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Welcome to GoldMine — Prepare for Success

This Getting Started guide introduces you to the basics of GoldMine. As you
work with the program, you will find GoldMine offers a powerful set of easy-to-use
tools for you and your team.

Access powerful tools 2 GoldMine 5.0 HEE
ith th lick of a butt File Edit View Lookup Contact Schedule Complete Tools Window Help Instantly dial phone numbers
wi e ClICK oT a button. . . N . 5
\daaﬂ@a&\@\a&mm@% S ENIEEERIELRL) o
| and record details in
B
- the contact’s history file.
E Company: Latham & Walkins Phonel: [123]456-7830 Ext:
Contact: lan Kendall Phone2: Ext
Dept: Last: Kendall Phone3: Ext:
o . Title: Technician Dear Fax: Ext:
Track details in familiar Source: Cust Refenal Asst: E-mail
‘wieb Site:
tab folders. Address: 520 South Grand
: Suite 100 Contact Type: Client
. . : Account Mumber: 123456783
CUStOlee GOIdee City: Los Anageles Braker: J. Smith
. . State: CA Zip: 90071 Account Type: R, 401, |
by relabe“ng fields Country: il Merge: Book: Gold
or by creating your \ N v N v ¥ v v N =T .
. D Summary Y Fields Notes % Contacts, Detals  Refenalsy, Pending % History Links 4 et instant access
own screens and fields. PSS —— A
15| ntact: -3Jpm
ipt” Qualifying GoldMine Frospects Last Attemnpt: / to summary contact

Manage multiple contacts
at a site with address
and phone number support.

information at a glance.
Last Update: 01/07/00 MASTER

Appointment: Creation: 11/23/95 NATAL
Forecast: 03/03/99 Record: 6 of 14

Common Contact File Hurn |Kathleen | Tuesda, Jaruam 11, 2000 | 3:30pm

Plus...Internet e-mail, forecasted sales, report writing, and more. To see
how GoldMine can help you and your workgroup, call GoldMine Software
at 800-654-3526 for Authorized Solutions Partners or Training Centers.

In today’s fast-paced world, the Rolodex® is quickly becoming obsolete. While you
may already track contact information on a calendar or your PC, you are probably
using a collection of different products to manage your schedule.

With GoldMine, you’ll have a single solution.

To help you use GoldMine, this Getting Started guide introduces some basic
GoldMine functions to help you better manage your contacts and your time.
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Installing & Starting GoldMlIne

Insert the GoldMine® CD into your CD-ROM drive. On most systems the installation
will start automatically. If it does not start automatically after a few seconds,
install GoldMine as follows:

1. Click Start, then select Run...

2. In the Open field, type d:/gm5setup. (Replace d: with the drive letter on your
CD-ROM drive if necessary.)

3. Click on OK. The GoldMine installation program will begin. Follow the onscreen
instructions. You can either accept the default installation directory or designate
a different directory.

4. At the Welcome screen click Next to continue with the setup program.

5. The GoldMine program group will appear once GoldMine is installed. The following
GoldMine banner will appear.

4 GoldWine

GoldMine*50

Standard Edition
VYersion 5.00.041 November 1999

Goldine Software Corp.
Serial Mumber: D-0005-12577580

, Copyright € 1989 - 1999 GoldMine Software Corporation. All rights reserved.

Lancel

1. Type your name (up to eight characters in length).
2. Type your personal password.
3. Click on the OK button.
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Starting GoldMlIne (cont’d)

The GoldMine work area will appear:

Main Menu £ GoldMine 5.0 [-[51x] Toolbar

. . File Edit “iew Lookup Coptact Schedule Complete Tools ‘window Help
Contains first-level commands Offers quick mouse access
/J%ﬁ&|@®ﬁs&\@dﬂﬂﬂ|mé% DRED RS HE|F D De—— aul .

in pull-down menus. to frequently used commands.
Gt W
E Company: Latham & watking Phonel: [123)456-7830 Ext:
Contact: lan Kendall Phone2: Ext
Dept: Last: Kendall Phone3: Ext
Title: Technician Dear: F&x: Ext:
Source: Cust Refenal Asst: E-mail:
‘Web Site:
Client Area /L Address: 520 South Grand Tab Bar
: Suite 100 Contact Type: Client
Displays basic details sucV : Account Number: 123456783 Offers tab folders that
City: Los Angeles Broker: J. Smith / ) )
as address and name. State: C& Zip: 90071 Account Type: R 401.1 display different types
Country: il Merge: Book: Gold

of contact information.

Summany'\ Fields % Motes Contacts, Detal \Referals \ Pending Hinony N Links N\ 4]

Comments: Last Contact: 03/03/93 2-55pm
Prev Result: Sample Script: Qualifying GoldMine Prospects Last Attemnpt:
Mext Step: 02 User GoldMing + 2 single users

R Last Update: 01/07/00 MASTER
Status Line Mext Action; Appointment: Creation: 11/23/95 NATALIE

Displays time and date. user Call Back: Forecast: 03/03/99 Record: 6 of 14
name, the shift-state of the
Number Lock and Caps Lock
key, and the name of the Common Cantact File: [Hum [Kathleen | Tuesday, January 11, 2000 [30pm
open database.

To open a tab folder, click on the tab. Information is displayed in each folder.
For more options, right-click the mouse to pull up the local menu.

Click outside the last tab to display the second row of tabs. Click again to return
to the first row.

Summary\ Fields \ Notes \Contacts'\ Detals "\ Refenals\ Pending \ Histoy \ Links \\\, 4| | I
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Creating a New Record

GoldMine relates all information to a contact, therefore, creating contact records
builds your database.

Add a New Record E

Company
IXYZ Company

Corntact
[ahn Smith

Ext.
5025

Phone Mumber
|3214567a90

u ™ Intemational Format @

E-mail Address
Iismith@xyz.com

wieb Site
|www.xyz.com

™ Create duplicate record

g

¥ Phone number [~ Contact name

¥ E-mail addiess [~ Compary name

" Creation Method " Duplicate Checking

Coce_|

. From the Main Menu, select File|[New Record...

. Type the name of your contact’s organization.

. Type your contact’s name.

. Type your contact’s phone number and extension, if any.

(Note: Check the International Format option if this phone number uses a non-U.S./
Canadian format.)

5. Type your contact’s e-mail address. GoldMine allows you to centralize all your
e-mail communications by linking incoming and outgoing e-mail to the contact
record automatically.

6. Keep the default view method on Current Window.

7. Click OK.

A WDN P

a5 lan Kendall

Latham & 'watking
lan F.endall

Company:
Cortact:
Dept:
Title:
Source:

Last: Kendal
Dear
Azsh

Techrician
Cust Referral

Address: 520 South Grand
: Suite 100

City:
State:
Country:

Loz Angeles
Ca Zip: 30071

il Merge:

To move between fields, press the Tab kOey and complete each field as needed.

For most fields, you can press F2 or right-click to display a lookup menu.
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Finding a Contact

After you have created a database of contacts, you can quickly locate or pull up
your contacts’ records.

&% Contact Listing M= E3

Find % alue: ([REIEN) ing|

Sort Order: I Company - l Expand |

1. From the Main Menu, select Lookup.

2. Select Company... You can also double-click on the field label Company,
for example.

3. Click on Expand to open the Contact Listing window.

&% Contact Listing M=l B3

& Primary Contacts @
" dditional Contact

¥ Sync 3rd Column w/Sort

Find % alue: ([REIEN)

Sort Order: I Company A l Shrink |

3rd Column: I 'l ™ Sync Contact Window
Compary Contact Phonel I ’|
Heather Hill Scott Leonidsky [21E]234-4EE4 ;I
K.aizer Permanente Morley williams [BO3712-2222
LAM Conquest Marty Specca [770]730-6900

iLatham £ W athking i |ilan Kendall i |i123]456- 7390
I Haby Stechild [512]9593-8888 [

The Flower Shop Sue Hil [818)678-4567
Windows Magazine Gabe K.aplan [B1E)337-8844

4. Enter a search value, such as a company’s name. (Note how the listing
updates as you type).

5. Under Sort Order, pick another field to search, such as Contact.

6. Double-click on the highlighted entry to pull up the contact that matches
your typed entry.
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Scheduling Activities

Now, you’re ready to start scheduling activities related to your contacts.

Schedule a Next Action EHE
Detail |Users I Hesourcesl Available Timel Hecurringl Group Schedulel
- Primary User:
Contact: Code: Calor:
|J0hn Smith j |s|_5 u I-j IKATHLEEN Vl
Beference: _ T
ISend Thank. you letter U Date: [1715/00 I]
Notes:
= - Time: [800am ]
Diuration: H m
on: [i718/00 ]
LI — Dptiong ——————
Activity: Oppartunity / Project: " Private W Link
INextActj IXYZ Opportunity j Mew I~ RSWP T Motify
Schedule I Cancel |

. From the Main Menu, select Schedule|Next Action...

. Press F2 for a Code lookup, then select a code.

. Press F2 for a lookup list or type your own text.

. Type any details that will be helpful in the Next Action.

. Enter a date for the Next Action, or press F2 to display a graphical calendar.
. Click on the Alarm checkbox to activate a pop-up reminder.

. Click on Schedule or press the Enter key when done.

N o ok WDN PR

From any scheduling window, you can select tabs to handle multiple users,
recurring activities or check for conflicts, if needed.
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Viewing Activities

To get more details about your scheduled work, use your Activity List.

B Kathleen's Dpen Activities [Today] M= E3
%% Eorecasts I ﬂ Actions I '&3 Others I % To-do I @ Cloged I = Filed I ¥4 Heal-Time I
':@ DOpen | :Q'- Alarmed I & E-mail I & Out-Box I % Lallz I %l Appts I E Ewvents
Activity Code |[Date Time Contact Reference I ’|
Sale 5LS [Jan 1 #rZ Comparny [$5.000.00) >vZ Oppartunity ;I
Call SLS |Jan 11 10:00a | John Smith Introduction
N tn MISLS John Smith Send sales literature
5L |Jan i 200p | PeterJones Salez Presentation _I
Creation: Kathleen; Jan 11, 00 at 2:07pm Send zales literature ;I
Updated: K.athleen; Jan 11, 00 at 3:10pm
Cortact: John Smith
Company: #7Z Comparny
Phone: (321)456-7830 Ext: 5025 LI

1. From the Main Menu, select View|Activity List.

2. Select the tab that holds the type of activities you want displayed. The Open
tab displays all your pending activities.

3. To view your activities for a specified date range, select the Open tab, then
right-click to display the local menu. From the local menu, select Options|
Date Range. Select any options listed.

Scheduled Activity Zoom E
Activity: Mest Action Alamr Mo BSYE: Mo g%
Code: 5LS
Bl Jialh Sl Scheduled: KATHLEEM, 11:00a-11:10am . Tue, Jan
Company: =72 Comparny Creation: KATHLEEM, 2:07p, Tue, Jan 11, 00
Phone: [321]456-7890 Exb 5025 Updated: KATHLEEM, 3:25p, Tue, Jan 11, 00
Reference: Send sales literature
Interested in hearing more about products ;I

= <<Erevi0us| Mext »» | Delete | Lloze |

=

4. To view details for an activity listed in the Open folder, highlight it, then
right-click to display the local menu. Select Zoom...
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Viewing Your Calendar

Once you and your team begin scheduling activities, you’ll want to check GoldMine’s
calendar to determine available times for scheduling new activities.

.'E; Kathleen's Calendar - Jan 11, 2000

Day | weekl Monthl Iearl &l Elannerl 8 Qutlinel @ Peg ﬁoardl

=]+ Tuesday, January 11, 2000 User: [KATHLEEN =] L

9 o | [T January 2000

AM S M T F S
: 26 27 28 23 30 31 1

10 ; B 5 W

AM 9 10WEl 12 13 14 15

11 - 16 17 18 18 20 21 22

M 23 24 25 26 27 28 29
- clgE s

12

2 Task [ Pty [ Code

1 : [ Tada 3

PH [NTodo 6

2 00 Wi Peter Jones: Sales Presentation [ Todo 9

P30

3 .00 I I

(=TT I | LI J _’I

1. From the Main Menu, select View|Calendar...
2. To change the calendar view, click on any tab.
3. To schedule an activity, right-click and choose Schedule.

GoldMine allows you to reschedule by drag & drop and offers timed and timeless activities.

(Note: Double-click on any activity to pull up the contact’s record.)
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Completing an Activity

To keep track of what you’ve done, you’ll want to record the completion of your
work. This way, GoldMine keeps a complete log of what occurred with whom,
why and when.

Lﬂ} Complete a Next Action M= &3
Contact: Activity: User:
[shn Srmith = Jacton x| [KaTHLEEN =] T Piivate
Beference: Oppartunity / Project:
ISend zales literature U I[none] j
Code: Fesult: Date: Time: Druration: Successz
fsts [ foon [ et o] [3rvem [ [oo1o00 [ [Successl =]
Motes:
™ Schedule a Follow-up: IEaII 'l [@ Ok I Lancel |

1. From the Activity List, select the call that you scheduled in “Scheduling an Activity.”
Then right-click to bring up a local menu and choose Complete...

. Press F2 to display the Code.

. Press F2 to display the Result lookup, then select an entry.

. Type any details that will help you when reviewing the call.

. Automatically schedule any follow-up task by checking the box, and selecting
a task.

6. When done, click OK.

a b~ W N

Now, when you pull up the contact’s History tab folder, you’ll see all completed activities.
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Displaying Online Help & Exiting GoldMine

Congratulations!
You’ve just used GoldMine to manage both your Rolodex and calendar information.
You’ve taken the first step in being more productive.

To learn more, you can access GoldMine’s online Help in one of the following ways:

= To display context-sensitive information for a dialog box or window, press F1.

= To scroll through a menu of online Help topics from the Main Menu, select
Help|Help Topics.

= To display a selected topic, click on the topic entry.

= To search for a topic, select Help|Help Topics... Select the Find tab, then type
the first few letters of the topic in the search term field. GoldMine will advance
to the section that matches your entry. Highlight the word or term that most
closely matches your topic, and then press the Enter key.

= To display a step-by-step procedure similar to the instructions in this Getting
Started guide, select Help|How Do I... You can click on a listed procedure,
such as “Managing Activities,” and the text for the selected topic will appear.

= You can also perform a search as described in the previous bullet item.

= To print a displayed topic, click on the Print... button.

To exit GoldMine, from the Main Menu, select File|Exit.
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Calling a Contact

GoldMine has been installed in conjunction with ARC Screen Pop
software. This enables you to dial from your computer screen.

To Dial, simply press  ALT + 1 to dial Phone 1
ALT + 2 to dial Phone 2
ALT + 3 to dial Phone 3

# GoldMine 5.0 HEE
File Edit Wiew Lookup | Contact Schedule Complete Tools Window Help

P Dial Phane 1 Alt+1
JE | @ ﬂ ﬁ a | Insert a Mote Crl+| [ial Phone 2 A2
e | b
E e E-mail b Dial Fax Alt+4
& E Company: First [ =00 =l Redial the Last Humber Mairt
3 Contact: Gany Take a Phone Message... " | Dial Dol
Dept: Admin Assign a Process Manualtia Cell
Tie:CED | — — = Incoming Call Ext:
Souice: Browse Web Site... I E-mall. gfreeney@automotivesourcing. com
“Wweb Site: wiim, automotivesaurcing.com
ﬁ Address: & Heathgate Place
: 75-87 Agincourt Road Salesmar: Garry Freeney
afs : Hampstead Industiy: Publishing
— City: London Sales Cycle: Mo Cunent Budget
% County: P'Code: Nw3 2LD Mag 1st Sale: &uta Sourcing
- Country: England Merge: Account Type: Customer
S
Summary®  Fields "\ Notes \Contacts'\ Defais "\ Fieferrals \, Pending \, History ' Links "\, 4> ]
o Bady Comp: Trim Comp: ﬂ
k] Braking Comp HVAL:
‘z Comp/Eng Tools: Man Supp Serv:
Drivetrain Materials:
& Elec Comp: Testing Inst"
L Eshaust Comp: Wheel/T pre:
2\ Man Equip Toalks: Eng' Dies Serw:
Mech Eng Comp: Engs/Puur Spstems:
P Multi-Purp Camp: R and D:
= Paszenger Rest; Econ Dev Agy:
PR Quality Systems: Trade Azsoc:
Seating Comp: Indirect Servic:
Steering Comp:
[Num [Nigel [10 August 2000 [ 2104
st @O @ 2| B | S | grvic | Elas. | B s |[Fee | @B eEsEE 2

It is also possible to dial Phone 1 by clicking on the Phone Dialler icon
as circled above. Also, by double-clicking on the Title “Phone 2" or
“Phone 37, you can dial the number even quicker.

Right-click on the name in the Contact Tab on the bottom half of the
screen, click on Options and then Dial.

< GoldMine 5.0 HEE

File Edit Wiew Lookup Contact Schedule Complete Tools Window Help

[ amaa mey 26 [BO0 BSH 0% 22 OF D

B9 | 5 Garry Freeney [_ O] %]
E Cornpary: First Global Media Group Phanel: 0203004000 Main:
Contact: Garry Freeney Phonez: 0203004001 ool
Dept: Administration Last: Freenep Phaone3: Cell
Title: CEQ Dear: Mr. Fix: 02074280628 Ext
Source: Lgst: E-mail: gfreeney@automotivesourcing. com

‘Wieb Site: v, autormotivesourcing, com

Addiess: B Heathgate Flace

: 75-87 Agincourt Road Salesmar: Garryp Freeney
: Hampstead Industry: Publishing
City: London Sales Cycle: Mo Cunent Budget
County: P'Code: Nwi3 2LD Mag 13t Sale: Auto Sourcing
Country: England Merge: Account Type: Customer
Summary\ Fields \ Motes Cunlacls\ Details \Hefsnals\Psnding\ Histary \ Links \\\ 4 | 3
Contact Title Reference Phane | M
=

Laok up.
Send E-mail...
i Dial..

Find... Swap with Primary
Output to 3 LConvert to Record

0B [BaE 6%~ e BO8 | eoe

o [Caidlrizeord
Delete...
Edi..
A5 Clizrts Hurn [Higel |10 August 2000 | 21:28

o] | @G IDEA »

| BFa | Qibet. | W Mier..| Hade.. | BrTei |[Feel. @B S ED 22
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Merge & Print a Document

A library of standard documents has been prepared that you are able
to use. This will speed up the preparation of any repetitive documen-
tation that is produced daily.

To access the documents, click on the envelope and paper icon and
the Document Management Center dialog box will appear.

Select the document that you need to print out by clicking on the re-
quired title. Then click on the envelope and paper icon next to the
printer and fax icon on the Document Management Center Toolbar.

This will launch Microsoft Word (if your screen doesn’t change, click
on the “W” icon on your bottom toolbar.

If required, edit any necessary information and print as normal.

#¥ GoldMine 5.0
Fie Edt

|laas aoEs e dmdq

.+ First Global Media Group

[_[F]x]

Wiew Lookup Contact Schedule Complste Tools Window Help

4 DEED MBS 2R

Phonel: 02073004000 Hzin:

Compary: First Global Media Graup
Phone2: 020730040017 Dol

Contact Gany Frasney

First Mame: Garry Last: Freeney Mobile: 0467775515 MAA:
Title: Managing Director Dear: Mr Fax 02074280628 Mg
t-todem: PCode: password E-mail gfreenep@Eautomotivesourcing. com
Web Site: hittped A, automotivesourcing.com
Add1: B Heathi e

EQ Document Management Center
| user: [WiGEL || & *x

B Letters, Memos and Faxes
[ #ppaintment Letter
[ Fax Coversheet

Add2: TEET &g

City: Londan
County:
Country: England

ol

Diescription
[ Desciiption

0 Template Filename
J [ Sort Order

| Yalue d
Lagistics Order Form
I

Summary\ Fielc b\t ained G mdocsiColt - Con

Doc
Gid Cetier st Nan

0 App [dentifier
’—p DDE Command
1

“whord Document, B
IGo\dM\neLIinkﬂ]

o

[ Maine Order Fax

taine Fax

Maine Fax [ Purchase Order Fax
E tension List [ Std Letter - st Name
A3 Order (1 Std Letter - Mr

tdaine Facsimile Co | ¢
tdaine Facsimile Co al

[ TestFax

o

llegel
| #Fa.| Cibt. | Eado. @Tua....|§ﬁn|,,

|10 August 2000 [ 21:44

ICEFET=Y (=S

Client & Suppliers

Hsan| | EO @A H 7
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Send a Fax

Another integrated feature of this system is Fax. To send a fax, first
make sure that you have started FaxRush under Start | Programs |
FaxRush 32 | Client for GoldMine

1. Click on Schedule | Other Action.

2. Click on the Primary User box and select FAXRUSH

3. Click on the Reference Arrow and another dialog box will appear.
Select the Header Page required.

4. Then type in your message in the Notes section.

5. When you have finished, click Schedule

You've just sent your first fax!!!

Schedule an Other Action

Dretail |Users I Hesourcesl Avvailable Timel Hecurringl Group Schedulel

Contact; Code: Color:
IGany Freeney j I I] I-j
Beference: /\
| (
Motes:
=
[-]
Activity: Oppartunity / Project:
IDther j I[nu:une] j MHew

— Priman Uzer:

[FaxRUSH =

™ Alam: I
On: I

— Options
[ Frivate v Link
[T RSP [ Moty

Schedule I

Carncel |

Faz Literature

Field Entry

b sine Fax Header

MC-3itf; 4/ Std Fax Header Page

Delete

Ext

dalid.

Setup

Select

Ll

i LCancel
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Faxing

an order & adding data

Repeat each of the steps used to merge and print a document, how-
ever, when the document has been loaded, make your amendments.
When you have finished, click on File | Send To | GoldMine Contact

via FaxRush.

W Microsoft Word - Document] HEE

”‘E File Edit W¥iew Insert Format Tools Table GoldMine Window Help

ek
Chrl+o

” (| 01 [ew. ..
WE’: open. ..
Close:

” & save
EE Save 5.
Save..,
Save As...
Saveds GoldMine Template. ..

Update GoldMine Template. ..

JRETES]

G

Le pEE= 4@

14 =

)

ru===

O-«-A-

=Rl )

b3

=N EE S E e ENE

NI N I BN IR U IR (AR I B = I

Sawe as HTML...
Versions...

Page Setup...
@ Print Preview
S print....

Send Ta Contact Via Face...

Chrl+P

Properties

& 54 Mail Recipient...
Routing Recipient...

1V \MCOLCOMPANY,. . \Training Checklist
2 1\MCO1YCOMPANY,. ..\ GoldMine Training
3 Y\ MED1\COMPANY,. ...\ GoldMine Training
4 Y\MC01\company, .\ Training Checklist

%] Exchangs Folder...
@ Fax Recipient...

{38 Microsoft PowerPaint

Goldline Con

ShiMcoty. . \aM Workflow Repart 02,0700
& 1iMcotY. . \GM WorkFlow Repart 05.02,00

D14

[RE ‘15‘1-_3

wleln]d

Elel  73mo0ticompany\Maingy. . \Startups.ler
[ or . 14 &-2-A-==58@
Pagé BC 1 TRt Zem n [ cal 1 [REC |k B e e

gsan| | EO BDE A 7

| BFa | Cimo | Fedo. | BrToi | fglGod |[mrmi.

A new dialog box will appear.

1. Choose to send a cover page by ticking the box.
2. Type in your notes.

£% FaxRush Chent ¥4.50.03
Fax ||__00kup| Hore I Eehaviorl Browsel About | System 1nf0|

S ES

air Fax Number:
02074280828

Main Contact:

|G anry Freeney

(OB e EE 22

Send To:
IGarry Freeney

Far Number:
| |pen74zs0e2s

Send On: At Fax Mumber Owerride:
10082000 =] [12:004M f
Mates: Send Cover Page r

Send Fax

. Lancel
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Sending an email

GoldMine will replace Microsoft Outlook on you desktop. All of your
emails will automatically filed for both inbound and outbound mes-
sages. GoldMine will recognise an inbound email and if there is a
match, file it for you.

It is important to delete unnecessary messages, however, emails will
be stored in month and year order.

1. Click on the Globe and Envelope icon.

2. Select the Recipient from the Drop Down Box (or leave).
3. Enter the Subject Description.

4. Attach documents by clicking on the Paper Clip icon.

5. Right Click in Attachment dialog box and select Attach.

| < =1 | & 7| WEE L]

File Edit “ew Lookup Contact Schedule Complete Tools Window Help

Ba& | atEs0dde | =gl HREl ReNs 2HD

s First Global Media Group

Fhanel: 02073004000 Main:
Phone2: 02073004001 ool

b kil MUCTTIEELR Bl b

E Company: First Global Media Group
Contact: Gany Freeney
First Name: Gary (A

Title: Managing Rk T
M-Madem: s =
0% A& & R Bs U AKS
Add1: & Heathgate
ez, 7507 Agine |10 Erom: [Nige! Maine crigelEmaine-consutin oo,k |
Clty: Lordon To IGarry Fieeney <gheeney@automotivesoucing.com> j _DI W Lirk
County: Additional Regipients:

Country: England

Tre: |&

B

Pendmg\ Histary |
Date Goldmir
du00 M ED

Client & Suppliers Mum |N|gs\ HUAugusl 2000 | 2319

When you have completed the attachments, click on the Envelope
icon located at the top left of the email screen to send the message.
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Setting up a Filter

Depending on the work you are carrying out at any given time, your
target customers will have something in common. It may be their lo-
cation, type of business or indeed the type of products they manufac-

turer.

GoldMine enables you to set up a filter process that presents you with
the customers or prospects you want to see.

OO~ WNER

businesses in South West London).

© 00~

. Click Insert Condition and then OK.
. Click Preview, before going back to Filters and clicking Activate.
. When finished, go back to Filters and click release.

. Click on the funnel icon for the Filters & Groups dialog box.
. Click on New and enter your description.
. Click on Build then Click on Field Name Drop Down Box.
. Select a Description (l.e. Post Code).
. From the middle box select the Operator (l.e. Begins with).

. From the third box select the Value or type in (e.g. SW — for

For more detailed information see the Technical Reference Guide.

|| @] & | WIS =]

File Edit “iew Lookup Contact Schedule Complete Tools Window Help
o~

lace|lagasadah|~0a <

DREN LSNS TAD

»: Maine Consulting
E Company: Maine Consulting Phorel: 020 8366 5014 b ain;
Contart: Ninel kM sine Phane? N0 836F 4987 |
[ZEAIET -4 Filters and Groups |- (O] <]
Tit,
M-Mode| | &, Fiters I@ Preview | o Groups | q] saL Guewl
Add1: Filters allow you ta create and wark. with subsets of records in GoldMine. Click ‘Activate' to =
AddZ: apply afilter, or click Preview' to see those records that match vour filker's criteria.
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Client + Emply L0, Pleaze enter a name for the filker and select the fiter's owner. Meust, select the
Clignts % ‘Build' tab to create a filter. *You may also click 'Edit Expression' to directly type
Calt * an dBASE ewpression.
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Filter Expressior:

Expr. {0 SOLQuery  Edit Expression

Cancel |

MNew Filter
Properties  Build I Dptlmlzel
L Tobuild a filter, please select a field fram the Figld name' list, select an
%’ ‘Operator’ and type in a value, then click ‘Inzert Condition'. To add multiple
L the SMOAOR' buttons. Use parentheses determing the order in which the

conditions are evaluated.
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