Address Book:
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Database Views for User-Defined Fields

When you create a user-defined field, a database view for that user-
defined field is also created. You can use these views to report on
user-defined fields in Crystal Reports. For example, when a new
Address Book user-defined field called “Salary” is created, a new
view named “A_Salary” is dynamically created. Based on the type of
user-defined field, the view name is prefixed by a designated letter.
The following table identifies the view name prefixes for each type
of user-defined field.

Microsoft SQL View Prefixes

The Microsoft SQL driver creates database views for user-defined
fields, using the following prefixes.

Prefix | Type of user-defined field

A_ Address Book
o_ Opportunity
u_ Users

S_ System

Database Driver Used to Create Crystal Reports

Maximizer uses the native SQL Server driver (MAS_ DSN) exclusively
to create Crystal Reports in this version of the software. However,
Crystal Reports created in some previous versions of Maximizer were
created using the Maximizer ODBC driver.

The Maximizer ODBC driver is still supported for compatibility
reasons with previous versions of Maximizer. If you are creating new
reports for use with Maximizer, use the SQL Server driver.
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Filtering Data

In order to report on particular types of data, you need to use
selections or filtering in Crystal Reports. Use the Select Expert
(Report > Select Expert) to select or filter data for your report. In the
case of the Address Book table/view, use the Record_Type field to
select or filter Address Book entries. For example, to create a report
that only shows Company records, use the Select Expert to return
only those records where “Record_Type = 1".

You can also filter or select the data for the report using Maximizer.
Once a report has been saved, populate the appropriate Maximizer
windows with the desired information then run the personal report
and select the all entries in the current list option.

Maximizer contains default records in many of the common modules.
These are denoted by an “@" sign and can be filtered using the
Select Expert by using the “does not start with” criteria as illustrated
in the following graphic.

£
C5Cases_tien.Case_1d | <tiews |
] | =
add @ =
— Erawse...
ok | coamcel | mep | Show Farmula >
Record Type for
Address Book Entry Data Type  Microsoft SQL
Company Record_Type =1
Individual Record_Type =2
Contact Record_Type = 31
Individual Contact Record_Type = 32
Default Entry Record_Type =5

Alternate Address for Contact Record_Type = 41

Alternate Address for Record Type =42
Individual
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Linking determines how the report data elements are related. For
example, to report all notes related to an Address Book Entry you
would link the Client_Id and Contact_Number fields of the
AMGR_Client view to the fields of the same name in Notes.

Crystal Reports enables you to specify the type of join and type of
link you want to use when linking tables. Joins and links indicates
how linked fields in two tables are compared when records are read.
Join, enforce, and link options can be specified in the Links Options
dialog box. Using the various join enforcement options can ensure
that linked tables are included in the SQL query, even when none of
the fields in the table are used in the report. The Crystal Reports help
files contain more information on Linking options.

Controlling Windows

As mentioned previously, when you choose to create a new report
template or edit an existing template, the default view for the report
is based on the active controlling window. Following is an example
of a controlling window in Maximizer outlining the associated view
name, links, and common selections.
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Including Additional Views in Your Reports

To include additional views in your reports, you must link them to
the parent table of the controlling window. You do so through the
Database Expert (Database > Database Expert) by linking to the data
source.

Il

Dats |

Browse the data source for the tables you want to add.

[Mote: to edit the alias for a table, select the table in the ‘Selected Tables' tree and dlick on it or
press the F2 key)

Available Data Sources Selected Tables

(L Database Files N Bl -3 MAS_EscanaTutorial
Exchangs 5.5 Messags Tracking Log AMER_Dpporturity
Exchangs Message Tracking Log
Field Defiritiorss Oriy

File System Data

IDAPI Database DLL

N

P
OLE DB (4D0)
Outlock.
Outlack /Exchange

Public: Folder Replica
Universas -l
w/eh/1S Log Files

[ #Base
[T Y] LI

Ok | Cancel Help
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User-Defined Fields Example

User-Defined Field

User-defined field view
name

Links

When a new User-Defined Field is created, a new database table or
view for that User-Defined Field is also created. User-Defined Fields
can be associated with Address Book, Opportunity, and Users. Use
the Database Expert (Database > Database Expert) to include a user-
defined field and link it to the desired parent view/table.

The following example is using a user-defined field named “Annual
Sales”.

Microsoft SQL Maximizer ODBC
A_<user-defined field name> U_<user-defined field name>
example: A_ANNUAL_SALES example: U_ANNUAL_SALES
Client_Id => Client_Id Client_Id => Client_Id
Contact_Number => Contact_Number =>
Contact_Number Contact_Number

P =)
Dats  Links |

Link tagether the tables you added to the report.
Linking is needed ta match records of on table with carresponding resards of ancther table:

Auto-Arrange
AMGR_Clert A
Cliert_Id afb—— Client_1d Auto-Link
Contact_Nurmber b+ Conbact_Number & By Name
Mame_Type _J Type_Td " ByKep
Mame Code_1d -
Address_1d A_AHNUAL_SALES Link.
Last_Modfy_Dats Creator_Id
Transfer_Date Creation_Date Oier Links.
Highest_Alt_Adr_Humber Creation_Time
Phone_1 Clear Links
Rewerse_Phone_L =
Bl Delete Link
Link Options
Index Legend |

Ok | Cancel Hep |
ZA4
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Notes Example

Each note created for an Address Book entry is a record in the view
called Notes. To report on notes associated with Address Book
entries, you must add the view and link it to the Address Book entry
table according to the following table.

Note Microsoft SQL
Notes view name AMGR_Notes
Links Client_Id => Client_Id

Contact_Number =>
Contact_Number

1ol x
Data  Links |

Link together the tables you added to the repoit.
Linking is needed to match records of one table with cormesponding records of another table.

= Auto-Airange

Data_Machine_Id - Dats_Machine_Id - AutaLink
Sequence_humber Sequence_Number & ByMName
Record_Type Owiner_Td - "

- - By K
Owner_Id Clisrt_1d ]
Private Contack_Number Link.
Client_td Type

Contact_fumber Frivate :
Hame_Type Datecol Oyder Links..
hame TimeCol :
acdress_1d [ NewRatord Clear Links
: Owned_By_Id Delete Link

Record_Id
Hote_Typs Link Dptiors
ReadPriv

Resdonly 1d =l IremalLeeme |

0K | Cancel Hep |
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Glossary of Terms

Use this list of terms to help familiarize yourself with the terminology
of Maximizer CRM.

Access Rights - security settings for users. Access rights control each
user’s permissions to read, insert, modify, or delete various types of
Maximizer entries. They also control general Maximizer privileges, user
roles, and allowed printing destinations. Access rights determined by the
user’s access settings and the access settings of any security groups the
user belongs to.

Access Settings — there are two types of access settings: user access
settings and group access settings. Combined user and group access
settings determine a user’s access rights.

Accounting Link — a Maximizer add-on that enables users to connect
to QuickBooks through Maximizer. For more information, refer to the
Accounting Link User’s Guide or the Maximizer website.

Address Book — a Maximizer database.

Address Book entry — a Company, Individual, or Contact in the
Maximizer Address Book.

Administrator - a Maximizer module in which the Address Book
administrator can perform system configuration and maintenance
for the Maximizer system and Address Books.

Advanced Import — importing an MXI or XML file into an Address
Book.

Calendar - a Maximizer window in which you can manage your
appointments.

Company — an Address Book entry used to record information for a
company or organization.

Company Library - a shared library of company literature.

Contact — an Address Book entry used to record information for an
individual person associated with a Company or Individual type of
Address Book entry.

Controlling window — a main Maximizer window, such as the
Address Book window, that determines what tabbed following
windows are displayed. The contents of the following window
depend on which entry is selected in the main controlling window.

Crystal Reports — a tool for generating reports. Crystal reports are
available for viewing and generation through the Reports menu in
Maximizer.

default entry — an entry (such as an Address Book entry) containing
default field values that are propagated to new entries by default.

ecBuilder - a tool to automate web-based sales.
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Escona - the Escona Address Book is a sample Address Book included
with a typical installation of Maximizer. Using the example of a
fictitious vintner in the Sonoma Valley, this Address Book
demonstrates many of Maximizer’s possibilities.

Following window - a tabbed sub-window of a controlling
window. The contents of the following window depend on which
entry is selected in the main controlling window. For example, the
Contacts window displays only those Contacts that belong to the
selected entry in the Address Book window.

Global Edit — a Maximizer operation that enables you to apply the
same change to multiple Maximizer entries simultaneously.

Holiday Editor - a tool in Administrator for adding holidays to the
Maximizer Calendar window.

Hotlist — a window in Maximizer used to display tasks and
appointments in a specific date range.

HTML - HyperText Markup Language. A document format used for
displaying web pages in a browser.

intranet - an internal network—much like the Internet—that is self-
contained with the local area network (LAN). Frequently, a web
server is used to display pages that should be accessible only within
the company.

IP address — a number used to uniquely identify a specific computer
on a network. Every network-connected computer has an IP address.

list — a listing of entries in Maximizer. You can create a list using a
search or by selecting specific entries and reducing the list to the
selection. Most activities are performed for the current list or the
current entry.

log in - the act of entering your user ID and password to gain access
to a Maximizer Address Book. The Login dialog box prompts you for
your user ID and password.

MASTER user - the Address Book administrator’s user ID. This user
ID permits access to Administrator.
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merge field - text inserted into a document or template that is
replaced by Address Book information during a mail merge. For
example, a merge field can be a Contact’s name, so you can
customize a letter’s salutation with the recipient’s name.

note - a text document attached to Address Book entries, Contacts,
and opportunities.

OLE - object linking and embedding (OLE) is a technology that
allows you to insert files, portions of files, and links to files into a
document or application. You can insert files in the Documents
window and the Company Library. Double-clicking the file opensitin
the associated (and installed) application.

online - information that is “online” is sometimes used to describe
information on the Internet or on your computer screen. An “online”
user guide or “online” Help is documentation displayed on your
screen.

opportunity — an entry in Maximizer used to record an opportunity
to make a sale.

OrderDesk - a window in Maximizer used to manage orders and
inquiries from your online catalog.

Outlook Synchronization — a Maximizer feature for synchronizing
some Maximizer entries, such as Address Book entries, between
Maximizer and Microsoft Outlook.

order screens — some of the screens displayed to a customer when
he/she orders a catalog item. Order screens can be customized by
editing the order screen templates.

preferences - a collection of program options that allow users to
customize how Maximizer functions. Some preferences are set in
Administrator; some are set in the modules.

prospect — a potential customer. ListsNOW.com lets you acquire and
import lists of prospects. You can then use the data for your sales
prospecting activities.

related entries — an entry that records a relationship between two
Address Book entries. For example, one Address Book entry might be
an accountant for another Address Book entry, which could be
recorded as a related entry in Maximizer.

search engine - a website on the Internet that keeps a searchable
index of websites. You can register your website with a search
engine so customers can find your site by performing a search.
Examples of search engines are Google and Yahoo!.

security group - a set of access settings for a subset of Maximizer
users.

SMTP — an SMTP server is a server used for outgoing Internet email.

template - a file that outlines the design for a document, email, or
web page. Maximizer uses templates for word processor documents.
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Training Guide - the Maximizer CRM Training Guide and CD
introduces Maximizer using exercises and examples.

UNC - Universal Naming Convention. A kind of network path used to
locate files and folders. An example of a UNC path is
“\\Escona\MxServer\".

user-defined field — a custom field used to record additional "user-
defined” information for Address Book entries, opportunities, and
users.

user ID — a name that uniquely identifies a Maximizer user. Users

must enter their user ID and password in order to gain access to a
Maximizer Address Book.

wizard - a series of interactive screens that walk you through the
steps necessary to perform an action or procedure in a program.
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B Corel WordPerfect 165, 174, 178, 182
Corel WordPerfect Office Integration 25

backing up creating

Address Book 234—237 column setups 127

dictionary file 239 default entries 123

holiday file 239 Hotlist tasks 146
blank fields, showing 136 notes 131, 133
browser _ web inquiry forms 169

system requirements 8 Crystal Reports 18, 220

Crystal Reports Users security group 57

C data population 300

database drivers 301

personal reports 220

when upgrading an Address Book 42
Crystal reports

Maximizer ODBC driver 301

SQL Server driver 301
Current Users report 30, 280
custom reports 220

calendar
changing holidays 149
printing reports 221—222
reassigning appointments 151
window 105

caller ID, TAPI 97

categories, Address Book entries 66

changing :
address book entries, globally 124 Custom window layout 107
toolbar 115 customers o .
window colors and fonts 108 communicating with 174
Chart wizard 224—228 customizing

charts, organizational 162—163 toolbar and toolbar buttons 115

Classic window layout 107
Column reports D

printing from 221 data collection website 169

column setups database

creating 127 backing up 234—237

retrieving 128 creating an Address Book 37—39
communicating with customers 174 drivers for reports 301
Companies restoring from backup 237

about 1.20 N upgrading 42

converting Individuals to 130 user-defined field tables and views 301, 306
Company L.|br.ary 107, 164 date user-defined fields 72

permissions 51 default entry 123

verification and recovery 240

default password 49
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! deleting

completion reasons appointments 149
opportunities 66 Contacts 120

Contacts detailed reports 221
about 1_20 N diagnostics 66
converting to Individuals 130 dialing preferences 208
deleting 120 dialing, automatic 208
notes 131

dialog boxes, creating custom 7
report 222 dictionary file 239
window 106 display name (user) 47

controlling windows 107, 303 Display tooltips option 113
converting documents

Address Book entries 130 creating 175

entries in Address Book 130 deleting old 275
converting an Address Book 42 in Company Library 164
copying location 177

text from Address Book entry 121 mail merge 182
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F
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Accounting security group 57
creating security groups 58
Crystal Reports Users security group 57
modifying access settings 60
permissions 51
privileges 52
record ownership 61
roles 53

Index
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security groups 56—60
user and group setup permissions 51
User ID List report 279

hard disk space, system requirements 8
Help and documentation 12
history notes 131
Holiday Editor 84, 149, 309
holidays
file 239
holidays, changing in calendar 149
Hotlist
locations and resources 66
preferences 148
reassigning tasks 148
reporting on 222
tracking activities and tasks 146
window 105
HTML
file format 166
using in Web inquiry forms 170

icons

adjusting icon bar 113

using to access features in Maximizer 110
importing

access rights required 52

Address Book entries 248—259

field mapping 253, 259

income and expenses 168

vertical templates 43

website data into Maximizer 169
income/expenses 168

importing entries 168

report 168, 222
Individuals

about 120

converting to Companies 130
inquiry form, creating for website 169
inserting

merge fields 178—179, 228
installing

ecBuilder 27

Maximizer 17—33

Maximizer licenses 29

Maximizer server 22

MaxLink 27

MaxMobile 28

upgrading from a previous version 20
Internet browser

system requirements 8

J

journal
report 222
window 167

K

Key Fields 81—83
key fields
specifying 121

L

layout windows 107
learning Maximizer 16
letters
inserting merge fields 179
logging notes on 131
mail merge 182
used to communicate with customers 174
writing 175
licenses
installing Maximizer licenses 29
lists
Favorite 143
generating graphs from 224
Live Update 31—32
wizard 31
locations, for appointments 66
logging
Address Book transfers 271
enabling for phone calls 205
import error log file 258
log files 66
Maximizer Email Service 278
Maximizer Email Service Log Files 278
preferences 131
Lotus cc Mail 86

M

macros
operating in Word 178
running 117

security settings 178
mail merge 182

notes 131
mailing address permissions 51
mail-out notes 131
mandatory

fields 66

user-defined fields 74
mandatory fields 170

user-defined 136
manual notes 131



mapping fields for import 253, 259
masks, phone 102
MASTER
password 41
user account 40
MaxAlarm 6
MaxFinder 6
Maximizer
companion applications 6
configure for email 86
creating custom dialog boxes 7
Form Designer 7
installation 17—33
installing server 22
learning 16
licenses 29
reports 221
Maximizer CRM Gadgets 171
Maximizer Email Service 278
Maximizer Email Service Log Files 278
Maximizer Link for the Palm OS 7
Maximizer ODBC
user-defined fields 306
Maximizer ODBC driver 301
Maximizer Word Processor
location of templates and documents 177
merge fields 179
MaxLink
installing 27
MaxMobile
installing 28
synchronization privileges 52
MBD files 284
MDAC (Microsoft Data Access Components) 20
MDE files 284
MEC files 284
meetings, scheduling in calendar 149
memory, system requirements 8
merge fields
freezing or locking in Word 178
in documents and templates 179
inserting 178
title and footnote 228
MET files 284
MET transfer file 270
Microsoft Excel 223
Microsoft Exchange 87
Microsoft Outlook 88, 174
Microsoft Outlook Express 87
Microsoft Outlook integration 188—198
Microsoft Outlook Synchronization 89—93
Microsoft Outlook synchronization
privileges 52
Microsoft Word 174, 182

Index

freezing or locking fields 178

macro settings 178

using with Maximizer 178
modem, configuring for automatic dialing 208
Modify other users’ general info only privileges 53
Modify other users’ private entries privileges 52
Modify/delete other owners' notes privileges 52
modifying

My Work Day view 110
modifying group access settings 60
MTI files 284
MXD files 284
MXI (Maximizer XML Interface) files 248—251, 285
MXI files 284
Mxzhol.nam file 239
My Work Day caption text 66
My Work Day View 110

notes
adding 131
deleting old 275
history 131
permissions 51
privileges 52
report 222
types 131, 275
Notes window 106, 131
Novell GroupWise 86
numeric user-defined fields 72

o

online
documentation 15
help and documentation 12
manuals 15
operating system, system requirements 8
opportunities
adding 213
completion reasons 66, 211
confidence ratings 66, 211
email notes 131
graphing 225
history notes 131
IDs 66, 213
new 213
notes 131
permissions 51
probability of close 66, 211
report 222
stages 66, 211
verification and recovery 240
Opportunities window 105
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Opportunity Pipeline report 216
optional fields 66
options, system 66
OrderDesk

permissions 51

report 222

window 107
organizational charts 162—163
Outlook integration 188—198
Outlook Style window layout 107
Outlook synchronization 199

Outlook Synchronization, see Microsoft Outlook Synchronization

overview page caption text 66
owner field 62

P

passwords
changing 49
default 49
MASTER user 41
PDF 12, 15
Peg Board 160
marking yourself out 151
status of co-workers 160
working with calendar 105
permissions
groups 51
users 51
personal organizer, printing 221
personal reports 220
Personal window 106
phone
caller ID 97
configuring TAPI 100
masks 102
number matching 98
TAPI 97—101

TAPI phone number format 66

phone call
making 174, 205
notes 131, 206
putting caller on hold 205

receiving and transferring 207

phone log report 222
phoning address book entries 205

pipeline report. See Opportunity Pipeline Report
PLNs (product license numbers), see licenses

preferences
Address Book 66
calendar 148
Hotlist 148
logging, adjusting 131
user 66
user preferences 63

prefixes

for creating user-defined-field views 301

for Microsoft SQL views 301
previewing

emails 185
printing

calendar 221

graphs 230

reports 221

system reports 279
private

entries (privileges) 52

records 61
privileges (users and groups) 52
probabilities of close (opportunities) 66
processor speed, system requirements 8
public records 61

Q

Quick Access list 113
quick backup of Address Book 235

RAM, system requirements 8
ratings schemes 66
Read Access field 62
reassigning
appointments 151
Hotlist tasks 148
Recent Entries list 114
record ownership 61
recovering an Address Book 240
recurring tasks 200
Refresh button 159
related entries 128
report 222
removing
entries from Favorites List 144
reports 279—280
activities 222
Address Book entries 222
calendar 222
column-based 221
Contacts 222
Crystal Reports 18
current users 30
custom 220
database drivers 301
detailed 221
documents 222
Hotlist 222
income/expenses 168, 222
journal 222



Maximizer 221

notes 222

opportunities 222

OrderDesk 222

personal 220

phone log 222

related entries 222

system 279

transfer summary 271

user-defined field tables and views 301, 306

user-defined fields 222
resources, for appointments 66
restoring

Address Book from backup 237
roles (User's Roles) 53

S

sales
Sales Manager user role 53
Sales Representative user role 53
saving
email messages as Maximizer documents 196
graphs to the Graph Catalog 228, 231
scheduling
appointments 149, 151
meetings in Calendar 149
searching
Address Book entries 138
by a field 138
by all fields 139
user-defined fields 139
security
privileges 52
security groups 56—60
settings for Maximizer macros 178
users and groups 50—51
view rights 270
security groups 56—60
access settings 50—51
Accounting security group 57
creating 58
Crystal Reports Users security group 57
modifying access settings 60
permissions 51
privileges 52
record ownership 61
roles 53
user and group setup permissions 51
User ID list report 279
servers
installing Maximizer 22
setting up
automatic dialing 208
showing
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appointments 146, 151
blank fields 136
smart phone number matching, TAPI 98
sort order
of graph values 226
sort order of user-defined fields 74
SQL Server driver 301
stages (opportunities) 66
startup options for Address Book 144
status
checking using Peg Board 160
in/out 160
search by 138
synchronization
Outlook  Synchronization, see  Microsoft
Synchronization
synchronizing
between Maximizer and Outlook 199
system
fields 66
login accounts 40
options 66
reports 279
user-defined fields 74
System Defaults tab 136, 144
system requirements
Maximizer 8

T

table user-defined fields 72
adding items 78
tables
created for user-defined fields 301
user-defined field table prefixes 301
TAPI 97—101, 205, 208
configuring 100
phone number format 66
phone number matching 98
tasks
notes 131
reassigning Hotlist tasks 148
recurring 200
synchronizing with Microsoft Outlook 199
with Outlook Synchronization 90
telephone. See phone
templates
Corel WordPerfect 178
location 177
merge fields 179
terms, glossary of 308
text size, adjusting 15
time zones 161
timed notes 131
tooltips, displaying 113

Outlook
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tracking income and expenses 168

transfer log notes 131

transferring
access rights required 52, 270
Address Book entries 269—272
data by email using MET file 270
user-defined fields 79

two-tier import 254—255

types of files in Maximizer 284

U

unlinking address book entries 129
upgrading
Address Book 42
Maximizer 20
User ID List report 279
user-defined fields 72—80
adding table items 78
Address Book types 137
database tables and views 301, 306
encrypted 72
folders 75
Key Fields 81—83
list of 137
mandatory 136
permissions 51
related entries 129
report 222, 279
searching 139
showing blank fields 136
sort order 74
transferring 79
types 72
user access rights 73
user preferences 136
verification and recovery 241
userdict.lex file 239
users
access rights and settings 50—51
adding to Address Book 46
busy status 160
changing password 49
Current Users report 280
current users report 30
modifying user access settings 54
permissions 51
preferences 63, 66
privileges 52
record ownership 61
security 270
status 160
system login accounts 40
transport and export rights 270
user and group setup permissions 51

User ID List report 279
User's Roles 53
user-defined field access 73

v

vCard 86
verify and recover Address Book 240
vertical templates 43
video resolution, system requirements 8
view mode 121
viewing
organizational charts 163
time in world locations 161
views
Calendar window 149
for user-defined fields 301
Maximizer window 107
security rights 270

w

web browser
system requirements 8
Web Inquiry Form wizard 169
website
data collection form 169
window layouts 107
windows
Address Book 105
Calendar 105, 149
Company Library 107, 164
Contacts 106
controlling 107, 303
Documents 106
Email 106, 184
Expenses 106
following 107
Hotlist 105, 146
Income and Expenses 168
Journal 106
Notes 106, 131
Opportunities 105
OrderDesk 107
Personal 106
User-Defined Fields 106
WinFax 94—96
wizards
Add Hotlist Task 146
Chart 224—228
Web Inquiry Form 169
WMF file 230
word processor 175
documents 176

location of templates and documents 177
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merge fields 179 World Clock 161
templates 176
Word. See Microsoft Word X

WordPerfect 165, 174, 178, 182 .
WordPerfect Office Integration 25 XML files 248—251, 285
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