Helpful Hint— What To Do If A Customer Is Listed More Than One Time
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Purpose

Depending on how your office set up its client/business data, FOCS Data Transfer may result in multiple listings on the Outlook Toolkit Customers list for certain customers. Multiple listings will occur if the customer is  associated with more than one company. You can customize your listings in Outlook so you can easily see these company names. 

Instructions
You can customize your Toolkit Customers List to show the data fields you prefer when you are looking for customer information. When you become familiar with Outlook, there are many options for organizing information on the lists. The following step-by-step procedure shows how to customize the Phone List view so you can see all of the companies associated with a customer.

First, click Toolkit Customers on the Outlook menu. On the Address Cards list  shown below, note that there are three entries for George Washington, all at the same address.

[image: image1.png]



Click View on the Outlook menu bar, click Current View, then click Phone List on the View menu. On the phone list that appears, you can see additional columns by using the right or left arrow keys. To sort by any column, click the column name. To reverse the sort order, click again.
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Now you can add Company to this list by completing the following steps:

1. Click View, click Current View, then click Customize Current View.
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On the View Summary dialog box that appears, the data fields that are currently displayed on the phone list are listed beside the Fields button. Icon, Attachment, and Flag Status are usually listed first, but they can be moved or removed using directions in the following section.
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3. A Show Fields dialog box appears. On the left is a list of Available Fields and on the right is the order in which columns are displayed on the phone list. When you select from Available Fields, a column is created on the Phone List and the data is displayed for toolkit customers. For this example, highlight Company and click the Add button.
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4. The choice list on the lower left corner of the dialog box allows you to select available fields from additional data tables. Click the arrow button to open this list and select Frequently used fields. On the Available Fields list, highlight Company and click the Add button. Company now appears in the right column at the bottom of the list.

5. To have Company appear beside the customer's name on the list, highlight Company, then click the Move Up button until it appears just below File As (the customer's name with last name first).

6. To move any data field from the current list to the Available Fields list, highlight the item, then click Remove. In the following example, the Icon ( [image: image7.png]Toolkit Customers
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 ) in the first column was removed.

7. Click OK to close the Show Fields dialog box and again for the View Summary  dialog box. The Phone List will now list the customers name, followed by the Company, and then the Business Phone.
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