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Using Dashboards 
ACT! Dashboards give you the input necessary to “drive” your business using 
graphically-oriented panels. Each panel is designed to offer an at-a-glance 
overview of key activities and opportunities.  
 
Dashboards are used to track your own key performance indicators. If you are 
using the Premium version of ACT!, Dashboards can provide a 
view of opportunities and activities of all (or selected) users of the 
database, thus providing a company-wide snapshot of performance. 
 

Displaying Dashboard Views 
Three Dashboards (Default, Activities, and Opportunities) ship with ACT!, but 
more can be added. Each Dashboard window can display summary lists, charts, 
or gauges. From within each Dashboard, you can  

 quickly display the records that make up the components,  
 easily create new calls, meetings, or to-dos, or add details to existing 

opportunities, 
 identify how you’re tracking toward your goals using benchmarks and 

summary information, and 
 copy any Dashboard component or the entire ACT! Dashboard to any 

application including Microsoft® Office applications for use in e-mails, 
reports, presentations, and more. 

 
...view a Dashboard 
1. Click the Dashboard 

icon in the Navigation 
bar at the left. 

The Dashboard view displays. 

2. To change to a different view, click 
the Dashboard Layout button in 
the upper-right of the screen and 
select a view.  

 Dashboards will not include data that you don’t have access to (Private 
or Limited Access data). 

 
Practice:  Viewing a Dashboard 

Step What to do How to do it/Comments 

1. Display the 
Dashboard view. 

Click the Dashboard icon.  
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2. Which Dashboard view 
is currently displayed? 

The name of the view is displayed on the 
button to the left of the New Dashboard 
button. It will be one of three views: ACT! 
Default Dashboard, ACT! Opportunities 
Dashboard, or ACT! Activities Dashboard. 

3. Quickly view each of 
the Dashboard 
options, and then 
display the ACT! 
Default Dashboard. 

Click the Layout 
button in the 
upper-right of the 
screen and 
select a view. 
After reviewing each of the options, select the 
ACT! Default Dashboard. 

 
 

Working in the Dashboard Views 
The ACT! Default Dashboard contains six panels, representing the different 
component types that can be placed in your dashboards. Let’s review each of 
the panels to see: 

 the purpose of the panel, 
 what options are available when using the Filter button, 
 what options are available with right-click, 
 what happens when you mouse over part of the panel, and 
 what happens when you click (or double-click a part of) the panel. 

 
 
My Schedule At-a-Glance 

displays your 
scheduled activities 
for the day sorted by 
time with timeless 
activities displayed 
first. The listings 
include the activity 
type, time, and 
Contact name and 
Company (if not scheduled with your My Record). If you have more 
activities than can display in the panel, a small More button will appear 
in the lower-right corner of the panel. When clicked, the Daily Calendar 
view will appear with all activities listed. To return to the Dashboard, 
click the Back button or the Dashboard icon in the Navigation bar.  
 
Filter: You can filter this component for any or all Activity Types 
(including custom ones). You can also limit the display by Priorities and 
a few other Options (Show Private or Show Cleared Tasks). If you are 
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using the Premium version, you can also filter which users to include in 
the list. Activities scheduled for other users will display their name in 
[square brackets] immediately after the time.  
 
Right-click: Use the right-click mouse button to view Show Contacts. 
The pop-up pane will display the Contact, Company, Phone, Title and 
ID/Status of records associated with the selected activity. You can also 
right-click to Schedule additional activities, Create Lookup, Go to 
Contact, Clear, Erase, Reschedule… Oh, just go right-click in that 
panel and see all the cool things you can do in this component. You 
might especially like the option to Copy to Clipboard. This option 
copies the My Schedule at a Glance to the clipboard so that you can 
paste this view into another program (as a graphic). 
 
Mouse Over: Use your mouse to 
hover over any activity to display a 
calendar pop-up providing you with 
the Regarding and other pertinent 
details on that particular activity. 
 
Double-Click: Finally, as you might expect, you can double-click any 
activity to modify the details. 
 
 

Practice:  My Schedule 
Step What to do How to do it/Comments 

1. While in your Dashboard, use 
right-click to schedule a 
reminder for yourself to book 
your airfare to Las Vegas. 

Right-click anywhere in the My 
Schedule At-A-Glance pane and 
select Schedule, Call…. Schedule 
as you normally would. 

2. Point to an activity to display 
the Calendar pop-up. 

 

3. Double-click any activity and 
change it to tomorrow.  

It should remove it from today’s list. 

4. Clear one of the activities on 
your schedule. 

Right-click one of the activities and 
select Clear Activity. 

5. Filter the display to show 
Cleared Activities. 

Click the Filter button and place a 
check in “Show Cleared Tasks”. 
Click OK. 

6. Right-click the cleared activity 
and select Go To Contact. 

The Contact will display in Contact 
Detail view. 
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Step What to do How to do it/Comments 

7. Use the Back button to return. 
 

 
 

My Activities (or “Activities by User” if you are using ACT! Premium) - See 
how your time is 
allocated using this 
panel, with a 
complete view of all 
activities in a bar 
chart. A Manager or 
Administrator can 
edit this view to 
change the Display Type to a Pie Chart or List View.  
Filter: This component allows you to select the activities by pre-defined 
or custom date ranges. You can further filter by Activity Type (including 
custom activities) and Priority, and by private, cleared, timeless, and 
even Outlook tasks. If you are using the Premium version of ACT, you 
can select up to 10 users to display in this panel.  
 
Right-click: You can right-click to copy this panel to the clipboard so 
that you can paste it into another program (as a graphic). 
 
Mouse Over: For a quick count of the number of activities associated 
with each Activity Type, simply mouse over any Activity Type. 
 
Click: Clicking this panel displays all the activities in Task List view 
using the same filter options that you selected in this Dashboard panel.  
 

 
Practice:  My Activities (or “Activities by User”) 

Step What to do How to do it/Comments 

1. Filter the pane to display 
this week’s activities 

Click on the Filter button. Change the 
Dates: option to Current Week. If you 
are using ACT! Premium, select an 
additional user to display, and click OK. 

2. Point to several of the 
columns to observe the 
mouse-over function. 

If you are using the Premium version, 
each user’s activities will display their 
own count of activities. 

3. Display the filtered list in 
Task List view. 

Click one of the elements (a column or 
the legend) to display the same filtered 
list in Task List view. 
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Step What to do How to do it/Comments 

4. Return to the Dashboard. Click Back or click the 
Dashboard icon at the left. 

 
 

Opportunities Pipeline by Stage – This panel allows you to focus on an 
overview for the 
company of how 
sales opportunities 
are tracking by stage 
in a graphical pie 
chart. The values 
listed with each 
opportunity are the 
Total amounts (not 
Weighted Totals). A 
Manager or Administrator can edit this view to change the Display Type 
to a Bar Chart or List View, as well as display the Weighted Total at the 
bottom of the chart.  

 The legend at the right may not display the entire list of stages. 
Note in the example above there are four slices of pie and only 
three stages displayed in the list.  

 
Filter: Filters include date range, view by Status (Open, Closed, etc.),  
Process, selected Stages of the Process, Probability of close, and range 
of Total values. If you are using the Premium version of ACT, you can 
choose from all or selected users to display in this panel. 
 
Right-click: You can right-click to copy this panel to the clipboard so 
that you can paste it into another program (as a graphic). 
 
Mouse Over: Get a quick count and Total value of opportunities 
associated with each stage by mousing over any stage. 
 
Click: Clicking this panel displays all the opportunities in Opportunity 
List view using the same filter options that you selected in this 
Dashboard panel. 
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Practice:  Opportunities Pipeline by Stage 
Step What to do How to do it/Comments 

1. Focus on the Opportunity 
Pipeline by Stage panel. 
How many opportunities are 
in each slice of the pie? 

Point to each slice of the pie to see 
how many opportunities are included. 

2. Display the same filtered 
opportunities in Opportunity 
List view. 

Click one of the elements (the pie or 
the legend) to display the same filtered 
list in Opportunity List view. 

3. Return to the Dashboard. Click Back or click the 
Dashboard icon at the left. 

 
 

My Opportunities (or “Opportunities by User” if you are using ACT! 
Premium)  - This 
panel allows you to 
focus on the same 
opportunities you 
viewed in the 
previous panel, but 
focus on the 
contributions of 
individual users (if you have the Premium version).  If you don’t have the 
Premium version, you can change your filters to display other options. 
For example, if the Opportunities Pipeline by Stage panel is set to the 
current month, you could filter this panel for next month. If you see a red 
line across view, it indicates that company targets have been set for the 
average number of opportunities that should fall into each stage. A 
Manager or Administrator can edit this view to change the Display Type 
to a Pie Chart or List View, as well as display the Weighted Total at the 
bottom of the chart, add targets, etc. 

 
Filter: Filters include date range, view by Status (Open, Closed, etc.),  
Process, selected Stages of the Process, Probability of close, and range 
of Total values. If you are using the Premium version of ACT, you can 
choose from all or selected users to display in this panel. 
 
Right-click: You can right-click to copy this panel to the clipboard so 
that you can paste it into another program (as a graphic). 
 
Mouse Over: Get a quick count and Total value of opportunities 
associated with each stage by mousing over any stage. If you have 
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selected users, mousing over a particular bar will display only their 
opportunity numbers. 
 
Click: Clicking this panel displays all the opportunities in Opportunity 
List view using the same filter options that you selected in this 
Dashboard panel. 

 
 

Practice:  My Opportunities (or Opportunity by User) 
Step What to do How to do it/Comments 

1. If you are an ACT! by Sage 
user, change the date range to 
Next Month. 
 
If you are an ACT! Premium 
user, limit the display of users 
to Chris, Allison, and Ernst. 

Click the Filter button. Change the 
Dates: option to Next Month. 
 
If you are a Premium version user, 
click the Selected users: option. 
Select Allison, Chris and Ernst. 
 
Click OK. 

 
 
Top 10 Opportunities – Use this pane to quickly view a list of the top 

opportunities by 
Total for your 
company. Click on 
any of the columns in 
the list to sort it. Use 
this panel to monitor 
close-to-closing 
opportunities. If you 
are using the Premium version of ACT!, the list selects and displays the 
top 10 opportunities for the company, not by user. 
 
Filter: Filters include date range, view by Status (Open, Closed, etc.),  
Process, selected Stages of the Process, Probability of close, and range 
of Total values. If you are using the Premium version of ACT, you can 
choose from all or selected users to display in this panel. You may want 
to remove lower-level stages from this view (of filter by Probability), so 
that large-dollar opportunities with only a 10% chance of closing don’t 
display over a medium-dollar opportunity with an 80% chance of closing.  
 
Right-click: You can right-click and create a New opportunity or, for any 
selected opportunity, select Edit, Delete, or Close the deal. You can also 
quickly Edit Estimated Close Date or go to the selected Contact in 
Contact Detail view. Selecting Create Lookup will display all associated 
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Contacts in Contact List view. Select Show Contacts or Show Products 
to display more information about the selected opportunity. Finally, since 
it is a list view, you can also right-click and select Customize Columns, 
so that you can choose which fields to display in the list.  
 
Mouse Over: Point to any opportunity to display the list of Contacts that 
are associated with that opportunity. 
 
Double-Click: As you might expect, you can double-click any 
opportunity to edit it to add more detail, move it through sales process, 
schedule a follow-up, create a quote, or close the deal. 
 
 

Practice:  Top 10 Opportunities 
Step What to do How to do it/Comments 

1. Change the Estimated Close 
Date of one of the 
opportunities to next month. 

Right-click any opportunity and select 
Edit Estimated Close Date, enter the 
new Close Date, and click OK. 

2. Count the number of 
opportunities displayed in the 
list.  

There should be up to 10 displayed. 

3. What products are associated 
with the largest opportunity. 

Select the opportunity at the top of the 
list. You can right-click and select 
Show Products, or you can double-
click the opportunity to open it in an 
edit view.  

4. Sort the list by Company. Click on the Company column header. 

5. Add another field to the 
display. 

Right-click the panel and select 
Customize Columns…. Double-click 
an available field (Weighted Total) and 
click OK. 

 
 

Closed Sales to Date - View all closed 
sales to date for the selected 
time period. The gauge is a 
great way to track how well you 
are meeting your sales goals. If 
you are using the Premium 
version of ACT!, the legend at 
the right displays the users 
whose opportunities are 
included in the gauge. A 
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Manager or Administrator can edit this panel to add company targets 
and breakpoints to help you identify your progress.  

 
Filter: Filters include date range, view by Status (Open, Closed, etc),  
Process, selected Stages of the Process, Probability of close, and range 
of Total values. If you are using the Premium version of ACT, you can 
choose from all or selected users to display in this panel.  
 
Right-click: You can right-click to copy this panel to the clipboard so 
that you can paste it into another program (as a graphic). 
 
Mouse Over: Point to different elements of the gauge to display pop-
ups. If you have set a target, you can point to it (triangle) to display your 
company’s designated target amount. Hoover over the needle (pointer) 
to show the dollar amount of your total closed sales to date. Hover over 
the gauge to show the number of closed opportunities (and the number 
of users they belong to, if you have Premium).  
 
Click: Clicking this panel displays all the Closed-Won opportunities in 
Opportunity List view using the same filter options that you selected in 
this Dashboard panel. 

 

 You can copy the entire Dashboard view using ACT!’s menu command 
Edit, Copy. It is then ready to paste as a graphic into any other 
application. 
 
 

Practice:  Closed Sales to Date 
Step What to do How to do it/Comments 

1. How many opportunities have 
been closed? 

Point to the gauge and note the 
information in the pop-up. 

2. In the Top 10 Opportunities 
pain, clear one of Chris 
Huffman’s opportunities for 
today. (Note the Company 
name and Total before 
clearing it.) 

Return to the Top 10 Opportunities 
pane, right-click any opportunity, and 
select Close Opportunity. Click OK. 

3. Is the opportunity still in the 
Top 10? Are there still 10 
opportunities displayed? 

The Top 10 displays (by default) only 
open opportunities. When one is 
cleared, another will take its place if it 
is available. 
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Step What to do How to do it/Comments 

4. Now how many opportunities 
have been closed? 

Point to the gauge once again and 
note the information in the pop-up. 

 You may need to 
click the Refresh icon 
at the top of the screen to 
refresh the gauge.  

5. 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.  

 
 

Make Dashboard Your Startup View 
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. 
1. Tools, 

Preferences…, click 
the Startup tab.  

 

2. Change the Startup 
view: to Dashboard. 

3. Click OK.  

 
 

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.  

 Regardless of the number of Dashboards that you create, they will be 
available to all users of the database. 
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