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Preface

This guide explains in detail about the features of AddressGrabber Standard 2010. You can find step-by-
step instructions to work with the software.

To start with, you can work with the sample addresses provided with the software.
Refer to the Quick Start Guide to install and register the software.

Follow the conventions used in this guide for better understanding of the features.

What is on the CD?

The AddressGrabber Standard 2010 CD contains the following:

Item Description

Installation Files The files required for installing AddressGrabber Standard.
Quick Start Guide Quick Start Guide provides a short tour about the Software.
Read me (Readme.Txt) Text file that provides technical information.

Sample Addresses Sample addresses to test transfer of information.

Conventions

The following conventions are used in this guide:

Convention Description
@ Note: Important or supplemental information.
¥ Tip: suggestions that are supportive.

1. About AddressGrabber Standard

Using AddressGrabber Standard, you can transfer addresses from one application into various applications.
AddressGrabber extracts the information like Name, Phone, Address, E-mail, Zip and so on. This extracted
information can be transferred into appropriate fields in your application.

You can extract addresses from email, documents, web pages or from any address book and transfer the
information into various applications.

1.1. Features

Verify addresses with USPS website.
Format the information before transferring into your application.

Check for duplicates while transferring into database application like ACT!, GoldMine, Outlook etc.



About AddressGrabber Standard

1.2. Supported Applications

AddressGrabber Standard supports various applications like Contact Managers, PDAs, Email Clients, Label
Printers etc.

Refer to http://www.addonstore.com/outlook/products/adgrab-std.asp for details about the applications that
are supported by AddressGrabber Standard.

Apart from these applications, you can also use the Data Export to transfer addresses. The data is saved in
Comma Separated Values (CSV) format. The CSV file can be imported into any application that supports
this format.

1.3. AddressGrabber Toolbar

After installation, AddressGrabber is launched as a floating toolbar. AddressGrabber can be minimized to
appear as System Tray Icon.

Menu Gtions

|

,

Menu |j =]
L = A
|||;| Sele;ted Teut j z :-=_ ‘@J
Options to
Source Customize Destination

Aiddressrabher

Figure 1: AddressGrabber Toolbar

From the left pane of the toolbar, you can select the Source from which you want to transfer the
addresses.

The Destination Applications are displayed in the right pane as Icons.

You can add or remove the destination icons by using the Menu Options. You can also customize
the default settings by using the Menu Options.
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The following table describes the options available in the Menu:

Menu Option

Function

Options

Customize the default settings. Refer Chapter 2 for more details.

Minimize toolbar

Minimize AddressGrabber toolbar to the System Tray.

Toolbar Always in front

Toolbar always appears in front of other open applications.

Show Smaller / Larger toolbar

Change the size of the toolbar.

Show Transfer Log

View the transferred details saved in a log file.

Sample Sample list of address to test the transfer.

About AddressGrabber Displays information about AddressGrabber Standard like version number,
copyright and contact information.

Help Topics Launches the Online Help.

Demo Launches a demo about AddressGrabber.

Info and Support

Opens the Technical support page from the eGrabber website.

Register / Unregister

Opens eGrabber Product Registration  dialog box to register or unregister the

product.

Live Update Live Update service is used to instantly update AddressGrabber with the latest
files and the service packs.

Exit AddressGrabber Quits AddressGrabber Standard.

@ The same menu options are also available when you right-click the System Tray Icon.

2. Customize AddressGrabber

Using the AddressGrabber Options, you can

Configure the transfer options for source and destination application.

Add or hide destination applications in the toolbar.

Format the Contact Information.

Setup Miscellaneous options.
2.1. AddressGrabber Options

To launch the AddressGrabber Options,

Click Menu / Options in the AddressGrabber toolbar.

Click

»

[OR]

in the AddressGrabber toolbar.
[OR]

Right click the System Tray Icon and select Options .



Customize AddressGrabber

The AddressGrabber Options window contains the following:

Click To Do...

Source Links Customize the Source Application before transferring the
information

Destination Links Customize the Destination Application before transferring the
information.

Miscellaneous Setup Additional Options.

Format Format the contact information, phone/fax, email etc., before

transferring to your database.

Add / Hide Applications Add or remove applications displays in the AddressGrabber
toolbar.
My Address Enter your personal details and you can transfer these details into

the destination application if required.

2.2. Customize Source Application
You can add a Source Application to the AddressGrabber toolbar.
In the Source Links window, select the application and click OK.

The application is listed in the toolbar.

AddressGrabber Options - Source Links

Cancel
Hedp

= | T Dusiook 2007/2003/2002/2000
: ﬁ % Test in Clpboaed

v Auto Source Select Link Dplions...

Figure 2: Source Links

Auto Source Select : Select this option so that AddressGrabber automatically detects the source application
and displays in the AddressGrabber toolbar.

Example: Open your Outlook and AddressGrabber Toolbar automatically displays Microsoft Outlook as the
Source.
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Link Options for Source Application
Select your source application and then click Link Options .

The Link Options dialog box opens for the selected source application and the modes of
transferring addresses vary for each application.

Link Options customize the settings for your Source application before transferring into your
destination application.

The Link Options for various applications are explained in later chapters.
2.3. Customize Destination Application

You can add or remove a destination icon to the AddressGrabber toolbar.

You can also use the Link Options to customize the transfer settings of the destination application.

S [ ac 200

5 =719 Dutlock 2007/2003/2002/2000

g ¥ Text in Chipboard

Link Ophicns.,. Hide on Tool s

Figure 3: Destination Links
To Add an Icon

In the Destination Links window, select the appropriate destination application and click Show on
ToolBar.

Click OK.
Now the selected destination appears in the toolbar.
To Remove an Icon

In the Destination Links window, select the appropriate destination application and click Hide on
ToolBar.

Click OK.

Now the selected destination is removed from the toolbar.



Customize AddressGrabber

Link Options for Destination Application
Select your destination application and then click Link Options .

The Link Options dialog box opens for the selected destination application and the modes of
transferring addresses vary for each application.

Link Options customize the settings for your destination application before transferring the contact
details.

The Link Options for various applications are explained in later chapters.
2.4. Miscellaneous Settings

You can customize your System Tray con and other options by using the Miscellaneous settings.

AddressGrabber Options - Miscellaneous |

Adceess Extractor Setup

[ Confim extraction resuls belfore sending oK |
~ Lefl mouse chck on Tray koon shoud- _ Concel |
i+ Topge Tooka batwesn Show and Minivize Helbp

. [ Caphure Address

- Shadup Seltings

[ Do ot show Splach scieen on Status

- Teanster Log

Wit Chalste

Figure 4: Miscellaneous Settings
You can setup the following options:
Under Address Extractor Setup ,

Confirm extraction results before sending: This option is selected by default. Select or clear this
option to show or hide the Parse Results Window.

@ While transferring addresses, a Parse Results Window appears with the details of extracted Contact
details. You can verify the details, edit them if required, format the details, and then transfer the information
into the destination. Refer to Chapter 3 for more details about Parse Results Window.

Under Left Mouse Click on Tray Icon should,
You can customize the left mouse click on the system tray icon.

Toggle toolbar between show and minimize: ~ This option is selected by default. Select this option
to maximize or minimize the toolbar when you left mouse click on the system tray icon.

Capture Address: Select this option if you want to transfer address from the currently selected
source to destination.

Page 8



@ Move the Mouse Pointer over the System Tray Icon to view the currently selected source and
destination.

Under Startup Settings,

Do not show Splash Screen at Startup:  Select this option to hide the splash screen that appears
when you launch AddressGrabber.

Under Transfer Log ,

After transferring the information, the details of transfer status and other information related to the process
are saved in alog file. The log file contains transferred details like Date, Time, Source, Destination,

Incoming Address etc.
Click View to view the contents of log file.

Click Delete to remove the log file.

@ The transfer details are appended to the log file. When the file size becomes 500 KB, a new log file is
generated. The old log file is not deleted. You can delete these files by using the miscellaneous settings.

W You can also view the log files from the toolbar. Click Menu / Show Transfer Log to view the log files.

Click OK to save settings.
2.5. Format Options
You can setup to change the format of the contact information before transferring to your destination.
Click Format to setup to format the following options:
2.5.1. Format Contact Fields

In the Contact tab, all the contact fields are displayed.

AddressGrabber Options - Format =

ol

Help

| 14471 Big Basin Way

Figure 5: Format Contact Fields
Select any field to format. Example: Company.

Under Case, select a format to change the case of the text. Assume that the value for Company is eGrabber
Inc. The text is formatted as shown in the table.



Customize AddressGrabber

Case Output

None eGrabber Inc. (Value is not formatted)
Upper EGRABBER INC.

Lower egrabber inc.

Sentence Egrabber inc.

Upper/Lower | Egrabber Inc. (Title case)

@ Note: You can select multiple fields by pressing Shift + Down arrow and select a format. The selected
format is applied for all the selected fields. The option None is selected by default

Under Mode, select a format to display the text in expanded or abbreviated mode. Assume that the value for
Company is eGrabber Inc.

The text is formatted as shown in the table:
Mode Output
None eGrabber Inc. (Value is not changed)
Expand EGRABBER INCORPORATE (value is expanded)

Abbreviate | EGRABBER INC. (Value is abbreviated)

Click OK to save settings.

2.5.2. Format E-mail field

Click the E-mail tab

You can setup format option for two e-mail fields. Select a field under the E-mail Tab. Example: E-mail.

Select a format for the e-mail field under the E-mail Format

Cortsct  E-mad

T I | i Fors

E-madl * None
Firstrname Lastnams
Lastname, Firstnams
E-mad

Frevew

ﬂ.lm@l,dhh JCcom

Figure 6: Format Email field
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None: This option is selected by default. Select this option to transfer the value as it appears in the selected
contact information.

First Name Last Name: Assign the Contact's First Name and Last Name along with e-mail address.
Example: If the first name is “William” and last name is “Stevenson” then the e-mail address is assigned as
“William Stevenson <william@egrabber.com>".

Last Name, First Name: Assign the Contact's Last Name and First Name along with e-mail address.
Example: If the transferred name is “William Stevenson” then the e-mail address is assigned as “Stevenson
William <william@egrabber.com>".

E-mail: Transfers only the e-mail ID to your destination. Example: <<william@egrabber.com>>.

Click OK. The contact information is transferred to your destination in the formatted mode.

2.6. Add / Hide Applications

At the time of installation, AddressGrabber automatically detects the applications available in your System
and displays them in the AddressGrabber Toolbar.

You can use the Add / Hide Applications window to detect the applications after the installation of
AddressGrabber. You can also add or hide the application icons displayed in the toolbar.

AddressGrabber Options - AddiHide Applications

E Aoradable Apphcation::

Ok

2
E -] @ancm T
: @m!m T30 E el 2007/2003/2002/2000 Help

E %,:u:mma =] Dtk 2007/2003/2002/20¢

('_‘_'n:udacmmrzn

{"l‘u\rﬂ:.-u-\.'.rﬂl-'\. ks
; Add > <4 Remae
[eatl
r < Autcematicaly Add J Hide Applications »»
kd

Figure 7: Add/ Hide Applications

Click <<Automatically Add/Hide Applications>>  to automatically detect the applications installed in your
system.

To add an application icon to the toolbar, select the application under Available Applications and click
Add>>.

To remove an application icon from the toolbar, select the application under Selected Applications and
click <<Remove.

Click OK to save the settings.

2.7. My Address — Save your personal details

Click My Address to save your personal details. This option already contains the information you have
entered during installation. You can use this information as return address for correspondence.

You can edit the details and add more addresses in the My Address window.



AddressGrabber Parse Result Window

You can select My Address as Source in the AddressGrabber toolbar and transfer the addresses to any
destination.

Click New to create a new address.
Enter the details.
Click Save to save the details.

Click Delete to remove an address.

AddressGrabber Options - My Address x|
- Personal rAddess
First Hame [william |H-i?1 Big Basn 'wWay ! oK. |

Last Name [ tevenson [sureE e

Job Tille |5 ales Manager [ Heb

r:umw |eGiatberiee. || Cly  [Swsogs
[ [ see (& Zp[wmom

Fae Courbry |USA

Mobde | | Emal |“Wilam Stevenson” csa

Pager ‘Wieh Sibe | weesweonabiber com

Mew | Save | Dedete

[ Sk this address a4 default Selact Contact| Wikiam Steversee ¥ |

Figure 8: My Address

You can select a contact from the Select Contact list to view the corresponding details.

Select Set this address as default to make the currently selected address as default while transferring to
destination applications.

3. AddressGrabber Parse Result Window

When you transfer contact information, the AddressGrabber Parse Result Window appears displaying the
extracted contact details from the source text. You can verify and edit the extracted information and then
transfer the data to your destination.
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The AddressGrabber Parse Result Window contains the following tabs:

AddressGrabber Parse Result

Salutation  Fist Mame Last Mame Drestination: =
I lWlam |Slw
X s

Company| eGirabbes Inc. Phone | E|

Jab Title |5 sias Manager Phonel | Ext|

Dept Fax |

Addiegz | 14471 Big Basin Way Mokde

Sube E Pags

Cay Saiatoga E-mal | sabes@egabber. com

Slste |E-5. E-madl |vﬁl11'@!nlhhlfmn

Zo  |®070 Countiy| USA Wish Sie| v, egrabbes.com

Verify Addiess
[ Use Format Options Setings | =
Hotes
willam Slevenson -
Sades M anager
elarabber Inc.

14471 Big Basin'Way Suite E
Saralogs, T 95070 —

sabas(@iegabber com =)
] r

[ Iieiss | Corcel | Passhgan |  Hep |

Figure 9: AddressGrabber Parse Results window

Contact tab

This tab appears by default and displays the extracted contact information. You can edit this information. In
the bottom of the window, the captured text is displayed.

Verify Address: Click here to verify the address details with the USPS website. When a matching
record is found, the official Postal address format is displayed.

Address Yerification Reguest 3 _?_CJ

i ? Followansg is the Olinginal Addiess:
COMPANY: Ine.
ADDRESS: 14471 Big Baszin Way Suite E

CITY - Sasstoga
STATE :CA
ZIP 1 95070

Biedow i the comact ZIP+4 code fof the ongnal addess

COMPANY: EGRABBER INC.
ADDAESS: 14471 BIG BASIN W&Y STE E

: SARATOGA
S5070-6182

¥ #pply USPS fonmat (UPPER CASE)
Do pou want ko replace the onginal sddress?

Figure 10: Address Verification - Result




AddressGrabber Parse Result Window

Click Yes to replace the captured address with official postal address. Select Apply USPS Format (UPPER
CASE) to replace the address in Upper Case.

@ The USPS address format is normally displayed in Upper Case. If you want to transfer addresses in
the original format or in the format you have setup in the Format Options , then clear this option.

Use Format Options: Select/clear this option to apply/not apply the format you have setup.

Settings: Click here to modify the default settings. When you click here, a menu appears with the
following options:

Options: Opens AddressGrabber Options window. Refer here for more details on Options.

Link Options: Opens the Link Options window for the selected destination application. You can
customize the transfer options according to the selected application.

Hide / Show Format Page: To remove or display the Format tab.

Display parse result window:  To show / hide the Address Parse Result window.
Transfer : Click this option to transfer the contact information to your destination.
Cancel: Click this option to close the window without transferring the information.

Parse Again: Click here to capture the information again. You can use this option when you have any
changes in the Address Confirmation Window, and you want to revert to the original information.

Format tab

Click this tab to format the values of the Contact and Email fields in the address. The same options are also
available in the Format Options window. You can setup to format all the addresses being transferred by
using the Format Options . If you want to change the format for a specific address, use the Format tab in
the Confirmation Window.
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4. Check for Duplicates

You can check for duplicate information while transferring to database applications like ACT!, GoldMine and
Outlook.

Right click the destination icon in the toolbar and select Link Options .

In the Link Options window, click the Transfer Setup or the Duplicate Check tab.

Outlook 2007/2003/2002/2000 Transfer Options X
Trantles In = Trancfes Ot Duplcate Check
Select Teansfer Moda (T
el | 'am il contact easts j ks the wzer Lo decide on
theer Transfer Critena, i
Select Fisdds foe Dupbeste Chack dupbcabe is found by
showang & compatizion of
¥ Full Naere o and eding
Coenpany contack dedads
| E rriceal |[risars]
Phione
Zip
v Bing Conlact bo the Forsfront after the Transher
oK, Cancel | Aoy Help About

Figure 11: Check for duplicates — Outlook
Under Select Transfer Mode

(a) Select Always add as new Contact to add the duplicate as a new contact to your database.

Example:

Incoming Candidate Existing Address Transfer Mechanism

Address

. William Stevenson William Stevenson A new contact “William Stevenson”

. . . . ' is created.
. 14471, Big Basin Way, . 14471, Big Basin Way,

- Saratoga, CA 95070, USA | Saratoga, CA 95070, USA

(b) Select Update if contact exists to update an existing contact in your database.

Example:
Incoming Candidate Existing Candidate Address Transfer Mechanism
Address 5
William Stevenson William Stevenson The existing contact is updated
14470, Big Basin Way, 14471, Big Basin Way, with the incoming contact.

. Saratoga, CA 95070, USA | Saratoga, CA 95071, USA

(c) Select Warn if contact exists to get a warning message when you transfer a duplicate contact to your
database. During the transfer of a duplicate contact, a Contact Linker dialog box appears with the
following options:



Outlook 2007/2003/2002/2000 Contact Linker  [X]
Match Found

Contact abeady ety in pour databasel

‘wioadd pou e bo .
HAdd az Mew contact
* Update easting contac
Skip cortsc

Check for Duplicates

(] 4

Cancel

Select

Add as New contact

Figure 12: Contact Linker - Outlook

| To do...

Adds the duplicate record as a new record in your
database.

Update existing contact

Updates an existing record with the new incoming details in
your database.

Skip contact

Cancel transferring the duplicate record to your database.

@ If more than one contact exists in the database that matches the incoming record, then the Update
option is disabled in the above dialog box. In this case, you can select to add the duplicate record as a new
record or cancel transferring the record to your database.

(d) Select Cancel if contact exists

When you select any of the above options except Always add as new contact,

to cancel transferring the duplicate contact to your database.

the fields under Select

Fields for Duplicate Check are made available. Select a single field or multiple fields to check for duplicate

values.

The values of the selected fields are checked while transfer and if the data is already found in the
destination application, then the duplicate record is handled according to the selected transfer mode.

fields “Name” & “E-mail”.

Incoming Address

William Stevenson
14471, Big Basin Way,
Saratoga, CA

USA 95070

Sales@egrabber.com

Example for Duplicate Check: Set the Option “Warn if

William Stevenson
14471, Big Basin Way,
Saratoga, CA

USA 95070
Support@egrabber.com

Contact Exists “ and select the

Existing Address Transfer Mechanism

Although name of the incoming contact
matches the existing contact, the email
is different. Therefore, a new contact is
created in your database.

Robin Williams

14471, Big Basin Way,
Saratoga, CA

USA 95070

Sales@egrabber.com

Robin Williams

14871, Big Basin Way,
Saratoga, CA

USA 95070

Sales@egrabber.com

In this case, the name and e-mail of the
existing contact match the incoming
contact. A Contact Linker dialog box
appears displaying different options.
You can select to update the existing
contact or add it as a new contact or
cancel transferring the duplicate contact
to your database.

Bring Contact to the forefront after the transfer:

Contact.

Click OK.

Select this option to view the transferred
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@ The tab to check for duplicates appears as either Transfer Setup or Duplicate Check, according to
the selected destination application.

5. Transfer using Contact Managers

You can transfer addresses using the Contact Managers like ACT!, GoldMine, and Outlook. You can also
setup the transfer options according to your requirements.

5.1. ACT!

You can transfer contact information using the following versions of ACT!.
ACT! 2010/ 2009 / 2008 / 2007 / 2006 / 2005 / 2000 (6.0)

You can use ACT! as both source and destination.

5.1.1. Setup Transfer Options for ACT!

You can setup the following transfer options for ACT! using the Link Options .
Setup to transfer from or to different address sections, i.e., Home /Business / Both.
Check for Duplicates.

Right click the ACT! Icon in the toolbar and select Link Options to setup ACT!

@ If the ACT! Icon is not available in the Toolbar, add the Icon by using the Add/Hide Applications
window.

Setup to Login

When you select ACT! 2010 / 2009 / 2008 / 2007 / 2006 / 2005 / 2000 (6.0) as destination, you need to login
to the database to ensure accurate transfer of data.

In the Link Options window, click the Login tab.

ACT! 2010 Link Options x]
Login | Trangber in | Tearater 0wt Duplcate Check | About

Databate File ! | mertn ACTVACT bor Winsdowes S0 stabasas\S ampls pad

| Jzanane © -

P“Md T emmmm

Fregul
[ Log |

ak. Cancef Appky Help

Figure 13: ACT! - Database Login
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Enter ACT! database login details.
Database Path: Name and path of the currently opened database is displayed.
User Name: Enter the login name of your ACT! database.
Password : Enter the ACT! database password.

Click Login .

The message Login Successful is displayed.

Click Apply .

@ In ACT! 2010/ 2009 / 2008 / 2007, Transfer of addresses is not possible in the following cases:
If the security level for the user in ACT! 2010/ 2009/ 2008 / 2007 has been set as Browse.
If the login access for the user has been set as Inactive.

If the user has upgraded from previous version of ACT! and not converted the database from previous
version to latest version of ACT!.

Setup to Transfer In

In the Link Options window, click the Transfer In tab.

ACT! 2010 Link Options

Login  Trorsberin | Teanater Dut | Dughcste Check | About
[astination Setup

Send bt Cordact: Busiress Addeess Pl

v Livek: b ooy, i Fosand
" Create company. § not found

Coevgrany Detads
Muedily cofipany detads
v Teanster company sddiess bo company - Biling Addiers
v Trareder conpany sddiess o compangy - Shipping Addres:
— Resticied Feedds
v Prompl if cordact eecord e resticied felds:

ok [ Comcd | oo Help

Figure 14: Setup Transfer In - ACT! 2010

Under Destination Setup:

From the Send To: list select,

Contact: Business Address to add the contact information as the contact's primary address.
This option is selected by default.

Contact: Home Address to transfer the contact information in the '"Home Address' tab of ACT
contact record.

Contact: Business and Home Address  to transfer the contact information to both the primary
address and the 'Home Address' section of ACT!.
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The following options are available in addition for ACT! 2010/2009/2008/2007/2006/2005.

Select Link to Company, if found option if you want the contact record to be linked to existing
company in ACT!

Select Create Company, if not found to create a new company record in ACT! and link the
contact information that is being transferred to that company.

Select Transfer to Notes section to add the contact record in the 'Notes' of ACT!.
Under Company Details:

Select Modify Company Details to update the existing company record in ACT! with the new
record being transferred.

Select Transfer Company Address to Company: Billing Addres s and / or Transfer Company
Address to Company: Shipping Address if you want the address to be transferred to the
appropriate sections in the 'Address' tab of ACT! company record.

The following option is available in addition for A CT! 2010/2009/2008/2007.

Select Prompt if contact record has restricted fields to get a warning message if ACT! 2007
database contains any user-restricted fields.

In the warning message that appears, click Yes to transfer the record. The information is
transferred to all the fields except the restricted fields. The restricted fields are left blank for the
transferred record.

Click No to cancel the transfer of record.
Click OK to save the settings.
Setup to Transfer Out
In the Link Options window, click the Transfer Out tab.
ACT! 2010 Link Options

Login | Traraborin  Teonsfer Out | Dugbeste Chack | About

S Out ; Cortact Butmets Sddets -

I Tuacweded cast Firat Mase Prafic

ok || Cancel ool Help

Figure 15: Setup Transfer Out - ACT! 2010

From the Send To: list select,

Contact: Business Address to transfer contact information from the Business Section. This
option is selected by default.
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Contact: Home Address to transfer the contact information from the Home Section.

Transfer out First Name Prefix:  Select this option to transfer the details in the salutation field. Use
this option to create form letters, mailing labels, envelopes, or catalogs using mail merge.

@ In ACT! 6.0 / 2000, the above option is displayed as Transfer out Salutation Field.

Setup to check for duplicates
In the Link Options window, click the Duplicate Check tab.
Select the Transfer Mode and the fields to be checked for duplicates.

ACT! 2010 Link Options 3

Logen | Transberfn | Teanster Ot Duplcate Check | fibout

Salect anster mode

Wain i cortacl el x|
~Check for dupleales o Contact based on

[]Company

wiCerdact - EMad

[]Cerlact : Phone

[Cerdact : Zig

¥ Bringg ACTY b foosdion after ameie

O] cod  dow | He

Figure 16: Setup Duplicate Check - ACT! 2010

Refer to Check for Duplicates for more details about the Duplicate Check.

@ In ACT! 6.0/2000, the duplicate check options are available under the Transfer Setup tab.

5.1.2. Transfer from ACT!
You can transfer contacts from ACT! and the e-mail client to any destination application.

Open ACT! and select the contact record to be transferred.

Ensure that ACT! icon is selected as Source in the AddressGrabber toolbar

Click the destination icon in the toolbar to which the address should be transferred.
AddressGrabber Parse Result window is displayed.

Verify and Edit the details if required.

Click Transfer .

The contact is transferred to the selected destination application.

@ If your destination application supports double address section, then you can transfer addresses to
both the sections (Business and Home). Select the option “Both addresses” in the Transfer In tab of the
destination Link Options .
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5.1.3. Transfer into ACT!
You can transfer the contact as:

New individual contact
New company contact

To transfer the contact:
Highlight the contact information to be transferred.
Click the ACT! Icon in the AddressGrabber toolbar.
AddressGrabber Parse Result window is displayed.
Verify and Edit the details if required.
Click Transfer .

The Contact is transferred into ACT! into the Business / Home / Both the sections according to the
option you have setup in the Transfer In tab.

@ Ensure that ACT! is open.

5.2. GoldMine

You can transfer addresses using the following versions of GoldMine.
GoldMine 8.x/7.5/7.x/ 6.x

You can use GoldMine as both source and destination.

5.2.1. Setup Transfer Options for GoldMine

You can setup the following transfer options for GoldMine using the Link Options .
Login to GoldMine database.
Check for Duplicates.

Right click the GoldMine Icon in the toolbar and select Link Options to setup GoldMine. A setup wizard
opens and guides you through the setup process.

@ If the GoldMine Icon is not available in the Toolbar, add the Icon by using the Add/Hide Applications
window.

Setup to Login

As you click Link Options , the login window appears.
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Figure 17: Login to GoldMine
Click Get GoldMine Details and the following details are retrieved automatically:
System Directory: Displays the location and path of your GoldMine application.
GoldMine Directory: Displays the location and path of your calendar database.

Common Directory: The common Directory option automatically locates your database of
GoldMine you are currently accessing.

Username: The username of GoldMine database is displayed here.
Password: Enter your GoldMine database password and click Login .
The message Logged in successfully appears in the Status area.
Click Next.
Setup to check for Duplicates

In Transfer Setup window select the transfer mode and fields to be checked for duplicates.
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Figure 18: Duplicate Check — GoldMine

Refer to Check for Duplicates for more details about the Duplicate Check.

Setup to Transfer In

Here you can customize settings to automatically attach Phone/Fax area codes.

Figure 19: Setup to Transfer In — GoldMine

Insert Default Area Code: Select to automatically pick up the missing area code of Phone and Fax if
available in the source application.

Click Finish.

Now you can transfer addresses from or into GoldMine.
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5.2.2. Transfer from GoldMine
You can transfer contacts from GoldMine into any destination application.
Open GoldMine and select the contact record to be transferred.
Ensure that GoldMine is selected as Source in the AddressGrabber toolbar
Click the destination icon in the toolbar to which the address should be transferred.
AddressGrabber Parse Result window is displayed.
Verify and Edit the details if required.
Click Transfer .

The contact is transferred to the selected destination application.

If your destination application supports double address section, then you can transfer addresses to
both the sections (Business and Home). Select the option “Both addresses” in the Transfer In tab of the
destination Link Options .

5.2.3. Transfer into GoldMine

To transfer the contact:
Highlight the contact information to be transferred.
Click the GoldMine Icon in the AddressGrabber toolbar.
AddressGrabber Parse Result window is displayed.
Verify and Edit the details if required.
Click Transfer .

The Contact is transferred into GoldMine database.

Ensure that GoldMine is open.

5.3. Outlook

You can transfer addresses using the following versions of Outlook.
Outlook 2007/2003/2002/2000

You can use Outlook as both source and destination.

5.3.1. Setup Transfer Options for Outlook

You can setup the following transfer options for Outlook using the Link Options .
Setup to transfer from or to different address sections, i.e., Home /Business / Both.

Check for Duplicates.

Right click the Outlook Icon in the toolbar and select Link Options to setup Outlook.

If the Outlook Icon is not available in the Toolbar, add the Icon by using the Add/Hide Applications
window.

Setup to Transfer In

In the Link Options window, click the Transfer In tab.
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Figure 20: Outlook - Transfer In Setup

Under Settings:

From the Send To: list select,

Business Address to transfer the contact information as the primary address. This option is
selected by default.

Home Address to transfer the contact information in the 'Home Address' tab

Both Addresses to transfer the contact information to both the primary address and the 'Home
Address' section.

Click OK to save the settings.

Setup to Transfer Out
In the Link Options window, click the Transfer Out tab.

Figure 21: Outlook — Transfer Out Setup

From the Send Out: list select,
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Business Address to transfer contact information from the Business Section. This option is
selected by default.

Home Address to transfer the contact information from the Home Section.
Click OK.

Setup to check for duplicates
In the Link Options window, click the Duplicate Check tab.

Select the Transfer Mode and the fields to be checked for duplicates.

Refer to Check for Duplicates for more details about the Duplicate Check.

5.3.2. Transfer from Outlook
You can transfer contacts from Outlook Address Book or from Outlook email into any destination application.

Open Outlook Address Book or email and select the contact record to be transferred.
Ensure that Outlook is selected as Source in the AddressGrabber toolbar

Click the destination icon in the toolbar to which the address should be transferred.
AddressGrabber Parse Result window is displayed.

Verify and Edit the details if required.

Click Transfer .

The contact is transferred to the selected destination application.

If your destination application supports double address section, then you can transfer addresses to
both the sections (Business and Home). Select the option “Both addresses” in the Transfer In tab of the
destination Link Options .

5.3.3. Transfer into Outlook

To transfer the contact:
Highlight the contact information to be transferred.
Click the Outlook Icon in the AddressGrabber toolbar.
AddressGrabber Parse Result window is displayed.
Verify and Edit the details if required.
Click Transfer .

The Contact is transferred into Outlook Address Book.

Ensure that Outlook is open.

6. Transfer using E-mail Clients

You can transfer addresses using E-mail Clients such as Eudora, Outlook and Outlook Express.

6.1. Outlook Express
You can transfer addresses using the following versions of Outlook Express.
Outlook Express 5.0/ 4.72/ 4.71
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You can use Outlook Express. as both source and destination.
6.1.1. Setup Transfer Options for Outlook Express
You can setup to transfer addresses to different sections in Outlook Express.

Right click the Outlook Express Icon in the toolbar and select Link Options .

If the Outlook Express Icon is not available in the Toolbar, add the Icon by using the Add/Hide
Applications window.

Setup to Transfer In

In the Link Options window, click the Transfer In tab.

Figure 22: Outlook Express — Transfer In tab
From the Send To: list select,
Business Address to transfer the contact information as the primary address.
Home Address to transfer the contact information in the 'Home Address' tab.

Both Addresses to transfer the contact information to both the primary address and the 'Home
Address' section.

Click OK.

Setup to Transfer Out

In the Link Options window, click the Transfer Out tab.

Figure 23: Outlook Express — Transfer Out tab

From the Send First: list select,

Business Address to transfer contact information from the Business Section. This option is
selected by default.
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Home Address to transfer the contact information from the Home Section.

Click OK.
6.1.2. Transfer from Outlook Express

You can transfer contacts from Outlook Express Address Book or from Outlook Express email into any
destination application.

Open Outlook Express Address Book or email and select the contact record to be transferred.
Ensure that Outlook Express is selected as Source in the AddressGrabber toolbar

Click the destination icon in the toolbar to which the address should be transferred.
AddressGrabber Parse Result window is displayed.

Verify and Edit the details if required.

Click Transfer .

The contact is transferred to the selected destination application.

If your destination application supports double address section, then you can transfer addresses to
both the sections (Business and Home). Select the option “Both addresses” in the Transfer In tab of the
destination Link Options .

6.1.3. Transfer into Outlook Express
To transfer the contact:
Highlight the contact information to be transferred.
Click the Outlook Express Icon in the AddressGrabber toolbar.
AddressGrabber Parse Result window is displayed.
Verify and Edit the details if required.
Click Transfer .

The Contact is transferred into Outlook Express Address Book.

Ensure that Outlook Express is open.

7. Templates

You can create templates to transfer addresses using Clipboard, DYMO Label Software and Microsoft Word.

7.1. Working with Templates

Templates are used to add, modify, or edit settings for the fields you transfer to Clipboard, DYMO Label
Software, and Microsoft Word.

Right click the Destination Icon in the toolbar and select Link Options .
In the Link Options window of the selected application, Click Edit.

You can create, edit, and delete templates here.
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Figure 24: Template

Menu Options in Template
Template Menu
New: Create a new template.
Open: Open an existing template.
Delete: Delete the template.
Save: Save the template.
Save As: Save the template in other name.
Exit: Close the template window

Insert Fields menu

<Firstname> <Lastname> <Jobtitle> <Department> <Company> <Address1> <Address2> <City>
<State> <Zip> <Country> <E-mail> <E-mail2> <Phonel> <Ext1> <Phone2> <Ext2> <Fax>
<Mobile> <Pager> <Web>

Select a field to be included in a new or existing template.

The selected field is automatically inserted in the template.
Format menu

Word Wrap: Automatically wraps the fields in the next line instead of a continuous lining of fields.

Font: You can change the font, size of the fields.
Help menu
Help: Displays Help Topics

About: Displays Information about Version of Template.
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Toolbar Options in Template

Click... To do this...

Create a new template.

Open an existing template.
Save the template.

Delete a template

Format the text as Bold.

Format the text as ltalics.

= N =

Underline the text.

Select the font
Select the font size

Select the color for template.

Creating a New Template
Click Add in the Template window.
Enter a name in the Enter Template Name: box for the new template
Enter the format and order of the fields in the Enter Template Format: window.
Click Save.
Click OK to close the Template window.

You can use only the following Fields in a Template.

Figure 25: Template Fields supported

You can rearrange the order of fields.
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You can create more number of templates by repeating the above steps.

8. Transfer using Microsoft Applications

You can transfer addresses using Microsoft Word.

8.1. Microsoft Word

You can transfer addresses using Word 2007/2003/2002/2000.
You can use Word as destination only.

8.1.1. Setup Transfer Options for Word

You can set to transfer addresses to a mail merge document or to insert in the cursor position of a word
document.

Right click the Word Icon in the toolbar and select Link Options .

If the Word Icon is not available in the Toolbar, add the Icon by using the Add/Hide Applications
window.

Figure 26: Link Options - Word
Under Address Destination, select
To Cursor: To transfer to the cursor position in Word Document.

Select the Template format from To Cursor - Format of pasted label.

Click Edit to add or edit the templates.

Fill Word Form: To transfer to a mail merge document.
Select the mail merge document from Fill Word Form — Currently Selected Form.
Click Remove to delete the currently displayed form.
Click New to add a new Mail Merge document.

The Add Forms dialog box appears. Select the mail merge document and click Open.
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In the Form Alias dialog box enter the form name and click OK.
Click OK to save the settings.
8.1.2. Transferring Addresses to Cursor Position in Word Document
To transfer the contact:
Highlight the contact information to be transferred.
Click the Word Icon in the AddressGrabber toolbar.
AddressGrabber Parse Result window is displayed.
Verify and Edit the details if required.
Click Transfer .
The Contact is transferred to Word Document.
8.1.3. Transferring Addresses to Mail Merge Documen  t
To transfer the contact:
Highlight the contact information to be transferred.
Click the Word Icon in the AddressGrabber toolbar.
AddressGrabber Parse Result window is displayed.
Verify and Edit the details if required.
Click Transfer .

The Contact is transferred to Word Document.

Figure 27: Address Transferred to Mail Merge Document
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8.1.4. Create a Form Letter

Setup the main document in Word.

Refer to the Help Topics in Microsoft Word for details to setup a main document for mail merge.

The following field names can be added to form letter. The fields in the For Return address column must be
manually created and added to the Word Data Source.

For To address For Return address
First Name MyFirstName
Last Name MyLastName
JobTitle MyJobTitle
Company MyCompany
Address1 MyAddress1
Address2 MyAddress2
City MyCity

State MyState
PostalCode MyPostalCode
Country MyCountry
WorkPhone MyWorkPhone
Web MyW ebsite

If you want to add Return address in your form letter, insert the fields (from the Return address column) in
the appropriate places.

On transferring an address to this document, relevant fields from My Address application are filled up in the
Return address fields.

To fill a different address as your return address, change the default address setup My Address application.

9. Print addresses using AddressGrabber

You can print addresses using DYMO Label printer.

We will see first to store default address for transferring using My Address Book that comes along with the
product.

9.1. DYMO LabelWriter

You can transfer contact information using DYMO LabelWriter 6.0

You can use DYMO LabelWriter as destination only.

9.1.1. Setup Transfer Options for DYMO LabelWriter

You can setup a template to transfer addresses and select a printer to print the addresses.

Right-click the DYMO LabelWriter Icon in the toolbar and select Link Options .
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If the DYMO LabelWriter Icon is not available in the Toolbar, add the Icon by using the Add/Hide
Applications window.

Setup to Transfer In

In the Link Options window, click the Transfer In tab.

Figure 28: DYMO LabelWriter - Transfer In
Under Send To:
DYMO Label Software: Select to capture and save the addresses that can be printed later.
DYMO Label Writer:  Select to print the labels directly.
Under Label Settings,
Label Files: Select the template to be used to transfer into DYMO Label Software main window.

Label Object: The objects are displayed in this list based on the selected template. Select the
Object to which the address is to be transferred.

Under Contact Format,
Select the format in which the addresses to be transferred from the list.
Click Edit to create your own template format.

Click OK.

Miscellaneous Setup

In the Link Options window, click the Miscellaneous tab.
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Figure 29: DYMO LabelWriter - Miscellaneous setup

From the Printer Name list, select the printer to be used for printing the labels.
Click OK.
9.1.2. Transfer into DYMO Label Software

Highlight the contact information to be transferred.

Click the DYMO LabelWriter Icon in the AddressGrabber toolbar.

AddressGrabber Parse Result window is displayed.

Verify and Edit the details if required.

Click Transfer .

The Contact is transferred into DYMO Label Software in the selected Label Format.

Notes:
To view the transferred address, the DYMO LabelWriter must be maximized.

In DYMO Label Software, when the Label File selected and the Label displayed in DYMO Label
Software are not the same, then the address is not transferred. Open DYMO Label Software and
ensure that the correct label is appearing for the selected template.

9.1.3. Print Labels in DYMO LabelWriter
Highlight the contact information to be transferred.
Click the DYMO LabelWriter Icon in the AddressGrabber toolbar.
AddressGrabber Parse Result window is displayed.
Verify and Edit the details if required.
Click Transfer .

The address is printed in DYMO printer in the selected label format.

You can print label objects for Addresses only.
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10. Exporting addresses using Data Export

You can export the addresses to a text file as Commas Separated or Tab Separated file. This text file can be
imported to any application that supports the CSV format.

10.1. Setup to Export Addresses
You can setup to export with a specific separator, file name to save the exported data and other options.

Right click the Data Export Icon in the toolbar and select Link Options .

If the Data Export Icon is not available in the Toolbar, add the Icon by using the Add/Hide
Applications window.

Setup to Export

In the Link Options window, click the Data Export Link Options  tab.

Figure 30: Data Export Link Options

Under Transfer Options , you can select the fields to be exported along with the data.

Export field names: Select this option to export the field names (Name, Address, City and so on)
that are saved as headers for the fields in the destination file. If you do not want to have headers,
then clear this option.

Send date and time : Select this option to export the date and time of transfer.

Under Select field separator , you can select the format in which the contact details are to be transferred.
Tab: The data is separated by a Tab space and exported.
Comma: The data is separated by a comma and exported.

Under File name and location, you can select the file name and path to save the exported file.
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Click and select the location. Enter the filename and click Save.

View: Click to view the file that contains the contact details. The file displays data only after transfer.
Clear the file : Click to delete the contents of the file.

Show list after transfer : Select this option to open the file after transferring the contact.

Click Apply to save the settings.

The Export field names option is enabled only when the destination file is not containing any data.
Click Clear to delete the contents of the file so that this option is enabled.

Add / Remove User Fields

In the Link Options window, click the UserFields tab.

Figure 31: Data Export - User Fields
To Add User Field:
Enter the name of the field in the text box provided before the Add button. Example: Userl
Click Add. The field entered is displayed under User Fields.

Click Apply to save.

You can create 18 user-defined fields in this tab.

To Delete User Field:
Select the user field name displayed under User Fields.
Click Remove. The user field name is removed from UserFields.

Click Apply to delete.
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can add or delete the user fields only when the destination file is not containing any data. Click Clear in
the Data Export Link Options tab , to delete the contents of the file.

10.1.1. Exporting addresses
Highlight the contact information to be transferred.
Click the Data Export Icon in the AddressGrabber toolbar.
AddressGrabber Parse Result window is displayed.
Verify and Edit the details if required.

Click Transfer .

Figure 32: Address transferred to Data Export file

The selected address information is transferred to a text file in CSV format.

11. Transfer using other applications

You can transfer addresses using other applications like Clipboard.
11.1. Clipboard
Clipboard can be used as both source and destination.

11.1.1. Setup transfer options for Clipboard

Right click the Clipboard Icon in the toolbar and select Link Options .

If the Clipboard Icon is not available in the Toolbar, add the Icon by using the Add/Hide Applications
window.
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Figure 33: Clipboard Link Options

Select a template from the Template for RTF format list and click OK.
Click Edit to create a new template.
Click OK.
Refer Templates for more details on creating a template.
Now you can transfer addresses from any source application to Clipboard.
11.1.2. Transfer from Clipboard

You can transfer contacts from Clipboard into any destination application.

Copy an address to Clipboard.

Ensure that Clipboard is selected as Source in the AddressGrabber toolbar

Click the destination icon in the toolbar to which the address should be transferred.
AddressGrabber Parse Result window is displayed.

Verify and Edit the details if required.

Click Transfer .

The contact is transferred to the selected destination application.

If your destination application supports double address section, then you can transfer addresses to
both the sections (Business and Home). Select the option “Both addresses” in the Transfer In tab of the
destination Link Options .




Transfer using other applications

11.1.3. Transfer into Clipboard

To transfer the contact:
Highlight the contact information to be transferred.
Click the Clipboard Icon in the AddressGrabber toolbar.
AddressGrabber Parse Result window is displayed.
Verify and Edit the details if required.
Click Transfer .

The Contact is transferred into Clipboard in the selected template format.

The data in Clipboard can be re-directed to any application.
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13. Index

Index

-~ 1

Add and Remove user fields in Data Export, 37
Adding and Hiding Applications, 6
Adding and removing destination application, 7
Address13
AddressGrabber menu, System Tray

Link Options, 5
AddressGrabber menu, Toolbar

Link Options, 5
AddressGrabber Options dialog box, 5
AddressGrabber Toolbar, 4

- c 1

Clipboard, 38

Contact Linker, 15, 16

Create a New Template, 30

Customize settings for Source application, 7
Customizing a Template, 28

Customizing AddressGrabber, 5

o 1

Delete User Field, 37
Duplicate Check, 16
Dymo LabelWriter 4.2/4.1, 33

& 1

Email, 10, 14

- 1

Fax, 14
Features of AddressGrabber, 3
Format Options, 9, 14

I —

How to Open AddressGrabber Options, 5

I

Live Update, 5

w1

Menu Options in Template, 29
Microsoft Word, 31
Miscellaneous setup, 8

- o°o 1

Options, 36
Outlook Express 5.0/ 4.72/ 4.71, 26

-~ 1

Print Addresses using AddressGrabber, 33

- s 1

Save, 37

Settings to check duplicates, 15
Skip Contact, 16

Storing Personal Details, 11

-+ 1

Template Toolbar Options, 30

To create a New Form letter, 33

Transfer Addresses using other applications, 38
Transfer Options, 36

v 1]

Update Existing Contact, 16

—

Verify Address, 13
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