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Introduction

Welcome to ACT! Link™ for Pocket PC, which lets you synchronize ACT! 6.0 data between your
desktop and your Pocket PC handheld. This product makes it possible to have access to your
most current data, no matter where you enter it - in ACT! or on your handheld. Some of the
highlights of how ACT! Link for Pocket PC works are as follows:

* ACT! Link for Pocket PC synchronizes the data with the built-in Pocket PC PIM manager,
called Pocket Outlook.

*  Contacts from ACT! are copied to the Contact application in Pocket Outlook.
* Timed activities in ACT! synchronize to the Calendar application in Pocket Outlook.
* ACT! timeless activities synchronize with the Task application in Pocket Outlook.

ACT! Link for Pocket PC also supports many features in ACT!. For instance, activities scheduled
with multiple contacts are displayed with the contact information in the Pocket Outlook Calendar
and Task List, and ACT! contact history is attached to the Pocket PC Contact in the Notes area.

This Guide to Installation and Configuration provides instructions for installing ACT! Link for
Pocket PC and for setting options to synchronize contact information, notes, histories, activities,
and so on. (Options relating to notes and histories are included in the section on setting options
for contacts.) It also includes information about working with contacts, activities, and tasks when
synchronizing using ACT! Link for Pocket PC.
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Chapter 1
Installing ACT! Link for Pocket PC

Before you install ACT! Link for Pocket PC, you should make sure that you have the correct
versions of ACT!, the Pocket PC device, and Microsoft ActiveSync. You also should set up and
test the partnership between your device and Microsoft ActiveSync.

This chapter gives system requirements, information about testing ACT! Link for Pocket PC with
Microsoft ActiveSync, and instructions for installing and running ACT! Link for Pocket PC.

System requirements

Before you install ACT! Link for Pocket PC, you should make certain that your personal
computer and your handheld device meet the requirements to run the software. This section
outlines those requirements.

Desktop hardware requirements

Your PC must meet or exceed the following requirements to run ACT!:

133 Mhz processor

64 MB of RAM

50 MB of free hard disk space
VGA monitor

CD-ROM drive

Desktop software requirements

You must have the following software installed on your personal computer:

Microsoft Windows 98, Me, 2000, or XP

ACT! 6.0 or later. If you have a previous version of ACT!, you will need to upgrade to ACT!
6.0 before installing this software.

Microsoft ActiveSync 3.5 or later
Internet Explorer 5.5/6.0

:ACT! Link for Pocket PC works with these popular Pocket PCs:

iPAQ

Dell Axim

HP Jornada (exclusive 520 and 540 series)

Toshiba (all models)

Casio Cassiopeia (excluding E-115, E-125, and EM-500)
Other Pocket PC 2002 devices
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Installation

Microsoft ActiveSync

Before you install the ACT! Link for Pocket PC, you must install Microsoft ActiveSync and
establish a partnership with your Pocket PC device. Follow the instructions that came with your
device to establish the partnership, then test to make sure data transfers.

To test data transfer

1 Install ActiveSync and Microsoft Outlook.
2 Create a test contact and test appointment.

3 Synchronize the contact and appointment. Be sure the data moves between your Pocket PC
device and Outlook.

Now you are ready to install ACT! Link for Pocket PC.

You can install ACT! Link for Pocket PC from a downloaded file or from the CD-ROM. In either
case, a setup wizard will guide you through the installation process.

To install ACT! Link for Pocket PC

1 If you downloaded an executable, double-click the file.
- Or‘ -
If you are installing from a CD, place the CD-ROM in your CD drive, and then select the

option to install. If the installation does not run automatically, browse the CD-ROM and
select setup.exe.

2 Follow the instructions in the Setup wizard.

a On the Enter Product Serial Number panel, type your serial number (include the
dashes) for ACT! Link for Pocket PC.

Note  This number is different than your serial number for ACT! version 6.0. If you do not have
a serial number, contact ACT! customer service at 877-386-8083 to purchase the
product.

b Onthe ACT! Configuration panel, select your ACT! database you will synchronize with
the Pocket PC. (The install program automatically selects the last database you used.)
Click the Settings button to set Group or History options or to select a different database.
(Group and History options allow you to limit the number of records sent to the Pocket
PC device.)

Microsoft ActiveSync appears so you can make any necessary changes, such as setting
your sync options.

Note  When you connect your Pocket PC device for the next synchronization, a small program
module will be placed on the device automatically. This module enables ACT!
synchronization without permanently disabling any other feature, including Outlook
synchronization. However, it does turn off Outlook Contacts, Calendar, and Tasks
information types. This module will be automatically replaced if your Pocket PC memory
is lost or replaced.

ACT! Link for Pocket PC Guide to Installation and Configuration



Chapter 2
Setting synchronization options

After you install ACT! Link for Pocket PC, you need to specify options for synchronizing ACT!
contacts, activities, and to-do’s. You can specify the types of information you want to
synchronize (contacts, activities, and/or to-do’s), and you can further specify how each of these
synchronize.

Pocket PC devices can synchronize each information type to only one destination. For instance,
tasks can synchronize to ACT! to-do’s or to Microsoft Outlook tasks, but not to both. Be sure
only one item is checked for each information type.

You set synchronization options using Microsoft ActiveSync Manager.

Enabling or disabling synchronization of ACT! information types

The Microsoft ActiveSync Manager allows you to enable or disable information that
synchronizes from ACT! to Pocket Outlook.

To enable or disable ACT! information types

1 Double-click the Microsoft ActiveSync icon in the lower right corner of your Windows task
bar.

In the Microsoft ActiveSync dialog box, click Options.

On the Sync Options tab of the Options dialog box, select or clear one or more check
boxes next to the information type names. Click Settings for more options.

Note Pocket PC devices can synchronize each information type to only one destination. For
instance, tasks can synchronize to ACT! to-do’s or to Microsoft Outlook tasks, but not
to both. Be sure only the ACT! item is checked for each information type.

Setting synchronization options for contacts

This section explains how to set synchronization options for contacts and groups. It also gives
information on combining databases and changing databases.

When you synchronize contact information between ACT! for Windows and your Pocket PC, you
should be aware of certain behavior, as described in the following list.

* Deleting a contact on the Pocket PC will not delete the contact in ACT!, because ACT! is
designated as the master database. To delete contacts in both ACT! and the Pocket PC,
delete them in ACT!, and then synchronize them to the Pocket PC.

*  Contact notes and histories from ACT! are placed in the Pocket PC Notes area for the
contact. To add a new note, simply write new text at the top or bottom of the existing notes.
You do not need to add any date or time for the new note. The next time you synchronize,
the new note will be placed in the ACT! notes area and the Pocket PC note will be rewritten.
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The new note will have the date and time of the synchronization. You cannot add new
history items, although if you complete a Calendar event by deleting it, or complete a task
by checking the done box, history items will be added for the appropriate contacts.

To set options for ACT! contacts

1 Double-click the Microsoft ActiveSync icon in the lower right corner of your Windows task
bar.

In the Microsoft ActiveSync dialog box, click the Options icon.

Select ACT! Contacts, and then click Settings.

The Contact panel of the ACT! Synchronization Settings dialog box appears.
4 Inthe Sync action for ACT! Contacts section, do the following:

* To synchronize all contacts in both ACT! and on your Pocket PC, select Synchronize
ACT! and Pocket PC contacts.

_or-

* To synchronize only ACT! changes (if you have the same contacts in ACT! and your
Pocket PC), select ACT! contacts overwrite Pocket PC contacts. ACT! contacts will
overwrite Pocket PC contacts when you synchronize.

Combining databases

If you wish to combine databases, use the ACT! Import feature to make a master database on
your PC, then select that database for synchronization.

Changing databases

If you change to another ACT! database, the setting under Sync action for ACT! Contacts will
be changed to overwrite the Pocket PC contacts. This allows you to cleanly change from one
ACT! database to another. After the first synchronization, the setting will automatically return to
Synchronize instead of Overwrite. The database setting affects activities and to-do’s as well as
contacts.

Setting synchronization options for Groups

To set Group options

1 Double-click the Microsoft ActiveSync icon in the lower right corner of your Windows task
bar.

In the ActiveSync dialog box, click the Options icon.

Select ACT! Contacts, and then click Settings.

Click the Group Settings button at the bottom of the window.
The Contact Selection dialog box appears.

5  Specify whether you want to synchronize all contacts or only contacts belonging to certain
groups:

e Select Synchronize all ACT! contacts to synchronize all contacts.
- Or‘ -

ACT! Link for Pocket PC Guide to Installation and Configuration



* To synchronize a subset of your ACT! contacts, select Synchronize only contacts in
these groups. In the list, click on a check box to select any group or subgroup you wish
to synchronize, and then use the drop-down menu below Add new contacts from your
Pocket PC device to this group to select the group for contacts that you enter on your
Pocket PC.

Note  You must select a default group. All new contacts created on the Pocket PC will be

members of this group.

6

Click OK.

Setting synchronization options for notes and histories

To set options for notes and histories

1

Double-click the Microsoft ActiveSync icon in the lower right corner of your Windows task
bar.

In the Active Sync dialog box, click the Options icon.
Select ACT! Contacts, and then click Settings.

Click the Note and History Settings button.

The Notes/Histories dialog box appears.

Enter the number of most recent ACT! notes and histories per contact that you want to send
to your Pocket PC during synchronization. Clear the check boxes for notes and histories if
you do not want ACT! Notes and Histories sent to your Pocket PC.

Note  The default number of notes and histories to synchronize is 15.

6

Click OK.

Setting synchronization options for activities

This section explains how to set synchronization options for ACT! activities. When you
synchronize activities between ACT! for Windows and your Pocket PC, you should be aware of
certain behavior, as described in the following list.

The ACT! Link for Pocket PC will synchronize meetings, calls, and tasks to the Pocket PC
calendar if these activities have a scheduled time. Activities with no scheduled time are
synchronized to the Pocket PC Task List.

Activities that are cleared are not synchronized.

Activities are only synchronized if they belong to the currently selected user in the ACT!
database. If others share your ACT! database, be sure to log in with your own user ID in
order to synchronize the correct Calendar information.

ACT! Link for Pocket PC does not use a Date Range to limit the calendar entries to
synchronize. If you have many old activities that are not cleared, you may want to clear or
delete them to expedite the synchronization process.

You can clear an activity in ACT! simply by deleting it on the Pocket PC. This clears the
activity in ACT! and creates a history record of the action.

Setting synchronization options
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On the Pocket PC, the contact you have scheduled an activity with is noted in the Notes
area of the Calendar item. You can add new names by using the Pocket PC Attendees list.
You select Attendees, select the appropriate names to add, save the Calendar item, and
then synchronize. When the synchronization is complete, you will see the new
scheduled-with contacts in the activity in ACT!. If you wish to delete a scheduled-with
contact, you should do it in ACT!.

To set options for ACT! activities

1

Double-click the Microsoft ActiveSync icon in the lower right corner of your Windows task
bar.

In the Microsoft ActiveSync dialog box, click the Options icon.
Select ACT! Activities, and then click Settings.
The Activities panel of the ACT! Synchronization Settings dialog box appears.

Note  You can click the Browse button to select a different ACT! database to synchronize

with.

Select one of these options to determine how the activities data flows:

e Synchronize ACT! timed activities to Pocket PC. This synchronizes ACT! timed
activities (meetings, calls, and recurring to-do items) with items in the Pocket PC
Calendar.

- or -

* ACT! timed activities overwrite Pocket PC calendar. This deletes all items in your
Pocket PC Calendar and then copies ACT! timed activities to your Pocket PC Calendar.

Note If you change to another ACT! database, the setting under Synchronize with will be

changed to overwrite the Pocket PC contacts. This allows you to cleanly change from
one ACT! database to another. After the first synchronization, the setting will
automatically change to Synchronize instead of Overwrite. The database setting affects
contacts and to-do’s as well as activities.

Setting synchronization options for to-do items

This section explains how to set synchronization options for ACT! to-do’s. When you
synchronize to-do’s between ACT! for Windows and your handheld device, you should be aware
of certain behavior, as described in the following list.

The ACT! Link for Pocket PC will synchronize to-do’s to the Pocket PC Task List if these to-
do’s have no scheduled time. To-do’s with a scheduled time are synchronized to the Pocket
PC Calendar list.

To-do’s that are completed on the Pocket PC Task List will be cleared in ACT! during the
next synchronization.

To set options for ACT! to-do items

1

Double-click the Microsoft ActiveSync icon in the lower right corner of your Windows task
bar.

In the Microsoft ActiveSync dialog box, click the Options icon.
Select ACT! To-do’s, and then click Settings.

ACT! Link for Pocket PC Guide to Installation and Configuration



The To-do panel of the ACT! Synchronization Settings dialog box appears.

Note  You can click the Browse button to select a different ACT! database to synchronize
with.

4 Select one of the following options to determine how data is updated for ACT! to-do’s:
e Synchronize ACT! timeless Activities with Pocket PC.
- Or‘ -

* ACT! timeless Activities overwrite Pocket PC Tasks. This deletes all items in your
Pocket PC tasks and then copies ACT! timeless activities to your Pocket PC tasks.

Note If you change to another ACT! database, the setting under Synchronize with will be
changed to overwrite the Pocket PC contacts. This allows you to cleanly change from
one ACT! database to another. After the first synchronization, the setting will
automatically change to Synchronize instead of Overwrite. The database setting affects
contacts and activities as well as to-do’s.

Setting synchronization options for preferences

This section explains how to set synchronization options for the Pocket PC Attendees list. When
you synchronize preferences between ACT! for Windows and your Pocket PC, you should be
aware of certain behavior, as described in the following list.

*  Only contacts that have an e-mail address will appear on the Attendees list.

*  For contacts that lack an e-mail address, setting the option to include all contacts in the
Attendees list creates an artificial e-mail address. The artificial e-mail address is the
contact’s name and is listed in the E-mail3 field.

To include all contacts in the Attendee list

1  Double-click the Microsoft ActiveSync icon in the lower right corner of your Windows task
bar.

In the Microsoft ActiveSync dialog box, click the Options icon.
Select ACT! Contacts, and then click Settings.

The Preferences panel of the ACT! Synchronization Settings dialog box appears.
4 Select When scheduling activities in Pocket Outlook on your device, include ACT!
contacts that do not have an e-mail address in the attendee list.

5  Click OK.

Setting synchronization options
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Chapter 3
Synchronization

As you work with ACT! Link for Pocket PC, you will enter and change information using your
Pocket PC and then synchronize that information with the database on your PC. You should be
aware of how data is updated on your Pocket PC and on ACT! on your desktop in certain
situations.

This chapter provides information on how data is updated when you synchronize using ACT!
Link for Pocket PC. Information is organized into the following topics:

e Connecting with the ACT! database

*  Synchronizing ACT! with ACT! Link for Pocket PC

*  Resolving conflicts when synchronizing

* Administering the database

Connecting with the ACT! database

ACT! Link for Pocket PC remains logged into the ACT! database for a short time after
synchronization completes. It will then automatically log out.

Synchronizing ACT! with ACT! Link for Pocket PC

The install of ACT! Link for Pocket PC sets the defaults of the contact, calendar, and to-do
information types to synchronize with ACT!. This ensures there will be no duplicate contacts or
activities on your Pocket PC or on the desktop.

Users are not permitted to reset synchronization to use other information types. If, after installing
ACT! Link for Pocket PC, users attempt to synchronize using any other information type, ACT!
Link for Pocket PC will not synchronize, and the following message will appear: “You have
selected to synchronize to ACT! and also to Outlook. ActiveSync can only synchronize your
Pocket PC to a single destination. Please use ActiveSync settings to specify a single
destination.”

To reinstate synchronizing from ACT!, you will need to enable contacts, activities, and to-do’s to
synchronize using ACT! Link for Pocket PC.

Resolving conflicts when synchronizing

If a change has been made to a contact or activity in both ACT! and on the Pocket PC between
synchronizations, a record conflict will occur. When a conflict occurs, the ACT! data overwrites
the changes on the Pocket PC and a note is generated in ACT!.
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The note lists all fields for that contact record that were changed since the last synchronization.
The listed fields include both ACT! and the Pocket PC changes.

Drates to show:

I.-'-‘-.II dates j [nzert Mate

Select Uzers.. | [retails...

| Regarding

The following Pocket PC fields were not spnchronized with ACT]
because of a data conflict:

Work phone: [480]333-7468

Web Address: wew, cressida. com

Birthday: 1/1,/1300

Note To generate the note mentioned above, the Rules setting must be set to Leave the item
Unresolved. If one of the other settings is selected, a note will not be generated.

For example, you create an activity in ACT! for 2:00 on a Monday, and then synchronize that
meeting to your Pocket PC. With your Pocket PC out of the cradle, you change this activity from
Monday to Tuesday. In ACT!, you change the time of the activity from 2:00 to 3:00. Then, you
put the Pocket PC in the cradle and synchronize.

The activity time will change from 2:00 to 3:00 on the Pocket PC, but the activity is still scheduled
for Monday. The conflict between the two records was resolved by using the ACT! data. A note
will be generated in the Details of the activity.

Administering the database

While ACT! Link for Pocket PC is logged into the ACT! database, you will not be able to do the
following:

* Back up the database

* Define fields

* Synchronize with other ACT! users

* Compress and reindex the database

To disconnect from the ACT! database
*  Take the Pocket PC out of the cradle.

- Or‘ -
Wait a few minutes for it to log out automatically.

ACT! Link for Pocket PC Guide to Installation and Configuration



Chapter 4
Contacts

As you modify contact information on your Pocket PC and then synchronize it to your ACT!
database, you should be aware of how that data is updated. This chapter explains the following
topics:

e checking for duplicates

* deleting contacts

* working with contact notes

* entering international phone numbers

Deleting contacts

If you delete a contact in ACT!, that contact will be deleted on your Pocket PC when you
synchronize. If you delete a contact on the Pocket PC, however, the contact will not be deleted
in ACT! when you synchronize. This protects the integrity of the data in your ACT! database.

Working with contact notes

If you create or edit a note on your Pocket PC and then synchronize, ACT! will be updated to
reflect the change.

If you delete a note on the Pocket PC, no change will occur in ACT! when you synchronize. The
note will be deleted only on the Pocket PC.

ACT! has a timestamp feature for notes. This feature automatically inserts the date and time the
note was entered. This timestamp does not apply to a note that is entered on the Pocket PC,
which will not be timestamped until the next synchronization with ACT!. After synchronization,
the note will show the date and time the note was entered on both the Pocket PC and ACT!.

If you change the timestamp of a note in ACT!, the timestamp of the note on the Pocket PC will
change accordingly when you synchronize.

Entering international phone numbers

On the Pocket PC

e Ifaphone number is not in your home country, you must enter a country code, preceded by
the + sign. Otherwise, the data will not synchronize correctly to ACT!.

* If you do not specify a country code on the Pocket PC, ACT! Link for Pocket PC will default
to the country code listed in My Record in ACT!.

11



On ACT!

e ACT! automatically displays international phone numbers with their country codes in
brackets. When these phone numbers are synchronized to your Pocket PC, the brackets
will be replaced with the + sign preceding the country code.

12 ACT! Link for Pocket PC Guide to Installation and Configuration



Chapter 5
Activities

You can schedule activities either on your Pocket PC or in ACT!, and then synchronize them to
keep the data current. This chapter explains how changes to those activities are reflected on the
Pocket PC and on ACT!. It provides information on the following topics:

*  Working with the Pocket PC Attendee List

* Rescheduling activities

*  Working with rolled over activities on the Pocket PC

e Creating an instance within a recurring activity

*  Scheduling activities on the Pocket PC with contacts not found in ACT!
* Creating and completing activities before synchronizing

*  Editing activities on the Pocket PC

Understanding activity types

The Activities list on your Pocket PC includes the activity type in the Subject field. The activity
types are C (Call), M (Meeting), or T (To-do). When you synchronize activities between ACT! for
Windows and your Pocket PC, you should be aware of certain behavior, as described in the
following list.

* If you create an activity on the Pocket PC and synchronize it to ACT!, the default activity
type is M. To specify an activity type, you must specify the activity type (C, M, or T) as the
first character in the Subject field.

* If you create an activity in ACT! and synchronize it to the Pocket PC, the activity type
appears in the Subject field in your activities list.

Working with the Pocket PC Attendee List

When you schedule an activity on the Pocket PC, you can select attendees using the Attendee
List. Pocket Outlook automatically sends an e-mail message to all attendees. For this reason,
Pocket Outlook requires that all meeting attendees have e-mail addresses. If the e-mail address
is invalid, the e-mail for that contact is returned to your Inbox as undeliverable.

You may not have valid e-mail addresses for all your contacts in ACT!, but you can set a
preference in the ActiveSync manager that enables all ACT! contacts who are synchronized to
the Pocket PC to be eligible as meeting attendees. The preference creates an artificial e-malil
address for any ACT! contact who does not have an e-mail address.

This setting is located on the Preferences tab within the Configuration dialog box. The
preference places the contact’s last and first name into the Email 3 field on the Pocket PC.

By creating artificial e-mail addresses, these contacts will be included in the Attendees List on
the Pocket PC and can be scheduled for activities. (Since these are artificial e-mail addresses,
however, any activity e-mail updates sent by Outlook will be returned as undeliverable.)

13
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To use the Attendees List

1 When you schedule an activity from the Pocket PC, tap the Attendee field to view a list of
contacts.

2  Tap the box next to the name of each contact with whom you would like to schedule the
activity, and then tap ok.

Note  Only contacts who have e-mail addresses will appear on the Attendee list.

3 View the list of attendees on the Activity Create screen. Tap ok.
When you synchronize, this change will be handled as follows:

Note This also applies if you create the activity in ACT!, and then synchronize it to the Pocket
PC.

* Onthe Pocket PC, when you tap an activity, a note will appear showing the contacts who
are associated with that activity.

™ Lunch pi

12:00p-1:30p Fri, 2/21/2003

.
e

With: Mercutio Berwalio (Athens Lid.,
SZ0-723-7777),; Rameo Capulet
{Cressida Inc., 955-555-5559)

* If you open that activity on the Pocket PC and tap Edit, no contacts are listed in the
Attendees field, because that list was cleared during synchronization.

* If you then tap the Attendees field to view the list of contacts, those contacts that were
associated with the activity display in the list unchecked.

Note If you have an activity scheduled on your Pocket PC (regardless of where it was
created), you will only be able to add contacts to that activity. You cannot delete any
attendees on the Pocket PC for that activity.

ACT! Link for Pocket PC Guide to Installation and Configuration



In ACT!, the activity shows all of the contacts associated with the meeting.

Select Contacts X|

— Select contacts fram

Scheduled with:
& Al cortacts 5 — YT
B i k b -
" Cunent Jookup envalio, Mercutio [Athens Lid ] _|
= Selected graup
Mew Contact...
< Replace »
Cantact - | Compary I —_—
[Bervoio ercuio athens Lid [NRPVRE
Capulet, Romeo Crezzida Inc. -
Laurence, Frank Athens Ltd. Ledd
ontague, Julist Trailuz Inc.
Tudor, Elizabeth Hamptan < Bemave
<< Remaove All ;I
[T Create separate activity for each contact

j aE. Cancel |

Rescheduling activities

If you change any settings for an activity, a dialog box appears asking if you want to inform

attendees of changes. If you click yes, and a contact’s e-mail address is invalid, the notification
will be undeliverable.

Working with rolled-over activities

When an activity is rolled over in ACT!, it becomes a timeless activity on your daily calendar.

When you synchronize an activity that was rolled over in ACT! to your Pocket PC, it will move
from your calendar to your Task List.

Since you cannot associate a time with a task on your Pocket PC, you will not be able to

reschedule the rolled-over activity. This means you can move it to the calendar on your Pocket
PC only by creating a new activity.

Note  You can reschedule a rolled-over timeless activity in ACT! and make it a timed activity,

which will put that activity in your calendar on the Pocket PC during the next
synchronization.

Creating an instance within a recurring activity

When you have a recurring activity, you may occasionally need to change the settings for one
instance of that activity within the series. For example, you may need to reschedule a meeting
for one week only. This section explains how to create an instance within a recurring activity.

Activities
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When you create an instance in ACT! or the Pocket PC from a recurring activity, how that
specific activity will appear depends on where it was created:

e ifitwas created in ACT!, the new activity will be a duplicate activity on the Pocket PC with
the correct details.

e ifit was created on the Pocket PC, it is considered an exception, and the activity will not
synchronize.

Note Exceptions to recurring activities are not supported.

To create an instance within a recurring activity in ACT!

1 In ACT!, edit the time, date, and so on, for a recurring activity.

A message appears asking if you want to change this single instance or all instances of the
activity.

2 Click Instance.
The selected instance of the activity is rescheduled.
When you synchronize, this change will be handled as follows:

* In ACT!, a new instance is created with the changes applied. Future activities in the series
are retained with the initial settings.

* Onthe Pocket PC, a new activity for that specific instance is created with the appropriate
changes. The initial activity series does not change.

For example: A recurring activity is scheduled in ACT! to occur 2:00 every Monday. For one
Monday only, you need to reschedule that activity to 3:00. You reschedule it in ACT!, and
then click the Instance button. After you synchronize your Pocket PC and ACT!, the activity
will be scheduled for that particular Monday at 3:00 on both your Pocket PC and ACT!. For
all other Mondays, the activity will be scheduled for 2:00.

To create an instance of a recurring activity on the Pocket PC

1 Tap the recurring activity on the Pocket PC.
A dialog box appears asking if you want to open the instance or the series.
2 Tap Yes.
3 Edit the time, date, and so on for that activity (instance).
4 Tap ok to save your changes.
When you synchronize, this change will be handled as follows:

* Onthe Pocket PC, a new activity is created on the Pocket PC for that instance. Future
activities in the series are retained with the initial settings.

* In ACT!, the instance that was created on the Pocket PC will not synchronize to ACT!. The
activity series will remain unchanged.

For example: A recurring activity on the Pocket PC is scheduled for 2:00 every Monday. For one
Monday only, you need to reschedule that meeting for 3:00. You reschedule it on the Pocket PC.
That 2:00 activity is deleted, and a new activity is created at 3:00 for that Monday only. All future
activities within the series remain unchanged. In ACT!, the 3:00 activity is never scheduled
(synchronized), and you will see only the 2:00 meeting for that particular Monday and all
subsequent Mondays, as originally scheduled.



Scheduling activities on the Pocket PC with contacts not found in ACT!

If you schedule an activity on the Pocket PC with a contact not currently in your ACT! database
(contact was deleted) and then perform a synchronization, that activity will be linked to your ‘My
Record'.

Note If you create an activity with a new contact on your Pocket PC and then synchronize,
that activity will be associated with the new contact in ACT!.

Editing activities on the Pocket PC

When you change a timed activity to an all day activity on your Pocket PC, the existing activity
will be cleared on the desktop and a new activity will be created in ACT!.

Activities 17
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Chapter 6
Tasks

Tasks on the Pocket PC have some differences than in ACT!. This chapter explains the following
topics:

* Understanding the Task List

*  Working with annual or timeless events

*  Filtering tasks on your Pocket PC

Understanding the Task List

The Task List on your Pocket PC includes the date of the task in the Subject field. The date
displays in this format: mm/dd > activity type > regarding

* If you create a task on the Pocket PC and synchronize it to ACT!, a timeless activity will be
created in ACT!. Another synchronization will immediately take place and will change the
Subiject line for that task to mm/dd > activity type > regarding on your Pocket PC.

* If you mark a recurring timeless task as completed on your Pocket PC, the activity will be
cleared in ACT! when you synchronize. The next instance of that task will appear on the
Task List on the Pocket PC and will include the original subject line. The date that the
recurring activity was created continues to show as the date for that task.

*  Activity types are C (Call), M (Meeting), or T (To-do).

Working with annual or timeless events

Annual events that you schedule in ACT! will show in the Task List of your Pocket PC, not on the
calendar. If you want an annual event to display on the calendar on your Pocket PC, you must
associate a time with the event.

Filtering tasks on your Pocket PC

When you first synchronize ACT! and your Pocket PC using ACT! Link for Pocket PC, all past
and future uncleared tasks will synchronize. This means that if you roll over your activities (which
makes them timeless) or create many timeless activities in ACT!, your Task List on the Pocket
PC will contain all those activities unless you clear them.

You will not be able to sort through these activities by date on your Pocket PC. The only filters
available are All, Recent, Active, or Completed.

Filtering by Recent will give you only tasks that were created on the Pocket PC, not tasks that
were created in ACT! and synchronized to the Pocket PC

Note To limit the number of timeless activities that are synchronized to the Pocket PC,
display the activities tab in ACT!, select the activities you would like to clear, right-click,
and then click Clear Multiple Activities.
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Completing tasks on your Pocket PC

If you create and delete a task on your Pocket PC without ever synchronizing it with ACT!, no
history will be created in ACT!. If you mark the task completed instead of deleting it, a cleared
to-do will be generated in ACT!, but no history will be generated.
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Chapter 7
Troubleshooting

If a problem occurred during installation, you may have trouble establishing a connection
between your Pocket PC and ActiveSync, synchronizing information, or working with ACT! Link
for Pocket PC. This chapter offers possible causes and solutions for these problems.

Troubleshooting ActiveSync issues

ActiveSync fails to start If ActiveSync fails to start after you place the device in the cradle,
there may be a problem with the connection. Try the following:

*  Check the sync cable to make sure it is securely plugged into the correct port.

e If this is your first time synchronizing, check the port settings on your computer and, if
necessary, enable the port.

e If you are using a USB connection, check whether the USB driver is installed. If necessary,
install the USB driver.

ActiveSync fails to identify device If ActiveSync logs you in as a guest and does not respond
further, the connection is poor or has line noise that is interfering with the sync.

*  Turn off the Pocket PC, check all the connections, and then turn on the Pocket PC.

e If ActiveSync still logs you in as a guest, disconnect the cradle from the computer, and then
reconnect the cradle.

Troubleshooting ACT! Link for Pocket PC issues

No applications listed for ACT! Link for Pocket PC If ActiveSync is running, but you do not
see the settings options for ACT! Link for Pocket PC, the installation has failed. Uninstall ACT!
Link for Pocket PC, and then reinstall it. If the installation is successful, you should see ACT!
Contacts, ACT! Schedule, and ACT! Tasks as options in the ActiveSync settings window.

No check boxes for ACT! Link for Pocket PC If the ACT! Contact, ACT! Schedule, and ACT!
Tasks options appear in the window but no check box appears when the device is connected,
the device software is not loaded correctly. Reload the software by placing your device in the
cradle and running the ACT! Link for Pocket PC setup program.

Troubleshooting synchronization problems and error messages

Synchronization stalls If synchronization stalls in the middle of the synchronization, you may
have a corrupt record in your ACT! database, or there may be corruption in ActiveSync.

* Run Compress and Reindex to clean any corrupt records.
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* Delete and then reinstall the ActiveSync partnership.

Note Deleting and reinstalling your partnership in ActiveSync will cause data on your Pocket
PC to be overwritten.

Attention Required error message during synchronization If you receive an Attention
Required error message during synchronization, the ACT! Link for Pocket PC could not open
your ACT! database.

*  Make sure you are using the correct ACT! database name.
*  Make sure you are using the correct name and password on the database.

Attention Required error message after synchronization If synchronization completes, but
lists specific records as Attention Required, a single record may have a data corruption issue.
Rerun the synchronization. If you still get this message, contact technical support.

ACT! Technical Support

Visit our Technical Support website at support.act.com to access our online Knowledge Base,
created and used by ACT! support professionals; to get answers to Frequently Asked
Questions; and to learn more about available support options.

Support for ACT! Link for Pocket PC is available through the ACT! Support Plans. ACT! Support
Plans offer a range of services, extended hours, and priority support from highly qualified
specialists. An annual support membership plan is available to help you get the most out of
ACT!. If you already have a Support Plan, call the number provided with your plan.

To find out more or to enroll in an ACT! Support Plan for ACT! Link for Pocket PC, go to
support.act.com or call 1-800-927-3989.

For priority pay-as-you-go access to an ACT! expert, please call 1-900-225-2205.

These calls are charged on a per-minute basis; the first minute is not charged.

ACT! Customer Service

Visit our Customer Service website at service.act.com to learn about our Support offerings and
to get general information about ACT! features. Most inquiries can be answered online.
However, if you would like to contact us by telephone, please call 1-877-386-8083.

Worldwide Service and Support

Customer Service and Technical Support options vary by country. For international service and
support information, visit www.act.com.

Every effort has been made to ensure the accuracy of this information. Best Software reserves
the right to limit any single support call, change the terms and conditions of support, and change
support pricing and service availability without notice.
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Appendix A
Data Mapping

Thirty default ACT! fields are mapped to Pocket Outlook on your device. You can customize
these field names in ACT!, and they will still synchronize to Pocket Outlook. Pocket Outlook
does not allow users to customize field names on the device.

You cannot synchronize any customized fields you have created in ACT! to your Pocket PC.

Note The Birth Date field is a new field in ACT! 6.0. If you converted an existing ACT!
database (5.0 or earlier) to an ACT! 6.0 database, the Birth Date field does not get
created, and therefore, birthdays will not synchronize to the device. To synchronize
birthdays to the device, you must be using a new, non-converted, ACT! 6.0 database.

Contact fields

ACT! Fields
Address 1
Address 2
Address 3

Alt Phone

Alt Phone Ext
Birth Date
Assistant

Asst. Phone
Asst. Phone Ext.
City

Company
Contact

Country
Department
E-mail Address (additional)
E-mail Address (primary)
Fax

First Name
Home Address 1
Home Address 2
Home City
Home Country
Home Phone
Home State
Home Zip
ID/Status

Pocket Outlook Fields
Work Addr: Address 1
Work Addr: Address 2
Work Addr: Address 3
Work2 Telephone

Work?2 Telephone x
Birthday

Assistant

Assistant Tel

Assistant Tel x

Work Addr: City

Company

Contact

Work Addr: Country
Department

E-mail2, E-mail3

E-mail

Work Fax

Contact: First Name

Home Addr: Home Addressl
Home Addr: Home Address2
Home Addr: Home City
Home Addr: Home Country
Home tel

Home Addr: Home State
Home Addr: Home Zip

Categories
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