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GoldMine’s Work Area

Title Bar

Shows the version of
GoldMine running on
your system.

27 GoldMine 5.0

File Edit Wiew Lookup Contact Schedule Complete Tools® Window Help

Main Menu

Contains commands
to perform operations

in GoldMine.

Toolbar

Provides a quick way
to perform common
operations.
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Org Chart (optional)

Displays the contact’s
associations with
departments, companies, etc.
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E Company: The Flower Shop

Cortact: Sue Hil

Dept: Sales Last: Hil

Title: Owner Dear: Ms. FAX: (818)578-4555 Est:
Source: COMDEX 85 Asst: Emal: sue@llovwers.com Contact Record

Web Site: e flowets com The center of all
Address: 6134 Canoga Avenus e information about
; S T individuals with
City: Cancga Patk Intesest: GMOS whom you interact.

State: C Zip: 91354 Acent Mng: D, May

Country: Merge: Open:

]

Tab Bar

Presents detailed information
about a contact.

Demo File

Sunary\ Fields \ Netes "\ Contects\ Detals \Referrale\ Pending \ Hitoy \ Links \\\  4]»]

Comments:

Prev Resuk: Saw our booth at COMDEX.. mterested in 2llth
Mext Step: Demo walk thicugh

Next Action:
Call Back:

Appointment; 03/30/33
Forecast:

Last Contact: 02/01/33 2:43pm
Last Attempt:

Last Update: 10/06/33 KATHLEEN
Creation: 11/29/35 NATALIE
Record: 7015

Num [Kimn e [Monday, August 02, 1339

10:57am

Status Bar

Displays the open database,
status of Num Lock and
Caps Lock



Basic Toolbar

Create View groups Print View Schedule Send

contact record Start timer of contacts merge form Activity List Next Action Internet E-mail
View View Org Chart View personal Set Schedule Take telephone
another record for contact Rolodex® preferences Appomtment message
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Open another
contact
datbase file

Insert note

Build Filter

Print report(s)

Complete activity

p—
Dlal contact’s Fmd Vlew View Schedule call Send
telephone number contact record InfoCenter™ Calendar GoldMine E-mail

Schedule sale

Summary \

Fields \

Notes \

Contacts \

Automatically generated details
on activities scheduled and
completed for the contact.

Details \

Customizable views and fields
that your organization uses
to store special information
for contacts.

Referrals \

General information about the
contact that might be helpful
to working with the individual
in a variety of situations.

Pending \

Information about additional con-
tacts at the same organization
with whom you interact less fre-
quently than the primary contact.

History \

Supplemental information about
the contact that GoldMine can
search very quickly.

Links \

Two-way associations between
the contact and other contact(s)
in the open database.

Members \

Upcoming activities for the
contact.

Tracks \

Completed activities related to
the contact.

Opptys \

Documents or applications linked
with the contact record, such as
a form letter.

Projects '\

Long-term projects that involve
the contact.

Subsets of contacts (groups)
that include the contact.

Lists Automated Processes™ tracks
(step-by-step instructions GoldMine
evaluates to perform a series of
activites) assigned to the contact.

Sales opportunities that involve
the contact.



Default Main Menu

File Edit
Eile Edit
Mew Record... Unda [ileZ
Open Database... == o
Cut
Mew Database... Lapy)
Maintain Databases... Paste Organization CulQ
Eiint Reports... Copy Contact Detalls ... Summary ChikS
Setup Printer... EditContact  CHl+E Fields CtikF
Synchionization Wizard... Hates i
GoldSyne Bdministation Center. Users' Seltings... Contacts Chl+C
Synchronize with Outlaok... Log Away... ::L%:;;fs'" Start Timer F8 ge:ails I E:Irg
Synchronize with Pllat.. Log in Ancther User... = Stop Timer  Shift-F& EE a;a ¥ uldip
Synchionize with Windows CE PDA... = Custom Scrsens... — | ke £ 5
Ezit Custor Fields Beset Timer  AI-F8 Custom Templates... History Cul+H
Copy/Move Recards ... = Restart Timer Ctil-F8 — Links Ctrl+L
License Manager... i Members CirleM
Tracks Ctil+T
Opplys Clil+Y
Resize ChkZ
View Lookup
View Zp..
New Contact Window... Ciy..
State...
Contact Groups...
Country...
Calendar... F7 Lookup Account No...
tivity List... F& C
—ﬁc i Ez:;:y Contact Type...
E-mail Center... F5 _I_a;t - Business...
E-mail Waiting Online Phonel lar:l::;e::d.;‘ '
InfoCenter... A Gpen e
Projects... L =
Personal Rolodex... F11 e Rasoey
Filters...
Literature Fulfilment... = .
Opportunities... F9 ROLGRTE
Sales Analysis... o Brimary Fields...
Statistical Analysis... Sl Cycle Last Viewed Records  Shit+Pallp Wiew Fields...
: GoldMine Logs...
Forecast Analysis... Notes...
2 5 Mext Record PgDn Intemnet Search...
Graphical Analysis... B
—_— Previous Recard Pglp
Leads Analysis...
Gictaindle First Record Ctil-PgUp
Last Record Ctd-PgDn

GotoRecord Number...




Contact Schedule Complete
Dial Phone 1 Alt+1 Schedule Complete
Dial Phone 2 Alt+2 Call.. Scheduled Call... |
Dial Phane 3 Alt+3 Nest Action... el Y Outgoing Call...
Dial Fax Alted Appointment... Message... Incoming Call...
Redial the Last Number —_——— -
— Literature Request.. Nest Aclnun
Ge Manual Dial Forecasted Sale... Appointment..
IoninaCa T =
o on.... —
Inseit & Note Cil+ e Other Ackion...
Letter to Contact... GoldMine Orderl... Evert..
Memo to Contact... ! Message to Contact... Cul+Shift-E Todo.. Todo...
F&x to Contact... e T | Ditiooliessag Cantact: —_—————
et vt oo [ a Phone Message... ;: ::I;‘es?ffru';m:;;r GoldMine E-mail.. Letter/Memo...
Mail Merge... Assign a Process... =% = _— Literature Request ...
Customize Templates... o E-mail Merge...
— | FBowseWebSile B e T
Tools Window Help
Tools Window Help
Execute Processes. . Tile Help Topics...
Stait Server Agents Set up Automated Processes... Tile Wide How Dol...
i : Cascade E——=—————
S i iets g Import Contact Records... [ Relerentia Tutorial...
Global Replace Wizard... Expoit Contact Records.. Airange lcons Belease Notes...
Close All
Teritory Realignment... Import ZIP Codes... e Newsgroups...
Merge/Purge Wizard... /Purg Clean up DOS Notes... v ToolBar GoldMine Web Site...
v Status B e
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Year 2000 Compliance...
Sustem Performance
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Working in GoldMine

Access Main Menu

Display Help for active window

Display predefined field entries, lookup,
clock (time fields) or calendar (date fields)
Exit GoldMine

Working with Contacts
Find text (in active browse window)
Go to contact’s record:

Next record

Previous record

First Record

Last Record

Cycle last-viewed records
View details about a contact:

Org Chart

Summary

Fields

Notes

Contacts (Additional)

Details

Referrals

Pending (Activities)

History

Links

Members

Tracks (Automated Processes)

Opptys (Opportunities)

Projects
Edit contact’s record:

Undo typing

Cut selected text

Copy selected text

Paste copied text
Edit text in Notes (insert date/time stamp)
Display Personal Rolodex
Scheduling Activities
Schedule a call
Dial telephone to contact:

Phone 1

Phone 2

Phone 3

Fax

F10
F1

F2
Alt+F4

F3

Page Down
Page Up
Ctrl+Page Up
Ctrl+Page Down
Shift+Page Up

Ctrl+Q
Ctrl+S
Ctrl+F
Ctrl+N
Ctrl+C
Ctrl+D
Ctrl+R
Ctrl+P
Ctrl+H
Ctrl+L
Ctrl+M
Ctrl+T
Ctrl+Y
Ctrl+J
Ctrl+E
Ctrl+Z
Ctrl+X
Ctrl+C
Ctrl+V
Ctrl+l
F11

Shift+F5

Alt+1
Alt+2
Alt+3
Alt+4

Start timer

Stop timer

Reset timer

Restart timer

Schedule a Next Action
Write an Internet message
Display Opportunity Manager
Display your Calendar
Display E-mail Center
Display Activity List

Designing Report Layouts
Center object
Edit object:
Cut
Copy
Paste
Delete
Change font for text
Align text within object
Specify outline properties
Select a background
Edit a field expression
Edit a filter
Insert into a template:
Section label
Text label
Data field
Expression field
System field
Dialog field
Line
Picture
Duplicate field
Work with dialog fields (prompts):
Create
Edit
Delete
Specify report settings:
Define margins, ruler, and date format
Define a filter
Save report template:
Save/update template
Save template under a new file name

Keyboard Shortcuts

F8

Shift+F8
Alt+F8
Ctrl+F8
Shift+F6
Ctrl+Shift+E
F9

F7

F5

F6

Alt+C

Ctrl+X
Ctrl+C
Ctrl+Vv
Delete
Alt+F10
Ctrl+P
Ctrl+0
Ctrl+B
Ctrl+F
Ctrl+F6

F6

F9

F2

F3

F4

5]
Ctrl+F9
Ctrl+F8
Alt+F5

Ctrl+R
Ctrl+M
Ctrl+D

F7
Ctrl+F7

F10
Shift+F10
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