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Introduction

Welcome to GoldMine

Welcome to GoldMine® 6.0 Business Contact Manager! GoldMine is a top-
selling, award-winning contact manager for individuals and teams,
specifically designed for small- and mid-sized organizations to bridge the
gap between traditional contact managers and complex CRM solutions.

As a GoldMine administrator, it is your job to manage the system
configurations, including creating users, customizing contact records,
setting security, configuring Automated Processes, managing databases,
maintaining databases, and administrating GoldSync®.
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About this Manual

This manual describes the commands and new features of
GoldMine 6.0 including:

= Intial Setup

= Configuration

= Contact Record

= Record Searches

= Calendar

= Activities

= Sales and Opportunities
< Communications

« Information Resources

Audience and Expertise

The material assumes the administrator has already installed
and is familiar with GoldMine. It also assumes the user has a
basic understanding of databases and the Microsoft®
Windows® operating system.

Document Conventions

This document uses the following terms and syntax when
explaining steps and procedures:

= Menu bar commands and the corresponding menu item are
presented as File>>Print. This means you should select the
word File on the menu bar, and then click Print in the drop-
down menu.

= Dialog box, window, menu, and menu bar names begin with
uppercase letters and are referenced in bold text when they
are the result of an action. For example: “Click OK. The
Select a Data Source dialog box appears.” Bold text may
also be used if needed for emphasis on the first mention of
that item.

= Command buttons you click on-screen are referenced in
bold text or pictured as they actually appear.




Example: OK or

Tips are presented in the margins to provide users with
alternative procedures or with suggestions for using the
feature.

Notes are presented with a line above and below the
paragraph; the word “Note” always appears in bold text.
Notes provide information supplementing or emphasizing
information in the text.

General Notes are presented in the margins. General Notes
contain additional information that can be pulled out of the
text flow without affecting the actual content.

Important Notes are presented with a line above and below
the paragraph; the word “IMPORTANT?” is always
capitalized and appears in bold text. Important notes
provide information essential to the text.

Cautions are presented with an Exclamation icon A and
contain bold text. Cautions alert users that failure to read
and use information provided may result in data loss.

Warnings are presented with an Exclamation icon & and
contain bold text. Warnings alert users that failure to read
and use information provided may result in functionality
and/or data loss.

Cross-references are presented with a book icon @

Cross-references inform users that related or additional
information is available in another topic or manual.

Introduction
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Introduction

Other GoldMine Resources

GoldMine Manuals

GoldMine offers the following manuals to help you get the
information you need:

e Using GoldMine manual: This guide provides an
introduction to the main features of GoldMine.

= Administrating GoldMine manual: This guide provides
an introduction to the main concepts and features of
GoldMine administration.

e GoldMine Installation Guide: This guide provides
installation and setup instructions for GoldMine.

= GoldMine eLearning: This tool provides an introduction
to GoldMine features and can be found at the
www.frontrange.com GoldMine Training Services area.

IMPORTANT: These manuals are available in PDF format on
our support Web site at support.frontrange.com.

Online Help

GoldMine provides an extensive online Help system. This
convenient feature allows you to access step-by-step
instructions, overviews, checklists, tips, notes, definitions,
dialog box descriptions, and reference information without
having to look past your computer screen.

To Access Help

Choose commands from the Help menu located in the
module’s main menu bar.

Note: Context-sensitive Help is also available by pressing F1.
Context-sensitive Help launches Help directly from an active
dialog box, allowing you to access information pertinent to the
feature with which you are working.
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Our Support Site

Do you have a technical question about GoldMine® or HEAT®
products?

FrontRange Solutions Support is there to answer your
guestions and make sure you get the help you need. Visit:

support.frontrange.com

Select the appropriate section on the navigation bar for quick
solutions to technical issues.

Contacting FrontRange Solutions
Inc.

U.S. Contact Information

Corporate Headquarters:

FrontRange Solutions Inc.

(a Delaware corporation)

1150 Kelly Johnson Blvd.

Colorado Springs, CO 80920

TEL: 800.776.7889 and +1 719.531.5007

Worldwide Contact Information

Visit our Web site at www.frontrange.com/International
Sites.asp to find contact information for FrontRange around
the world:

= Asia Pacific Headquarters
= Europe Middle East Africa Headquarters

= Northern Europe (United Kingdom, Eire, Sweden, Norway,
Denmark, Finland, Iceland)

= Western Europe (France, Benelux, Middle-East)

= Central and Eastern Europe (Germany, Austria, Switzerland,
Eastern Europe)

= Southern Europe (ltaly, Spain, Portugal, Greece, Cyprus)
= South Africa
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In this chapter...
Setting Up GoldMine with the .

"

QuickStart Wizard .
Placing a Custom Image in GoldMine’s
Login Window .

Maintaining your System’s Existing BDE
SharedMemLocation Setting
Selecting the Date Format for
« ... GoldMine's Displays

Initial Setup

Overview

Many new and enhanced features are available to help you to configure
the appearance and operation of GoldMine® 6.0 (Business Contact
Manager). You should work with some of these features soon after
installation to set up the features you need for your daily work.

Configuration settings to consider accessing immediately after installation
or upgrade include:

* New QuickStart Wizard: To simplify setting up GoldMine’s appearance,
features, and operation.

* Initialization file setting: To add your organization’s logo or other
bitmap image to GoldMine’s login window.
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Initial Setup

* New initialization file setting: To maintain the existing
BDE sharedmemlocation.

* New Preferences option: To display dates in the format
used in your local area.

* New Preferences option: To select the format for user-
defined dates.

Although this chapter introduces tools designed to help you
set up features before you start using GoldMine 6.0, you can
work with these settings at any time.

Setting Up GoldMine with the
QuickStart Wizard

The new QuickStart Wizard provides an easy-to-use method
for setting up basic operations and tools needed to begin
working with GoldMine. The QuickStart Wizard contains a
set of individual wizards users can access in one central
location to ensure they configure key operations.

Use the QuickStart Wizard to configure:
¢ Personal information for users such as name and title.

¢ General user data and security settings such as the individual’s
GoldMine user name and password and QuickStart Wizard
access rights.

* Industry Solutions templates and GoldMine PLUS
applications.

¢ Key field labels to store data useful to your business.

¢ Importing contact data from another contact management
application into GoldMine.

* Internet e-mail account(s).

¢ GoldMine’s links to document applications including
Microsoft® Word and Adobe® Acrobat®.

The QuickStart Wizard appears immediately after you install
GoldMine to help set up the critical operations most users need
right away such as e-mail accounts; however, you can use the
QuickStart Wizard at any time after installation to add or
change basic configuration settings.
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Accessing the QuickStart Wizard

You can use the QuickStart Wizard at any time after installation
to add or modify settings. The QuickStart Wizard provides
an easy, centralized alternative to working with a variety of
other windows in GoldMine such as the Preferences window
or the Users’ Master File.

Depending on your security authorization, you can access the
QuicksStart Wizard from GoldMine’s Main Menu or Taskbar.

To Access the QuickStart Wizard
Select one of the following methods:
* From the Main Menu, select Tools>>QuickStart Wizard

* From the Taskbar, click the Quick Start Wizard button.

Note: The QuickStart Wizard button appears in your Taskbar
only if your GoldMine administrator adds it.

The QuickStart Wizard Welcome dialog box appears.

% GoldMine QuickStart Wizard B3 I

Welcome to GoldMine's QuickStart Wizard!

The GuickStar ‘Wizard will help vou configure and personalize GaoldMine by quiding wou
through gome baszic setup process, such as configuiing your e-mail account(s], importing
cohtact information from an extemnal database. installing the link toword, and selecting and
applying an Industry-specific template in order to make Goldkine a better fit for your

buziness needs.
) | | T |

To see more information about & wizard, hover the mouse pointer ower the icon,
To begin a wizard, click on the the icon,

Dane |

A row of buttons on the Welcome dialog box identifies each
component wizard. Rest your cursor over a button to display
a description of the corresponding wizard.
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You can start each wizard by clicking the corresponding
button:

User Information Wizard

User Wizard

&9 Industry Template Wizard

&d| Key Fields Customization Wizard

Data Import Wizard

4| E-mail Setup Wizard

®.| Document Management Wizard

Defining Personal Information

You can use the User Information Wizard to update personal
information entered during installation or to change or
supplement information stored in the Personal tab of the
Preferences window.

Note: Master Rights users can define personal information
for any user. Using the User Information Wizard is a convenient
alternative to working with basic user settings in the Users’
Master File.

Adding or Changing Personal Information

To Add or Change Personal Information

1. Click the User Information Wizard button on the QuickStart
Wizard’s Welcome dialog box.
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The User Information Wizard appears.

QuickStart Wizard: User Information

Update User Information ﬁn
Set up detailed, user-related information.

“wigloome to the User Information section of GoldMing's QuickStart Wwizard

Follows the instruction in this section to create or update user-related information for wourself, or other users (it
applicable].

Click Mext' to continue.

< Back I Next » I Cancel

2. Review the information and click Next.

The Select User dialog box appears.

QuicksStart Wizard: User Information

Update User Information W
Set up detailed. uzer-related information.

Ta include uzer information, such as Tille and Phone Mumber, which GoldMine evaluates to personalize
signature files in email and form templates, please select the comesponding wser's GoldMine username from the

list below:
| MASTER

¢ Back I Mext > I Cancel
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3. Select the individual’s user name whose information you
want to update. By default, GoldMine selects your user
name.

4. Click Next.

The User Related Information dialog box appears.

QuickStart Wizard: User Information
Update Uszer Information ﬁ:‘
Set up bazic, uzerrelated infarmation.
To have GoldMine include a user's infarmation in it's E-mall and Document templates for signature file insertion,
pleaze enter the applicable Title, Department, Phane and Fax information for USERMAME belos:
Title
LDiepartment
Phaone
Fax
< Back I Nest » I Cancel
Note 5. In each text box, type the appropriate information:

If you are updating
information stored in the
Personal tab of the

= Title: The title appropriate for salutation such as Mr.,
Dr. and so on.

Preferences window for = Department: The team or department to which the
the selected user, selected user is assigned such as Marketing.
GoldMine displays the

) = Phone: The user’s primary telephone number.
current field values.

e Fax: The fax number for the user.

6. Click Next.
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The Custom User Related Information dialog box
appears.

QuicksStart Wizard: User Information

Update User Information ﬁl
Set up custom, user-related information.

In addition to the basic Title, Department, Phone and FAX infarmation, you may create and set additional
infarmation to be associated with USERMAME

Far instance, if USERMAME has a phone extension, a nateworthy acereditation [PHd, MSCE, etc.). or an area
of specific respansibility [Southwest Region, Major Accounts, ete.], pou may define that "User Variable' now
for later uze by GoldMine when writing e-mails and documents to contacts

Click Mew' to add custom userrelated information that GoldMine can includs for insertion in its E-mail and
Document templates.

ariable | Value | Hew
Cell Phone 713-5551234
Delete |

¢ Back Finizh Cancel

7. Click New to supplement the basic information stored in
the Personal tab of the Preferences dialog box. GoldMine
adds a new variable to the browse window.

The Edit Variable dialog box appears.

Edit ¥ariable Tip
Mame alue Add user
INew % ariablel IVaIue variables to
ITl Cancel | store custom
information
. . such as an
8. Type the variable details: individual's
= Name: The name of the variable such as Cell Phone. geographic
area of
= Value: The value of the variable such as the individual’s responsibiliy,
cell phone number. accreditations,
9. Click OK to close the Edit Variable dialog box, and return | Of ot.h.er
to the User Information Wizard. significant,
“static”

information.
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10. Click Delete to delete the selected variable item. Click Yes
to confirm the deletion.

11. Click Finish. The QuickStart Wizard dialog box appears.
You can either select another wizard to continue configuring
GoldMine, or click Done to close the QuickStart Wizard.

Defining User Settings

If you have Master Rights, you can use the User Wizard to
define user settings and access rights for other users.

To Define User Settings

1. Click the User Wizard button on the QuickStart Wizard
Welcome dialog box.

The User Settings Wizard appeatrs.

QuickStart Wizard: User Settings I

Update Usemame Accounts f

Define accounts for GoldMine users.

‘Welcome to the User Settings section of GoldMine's QuickStart ‘wizard.

Fallows the instructions in this section to create or update username account information for yourself, or
for other ugers (if applicable]

Click 'Mext' to continue.

< Back I Mexst > I Cancel

2. Review the information and click Next.
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The Configure Username Accounts dialog box appears.

QuickStart Wizard: User Settings E

Configure U A t ﬁ]
Create or modify username account settings for users.

To configure usemanne accounts for GoldMine's users, please select from the available user type
optionz below:

£~ Create Mew User

o

LISERNAME =l

< Back I Mext > I Cancel

3. Select either:

* Create New User

* Update Existing User: Select the name of the user you
want to update. By default, GoldMine selects your user
name.

4. Click Next.

1-9



1-10 Initial Setup

Note

If you are updating
information for an
existing user,
GoldMine displays
current field values
and settings.

The Create or Modify Username Account dialog box
appears.

QuickStart Wizard: User Settings

]|

Conta . : f
Create ar modify username account settings for users.

Goldiine Uzername: Uzer's Full Name:
I |

Security

Temparary GoldMine Pazsword

I ™ Enable "Master Rights" [Administrative level access):

15-SOL Login Username: MS-SOL Login Password:

™ Add a QuickStart Wizard icon to the GoldMine Taskbar. IGalling Started j

< Back I Finish I Canicel |

5. The following options are available:

= GoldMine Username: Type the user name you want to

assign to the user.

User’s Full Name: Type the individual’s first, middle
initial, and last name.

Temporary GoldMine Password: Type an access
password for the user to log on to GoldMine.

Tip: The user can later change the password value in the
Personal tab of the Preferences dialog box.

Enable Master Rights (Administrative access level):
Grant access to all GoldMine features and settings.

IMPORTANT: Grant Master Rights only to GoldMine
administrators or other authorized individuals.

MS-SQL Login Username and Password: Type the
username and password if you are using GoldMine Sales
& Marketing with an MS SQL database.

Add a QuickStart Wizard button to the GoldMine
Taskbar: Add a button for the QuickStart Wizard to
GoldMine’s Taskbar.
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6. Click Finish. The GMQSW dialog box appears.

7. Click Yes to return to the second dialog box of the User
Wizard to add or edit settings for another user.

If you are done, click No. The QuickStart Wizard dialog
box appears. You can either select another wizard to
continue configuring GoldMine, or click Done to close the
QuickStart Wizard.

Installing Custom Industry Solutions

You can customize GoldMine specifically for your industry
by using the Industry Template Wizard to install:

¢ Special industry templates that customize GoldMine’s
windows and fields, merge forms, reports, and so on based
on the specific needs of your industry. For example, if you
work in the fields of insurance, legal services, or mortgage
lending, you can select a template that tailors GoldMine’s
displays, documents, and report layouts specifically for your
business practices.

¢ GoldMine PLUS products that integrate GoldMine with
other types of applications such as accounting packages.
GoldMine PLUS applications enable you to link the
capabilities of GoldMine with other key applications. By
linking GoldMine with another application, you can work
more efficiently by reducing double entries and coordinating
data, thus ensuring all team members can access important
information about contacts and accounts.
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Note

Select GoldMine PLUS
Add-Ons if you want
information about
GoldMine PLUS for
QuickBooks.

Using the QuickStart Wizard to Install Industry

Solutions

Before you can download the selected templates or GoldMine

PLUS products, you must connect your system to the Internet.

To Install Custom Industry Solutions

1. Click the Industry Template Wizard button on the
QuicksStart Wizard Welcome dialog box.

The Industry Solutions Wizard appears.

QuicksStart Wizard: Industry Solutions [ ] I

C GoldMine by Ind -
¥ g,
Apply industry-specific customizations or integrations. Hﬂ

‘Welcome ko the Industry Solutions section of GoldMine's QuickStart Wizard,

To quickly customize GoldMine, please select from the available options listed below:

Solution Type: |GoldMine® Industry Templates j

Description:

Select this option if you are a Financial Services, Real Estate, Insurance, Legal Services or
Mortgage Lending professional. Each template will customize GoldMine's fields, screens, document
templates, reports and other content ko fit & selected industryvertical,

< Back I Mest > I Cancel |

2. In the Solution Type drop-down box, select from either of
the following:

* GoldMine Industry Solutions: Integrates a custom
template designed to meet the needs of financial services,
insurance, legal services, or mortgage lending businesses.

¢ GoldMine PLUS Add-Ons: Integrates a custom template
designed for mortgage lending businesses using Calyx
Point or Genesis 2000 and needing to share loan
integration information between GoldMine and the other
application.
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3. Click Next. The next Industry Solutions Wizard dialog box
appears.

If you selected GoldMine PLUS Add-Ons, go to “Installing
GoldMine PLUS Add-Ons.”

If you selected GoldMine Industry Solutions, continue with
“Installing the GoldMine Industry Solutions Template.”

Installing the GoldMine Industry Solutions
Template

After you select GoldMine Industry Solutions as the Solution
Type, the Industry Solutions Templates dialog box appears.

QuickStart Wizard: Industry Solutions I

Customize GoldMine by Industiy 3
Select industrp-specific customizations H’ﬂ

FrontRange offers pre-configured "templates” (customizations to fields, screens, document templates,
reports, lookup lists, etc.) that help you quickly and easily match GoldMine ko yvour selected business
processes for the industries listed belaw.

To learn more about any Industry Solutions templakes, or to apply the customizations and unlock the
power of GoldMine For your specific profession, please select from the available options below:

Indugtiy Solutions Templates

{~ Financial Services i~ Martgage Lending
{~ Insurance (Life) i~ Real Estate (Commercial)
{~ Insurance (Property and Casualty) i~ Real Estate (Residential)

™ Leqal Services

< Back Cancel |

To Apply the Template Designed for your Business

1. Select one of the Industry Templates, such as Mortgage
Lending.

2. Click Next.
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The Industry Template Details dialog box appears.

Quickstart Wizard: Industry Solutions [ |
NOte GoldMine Quick5tart Wizard: Industry Template Details =
The wizard displays a hﬂ
hyperlink corresponding

. *r'ou have zelected GoldMine's Industy Solutions template for Mortgage Lending, which offers lenders a
to yOUI‘ mdustry way to keep track of a borower information, property data, loan details and mare.
selection. The figure
shows an example of
the dialog box
appearing after you
select Mortgage
Lending.

ﬁb’ Click here ta learn more about GoldMine’s Mortgage Template befare installing.

3. Click the blue hyperlink to launch Internet Explorer and
display a sample view of the selected template.

4. Click Next.

The Ready to install dialog box appears.

QuickStart Wizard: Industry Solutions [ ] I

Ready to install: Mortgage Lending Industiy T | -___,_

Please click Install to continue.
Otherwise, to review or modify your installation selections, click Back.

If wou do not wish ko install the GoldMine® Industry Templates, click Cancel to quit the installation
process,

< Back Cancel
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11.
12.
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. Click Install.

. Adialog box appears to remind you that you must be logged

in as a Master Rights user to install any Industry Solution
template. Click OK to continue.

. When the installation process begins, the relevant

installation wizard appears. Click Read Me for complete
installation instructions and information for your selected
template.

. When you have read the information, click Next. The

License Agreement dialog box appears. You can select one
of the following options:

« | do not accept the terms of the license agreement:
Select this option if you do not accept the terms and then
click Cancel to exit the installation wizard.

= | accept the terms of the license agreement: Select
this option if you accept the terms of the license
agreement. Click Next to continue.

. If you accepted the terms and clicked Next, the following

dialog box in the wizard reminds you to back up your
database before proceeding since there is no way to undo
the procedure except to restore from a backup.

When you have backed up and are ready to proceed, type
YES in the Did you read, understand and follow the
directions above? text box.

Click Next. The final dialog box appears.

Click Finish. A status box displays the progress of the
installation. To see the changes, you will need to rebuild
the database and log out and log in to GoldMine.
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Note

The dialog box shows
the display that appears
after you select
GoldMine PLUS for
Calyx Point.

Installing GoldMine PLUS Add-Ons

The Utilities dialog box appears after you select GoldMine®
PLUS Add-Ons as the Solution Type from the Industry
Solutions Wizard.

Quickstart Wizard: Industry Solutions

GoldMine PLUS Wizard: Utilities =

FrontR.ange Solutions offers a Family of integration add-on products, called GoldMine PLUS, that help
wou share or update customer inFormation in GoldMine, with the corresponding information in the
back-office applications listed belaw.

Ta learn nore about the GoldMine PLUS praducts, of ko install one of the available links, please choose
From the Following options and click Next,

Mortgage Lending
i~ GoldMine PLUS For Calyx Paint
" GoldMine PLUS For Genesis 2000

" GoldMine PLUS For dbCams

Canecel

< Back

To Install GoldMine PLUS Add-Ons

1. Select an available template listed under your business
category, or click the blue hyperlink to launch Internet
Explorer and display a sample view of the corresponding
template.

If you decide to only view the sample template at this time,
close the wizard by clicking Cancel.

If you select a template, click Next to continue with the
installation.
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The Utility Details dialog box appears.

QuickStart Wizard: Industry Solutions [ %] I
GoldMine PLUS Utility Details =

“rou have selected GoldMine PLUS for Calyx Point, which offers mortgage lenders a way to synchronize
Calyx Point records with GoldMine contacts. GoldMine PLUS for Caly= Point can help pou better manage:
thiz information, due diligence and more.

%y Click here to learn more about GoldiMine PLUS Far Calyx Point before installing.

< Back Cancel |

2. To launch Internet Explorer and display details about the
selected GoldMine PLUS application, click the blue

hyperlink.

3. When ready to continue through the wizard, click Next.

The Ready to install dialog box appears.

QuickStart Wizard: Industry Solutions [ %] I
Ready to install: GoldMine PLUS For Calyx Point =

&,

Please click Install to continue,
Ortherwise, ko review or modify your installation selections, click Back.

If you do not wish to install the GoldMine® PLUS Add-Ons, click Cancel ko quit the installation process,

< Back Cancel

4. Click Install.
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Customizing Key Field Labels

GoldMine maintains indexes on the following fields:
Company, Contact, Last (name), Phonel, Zip, City, State,
Country, Account No., and the five user-defined key fields.
GoldMine assigns default labels to the key fields, but you can
change the field labels to set up the key fields to store critical
information in the upper portion of Contact Records. In
addition, assigning key fields to critical data lets you enjoy
the speedy lookups GoldMine runs on indexed fields.

You can change the default labels assigned to the five user-
defined key fields in the Key Fields Customization Wizard.

To Change Key Field Labels

1. Click the Key Fields Customization Wizard button on the
QuicksStart Wizard’s Welcome dialog box.

The Key Fields Customization Wizard appears.

QuickStart Wizard: Key Fields Customization

Update Key Field Label Names [(EEC]
Fiename the labels for GoldMine's five Key fields.

‘welcome to the Key Fields customization section of GoldMine's QuickStart Wizard.

In addition ta the Company, Mame, Lastname, Phone, City, State, ZIF and Country field, GoldMine offers
five [5] additional indexed fieldz on the main Contact Record screen (located below the 'wWebsite field,
just above the Tab folders) that support instant search capability

Thesze & indexed fields are called "Key" fields and may be used to track information specific or unique to
your buginess.

Click 'Mext' to continue.

< Back I Mest » I Cancel

2. Click Next.
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The Rename the labels dialog box appears.

QuickStart Wizard: Key Fields Customization Note
Update Key Field Label Names [EE
Fiename the labels for Goldkine's five Key fields. The Curl’ent Label Value
corresponds to the
To zet up and track categonies, classifications or other infarmation about your cantacts [for example, Local Label aSSIgned to
Status" - such as prospect, customer, vendor, ete.). type the new labels for the key fields below: a key fleld |f no Local
Mame in D atabase: Current Label [Mame Onscreen): Mew Label: Label was ass'QnEd to
Kepl IContact Type IContact Type the fleld: the Current
. . Label displays the
Key2 IBusmess IBusmess
Global Label.
Keyd IInterest IInterest
Kepd IAc:c:nt nar IAccnt Mrar
Keys IDpen IDpen
< Back I Finizh I Cancel

3. Type the field label you want to correspond to each key
field.

4. Click Finish.

Importing Data into GoldMine

The Import QuickStart Wizard can bring data from other
contact management applications into GoldMine and eliminate
tedious data reentry.

To Import Contact Data into GoldMine

1. Click the Data Import Wizard button on the QuickStart
Wizard’s Welcome dialog box.
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The Import QuickStart Wizard appears.

ickStart Wizard: Data Importing

Import Contacts %
Select, map and import contact data from supported database souces

“Welcome to the D ata Impoting section of GoldMine's QuickStart ‘wizard.

To begin using GoldMine. it is not necessary to re-key existing contact information. Instead, you may import
existing contact data by locating the database source and then mapping the fields in that source to Goldine
fields using a predefined import profile.

Click 'Next' to continue.

< Back I Mext > I Cancel

2. Review the information and click Next.

The Import Contacts dialog box appears.

Import Contacts %
Select, map and import contact data from supported database sources

ickStart Wizard: Data Importing [ ]

If you are currently using a competitive product, you may import data from that product to Goldmine using the:
QuickStart ‘wizard. If you have data in another source, such as a spreadsheet or .kt file, please go to the
main menu in GoldMine and choose Taools> Import/Export ‘Wizard and make your selection there.

Choose the product from which you are importing.

< Back I Nest » I Cancel
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3. Select the target application from which you want to import

data from the following:

e ACT! for DOS 2.xx, Windows 1.1, Windows 2.0 and
Higher

* Ecco 3.0

» Lotus Organizer 6.0

* Maximizer for Windows
¢ Organizer 2.xx

e Outlook 2002 (XP)

¢ SaleMaker

¢ TeleMagic

4. Click Next.

The Specify the Target Import Datasource dialog box
appears.

QuickStart Wizard: Data Importing [] I

Import Contacts %
Specify the target import datasource

Flease enter the complete path and filename of the source data file, or browse to locate below:

—

¢ Back I Nexst > I Cancel

5. Type the path and file name of the contact data file you

want to import, or click Browse to navigate through the
system to the file.
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6. Click Next.

What appears next depends on the data source application
selected. For example, if you select one of the ACT! for
Windows’ options, you can further configure the import
process by defining settings in additional dialog boxes of
the Import Wizard; however, if you selected Ecco 3.0, the
next dialog box is the final one from which you can launch
the import process by clicking Finish.

Setting Up Internet E-mail Accounts

The E-mail Setup QuickStart Wizard provides a simple method
for adding or updating Internet e-mail accounts. Changes to
these settings are recorded in the user’s Preferences, Internet
tab.

To Set Up an Internet E-mail Account

1. Click the E-mail Setup Wizard button on the QuickStart
Wizard Welcome dialog box.

The Internet Email Setup Wizard appears.

QuickStart Wizard: E-mail Setup [ <]

E-mail Accounts and Access ﬁ
Set up E-mail and Intemet connection options

Welcome to the E-mail Setup section of the GoldMine QuickStart Wizard.

To begin uzing Goldtine ta send and recetrieve E-mail via POP3/SMTP servers, fallow the instructions in this
seclion to create or update the E-mail account-related information for woursell, or for other users (if applicable)

Click Mext' to continue.

< Back I Next > I Cancel

2. Click Next.
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The E-mail Accounts and Access dialog box appears.

QuickStart Wizard: E-mail Setup

E-mail Accounts and Access Iﬁl

Set up E-mail and Internet connection options

To configure Intemet E-mail access in GoldMine for uzers, please select from the available usernames below:

JJOMES
MASTER

¢ Back I Mest > I Cancel

3. Select the individual’s user name for whom you want to

add or edit an e-mail account. By default, GoldMine selects
your user name.

4. Click Next.

The Create New or Update Existing dialog box appears.

QuickStart Wizard: E-mail Setup ]

E-mail Accounts and Access ﬁ
Set up E-mail and Intermet connection aptions

To configure E-mail access for GoldMine usemame "JSERMAME", please select fram the available account
type options below:

" Create Mew Account

&1

<usernamei@global com: j

< Back I Nest > I Cancel
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Note

The figures show the
dialog boxes that
appear when you create
an account.

Note

The changes to the
user’s Internet account
are not seen until the
user logs in to
GoldMine.

5. Select either:

Create New Account

Update Existing Account: Select the e-mail account you
want to change.

6. Click Next.

The Connection Options dialog box appears.

Quickstart Wizard: E-mail Setup [ x|

E-mail Accounts and Access Iﬁ
Set up E-mail and Intemet connection options

For USERNAME, please enter the apprapriate E-mail account information such as address, display name and
mail server login |0 and password,

“vour Display Mame: ||

Your E-mail Address: I

“Your Mail Server Login Usemame: I
“r'our Mal Server Login Password: I

< Back I Mext > I Cancel

7. Type the values to set up your account in the following text
boxes:

Your Display Name: Asyou wantyour full name to appear
on e-mail messages.

Your E-mail Address: Asyour complete e-mail address.

Your Mail Server Login Username: As the username
you use to access your e-mail account.

Your Mail Server Login Password: As the password
you use to access your e-mail account. GoldMine displays
this value as asterisks (*).

8. Click Next.
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The Mail Server Information dialog box appears.

Quickstart Wizard: E-mail Setup [ x| I

E-mail Accounts and Access Iﬁ
Set up E-mail and Internet connection options

To enable E-mail access, GoldMine requires the address information of wour mail servers. Contact your ISP
[Intemnet Service Provider] ar your spstem administrators for this information,

Pleaze enter the addresz of your incoming (POP3] mail server and the address of pour outgoing [SkTP) mail
server below:

POP3 Server

SMTP

Mote: Online zervices such az MSM, ADL and Pradigy are not standard ISP and therefore do not work with
GoldMine.

< Back I Finizh I Cancel

9. In the POP3 Server text box, type the name of the mail
server that retrieves mail for the account.

10. In the SMTP text box, type the name of the mail server that
sends your mail.

Tip: Typically, the same server serves for both your SMTP
server and your POP3 server. The structure of each value might
look like mail.somewhere.com or 11.111.111.11.

11. Click Finish.

Installing Links to Document Applications

GoldMine can link with Microsoft Word 97 and above and
Adobe Acrobat version 5.0.

Linking GoldMine with these document applications enables
you to personalize correspondence by merging contact data
from GoldMine into templates created by Word or Acrobat.
Use the Integrated Solutions Wizard to quickly download and
install the GoldMine Link to the application(s).

Note: You must already have installed these applications prior
to starting the Integrated Solutions Wizard. Your system must
be connected to the Internet to download the selected link(s).
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To Install GoldMine Links to Word and Acrobat

1. Click the Document Management Wizard button on the
QuicksStart Wizard’s Welcome dialog box.

The Document Management Links dialog box appears.

QuickStart Wizard: Document Management [ ] I
Document Management Links
Integrate GoldiMine ta select document management applications %

‘Welcome to the Document Management section of GoldMine's QuickStart Wizard

This wizard will allow yvou ko quickly integrate GoldMine with your word processor or Form management
application, please select from the options below:

Solution Type: | GoldMine® PLUS for Adobe® Acrobat® j

Drescription:
Select this option if you are a business professional that relies on Adobe Acrobat for creating Forms
that require merged customer information.

< Back I Mest » I Cancel |

2. Inthe Solution Type drop-down box, select the application
link you want to install such as GoldMine PLUS for
Microsoft Word.
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3. Click Next.

The Details dialog box appears. The following illustrates
the steps to install the GoldMine PLUS for Word link.

QuickStart Wizard: Document Management [ ]
GoldMine PLUS Microsoft Word Details %

FrontRange Solutions offers a Family of integration add-on products, called GoldMine PLUS, that help
wou merge contact information From&oldiMine with other Frequently-used desktop applications.

‘fou may learn more about GoldMine PLUS Microsoft Word {which allows you ko embed Fields and
macros from GoldMine inta any Word 97, Word 2000 or Word XP document or template), by clicking
the link below,

Learn more about using GoldMine Plus for Microsoft Word

To install the link, please click Mext.

< Back Cancel |

4. Click the blue hyperlink to launch Internet Explorer and
display details about the selected GoldMine PLUS link or
add-on product.

5. Click Next when ready to continue through the Integrated
Solutions Wizard.
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The Ready to install dialog box appears.

QuicksStart Wizard: Document Management [ %] I

Ready to install: GoldMine PLUS Microsoft Word %

Please click Install to continue.
Otherwise, to review or modify your installation selections, click Back.

If wou do not wish ko install the GoldMine® PLUS for Microsoft® Word®, click Cancel to quit the
installation process,

< Back i Install  f Cancel |

6. Review the information displayed, then click Install.

GoldMine downloads the file from the FrontRange
Solutions’ Web site. During the download, a status
window appears.

7. A status window confirms the successful completion of the
download.

8. Click OK when you are ready to install the link.

When GoldMine finishes setting up the installation, a
prompt appears to help you continue the process.

Information

@ GMLIMK,DOT was succesfully copied, Click OK to skart Word,

9. Click OK to continue. Follow the instructions that appear.
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Placing a Custom Image in
GoldMine’s Login Window

GoldMine’s login window can display your bitmap file.
Organizations can take advantage of this capability to
customize the login screen with their logos or other graphics.

To display correctly, you must use a bitmap (.bmp) file with a
size limit of 150 x 250 pixels.

To Place a Bitmap Graphic in GoldMine’s Login Screen Note

1. Place the bitmap (.bmp) file in the root GoldMine directory. GM.ini is a special
initialization file that
stores settings that
apply globally to all

3. Under the [GoldMine] section, type the following line: users running the same
installation of GoldMine.

2. Open GM.ini using a text editor such as Microsoft®
Windows® Notepad.

User Logo=<pat h\ fi | enanme>

For example, if you place the graphics file MyLogo.bmp in
your GoldMine directory, you would type the following
statement:

User Logo=C: \ Gol dM ne\ MyLogo. bnp
4, Save GM.ini, then exit the text editor.

5. To check the changed logon screen, launch GoldMine.
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Maintaining your System’s Existing
BDE SharedMemLocation Setting

GoldMine 6.0 improves the stability of your system by
automatically designating a shared memory address if the
setting is blank in the Windows Registry. This feature reduces
the possibility of initialization errors when you start GoldMine
and other applications during a work session.

By default, GoldMine 6.0 sets the BDE SharedMemLocation
value to 7000 at startup if no other setting exists; however,
you can prevent GoldMine from changing the SharedMem
Location setting by adding a statement to GM.ini.

To Maintain the Current (Empty) BDE SharedMemLocation
Setting

1. Open GM.ini using a text editor such as Windows’ Notepad.

2. Under the [GoldMine] section, add the following line:
NoShar edMenChange=1 entry

3. Save GM.ini, then exit the text editor.
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Selecting the Date Format for
GoldMine’s Displays

By default, GoldMine displays dates in the format MM-DD-
YY. You can change the date format with Windows or

GoldMine settings. Note

: : ) You can check the
Usi ng the Dat_e Format from Windows current short date
Regional Settings setting for Windows
from the Control Panel.
Double-click the
Regional Options icon
to display the Regional
Options dialog box.
Click the Date tab to
display the date format
settings.

You can configure GoldMine to use the short date format as
defined in Windows Regional Options dialog box for all date
fields. GoldMine uses this date format throughout displays.
Custom screens in the Fields tab also use this date format
unless you select a format to apply to your custom fields as
described in “Defining the Date Format in User-Defined
Fields.”

To Use the Date Format Defined by Windows’ Regional
Settings

1. Select Edit>>Preferences and then click the Misc tab.

arespreierences —————_______________H
Perzonal | Record | Calendar | Schedule | Alarms | Lockup | Toolbar I
Internet I todem I FPager Mizc: I Login I Speller

Select zettings in this tab to define display properties for contact groups, GoldMine
. InfoCenter. paging status, how GoldMine interprets dates entered with a bwo-digit
year [such as 01401 /30). and your default M5 Outlook user name.

I Show "What's New' in the InfoCenter when logging in
I~ Show time in 24 hour format

¥ Show dates based an local settings

™ Show status during paging

™ Use the old Goldiine 4.0 menu

Enter the year before which date fiPTIds entered with a

two-digit year are considered to be in the nest century. EPOCH ear:
The date 1/1/40 is considered 1/1/2040 with an Iﬂ

EFOCH of 50 and 1./1/1340 with an EPOCH of 30.

M5 Outlock ugemamne if not the same as the GoldMine user: I
ok I Cancel |

2. Select Show dates based on local settings.
3. Click OK.
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Defining the Date Format in User-Defined
Fields

You can change GoldMine’s default date format such that it
uses words and numbers. Typically, this setting affects fields
in the Fields tab of the Contact Record, but the selected format
affects user-defined fields placed anywhere in the Contact
Record.

Note: The user-defined date format selected on the Record
tab overrides the option Show dates based on local settings
selected in the Misc tab.

To Select a Word-Based Format for User-Defined Fields

1. Select Edit>>Preferences and click the Record tab.

wspreterences K]
Internet | tadam I Pager I Mizc I Lagin I Speller I
Perzonal Fiecord | Calendar I Schedule I Alams I Lookup I Toolbar

This folder allows pou to customize the colors of the field labels and data of your
£ records, to specify the title bar infarmation, and to request ZIP Code validation.

—Appearance —ZIP Cade Yalidation

" Dark background Label Color | " MaoWalidation
= Bright background Data Colar | " Digfault b primany city

[™ Use Large Font

& ) .
" Select contents of figlds il Shew window of ciies

¥ Use aword format for user-defined dates: W] S 9l i st
IMMM d, hd l

™ Shew numerics aligned to the right el e T Tl

[~ Show sort-by field or status bar ¥ Contact name

W Open org e when masimized " Company name

oK I Cancel

2. Select Use a word format for user-defined dates.

3. Under the check box, select the desired format in the drop-
down list.

4. Click OK.




In this chapter...

Identifying Users by User Name and
Full Name .

Setting Up Spell Checking .

Configuration

Overview

GoldMine® 6.0 (Business Contact Manager) extends your options for
configuring GoldMine’s appearance and operation. These features include:

* The order of the expanded user identification showing user names and
individuals’ full names in GoldMine windows and dialog boxes.

¢ Customizable spell check supporting twelve languages including
English, French, Spanish, Italian, and German.
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Identifying Users by User Name
and Full Name

In large organizations, brief user names may not clearly
identify individuals. Adding each person’s full name to the
assigned user name provides more information to correctly
identify the user. GoldMine 6.0 now displays each user name
along with the individual’s full name as entered in the Personal
tab of the Preferences window.

By default, GoldMine displays the user name in all capital
letters, followed by the individual’s full name in parentheses.
The following image shows the new user name/full nhame
identification in the Pending tab.

; Scott Leonidsky M=l E3
Compaty: JHill Milinery Phonel: (216]555-4664 Eut:
Contact: Scott Leonidsky Phane?: Ext:
Dept: Last: Leonidsky Phane3: Ext:
Title: Partner Dear: i, Ext:
Source: PChag Editor 95 Azt E-mail
wieh Site:

Address: 12345 Mono Lake Road
: Contact Type: Proz EU

: Buginess: Murgery
City: Charden Interest: Gk

State: OH Zip: 44024 Acent Mngr: J. Spar
H Covntry: terge: Oper:
Summary\ Fields \GM+View\ Mates \Contacts\ Dietailz \Heferrals\ Pending\ History \\\ 4
Activity Date Time User Code | Reference 4
LISERMAME [UserMame] need to fax her the latest Goldiing

Note: A few windows still display only the user name, including
warning messages and the Personal Rolodex. Since the
Personal Rolodex is available only to the logged-on user who
is viewing the window, identification is not an issue.

Changing the Order of Name Display

You can reorder the display from user name/full name to full
name/user name by entering a command in GM.INI.
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To Display an Individual’s Full Name before the User

Name in GoldMine’s Windows

1. Exit GoldMine.

2. Open GM.INI using the Windows’ text editor, Notepad.

3. Under the [GoldMine] section, type the following command

statement:

User NanmeFor nat

=1

4. Save GM.INI, then quit the text editor.

5. For the change to take effect, launch GoldMine.

The user identification now appears as Full name/user
name, as shown in the Pending tab entries of the

following figure.

; Scott Leonidsky

1=l E3

Compary: JHIll Millinerny
Contact Scatt Leonidsky

Dept: Last: Leonidsky
Title: Partrer Diear:
Source: PCMag Editor 95 Agst:
Address: 12345 Mono Lake Foad
L :
E City: Charden
State: OH Zip: 44024
Country: Merge:

Phanel: [216)555-4664
Phonez:
Phone3:
Fisis:
E-mail
Wwieh Site:

Eut:
Eut:
Eut:
Eut:

Contact Type: Pros EU

Business: Mursery

Interest: G

Acent Mngr: J. Span
Oper:

i Summar_l,l\ Fields \GMW’iaw\ Motes \Contacts\ Details \Haferrals\ Pending\ Histaory \\\ 4

Activity Date Time

User

Code | Reference

ELIP Mineed tofax her the latest Goldiin

Note

GM.INI is a special
initialization file that
stores settings that
apply globally to all
users who run the same
installation of GoldMine.
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Setting Up Spell Checking

GoldMine provides enhanced spell checking usable in any
windows offering text editing such as e-mail messages and
the InfoCenter.

If you upgrade to GoldMine 6.0 (Business Contact Manager)
from a previous version, GoldMine automatically imports your
user dictionary when you run the first spell check. GoldMine
maintains dictionaries for each user instead of for the entire
system. In this way, each user can access a custom dictionary
meeting the user’s specific needs.

In addition, you can configure the features to meet your
individual needs. New features include:

= Options to define spell check operations, speed, and
accuracy.

¢ Language selection: GoldMine can run dictionaries for
twelve languages including English, French, Spanish,
Italian, and German. In addition, regional/specialized
versions are available for English (American and British, as
well as Legal and Medical dictionaries for each) and French
(Canadian and European).

¢ Customizable dictionaries: Add or delete terms from the
dictionary, import terms from other documents, and export
terms into a file, and select the action to occur when a check
encounters a misspelled term.

¢ Access to multiple dictionaries during a spell check.
You can define spell check settings either:

¢ Before running your next spell check from the new Speller
tab of the Preferences dialog box.

¢ During a spell check from the Check Spelling dialog box.
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Configuring your Spell Check Preferences

The new Speller tab of the Preferences dialog box contains
settings to configure spell checking throughout GoldMine.

To Access Spell Check Preferences
1. Select Edit>>Preferences. The Preferences window appears.
2. Click the Speller tab.

KIMN's Preferences I
Perzonal I Record I Calendar I Schedule I Alarms I Lookup | T oolbar |
Internet I Maodem I Pager I Sync I Misc I Login Speller
— Speling Optiohs — Suggestions
[ lgnore capitalized words [e.g., Canada) " Fast but less accurate

[ lanore all-caps words [e.g., A54P)
[ lgnore words with numbers (2.9, Wind5) ' Moderately fast and accurate

[ lgnore words with mised caze [e.g.. SuperBaze) " Slow but accurate
[~ lgnore domain names [e.9.. xyz.com)

[ Feport doubled words [e.g., the the] — Dismets

[¥ Case sensitive Main Dictionary language:

Phaneti i - -
" Phonetic suggestions American Engish j
¥ Typographical suggestions
[T Suggest zplt words
[+ Awuta comect Setup Dictionaries... |
,TI Cancel |

If you want to define options for the currently open
dictionaries, continue with “Defining Spell Check Options.”

If you want to make changes to the spell check dictionaries,
go to “Customizing Spell Check Dictionaries.”

Defining Spell Check Options

The Speller tab contains options for defining the operation,
speed, level of accuracy, and the language of the dictionary
used to check spelling.

2-5
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To Define Spell Check Options
1.

Select one or more of the following Spelling Options from
the Speller tab of the Preferences dialog box:

Ignore capitalized words: Skips words starting with a
capital letter such as proper names, for example, Robert
or Mexico.

Ignore all-caps words: Skips words consisting entirely
of capital letters, for example, ASAP.

Ignore words with numbers: Skips terms combining
letters with numbers, for example, MidWest123.

Ignore words with mixed case: Skipswordsincluding
capital letters within the word, for example, GoldMine.

Ignore domain names: Skips dot.com names including
a period and a file, for example, frontrange.com.

Report doubled words: Flags instances where the same
word appears twice, for example, and and.

Case sensitive: Checks for the correct selection of an
uppercase letter, for example, Robert is considered
different than robert. (Default)

Note: You must select Phonetic suggestions and/or
Typographical suggestions to display suggested
corrections. The two options offer methods of selecting
similar terms to the misspelled word.

Phonetic suggestions: Displays a list of phonetically
similar words based on the sound of the misspelled word.
This method of searching for suggested terms can be time-
consuming.

Typographical suggestions: Displays a list of words
that look similar to the misspelled word (Default). This
method is useful for good spellers who make occasional

typos.

Suggest split words: Displays two separate words as
the replacement for a misspelling containing two joined
words. For example, is the would be suggested as a
replacement for isthe.
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= Auto correct: Enables GoldMine to automatically correct
misspellings in a message.

ﬁ Note: You can specify the action for GoldMine to take when
auto-correcting specific terms. For details, see “Customizing
the Spell Check Dictionary.”

2. Select one of the following Suggestions to set the level and
speed of spell checking:

* Fast but less accurate
* Moderately fast and accurate (Default)
* Slow but accurate

3. Select the Main Dictionary language drop-down box to
display available languages. Select the language you want.

4. Click Setup Dictionaries to customize the spell check
dictionary.

Customizing Spell Check Dictionaries

GoldMine 6.0 provides a variety of enhancements to customize
a spelling dictionary. From the Dictionaries dialog box, you
can:

¢ Add or delete words in a dictionary.

¢ Specify the action to occur when GoldMine finds a term
not listed in any open dictionaries.

¢ Import terms into the specified dictionary.
¢ Export terms from the dictionary.

¢ Open multiple spell check dictionaries.

Setting Up Spell Check Dictionaries

You can customize a spell check dictionary by:
¢ Adding or deleting individual words.
¢ Importing terms.

¢ Defining actions to occur when the spell check detects
specified words.

You can also export words from a selected dictionary.

2-7
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To Set Up the Spell Check Dictionary

1. In the Preferences dialog box under the Speller tab click
Setup Dictionaries.

The Dictionaries dialog box appeatrs.

Dictionaries E I

wiords: Other ward:
I 10 |len

_g Add Woord | Import.... |

:Ié LI Delete ward | Expart... |

Action:

IIgnore [skip) j

Fills: Add File |
kRN L -
I J MHew File... |
Language: American English

Femawe File |

Help | Cloze I

2. The Files drop-down box contains all open dictionaries.
From the Files list, select the dictionary you want.

Note: GoldMine displays the Language used by the dictionary
file listed in the Files list.

3. To add the term from the Words text box to the currently
selected dictionary, click Add Word. You can add terms
containing virtually any character; however, only terms
including embedded periods can include trailing periods
(for example, U.S.A. is acceptable, but CA. is not).

Tip: You can also click the Add Word button to change the
action or other word associated with the selected term.
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4. Toselect an action you want to occur when GoldMine finds
the term listed in the Words text box, select one of the
following in the Action drop-down list:

Ignore (skip): No action occurs when the term is found
(Default).

Auto change (use case of other word): Automatically
changes the term to the Other word entry and uses the
case of the Other word entry. GoldMine performs this
action only if Auto Change is selected in the Speller tab.

Auto change (use case of checked word): Retains the
case of the original term in the message even when
correcting the term. This action is useful for spelling out
abbreviations. GoldMine performs this action only if Auto
Change is selected in the Speller tab.

Conditionally change (use case of other word):
Displays a prompt to confirm the change before replacing
the term in the message; uses the case of the other term
in the message even when correcting the term.

Conditionally change (use case of checked word):
Displays a prompt to confirm the change before replacing
the term in the message; uses the case of the original term
in the message even when correcting the term.

Exclude (treat as misspelled): Treats the term as
misspelled even if the same spelling appears in another
dictionary. Words marked with this action do not appear
as suggestions for misspelled words, and GoldMine
reports them as misspellings when detected during a spell
check.

Note: GoldMine’s spell check looks up words in user
dictionaries in the order in which they appear in the
Dictionaries dialog box’s Files list. To exclude a word, make
sure to remove instances from all previously listed
dictionaries.

5. To delete the term listed in the Words text box from the
selected dictionary, click Delete Word. GoldMine also
removes the Action and Other word entry associated with
the deleted term.

6. Click Import to add terms to the currently selected
dictionary from a document (.txt file).

Note

For details
about
importing,
exporting, and
adding
dictionary files,
see the
following
discussions.
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Note

Removing a dictionary
does not delete the file;
however, GoldMine
does not refer to a
removed dictionary
during a spell check.

Note

GoldMine loads each
word in the selected file
into the dictionary, thus
importing a large file
may require a
substantial period of
time.

7. Click Export to export the contents from the currently
selected dictionary to a text file.

8. Click Add File to open the selected dictionary file.

Note: Once opened, GoldMine keeps the dictionary file open
until closed or removed.

9. Click New File to create a dictionary file.
10. Click Remove to close the selected dictionary file.

11. Click Close to return to the Preferences window’s Speller
tab.

Importing a Spell Check Dictionary

GoldMine creates dictionaries for each user, not for the entire
system. This method enables each user to have a custom
dictionary. GoldMine now automatically imports your
personal user dictionary when you upgrade from a previous
version; however, GoldMine can import terms at any time to
supplement a dictionary. For example, you might want to
import words from a text document to add a large number of
specialized terms instead of adding each individually.

To Import Terms into the Dictionary

1. In the Dictionaries dialog box click Import.

The Import Dictionary dialog box appears.

Import Dictionary [ 7] I

Look jn: | 3 USERMAME - ®EekE-

a mkkg. bzt
E new terms, bxt
sales terms. bxt

File name: ||

Open I
Cancel

[EINEN

Files of type: IText Files [*.kxt)
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2. Select the file you want to import or browse to it. To view
alternate file formats, scroll through the Files of type drop-
down list and select one.

Note: GoldMine may not be able to import terms from all file
formats.

3. Click Open. GoldMine adds the terms to the currently
selected dictionary.

Exporting a Spell Check Dictionary

GoldMine can export the currently selected dictionary as a
text (.txt) file. The exported file lists each term on a separate
line, and includes all of the actions assigned to the term.

To Export Terms from the Selected Dictionary

1. On the Dictionaries dialog box click Export . The Export
Dictionary dialog box appears.

2. To export the terms in a file format other than .txt, in the
Files of type drop-down box select All files (*.*). Be sure
to include the extension in the file name.

3. Type the File name of the export file.

4. Click Save to save the export file in a specified folder.
GoldMine returns to the Dictionaries dialog box.

Adding a Spell Check Dictionary

Because GoldMine can simultaneously work with multiple
dictionary files, you can use specialized dictionaries as needed
instead of adding every term into one huge dictionary. Adding
a dictionary file (.tIx) does not incorporate new terms into the
currently selected dictionary but places a new volume in the
library.

Tip

To overwrite a
previously
exported file,
select the File
name drop-down
list and then
select the file
name of the
previously saved
export file.



