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Note: References in this
guide to the BlackBerry
smartphone’s Trackball
also apply to older models’
Trackwheel. In the case

of scrolling left and right
with the trackball, the same
function is achieved with
trackwheel by holding ALT
while scrolling.
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Introduction

Our Handheld Contact service enables automatic, two-way, wireless synchronization between your handheld
device and your ACT! contacts, notes, histories, calendar items, and to-do items.

The service involves the installation of two programs: Handheld Contact, which installs on your handheld
device, and the Handheld Contact Computer Application, which installs on the computer or the server that
is home to your ACT! database.

Handheld Contact on your handheld device enables secure wireless access to ACT! and provides you with
the power to manage ACT! data from your handheld device.

The Handheld Contact computer application on your computer or server enables you to manage users and
the ACT! data which is synced between ACT! databases and handheld devices set up with Handheld Contact
accounts.

Once both programs have been installed, some set-up is required before you begin syncing. For quick
default set-up, please refer to the “Running Handheld Contact for the First Time” section of our Handheld

Contact 2.0 Installation Guide which is available at www.handheldcontact.com/downloads.php.

This manual details the basic functions and features of Handheld Contact for your BlackBerry device.

Adding an ACT! contact on your BlackBerry

Because Handheld Contact enables two-way, wireless syncing between your ACT! database and your
BlackBerry device, not only can you access your ACT! contacts on your BlackBerry, but you can also add
ACT! contacts to your ACT! database using your BlackBerry. Add ACT! contacts using your BlackBerry as
follows.

1. Click the Handheld Contact icon (see Figure 1) on your BlackBerry home
screen.

Figure 1 - The Handheld Contact icon
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+ Handheld Contact opens.
2. Access the HHC menu (see Figure 2).

Figure 2 - The HHC menu
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3. Select Add Contact from the HHC menu.
« The Add Contact popup appears.
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Note: Your new contact
will not appeat in your
ACT! database until you
refresh your ACT! database
after the next time you
sync. Refresh your ACT!
database by selecting
Refresh from the View
menu in ACT!.
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4. Enter data for the contact by highlighting fields and typing with keypad on
your BlackBerry (see Figure 3).

Figure 3 - Entering contact data

@ Contact Details

Firsthlarne: [Chris |
Lasthlarme: [Huffrnan |
Comparny: [CH Gourmet Gifts |
Departrment: [Administration |
Title: [CEO |
Address 1: [15 East 59th S |
Citus [Mew York |
State: [ |
Fire | |

#

5. Once you have entered all desired information for the contact you are
adding, select Save from the menu.
+ The contact you entered appears in your contact list.

Editing a contact’s information

On top of enabling you to add ACT! contacts to your ACT! database using your BlackBerry device,
Handheld Contact also enables you to edit information for existing contacts. Edit a contact’s information

1. Highlight the contact you want to edit, from the menu select View/Edit.
(see Figure 4)

Figure 4 - Accessing the Views/Edit Contact screen

CH Gourtnet Coffes, Cart

CH Gourmet Gifts, Bndersqd-hone

CH Gourmet Gifts, Betty Bic3

ICH Gourmet Gifts, Fender| i’;g Contact
CH Gourmet Gifts, Huffmar], |

: - LYew/Add Tasks
CH Gourmet Gifts, Mikola, po-ord History

CH Gourmet Gifts, Pearce, izy/Add Motes/History
CH Gourmet Gifts, Rossew{ty Record

ICH Gourmet Gifts, Sommer
CH Gourmet Gifts, Wihiting, [~cntacts
CH Gourmet Imports, Cha Tasks

+ The View/ Edit Contact screen appeats.

2. Highlight the field you want to edit by scrolling with the trackball.

3. If your edit is in the middle of a field, scroll left or right using the
trackball to position the cursor.

4. Using the BlackBerry keypad, type in your edit.
5. Repeat 2-4 for each field you want to edit.
6. From the menu, select Save to save your edits (see Figure 5) and return to

your contact list.
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Figure 5 - Saving your edits

e

Cancel Edit
FirstName: S Y Motes/History
LastMarne: Huffrm|jicw Tasks
Cornpary: CH Gdlelete
Department: [Adrrin|
Title: @%O”;ads
Addres= 1: @C:IZHSCIEP
lel:l: Mew Sgnc o
State: [NY_ |Preferences
Fire TnnnHboUt/Help

Scheduling ACT! activities on your BlackBerry

By enabling two-way, wireless syncing between your ACT! database and your BlackBerry device, Handheld
Contact allows you to schedule ACT! activities for yourself and other users syncing with the same database

Note: Drop downs, check
boxes, date, and time fields
can all be edited by scrolling
left and right with the
trackball.

Note: Your newly scheduled
activity will not appear in
your ACT! database until you
refresh your ACT! database
after the next time you sync.
Refresh your ACT! database
by selecting Refresh from
the View menu in ACT!.

Note: If you scheduled an
activity for another user, it
will not appear in their HHC
— Calendar or Tasklist until
the next time they sync.

using your BlackBerry device. Schedule ACT! activities using your BlackBerry as follows.

1. Access the HHC menu.

2. From the menu select the appropriate item depending on which component
of HHC is currently in use. In Task view select Add Task, in Contacts
view select View/Add Tasks, and from Calendar view select Add Todo,
Add Meeting, or Add Call.

 The Activity details screen appears (see Figure 0).
Figure 6 - The Edit Activity screen

% Chris Huffman Task

Tupe: [Cal [=]-
Date: Mar 27, 2007

Tirne: 319 P

Tirmeless: ]

Duration: [30" rriin, [=]
Schiedue fors [Chris Huffrnan [+
Fegarding: [ |
Priority: [Cow [=]

3. If necessary, change the activity type by highlighting the activity type drop
down box (see Figure 6) by clicking the trackball. Scroll through the
expanded drop down by using the trackball. Click the trackball again to
collapse the drop down.

4. Adjust the month by highlighting the month field and scrolling left or
right using the trackball. Adjust the day, year, and time of your activity
as needed by highlighting each field and typing the numeric value desired.
Alternatively, each field can be incremented by each press of the Spacebar
key.

5. Edit the regarding and details fields by highlighting the field and typing
directly into the field.

6. Once all edits are complete, from the menu select Save.

 The activity you scheduled appears in your tasklist and your
calendar.
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Editing an Activity

You can easily edit existing activities in Handheld Contact. Edit an activity as follows.

1. In the Tasks view highlight the task you want to edit.
2. From the menu select View/Edit from the HHC menu (see Figure 7).

Figure 7 - Accessing the Edit Activity screen

7,571 1:00p Staff Meeti

[7,9/1 %30 Weekly Finglhdd Task

(% 5/9 z00p Write Articg ecord History
' 99/4 2:3530p Update pred.

=974 400p Update pro Tz;iasds

4, 3/5 12:00p  Metworking-Sjondare
(4, 9/8 1:00p USA Sales Moync Mow

fl 9415 1:30p AsiaPac SalPreferences
fl 9422 1:30p Eurcpean jAbout/Help
1 510/2 4:00p Place quar|-lose

7, 10730 5:30p _ Birthday (2130 Ot

+ The View/ Edit Activity screen appeats.

3. If necessary, change the activity type by highlighting the activity type drop
down box by clicking the trackball. Scroll through the expanded drop
down by using the trackball. Click the trackball again to collapse the drop
down.

4. Adjust the month by highlighting the month field and scrolling left or
right using the trackball. Adjust the day, year, and time of your activity
as needed by highlighting each field and typing the numeric value desired.
Alternatively, each field can be incremented by each press of the Spacebar
key.

5. Edit the regarding and details fields by highlighting the field and typing
directly into the field.

6. Once all edits are complete, from the menu select Save.

+ The changes to your activity are saved and will appear in the ACT!
database next time you sync.

HandheldContact



Handheld Contact for BlackBerry User Guide

Adding a Note

Handheld Contact enables you to add notes about your contacts on your BlackBerry device just as you can
in ACT! on your desktop computer. Add a note as follows.

1. In the Contacts view highlight the contact for whom you want to add a
note, then from the menu select View/Add Notes/History

Figure 8 - Viewing a contact’s Notes and History items

ICH Gourmnet Gifts, Anderson, Ernst

CH Gourmet Gifts, Betty Browser, Betty
CH Gourmet Gifts, Fenderline, Fred

CH Gourmet Gifts, Huffrman, Chris
F‘|I|i-5.-:::-r'| ! Motes

E@?J’ZS Turn in receipts from trade show

CH Gourmet Gifts, Sommer, Jonathan

CH Gourmet Gifts, Whiting, Sarah

CH Gourmet Imports, Chan, Jane

Chocolate Trade Assodations, Assodations, Cho...

+ The contact’s Notes and History items are displayed
2. From the menu, select Add Note (see Figure 9).

Figure 9 - Accessing the Add Note screen

CH Gourmet Gifts, AndersdWiew/tdit

ICH Gourmet Gifts, Betty B

CH Gourrnet Gifts, Fenderrecerd History
ICH Gourmet Gifts, Huﬁ‘marCIOSE

F'|||i'-_7--:::-r‘| Mikola Notes Contacts
E@?f’ZS Turn in receiptTasks
L Calendar

CH Gourmet Gifts, SommeiSync Mow
CH Gourrnet Gifts, Whiting, [Freferences
CH Gourmet Imports, ChaiRbout/Help
Chocolate Trade Associatidcose

« The Add Note screen appears for the selected contact.

3. If necessary, change the note #ype by highlighting the note type drop down
box by clicking the trackball. Scroll through the expanded drop down by
using the trackball. Click the trackball again to collapse the drop down.

4. Adjust the month by highlighting the month field and scrolling left or
right using the trackball. Adjust the day, year, and time of your activity
as needed by highlighting each field and typing the numeric value desired.
Alternatively, each field can be incremented by each press of the Spacebar
key.

5. Edit the regarding and details fields by highlighting the field and typing
directly into the field.

6. Click the trackwheel and select Save.

+ A message displays at the bottom of your screen indicating that a
note was added.
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Syncing Manually

Handheld Contact allows you to manually force syncing at any time. Manually force a sync as follows.

1. From the menu, select Sync Now (see Figure 10).

Figure 10 - Sync Now

Captains of Industry, PowlRecord History

CH Gourmet Coffes, Cartd-izw/Add Notes History
CH Gourmet Gifts, Andersq - Record

I’H Gourmet Gifts, Bethy B
"H Gourmet Gifts, Fenderl
CH Gourmet Gifts, Huffmar)-Siondare

CH Gourmet GiftS, MiKO'a, E;ur": e
CH Gourmet Gifts, Pearce,Freferences
CH Gourmet Gifts, RossewsAbout/Help
CH Gourmet Gifts, Somme Close

CH Gourmet Gifts, Whiting, [#90 S

Contacts
Tasks

- Handheld Contact automatically executes a sync.

Emailing a Contact

You can email ACT! contacts directly from Handheld Contact on your BlackBerry. Email a contact as
follows.

1. While using the Contacts view highlight the contact you want to email,
then from the menu, select Email (see Figure 11).

Figure 11 - Accessing the Compose Message screen

CH Gourmet Gifts, Andersd.izu/Edit
H Gourmet Gifts, Batty Bi"hone
CH Gourmet Gifts, Fenderl
ICH Gourrnet Gifts, Huffmari

CH Gourmet Gifts, Mikol, | - orteet

= Liew/Add Tasks
CH Gourmet Gifts, Peartenocqreg History

CH Gourmet Gifts, Ressewd izu/Add Motes/History
CH Gourmet Gifts, Sommeitdy Record

CH Gourmet Gifts, Whiting,
CH Gourmet Imports, Chafcontacts
Chocolate Trade Associati] 255

« The Compose Message screen appears.
4. Highlight the Subject line type a subject for your email (see Figure 12).

Figure 12 - Writing an email

Send tor [bbrowserfE@chgourmet.com |

Crx | |
Sub ject: [Mext weskl |
Boduy:
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5. Highlight the Body text area and write your email message using the
BlackBerry keypad.
6. From the menu, select Send (see Figure 13).

Figure 13 - Sending an email

CH Gourmet Gifts, AndersS=gl

ClCancel Edit
& g
ESer'uzi o bbro|Contacts
Cec: :Tasks
; Subjech: e Calendar
Bodu: =ync Mow
(| o Freferences
= About/Help
' locking forward to
I Close
i Sign Ot
Chocolate Trade Associations, Associations, Cho...

*  Your email is sent.

Dialing a Contact

You can dial an ACT! contact directly from his or her entry in HHC. Dial a contact as follows.

1. While using the Contacts view, highlight the contact you want to call, then
from the menu select Phone.

2. If there is only one phone number associated with the chosen contact, that
phone number will be dialed right away.

3. If there are multiple phone numbers associated with the chosen contact,
all numbers are displayed (see Figure 14). Highlight the phone number you
wish to dial for the selected contact and click the trackball.

Figure 14 - Calling a contact

Captains of Industry, Powerful, UR

CH Gourmet Coffes, Carter, Cecil

CH Gmamrnct Gifts  Oedorecos Feect
@ Cal Fred Fenderline

- Choose phone number

i Bu=: 0208796534
I [Mohbile: 0205565525 |
I Cancel

E.Il e o
CH Gourmet Gifts, Sommer, Jonathan
CH Gourmet Gifts, Whiting, Sarah

» Handheld Contact dials your call.
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4. After your call is completed the Record History window appears should
you wish to take notes regarding the call just placed.

@ Fred Fenderline History

Type: [Cal [=]
Date: Mar 29, 2007 755 FM
Fegarding: [ |
Type: [Cal Completed [=]
Details:

5. If necessary, change the note #ype by highlighting the note type drop down
box (see Figure 6) and pressing the Spacebar key. Scroll through the
expanded drop down by using the trackwheel. Press the Spacebar key
again to collapse the drop down.

6. Adjust the day, year, and time of your activity as desired by highlighting
each field and typing the numeric value desired. Adjust the month by
holding the ALT key, scrolling with the trackwheel, and releasing the ALT
key when the desired month is selected. Alternatively, each field can be
incremented by each press of the Spacebar key.

7. Edit the regarding and details fields by highlighting the field and typing
directly into the field.

8. Click the trackwheel and select Save.
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