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Categories

The categories function allows you to assign any of your contacts or accounts to specific,
pre-defined categories. The categories you set up will be specific to your own
organisation, and you can define as many categories as your business requires. Accounts
and contacts can be assigned to more than one category. For example, accounts may be
categorised as High Priority, Local Account, Overseas Account or New Account. Contacts
might have categories like Friend, Plays Golf or Active Prospect. 

Setting up Categories

To set up a new category:

 Click on Setup at the top of the main Forté CRM screen.

 Select Categories. (This option is only available if the user has been assigned the
appropriate permissions). The Categories set up screen containing a list of any existing
categories will be displayed.

 To create a new category, click the ‘Add’ button.

 Enter a description for the new category and click Ok.
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Assigning Categories

To assign categories to existing contacts and accounts:

 Select an account or contact in the treeview on the left of the screen. Account or
contact details will be displayed in the right hand pane. 

 Click on the Categories field. 

 Select the required categories for this account or contact by ticking the boxes beside
the appropriate options. 

 Click Ok.

 The selected categories will be shown on the details screen. 



CategoriesForté CRM Tutorial 3

© 2007 FortéCRM Ltd

To assign categories when creating a new contact:

 In the New Contact wizard, click on the Categories tab on the New Contact Details
screen.

 Select the required categories for the contact by ticking the boxes beside the
appropriate options. 
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To assign categories when creating a new account:

 Select the required categories for the account by ticking the boxes beside the
appropriate options on the Account Details screen in the New Account wizard. 
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Filtering on Category

When accounts or contacts have been assigned to categories, a filter can be applied to
select the contacts or accounts in specified categories. To apply a filter, the appropriate
filter must first be set up by a high-level user.

At the top of the account or contact grid is a drop down box containing a list of available
filters. When no filter is selected, 'Show All' is displayed in the filter list. 

To filter on category:

 Click on the blue arrow to the right of the filter list. A list of available filters will be
displayed. 

 Click on the required category filter.

 Enter the selected category, and click Ok.

 The grid will show only those contacts or accounts in the selected category. 

 It is possible to filter on more than one category. This will limit the selection to
contacts or accounts that are in both (or all) categories. For example, you could filter
on 'Active Prospect' and 'Plays golf' categories to invite potential clients for a game of
golf. 

 Actions can be then be taken for the selected group. Click on 'Action' and then 'Select
All' to select all contacts or accounts listed. An email, appointment, task, document or
note can be generated for the group by clicking 'Action' again and selecting the
required action. 
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