


What to do
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How to do it/Comments
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Try IL...

Now how many opportunities
have been closed?

Point to the gauge once again and

note the information in the pop-up.

1" You may need to
click the Refresh icon

at the top of the screen to
refresh the gauge.

Make Dashboard Your Startup View

Copy the Closed Sales to Date
panel and paste it into a Word
document. Then, you can
close the new document
without saving the changes.

Right-click the gauge and select
Copy to Clipboard. Open a Word
document (or any other application
you like) and click Edit, Paste. Cool.

If you like, you can set the Dashboard as your default startup view and begin
your work day with a snapshot of important activity and opportunity information
that requires your attention.

... make Dashboard your startup view.

[ General | Colors & Fonts | Calendar & Scheduing | Emai | Commurication | Statup |

Set startup database options w

: 1' TOOIS’ Preferences

P Preferences..., click
<) the Startup tab. R
,T 2. Change the Startup 55
= view: to Dashboard. Log On setings
- e
_g 3. Click OK. e

Creating Custom Dashboards
Users with a Manager or Administrator role have the ability to customize
individual Dashboard components or create totally new Dashboards. In addition
to customizing the six existing components that we just reviewed, Managers or
Administrators can add or remove components, change titles or legends, and
use drag-and-drop functionality with the Dashboard Designer for easy
customization of any existing Dashboards or creation of new Dashboard
components. If you are using ACT! Premium, you can also set default filters to
view all (or selected) users’ data for further analysis.

Views

Startup view: Cnnlads

Corvtam List

] Open each view Cortact Lis

= Regardless of the number of Dashboards that you create, they will be
available to all users of the database.
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Dashboards are designed (and edited) using a step-by-step wizard that offers a
Preview button at each stage to help you create the view that you need. Let’s
start by creating a new Dashboard. Then, editing existing ones will be a snap.

lHow To...

ISy

If you don’t allow enough room on the layout, components may not be
able to show full data without user interaction.

... create your own Dashboard from scratch

1.

Click the [ Mew Dashboard ... ]

New
Dashboard icon in the
Dashboard view.

File, Save, enter a new
Dashboard name, and click
Save.

File, Layout Settings...,
select the optimum screen
resolution size for the users
in your company, and click
OK.

Use the Format menu to
Insert or Delete cells,
columns, or rows in your
Dashboard view.

To add a component to one
of the cells, you can right-
click and select Add
Component or drag one of
the components from the
Activities or Opportunities

groups in Toolbox at the left.

Click the Select Display

Type as your first component

task.

You must have an Administrator or
Manager role to complete this task. New
Dashboards start with a default 2-
column, 3-row blank table-grid.

The default display is optimized for an
800 x 600 screen resolutions with 6 cells
(2 columns by 3 rows).

Layout Settings &
Choose the target size for the dashboard. This will optimize the display of

dashbozard components.
Target size;

640 X 480
800 X 600
7S T —
1152 X 864
12801024 2
1400 X 1050 I

Once you have selected a component, a
dialog box displays where you can start
a wizard to help you design your panel.

Edit Defﬂ Filters

X"  The Component tasks available at the left will vary depending on
the component type you selected.



10.

1.

Select Display Type -
(Display types will vary
depending on the component
type selected.)

Select from the types
available. Change the Filter
bar placement (Above or
Below Display), if you like.
Click the Preview... button to
see your progress.

Click Next>.

Edit Default Filters - Specify
your default filters and click
Next>.

Edit Header/Footer -
Change the default header
text and font style as desired.
Add a footer if you like and
click Next>.

Show Header
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Display Type:

a\a

Gauge Chart

¢

Pie Chart

E

Harizontal Bar Chart

ils

Vertical Bar Chart

\.—I.
List View

ils

Calendar View

These options will be used as your
defaults. They can always be changed
by the individual user using the Filter
button.

Don’t forget to click Preview... to check
your display.

Format as desired.

*f:’% ’Tahoma
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Activities by User +— Replace this with your own header.

Change Legend - Change
the location of the Legend (or
remove its display) and click
Next>.

Change Totals - Indicate if
you want to display the totals
in the panel and click Next>.

Show Legend

© Top N © Left E | ‘
- T
= -
) Bottom L j @ Right || ‘ .

Show totals

Sample:

Weighted Total $123,456,789.00 Total: $123,456,789.00



zs2| ACT]

12,

13.

14,

Change Columns — If you
selected a List View display
type, you can choose the
default column display and
sort options.

Specify Target — Click the
Show target option, if
desired, add a target, and
click Next>.

Scale/Limits — Select your
scale, if desired.

If you selected the Top 10
Opportunities component,
you can change the default
for selecting the top 10 from
Total to Weighted value.

If you selected a Gauge
display type in the Closed
Sales to Date component,
you can set additional
settings in the Scale/Limits
screen. The Maximum:
might be the stretch goal for
either the company or the
user. The Minimum: can be
set to 0 or some other
threshold.

Breakpoint 1 could be set to
display the minimum
acceptable sales.
Breakpoint 2 might indicate
the level at which bonuses

might apply.

Change Columns
Change the columns displayed and their arder.

| Customize Columns... |

Select the columns to sort the data by.

Sort Columns...

Activities and Opportunities targets are
in units (number of activities or
opportunities as in 100 cold
calls/month). Closed Sales targets are
set with dollar values.

Use this option to scale opportunity
sales display from billions, millions,
thousands, hundreds, etc., so that the
axis numbers are not so large.

Gauge chart settings

Breakpoint 2:
10000 20000

e

Breakpoint 1:

Minimum: Maximum:

30000

You can use the chart settings to
indicate whatever works for your
company. The current sales will be
reflected by the needle. The Target
triangle is set in the Specify Targets
section.





