


Vendor Type :  Please note the drop down arrow in the box.  This means this field in the database is supported 
by a list that you can control.  

 
 
Both the contact text and contact DDText (Drop Down Text) Fields can be located in the screen view 
displayed below.  All you need to do is select one of these and type the name directly to the right of the “=” 
key to rename the field. 

 
 
Deciding which field(s) to use to “mark” your contact record:  
 
First of all, you are not limited to just one field to mark your contact records.  You can use one or all of them 
if you wish.  Each of these fields will be able to handle one piece of data per database field with the exception 
of “Categories”.  
 
#1: Job Title:  Job Title is a drop down list supported field.  You can create your own lists for any field that 
has a drop down arrow with the exception again of “categories”.  To find the “Job Title” list, click on “Tools”, 
“Setup Option”, Options / Lists Button” and click the down arrow and select “Job Title”.  

 
 
 
 
 
 
 
 
 
 
 
 

 




