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ACT! Premium for Web
Initial Setup

Optimizing and getting started with ACT! Premium for Web

Before You Begin

There are a few Internet Settings that optimize your ACT! Premium for Web experience.

1.

2.
3.
4

No

9.
10.

Open Internet Explorer

Click Tools

Choose Internet Options

On the General Tab, click Settings
in the Temporary Internet Files area
Under “Check for newer versions of
stored pages” choose Every visit to
the page

Click OK

Click the Privacy tab

Change the setting

to medium or lower

Uncheck Block pop-ups

Click OK

The First Time

Before jumping into managing your Contacts, take a moment to setup your ACT! database. The following section walks you
through setting up your My Record and setting E-mail Preferences.

Setting Your “My Record”

The first record you see when logging into
ACT! is the “My Record”. The My Record is

your Contact information in the ACT! database.

This information used when merging word
processing documents, emails and
correspondence to your customers. You'll
want to make sure that your My Record is up-
to-date and complete.

PoDdPE

Log into ACT!

Internet Options

General | Securty | Privacy | Content | Connections | Programs | Advanced

Home page
I% “Y'ou can change which page to uge for yowr home page.
Address: hittp: v, google.cam/]

[ Use Current ] [ Use Default ] [ Use Blank

Temparam Internet files

<, Pages pou view on the Intemet are stored in a special folder
\  for quick viswing later.

[Delete Cookies...] [ Delete Files... ] [ Settings...

Histary

3

The History folder contains link;
quick. access to recently vi

ages you've visited, for
pages.

0 3| | Clear History

Days to keep pages in history

[ Colors. ] [ Fonts... ] [ Languages... ] [Accessib\\itp...]

Contact Detail

Company E] Address
Contact New User| B

Salutation

Title v City
Department v State
Phone [ et 2IP Code
Mobile E] Country
Fax [ Web Site
Last Results

Last Reach v Last Attempt

The record you immediately see should be your My Record

To be sure, click Lookup
Select My Record

Settings

Current location:

wy Check for newer versions of stored pages:
(%) Every visit to the page
() Every time you start Inkernet Explarer
() Aukomatically
O Mewver

Temporary Internet files Folder

C:\Documents and SettingsiMichelle

ScottiLocal Settings) Temporary Internet

Files),
Amount of disk space to use:
U 12963 (& mB
[ Move Folder... ] [ View Files. .. ][ View Objects. .. ]

View Groups/Companies...
E-mail
Messenger ID
~|  ID/Status v
v Spouse
Birthday v
v Referred By v
~ | EditDate v
+ | LastMeeting v

Fill in any empty fields with the appropriate information. Make sure to to include your email address and phone number, including
area code.

Confidential — Do Not Copy
© Copyright 2006 Trilogy Consulting Group, Inc. All Rights Reserved.

Page 1 of 2




A Preferences - Web Page Dialog.

Weh Page Diskog,
|

Setting Your Time Zone Q%swd.spscwnumnelmmslnlsla.andmale

'y Mamd & Salutation

With ACT! Premium for Web you can schedule @ oot satuting
and then view activities [ e
on the calendar and schedule your activities

according to your local time zone. To set your time
Zone:

and default set
101 AM - 1158 PM -
[y Schadul
IJ Custanm rant and defaull sattings

Activtins sy be Sipliyed i the lisr Zene of your choice Hote
this time zne peeferance s appbed fo acteties and alsms enly

Dsle &1
Specify time ang date famats snd the tene 2ene fr actsties

= E-mgil
! Setup e-mail account, system, and attachment sedtings.

1. Click on Tools o, Soui —
2 . SeleCt Preferences Customize spallcheck and dictionary setfings
3. Select your Short date style B S i pubbcde s of wencontvis,
4. Set your Long date style i n s @ i
. Close ]
5. Set your Time zone —‘
 com[APPWIPrefere i Intamet

If you change time zones frequently, it's a good idea to select “Show Time Zone Reminder when I log On” checkbox.

Setting ACT! Email Preferences
There are two e-mail options for sending ACT! Premium for Web.

1. Use your Local Email Client - ACT! will use your local Outlook, for instance
2. Use the ACT! For Web Server to send your messages.

There are distinct advantages to each option. Check with your Company Administrator for the recommended or required method
of using the Email Function.

3 [-mail Setup -- Wab Page Dialog

A Prefarences - Wab Papa Dialog,
Using the Local Email Cll_ent (like Outhok) @ s
does not create ACT! History. You will need Cpm R
Eeal name

to manually copy and paste the details of your @ gk | Q{ oy Suopu Teats

Wy e-mail address:

Supparti Trilogy CHM com

email into a History item on the contact. Dryanization (oplionl

riligy CHM
>g|y agdrazs (optional)
supportd@TriloayCRM. corm

By default, the system is setup for your Local
Email Client. No configuration is necessary. If
you want to be able to record email History

Cuguang rrsail senae
SMTP server.
il rilogyCRM. com

1ty SMTP sorver roquines athantication

automatically, follow these steps to configure Bem i S TR
& Setug e Basswond sssssssssssssassussy
the r [ Rgrnember pissword
Cuglomize spelic) Deefault signature
. Add s signature 1o my e mail messages
system to send Emails from the Web Server. . . g [ et miiorsties § S
D 5ol deboo viow S CorsTTE:
r 1r 1
1. Click Tools e ey i Lt
2. Choose Preferences
3. CI|Ck Emall it et 02 trilogryorm. com APFW Frefere ) Inbernet
4. Click the Email Setup Button

You need to fill in AT LEAST the My Email Address ,Real Name, SMTP Server, Account Name and Password fields.

If you are unsure of the settings please contact your Company
Administrator.

Other Settings...

There are a number of other “Personalizations” you
can make to ACT! Premium for the Web. You can

Once you have completed the fields click the “O.K.” button at the
bottom to save your changes. You should see your Email Address

listed in the Email Account dropdown. You can now configure the explore the Tools — Preferences dialogue box to see

method with which to send your emails and the History options. It's all of your options. If you are unsure what impact a

a good idea to click the “Check spelling before sending e-mail” check setting change may make do not hesitate to send an

box. email to Support@TrilogyCRM.com for clarification.
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