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Helpful Hint Date:
3/31/00

Purpose

This Helpful Hint illustrates how to add a new contact, Mary A. Smith, to the customer folder Smith_Inc----01062000. This process associates two contacts, Mary A. Smith and Smith, Inc. with the same customer folder.

Instructions

1. Start Microsoft Outlook. Click Toolkit Folders, and then click Toolkit Customers. Click the Contact button to open a new Toolkit Customer dialog box.
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2. Start Windows NT Explorer and arrange the windows so that you can view the Toolkit Customer contact dialog box and the Exploring window at the same time.
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Note: If you start Explorer, either by clicking Start, Program, Windows NT Explorer, or by clicking an Explorer shortcut from the desktop, Explorer displays C:\ drive folders in alphabetical order making the Customer_Files folder easy to locate.

If you start Explorer by right-clicking the NT Start button, Explorer displays the folder C:\Winnt\Profiles\<your profile>. Starting here requires you to browse through many more folders to reach the Customer_Files folder.

3. From Explorer, browse to the Customer_Files folder, and then browse to the customer folder you want to link to the new contact. You can refer to the folder name as you enter Company name and Identifier for the new contact. In this example, Company name is Smith_Inc, and Identifier is 01062000. 

For offices that transferred FOCS data, Identifier typically corresponds to the FOCS Business ID.
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4. On the Outlook Toolkit Customer dialog box, enter Full Name and Job Title. For Company, enter the same name as the Company name shown on the customer folder.

Do not include hyphens or the identifier in the company name. You may enter spaces—Toolkit replaces them with underscore characters. This example shows Smith, Inc. as the Company name.

[image: image4.png]ary A5 oolkit Customer

Ele Edt Vew Insert Format Took Actions telp

Hsaeondcoss [ G 0 ¥ © D o~

Gerera | Dotts | soumal | vt |

Fullame... | [t Mery & 5mith .

X -v-@

Business

20b T partrr % tome

Toolkit

Company: [Smith, Inc.| Business Fax

Customer Fie s i, taary A < Mable

7 Address.
oy o

™ This i the maling adcress

3 Enal
3 i b Page addess:

I
|
|
ISl

i

<

<

<

—

coteaories... | [
<

private

3





5. Click in another data entry field on the dialog box to activate the Customer Folder tab.
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6. Click the Customer Folder tab. Enter the Identifier shown on the customer folder in Explorer, then click OK. Be sure to enter it exactly as it appears in the customer folder name. Toolkit adds the hyphens automatically—you do not need to enter them. This example shows the identifier 01062000.
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7. To determine if the correct link was made, click the Customer Folder tab and check the path. This example shows that Mary A. Smith was linked correctly to C:\Customer_Files\Smith_Inc----01062000.
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8. Fill in other information for the New Contact, as needed.
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