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USER Documentation

The DBE, MBE, WBE information pages are found on the Internet under the Purchasing area. To publish updated directory information, which is kept by the legal department in an ACT! Database, the procedure is as follows: 
1. Legal Dept. personnel make sure that all of the qualified/accepted company contacts are marked as “active” in the ID/Status field of the DBE.dbf database. Any non-qualified or declined applicants should be marked as other than “active” or else they will show up on the website. Also, all “Group” memberships must be accurate.

2. Legal Dept. personnel then generate an “ID/Status” lookup from the “Lookup” menu, where ID/Status is “Active”.  This should create a smaller contact set.

3. Once the new lookup is created, switch to the “Groups” view from the “View” menu. 

4. Now, the data needs to be exported as a new database. From the “File” menu, select the “Data Exchange” option, then the “Export” option.  The Export Wizard should start. Choose Act 4.0 for the “File Type” and then select the path on your local hard drive to save the new database. 
IMPORTANT: Save as the file name: “dbeactive.dbf”.  

5. Next, select the “Contact and Group Records” option, click “Next”

6. If it is not already selected, choose the “Current lookup” option on the next screen.

7. The next screen will be the “Contact Map”, don’t change anything here and click “Finish”

8. After the new database has been saved, the Legal Dept. personnel opens the “dbeactive.dbf” file and selects the “Reports” menu, then the “Webreport” option to generate the web files. This process can take several minutes (5-15) depending on the size of the database and any other programs running on the local computer.
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9. Once the report process has completed, ACT! can be closed and the Legal Dept. personnel should verify that the files were successfully uploaded to the internet by using their web browser.

MIS Documentation

For the application to be properly run by the Legal Dept., the following steps need to be completed:

1. ACT! 4.0.2 must be on the local machine which will be doing the updates.

2. Install Webreports on the same local machine.

3. Setup Webreports to run from the Reports menu in ACT!:

· From the “Tools” menu, select the “Customize” option.

· Select the “Commands” tab.
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Click “New”, then Select “Browse”.

· Locate the Webreports.exe file which should already be installed locally, select it and click “Open”.

· Optionally, you can copy the entire “Command” line path without the webreports.exe text to the “Start in” field.

· Click “Save”

Continued on next page…..

· Select the “Menus” tab, then from the drop down “Menu”, select “Contact Window” (should be the default).

· Scroll to the “Reports” area of the window.
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· Single click the “Contact Report” option to highlight it.

· From the “Commands:” drop down menu, select the newly created “Webreport” command.

· Click “Insert”

· Click “Save”

· Click “Close”

4. The local machine must have a Mapped Network Drive pointing to the Internet server using the following directory structure:  \\castor\inetpub\wwwroot\webexternal\content\dbe\
5. The Legal Dept. user(s) should also be put into an NT group on Castor with RWXD permissions for the DBE directory and all its subdirectories, using the same username and password as their Novell network login.

Continued on next page…..

Configure Webreports for use with the database (this should be a one-time setup unless the mapped drive or Internet directory structure changes)

1. From the “Start” menu, select “Program Files”, then “Northwoods SalesWin Add-Ons, then “Webreports Setup Wizard”

2. Enter the “Output Directory” information as indicated below, where “x” is the mapped drive letter:
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Enter the “Templates Directory” information as indicated below, where  “x” is the mapped drive letter.
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Enter the “Lookups File” information as indicated below, where  “x” is the mapped drive letter.
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Continued on next page…..

5. Remove all of the default Header Fields by selecting them one at a time and clicking “Remove”. Then, click  “Add” and you will be prompted to select the correct ACT! database to open. Select the recently created “dbeactive.dbf” file and add all of the columns (fields) indicated below in the exact order as shown below. This order determines how they are presented on the web pages.
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6. When all of the fields are correctly selected as shown above, click “Next”. You will see the screen below. Leave the “Play Sound at End?” box unchecked and click “Next”.
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7. You will now see the screen below. Click “Finish” to complete the initial setup.
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Webreports Templates.

As per page 13 of the Webreports User’s guide, the 4 main templates have been modified for Pace’s needs. Those modified templates are stored on the webserver in the dbe/dbetemplates directory. The original templates are stored with a “_bak.htm” extension. Some of the formatting of the pages is done using Cascading Style Sheets, specifically webreports.css. This file has been revised, with the original still available on the webserver as “webreports_bak.css”

Also, the “lookups.txt” file has been modified since Pace is not using any of them except the “By Company”. The original lookups.txt can also be found in the dbetemplates directory on the webserver.
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