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1 - Introduction  
 
 
Welcome  
 
Thank you for purchasing Dimension  Suite:  Contact [DS:Contact] , the new approach to business 
solutions.  The following are the necessary steps to install and use DS:Contact  onto your computer. 
 
DS:Contact  is a ready-to-use application built on the award-winning FileMaker Pro technology. Unless 
you have a run-time version of DS:Contact , you need to install FileMaker Pro version 11 on each 
computer. Please check filemaker.com  for more information. 
 
Notice  
 
This document is constantly reviewed for improvement. Consequently, information in this document could 
change without notice. 
 
No part of this document may be reproduced or transmitted in any form or by any means, electronically or 
mechanically, without the express written permission of infoLink inc . 
 
All data used in examples herein is fictitious. 
 
 
Trademarks  
 
Dimension Suite  is a trademark of infoLink inc . 
 
FileMaker is a registered trademark of FileMaker, Inc. in the U.S. and other countries. The file folder logo 
is a trademark of FileMaker, Inc. 
 
Mac and the Mac logo are trademarks of Apple Inc. registered in the U.S. and other countries. The “built 
for Mac OS X” graphic is a trademark of Apple, Inc. used in the license. 
 
Microsoft, Windows, and the Windows Vista logo are registered trademarks of the Microsoft Group of 
Companies in the U.S. and other countries. 
 
Adobe, Acrobat, the Acrobat logo [Acrobat Capture], [Acrobat Exchange] and [Distiller] are trademarks of 
Adobe Systems Incorporated. 
 
All other trademarks are the property of their respective owners. 
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License Agreement  
 

1. In return for the payment of the license fee, you are granted a non-exclusive, non-transferable 
license to use the Program under the terms and conditions stated in this License Agreement. 

 
2. You may freely move the Program from one computer to another as long as there is no possibility 

that more than one copy of the Program may be put into use at one time. 
 

3. You may copy the Program onto your computer hard disk or make an archival copy for the sole 
purpose of backing up and protecting your investment. You must reproduce and include the 
copyright notice on any copy, modification, or Program portion merged onto another program. 

 
4. You agree that you will neither assign, sub-license, transfer, pledge, lease, rent, reverse 

engineer, disassemble, alter, recompile, manually or electronically transfer the Program and/or its 
Documentation, nor share your rights under this License Agreement without prior written consent 
from infoLink inc.  

 
5. The magnetic media on which the Software is recorded or fixed is owned by you, the Licensee, 

but infoLink inc . retains title and ownership of the Program originally or subsequently recorded 
on the magnetic media and all subsequent copies of the Program, regardless of the form or 
media on which the original and other copies may exist. 

 
6. infoLink inc . may terminate this License Agreement upon the breach by you of any terms herein. 

 
 
Copyright  
 
The enclosed software program, (the “Program”), and its related documentation, (the “Documentation”), 
are copyrighted and protected by the Canadian and United States copyright laws and international treaty 
provisions. Title and copyrights to the Program and Documentation remain at all times with infoLink inc , 
who is the owner of the Program and its Documentation. Unauthorized copying of the Program will result 
in an automatic termination of this license. 
 
 
Limited Liability  
 
infoLink inc. 's cumulative liability to the Licensee and all other parties arising out of or relating to this 
Agreement shall not exceed the License Fee paid by the Licensee to infoLink inc.  for the use of the 
Program. 
 
infoLink inc.  shall not be liable for any indirect, special, incidental or consequential damages or similar 
damages, including personal loss, business interruption, lost profits, lost data or other financial loss. This 
limitation will apply even if infoLink inc.  has been advised of the possibility of such damage. 
 

 

 

If you do not agree with the terms of this Agreement, promptly return the disks and Documentation to 
infoLink inc. and, if installed, remove the Program from your computer. 
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System Requirements  
 
(Check filemaker.com  for updates) 
 
DS:Contact  is a ready-to-use application built on the award-winning FileMaker Pro technology. You need 
to install FileMaker Pro first on each computer. Please check filemaker.com  for more information. 
 
If you are using FileMaker Server, see the FileMaker Server documentation for additional information on 
hosting the application. If you are using FileMaker Pro, see the FileMaker Pro manual for more 
information on sharing files. 
 
 

Operating System  Minimum  Requirements  Recommended Requirements  

Windows 7 Ultimate, Professional, 

Home Premium* 

CPU: 1 GHz or faster 

RAM:  1 GB 

DirectX 9 graphics device with WDDM 1.0 or 

higher driver, DVD drive 

CPU: 1 GHz or faster 

RAM:  2 GB 

DirectX 9 graphics device with WDDM 1.0 or 

higher driver, DVD drive 

Windows Vista Ultimate, 

Business, Home Premium  

(SP 2)*  

CPU: 1 GHz or faster 

RAM:  1 GB 

1024x768 or higher resolution video adapter 

and display, DVD drive 

CPU: 1 GHz or faster 

RAM:  2 GB 

1024x768 or higher resolution video adapter 

and display, DVD drive 

Windows XP Professional, Home 

Edition (SP 3)* 

CPU: Pentium III 700 MHz or faster 

RAM:  256 MB of RAM 

1024x768 or higher resolution video adapter 

and display, DVD drive 

CPU: Pentium III 700 MHz or faster 

RAM:  2 GB of RAM 

1024x768 or higher resolution video adapter 

and display, DVD drive 

Mac OS X v10.6* 

CPU: Intel-based Mac 

RAM:  1 GB of RAM 

DVD drive 

CPU: Intel-based Mac 

RAM:  2 GB of RAM 

DVD drive 

Mac OS X v10.5.7* 

CPU: PowerPC G4 (867 MHz+), Power PC 

G5, Intel-based Mac 

RAM:  512 MB of RAM, DVD drive 

CPU: PowerPC G4 (867 MHz+), Power PC G5, 
Intel-based Mac  

RAM:  2 GB of RAM, DVD drive 

* Version stated is the minimum requirement. This software may also work with later versions certified by FileMaker, 
Inc. 
 
 
Citrix XenApp  5.0 (FileMaker Pro 11 only)  
The clients listed below are supported by FileMaker, Inc. at this time. Other clients may work as expected 
but they have not been tested for use with FileMaker Pro and are not currently supported. 
 

•  Citrix XenApp Plug-in for Hosted Apps version 11.2 for Windows (32-bit and 64-bit) 
•  Citrix ICA Client 10.00.603 for Mac OS X 
•  Citrix Online Plug-in version 11 for Mac OS X 
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Microsoft Windows Server 2003 or Windows Server 2008 Terminal Services  
(FileMaker Pro 11 only)  
The clients listed below are supported by FileMaker, Inc. at this time. Other clients may work as expected 
but they have not been tested for use with FileMaker Pro and are not currently supported. 
 

•  Windows: Terminal Services Client (Remote Desktop Connection) version 6.1.7600 (Windows 7) 
running in Internet Explorer version 8; version 6.0.6001 (Windows XP) or version 6.0.6000 
(Windows Vista) running in Internet Explorer version 7.0.5730.1 

•  Mac OS: Remote Desktop Connection for Mac 2.0 
 
Compatibility  
FileMaker Pro 11/Pro 11 Advanced databases use the same file format (.fp7) as FileMaker Pro 10/Pro 10 
Advanced, FileMaker Pro 9/Pro 9 Advanced and FileMaker Pro 8.x/Pro 8.x Advanced therefore 
databases can easily be shared between these versions. While FileMaker Pro 7/Developer 7 have the 
same file format, they are no longer supported due to product obsolescence. Features specific to the 
newer versions are only supported in the newer versions (e.g. FileMaker Charts and Quick Finds 
introduced in FileMaker Pro 11/Pro 11 Advanced, are only supported by FileMaker Pro 11/Pro 11 
Advanced). 
 
Additional requirements (all platforms)  
Networking:  
CP/IP: limited to nine simultaneous FileMaker client connections; each client requires a licensed copy of 
the software; see FileMaker Server 11 for increased capacity. FileMaker Pro 11 supports Internet 
Protocol Version 6 (IPv6) addresses, as well as IPv4 addresses. 
Any computer accessing FileMaker Pro files over a network will need to have a licensed installation of 
versions 8.x, 9, 10, or 11 of FileMaker Pro or FileMaker Pro Advanced. FileMaker Pro 7 and FileMaker 
Developer 7 use the same file format as FileMaker Pro 11/Pro 11 Advanced but are no longer supported 
due to product obsolescence. 
 
Instant Web Publishing:  
A host computer with continuous access to the Internet or intranet via TCP/IP. FileMaker Pro 11/Pro 11 
Advanced can manage up to five simultaneous Instant Web Publishing sessions.  
 
Web browser requirements:  
To use a database shared with Instant Web Publishing, Windows web users need Microsoft Internet 
Explorer version 8.0 or 7.0 or Firefox 3.5. On the Mac, web users need Safari 4.0 or Firefox 3.5. Other 
Mozilla family browsers are not blocked but are unsupported and users will receive a dialog encouraging 
them to upgrade to a supported browser. JavaScript must be enabled in the web browser 
 
 
Finding Help  
 
If you need help in the installation process, please do one of the following: 
 

1. Visit our website at dimensionsuite .com  and click on the support tab 
2. Email us at Database@infolink-inc.com 
3. Call us at (780) 425-6905 (9:00AM to 5:00PM – Mountain Time) 
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2 – Installation  
 
 
Installing the System  
 
Unless you have a Run Time edition, install the database engine FileMaker Pro 11 first than install the 
DS:Contact after.  
 
To install DS:Contact  
 

a. Close all applications currently running on your system. 
b. Turn off (temporarily) virus protection during the installation. 

 

 

 

You must have administrative privileges or be able to validate as an administrator on your 
computer. 
 

 
 
Windows:  
 
Do the following in Windows  (Internet download): 
 

1. Locate the file you downloaded from the internet [Usually in the Downloads  folder in your c: 
Drive], the name of the folder should be DimensionSuite.Zip. Locate one of the following files 
inside it; 

 
a) Contact_R.exe   [_R  for Runtime, no need for the Filemaker Pro Program to be installed] or 
b) Contact_D .exe  [_D  for demo, no need for the Filemaker Pro Program to be installed] or 
c) Contact_M .exe [_M  for Multiple user, you need Filemaker Pro Program to be installed] or 

 
 

1. Double click on the file. 
2. Click the [Next]  button. 
3. Read carefully the License Agreement. If you accept the agreement, check the I accept the 

agreement  box. 
4. Read the Readme Information  window, click the [Next]  button. 
5. Installer will indicate that DS:Contact will be installed in C:\Program files \Dimension Suite  

folder. Although you can change your destination folder, we strongly recommend not doing so for 
future additions and upgrades, click the [Next]  button. 

6. If you don’t want to create a shortcut on your desktop uncheck the Create shortcuts on Deskto p 
box, click the [Next]  button. 

7. Review your settings, click on the [Install]  button. 
8. Wait for the installer to finish the installation, click on the [Finish]  button. 
9. Please read the ReadMe document, it might contain some useful information and some identified 

and known issues in certain environments. 
 

Installation is complete. 
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MAC: 
 
Do the following in MAC (Internet download): 
 

1. Locate the file you downloaded from the internet (Usually in the Downloads  folder in drive), the 
name of the folder should be DimensionSuite.Zip. Locate one of the following files inside it; 

 
a) Contact_R. dmg   [_R  for Runtime, no need for the Filemaker Pro Program to be installed] or 
b) Contact_D. dmg   [_D  for demo, no need for the Filemaker Pro Program to be installed] or 
c) Contact_M. dmg  [_M  for Multiple user, you need Filemaker Pro Program to be installed] or 

 
2. Double click on the file to launch the installer. 
3. Click the [Continue]  button. 
4. Read the Readme Information  window, click the [Continue]  button. 
5. Read carefully the License Agreement. If you accept the agreement, click the [Conti nue] button  
6. Click on the [Agree]  button. 
7. Click the [Install]  button. 
8. Wait for the installer to finish the installation, click on the [Finish]  button. 
9. Please read the ReadMe document, it might contain some useful information and some identified 

and known issues in certain environments. 
 

Installation Completed. 
 
 
Sharing the ContactShare Folder  
 
If you are planning to; 
  

•  Work in a multi users environment  
•  Add people photos 
•  Share documents attached to notes over the network  

 
You have to share the Contact/ ContactSystem/ContactShare  folder with full access to all users. Please 
check with your IT administrator for the proper setting.  
 
 
Uninstall Your Software  
 
Windows:  
 

1. Before you uninstall, close all running applications 
2. Do one of the following: 

 
a. Windows 7: 

1. Open the Windows Control Panel 
2. Double-click Programs and Features  
3. Select the product that you want to uninstall 
4. Click Uninstall /Change  
5.  Follow the on-screen instructions 
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b. Windows XP : 

1. Open the Windows Control Panel 
2. Double-click Add or Remove Programs 
3. Select the product that you want to uninstall 
4. Click Change/Remove 
5. Follow the on-screen instructions 

 
c. Windows Vista : 

1. Open the Windows Control Panel 
2. Double-click Programs and Fe atures  
3. Select the product that you want to uninstall 
4. Click Uninstall/Change  
5. Follow the on-screen instructions 

 
MAC: 
 
Move the Dimension Suite Folder to the Trash .  
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3 – System Setu p 
 
 

The main purpose of System Setu p is to; 

A – Setup Company 
 
1. Reset Administrator Password 
2. Manage File Sharing 
3. Setup Company information 
4. Set Notes Preference 
5. Insert Signatures 
6. Select Modules Drop Down 
 

B – Setup People 
 

1. Import People Data 
2. General Setting For People 
3. Setup People Headers 
4.  Setup People Custom Fields 
 

C – Setup Organization 
 
1. Import Organization Data 
2.  General Setting for Organization 
3.  Setup Organization Headers 
4. Setup Organization Custom Fields 
 

D – Users Accounts 
 
1. Manage Users and accessibility 
2. Find a User Account 
3.  Delete a User Account 
4. View All Users 
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A - Setup Company  

Make sure you are in the System Setup window. If not, click on the Setup  icon at the top right corner of 
your screen and than click on the Company  icon at the top selection bar.  
 
1. Reset Administrator Password  

 
1.1 Click on the [Reset Admin Password]  button located on the left hand side tool bar. 

1.2 Enter New Password. 

1.3 Confirm New Password. 
1.4 Click the [OK] button. 

 

2. Manage File Sharing 
 
2.1 Click on the [Open File Sharing…]  button. 
2.2 Click the On radio button to turn on Network Sharing to share your open files. If you click No, 

than no one else can access the system accept for yourself. If the system is placed on the 
server than you will have to allow network sharing. 

 
3. Enter Company information. 

 
3.1 Enter Company name. 
3.2 Enter Address 1. 

3.3 Enter Address 2 if applicable. 

3.4 Enter the City. 

3.5 Enter the Province or State. 
3.6 Enter the Country. 

3.7 Enter the Postal Code or Zip. 

3.8 Enter the Email address. 

 

 

3.9 Insert Company Logo 
3.1.1 Click on [Insert Logo 1] button to load a rectangular logo. 

3.1.2 Click on [Insert Logo 2] button to load a square logo.  

3.1.3 You can delete the logo at anytime. Click on one of the [Insert Logo]  buttons. A 
window will prompt, asking if you would like to delete Company logo. Click on the 
[Yes]  button to delete the logo. 
 

 

 

An email address is needed to send a copy of group emails to this address. You do not need to set it right 
now, but your group email won’t work properly until it is set. 
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4. Creating New Notes 

As a default, any new notes created will be displayed publicly and can be seen by anyone on the 
network. If you would like new notes to be displayed privately, to be seen only by the author, click on 
the Private  radio button. 

 

5. Signatures on Letters 

When you are using letter templates in contact, you have the option to select one of three 
signatures. In this section you will be setting the signatures. 
 

5.1 Click on the [Insert Signature]  buttons to load a signature.  

5.2 Enter the Name and Title associated with the signature. 

 
6. Module Drop Down Menu 

You can easily navigate from one module to another by using the Module Drop Down M enu  on the 
top tool bar located on the right hand side of your form.  

6.1 Check the boxes of the modules you would like to include in the drop down menu. 
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B - Setup People  
 
Make sure you are in the System Setup window. If not, click on the Setup  icon at the top right corner of 
your screen and than click on the People  icon at the top selection bar.   
 
1. Import People Data 

 
You can import People data (from Excel spreadsheet only) by clicking on the [Import People Data] 
button located on the left hand tool bar. A checklist page will pop up, indicating the order of the fields 
required to ensure successful import of data.  

 
1.1. Click on the [Clear]  button to delete any past records. 

1.2. Click on the [Load]  button to load data from Excel spreadsheet. Navigate to your 
spreadsheet. Click on the [Open]  button. If records are missing required fields, a message 
will pop up asking to fix the problem. Correct it on the spreadsheet and re-load the data into 
the system. 

1.3. Click on the [Import ] button to import records into the database.  

1.4. Click on the Return  Arrow  icon to return to the setup layout. 

 
2. General Settings 

2.1. Click on the General tab. 

2.2. Under Access People Record(s)  From , select the modules you would like to have access to 
People records from DS:Contact . 

2.3. Under Auto -Create New People  Record(s)  In, select the modules you would like to have auto 
create new People records from DS:Contact .  If you choose not to select modules, any new 
records created in DS:Contact  can only be viewed and would have to be manually saved by 
each module. 

 
3. Set Up People Headers on Record Forms 
 

To set up the fields in your People Form, click on the Base Fields Tab.  Any changes will be reflected 
under the Profile section of the People Form. 

 
3.1 Under the People  section; 

3.1.1 Enter the items that you would like to include in your drop down menu in the Suffix 
field by clicking on the drop arrow icon in the box and selecting “Edit ”. An Edit Value 
List window will appear for you to enter your selections.   

3.1.2 Enter the items that you would like to include in your drop down menu in the Prefix 
field by clicking on the drop arrow icon in the box and selecting “Edit ”. An Edit Value 
List window will appear for you to enter your selections.   

3.2 Under the Telephone  section;  
3.2.1 Input the name of each telephone field (1-5) that you would like to include on your 

form.  

3.2.2 If you wish to format the telephone numbers, click Yes and than enter Area Code and 
Number Format. Type in the Number Format using # signs to determine the format to 
be displayed. The first group of # signs represents your regional code. As an example, 
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Number Format can be entered as (###) ### ####. Otherwise, click No and leave the 
fields empty. 

3.3 Under the Email  section; 

3.3.1 Input the names of each email field (1-2) that you would like to include on your form. 
3.4 Under the Add ress  section; 

3.4.1 Enter the items that you would like to include in your drop down menu for the Address 
Type 1, City, Province/State, Country and Address Type 2 fields by clicking on the 
drop arrow icon in the box and selecting “Edit ”. An Edit Value List window will appear 
for you to enter your selections.  

Any changes will appear on the Address chart in the Profile section of the form.  
3.5 Under the Classification  section; 

3.5.1 Input the name of each classification field (from 1-5) and input the corresponding drop 
down items that you would like to include on your form by clicking on the drop arrow 
icon in the box and selecting “Edit ”. An Edit Value List window will appear for you to 
enter your selections.   

3.5.2 Input the name of each classification field (from 6-7) and input the corresponding radio 
button titles that you would like to include on your form by clicking on the drop arrow 
icon in the box and selecting “Edit ”. An Edit Value List window will appear for you to 
enter your selections.   

3.5.3 Input the name of the classification field (8) and input the corresponding title of the 
check boxes you would like to include on your form by clicking on the drop arrow icon 
in the box and selecting “Edit ”. An Edit Value List  window will appear for you to enter 
your selections.   

Any changes will appear on the Classification chart in the Profile section of the form.  
3.6 Under the Organization  section; 

3.6.1 Enter the items that you would like to include in your drop down menu  the Relation To 
Us and Position fields for Organization 1 by clicking on the drop arrow icon in the box 
and selecting “Edit ”. An Edit Value List  window will appear for you to enter your 
selections. 

3.6.2 Enter the items that you would like to include in your drop down menus in the Relation 
To Us and Position fields for Organization 2 by clicking on the drop arrow icon in the 
box and selecting “Edit ”. An Edit Value List  window will appear for you to enter your 
selections 

Any changes will appear on the Organization chart in the Profile section of the form. 

3.7 Under the Links  section; 

3.7.1 Enter the items you would like to include in your drop down menu in the Relationship 
field by clicking on the drop arrow icon in the box and selecting “Edit ”. An Edit Value 
List  window will appear for you to enter your selections. 

Any changes will appear on the Links chart in the Profile section of the form. 

3.8 Under the Notes  section; 

3.8.1 Enter the items you would like to include in your drop down menu in the Note Type 
field by clicking on the drop arrow icon in the box and selecting “Edit ”. An Edit Value 
List  window will appear for you to enter your selections.  

Any changes will appear on the People Note Form that can be accessed by clicking 
on the Note  icon at the top right corner of the People Form.  
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4. To set up custom fields in your People Form,  
 

Click on the Custom Fields Tab. Any changes will be reflected under the Custom Fields section of the 
People Form. 

 
4.1 Under the Text  Fields section; 

4.1.1 Input the names of each text field (1-10) that you would like to include on your form. 
You can also choose to include items to the drop down menu for each field by clicking 
on the drop arrow icon in the box and selecting “Edit ”. An Edit Value List  window will 
appear for you to enter your selections.  

4.2 Under the Check Boxes  section; 

4.2.1 Input the names of each check box field (1-10) that you would like to include on your 
form than input the title of the check boxes for each field by clicking on the drop arrow 
icon in the box and selecting “Edit ”. An Edit Value List  window will appear for you to 
enter your selections. 

4.3 Under the Number  section; 

4.3.1 Input the names of each number field (1-10) that you would like to include on your 
form.   

4.4 Under the Radio Button  Section; 
4.4.1 Input the names of each radio button field (1-10) that you would like to include on your 

form than input the title of the radio buttons for each field by clicking on the drop arrow 
icon in the box and selecting “Edit ”. An Edit Value List  window will appear for you to 
enter your selections. 

4.5 Under the Date section; 

4.5.1 Input the names of each date field (1-10) that you would like to include on your form.  
While entering data on your form, an automatic calendar will pop up on each field. 
Click on the appropriate date for each field.  

 
Any changes you make will be saved automatically. To view changes you must close 
the system and re-start the system. 
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C - Set Up Organization   
 
Make sure you are in the System Setup window. If not, click on the Setup  icon at the top right corner of 
your screen and then click on the Organization  icon at the top selection bar.  
 
 
1 Import Organization Data 

You can import Organization data (on Excel spreadsheet only) by clicking on the [Import 
Organization  Data] button. A checklist page will pop up, indicating the order of the fields required to 
ensure successful import of data.  

 
1.1 Click on the [Clear]  button to delete any past records. 
1.2 Click on the [Load ] button to load data from Excel spreadsheet. Navigate to your 

spreadsheet. Click on the [Open]  button. If records are missing required fields, a message 
will pop our asking to fix the problem. Correct it on the spreadsheet and re-load the data 
into the system. 

1.3 Click on the [Import]  button to import records into the database.  

1.4 Click on the Return  Arrow  icon to return to the Setup Layout 
 
2 General Settings 

2.1 Click on the General  tab.  

2.2 Under Access Organization  Contact From , select the modules you would like to have access 
to Organization records from DS:Contact . 

2.3 Under Auto -Create Organization  Contact In , select the modules you would like to have auto 
create new Organization records from DS:Contact . If you choose not to select modules, any 
new records created in DS:Contact  can only be viewed and would have to be manually saved 
by each module. 

 
3. Set Up Organization Headers on Record Forms 
 

To set up the fields in your Organization Form, click on the Base Fields Tab. Any changes will be 
reflected under the Profile section of the Organization Form. 

3.1 Under the Telephone  section; 

3.1.1 Input the name of each telephone field (1-5) that you would like to include on your 
form.  

3.1.2 If you wish to format the telephone numbers, click Yes and than enter Area Code and 
Number Format. Type in the Number Format using # signs to determine the format to 
be displayed. The first group of # signs represents your regional code. As an example, 
Number Format can be entered as (###) ### ####. Otherwise, click No and leave the 
fields empty. 

3.2 Under the Email section; 

3.2.1 Input the name of each email field (1-2) that you would like to include on your form. 

3.3 Under the Address  section; 
3.3.1 Enter the items that you would like to include in your drop down menu for the Address 

Type 1, City, Province/State, Country and Address Type 2 fields by clicking on the 
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drop arrow icon in the box and selecting “Edit ”. An Edit Value List  window will appear 
for you to enter your selections. 

Any changes will appear on the Address chart in the Profile section of the form. 

3.4 Under the Contact  section; 
3.4.1 Enter the items that you would like to include in your drop down menu for the Relation 

to Us field by clicking on the drop arrow icon in the box and selecting “Edit ”. An Edit 
Value List  window will appear for you to enter your selections. 

Any changes will appear on the Contact chart in the Profile section of the form. 

3.5 Under the Classification  section; 
3.5.1 Input the name of each classification field (1-5) and input the corresponding drop 

down items that you would like to include on your form by clicking on the drop arrow 
icon in the box and selecting “Edit ”. An Edit Value List  window will appear for you to 
enter your selections. 

3.5.2 Input the name of each classification field (6-7) and input the corresponding radio 
button titles that you would like to include on your form by clicking on the drop arrow 
icon in the box and selecting “Edit ”. An Edit Value List  window will appear for you to 
enter your selections.   

3.5.3 Input the name of the classification field (8) and input the corresponding title of the 
check boxes you would like to include on your form by clicking on the drop arrow icon 
in the box and selecting “Edit ”. An Edit Value List  window will appear for you to enter 
your selections.  

Any changes will appear on the Classification chart in the Profile section of the form. 

 
 

4. To set up custom fields in your People Form, click on the Custom Fields Tab.  
 

4.1 Under the Text  section; 

4.1.1 Input the names of each text field (1-10) that you would like to include on your form. 
You can also choose to include items to the drop down menu for each field by clicking 
on the drop arrow icon in the box and selecting “Edit ”. An Edit Value List  window will 
appear for you to enter your selections. 

4.2 Under the Check Boxes  section; 
4.2.1 Input the names of each check box field (1-10) that you would like to include on your 

form than input the title of the check boxes for each field by clicking on the drop arrow 
icon in the box and selecting “Edit ”. An Edit Value List  window will appear for you to 
enter your selections.  

4.3 Under the Number  section; 

4.3.1 Input the names of each number field (1-10) that you would like to include on your 
form.   

4.4 Under the Radio Button  Section; 

4.4.1 Input the names of each radio button field (1-10) that you would like to include on your 
form than input the title of the radio buttons for each field by clicking on the drop arrow 
icon in the box and selecting “Edit ”. An Edit Value List  window will appear for you to 
enter your selections.  

4.5 Under the Date section; 



  !"#$%&"'%()*"+$( ,'%+-.+(/-%*-0 (
 
 

Version 2.0 - Revised February 2011   - Copyright infoLink inc .                        Page 17  

4.5.1 Input the names of each date field (1-10) that you would like to include on your form.  
While entering data on your form, an automatic calendar will pop up on each field. 
Click on the appropriate date for each field.  

 
Any changes you make will be saved automatically. To view changes you must close 
the system and re-start the system. 
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D - Set Up User Account  

Make sure you are in the System Setup window. If not, click on the Setup  icon at the top right corner of 
your screen and then click on the Account  icon at the top selection bar.  
 
1. Manage Users and Accessibility 
 

1.1. Click on Add Record  icon (the system will display a blank record with empty fields). 
1.2. Enter appropriate fields for the User (First Name, Last Name, Phone, and Email). 

1.3. Enter Account Name. 

1.4. Enter Account Password. 

1.5. Click Add  icon located on the right hand side table, you can add as many module account as 
you need.  

1.6. From the drop down menu on the right hand side table, select one of the following profiles to 
each module;  

•  Supervisor  - able to create, edit and delete all records. May also override 
certain data validation in the database. 

•  User  - able to create, edit and delete records. 

•  Reader  - unable to modify records but can view them only 
 

1.7. Click on the [Update] button to update the User’s account  
1.8. You can delete a Module-Profile by clicking on the Delete icon 

 
2. Find a User Account 
 

To search for an existing User Account, please do the following; 
 

2.1. Browse the active records using the navigation buttons. 
2.2. Search for the User Account by clicking on the Find Record  icon. 

 
2.1.1 Click on the Find Record  icon (the system will display a blank record with empty fields).  

 
2.1.2 Type the data you are looking for in any of the fields. For example, to locate someone 

with the First Name “Raymond”, select the First Name field and type “Raymond”. 
 

2.1.3 Press Enter or Return on your Keyboard. 
 
2.1.4 When you perform a search, the system searches through all the records in the 

database, comparing the criteria you specify with the data. Records with data matching 
the criteria become the found set (subset of records being browsed). Records that don't 
match are omitted. You can work with just the records in the found set.  

 
2.1.5 The system will show you the record(s) you requested in Browse  mode. Note that at the 

bottom left corner of your Form View you can see the number of found records in the 
found set.  The number in brackets is the total number of records in the system. 
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2.1.6 If no records are found an error message will occur. Either click on Modify Find  to do 
another search or click on Cancel  to cancel the search.  

 
2.1.7 Any records that are not in the Found Set are still hidden in the database. They are 

omitted from the Found set. To see all the records click on the Show All  icon. 
 
3 Delete a User Account 

 
3.1 Find the Record (User) you want to delete. 
3.2 Click on the Delete  icon. 

 
 
4 View All Users 

 
4.1 To view all users in record form format, click on the Show All  icon. 
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4 – User Guide  
 
 
Main Purpose  
 
The main purpose of the Contact is to: 
 
1. Manage People information (view, add, modify and delete data). 

2. Classify People as per customized structure. 

3. Add People pictures. 
4. Link People together (Person to Person Link). 

5. Link People to one or two Organizations. 

6. Manage People notes for individuals and groups. 

7. Attach up to 5 documents of any type per note. 
8. Set notes for public access or retain for private use. 

9. Design email templates for process consistency. 

10. Send People emails individually or in blind format. 

11. Produce customizable People letters for individuals and groups. 
12. Grant access to individual People for all the Dimension Suite  modules. 

 
In addition to the above, you can: 
 

•  Manage Organization information (view, add, modify and delete data). 

•  Classify Organization as per customized structure. 
•  Create Organization Link to all People. 

•  Manage Organization notes for individuals and groups. 

•  Attach up to 5 documents of any type per Note. 
•  Set notes for public access or retain for private use. 

•  Design email templates for process consistency. 

•  Send People emails individually or in blind format. 

•  Produce customizable Organization Letters for individuals and groups. 
•  Grant access to individual Organization for all the Dimension Suite  modules. 
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Basic Navigation  
 
Section Navigation  
 

1. Click the People  Form  icon in the Selection Bar at the top left corner of your screen to manage 
People in your database. 

2. Click the Organization  Form  icon in the Selection Bar at the top left corner of your screen to 
manage Organizations in your database. 

 
Records Navigation  
 
Use the Arrow  icons to navigate through the records in your Found Set (Active Records). 
 
 
Module Navigation  
 
If you have more than one module in your Dimension Suite , you can select the module you would like to 
go to by doing the following: 
 

1. Click on the Drop Arrow  icon on the upper right side corner of your layout, where it says 
“Module”. 

2. Select the desired module from the drop-down list. 

 
 
User Information  
 
This area is reserved for users and administration to insert business rules and details to remember when 
managing your database: 
 

1. Click on the User Information  icon located at the top right corner of your layout. 

2. Enter or edit information in the text area.  Any information you input will be saved automatically. 

3. Click on the Return Arrow  icon to return to your working layout.  
 
 
Types of Layout  
 
There are two types of layouts available to you when you work with DS:Contact ;  
 

1. Form View – to manage (add, delete, or modify) your records.  

2. List View – to search, analyze groups and/or similar activities. 
 

The Form View is set as a default when you open DS:Contact . To go to List View, simply click on the 
List  icon. From the List View you can go back to Form View by clicking on the Form  icon or by clicking on 
the People  or Organization  icon (whichever database you are working on) in the selection bar at the top 
left corner of your screen. 
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Add a Record to People Contact  
 
When you add a record, Dimension Suite  will save the record at the end of your current table or after the 
last record in your Found Set (the active records that are made active by a search request). If your 
records are sorted, the new record appears immediately after the current record. 
 

1. Enter Main Profile Information; 

1.1 Click on the People  Form  icon in the selection bar at the top left corner of your screen. 
1.2 Click on the Add Record  icon to display a blank record (record with empty fields). 

 

Fields Navigation  
 

•  Press the Tab key to go to the next logical field in your layout. 
•  Simultaneously press Shift and Tab to go to the previous logical field. 

•  Click on the field with your mouse to navigate between fields. 

 

1.3 Enter the person’s ID in the Locator  field on the People Form; 
1.3.1 Check with your system administrator for the proper format for the record 

ID. 

1.3.2 The Locator field should not be left empty. 

1.3.3 The ID you enter must be unique (has not been used before). 

1.3.4 If a record in the database has the same ID as the new record you are 
trying to create, the system will alert you to correct the entry. 

1.3.5 You can search for people records by entering information in the Locator 
field;  

1.3.5.1 Click on the Find Record  icon.   

1.3.5.2 Type one or more letters (and/or numbers) in the Locator 
field. 

1.3.5.3 Press enter on the keyboard or click on the [See Similar]  
button to display a list of all records with similar letter(s) 
and/or numbers. 

1.3.5.4 Click on the Goto Arrow Record  icon at the left of the row 
to go to the desired record. 

1.4 Enter the First Name . 

1.5 Enter the Middle Name . 

1.6 Enter the Last Name .  

1.7 Enter the Prefix  by selecting a value from the drop-down list. Check with your system 
administrator if you would like to alter the choices provided in the drop-down list menu. 

1.8 Enter the Suffix  by selecting a value from the drop-down list menu. Check with your 
system administrator if you would like to alter the choices provided in the drop-down list 
menu. 

1.9 Enter the Phone  Numbers . Depending on your setup, a Phone Number may be left as 
entered or it may be formatted with a regional code added automatically. Check with 
your system administrator if you have any questions about the setup. 
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1.10 Enter any Notes  associated with the phone numbers. 

1.11 Enter the Main and Other Email Address es. 

 

 
 

Insert a Photo  
 
You can add a photo to each People record.  
 

 

 

If you save your photos in a central location shared by all users, as suggested in the Contact Installation 
manual, then all users can see the photos. If you save the photos on your hard drive, then you will be the 
only person who can see the photos. 
 

 
If you want the system to automatically link photos to your records you have to do both of the following: 
 

•  Save the photo in the indicated shared folder. (Check with your system administrator for the 
proper location).  The recommended system path to the photo folder is: 

 
Program Files \DimensionSuite \Contact \ContactSystem \ContactShare \Photos  

 
•  Name the photo exactly as the record Locator .  For example, if “John Smith” record Locator 

is “SMJ001”, then name his photo “SMJ001” and save it in the shared folder. 
 
If either of the two above conditions is not set properly, the system will ask you to locate the Photo. 
 

•  Click the [Insert Photo ] button for the photo to be linked to the record. If a photo is not 
linked, an Insert File  window will appear indicating No Photo ID available .  Make sure the 
photo name matches the record Locator and is saved in the shared folder.  

•  Ensure that the Store only a reference to the file  box is checked in the Insert File  window. 

•  Click on the photo and press the Delete  key, if you like to remove the photo. 

 
 

2. Enter Information in Profile Charts ; 
 

Under the Profile  tab, enter information in the Address, Organization, Classification, Information, 
Links and Emergency charts as needed. 

 
2.1 Enter Address  information; 

 
2.1.1 Enter the Address Type  for Address 1 by selecting a value from the 

drop-down list menu or by manually entering an address type. Check 
with your system administrator if you would like to alter the choices 
provided in the drop-down list menu. 

2.1.2 Enter Street Address 1 . 

2.1.3 Enter Street Address 2  if applicable. 

 
Only the Email address entered in the Main field will be used in the email tool. 
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2.1.4 Enter the City  by selecting a value from the drop-down list menu or by 
manually entering a city name. Check with your system administrator if 
you would like to alter the choices provided in the drop-down list menu. 

2.1.5 Enter the Province  or State  by selecting a value from the drop-down 
list menu or by manually entering a province name. Check with your 
system administrator if you would like to alter the choices provided in 
the drop down list menu. 

2.1.6 Enter the Country  by selecting a value from the drop-down list menu or 
by manually entering a country name. Check with your system 
administrator if you would like to alter the choices provided in the drop-
down list menu. 

2.1.7 Enter the Postal or Zip Code . 

2.1.8 You can click on the [Goto Map]  button to view the address map and 
get directions. Click on the Return Arrow  icon located at the top right 
corner of the page to return to your layout. 

2.1.9 You can enter an alternative address by entering information in the 
Address 2  section of the Address chart. 

2.1.10 You can swap information between Address 1 and Address 2 by 
clicking on the [Switch Address] button located in the middle of the 
chart. 

 

 
2.2 Enter Organization  information; 

 
2.2.1 Enter Organization 1  by selecting a value from the drop-down list 

menu. You can select according to Organization ID or by Organization 
Name.  

Any records added to Organization will automatically be added to the drop-down 
list menu in the Organization chart on the People Form. 

2.2.2 You can add an Organization link by clicking on the Add icon. 

2.2.3 You can delete the Organization link by clicking on the Delete  icon. 

2.2.4 You can click on the Goto Arrow  icon to view the Organization form 
directly. 

2.2.5 Enter the person’s Position  by selecting a value from the drop-down 
list menu or by manually entering a position name. Check with your 
system administrator if you would like to alter the choices provided in 
the drop-down list menu. 

2.2.6 Check the appropriate boxes under Relation to Us . Check with your 
system administrator if you would like to alter the choices provided in 
the check boxes. 

2.2.7 Enter Organization 2  if applicable. Select a value from the drop-down 
list menu. You can select according to Organization ID or by 
Organization Name. 

 
Only Address 1 will show on the Phone Directory and Labels reports. 
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2.2.8 Enter the person’s Position  if applicable. Select a value from the drop-
down list menu or manually enter a position name. 

2.2.9 Check the appropriate boxes under Relation to Us . 

 
2.3 Enter Classification  information; 

 
2.3.1 Enter information in the Classification fields as set by your system 

administrator. Check with your system administrator if you would like to 
alter the names of the fields or the choices provided in the drop-down 
list menu, radio buttons or the check boxes. 

2.3.2 Select the person’s Gender  by clicking on one of the radio button 
choices. 

2.3.3 Enter the person’s Birth Date  by clicking on the field and selecting a 
date using the pop up calendar. Click on the check box beside the Birth 
Date field if you would like to flag birth dates for future use. 

 
2.4 Enter additional Information ; 

 
2.4.1 Enter additional Information  if applicable. Please note that any 

information entered here can be viewed publicly. If you would like to 
make any information private, please use the People  Note Form  by 
clicking on the Note  icon at the top right corner of your screen. 

 

2.5 Enter Links  information; 
 

The purpose of the Person to Person  Links  chart is to group two or more People in the 
database. 

 
2.5.1 Enter the Relationship  by selecting a value from the drop-down list 

menu or by manually entering a relationship name. Check with your 
system administrator if you would like to alter the choices provided in 
the drop-down list menu. 

2.5.2 Enter a Person’s Locator  ID or Full  Name to link to the current record 
by selecting from the drop-down list menu or by typing a letter (or 
number) directly in the drop-down list to navigate faster to the desired 
person. 

2.5.3 Check the Box under the P column if it is your primary link. 

 

2.5.4 Click on the Delete  icon if you would like to delete the link. 
2.5.5 Click on the [Reverse]  button to reverse the relationship link. 

2.5.6 A Reverse Relationship  window will open. Enter the relationship and 
than click on the [OK]  button. 

 

 

If in the record of “John Smith”, for example, you linked “John Smith” to “Leslie Smith” and the 
relationship type is Father, you would likely link “Leslie Smith” to “John Smith” in the relationship 
type as Daughter. 
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2.5.7 A message will inform you that the reverse relationship was 
successfully created.  You can click on the [YES]  button to see the 
other record. Otherwise click [NO].  

 
Manage Access to Other Modules  
 
All the modules available in your Dimension Suite  are listed in the Access  section of the Links  chart. By 
default, all the boxes are checked granting access to the Contact database. 
 
For example, if you are using DS:Contact  to store Donor data only, make sure that the Donor module is 
checked and all other modules are unchecked. Similarly, if you store Members information only, make 
sure that the Member module is checked and all the other ones are unchecked. If the same person could 
be a Donor and a Member, then check both boxes. 
 

2.6 Enter Emergency  information; 
 

2.6.1 Enter information in Emergency Contact 1 . 
 

2.6.1.1 Enter Name. 

2.6.1.2 Enter Relation  (to current record person). 
2.6.1.3 Enter Phone 1 . 

2.6.1.4 Enter Phone 2 . 

 
2.6.2 Enter information in Emergency Contact 2  if applicable. 

 
2.6.3 Enter relevant notes (ex. availability, condition of call, current record 

person’s allergies, behavioral expectations, etc.) in the Notes  box. 

 

3. Enter Custom Fields  information; 

3.1 Click on the Custom Fields  tab on the People Form. 
3.2 Enter information in the fields as required. Check with your system administrator if you 

would like to add field names or alter the choices provided in the drop-down list 
menus, radio buttons or check boxes. 
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Add a Record to Organization Contact  

 
 
1. Enter Main  Profile  information; 

1.1 Click on the Organization Form  icon in the selection bar at the top left corner of your 
screen. 

1.2 Click on the Add Record  icon to display a blank record (record with empty fields). 
 
 
 
 

Fields Navigation  
 

•  Press the Tab key to go to the next logical field in your layout. 

•  Simultaneously press Shift and Tab to go to the previous logical field. 
•  Click on the field with your mouse to navigate between fields. 

 
1.3 Enter the organization’s id in the Locator  field on the Organization Form: 

 
1.3.1 Check with your system administrator for the proper format for the record 

Locator. 

1.3.2 The Locator field should not be left empty. 
1.3.3 The Locator you enter must be unique (has not been used before). 

1.3.4 If a record in the database has the same ID as the new record you are 
trying to enter, the system will alert you to correct the entry. 

1.3.5 You can search for people records by entering information in the Locator 
field;  

 
1.3.5.1 Click on the Find Record  icon.   

1.3.5.2 Type one or more letters (and/or numbers) in the Locator 
field. 

1.3.5.3 Press enter on the keyboard or click on the [See Similar ] 
button to display a list of all records with similar letter(s) 
and/or numbers. 

1.3.5.4 Click on the Goto Arrow Record  icon at the left of the row 
to go to the desired record. 

 
1.4 Enter the Organization’s Name. 

1.5 Enter the Description pertaining to the Organization. 
1.6 Enter the Attention  name if applicable. 

1.7 Enter Website 1 . You can click on the [Goto Website 1] button to go directly to the 
website.  

1.8 Enter Website 2 if applicable. You can click on the [Goto Website 2] button to go 
directly to the website. 
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1.9 Enter the Phone  Numbers . Depending on your setup, a Phone Number may be left as 
entered or it may be formatted with a regional code added automatically. Check with 
your system administrator if you have any questions about the setup. 

1.10 Enter the Main and Other Email Address es. 

 

 
 
Insert an Organization Logo  
 
You can add a logo to each Organization record.  
 

 

 

If you save the logos in a central location shared by all users, as suggested in the Contact Installation 
manual, then all users can see the logos. If you save the logos on your hard drive, then you will be the 
only person who can see the logos. 
 

 
If you want the system to automatically link logos to your records you have to do both of the following: 
 

•  Save the logo in the indicated shared folder. (Check with your system administrator for the 
proper location).  The recommended system path to the photo folder is: 

 
Program Files \DimensionSuite \Contact \ContactSystem \ContactShare \Photos  

 
•  Name the logo exactly as the record Locator.  For example, if “ABC Co.” record Locator is 

“ABC001”, then name his photo “ABC001” and save it in the shared folder. 
 
If either of the two above conditions is not set properly, the system will ask you to locate the logo. 
 

•  Click the [Insert Logo ] button for the logo to be linked to the record. If a logo is not linked, an 
Insert File  window will appear indicating No Logo  ID available .  Make sure the logo name 
matches the record Locator and is saved in the shared folder.  

•  Ensure that the Store only a reference to the file  box is checked in the Insert File  window. 

•  Click on the logo and press the Delete  key, if you like to remove the logo. 

 
2. Enter information in Profile Charts . 

 
Under the Profile  tab, enter information in the Address, Contact, Classification, Information, and Links 
charts as needed; 

 
2.1 Enter Address  information; 
 

2.1.1 Enter the Address Type  for Address 1 by selecting a value from the 
drop-down list menu or by manually entering an address type. Check 
with your system administrator if you would like to alter the choices 
provided in the drop-down list menu. 

2.1.2 Enter Street  Address  1. 

2.1.3 Enter Street  Address 2  if applicable. 

 
Only the Email address entered in the Main field will be used in the email tool. 
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2.1.4 Enter the City  by selecting a value from the drop-down list menu or by 
manually entering a city name. Check with your system administrator if 
you would like to alter the choices provided in the drop-down list menu. 

2.1.5 Enter the Provin ce or State  by selecting a value from the drop-down list 
menu or by manually entering a province name. Check with your system 
administrator if you would like to alter the choices provided in the drop 
down list menu. 

2.1.6 Enter the Country  by selecting a value from the drop-down list menu or 
by manually entering a country name. Check with your system 
administrator if you would like to alter the choices provided in the drop-
down list menu. 

2.1.7 Enter the Postal or Zip Code . 

2.1.8 You can click on the [Goto Map]  button to view the address map and get 
directions. Click on the Return Arrow  icon located at the top right corner 
of the page to return to your layout. 

2.1.9 You can enter an alternative address by entering information in the 
Address 2  section of the Address chart. 

2.1.10 You can swap information between Address 1 and Address 2 by clicking 
on the [Switch Address]  button located in the middle of the chart. 

 

 
2.2 Enter Contact information. 
 

2.2.1 Enter the Relation To Us by selecting a value from the drop-
down list menu. Check with your system administrator if you 
would like to alter the choices provided in the drop-down list 
menu. 

2.2.2 Enter People  by selecting a value from the drop-down list menu. 
You can select according to Locator  ID or by Full Name . Once a 
contact is selected, the Position , Email , Phone  and Extension  
fields will be filled in automatically (based on information on the 
people contact form).  

Any records added to People will automatically be added to the drop-
down list menu in the Contact chart on the Organization Form. 
 
2.2.3 You can click on the Goto  Arrow  icon to view the People Contact 

form directly. 
2.2.4 You can Email the Contact directly by clicking on the Email 

Contact  icon located beside the Email field. 

2.2.5 You can delete the Contact link by clicking on the Delete  icon. 

 
2.3 Enter Classification information. 

 
2.3.1 Enter information in the Classification fields as set by your system 

administrator. Check with your system administrator if you would 

 
Only Address 1 will show on the Phone Directory and Labels reports. 
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like to alter the names of the fields or the choices provided in the 
drop-down list menu, radio buttons or the check boxes. 

 
2.4 Enter additional Information . 

 
2.4.1 Enter additional Information  if applicable. Please note that any 

information entered here can be viewed publicly. If you would like 
to make any information private, please use the Organization 
Note Form  by clicking on the Note  icon at the top right corner of 
your screen. 

 

2.5 Enter Links  information. 
 

The Links chart will allow you to manage access to other modules. 
 

All the modules available in your Dimension Suite  are listed in the Access  section. By 
default, all the boxes are checked granting access to the Contact database. For example, if 
you are using DS:Contact  to store Donor data only, make sure that the Donor module is 
checked and all other modules are unchecked. Similarly, if you store Members information 
only, make sure that the Member module is checked and all the other ones are unchecked. 
If the same organization could be a Donor and a Member, then check both boxes. 

 

Custom Fields  

 

3. Enter Custom Fields  information. 
 

3.1 Click on the Custom Fields  tab on the Organization Form. 
3.2 Enter information in the fields as required. Check with your system administrator if you 

would like to add field names or alter the choices provided in the drop-down list menus, 
radio buttons or check boxes. 
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Duplicating a record  
 
Sometimes it is easier to start a new record by duplicating an existing one. 
 

1. Got to the Record you wish to duplicate. 

2. Go to Records  from the menu bar. 
3. Select Duplicate Record . 

4. Ensure that the record has a unique Locator . 

5. Make changes to the record accordingly.   
 
 
Reverting a record  
 
If you need to revert to the original record; 
 

1. Go to Records  from the menu bar. 

2. Select Revert Record . 

3. Click on the [Revert ] button to confirm your action 

 
Any changes made previously to the record will be erased. Changes made to the ID field will remain 
unchanged. 
 
 
Delete a Record  
 
Deleting a Contact record will not only delete the information in the Contact Module  but it will also delete 
all information related to that record in all modules of Dimension Suite  with no possibility of recreating 
the data. You can only delete a record if your account has been set up as the Administrator, Supervisor or 
User.  A reader cannot delete a record. 
 

1. Go to the appropriate record in Form  view format. 

2. Click on the Delete  icon. 

3. A message will prompt, asking you if you want to permanently delete the entire record. Click on 
the [Delete] button. 

 
 
Find Record  
 
To optimize the use of DS:Contact , it is critical that you become familiar with the search engine. Data is 
only useful if you can find what you need when you need it. All the views of the system (Form View, List 
View, and Reports) are based on the Found Set (the active records). 
 
When you perform a search, the system searches through all the records in the database, comparing the 
criteria you specify with the data. Records with data matching the criteria become the Found Set (subset 
of records being browsed). Records that don't match are omitted. You can work with just the records in 
the Found Set. 
 
You can search records in either of the following formats: 
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1. Form View  

2. List View  

 
1.  Search in Form View  

 
1.1 Click on the Find Record  icon in the Form View format. 
1.2 A blank record (record with empty fields) will be displayed. Enter the data you are searching 

for in any of the fields.  

1.2.1 For example, to locate someone with the First Name  “Raymond”, select the 
First Name  field and enter “Raymond”. 

1.2.2 You can enter more than one criterion (use more than one field). For example, to 
locate someone with the First Name  “Raymond” and City  “Edmonton”, select 
the First Name  field and enter “Raymond” then select the City  field in the 
Address chart and type “Edmonton”. 

 
1.3 Press [Enter] or [Return]  button on your keyboard. The system will show you the record(s) 

you requested in List View. 

1.4 Click on the Arrow  icon if you want to see the Form View of any record. 
 

 

 
At the bottom left corner of your Form View layout, you can see the number of found records in the 
Found Set.  If you see Record 1/4[2561], you are looking at the first record in a Found Set of 4 records, 
and the total number of records in the database is 2,561. 

 
 
 

1.5 If no records are found, a No records found  message will appear. Click [OK] to continue. 
 

 
2.  Search in List  View  

 
2.1 Click on the Find Record  icon in the List View format. 
2.2 Empty fields will be displayed. Enter the data you are searching in any of the fields. You can 

search using Locator ID, First Name, Last Name, Address, Telephone, and/or Email.  

2.2.1 For example, to locate someone with the First Name  “Raymond”, select the 
First  Name field and enter “Raymond”. 

2.2.2 You can enter more than one criterion (use more than one field). For example, to 
locate someone with the First Name  “Raymond” and City “Edmonton”, select the 
First Name  field and enter “Raymond” then select the Address  field chart and 
type “Edmonton”. 

 
2.3 Press [Enter] or [Return]  button on your keyboard. The system will show you the record(s) 

you requested in List View. 

2.4 Click on the Arrow  icon if you want to see the Form View of any record. 
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Search Text Fields  
 

•  The system searches for any word that begins with or matches the criteria you entered. For 
example, a search on the First Name "Ray" would also find the First Name  "Raymond". 

 
•  To find an exact match, use the equal sign (=) followed by the text. For example: =Ray would only 

return records with the First Name  "Ray". 
 

•  Search for empty fields in a record by entering = (an equal sign) in the appropriate field. 
 
 
Search Number and Dates Fields  
 
Refer to the following table for examples of different ways to search for a range of information: 
 

To Find  Use Examples  

Values less than a specified value < 
< 6300 
< R 
< 2/17/1952 

Values greater than a specified value > 
> 6300 
> R 
> 2/17/1952 

Values less than or equal to a specified value !  or <= ≤ 6300 or <= 6300 

Values within a range 
.. or … 

(two or three 
periods) 

A…L 
1/1/2004…12/31/2008 

Fields that are not empty *  
Fields that are empty =  

One or more digits in a number field or in a 
calculation field that produces a numeric result 

A # character for 
each digit 

6# finds 6 but not 60 
6## finds 60 but not 6 or 600  
#6 finds 56 and 46 but not 6 

 
 
Special Find Requests  
 
You can use the “@” as a substitute for one character of which you are unsure. For example, if you are 
not sure if “Raymond” is spelled with a “y” or an “i”, you can type “ra@mond” in the field. 
 
 
AND Search  
 
If you are using multiple criteria, for example, you entered in the First Name  field “Raymond” and in the 
City field “Edmonton”, logical AND search is performed the search will return all the records with First 
Name “Raymond” that live in “Edmonton”. 
 
 
OR Search  
 
If you are searching for all people in “Edmonton” or “New York”, enter search mode as described earlier. 
  

1. Enter in the City  field “Edmonton”. Do Not  press the [Enter] or [Return]  button on your 
keyboard. 

2. Select Requests  from the menu bar.  
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3. Select Add New Request . Another blank record (record with blank fields) will be available to you 
to enter your new criteria. In our example you would enter different criteria (“New York”) in the 
same City  field.  

4. Press the [Enter] or [Return]  button on your keyboard to perform the search. 

 
 
Modify Last Find  
 
If you are performing a complex search and you need to modify the criteria, instead of redoing your work 
from scratch, you can;  
 

1. Select Records  from the menu bar. 
2. Select Modify Last Find . 

 
 
Memorizing Last Find  
 
After identifying a Found Set, you can save this Found Set for future use.  For example, you regularly 
send mailing pieces to a certain group of your contacts. To save a Found Set; 
 

1. Identify your Found Set  by performing a search. 

2. Select Records  from the menu bar. 

3. Select Saved Finds . 
4. Select Save Current Find . 

5. A window will prompt for you to enter a name that represents your find request criteria. Enter the 
name and then click on the [Save] button. 
 

 
For more complex search criteria, click on the [Advanced …] button and edit your criteria. 

 

 
 
To retrieve your saved Found Set; 
 

1. Select Records  from the menu bar. 

2. Select Saved Finds . Your saved Found Set can be found under Saved Finds. 

3. Select the Record Name  to activate your Found Set. 
 
Editing your Search criteria  
 

1. Select Records  from the menu bar. 

2. Select Saved Finds . 
3. Select Edit Saved Finds . 
4. Select the Name of the Found Set. 
5. Click on the [Edit ] button or double click on the Found Set Name. 
6. Click on the [Advanced… ] button. 
7. Click on the Record. 
8. Click on the [Edit ] button to make changes. 
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9. Click on the [Delete ] button to delete the Name from your saved finds. 
 
 
Show All Records  
 
Any records that are not in the Found Set are still hidden in the database. They are omitted from the 
Found set. To see all the records in the database, click the Show All  icon. 
 
 
List View  
 

•  Click on the List View icon on the tool bar to go to the List View 

•  Click on the Form View icon on the tool bar to go to the Form View. 
 
 
Managing your List View  
 
The current record is highlighted for easy identification. You can also see a thin vertical black rectangle 
on the left of the current record row. 

 
 
To Sort R ecords  in List View, click on the heading of the column you wish to sort.  The first click will sort 
the column in ascending order. A second click will sort the column in descending order. 
 
 
To return to the Form View , use one of the following three methods: 
 

•  Click on the Form  View icon to go to Form View, staying in the same current record. 

•  Click on the Goto Arrow  Record icon located to the left of the record to go to Form View, staying 
in the same current record. 

•  Click on the People  icon or Organization  icon to go to the Form View of the first record in your 
Found Set (active records). 

 
 
Sorting Records  
 
In List View  
 
Click on any column header. The first click will sort the column in ascending order. A second click will sort 
the column in descending order.  

 
In Form View  
 

1. Right click in any Field, than select Sort Ascending , Sort Descending , or Sort by Value List . 
To view the first record after you perform the sort, click on the First Record  icon.  

2. Select Record s from the menu bar, than select Sort Records…  for more sorting options. 
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Reports  
 

 

 

Before generating a report, it is recommended that you find the records to include in your report. All reports 
are based on your Found Set.  

 

 
 
The reports are divided into three main categories:  
 

•  Main Reports 

•  Classification Reports 

•  Management Reports 
 

1. Click on the Report  icon. 

2. Select the report you would like to generate by clicking on a [Report Name ] button from the 
above listed categories. 

3. As an option, you can enter a name in the Header  field. 
 

 
View the Report on your Screen  
 

1. Click on the Preview  icon to display the report on your screen. 
 

Some options available to you in this preview are displayed;  
 

•  Next/Previous arrows  to preview the Next/Previous page. 
•  Save as PDF  icon to save your document as PDF. 

•  Print icon to print the report. 

•  Print Setup for printer choices, paper size and orientation. 
 

2. If you are done previewing the report, click on the [Continue ] icon to exit the preview mode. 
 
 
 
Print the Report  
 
It is recommended to Preview  all your reports before you print them. 
 

1. Click on the Print  icon to display the Print window 

2. In the print field, select one of the following options: 
 

•  Records being b rowsed  to print all the records in your Found Set. 

•  Current r ecord  to print only one record, the current record. 
•  Blank records, showing f ields  to print only the format of the layout. No data will be inserted. 

 

3. Select the appropriate printer. 

4. Specify the print range. 
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5. Select the number of copies to be printed. 

6. Click the [OK] button to print the report. Once your report is printed, the system will take you 
directly back to the report menu layout. 

 
 
Save as PDF 
 
It is recommended you preview your report before saving it as a PDF. 
 

1. Click the Export PDF  icon to display the Save Records window. 

2. Enter the name of your report in the File Name  field. 
3. You have the option to save the document as one of the following; 

 

•  Records being b rowsed  to save all the records in your Found Set. 

•  Current r ecord  to save only one record, the current record. 
•  Blank record to save only the format of the layout. No data will be inserted. 

 
4. After saving your report, you can either automatically open the file or create an email with the 

PDF file as an attachment; make your selection by checking the appropriate boxes. 

5. Click the [Save] button. 
 
 
Export to an Excel worksheet  
 
It is recommended you preview your report before exporting it to an Excel worksheet. 
 

1. Click on the Export Excel  icon to display the Save Records window: 

2. Enter the name of your report in the File Name  field. 
3. Select the Type of worksheet you would like the document to be saved. 

4. You have the option to save one of the following; 

 

•  Records being b rowsed  to save all the records in your Found Set. 
•  Current r ecord  to save only one record, the current record. 

 

6. After saving your report, you can either automatically open the file or create an email with the 
Excel file as an attachment; make your selection by checking the appropriate boxes. 

7. Click the [Save] button. 

 
 
Quick Report  
 
You can click on the Print  icon on any layout and it will provide a quick print preview of the layout 
formatted to fit your printer. Just click on the [Cancel]  button to return to the previous screen. 
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Add a Note to Contact  
 
You can add one or many notes to any contact record (People or Organization) in your database. 
 

1. Click on the Note  icon at the top right corner of your screen. 
2. Enter Start Date  by selecting a date using the pop up calendar if applicable. 

3. Enter End Date  by selecting a date using the pop up calendar if applicable. 

4. Enter Note Type ; Conversation, Email, General, Letter, Opportunity, or Task. 
Check with your system administrator if you would like to alter the choices 
provided in the drop-down menu list. 

5. Click on either Yes or No in the Completed Field if applicable. 

6. Enter the Description  of the note. 

7. Enter information in Note  section. 

8. Click on either Public  or Private  in the Display Field. 
 

 
9. The Created By field is for display only and is automatically generated by the 

system. It cannot be edited. 
 
 
Add a Reference Document to Your Note  
 
You can add up to 5 documents for each note. The documents can be of any type, Word, Excel, PDF, a 
picture or other (programs excluded). To add a reference document: 

1. Click on a [Reference]  button. 

2. An Insert File window will appear. Navigate to and click on the desired 
document. 

3. Ensure that the Store only a reference to the file box is checked in the Insert 
File window. 

4. Click on the [Open] button or double click on your mouse to insert the document 
icon into the box. 

 

To view a stored document, you can either: 
1. Double click on the box with the document icon or, 

2. Click on a [Reference]  button and the system will prompt you to Cancel , 
Remove  or Open  the document. Click on the [Open]  button. 

 
To delete a stored document click on a [Reference]  button and the system will prompt you to Cancel , 
Remove  or Open  the document. Click on the [Remove ] button. 

 
 

 

 
If a note is Private , only the author of the note can edit or view it. If a note is Public , it can be viewed by 
all users but only the author can edit it. 
. 
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Add a Note to a Group of Contact  
 

1. Identify your Found Set . 

2. Create the Note for any record in the Found Set. 

3. Click on the [Add Note  To Found Set]  button on the left hand side toolbar. 
4. A window will appear to confirm your action before creating the notes for every 

record in the Found Set. Click the [Yes] button to continue or the [No] button to 
cancel your action. 

 

To return to the People form, click on the Return Arrow  icon. 
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Email Contact  
 
Email One Contact Without Using a Template;  
 

•  Click on the Email  icon located at the top right corner of your page or in the Contact  chart of the 
Organization Form. 

•  A message will prompt, asking if you would like to use a template. Click the [No] button. 
•  A message will prompt, asking if you would like to email to Current or Found Set. Click the 

[Current ] button. 
 

 

If Outlook is set by default as your main email system, an empty email message will appear 
with the addressee filled in accordance with your Contact record. 

 
•  Type your message. 
•  Click on the [Send]  button to send your email. 

 
Email a Group of Contacts without Using a Template;  
 

•  Click on the Email  icon located at the top right corner of your page or in the Contact  chart of the 
Organization Form. 

•  A message will prompt, asking if you would like to use a template. Click the [No] button. 

•  A message will prompt, asking if you would like to email to Current or Found Set. Click on the 
[Foundset ] button. 

•  A page will open, showing all the names in your Foundset.  Select and Confirm  the email list, by 
clicking on the check boxes. 

•  Click on the Email Foundset  icon. 

•  Click on the [Cc->] button to see the blind copy field. All the email addresses from your current 
Found Set will be pasted in that field. 

•  Type your message. 

•  Click on the [Send]  button to send your email. 
 
Email One Contact by Using a Template;   
 
Using templates for your email will promote consistency and will ensure quality of correspondence with 
your contacts.   
 

1. Click on the Email  icon located at the top right corner of your page or in the Contact  chart of the 
Organization Form. 

2. A message will prompt, asking if you would like to use a template. Click the [Yes] button and an 
Email Template Form  Layout will be displayed. 

3. Locate the desired Template and enter information.  

4. By clicking on the field on the left of the text, the system will insert the selected information in the 
body of your text. 

5. Click on the Email Current  icon to send the email to the current contact only. 
 

6. Click on the [Send]  button to send your email. 
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7. Once the sending process is completed, a message will prompt, asking if you would like to add 
an email note to the contact notes. If you click [Yes], a note will be created in the Contact file. 

In the Note: 

•  The message date will be inserted in the Date field. 
•  The message subject will be inserted in the Description field. 

•  The body of the message will be inserted in the Note field. 

•  The word “Email” will be inserted in the Type field. 
 
 
Email a Group of Contacts by Using a Template;  
 

1. Click on the Email  icon located at the top right corner of your page or in the Contact  chart of the 
Organization Form. 

2. A message will prompt, asking if you would like to use a template. Click the [Yes] button and an 
Email Template Form  Layout will be displayed. 

3. Locate the desired Template by using the Arrow N avigation  icons.  

4. Enter information into the template.  
5. By clicking on the field buttons on the left hand side tool bar, the system will insert the selected 

information in the body of your text. 

6. Click on the [Email To Found  Set] button to send an email to all the active records in your 
current Found Set. 

7. A message window will give you two options for sending your emails; individually or blind copy. 
•  Individually  – each email will be addressed as per the contact record  

•  Blind copy  – all email addresses will be inserted in the Blind copy section of the email 

Click on the desired option. 
 

 

 

If you chose the Blind Copy  option, a generic email address will be inserted in Addressee field.  
If you chose the Individually  option the individual address will be inserted in the Addressee field. 
The subject of the template will be inserted in the Subject field. 
The body of the template will be inserted in the body of the message.  
 

 
8. A page will open, showing all the names in your Foundset.  Select and Confirm  the email list, by 

clicking on the check boxes. 

9. Click on the Email Foundset  icon. 
10. Click on the [Cc->] button to see the blind copy field. All the email addresses from your current 

Found Set will be pasted in that field. 

11. Click on the [Send]  button to send your email. 

12. Once the sending process is completed, a message will prompt you if you would like to add an 
Email Note  to the contact notes. 

13. Click the [Yes] button if you would like to create a note in the Contact file. Otherwise click the 
[No] button. 

In the Note: 

•  The message date will be inserted in the Date field. 

•  The message subject will be inserted in the Description field. 
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•  The body of the message will be inserted in the Note field. 

•  The word “Email” will be inserted in the Type field. 
 
You can create a new Email T emplate;  
 

1. Click on the Email  icon located at the top right corner of your page or in the Contact  chart of the 
Organization Form. 

2. A message will prompt, asking if you would like to use a template. Click the [Yes] button and an 
Email Template Form  Layout will be displayed. 

3. Click on the Add Record  icon located on your toolbar and the system will display a blank 
template (record with empty fields). 

4. Enter Template record ID in the Locator  field (optional, but recommended). 
5. Enter the Subject . 

6. Enter the Message . In the message body, you can also click on any field buttons on the left hand 
side tool bar to insert the field into the body. 

 

 

 

Note : You can also use an HTML email format by pasting the code in the message body and clicking Yes 
on the HTML format field. 
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Send a Letter to Contact  
 
Using Templates for your letters will promote consistency and will ensure quality of correspondence with 
your contacts. 
 

1. Click on the Letter  icon Located on the toolbar. 

2. Under the Letter  tab, locate the desired Letter Template using the Arrow N avigation icons. 
 

 

Use the [Navigation]  buttons to locate your template or use the search feature to locate a template by 
Locator, subject, or by any word you remember in the body of the Template. It may be easier to search 
in a List View  for faster lookup. 
 

 

3. Under the Setting  tab, under the Letter section, click on the desired radio buttons to set up your 
Company logo and address on the letter template. 

4. Under the Setting tab, under the Letter Signature  section, click on the desired radio buttons to 
set up the signature on the letter template. 

5. On the left hand tool bar, click on the [Mail To Current R ecord ] button to send a letter to the 
current contact only or click on the [Mail To Found Set]  button to send a letter to a group of 
contacts. Click on the Arrow Navigation  icons to preview the next/previous page. 

6. Click on the Print  icon to display the Print window. 
7. Select the appropriate printer. 

8. Specify the print range. 

9. Select the number of copies to be printed. 

10. Click the [OK] button to print the letter.  
11. If you would like to add the letter to the Contact notes, click on the [Yes]  button when the Add 

Letter Notes  window pops up. If you click yes, you will be redirected to the People Note Form . 
You can make additional adjustments as necessary. 

12. Otherwise, you can click on the Return Arrow  icon to return to the previous screen (People 
Letter Template Form). 

 
 
Create a New Letter Template  
 

1. Click on the Add Record  icon located on your toolbar and the system will display a blank 
template (record with empty fields). 

2. Enter Template record ID in the Locator  field (optional, but recommended). 

3. Enter the Subject  to be used in letter Reference. 

4. Enter the letter body in the Body  field. 
5. In the letter body, you can click on any of the field buttons on the left hand side tool bar to insert 

the field into the body. 

 
 
 


