[ontactEase @ Helpful Hints

Creating and Using a Field Choice List

What is a Choice List?

A Choice List enables users to create a list of options for entering data into a field.

All user-created Fields can be assigned a Choice List. Other system fields can

also be converted into a Choice List (E.g. Prefix, State, Title, Country, Suffix, etc.).

Custom Fields versus Fields

Both Fields and Custom Fields can be the object of a search. Custom Fields are
indexed and can be used for sorting printouts and displays. The four text-only
fields in the Custom tab can be assigned a Choice List; while all Fields can have
Choice Lists.

Which Fields Have a Choice List?

If a Choice List is assigned to a field, you will see a drop-down arrow in the far
right-hand side of the field display.

* Record ] F Address ] b Activity ] k Azsignments ] * Relations ] PPhnne] + Email ] ¥ Custom ] PFieI(Is] kMote 1 ]Nnte 2]

Memecek. Tomas - E-Corp [~ Marked Public +| Settings...
Em F Spouze: Kelly Nemecek
Children:
Pasitior: | Manager ~4
Mail Status:

Email Statys: |Attorney
H ——{Director
Home Salutation:

o Employee :
Hana ger |

Owner
K7 President
Canicel ¥ice President

Note: Date fields located in the Custom tab will also have this option; but in this
case, the drop-down arrow will reveal a calendar for selecting the appropriate
date.
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Click on the drop-down arrow to view the available choices.

= * Fecord | » Address |k Activity | » Assignments | » Relations |/ ® Phone | » Email |/ » Custom | »Fields | » Note 1 | Hote 2 |

Hemecek. Tomas - E-Corp [ Marked |Publi|:: - Seltings...

Spouze; Kellp Nemecek
Children:

Foszition: Manager

tail Status: " Pending Review
Email Status: AEE—

= Home S alutation: |Mo Mail -
Pending Review

Returned M ail Blank

Cancel

Position the cursor and press Enter to make a selection. As illustrated above, it is
recommended that one of the choices be set as “blank” (the first choice). The
“blank” becomes a valid selection, and indicates whether or not a field is
applicable to a record. A “blank” also indicates whether or not a record has been
classified.

In ContactEase, you can also search for “blank” fields.

If your Choice List is set to “Allow additional input”, you can add a custom choice
for this record by simply typing in a new value. This value is now the assigned
selection for this record; but does not add value to the Choice List. You can
search for this value, but it will not automatically populate the Choice List.

The only way to add values to a Choice List is to access the Choice List function.

Adding a Choice List to a Field

o To do so, use the File Menu.
. o _
s Select the Preferences option.
Prink... Crl+P
et Eoecipes. Then select Customize Fields.

Prink Preview. ..
Print Sstup...

Send...
Synchronize »
Taols 3

General...

Database Settings...
New Record Access...
Clipboard Layouts. ..

1 e:\program files\.. \Training
2 C:\PROGRAM FILES,. \TEST

Exit

Customize Record Yiew..,
Record Template 3
Fant »
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This will open up the Customize Fields window where you can add and edit a
variety of fields in ContactEase.

Customize Fields §|

Client/h atter ] Activity Type ] Ativity Status ] Activity Subject ]
.l’-‘«ddress] F'hu:une] E mail l Web Sites] Eustu:um] Fieldz ] Eateguries]
Azsignment List ] Azsignment Statuz ] Aszzsignment T opic Contents

Fieldz which have farmatting or choice lists assigned ta them:

Add..

Client D Change... Step 1) Choice

0!

Client Start Date

glie?t T?;‘-l-D Lists are also
Lstan .

Custom # B known as Field

Cuztam1: F'are:nt Organization Contents.

Custamz: Region

Field: Email Status i

Field: Mail Status Click on the

Field: Pozitiar

Last will Update Contents tab

Erelfix_ e Dessiotion where you can

k : b
Coitation o een then choose to

Social Security #

Add, Change, or
Delete a Choice
h Close Help List. Fields that
display in this
listing already
have a Choice List
(numeric or date
format option)

assigned to them.
If you are editing values in an existing
choice list, highlight that field and

click the Change button. See Step 2.

If you want to create a new choice list
and attach it to a field, click the Add

button to reveal available Fields from
which to choose. Proceed to Step 3.
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Step 2) Edit an existing
choice list.

Suffix, etc, are system fields
and can also be assigned a
Choice List if desired.

. . . i Azzignment List ] Agzignment Status ] Azzignment Topic Contents
Highlight the Choice List you . . . S _

. , . Fields which have formatting or choice lists assigned to them:
wish to modify and click B Add...
Change. Fields (user fields) Cliet 1D Change...
are preceded by the text jent start Date i
Field. Other potential Choice Eustn:um ﬁ; -

: : . uskam
List options, such as Title, Custom: Parent Organization

Customize Fields &l

Client./ b atter ] Activity Tupe ] Activity Status ] Activity Subject ]
Address ] Phane ] Ermail ] ‘Web Sites] Eustnm] Fieldz ] Eateguries]

Cuztam: Begion

Field: Email Status
Field: hail Status

Field: Position

Lazt Wil Update
Prefix
Relationzhip: Description 1

Salutation
Social Secunty #

Step 3) Type in the value you wish to allow, and press Enter to drop to the next

line. Repeat until all of the

desired choices are entered, then

Choices for: CustomZ: Region

MHortheast
Southwest
Southeast
Fidweest

MHorthest
Southcentral

If “blank” is a valid selection,
leave the first line blank. If
blank is not an option then a
user must enter a value if they
click on this field.

I Allows additional input

Check this box If you wish to allow the operator to manually enter a
value for this field. This option will NOT allow adding the value to the
choice list but only allow for a non-choice value to be added for a
record (not recommended). If not checked then only the values in this
list (including blank) can be used to complete this field.
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No matter what order you enter the choice values, ContactEase will rearrange
them in alphabetical order when presenting them on the choice list for use.

Note: If you are converting an existing field to a Choice List you may see values
in this display. The values from all records in the database already assigned to
this field will automatically appear when building a new Choice List. Review
these selections carefully to make sure they are what you want in the list (you
may want to create a blank option as well — which must be the first value).

Customize Fields E|
Client /M atter ] Activity Type ] Auctivity Stakusz ] Activity Subject ]
Address ] Fhone ] E rnail ] “wieb Sites ] Custom ] Fields ] Categones ]
Azzignment Lizt ] Azzignment Status ] Azzignment Topic Contents

Fieldz which hawe formatting or choice lists assigned to then:

- Add...
Birthdate
Client 1D Ch
Client Start D ate ﬂ
Client Tax 1D Delete.
Custom # 7 Q
Cusztom # 8
Custom1: Parent Organization

Cuztom2: Begion
Field: Email Status

Field: Mail Status

Field: Pozition

Lazt "will pdate

Frefis

FRelationship: Dezcription 1
Salutation

Social Security #

ok | Close | Help |

Once the Choice List is created, you will see your field in the Contents tab. You
can now (or at any future time) edit the Choice values by clicking on the Change
button, (see Step 2) or you can eliminate the Choice List for this field by clicking
on the Delete button.

Note: Deleting a Choice List will not eliminate the values already established for
a field. The previously assigned values still remain attached to a field, but the
Choice List will no longer exists and the field becomes an input field.
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Adding Choice List Values

If you wish to add a new choice (value) to an existing Choice List, simply click the

Change button as described in Step 2.

Using Choice List Values

A= ¥ Record ] F Addiess ] F Activity ] F Agsighments ¥ Relations ] ¥ Phone ] ¥ Emnail ] PCuﬂoml ¥ Figlds ] ¥ Hiote 1 ]aneE ]
Prirt

Memecek. Tomas - E-Corp [ Marked Public | Settings...
E‘w i . Region: ||Nullhwest ﬂ

Clignt Start Date:

= Last Will Update; |East
o . . idwest
Delete | | Social Security #; North

Client Tax ID: |Mortheast
= e MNothwest
Save . South

Bithdate: |§ gythcentral
Southeast

oL Southwest
el |l ————\est

Once a Choice List is created, you can assign values to records in the database.
Using values from a Choice List ensures consistent input and more reliable

database searches.

Note that the values appear in alphabetical order; this allows you to simply
position into the field and type the first letter of the choice to advance to that

option.

END OF HINT!
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