
 

 
 

           Advanced Goldmine 
Course Outline / Assessment 

 
Course Content Self Assessment 

 Very 
Familiar 

Working 
Knowledge 

Familiar Aware of 
"It" 

Not 
Familiar 

1. Working with Data Subsets      
Using Filters      
Creating a Filter      
Build Tab      
Optimize Tab      
To Set Sort Order      
The Logic of Filter Expressions      
Filters: The Basics      
Understanding Ors      
Understanding ANDs      
Understanding Brackets      
Working with Contact Groups      
Group Window Local Menus      
Members Local Menu      
Creating a Group      
Groups Based on Filters      
Groups Based on Scheduled Activities      
Groups Based on Completed Activities      
Groups Based on Supplemental Contact Data      
Selecting Optional Settings      
      
2. Customizing Your Environment      
Edit>>Preferences      
Toolbars      
Changing the Appearance of Your Toolbar      
Inserting and Removing Predefined Toolbars      
Adding Individual Icons to a Toolbar      
Customizing Toolbars      
Creating Toolbars      
Hiding Toolbars      
Hiding a Floating Toolbar      
Hiding a Docked Toolbar      
Restoring a Toolbar      
Moving a Toolbar      
Deleting Toolbar Icons      



Course Content Self Assessment 
 Very 

Familiar 
Working 

Knowledge 
Familiar Aware of 

"It" 
Not 

Familiar 
Restoring a Toolbar      
Moving Toolbars      
Deleting Toolbar Icons      
Restoring Default Icons      
Creating Macros      
To Record A Macro      
Defining Macro Properties      
Record Ownership      
      
3. Using the Organizational Chart        
Edit>>Record Details>>Organization      
To Create an Organization      
Adding Records into an Existing Organizational Chart      
Creating a Section      
Using the Organizational Chart to Globally Replace Data      
      
4. The Opportunity Manager       
Managing Sales Opportunities      
Viewing a Contact’s Opportunities      
Creating a New Opportunity / Project      
Viewing the Opportunity / Project Manager      
Tracking Important Tasks      
Viewing the Gantt Chart      
Tracking Details and Documents      
Tracking Decision Makers      
Adding a New Decision Maker      
Tracking Members of the Team      
To Add a New Team Member or External Contact 
Member 

     

Tracking the Competition      
Adding a Competitor Profile to the Opportunity Manager      
Tracking Issues      
To Add a New Issue      
Forecasted Sales, Pending and History      
The Opportunity / Project Pipeline      
Scheduling Activities Against an Opportunity / Project      
Working with an Opportunity Template      
Creating a Template      
Converting an Existing Opportunity or Project Template      
Creating a Template      
Converting an Existing Opportunity / Project into a 
Template 

     

Applying an Opportunity or Project Template      
      
5. Email Templates       
Working with E-Mail Templates      



Course Content Self Assessment 
 Very 

Familiar 
Working 

Knowledge 
Familiar Aware of 

"It" 
Not 

Familiar 
Create New Template      
Adding Fields      
Using Template Messages      
Using the Template for a Single E-Mail      
Using the Template for a E-Mail Merge      
      
6.  Email Rules      
Creating a New Rule Set      
Viewing and Amending Rule Sets      
Activating Rules within a Rule Set      
To Add New Conditions or Actions      
      
7. The InfoCenter      
View>>InfoCenter      
Creating Books and Folders      
Adding Documents into the InfoCenter      
To Link a File (An Attachment) to the Page      
KnowledgeBase Local Menu      
Keywords for Searching      
      
8. Creating Letters and Mail Merges      
Points to Note      
To Install the Link      
Merging a Group of Contacts to an Existing Template      
Creating a Mail Merge      
Customizing an Existing Template using Word      
Closing An Existing Template      
Adding Text and Pictures      
Adding GoldMine Fields      
Saving and Preparing the Template for Use      
      
9.  Literature Requests and Fulfillment      
Creating a Literature List      
Scheduling a Literature Request      
Fulfilling a Literature Request      
To Launch Literature Fulfillment Manually      
      
10.  GoldMine Analysis      
Analyzing Forecasted Sales      
Analyzing Completed Activities      
Quota Analysis      
Setting Up a Quota      
Leads Analysis      
Setting Up Leads Analysis      
Maintaining Source Cost      



Course Content Self Assessment 
 Very 

Familiar 
Working 

Knowledge 
Familiar Aware of 

"It" 
Not 

Familiar 
      
11.  Introduction to Reports      
Accessing the Reports Area      
Viewing Other Reports      
Modifying Reports      
Cloning a Report      
Setting the Report Sort Order      
Setting Viewing Options      
Printing      
Which Contact Records?      
Printing to Where?      
Scrolling Through the Viewed Report      
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