
 

Get t ing Started 

 

Daily Planner 
 

 
 

At  the top of the applicat ion is the Workspace m enu. Click WorkSpace to open the Daily 

Planner. This default  page provides a snapshot  of im portant  data according to the User’s 

role. I t  m ay be defined by user or  group  

 

The screen is divided into four sect ions. You can m ove the panels, resize or filter them  any 

way you like. 
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Get t ing Started 

To Do List  

 

The first  one is the To-Do 

List . I t  shows all the open 

act ivit ies that  have been 

assigned to you that  should 

be com pleted today. Click 

any act ivit y to open it  and 

m aintain it . As you enter 

results for  the act ivit ies, 

they will becom e ‘closed’ 

and will be rem oved from  

your workspace. The goal is 

to have an ‘em pty’ To Do 

list  by the end of the day 

each day. 

 

 

 

Calendar 
 

The Calendar shows 

Scheduled m eet ings and other 

events with specific star t  and 

end t im es. These are typically 

m eet ings or scheduled calls 

that  should be done at  a 

specific t im e during the day, 

and they appear BOTH on 

your calendar, and in your To 

Do List . Act ivit ies without  

these at t r ibutes, can be 

com pleted at  any t im e during 

the day, are sim ply listed in 

your ToDo list  ( such as 

sending an em ail) . These 

Calendar act ivit ies can be 

synchronized with your 

Out look calendar. 
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Alerts 
 

You can use Alerts t o not ify 

yourself and other users about  

im portant  inform at ion.  

 

 

 

 

 

 

 

 

 

 

 

Act ivity Aging 
 

And this graph displays your 

open act ivit ies by date….this 

way you can keep t rack of 

anything that  has been left  

outstanding for a long period of 

t im e. 

 

 

 

 

 

 

 

 

 

  
 

 

 

   

  
 

 

Note: Toolt ips show addit ional inform at ion about  an item  in a pop-up window. This 

feature is available from  m any places where a com pany nam e, contact  nam e, or 

act ivit y descript ion is displayed. Hover over an act ivit y descript ion in the calendar 

to display addit ional inform at ion.  

Note: Hyperlinks provide a convenient  way to open an item . This feature is also 

available from  places where a com pany nam e, contact  nam e, or act ivity descript ion 

is displayed.   Click on underlined text  in the calendar t o open the item .  
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Navigat ion Menu 
 

Each Workspace screen contains a navigat ion m enu on 

the left -hand side. This accordion style m enu contains 

features pertaining to the selected workspace. Com m on 

features include Search, Recent  I tem s, Favorites, and 

New. 

 

 

 

  
 

 

 

Quick Search 
 

Locate records quickly by using Quick Search. Just  type 

som e or all of the nam e you’re looking for , and press 

enter. You can also type part  of the nam e and use the *  

sym bol as a wild card. Click any of the search results to 

open them  in a new tab. 

 

By default , Quick search is set  t o look at  all t ypes of 

records. I f you like, you can change it  to search for only 

Com pany, Contact ,  Opportunity or I ncident  records. 

 

Exam ple: This exam ple shows an ent ry of “ j ac”  in the 

Search For colum n. With Filter By set  to “All” , all item s 

that  start  with “ j ac”  are ret r ieved.  

  
 

 

  

 

 

 

  

Note: Click on a sect ion of the m enu to 

expand, and reveal related opt ions.  

Note: I n the list  of search results, a toolt ip 

displays m ore inform at ion about  the 

highlighted item  when the m ouse cursor is 

placed over the “ i”  ( inform at ion)  im age. 

Setup Opt ions: Click the down arrow to the 

r ight  of the ‘Filter By’ field to add or rem ove 

item s from  the filtering list . 
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W orkspace Tabs  
 

Workspace item s, such as contacts and com panies, are opened in pages in the m iddle 

sect ion of the applicat ion. I n this area item s m ay be browsed, viewed, and edited.  

 

You can open any num ber of tabs. A tab m enu is available to the r ight  to help navigate 

through open pages. A tab is closed by pressing the “x”  (Close)  im age on the tab header. 

 

 
 

 

W orkspace Pages  
 

Pages that  open in tabs com e in a variety of t ypes:  

• List  Pages,  used for  browsing data 

• Dashboard  pages provide graphical views of data 

• Edit  Pages,  used to view and m aintain data. When you select  an item  from  search 

results it  opens in an Edit  page. Edit  pages have a com m on form at . They are used to 

view details about  an item , m odify data, and perform  operat ions that  are part icular 

to the item ’s type.  

 

Exam ple :  The Com pany is an exam ple of an Edit  page. From  this page you can view 

details such as com pany contacts and act ivit y history, enter notes, schedule 

appointm ents, and so on. 
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Contact  Trees 
 

Edit  pages m ay have a Contact  t ree. Contact  t rees relate any num ber of contacts to an 

item , such as a com pany. 

 

 
 

 

  
 

 

 

  
 

 

 

 

  
 

 

 

 

 

Note: I n the list  of contacts, a toolt ip displays m ore inform at ion about  the 

highlighted contact  you hover over the Contact ’s icon.  

Note: To add a new contact  to the 

com pany, press the New Contact  but ton in 

the toolbar above the Contact  t ree. To relate 

an exist ing contact  to the com pany, press 

the Link Contact  but ton. Contacts m ay be 

related to any num ber of com panies.  

Note: The Tools m enu on the Contact  t ree 

perform s com m on tasks with the selected 

contact ,  like creat ing an act ivit y or sending 

an em ail. Select  your contact , and click the 

Gear icon on the r ight  to display your 

opt ions.  
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Tab Control 
 

Edit  pages com m only have a Tab cont rol in the 

center of the page. The Tab cont rol contains 

several pages of data related to the item .  

 

For exam ple, the Tab cont rol on the Com pany 

page contains act ivit y history, the com pany 

profile, account ing inform at ion, notes, and m ore.  

 

Click ‘More’ to view opt ions available, and click 

any opt ion to display it s page. 

 

 

  
 

 

 

  

 

Detail Colum ns 
 

Detail colum ns are those which m ay have m ore 

than one value ( row) . For exam ple, a com pany 

m ay have m ore than one address. Click in the field 

to display addit ional rows.  

 

To edit  a row, hover over it  and Click on the Edit  but ton.  

 

Press the “+ ”  (New)  but ton to add a new one. 

 

 
 

 

  

Note: Data displayed in Tab cont rols often 

provide hyperlinks to underlying details. 

For exam ple, on the Act ivit y tab page, 

click on the descript ion to open the 

act ivit y.  

Note: To rem ove a row from  a detail colum n, press the “ - ”  (Rem ove)  but ton on the 

highlighted row.  
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New  Search 
 

Create your own custom ized search by clicking New Search. Choose the type of records you 

want  to search for , and click to open the search criteria screen. Enter t he data you’d like to 

search for and click Search to display the results.  

  

 
 

Saved Searches 
 

The Saved Searches sect ion of the Navigat ion m enu contains opt ions for  creat ing, saving, 

and running searches. Results for searches are displayed in List  pages. These pages display 

results in a browsable form at ;  and provide opt ions for  filtering, sort ing, grouping, and 

perform ing operat ions on rows returned. 

 

 

Exam ple:  Expand the Saved Searches m enu sect ion to revel opt ions. Searches are 

grouped by type. Expand the Contact  group and click on My Contacts t o open a list  page 

and view results. This search selects all Contacts assigned to the current  user.  
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Note: Click on a Contact  nam e in the list  of results to open it .  

Note: You can create and save your own Searches by clicking Opt ions and select ing 

Build a Saved Search.  
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Recent ly Opened I tem s 
 

The Recent  sect ion of the Navigat ion m enu displays the last  20 

item s you have opened by default . This provides a quick and 

convenient  way to reopen an item  recent ly accessed. 

 

 

 

  
 

 

 

 

 

 

 

 

 

  

Setup Opt ions: The num ber of item s displayed in the 

Recent ly Opened I tem s sect ion is configurable. 
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Favorite  I tem s 
 

Sim ilar to Recent ly Opened, the Favorite I tem s sect ion of 

the Navigat ion m enu displays a list  of item s you have 

‘bookm arked’ because you need to use them  often. Placing 

them  in the Favorites list  elim inates the need to search for 

them .  

 

Click the Add to Favorites but ton on any Edit  page ( i.e. 

Com pany or Contact )  t o add them  to the list . 

 

 

 

  
 

 

 

 

 

 

 

Note: To rem ove a row from  Favorites, press the 

“–“  (Rem ove)  but ton on the highlighted row.  
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New  
 

The New sect ion of the Navigat ion m enu contains opt ions to 

create item s that  are frequent ly added, such as com panies, 

contacts, and act ivit ies. New pages contain only the m ost  

com m only used and required colum ns so that  data ent ry is 

quick and sim ple. 

 

 

  
 

 

 

 

 

 

 

  
 

 

 

 

 

 

 

  

Setup Opt ions: Duplicate checking is perform ed 

when adding com pany and contact  records. I f 

possible duplicates are found, a prom pt  is displayed 

to confirm  creat ion of the new item . 

 

Note: When adding a com pany or contact , an ent ry 

in the zip code colum n autom at ically populates city, 

state, and count ry.  
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Add New  I tem s from  Edit  Pages 
 

I t ’s easiest  t o add related item s direct ly from  m ain Edit  pages.  

 

Exam ple :  Suppose that  you want  t o add a new Contact  to a Com pany. First , open the 

Com pany record. Then click the new but ton above the Contacts area. The new Contact  

record will autom at ically be populated with the Com pany data, saving you t im e. 

Act ivit ies added from  various pages are sim ilarly related to item s. They m ay be added from  

the Contact , Com pany, Opportunity, and Incident  pages.  

 

Act ivit ies m ay also be added from  Contact  t rees on these 

pages. Select  the Contact ’s row to display the Opt ions icon 

(gear) . Choose New Act ivit y to create a new act ivit y related to 

the com pany and the selected contact .  
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Dashboard W orkspace 
 

 

 

Dashboard pages provide analyt ical views of applicat ion data. A 

dashboard is m ade up of a series of panels. Panels consolidate 

data and present results in visual controls that are easy to understand; 

such as charts, gauges, and lists. Panels may be changed, sized, and 

rearranged according to personal preference. 

 

Available dashboards are listed in the Dashboard sect ion of the 

Navigat ion m enu. 

 

Click on a dashboard nam e in the m enu to open it . 
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Note: Hover over a sect ion of a graph to view details.  

Note: Click on a sect ion of a graph to open a List  page with these item s ret r ieved.  
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Report  W orkspace 
 

 
 

Sim ilar to dashboards, reports provide analyt ical views of applicat ion data. Reports are 

form at ted for print ing and include m ore criteria opt ions for filtering data prior t o running.  

 

Available reports are listed in the Report  sect ion of the Navigat ion m enu and are grouped by 

type. When a report  is selected from  this m enu, a Criteria page is opened. Enter values to 

filter data sent  to the report  before pressing the Run but ton. 
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Know ledge Base W orkspace 

 

 
 

The Knowledge Base workspace is a library for com pany docum ents. Exam ples of the type 

of docum ents stored here include product  literature, price lists, and faq’s. Use the Search 

sect ion of the Navigat ion m enu to locate art icles by num ber, nam e, or text  contained within 

them . The Art icles sect ion contains a list  that  is grouped by t ype.  
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Free Online Chat  Support  
OnContact  Software offers free online support .  Click on the Help but ton to contact  a 

representat ive. 
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