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Contacts Module

INTRODUCTION

The Contacts Module allows users to create and save all contact related information. The UVC
Contacts Module is integrated with Google Maps and VoIP phone systems. The client's name, e-mail
address, home and business address information can all be captured in this module and be viewed at a
glance using the summarized detail pane window. Store and organize contact information and the
companies they work for as well as create links and relationships between the individual records. The
journal activity feature will link related records together and allows for easy access to relevant history
related to the client. Users also have the option to create custom forms and record types to capture
information that is most important to the type of business.

To access the Contacts Module from the Tab view simply click on the Contacts Module tab, if you are
in the Special view simply click on the large Contacts Module button on the left.
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8 Projects g File Store.

My Contacts ¥

Name Email Home Phone [d] Birthday Date Service Profile
& David Palmer (416)343-0009 Impartant 1-Aug-1975

& James Kirk

& Bill Buchanan bill@24test.com (6047777777 ) Holiday Cards 1-Jan-1975. Elite Profile

& Jack Bauer jack@24test.net (613)777-6644 Insurance, Personal 1-Sep-1976

& Michelle Dessler  michelle@24testnet  (613)888-T766 @ AnA Service Profile 1-0ct-1977 AA Profile

& Renee renee@2dtestcom  (514)799-9090 Insurance 1-Nov-1678 Elte Profile

& Tony Almeida tony@24test.net (514)799-9090 @ Miscellaneous 1-Dec-1979 Elite Profile

=le|={olz)z(r(~]--[z(c]~[~clal=]>

To Add a New Contact

Work Phone
(416)566-6767 Ext 2000

(604)978-9707
(613)333-44400
(6137674545
(403)888-9080
(514)909-6787 Ext 2009

To add a new contact to the database use the following steps:

< Categories/Tags: Al ~ | View: [Al Active <! | share

Contact Detail | File Attachments | Journal Activities

o)

-7

Jack Bauer

Display Name:
Birthday:
Age:

Created by:

Jack Baer
1-Sep-1976
39

UVC Testl

Home Address:

Mailing Address

35 Antares Drive, Suite 200
Ottaws, ON

CANADA K2E 281

Show on Map

< >

Add Note

Contact Notes

1. Right click anywhere in the white area of the contacts module and select New Contact from the menu.

] — : .
B cortects P ase (B Catencar [\ Notes

= Inbox

& voiecs B Frese
My Contacts ~

Ernail Home Phone )
A 416)343-0909 Important
[
c bill@24test.com (604)777-T777 ) Holiday Cards.
o jack@2dtestnet (613)777-66%4 Insurance Persenal
z ¢ michelle@dtestnet  (613)688-7766 @ AAA Senvice Profile
- ERenee  reneel @2dtestcom  (514)799-9090 Insurance
5 & Tony Almeida tony@24test.net (514)799-9090 @ Miscellaneous
H
; ctieN
)
K
L
™ Mar ntact...
N Show Al Contacts
o Display and Sort Name by >
P Group By >
g Wite an e-mail >
R
5 Moveto
= Copyto >

Categories/Tags. CtlsT

Or click on the New Contact button located on the upper left side of the screen.

O UVC - Uriversl Village Collboraton Sue

¢ Go Tools Window Help

Open X Delete | i ForwardVCard & Print | () ~ 7 FollowUp | ¥ Detail Pane | X Advanced Search % Show My Day
iy Stator = rer == . @

= e g
S e pr—— S nbox [ comacts T Tase (B Colendar |\ Notes (84 projects [ Fiestore

My Contacts ¥

michelle@24test.. (613)883-7765 1-0et-1977
416)343-0909
est.com (514)789-5090
(613)777-6644
tony@2dtestnet  (514)793-9090

1-Aug-1975
1-Nov-1978
nal 1-Sep-1976
1-Dec-1978

al=Y~YoYoY=1>

& Tony Almeida

Contacts Module Vers. 8

Birthday Date

Work Phone

(613)787-4545

(416)566-8767 Ext 3000
(403)898-%090
(613)333-44444
(514)909-8787 Ext 2009

Service Profile
Ak Profile

Eite Profile

Eite Profile
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2. Fill out the appropriate information for the contact you are adding in each of the appropriate tabs. The
General tab contains name related information as well as e-mails and date of birth.

© Untitled - Contact

- o X
File Edit Format Attachment Tools Window Help
-4l Seveand Close [ ] save o O 0 | ®& ~ ¥ Followup
General Home Business Personal/Mobile Other
_% Title: 1 v File under: Personal
19 : <
Name: Middle:
Last Name: Mickname:
Display as: | Senvice Profile v
[ Contactis a Link/Group Review Date: i
E-mail: [ Primary
Home E-mail: [ Primary
Work E-mail: [ Primary
Owner: UVC Test v Birthday:
[ Private Create birthday event in calendar
18thCentury v VB I U E=E=E== iz ==
~

Note: We highly recommend that the main e-mail address, which the contact wants to receive his/her
e-mails, is indicated with the option Primary. This option will allow you to send e-mails only to that
specific e-mail address instead of all the contact's e-mail addresses when using the option Write an

e-mail -> Use BCc (Primary e-mail only)

The Home tab is where you can enter the contact's home address information and phone numbers.

[l Saveand Close [ Save [0

General Home Business Personal/Mobile Other

* = ¥ FollowUp

Change Phone Template

Home

Address: Country Code:
Home Phone:
Phone 2:

Citys Fax:

Prov./State:

Postal/Zip:

Country: ~

[ This is the mailing address
The Business tab is where you can
number.

[5a] Seveand Close [ Save )

General Home Business Personal/Mobile Other

® ~ ¥ Followup

Business

Address: Country Code:
Phone:
Phone

City: Fax:

Prov./State:

Postal/Zip:

ostali£lp Company:
Country: e Occupation:

[ This is the mailing address

URL Address:

enter the contact's business address information, phone and fax

Chznge Phone Templzte

The Personal/Mobile tab is where you can enter the contact's mobile phone information.

[l ssveand Close [ save 0]

General Home Business Personal/Mobile Other

) = ¥ Foliowup

Personal/Mobile

Country Code:
Y

Mobile Phone: |
Pager
Change Phone Template
URL Address:

Contacts Module Vers. 8
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Contact is a Link/Group

This option should be checked if the contact being added is intended to be a parent contact that other
contacts can link to. For instance, if you would like to link members of the same family together, you can
set one of the family members as a Group/Link and then link the other members of the family to this
client. This box only applies to linking contacts. If you are not linking the contact, this box should be left

unchecked.

o Saveand Close ) [ save | ¢ X | of O | @ @ ~ ¥ Followup

Categories Insurance,Personal

General Home Business Persenal/Mobile Other Joumnal Activities Misc. Contact Information  KYC Info

S Te - Fileunder  [Business  ~
Name: Jack Middle: an

LastName:  [Bauer Nickname: e
—
Displayas:  |Jack Bauer v|  Service Profile: v
> ContastizaLink/Groug [ Add Group to View Filter Review Date: | 5-Jan-2016 ]
E-mail jack@24test.net [ Primary
Home E-mail: [ Primary
Work E-mail:  |jack@work2dtest.com Primary
Owner: UVC Test] Birthday: 1-Sep-1976
[ Private Reset Birthday Link

3. After entering the appropriate information you can now add the contact. You can do this by clicking on
Save and Close button.
=) box| B Contacts | PP Tasks| (B), Calendar _&_ Notes S8 Projects l File Store

4. |If this contact is an individual you are done adding your wy contacts ~

contact. © Hame Email HomePhone
A 4 Contacts
. . . B & James Kirk
But if this contact should be linked to other contacts = £ WicheleDessr michdle@ite.. GBS
then right click on the new “contact link/group” you 0 A Bil Buchanan bilg2ueicom |BONTTITTTT |@ Holidoy Corde
. E +C David Palmer (416)343-0909 Important
created and select the option Manage :  ence enecBRteteom G0 ) Insurance
groups/relationships for contact... ¢ e New Conta R e
H New Group...
| Open...
) Delete...
x Manage groups/relationships for contact..
I\: Show All Contacts
N Display and Sort Mame by >
Group By >
) Links for Jack Bauer X
5. Select all contacts that should be part of this group using the clients Yo con view and 3st he inks Between contact
name listed at the bottom of that screen.
[ Root Contact List / No Group
Click the OK button to save your changes.
The following list shows all contacts linked to this group:
Bill Buchanan
David Palmer
e
[ Renee
[ Tony Almeida
Caneel

To Add a New Group Contact

= , o) 3 & 2
=) inbox f&F Contacts T Tasks & Calendar Notes 8 Projects E_ File Store

A group contact is a contact that you can link other contacts 0, contacts ~
and is the same as selecting "Contact is a Link/Group" for a Homeprore 8

client. For instance, if you wanted to enter the Smith Familyon =  ““%.... (w0909 o
UVC you could create “Smith Family” as a group contact and ‘ famet T
then link all other members of the family to it. C chEauer ekt BT e
E & Michelle Dessler michelle@24test.net (613)888-7766 ﬂ AAA!
G & Renee renee@24test.com (514)799-9090 Insure
. & Tony Almeida tony@24testnet 799- B Misce
To add a new contact to the database use the following steps: s - e A
J New Contact.. Ctrl+N
1. Right click anywhere in the white area of the address book and e
M Delete...

select New Group from the menu.

Contacts Module Vers. 8 Page 3 of 18



2. Fill out the appropriate information for the group contact you are adding (usually the Name will suffice).

3. After entering the appropriate in
Save and Close button.

2] Saveand Close) [ Save o 5 O

@v

formation you can now add the contact. You can do this by clicking on

W Follow up

General Home Business Personal/Mobile Other Misc. Contact Information KYC Info

s Te v File under Personal v
Name: Smith Family Middle:
Last Name: Nickname:
Displayas: | Smith Family | Senvice Profile v
Contact s a Link/Group [ Add Group to View Fitet Review Date

Categories/Tags: All

Note: The option Add Group to View Filter will allow this new

~ | View: @il Active i

group to be filtered using the drop View down menu located on “*™" perors
the upper right corner of the Contacts Module. 1115666767 £t 3000 prospect
Siith Family d—

4. Right click on the new “contact
groups/relationships for contact...

= z e & &
=) inbox [ contacts T Tasks \ Notes 85 Projects E

B Calendar

My Contacts ¥

Name Email Home Phone
A 4 Contacts
8 & David Palmer (416)343-0909
z & James Kirk
D & Smith Family
= + Bill Buchanan :ew:unls(t. CtrleN
g 4 Jack Bauer e
& Michelle Dessler =
g R Delete..
& Renee
H .
, & Tony Almeida Manage groups/relationships for contact...
) Show All Contacts
K Display and Sort Name by >
T Group By >

5. Select all contacts that should be part of this group using the
clients name listed at the bottom of that screen.
Click the OK button to save your changes.

link/group” you created and

select the option Manage

O Links for Smith Family =

You can view and set the links between contacts

You can link this contact to the following groups:
Root Contact List / No Group

The following list shows all contacts linked to this group:
Bill Buchanan

[ David Palmer

[ Jack Bauer

[ ames Kirk

[ Michelle Dessler

[ Renee

(] Tony Almeida

Cancel

6. To view your new groups make sure that your option Group By and Groups.
If this option is not selected you will not be able to view the contacts linked to your groups in the list
however you can still see linked contacts in the details pane on the right when clicking on the contact.

= , - . ~ =
=) mbox S contacts T Tesks (B Calendar | ” \ Notes 8 Projects g File Store

My Contacts ~

Name Email Home Phone ] Birthday Date Service Profile
4 Contacts
& David Palmer 416)343-0902 Important 1-Aug-1975
(607777777 () Holiday Cards 1-Jan-1975 Eite Profile
(613)838-7765 @ AAA Service Profile 1-Oct-1077 AAPrefile
jack@2dtest.net (613)777-6644 Insurance,Personal 1-5ep-1976
(613)888-7766 B AnA Sevice Profile 1-0ct-1977 AAPrafile
renes@24test.com (514)799-9090 Insurance 1-Nov-1978 Eite Profile
Tony Almeid: tony@24test net 1 [] 1-Dec-1979 Elte Profile
New Contact. CurleN
New Group.
Open...
Delete.

Manage groups/relationships for contact...

None
Categories/Tags
Wiite an e-mail
Personal/Business
Moveto Company
1o Groups

ez <(cawl=ol=lolz{z]r[=x[-|=[z]e[n|m[c]o(=]>

Contacts Module Vers. 8

A Categories/Tags: All

Work Phone

(416)566-8767 Ext 3000

(604)978-9797
(613)787-4545
(612)333- 44444 Ext
(613)787-4545
(403)898-9090
(514)209-8787 Ext 2009
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Un-Linking Contacts from a Group

If you have a contact that is linked to a group that you would like to remove the link for use the
following steps:

1. Find the group that you would like to remove the linked contact from.

2. Right click on the group and select the option Manage groups/relationships for contact... from the
menu.
© Links for Smith Family X

You can view and set the links between contacts

You can link this contact to the following groups:
Root Contact List / No Group

The following lst shows all contacts linked to this group:
Bill Buchanan

Michelle Dessler

[ David Palmer

[ Jack Bauer

[ sames Kirk

[ Renee

O Tony Almeida

3. In the bottom part of the window that appears you will see a list of all your address book contacts. Find
the contacts that you would like to remove from being linked under this parent contact and remove the
check mark in the Link column.

4. Click on OK to save your changes.

Journal Activities

This tab on the client information card keeps track of all of the linked activities that have taken place for a
particular contact. For instance, if you have entered any tasks, appointments or notes that are linked to a
contact, a record of them will appear in this area.

To access the journal activities for a contact use the following steps:

Find the contact that you would like to view the journal activities for.
Double click on the contact.

N —

[ral SaveandClose [i] save | & | X | of O M &~ W Folowup

ed Categories: ) AAA Service Profile

General Home Business Personal/Mobile Other{ Journal Activities

;‘:a Title: ~ File under: Business

Name: Michelle Middle:

Last Name: | Dessler Mickname:

Displayas:  Michelle Dessler ~ | ServiceProfiler [AAProfile
[ Contact is a Link/Group Review Date:  |4-Dec-2015

E-mail: michelle@24test net [ Primary

HomeE-mail: | michelle@home24test.ca [ Primary

Work E-mail:  michelle@work24test.com [ Primary

Owner: UVC Testl Birthday: 1-Oct-1977
[ Private [ Create birthday event in calendar

3. Click on the Journal Activities tab along the top of the screen. If you do not see a journal activities tab it
is because there have been no activities linked to that contact.
The One-Line View will show &l sendceo Llse | & X 0 &~ B rolowu
you the e'mails, taSkS, Linked Categories: [ AAA Service Profile
. General Home Business Personal/Mobile Other Journal Activities
appointments and notes
information in a single line

Journal Activities

view. Open Send E-mail 27 MewTask (2 New Appointment . NewNote *7 New Project Mufiine View | Views [All -
Type [0 Description Date Status Owner Name
% Appointment/Event Bithday ~ Birthday for: Michelle Dessler 1-0ct-1977 None UVC Test]
= Task Quaterly calls Mon, Feb 29 V' Completed UVC Test!
= Task Quaterly calls Sun, Jun 5 In Progress UVC Test!
* Task Annual mestings Sun, Dec 4 In Progress UVC Test]

Contacts Module Vers. 8 Page 5 of 18



The Multi-line View will show [l saveandClose [] sve < ¥ M | - % Followup

you more content of the Linked Cotegories: [ AAA Senvice Profile
selected e_ma”s’ taSkS, General Home Business PersonalMobile Other Joumal Activities Misc. Contact Information  KYC Info
appointments and notes Journal Activities
information. Open SendE-mail 27 NewTask (B New Appointment 1 NewNote =7 NewProject | Oneineview Views Al v
Sort By Date (Descending) ¥ Status
UVC Test1 5 Dec

Annual meetings
Talk about: - Status of her current job. - Family (Jack finishing High school and possibly attending Chapel In Progress
College next year in Regina) - RRSP

UVC Testl
Quaterly calls =
Important call to the client. Please make sure she signs TFSA form before she leaves. In Progress

UVC Test!
Quaterly calls
V' Completed

UVC Test1 -Oct-1977
Birthday for: Michelle Dessler =
None

4. From this tab you can also create new e-mails, tasks, appointments and notes which will be directly
linked to the selected contact.

General Heme Business Personal/Mobile Other Journal Activities

Journal Activities

pen (7 Send E-mail 27 NewToske (34 New Appointment  “1 NewNote 27 NEwPrnJ Mutiine View | View: |All -

You can also create new e-mails, tasks, appointments and notes which will be directly linked to the
selected contact by right clicking on the selected contact and then choosing the appropriate new action.

Mew Task for Contact...

Mew Appointment for Contact...
Mew MNote for Contact...

Mew Project Task for Contact...

To Find a Contact

If you have added a large number of contacts and do not wish to scroll up and down to find them, simply
type the 2 or 3 first letters of the contacts first name in the Quick Search field. The screen should then
automatically filter the contacts and display only the ones with the 2 or 3 first letters thus saving you the
trouble of scrolling. You can also type the full name if you wish.

= . e 2 & o
=) inbox (& Contacts P Tasks (& Calendar |\ Notes 15 Projects a File Store

My Contacts ~ mic 3 Categories/Tags: All
Name Email Home Phene (] Birthday Date Work Phene Service Profile
A 4 Contacts @
B /£ Michelle Dessler michelle@24test.net  (513)888-7766 1-Oct-1977 (613)787-4545 AA Profile
<
D

You can also use the alphabet directory located on the right side. Depending on the Display and Sort
Name by option you have selected when you click on the letter on your choice all names beginning with
that letter will be displayed. Click on the All option to view all your contacts on your screen.

— I’ " % L & 9
= ibox [ Contacts P Tasks (B Calendar | " . Notes {88 Projects g File Store

}A{ Contacts ¥
All .

MName Email Home Phone [}

A 4 Contacts

B & David Palmer (416)343-0909 Important
c

ET=ToY=1=Te Tnle Y=Y o)~ ]m

Contacts Module Vers. 8 Page 6 of 18



—_

3.

Contacts Module Vers. 8

To View/Edit an Existing Contact
To view or edit an existing contact’s information use the following steps:

Find the contact you would like to edit.

Double click on the contact or right click on the contact and select Open from the menu. You should then
see the contact’s information.

If you are editing the information, make the necessary changes and click on Save and Close or use the
Enter key on the keyboard. If you have not made any changes but just wanted to view the information,
simply click on the X in the top right hand corner of the screen when you are finished.

To View a Contact's Detail at a glance

To view a contact’s detail information without having to edit the contact simply click once on the contact’s
name on the main screen. Information pertinent to that selected contact will be shown on the Contact
Detail screen (the location of this screen is dependant on your Detail Pane Location for your Contacts
Module).

= , >0 . o
S nboc [ contocts T Tasks (1B Calendr Notes (84 projects [, Fitestore

My Contacts ¥

\| Categories/Tags: Al | View:[All Active o] | share
Email HomePhone (9 BifthdayDate  Work Phone Service Profile Contact Detail| Fie Attachments | Journal Activties
michelle@24test... (613)238-7765 10197 (6137874545 AdProfile
(@16)243-0909 1-Aug-1975  (416)566-8767 Ext 3000 David Palmer
renee@2test.com (514)799-9090 s TNov-1978 (403)858-9060 Eite Profle
jack@dtestnet  (613)777-6644 | 1Sep19T5 (613333444 Ext Display Name: David Palmer
tony@2dtestnet  (514)799-9090 1Dec1979  (S14)909-8787 Ext 2009 Eite Profle i;’:"“‘” o
Created by: UVC Testt
Home Address:
Mai s

35

Ottawa, ON.
CANADA K2E 85
how on Map

<[c[=|wi=lo(=lo(z[z]r=[-[-[z[a|nmclo]=]>

Contact Notes

To Delete a Contact
To delete an existing contact use the following steps:

Select the contact you would like to delete.
Right click on the contact and select the option Delete... from the menu.

— 8 ) 2 & o
=) nbox  [&0 Contacts T Tasks (B Calendar | © | Notes 8] Projects g File Store

My Contacts ~

Name Email Home Phone ]
A 4 Contacts
B A& James Kirk
C & Michelle Dessler michelle@24test.... (613)888-7766
D + 4% Smith Family
£ /& David Palmer (416)343-0909 Important
& Renee &= e “——ance
F . Mew Contact. CtrlsN |
& Jack Bauer Fance Person
G . New Group... |
& Tony Almeida Hlaneous
H Open...
| Delete...
J

Manage groups/relationships for contact...

You should then get the following warning:

UVC - Universal Village Collaboration Suite - Information X

.9. Are you sure you want to delete selected contacts?

Click Yes to confirm delete.

Warning: Please exercise caution when deleting contacts. The action cannot be reversed.
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Display and Sort Name By

= . Lo 2 & ~
= imbor [ contscts #°7 Tasks B Calendar | | Notes 8 Projects g File Store

You are able to display how your contacts are My Contacts ~
listed in your Address Book list. . " Name Email HomePhone (8 Birthday Date
4 Contacts
B & James Kirk
To change how your contacts are listed please use * T e ot
the fO”OWing Steps: . + David Palmer (4163430009 Important 1-Aug-1975
B T ————— A Thbnrs mmme{E1NTO0OOOD Inrieanen, 1-Now-1978
: * Z:kaauer zwgmm‘” CoN A perconal  1-Sep-1976
1. Right click anywhere in the white area of the T A Tony Ameid o s 1ecieTs
Contacts Module and select Display and Sort ' noze
J P
Name by YOU Should then get another menu = Manage groups/relationships for contact...
giving you 4 options of how you would like to 2 o Sy s —
display the names. = Group By A
° Write an e-mail Mickname - First Last
= Call Contact First Last (Nickname)
2. Select the option you want by clicking on it. Your — eer b

contacts will now display in that order.

To View and Work with Contacts for Another User

If a user has given you access to their Contacts Module you may be able to view, add, delete and modify
that users contacts based on the access level they have given. Simply select the users name from the
drop down list towards the top left of the screen where it says My Contacts and you will be able to see

and work with all of their shared contacts.

=5 g — %4 L 2 ]
= inbox (& Contacts =7 Tesks (L Calendar \ Notes 8 Projects E File Store

My Contacts v f—

My Contacts
4 Contacts

B & James Kirk

c & Michelle Dessler michelle@24test.... (613)383-7766 1-Oct-1977 (613)787-4545

D &t Smith Family

i /& David Palmer (418)343-0908 Important 1-Aug-1975 (416)566-8767 Ext 3000
- ' Renee renee@24test.com  (514)799-9090 Insurance 1-Nov-1978 (403)898-9090

To e-mail a Single Contact

Once contacts have been added to the contact list, you will then be able to send them e-mails directly
from this screen. To do this UVC must be configured with at least one e-mail account.

To send an e-mail to a single contact’'s e-mail address use the following steps:

— . s . "
= mbox S contacte 7 Tasks (B Calendar "\ Notes \88§ Projects g File Store

1. Find the contact you would like to send the e-

My Contacts ¥

mall to Name Email Home Phone 4] Birthday Date Work Phone
A 4 Contacts
B & James Kirk
2_ Cllck OnCe on the Contact C & Michelle Dessler michelle@24test.... (613)888-7766 1-Oct-1977 (613)787-4545
D +& Smith Family
E & Bill Buchanan bill @24test.com (608 777-T777 @ Heliday Cards 1-Jan-1973 (604)978-9797
H H H s & David Palmer (416)343-0909 Important 1-Aug-1975 (416)566-8767 Ext 301
3. Right click and select the option Write an e- F e e e —a o]
mail < & Jack Bauer e SN focrconal  1-5ep-1978 (613)333-44424 Ext
' H & Tony Almeida (oG us 1-Dec-1979 (514)909-8787 Ext 201
I Open...
. . . J Delete...
4. Click on the e-mail address you would like to |« " ,
lanage groups/relationships for contact...
1 L
send the e-mail to. - Show Al Contacs
Display and Sert Name by >
N Group By >
H o}
5. A new message screen will now be launched : Qe p———
1 1 Call Contact 3 Business E-mail: renee@work24test.net
- Q
and you will be able to write and send an e : e S
ma|| . s F— Open E-mail Window...

Note: If a window does not open allowing you to compose an e-mail, your UVC is not configured to send
e-mails from an e-mail account. To continue, configure your UVC and repeat these steps.

To e-mail Multiple Contacts
Once you have added contacts to your contact list you are able to send them e-mails directly from UVC.

To do this you must have your e-mail account already setup and configured in UVC.
You are able to send e-mails to multiple contacts or Cc/Bcce contacts directly out of UVC.

Contacts Module Vers. 8 Page 8 of 18



—_

To send an e-mail to multiple contacts please use the following steps:

Search and select the clients you want to send an e-mail too.
Right click and select the option Write an e-mail from the menu.

You will have 3 different options at your disposal:

;3 '+ Renee renee@24test.com  (514)798-9090 Insurance 1-Now-1978  (403)898-9090
¥ Jack Bauer jock@2testnet  (513)777-6644 Insurance Personal  1-Sep-1976 (613)333-44444 Ext
H . -
+ 1-Dec-1979 514)909-5787 Ext 2009
: Tony Almeida New Contact.. CtrisN = £
) Mew Group...
Open..
. pen
Delete...
L
M Manage groups/relationships for contact...
N Show All Contacts
0 Display and Sart Name by >
P Group By >
a
Write an e-mail Use Bec..
R Call Contact Use Bee (Primary e-mail only)..
s | Open E-mail Window...
= Move ta L

Contacts Module Vers. 8

Use Bcc ... : This option will Bcc an e-mail to all their e-mail addresses.

% Renee - Contact - o x

File Edit Format Attachment Tools Window Help
[l SaveandClose [l save |G | X | & O N

General Home Business Personal/Mobile Other Joumal Activities Misc. Contact Information KYC Info

M ~ ¥ Followup

File under: Personal

S$ Title Other ~
K

Name: [Renee] Middle:
Last Name: Nickname:
Displayas:  |Renee | Service Profile: |Elite Profile v

[ Contact is a Link/Group

Review Date: | 21-Jan-2016

renee@24test.com O primary
renee@homedtest.com O Primary

Work E-mail: | renee@work2dtest.net Primary

Owner. Alex Test! Birthday: 1-Nov-1878

[ Private Reset Birthday Link

Use Bcc (Primary e-mail only) ... : by default this option will Bcc an e-mail to all selected contacts and
their Primary e-mail address only (identified by a check box).

@ Renee - Contact - o x
File Edit Format Attachment Tools Window Help

[ Saveand Close [ Save | & | X | of ) O 0

General Home Business Personal/Mobile Other Jounal Activities Misc. Contact Information KYC Info

) ~ W Followup

S Title: Other v File under Personal v
S

Name: Renee] Middle:
Last Name: Nickname:
Displayas: Renee ~|  SenviceProfile: |Elite Profile <

[ Contactis a Link/Group Review Date: | 21-Jan-2016

7

E-mail: renee@24test.com [ primary.
HomeE-mail: | renee@home2dtest.com [ Primary
Work E-mail: | renee@work24test.net Primary
Owner: Alex Test1 Birthday: 1-Nov-1978

[ private Reset Birthday Link

Note: If no Primary e-mail address was selected for a contact it will automatically use the first e-mail
from the list beginning with a valid e-mail address.

Open E-Mail Window ... : this option will send an e-mail to all selected contacts and to all their e-mail
address's in the To field of the new e-mail message. If one or more contacts have more than one e-mail
those contacts will receive that e-mail more than once (one copy to each of the e-mail addresses).

Untitled - Message - o X
File Edit Format Attachment Tools Window Help

9y - :y @ - W = ot Contacts

Send | [ SaveasDrat € | o ) O 0

:
-

Show Cc and Bec Quick Action after Send: | No Action v
Subject:
Attachments: = UVChannerjpg (12KE)
Arial ~| |10 v« @ B I U E=== i= = «= =
~
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To Cc and/or Bcc and e-mail to contacts please use the following steps:

1. Right click anywhere in the white space of your Contacts Module.
2. Select Write an e-mail from the menu then select the option Open e-mail Window.

MNew Contact... Ctrl+N
MNew Group...

Open...

Delete...

Manage groups/relationships for contact...

Show All Contacts

Display and Sort Name by ¥
Group By b

Write an e-mail 3 Open E-mail Window..,

Move to

3. Anew Create Message window will pop-up. You can toggle between Show/Hide Cc and Bcc option.

Untitled - Message Untitled - Message
File Edit Format Attachment Tools Window Help File Edit Format Attachment Tools Window Help
send | [ Sovessbatt & g O Send | [ SeveasDraft €7 | of =]
To: || To: ||
Show Cc and Bec Hide Cc and Bec
Subject: e ||
Arial ~| [0 | & B Bee
Subject:
Arial «| |10 v @& B
4. Click on either the To or Cc or Bcc field to add your Recipients %
contact.
My Contacts ~ A Al Active ~
. . . Tagall | Untagall Categories/Tags: |All v
5. Alist of all your contacts with be displayed. e

You are able to move the contacts that you would like 2 suBuchenn <hi@aitest.com>

[J & Bill Buchanan <bill@work24test.com>

to send the e-mail to by placing a check mark in the O+ Bil Buchanan <bil @homedétest com>
box beside their name and clicking on the To> bULtON t0 T & rrrarr e
move the contacts to the box on the right. [ ¥ Jack Bauer ack@aitestnet>

[ & James Kirk <james.k.work@test.ca>

You are able to do the same thing for contacts that you O ¢ wichetiepeser <michetegasest nets

. . & Michelle Dessler <michelle@work24test.com>
wish to Cc and Bcc. Simply use the Cc> and Bec> O /& Michelle Dessler <michellDhome2dtestca

[ “* Renee <renee@24test.com>

bUttonS- [ & Renee <renee@work24test.net>

If you have a large list of contacts and need to find a Recpients

specific one you can do this by using the find feature at ., | ‘
the top of the screen. This find field will search for any o | \
data that was entered on the contact information sheet &< | \
such as name, address or phone number. You are also Canel
able to search by Categories/Tags and by groups.

Once you have moved the contacts to the appropriate recipient boxes that you would like to send your
e-mail to simply click on OK button. You will be brought back to the Create Message window where you
will be able to write and send an e-mail.

Categories

You are able to sort contacts into categories to make groups of contacts. This can be useful when
searching for contacts, printing information for contacts or displaying contacts because these can all be
done by category. If you would like to group contacts by categories you must first setup you categories.
You can do this by going to the File menu or by using the shortcut provided in the steps below.

To group contacts by categories please use the following steps:
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= o = : ' 8
= inbox (K Contscts P77 Tasks B Calendsr | | Notes S Projects E File Store

1. Find the contact you would like to assign a category/tag
to.

My Contacts ¥

Name Emnail Home Phone u]
4 Contacts

& James Kirk

2. Right click on the contact and select the

B . & Michelle Dessler michelle@24test.... (613)888-7766
Categories/Tags option from the menu. i¢ St Family
-+ Bill Buchanan bill@24test.com  (604)777-T777 ) Holiday Cards
& David Palmer (416)343-0909 Impertant
-+ Renee renee@24test.com  (514)799-9090 Insurance
-+ Jack Bauer Jjack@24test.net (613)777-6644 Insurance,Person
& Tony Almeida tonu@2dtest et (5141700.0000 M Miscellaneoys
New Contact... Ctrl+N
New Group...
Open...
Delete...

Manage groups/relationships for contact...

s(<lc(aluw(=nlo(ofolzlzr=(~(-[z(a(n[m[o|o(w|x

Show All Contacts
Display and Sert Name by >
Group By >
Write an e-mail >
Call Contact >
Moveto >
Copy to >
Categories/Tags... Ctrl+T
Follow Up...

3. You should now see a list of available categories if you have already | © == *

set them up. If you have not setup up your categories you can do it
Select categories to link to

from here by clicking on Edit Category List and adding a new 18 A Senice Pofe
category. Place a check mark beside the category you would like to B8 &=

[ (7 Holiday Cards
assign the contact to. 0 ) mpore

@ International

(4] Mt\szalltanenus

4. Click on OK button. The contact will now be part of that group or O 6 persona
category.

oK Cancel

Follow Up

= Y i & o
= inbox (& Contacts 7T Tasks | Calendar Notes 884 Projects E File Store

You are able to flag a contact for follow up and set a
reminder if you wish. You are then able to search for all of

My Contacts ¥

A . Name Email Home Phone 4]
your contacts that are in need of follow ups in the (» + Conts
detailed View- i Z- :\;::;Erl[;esger michelle@24test. (613)888-7766
. I: !'( :T’Et:::amn:yn bill@24test.com (604)777-T777 \j Holiday Cards
To flag a contact for follow up please use the following e —
Steps: < - J::j;uar EE:‘GWWM hee Person:
:‘ & Tony Almeida n:a;.. bneous
1. Find the contact you would like to set a follow up for. ! Mansge groups/eationips forconact..
f Show All Contacts
. . Display and Sort Name b >
2. Right click on the contact and select the Follow Up g oupy ' :
. N
option from the menu. 5 Wike an e-mil >
Call Contact >
Z Move to >
R Copy to >
S Categories/Tags. Ctrl+T
= Follow Up...
3. Enter the Follow up date you would like for the follow up. O Fllow U for Dvid amer x
i You can view and set a follow up for this entry
4. Select the type of follow from the drop down list under the
Follow up message option_ Follow up date: 2| Jshow Time
Follow up message: ~
5. Enter the status in the Set to follow up status to drop down = e [Faee .
option list. In most cases if you are entering the follow up the e
status will be Flagged and you will change it to completed
once it is completed. —
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6. If you would like to set a reminder click on the Set Reminder button.
a) Click on the Date/Time Alert button.
b) Enter the time you would like the alert.
c) Select where you would like the alert to go by placing a check mark beside the appropriate option.
d) If you have selected e-mail or mobile phone, enter your address or phone number.
e) Click on OK button.

7. Click on OK to close the window.
Forward V-Card

You are able to forward information for a contact in VCard format by e-mail directly from UVC to any

contacts that you have an e-mail address for. To do this you must either have your e-mail application

already setup and configured or have your Internet browser configured to send e-mails (this is usually

found in you browser’s preferences). You are able to forward the VCard to multiple recipients and use Cc
and Bcc functions.

To forward a contact’s information in VCard format please use the following steps:

1. Find the contact you would like to forward information & e (& comaes P Tasks | (B Calendar 7" Notes 8 Projects ﬂ File Store
in VCard format for. My Contacts ~

Name Email Hame Phone @&
4 Contacts

& James Kirk

£ Michelle Dessler michelle@24test.... (613)838-7766

¢ Smith Family

£ Bill Buchanan Rill @2 ftact rnen (EMVTTLTTTE () alida Cards
New Contact... CtrieN |

2. Right click on the contact and select the Forward
V-Card option from the menu.

& David Palmer pt

* Renee New Group...

t Jack Bauer =

t Tony Almeida Delete.. e

Manage groups/relationships for contact...
Show All Contacts

Display and Sort Name by

Group By

Write an e-mail

Call Contact

Move to

Copyto

Categories/Tags.. CisT
Follow Up...

Forward VCard...
Export to Excel (csv)...

claluwl=lo(=folzlz|-{={-{-z(a(n[m(ofo|=]>

3. Alists of all your contacts with be displayed. You are able to move the contacts that you would like to
send the e-mail to by placing a checkmark in the box beside their name and clicking on the To> button to
move the contacts to the box on the right. You are able to do the same thing for contacts that you wish to
Cc and Bcc options. Simply use the Cc> and Bee> buttons.

If you have a large list of contacts and need to find a specific one you can do this by using the find
feature at the top of the screen. This find field will search for any data that was entered on the contact
information sheet such as name, address or phone number. You are also able to search by
Categories/Tags and by groups.

4. Once you have moved the contacts to the appropriate recipient boxes that you would like to send your

Vcard information simply click on OK button. You will be brought back to the Create message window
where you will be able to write and send an e-mail.

Print

You are able to print 3 reports from the Address Book basic view. The Contact List report, the Contact
Details report and the Contact Table List report.

To print the reports use the following steps:
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) Print x

1. Right click anywhere in the basic view. Output

@ Printer (O Screen (O HTML File (O Adobe PDF File (Unicode characters not supported)

2. Select Print from the menu.

focts Contact List
[] Contact List

[7 contact Details

General Page Setup
[] Contact Table List

3. The available reports will be listed on the left tron s o
. 4 Show phone numbers
hand side of the screen. Select the report 5 Show c-mall accounts
you wish to print. I Show web addresses

[ Show home address (Gold Edition Only)
[ Show work address (Gold Edition Only)

4. Once you select your report you will have
various options available on the right hand Pt Renge
side of the screen. Select the options you
would like.

@ All Contacts (O Selected Contacts

(O Contacts under Selected Parent

Your different Print Range options are

All Contacts

This will include all of your contacts in your
report. ==
Selected Contacts

This will include only the contacts that you have selected. To select contacts go to the basic view and
click on the contact, to select multiple contacts use the CTRL key.

Contacts Under Selected Parent
This will include contacts under a parent contact that you have selected. To select a parent contact in the
basic view simply click on it.

5. Select the type of Output you would like to use from the top of the screen. You are able to choose
Screen-shows you a print preview, Printer-prints to paper, HTML File-creates and Adobe PDF File-
creates a PDF file.

6. Click on OK button.
New Task for Contact

UVC gives you the ability to link a task to one or multiple contacts. You are able to list tasks by contact in
the task view as well as view Journal Entries for each contact to see what activities have taken place for
each contact.

=) nbox [ contacts %" Tasks (B, Colendar
To add a new task for one contact please use the following ot @ :
steps: - womemne | 8

1. Find the contact you would like to enter a task for. botaker oo

New Contact.

2. Right click on the contact and select New Task for Contact
from the menu.

Displa

3. Enter the Task details (see To Add a Task).

4. Click on the Save and Close button. —
Export to Excel (csu).

5. If you double click on the contact from the Contact Module and go
to the Journal Activity tab you will be able to see the Task you
have just entered.

Journal Activities...

N(<[=2(<(c(q][w[mlo(=(olz(z[r(n[-[-(z[a[n[m|=(n=>

To add a new task for multiple contacts please use the following steps:

1. Find one of the contacts you would like to enter the task for.

n

Right click on the contact and select New Task for Contact from the menu.
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3. Enter the Task details.

4‘ Near the top rlght corner Of the m Save and Close m Save | % = ? E-:;) - @ ~ % Contacts
window there is a button that says
Contacts. To add the other contacts General Details Alert G Repeat Way of communication
that you would like to assign the task,
CIiCk on the button. Subject: | Status:  In Progress ~

ntacts: Renee

Start Date: 8-Mar-2016 = | |NoTime ~

A window will now appear that has a
box on the left that lists all your
contacts. You are able to move the
contacts that you would like to assign
the task to by placing a check mark in [icentuy | v & B I =
the box beside their name and -
clicking on the > button in the middle

to move the contacts to the box on the right. You - Contacts x
are likewise able to take contacts off the list of i | v .

people you are going to assign the task to by Select Contacts

placing a check mark beside them and clicking on | wai | umega

the < button in the middle to move them back to
the box on the left.

Due Date: Ne Time [ Mo due date

Folder Group:  |UVC Test1 ~ | |Task Folder ~ Priority: | Mormal ~

o
]
]
]
[l
Il
Il
I
I

[ -F Bill Buchanan s | |Renee
[ /& David Palmer
[ & Jack Bauer

[ & James Kirk

[ & Michelle Dessler
[ * Renee

[ 4t Smith Family
O

& Tony Almeida

If you have a large list of contacts and need to find
a specific one you can do this by using the Quick
Search feature at the top of the screen. This Quick
Search field will search for any data that was
entered on the contact information sheet such as
name, address or phone number. You are also able to search by groups.

5. Once you have moved the contacts to the boxes on the right that you would like to assign the task to
simply click on the OK button.

6. Click on the Save and Close button.

7. If you double click on any of the contacts you have just assigned the task to from the Contact Module
and go to the Journal Activity tab you will be able to see the Task you have just entered.

New Appointment for Contact

UVC gives you the ability to link an appointment to one or multiple contacts. Once you add an
appointment that is linked to a contact you are able to view the appointment in the Journal Activity
section for each contact to see what activities (tasks, appointments, notes) have taken place for that
contact.

To add a new appointment for a contact please use the following steps:

1. Find the contact you would like to enter an appointment for.

. Forward VCard...
Export to Excel (csv)...
Print...

2. Right click on the contact and select New
Appointment for Contact from the menu.

v
w
X
\ Journal Activities...
z

3. Enter the Appointment details. New Task for Contact..
Mew Appointment for Contact...
Mew Mete for Contact...

4. Click on the Save and Close button.

MNew Project Task for Contact...

5. If you double click on the contact from the Address Book and go to the Journal Entries tab you will be
able to see the Appointment you have just entered.
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To add a new appointment for multiple contacts please use the following steps:

1. Find one of the contacts you would | il semaces [ se < % 0 | @ | &~ & - & coma
like to enter the appointment for. Linked Contects: - Renee
General Details ~. Alert ( Repeat 4t Attendees Available Time
2. Right click on the contact and Description Location:

select New Appointment for
Contact from the menu.

Start Time:  |8-Mar-2016 2| T00AM -~ Show Timezone

Stop Time:  |8-Mar-2016 2 /%00AM  ~ | [ Allday event

3. Enter the Appointment details. . .

~||8 v & B I U

]
]
il
]
11
11
i
[

4. Near the top right corner of the [BiConiuny
window there is a button that says
Contacts. To add the other
contacts that you would like to enter the appointment for click on the button.

A window will now appear that has a box on the left
that lists all your contacts. You are able to move the
contacts that you would like to enter the appointment
to by placing a check mark in the box beside their
name and clicking on the > button in the middle to
move the contacts to the box on the right. You are
likewise able to take contacts off the list of people you
are going to assign the task to by placing a checkmark
beside them and clicking on the < button in the middle
to move them back to the box on the left. Cancal

My Contactsi v A | | All Active v
Select Contacts

Tagall || Untag all

oooooodn

& Smith Family
& Tony Almeida

If you have a large list of contacts and need to find a specific one you can do this by using the Quick
Search feature at the top of the screen. This Quick Search field will search for any data that was
entered on the contact information sheet such as name, address or phone number. You are also able to
search by groups.

5. Once you have moved the contacts to the boxes on the right that you would like to enter the
appointment for simply click on OK button.

6. Click on the Save and Close button.
7. If you double click on any of the contacts you have just entered the appointment for from the Contacts
Module and go to the Journal Activity tab you will be able to see the Appointment you have just

entered.

New Note for Contact

UVC gives you the ability to link a note to one or multiple contacts. You are able to list notes by contact
in the note view as well as view Journal Activity for each contact to see what activities have taken
place for each contact.

To Add a Note for a Contact To add a new note for a contact please use the following steps:

1. Find the contact you would like to enter the note for. e/ cuT
ollow Up...

Forward VCard...

2. Right click on the contact and select New Note for Contact from oot to e o)
the menu. o

Journal Activities...

3. Enter the Note details.

New Task for Contact...
MNew Appointment for Contact...

4. Click on the Save and Close button. r———
New Project Task for Contact...
5. If you double click on the contact from the Contact Module and
go to the Journal Activity tab you will be able to see the Note you have just entered.
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To add a new note for multiple contacts please use the following steps:

Find one of the contacts you would like to

[54] saveand Close [ save | ¢
enter the note for.

ntacts  Renee
General

Right click on the contact and select New
Note for Contact from the menu.

Description:
Note Date:

Owner: UVC Test1

Enter the Note details.
18thCentury
Near the top right corner of the window there
is a button that says Contacts. To add the
other contacts that you would like to assign
the note, click
on the Contacts button.

A window will now appear that has a box on the left
that lists all your contacts. You are able to move the
contacts that you would like to enter the appointment

& Contacts

t -

Status: Pending
Expiry Date:

MNote Type:

| All Active ~

i

<

> M

to by placing a checkmark in the box beside their name
and clicking on the > button in the middle to move the
contacts to the box on the right. You are likewise able
to take contacts off the list of people you are going to
assign the task to by placing a checkmark beside them

& Renee
+ Smith Family
& Tony Almeida

oooooooo

and clicking on the < button in the middle to move
them back to the box on the left.

Cancel

If you have a large list of contacts and need to find a specific one you can do this by using the Quick
Search feature at the top of the screen. This Quick Search field will search for any data that was
entered on the contact infromation sheet such as name, address or phone number. You are also able to

search by groups.

Once you have moved the contacts to the boxes on the right that you would like to enter the

appointment for simply click on OK button.

Click on the Save and Close button.

If you double click on any of the contacts you have just assigned the note to from the Contacts Module
and go to the Journal Activity tab you will be able to see the Appointment you have just entered.

Column Headings

You are able to customize your column headings in the detailed view by removing columns, adding
columns and changing the order of columns. You are also able to sort ascending and descending by

each column.

To add or remove columns to your screen please use the g
following steps:

Right click on the column headers.

Place a checkmark beside columns you would like
to show and remove the checkmark from columns you would not
like to show.

Note: The column header with " the symbol allows you to
show a column that indicates if a follow up has been entered for
a contact.

Contacts Module Vers. 8

@ New Contact

=J Inbox

O contacts BT Tasks (B Calendar

My Contacts ~

A A AAA A AR A A AR A A A B A D E BANs

Name

Contacts

Open

Delete Forward VCard &g Print -

:::::
Follow Up
Name

¥ Home Phone

¥ WorkPhone
Cell Phone

v Email

Work Email

Geeupation

Investment Experience

Follow Up || £

. )
Notes {88 Projects E File Store

L]
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To Move Columns
To move your columns so they are in a different order use the following steps:
Left click and hold on the column you would like to move.

Drag the column to its new location.
Release the mouse.

Sl

Column Sortin
To sort your columns ascending or descending use the following steps:

Click once on the column header you would like to sort by.
Click again on the same column header to sort the data in reverse order.

N —

Group By

In the detailed view UVC allows you to group your contacts by different criteria for display and printing
purposes. To group your contacts use the following steps.

Right click anywhere in the area of the Contacts Module.
Select Group By from the menu.
Select which option you would like to group your contacts by:

New Contact.. CtrlsN

wnN -~

New Group
Open..

Delete...
Manage groups/relationships for contact.

Show All Contacts
Display and Sort Name by >
Group By 38 None
Categories/Tags
Write an e-mail

Personal/Business
Move to Company
Copyto 1 Groups
Categories/Tags. T

Ascending
Follow Up..

Descending
Forward VCard..
Export to Excel (csv)..
Print..

Journal Activities...

New Task for Contact...
New Appointment for Contact..
New Note for Contact

New Project Task for Contact

Journal Activities

You are able to see e-mails, tasks, appointments and notes in the Journal Activity section for each
contact to see what activities have taken place for that contact.

Note: Capturing the contact's e-mail address infromation is currently necessary for the emails to appear
under the contact's Journal Activity.

To view the Journal Activities of a contact use the following steps:

—_

Select a contact from the Contact Module.
2. Right click and from the menu select the option Journal Activities.
A pop-up window will display all Journal Activity for the selected contact.

) Journal Activities - Renee x

Open P NewTask (B) Newappointment 1 NewNote 7" New Project Task ~

Type 1) Description Date Status. Owner Name
> Task Quaterly calls Th, Apr 21 In Progress UVC Test!
= Task Annual meeting with client 22-4an-2017 In Progress UVC Test!

Close
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Navigating in the Contact List Screen

The following is an explanation of the different parts of the screen.

A. This is a drop down menu that allows you to switch between your address book and the address
books of others who have given you access.

B. The Quick Search field allows you to search for contacts.

C. This Advance Search will search for any data that was entered on the contact infromation sheet such
as name, address or phone number.

D. This area shows the column headers which can be customized to you preference. To customize them
simply right click anywhere on a column header. To sort the column click on the header once, to reverse
sort click on it twice.

E. The contacts that you have searched for will be listed in this area.

F. Any contact information will be displayed in this area

G. Any notes that you have written for a contact on the contact infromation card will appear in this
section when the contact is selected.

© UVC - UniversalVillage Collaboration Suite - x
File View Contact Messenger Go Tools Window Help
) New Contact]| [ Open X Delete | 5 ForwardVCard &5 Print | (8) = Y7 Follow Up || 3 Detal Pane panced Search | 523 Show My Day
S i — = ~ =
S riee [ coriecs |0 | (B comtr| [0 et ) rcs| [ st
(My Contacts vA. ) (B. < estegories/Tags: All | View: [All Active v| | share
C ame Email Home Phone : Birthday Date Work Phone Company Occupation Do) (Con i Fie Attachments Journal Actviies

michelle@24testnet  (613)388-7766 1-0ct-1977 (613)787-4545

bill@24test.com (©04y777-7777
(416)343-0909
(514)799-9090
jack@2dtestnet (613)777-6644
tony@2#testnet 14799-50%0

1-Jan-1975 (604)978-9797
1-Aug-1975 (416)566-8767 Ext 3000
1-Nov-1978 (403)398-9090
1-Sep-1976. (613)333-44444

TDec 1978 (512)903-8787 Ext 2009

Contact Notes

G.

N[=<\x[=(<(c[aw= o = o z{z]- (=]~ -z (o] |m (o o =]>

4

IO village
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