ContactEase @ Helpful Hints

Custom Fields

What are Fields and Custom Fields?

There are two types of user-definable fields available in ContactEase: Fields and
Custom Fields. The primary difference between the two is that Custom Fields are
indexed and can be used in sorting displays and output reports.

In both instances, however, Fields and Custom Fields are fully searchable and
used as criteria in queries.

Fields — an unlimited number of fields can be added for records. They appear on
the Fields tab of each record and can also optionally appear on the Record tab.

= ¥ Record ] F Address ] Aty ] F Agzignments ] ¥ Relations ] ¥ Phone ] ¥ Email ]Custom ] bFieI(Is] + Mate 1 ]Note 2 ]

Nemecek. Tomas - E-Corp [~ Warked Public | Settings...

l;%:u - Spouse: Kellp Nemecek
Childrer:

Position: Manager j
Delete b ail Shatus: j
Email Status: ﬂ

H Home S alutation:

Cancel

Custom Fields — 12 fields appear on the Custom tab. These fields are indexed
and can be used to sequence reports. Four of the fields are text-only and should
be used for entering text data. Eight of the fields are numeric-only fields and
should be used to store dates and numbers (E.g. Social Security numbers, Claim
numbers, Tax ID numbers, Birth dates, Start dates, etc.). The numeric fields all
have a “#” sign as part of their default name (E.g. Custom #1).

¥ Flecord ] F Address ] ¥ Activity ] ¥ Azzignments ] ¥ Relations ] + Phone ] ¥ Email ] DCus‘lom] » Fields ] » Mate 1 ]Note 2]

Nemecek, Tomas - E-Corp [~ Marked Public - M
Region: Morthwest ﬂ

Client Start Date: & 2 1 2007 j
Last Wil Update: & A15/2007 j

Social Security #: 588230022
Client Tax ID: 9221978
Client ID: 360360
Custom #E: 0
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Custom Fields

Custom Fields

Unlike Fields, which are unlimited in number; Custom Fields are resident in the
system and limited to a total of 12. Four are text-only, and 8 are numeric-only.

Custom1 — Custom4 — are default titles of the four alphanumeric Custom Fields.
These titles can be changed by the user and can have a pre-defined choice list
attached to them.

Custom #1 — Custom #8 — are default titles of the eight numeric Custom Fields.
Similar to the text-only fields, these field titles can also be changed by the user.
The included “#” in the default title, indicates this field is a numeric-only field which
means that only numeric values can be assigned to this field.

If the field you wish to re-title will be used as a numeric field, be sure that you edit
one of the fields containing a title using the "#”; these fields can then be formatted.

Changing the Title of Custom Fields

The pre-defined names of the Custom Fields can be modified to make them more
easily identifiable.

To do so, use the File menu.
Mew... Zhrl+h
Qpen. .. Chrl+O .
Closs —— Select the Preferences option.
Save As.., . .
Delete... Next select Customize Fields.
Print. .. Chrl+P
Print Labels. ..

Prink Envelopes. ..
Prink Prewview. ..

This will open up a Customize

Prink Setup... i .

word Fields window where you can add
and edit a variety of fields in

Synchronize 3 ContaCtEase

Tools 3

General...

Database Settings...
Mew Record Access...
Clipboard Layaouts. ..

1 ci\program files, .\ Training
2 CPROGRAM FILES,. . \TEST

Exit Cuskomize Fields. ..
Customize Record View, .,
Record Template 4
Fonk 3
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Click on the Custom tab to reveal the 12 Custom Fields.

The check box indicates this field is visible in the Custom tab for YOUR user ID. If
you wish to hide a field from your view uncheck the box.

To change the title of a field, highlight the field and click the Change button. This
will change the field name throughout the database.

Customize Fields f'5_<|

Clignt/t atter ] Activity Type ] Activity Skatuz ] Activity Subject ]
Agzignment List ] Agzignment Statuz ] Agzignment Topic ] Contentsz ]
Address ] Phione ] E rnail ] web Sites  Custom l Fields ] Eateguries]

[[]Parent Organization s

Region

[ Custom3 Change...
[1Customd

[w]Chent Start [ate
Lazt Wwill Update
Social Security #
[w]Client Tax 1D

Client 1D
Cuztom # 6

Only checked items will be displayed.

Custom fields are zortable. ze the Edit Move
Fields command to move a user defined field to

ane of these cuztom felds.

k. | Cloze Help

Enter the name replacement and click the OK button.

Change Field Type f'5_<|

E nter the replacement far: Custorn # 6B

|Birthdate

ak. | Cancel |

Custom Fields
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Custom Fields

Formatting Custom Numeric-Only Fields

Numeric fields can have a variety of formats. If you leave a numeric field as is, it is
limited to a numeric whole number. However, you may wish to create a “mask” for
the number so it can be entered as a dollar amount, date, or even a Social
Security number. Note: Creating a “mask” eliminates the need to enter dashes,
dollar signs, etc).

Return to the Customize Fields window and select the Contents tab.

Customize Fields P§|

Clignt/t atter ] Activity Type ] Activity Skatuz ] Activity Subject ]
Addrezs ] Fhone ] Email ] Wwieb Sites] Eustu:um] Fieldz ] Eategnries]
Azzignment List ] Azsignment Status ] Azzignment Topic Contents

Fieldz which hawve formatting or choice listz azsigned to them:

Client 1D Change. ..
Chent Start Date

Client Tax [D

Cuztom # 7

Cuztom # 8

Custam: Parent Organization
CuztomZ: Region

Field: Email Status

Field: tail Statuz

Field: Pozition

Last Wil Update

Prefis

Relationzhip: Dezcrption 1

S alutation

Social Securty #

Add...

il

] | Cloze Help

Highlight the field you wish to format and click the Change button. In our case we
will change the format of the Birthdate field.
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Numeric field settings _

Format Birthdate as:

" Mumber
" Decimal
I Currency
i+ Date

" Social Security Hurmber

" Federal Tax D4

k. | Cancel Help

Select the appropriate format and then click OK. (We will select “date”)

Then click OK to close out of the Customize Fields window.

= ¥ Recaord ] r Address ] B Activity ] F Azsighments ] ¥ Relations ] } Phone ] ¥ Email ] bCus‘lom] * Fields ] F Mote 1 ]Note 2 ]

Prirt
Memecek. Tomas - E-Corp [~ Marked Public - M
r%jm - Region: Horthwest J
Client Start Date: & /1 22007 ﬂ
Last Wil Update: & /1572007 ]

Social Security #: 588230022
Client Tax ID: 9221978
Client ID: 360360
Birthdate: 9 /2221978

You now have a re-titled Custom Field that is formatted. You now can enter

information in that field for your contacts. Since our field is formatted to accept

dates, we never have to enter the slashes; they are provided automatically.

END OF HINT!
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