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The detail view displays information for a single record. It is the primary screen for
interacting with data. Navigate to the detail view from the list view by clicking the > button
to the left of the desired record. Shown below is the Companies module. Most screens in
detail view contain these same features.
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= & Record: 40f12 Newdp Edit# Delete® PrintE  Actions R
Company: LearnWright Inc. (50003) ACTIVE @
Company Details Sales & Marketing Customer Details Vendor Details Notices Emails B Docs &
Company Info B @ Contact Info Other Info
Type Phone Alt Phone Group Subgroup
Vendor (555) 481-7302
Address Residential Fax Phone [ Fax Format Parent Company >
58 Roosevelt Ave. (555) 481-7301 (###) ###-####

Email Referral Company >

sales@learnwright.com

K

City State / Prov Postal Code ‘Web Address Referral Contact >
Sea Bay NJ 07877 www.learnwright.com

B

Country Postal Format Email Format (using “John Q Public®) 0 Referral Team Member > Other Referral
United States American jpublic@learnwright.com

Contacts Locations Linked Contacts Linked Companies Lists

ﬂ Contact Name Title Phone Default Status
> Bruce Jansen Sales Associate (555) 481-7302 =X @
> Yvonne Cespedes Regional Sales Manager (555) 481-7302 -] .
o+

: Record: 4 of 10
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Navigate back to the list view by clicking the horizontal lines. Navigate between
records in the list by clicking the up or down arrows.

VAN Newsp Edit## Delete3 Print/d  Actions A"
Use the New button to create a new record within the current module. Use the Edit
button to edit the current record, and the Delete button to delete the current record.
Use the Print button to bring up a list of options for printing the current record, and
the Action button to bring up a list of actions related to the current record.

3. AcTIVE @
This tells you the status of the current record.
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Related information is grouped in tabbed sections. For sections that have multiple
tabs, click on a tab to bring that section forward.

5. Notices Emails i Docs &
Clicking on each of these icons will bring up attachments related to the current
records. Notices are messages sent within aACE, generated either by the system or
by a user. Emails are messages sent via email with the aACE inbox copied and the
record ID in the signature or body of the email. Docs are any document attached to
the record either as an email attachment or via drag-and-drop.

Contacts Locations Linked Contacts Linked Companies Lists

Similar to #4, clicking on each of these tabs will bring up additional screens with more

information.
7. @

The Info button brings up a log of key changes that have been made to the record.
8.

The Thumbtack button brings up a field to enter notes related to a record. These
notes will be visible to other users who have access to the record. You will find
thumbtacks throughout the aACE system, not just at the bottom of a screen.
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