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Practice:  Fixing Names 
Step What to do How to do it/Comments 

1. Find Van Johnson by 
looking up his first name. 

Lookup, First Name, Van, OK. Sorry, 
can’t find him. Select Cancel, Cancel. 

2. Look him up using the 
Contact Name feature 
and fix his “first” name. 

Lookup, Contact Name, van johnson, 
OK. There he is! Click the button beside 
his name and select Van from the drop-
down list for his first name. Correct his last 
name as well. 
 
Since “Van” is a Last name prefix, ACT! 
thought his last name was Van Johnson 
(as in Rip Van Winkle). 

 
OK, we digress…back to more Lookups. 
 

Lookup Variations 
The simple lookups, like those we have just performed, will serve most of your 
lookup needs. However, there will be times when you need to look up more than 
one city, or more than one last name. There are also times when a simple 
lookup displays too many matching Contacts and you want to "whittle it down" to 
a more manageable size. You can refine your lookups in several ways. You can: 

 Add to the current lookup. 
 Narrow the current lookup. 
 Perform a Keyword lookup. 

 
Adding to Lookups 

It's pretty easy to look up all Contacts from a 
given city. But what if you want to see all 
Contacts from two cities, or three? Easy! All you 
need to know is how to add to an existing 
lookup. 
 
 
…add to a lookup 

1. Perform the first lookup. You can't add to something you 
don't have yet. 

2. To add to the first lookup, right-
click in the desired field and 
choose Lookup once again. 

You do not have to choose the 
same field used in the previous 
lookup. 

LCrenshaw
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3. Click the drop-down list For the 
current lookup and choose the 
Add to Lookup option.  

 

4. Type your lookup criteria in the 
Search for box. 

 

5. Click OK. All records that fit your new criteria 
are added to your previous lookup. 

6. Repeat steps 2 through 5 as 
desired. 

You can add multiple lookups 
together. 

 When you add several lookups to the current lookup, it's pretty easy to 
forget to choose Add to Lookup before you click OK. When this 
happens, you lose everything you have done to that point. Don't panic, 
just choose Lookup, Previous from the menu, and the previous lookup 
is restored so you can try again. 

 
 

Practice:  Lookup, Then Lookup More 
Step What to do How to do it/Comments 

1. So you have to make a trip to 
Phoenix. Look up all Contacts 
from the city of Phoenix. 

Choose Lookup, City..., type 
pho, and click OK.  

2. Scottsdale is only a few miles 
away. Let’s see how many 
Contacts are in Scottsdale.  

Choose Lookup, City..., type 
scotts, and click OK. When you 
performed the second lookup, it 
replaced the previous. 

3. Yikes. Meant to add that lookup to 
the previous. Display the previous 
lookup. 

Choose Lookup, Previous. Out 
of the ashes…the city is back. 

4. Add Scottsdale to the Phoenix 
lookup. Are both cities displayed? 

Choose Lookup, City..., type 
scotts (if necessary), select Add 
to Lookup, and click OK. 

5. Can you add Tempe to the 
current lookup? 

You're on your own on this one. It 
should add four more records to 
your list. 

 
Narrowing Lookups 

With Add to lookup, you can add records to create a complex lookup one step 
at a time. This is great if your first lookup does not yield all of the Contacts you 
wanted. But what do you do if your first lookup displays too many records? 
Simple! Narrow the lookup. 
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…narrow a lookup using another field 
1. Perform a lookup. This first lookup should display more 

records than you can easily use. 

2. Use the Lookup menu or 
right-click inside the field that 
you want to use to narrow the 
list and select Lookup 
<fieldname>. 

Determine a different field to use to 
narrow the lookup and right-click the 
field or click the Lookup menu 
commands to display the Lookup 
dialog box for that field. 

3. Click the drop-down list For 
the current lookup and 
choose the Narrow Lookup 
option.  

Don't forget to choose Narrow 
Lookup or this lookup will replace the 
previous lookup instead of narrowing 
it. 

4. Type desired lookup criteria.  

5. Click OK. The current lookup is narrowed to 
display only those records that fit the 
new criteria and the original criteria. 

6. Repeat steps 2 through 5 as 
desired. 

You can continue to narrow the 
lookup until only the records you want 
are displayed. 

 
 

Practice:  Lookup, Then Lookup Less 
Step What to do How to do it/Comments 

1. Start with the lookup we 
created from the previous 
exercise or just Look up all 
Contacts in the state of AZ. 

If necessary, choose Lookup, 
State..., type AZ and click OK. 

2. Since we have limited time in 
Arizona, let’s display a list of 
our “Prospects” (ID/Status) in 
that area. Narrow the lookup 
to only those records? 

Choose Lookup, ID/Status..., type 
pr, select Narrow Lookup, and click 
OK.  

3. Can you add records with an 
ID/Status of Customer to the 
current lookup? 

Yes, but it would add all Customers 
from the entire database to your 
already narrowed lookup. Probably 
not what you want. Always use the 
Add commands first, and then use 
the Narrow option. 
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