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Address Book Entries

In order to keep a permanent record of a person or company, you will need to add it to your Address
Book.

Company vs. Individual vs. Contact

There are three (3) different types of Address Book entries you can have:

e  Company (displayed in the address book using following icon: i )

e Individual (displayed in the address book using following icon: LE] )

8,

e  Contact (displayed in the address book using following icon:
Company
Use these records to store information about a company that you do business with.
The people that you talk to at the company will be entered as Contacts (discussed later).

Use this when you are doing business with the company - i.e. It is not the individual (person’s) business
you are after, you want the company to buy from you or sell to you. It is the company that will pay the
bill.

List examples of Companies that you would enter into your Address
Book

Suppliers

Customers (if your business sells to other businesses)

3 Maximizer Maximizer 1050 West Pender 5t.  Vancouver BC
3 Wizezion Computers Inc. Mizzion Computers Inc. Box 148 st Albert AB
» 7 Mom's Bakery Mom's Baksry 101 HMain Street ‘Edmonten AB
IS Smith Kay Enginneering Smith Kay Enginneering 111 Jaspsr Ave. Edmonten AB

Companies as listed in the address book.
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Adding a New Company

1. Activate the Address Book window (Click once anywhere in the address book window)
2. Right-click anywhere in the address book window.
3. From the quick menu, select Add - Company.

The address book entry form opens with the first name and last name area greyed out; you cannot
add a person’s name at this time.

4, Starting at the Company field, fill in the blanks (as accurately and completely as possible).
Use the Tab key to move from one blank field to another, or use the mouse to select the blank fields.

Once you have finished adding all the information, press Enter on the keyboard, or click the OK button at
the bottom.

This company will now appear in your Address Book.

You may also add a company using Edit - Add from the menu bar or the “New” Drop-down
e

ToolbalJ ], (You must first activate the address book window)

Try it
1. Add in a new company with this information:
Chocolate Factory
1000 Pender Street
Vancouver, BC V8Y 9G8
Phone: 604-454-6889

Website: www.chocolate.com

o o

oo a0

Category: Supplier
2. Click on OK.
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14 PHONE CALLS

Maximizer has a great system for recording phone calls and planning a follow-up activity.

Even though you do not have a phone line attached to your computer you can still use the Phone option in
Maximizer!

To Record a Phone Call

1. Select the Contact that you wish to phone (clicking the contact once).

2. Click on Phone Ei Phone icon in Standard Toolbar.

Alternatively, you may also record a phone call using one of the following methods:
- Right-click the company, individual or contact and click Phone - Make a Call
- Click Actions - Make a Call from the menu bar

3. Type a Subject for the phone call or pick from the drop down list.
Choosing a subject from the drop down list keeps your data consistent, and easily searchable.
4. C(lick the Dial button.

The following window lets you choose the outcome of dialing the contact.

= Phone Call x|

‘ Lift receiver and dial '1 604 111-2222' [Direc] | Cancel |

ﬂnswered Message | Mo Answer | Busy | Fe-dial |

If you leave a message, get no answer, or the line is busy, the Phone call wizard enters an automated
note and doesn't go any further. It is especially handy to have a subject typed in, so that you can
remember what you called them about, when they return your call.

5. Click the Answered, and the following window will be displayed.
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_ioix

j Hang Lp... |
Moke: I Atlas Food Inc Pause |

Subject:

d Reset

Close |

H

6. Copy the Subject from the Subject field, to the Notes field.

Placing the subject at the beginning of your note makes searching for the call much easfer at a later
gate.

7. Click Hang Up, then Save.
It is very important to click Hang up. If you click close instead, the call note is not saved.

8. Choose a Phone Call Result from the list given (remember you can edit any pop list).

9. Click OK.
The following window prompts you for follow-up activity.
Maximizer X
—!S Do vou want bo schedule a Follow-up activikyy

Yes I Mo |

If you choose YES you will be taken into the Hotlist where you can create a reminder for anything you
need to do for this customer in the future.
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Phone Call Log

Maximizer creates a Phone Log each day to keep track of all the phones call you have made. To quickly
view any phone calls you have made today or in the past, click on the Phone Log icon in the advanced

toolbar.
r'l"nn' MName IE““P"V | Phore Mo, IDLIdSmlFIu:l..l [

710 Destzche Irbeskn Deutsche Inbeskom &5
71
BAE
#:1% Spingbok Comp Spingbok Compubes Spstems Lid

14 Swerison Plumbl

Halton, Geoff Haltor, 'Walker and Denris

Swerison Flumbrg and Heshng

710 Frarddin, Andies, Vanler Managament Serdces Lid

Auston Brothers Auston Brathers Moving and Storage

«49 30 3251 Lt Mizzsage
«1 503 55547 000016 Regueshed inf;
ER5-3208 000056 Call bk

=7 11 3358 Lt Message
=1 415 55543 000110 Suscasslu

+1 206 5553 00043 Feauasted inf

1~ Datad: of cali

Erjoped Class.
Phione Cal : Swenson

=

Fiumbing ard Heaing

/.

From this window, you can also:
e Directly access the phone wizard.

e  Print the phone log.

Phone log ophiors
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16 HOTLIST

What is the Hotlist?

\

Hatlist

When you click on the Hotlist Icon (above) you will move to the Hotlist window. In the Hotlist
window you will see a list of all the tasks you need to do today. These tasks can be due today or overdue
from yesterday, last week, last month, etc. It may also see appointments you have scheduled (each day).

If you enter a Task into the Hotlist and do not complete it on the scheduled date, it will keep appearing on
your Hotlist until you Mark it as Completed. I.e. all your overdue tasks will remain in your Hotlist with your
current tasks of the day.

You can create a Personal Hotlist Task or link a Hotlist Task to any Company, Individual or Contact.
Create a Hotlist Task

Create a task or reminder and attach that task to the individual or contact it is regarding. When you need
to make a phone call or send information to someone you will need to link this task to that contact or
individual.

1. Activate the Address Book Window
2. Click once on the Company, Contact or Individual that you want to schedule a task for.
3. Click and drag this entry to the Hotlist icon on the left in the Icon Bar.

The mouse will have a plus [+] sign attached to it.

Alternatively, you can also create hotlist tasks for address book entries using one of the following
methods (make sure the entry is highlighted first):
- Right-click the company, individual or contact and choose Schedule - To-do

- Use the [4lTask (task toolbar button)
- Select Actions - Schedule a To-do... from the menu bar

4. Type in the Date the Hotlist Task is scheduled for or due.

5. Indicate a time and alarm if you want to be reminded.

6. Type in a description of the Activity, or pick one from the drop down list.

7. Assign a Priority and use a picture (icon) if you wish.

At the bottom of this dialog box you should see the name of your address book entry selected.,
Example: 'Hotlist task with Connie Clark of Mission Computers’

8. Click OK to save this task.

If for some reason you do not see your Hotlist task in the Hotlist window refresh the screen by pressing
[F5] or close the Hotlist window and then open the Hotlist window again.
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19 THE ACTIVITY LOG

To see what activities you have with the customer, in the past or the future, you can use the Activity

button B Activities on the Advanced Toolbar. This screen will show appointments or tasks scheduled (or

completed) with specific contacts, individuals or companies.

This is a great way of remembering whether you scheduled a follow-up or appointment with a contact.

To View Customer-Related Activities:

1. Click on a contact in the Address Book window or the Contacts window.

2. Click on the Activity Log button. OR Double-Click on the entry & view the Activity Tab

Figure 13

Activities for Wine Exchange

Action Plan options

|.ﬂ.II Appointments and Tasks _j

‘ Schedule. .. |

Activities Far this enkry

Filter: |all dates - @@ Iser: |F'.|| USErS ﬂ

Mare ==

I~ [v Show completed activities ¥ show appointrments
Tasks and Appointments | Date | Time | Lser e, [
=l Analyze internal needs For incoming leads - ... January 17, 2006 2:00 &AM Lou Jones I ]
I\;/I@ Discuss with IT import requirements and sch... January 18, 2006 10:00 &AM Lou Jones HI |
v Select list and confirm specifications For import January 18, 2006 11:00 &AM Lou Jones |
f'}:: Import lisk January 20, 2006 11:00 PM Lou Jones HI |
f'}_ Scrub imported list and set appropriate udfs  January 23, 2006 8:00 AM  Lou Jones |
The activities window (Figure 13) will show you all the appointments and tasks with that Contact in the
future as well as in the past.
Within this Activity window, you can:
e Add a Hotlist task.
¢ Modify an existing task or appointment.
¢ Delete an existing task or appointment.
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