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Storing Customer Email Addresses I
The First Step
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Follow up by Wednesday, January 31, 2007 S:30 &M,

[Full Marme. . ] |.ﬁ.n|:|rea kalli -mail. .. |akal|i@'-.-'irtualassist.net | (E3]

Job tikle: | i : |.ﬂ.n|:|rea kalli Wirtual Trainer and .I|

Companty: andrea Kalli Virtual Trainer and Assistan web page address: |http:lflfwwwlvirtualaggigt.net |

File as: Andrea kalli Wirtual Trainer and Assis IM address; | |

Fhone numbers

[Business...  |[]|(z031 555-7777

=) Outlook can store up

[Business Far. <] to three emaill

(ol = addresses fqr your

— contacts. This is the
hidden key to tracking

Buisi P.D, box que i
| Business ]E] contact relations.

This is the mailing
address

[Hnme”.




Views 1T Ways to see contact data

Contacts - Microsoft Outlook
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| Look For: = Search In = Conktacks Wl Move Clear Options = =

my contacts 2. Another place to _ 1. Using views will

=] Conktan T
& e CANGE yoUr Views. e TH= allow you to pull

CCLrTEnt wiew InfOI“matIOI’] Out

Company: Slameda Clothing (4 iktems)

Company: Andrea kalli Virkual Trainer and Assiskant, LLC (1 ikem)
Company: Andrea Ealligzz Yirkual Trainer and Assiskant, LLC (1 ikem)

Company: Big Skw Computers (3 ikems
{*E} Bvw Company

{:} B+ Locakion

() By Follow-up Flag
) Reminder Lisk

Company: Disneyland (4 ikems)

m ¥ Dr. Randy Jones 111 Disnevland Disnevland, Jones, Rar
Donald Cuck Disneyland Duck, Donald
Sally Jones Disnevland Jones, Sally

Mickew Mouse Disnewvland Mouse, Mickew
Company: Microsoft (1 ikem) \

Compan

3. Viewing by Company allows you to see all contacts
you have that work for the same company.

Open Shared Contacts, .,

_uskomize Current YWiew, .,

BE G | EEEE

15 Ikems
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Contacts Look For: = Search In = Contacks Find Mow Opkions «
My Contacks . . .
¥ Contacts 1. Using views will

5 Contacts % |Follows Up F... Full Mame
5 Impartaz406 b8 _aHOW you to pull
iInformation out.

urrent Wi

() Address Cards

() Detailed Address Cards
() Phone List

'l:} By Category

{:} Bw Company
Y B | oeabinn | Flag Status: Unflagged (11 items)

= Flag Status: Followup Flag (4 items)

W Follow up Andrea Kall Andrea Kalli Yirka, ..  Andrea Kalli Yirtual Traine
@ ¥ Follow up a,.. Dr. Randy Jones III Disneyland Disnevyland, Jones, Randy

¥ Follow up Joe Srnikh Big Sky Computers  Smith, Joe

¥ Faollow up Tim Thompsan Alameda Clathing  Thompson, Tim

{(*) By Follow-up Flag
) Reminder List

3. Viewing by Flag Status allows you
Open Shared Contacts. .. to see all contacts you have set a

Cuskamize Current View, .. .
2. Another place to follow up flag for. Similar to a tickler
system.

change your views.
= E L'E| ﬁ o WL = v
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Categories 1T Keywords for
identification
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dnesday, January Iterm(s) belong ko these categories:

[F._.u MSRER ] |Andrea Kol |Holiday Cards Add ko Lisk : | akalli@virtualassist. net | [Lﬂ]

Jab kitle: |.ﬂ.ru:|rea kalli wirtual Trainer and .ﬂ.fl
Compant: Available cateqgories: - |hl;tp:,I',I'www.virl:l_l.alassist.net |

Filz as: Andrea kal

~
Birthdayw i | |
Board of Direckors
Business
Clienk
Competition

Confirmedspeakers 2. Use one or more

Cow3

Database cleanup project dEfaUIt Categones or

Fawvorites

Gardening add your own custom

Gardenvendor

[Eiusiness. oo ]E] Gifts ! CategOl'leS .

This is the mailing ] 4 ] [ Cancel ] [ Master Category Lisk. .. | I
address

Phone numbers

[ Business. .. |[~]|cz0s1 s855-
[ome =)
[Business Fax... ]E] |
[Mnbile... ]E]l

Addresses

—_—

1. Access Outlook Categories here

[ Conkacks. .. ] |Flan-:|':.-' Jones 11T Cakegories. .. |H-:|Ii|:|a';.-' Cards Private [ ]
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Contacts Look For: = Search In = Contacts in N Options * X

Mw Contacts Contacts
G| Contacts [ @ % | Full Mame Campanty 1. Using views will

51 2406
S Impor allow you to pull
Current View | information out.

B Categories: (none) (8 ikems)
() Address Cards : = . N ,

() Detailed Address Cards +| Categories: Business (2 itemns)

() Phone List =l Cateqgaries: Holiday Cards (2 items)

(%) By Category i W Andreakall andrea Kalli Wirka, ., akali@virtualassist, net
By Company 8= @ ¥ Cr. Randy Jones III akalli@comcast, nek

O By Location +| Categories: International {1 item

) By Follow-up Flag

) Reminder List

+| Categories: My Mew Categary (1 ite

* Cateqgories: Susan's Contacts (5 ikems)

i2pen Shared Conkacts, .

Customize Current Yiew. .. 3. Viewing by Category allows you to
2. Another place to see all contacts grouped by categories.
change your views. If you utilize Categories, this view will

= i [CENE/ NN R allow you to do so many things with

16 Ikems your contacts.
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& | Conl + Search In~ Contacts Find Mow Clear Options = X
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Currell X Delete Chrl+D contacts a category of

8 it : )
Move bo Folder...  Chri+-Shift+Y Tl S Holiday Cards, simply

1|.E| _ |_|||_| s

Copy ko Faolder. .. i Duck - select them first. -E

® | Cateqgaries. .. = Andrea Kaligzz V... | akalli@virtualassist, net

§= | Select Al Chrl+-A

cjonesi@test, com
3 'l:} By Company ] @

{:} Bv Location
() By Fallow-up Flag
() Reminder List

““““ Disneyland sjonesi@test, com

2. And go up to the Project ABC

Edit menu, Categorles. jsmithi@ermail. com
4 Then select Holiday jsmithi@ermail. corm
open Shared Contacts.. Cards from your 5

i_uskomize Current Yiew, Category |iSt. ikems)

5 - ¥ Andrea Kali Andrea Kalli Virka, .. akalli@virtualassist, net

= ¥ Dr, Randy Jones II1 akalli@comcask, net
=g E 1'E ﬁ _.J o v ks i

16 Items
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() Phone List
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) By Company ; W andrea Kall fndrea Kalli Yirka, ., akali@virtualassist, ne

8= ¥ Tim Thompson jsmikhi@ernail, com

8= Tim Thompsan jsmithi@ernail . com

+| Categories: Business (2 itemns)

= Zategories: Haoliday Cards (5 ikems)

() Bw Location ; Pamela Colovos pamcolovos@sboglobs,
3 By Follaw-up Flag ; Donald Duck, jsmikhi@ernail, com

) Reminder List = I '® Dr. Randy Jones II1 akalli@comcast. net
andrea kalligzz Areea kallis=? Y. .. akalli@wvirtualassist. nel
Open Shared Contacts... *| Categaries: International {1 ikem) Here you Can see the

Zustamize Current Yiew, .,
+| Cateqgaories: My Mew Cateqgary (1 item) records now _have
been placed in the

grouping of Holiday
Cards.

*| Categaories: Susan's Cantacts (5 ikems)
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Actions Menu

start stuff

I The best way to

FE Andrea Kalli - Contact
: File Edit Formak

! ol save and Close gy | 4 Il | v s

Wi Inserk Tools

2| -1 -l A B

iseneral Dt ails Ackivities

[ Full Marme. .. andrea Ealli

Job tikle:
Compansy:
File as: Andrea Kalli Yirtual Trai

Phone numbers

[ Business, ..

]E] {303} S55-7777

=]
=]
=]

]E] P.2. box guee

This is the mailing
address

[H-:lme...

[ Business Fax...

[Mnbile. .

Addresses

[ Business. ..

Conkacks, .. ] FRandy Jones 11T

iZertificak

andrea Ealli Wirtual Trail

actions

Mews “onktack Zkrl+-m
Mews Conktack From Same Company
Mews Diskribukion Lisk Zkrl4+Shift+L

Mews Inskant Message

Mews Letker to Conktack

Mew Message bo Conkack

Mews Meesting Request Eo Conkack
Mew Appointrent with Conkack
Mews Task For Conkack

Mlews Journal Entry For Zonkack

Link.

Call Conkack

Zall Using MetMeeting

Follows Up... Ckrl+Shift+13
Display Map of Address

Explore Web Page Zkrl4+-Shifk+

Add Pickure

Forward as wiZard

Faorweard —krl+F

[ Categaries. .. ]

Holidaw Cards

The best place to start
relating

correspondence and
other items to a

contact is by using the
Actions menu in each
contact record. Notice
all the things you can
associate with a

contact from this

menu. When started
from here, these items
are automatically

linked to the contact
record.

Privakte |:|




§#i Discuss training needs - Appointment

: File Edit ‘ew Insert Format Tools  Actions Help

i gll Save and Close | =4 (Il | A ¥Recwrrence... | T Invite Attendees | ¥ 0 | X | @ ~ 9 - | @ !

: Verdana ~ | 10 *|&|B I o —E i!

Appointment | Scheduling

Subject: Discuss kraining nesds

Location: Label: [[ ] mone

Skark time: wied 1/31/2007 1:30PM » | [ ]all dav event

End time: wed 1)31/2007 11:00 PM

Reminder: 15 minukes afiz| Show time as: | Il Busy

Talk about user =kill levels and how many sessions they want to have.

7

Caklook 2003
on-exchange.doc ..

Youoll see this when selecting to
contact. Notice that it is automatically linked to the contact record via the
Contacts field.

Cr e

Zonkacks, .. | Andrea Kall ICategu:uries...

Private |:|




Ei Send out brochure - Task

File Edit Wiew Insert Formak Tools  Actions  Help

il saveandClose | o [l | f¥Recurrence... | sl Assign Task | Sy o5 | K | @ -

- | -

| Al B 57 U |=E

Task | Dtk ails

Subjeck: Send out brochure

Due datke: Tue 1)30/2007

Staktus: | Mok Skarked

Stark date: Mone

Priority:  |Mormal % | % Complete:

[v]reminder: | Tue 1)30/2007

W || 300 AM w

|..~E|5 DWWnEr: | andrea kKal

aﬂ

good_betkter besk,
doc (131 KB)

Youoll see this when
that it is automatically linked to the contact record via the Contacts field.

Make sure we hawve the correct mailing address first,

selecting to

cr e

iContacks, .. | Andrea Kall

I _akegories. .. |

Private [ ]




& Didn't pet the delivery - Journal Entry

Edit Wiew Insert  Faormat  Tools  Actions  Help

t | Save and Close | = | Ao |y 8| X
' A5 -JAlB Z u|==

Subject: Custorner didn't gek the delivery

Enkry bvpe: Phaone call w | Company: | &ndrea Kalli Yirbual Trainer and &:

Skark kirme: Wed 1/10/2007 | idd PM

Cwrakion: 0 rinukes

1-10-07 We had the address wrong. Resent today,

1. Journal Items are so very flexible and can accommodate tracking of a
variety of information for your contact. For example, see how we use a
journal item to document an issue that arose and how it was handled.

Youodll see this when selecting to crea
Notice that it is automatically linked to the contact record via the Contacts field.

Contacks, ., | Andrea Kall |Cal:eg|:|ries... | Holiday Cards Private [ |




& Project ABC - Journal Entry
: Fle Edit “iew Insert Format  Tools  Actions  Help

EﬂiaveandCIDSE|-j| £ 3 8 [0 | [GE wal X ' : !

: Yerdana w0 <|A|B I U| Eg_: _=!

Subject: Project ABC  <Quumm— 1 This example shows

how a simple project
could be tracked by
g.cc Using a journal |tem

Enkry bvpe: Conversation Jdrea Kalli Yirkual Trainer and &:

Skark kirme: Man 1)1)2007

= | W= - = ﬁ
Cwrakion: 0 rinukes W

1-1-07 Called contractors to get bids on the project.

1-5-07 Received all bids and set meeting with Pam to discuss,

1-8-07 Decided on Company 123 for the project and set start date for the
work .|

2. Linked to the contact record.

w4

Conkacts.,. |  Andrea Kalli Categories. .. | Holiday Cards Private [ |




Gu— ) | et O6S say Yo

an email that is not
from or to this contact, —_—

but instead simply
related to this contact
In some way. You can
link an email to the
contact record by
using the Actions
menu.

2. And using Link,

ltems. This refers to
Outlook items.




