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Introduction to Goldmine

Overview: The following course takes you through the basics of Goldmine — GoldMine
navigation, e-mail, managing your calendar, mail merge, filters and contact sub-sets, and the
document management tool — Info Center.

Course Content Self Assessment
Very Working Familiar Aware of Not
Familiar Knowledge "It Familiar

1. Navigating Through Goldmine
Menus and Commands a a d a a
Drop-Down Lists d d d a a
Lookup Tables a a a a a
Lookup Window (I (N (N a a
Calendar a d d a a
Clock a d (N a a
Local Menus a a d a a
Toolbar Icons a a d a a
Contact Tabs a a d a a
Lookup/ Indexed Fields d d d a a
Lookup/ Detail Record a a a a a
Go To a d d a a
Identifying Your Contact a a a a a
2. Scheduling Activities
Different Activity Types a a a a a
Scheduling Calls, Appointments, and Actions a a a a a
Scheduling an Activity a a a a a
Other Options Available d d d a a
Scheduling Simple Forecasted Sales a a a a a
Scheduling To-Dos a a a a a
Advanced Scheduling Features a a a a a
Scheduling to Multiple Users d d d a a
Scheduling Resources a a a a a
Checking Available Time/ Conflict Checking a d d a a
Scheduling Recurring Activities a a a a a
Scheduling a Group of Contacts a a a a a
Displaying Pending Activities for a Contact a a a a a
Amending an Entry on the Pending Tab a a a a a
Viewing a Scheduled Activity in Detail a d d a a



3. Using the Goldmine Calendar

Viewing Selected Activities in the Calendar
Scheduling Directly onto the Calendar
Editing Activities within the Calendar

Using "Drag and Drop” Facility to Change Dates/Times of

Scheduled Activities

4. Using the Activity List
Changing the Date Range
Using Local Menus within the Activity List

5. Completing Activities
Complete Scheduled Activities
Completing an Unscheduled Activity

6. Viewing Completed Activities
Viewing Completed Activities

7. Managing Contact Records (Basic)

Entering a New Primary Contact Record
File>>New Record

Adding Primary Information to the Contact Record
Add Primary Information

Entering Summary Information

Entering Field Information

Entering Notes

Contact>>Insert Note

Managing Documents

Linking an Existing Document to a Contact Record
E-Mailing a Document Attached on the Links Tab
Launching an Attached Document

8. E-Mail

Creating an E-Mail

Sending E-Mails to Additional Recipients
Attaching Documents to an E-Mail
Setting Further Options per E-Mail

The E-Mail Center

Downloading E-Mail
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9. Day 2 Review Day 1 Topics and answer Questions:

Review Self-Assessment check boxes!
REVIEW ltems from Day 1 Material, Answer Questions

10. Managing Contact Records (Advanced)
Review Entering a New Primary Contact Record
File>>New Record

Adding Primary Information to the Contact Record
Add Primary Information

Entering Summary Information

Entering Field Information

The Undo Feature

Record Alerts

What An Alert Looks Like

Entering Notes

Contact>>Insert Note

Entering Additional Contacts

Outputting Additional Contacts

Converting an Additional Contact to a Primary Record
Using the Rolodex

View>>Personal Rolodex

Entering Details

Entering a New Detall

Entering Extended Detail Information

Entering Referrals

Managing Documents

Linking an Existing Document to a Contact Record
E-Mailing a Document Attached on the Links Tab
Launching an Attached Document

Using a Different Template Letter

11. Working with Data Subsets

Tagging Contact Records

The Differences Between Filters and Groups
Filters

Groups

Using Filters

Previewing Filters

12. Advanced Email

Filing Email and Creating Folders

Email Templates

Using the AutoSignature

HTML Emalil Creation (Pictures, Fonts, etc)
Using the AutoSignature

Email Mail Merge

Linking & Unlinking Email from Clients
Email Rules (Out-Of-Office replies, etc.)
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13. The InfoCenter

View>>InfoCenter

Uses for the InfoCenter for your Team
Adding documentation to the InfoCenter
Searching the InfoCenter
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